DENTRIXENTERPRISE

%4 HENRY SCHEIN®

DENTRIX ENTERPRISE 8.0.5

USER’S GUIDE
for Indian Health Service

SSALLy
$ 5
S Rty %
Q =
2 5

&&s . \9‘-’6

L 4

www.DentrixEnterprise.com | 1-800-DSCHEIN



ii  Copyright

PUBLICATION DATE
November 2015

COPYRIGHT

© 2015 Henry Schein, Inc. All rights reserved. No part of this publication may be reproduced, transmitted,
transcribed, stored in a retrieval system, or translated into any language in any form by any means
without the prior written permission of Henry Schein, Inc.

SOFTWARE LICENSE NOTICE

Your license agreement with Henry Schein, Inc., which is included with the product, specifies the
permitted and prohibited uses of the product. Any unauthorized duplication or use of Dentrix Enterprise
in whole or in part, in print, or in any other storage and retrieval system is forbidden.

LICENSES AND TRADEMARKS

Henry Schein and the Schein logo are registered trademarks of Henry Schein, Inc. Dentrix Enterprise
and the Dentrix Enterprise logo are registered trademarks of Henry Schein, Inc. Guru and the Guru logo
are registered trademarks of Henry Schein, Inc. Microsoft, Windows, Excel, and Word are trademarks of
Microsoft Corporation. HP LaserJet is a registered trademark of Hewlett-Packard Company. Acrobat is a
trademark of Adobe Systems, Inc. All ADA CDT codes are protected by U.S. and International copyright
laws; all rights reserved by the American Dental Association.

DENTRIX ENTERPRISE AND MICROSOFT WORD

Dentrix Enterprise can share its database with Microsoft Word, a word processing product created by
Microsoft Corporation. To use Dentrix Enterprise with Microsoft Word, you need to license and install
Microsoft Word.

Dentrix Enterprise 8.0.5 User's Guide



Contents il

Contents

Chapter 1: Introduction and Initial SEtUp .......cocooviiiiiii 1
Dentrix ENterprise@ OVEIVIEW ....c..iiiiiiiieiiie et 2
Opening Dentrix Enterprise Modules............ocoiiiiiiiii e, 4
National Configuration SETtINGS .. ..ooveiriiiiiici e 5
SEHING UP ClINICS it 14
Setting Up CliNiC RESOUITES .....c..iiviiiiiiiiiice e 19
Setting Up the Appointment BooK ..........ccoooiiiiiiiiiii e 25
Setting Up the Ledger. ..o 30
Setting Up ContinUiNg Care TYPES . ...cui ittt 33
Setting Up Fee Schedules. ..o 34
Editing Procedure Codes ... ..cuiiiiiiiiiii e 36
Setting Up MUII-COAES ..ot 37
Customizing Practice DefinitioNS.........cooviiiiiiiiiic e 38
Setting Up Practice Defaults ..o, 39
Setting Up Auto Chart NUMBEring ..ot 42
Setting Up Default Printers ........ocoiiiec e 43
SettiNG UP PasSWOTdS ...t e 43
Setting Up Program Preferences.........coooiiiiiiiiii i 49

Chapter 2: Family File ..o 51
Using the Family File WiNdOow ..........ocoiiiiiiiii e 52
SeleCtiNg @ Pati@Nt . ..o e 53
Adding Families and Patients ..........ccooiiiiiiiiic e 54
Working With EMPIOYEIS ..o 57
Working With INSUIGNCE .....oiuiiiiii i 58
AssigNiNng ContiNUING Care ..c..ooiiiiiiie e 69
Working with Patient NOTES ........coiiiiiiii e 70
Working With Referrals.........oooiiiii e, 72
Assigning Medical AlErtS..... ..o 75
AIChIVING Pati@NTs ..o 76
Editing Family Relations ........cooiiiiiiiiic e 76
Merging Patients. .. ..o 76

Chapter 3: Appointment Book .........cccooviiiiiiii 79
Using the Appointment Book WiNdOW ...........cooiiiiiiiiiiicc e 80
Changing a Clinic’s Schedule..........ocoooiiiii e 84

Dentrix Enterprise 8.0.5 User's Guide



iv  Contents

Changing a Provider's Schedule ... 85
Changing an Operatory’s Schedule ... 86
SWiItChing BetWEEN VIEWS.......o.iiiiiiiiiiiiiiie e 87
Finding Open AppointmeNnt TIMES .....c.iiiiiiiei e 87
Scheduling APPOINTMENTS ..o 89
Scheduling “New Patient” AppointmeENnts .......ccooiiiiiiiic e 91
SchedUuling BVENTS ....o.iiiiii e 92
Managing Appointment Book LISTS ......coviiiiiiiiieiet e 93
Managing APPOINTMENTS ....cuiiiiiiiit et 97
ManNaging EVENTS ..o 108
Generating Appointment Book REpOIS ......cooooiiiiiiiiiiiieccceeee e 111
Working with Notes in the Appointment Book............ccooiiiiiiiiiiiii 113
Using Perfect Day SCheduling .........ccooiiiiii i 115
Chapter 4: Patient Chart .......ccoooiiiiii e 119
Using the Patient Chart WindOW ...........ccooiiiiiiiii e, 120
Clearing the Patient Chart .........ccoooiiiii e 124
Changing the Provider for a Charting Session ..........cccoiiiiiiiiiii 125
ENtering TreatmeEnt ..o e 125
Editing Tre@tMENt c..oo.oieic e 128
Deleting TreatmMENT ..o o o 129
Invalidating Procedures in HiStOry ..ot 130
Changing the Displayed Dentition..........cociiiiiiiiii it 131
Setting the Default Dentition..........ocoiiiiiiii e 131
Entering and Editing Procedure NOtes. ..ot 132
Working with Clinical NOTES.....c..oiiiiiii e 133
Printing from the Patient Chart..........c.ocooiiiiiii e 138
Chapter 5: Perio Chart ..o, 141
Opening the Perio Chart WindOowW...........ccoiiiiiiii e 141
Using the Perio Chart WIndow ... 142
Entering New Perio EXamis......ccoiiiii e 145
VIeWing Perio EXamS ....oii e 146
Changing the Perio EXam VIEW ........ccoiiiiiiiiiii e 147
Comparing Perio EXamMS........ooiiiii e 149
Printing Perio Chart REPOIS ......oouiiiiiiicc e 150
Chapter 6: Treatment Planner ..., 151
Opening the Treatment Planner ... 157

Dentrix Enterprise 8.0.5 User's Guide



Contents VvV

Using the Treatment Planner Window .........ccooiiiiiiiiiiiiie e 152
Customizing Case SETHINGS .. .iouiiiiiiii it 155
Selecting the Case Details to Display ......cccocioiiiiiiioiiiiieece e 156
Working with Treatment Plan Cases........cocioiiiiiiiiiiiecc e 156
Viewing Case Status HiStOry ..ot 161
Adding Consent FOrmMSs t0 Cases ....ouiiiiiiiiiiiieieet e 162
SigNING CoNSENT FOIMS ..ottt 163
Editing and Deleting Procedures ...........ccooiiiiiiiiiiice e 164
Posting Completed Procedures ..o 164
Updating Treatment Plan FEes ......coiiiiiiii e 165
Generating Treatment Planner REPOItS ........ocooviiiiiiiiiic e, 167
Chapter 7: LEAGEr .o 171
Using the Ledger WINAOW ........cociiiiiiiiii e 172
Selecting Ledger VIBWS ......c..iiiii i 176
Changing an Account’s Billing TYPe .....covioiiiiiiieect e 177
Entering TransaCtions ........ooiiiiiii e 177
Editing Current TranSactionS. .........oouiiiiiiiieie e 184
Deleting Current TranSactioNs .......o. iie oot 185
Invalidating Transactions in HISTOIY ........ooiiiiiiiiic e, 185
Processing Dental Insurance Claims .........ocooiiiiiiiiii e 186
Working with Treatment Plans ..o 204
Generating Ledger REPOIMS .....ouiiiiiieic e 207
UsiNg Fast CheCkoUt.......oooiiii e, 210
Posting Batch Guarantor Payments ........coocoviiiiiiiiiice e 211
Posting Batch Insurance Payments ........oocooiiiiiiiii i 212
Searching for PaymMENTS......cooviiii i 214
Working with Payment Agreements........ccooiiiiiiiiiiiieeeeee e, 215
Working with Future Due Payment Plans .........ccooiiiiiiiiii 217
Working with Notes in the Ledger ... 220
Performing Month-end ROULINES .........cooiiiiiiiiiii e 222
Chapter 8: Office Manager.........ccooviiiiieiiee e, 229
Using the Office Manager WindOow ........cc.coiiiiiiiiiiii e 229
Changing Fee Schedules Automatically .........ccooiiiiiiiiiii e, 233
Changing the Database MOde ..........cciiiiiiiii e 235
Maintaining EMPIOYEIS......coviiiiiiiiiie e 235
Maintaining INSUraNCe Carriers . ....c.oiiiiiiiiiie e 236

Dentrix Enterprise 8.0.5 User's Guide



Vi Contents
ANAIYZING RETEITAIS ..o 238
PUrging APPOINTMENTS ...ttt 240
Purging Dental Insurance Benefits Used ..........ccoooiiiiiiiiiiiieee e, 240
Generating Office Manager REPOIS. ......c.oiiiiiiiii e 241
Generating Billing Statements .......ooooiiiiiii e 244
Printing Blank ADA Claim FOIrMS......coiiiiii i 246
Creating LETIOIS i 246
Creating a Batch of Primary Insurance Claims .........ccocooiiiiiiiiiii e, 252
Submitting Electronic Claims. ..o 253
Sending Statements with QuickBill ..o 253
Signing Mulitple ClNcal NOTES .....c.oiiiiiii i 254
Chapter 9: DXONe RepOrting ...c..coviiiiiiiiiieieeeeeeee e, 257
Opening DXONE REPOIING ...ttt 257
Using the DXOne Reporting WINAOW........cooiiiiiiiiiie e 258
Selecting a DXOne Reporting Printer.........ocooiiiiiiiiiiecec e 259
Setting Up REPOIt SECUNLY «..viiiiiiiiiiii e 259
Generating DXOne Reporting REPOITS ......oiiieiiiiiiiiiieee e 260
CUSTOM REPOIES ..ottt 266
Working with Previewed REPOItS .........ccooiiiiiiiiic e, 291
UsiNng Report TemMPIates .......oouiiiiiiiiiec e 292
Chapter 10: Document Center........oociiiiiiiiiiiciccece e, 299
Opening the Document CeNTET .......oiiiiii i 299
Using the Document Center WiNndOW...........ocvooiioiiiiiiiiceeeeeee e 300
Setting up the Document Center... ..ot 304
Acquiring Documents and IMages. .......coiiiiiiiiiiii e 305
Using the Document Center Printer DriVer ..o 306
Importing Unfiled DOCUMENTS ......o.ioiiiiiici e, 307
Entering Document INformation..........cooiiiiiiiii e 308
Working With DOCUMENTS ..ot 308
SIgGNING DOCUMENTS ... 312
SigNING CoNSENT FOIMS ..ot 313
Printing and Exporting DOCUMENTS........ooiiiiiiii e 314
Chapter 11: Other Features ........cooiiiiiiie e, 315
Sending EMail MESSAgES .....oiuiiiiii i 315
QUICK LADEIS ... 316
QUICK LETEEIS ..ttt 317

Dentrix Enterprise 8.0.5 User's Guide




Contents  Vii

CoNtINUING CAre ..t 318
Patient QUESTIONNAINE . .cuiiii e 320
P I E S CTIDTIONS . 324
Patient ALBITS ..o 328
OFfICE JOUIM@L ..ot 330
Collections MaNAgET .......coiiiiii e 334

Dentrix Enterprise 8.0.5 User's Guide



viii  Contents

Dentrix Enterprise 8.0.5 User's Guide




Chapter 1: Introduction and Initial Setup 1

Chapter 1: Introduction and
Initial Setup

From front desk to operatory, Dentrix Enterprise provides profitable integration solutions for managing a
variety of information, including patient demographics, clinical details, and production analyses. Dentrix
Enterprise can boost staff productivity, enhance professionalism, increase collections, help keep your chairs
full, and improve your bottom line.

This chapter covers the following topics about the various Dentrix Enterprise modules and the basic steps to
set up and begin using the program in your office:

*  Dentrix Enterprise Overview * Editing Procedure Codes

*  Opening Dentrix Enterprise Modules *  Setting Up Multi-codes

* National Configuration Settings *  Customizing Practice Definitions

e Setting Up Clinics *  Setting Up Practice Defaults

e Setting Up Clinic Resources e Setting Up Auto Chart Numbering
e Setting Up the Appointment Book e Setting Up Default Printers

*  Setting Up the Ledger *  Setting Up Passwords

*  Setting Up Continuing Care Types e Setting Up Program Preferences

*  Setting Up Fee Schedules

Before setting up your Dentrix Electronic Dental Record (EDR), it is important to understand the
relationship between RPMS and Dentrix. An interface has been installed that allows information to flow or
be “pushed” from one program to the other. RPMS will push each patient’s demographics ONLY (name,
address, birth date, SS#, and so on) into Dentrix.

If dental staff enter a change of address into Dentrix it will not be saved because the demographic information
DOES NOT flow from Dentrix back into RPMS. Once that new information is entered into RPMS,
however, within seconds, the new information will be displayed in Dentrix because it will automatically flow
over to Dentrix from RPMS.

At this time, the only information that is pushed from Dentrix over to RPMS are the completed procedures
done in the Patient Chart—the “coding” is sent for billing purposes from the work done in the Patient Chart.

RPMS >  DPatient Information >  Dentrix
Dentrix > Completed ADA and IHS Procedures in Patient Chart > RPMS

Dentrix Enterprise 8.0.5 User’s Guide



2 Chapter 1: Introduction and Initial Setup

Dentrix Enterprise Overview

The following five main modules of Dentrix Enterprise each manage specific types of information:

Family File — The Family File module can help you enter and manage patient information, such as a
patient’s name, address, employer, insurance information, notes, and continuing care (recall or recare).

Patient Chart — The Patient Chart module can help you enter and manage the clinical information for
your patients. In the Patient Chart, you can chart existing, completed, and recommended procedures.
Additionally, you can keep extensive and detailed notes regarding patient care.

Ledger — Dentrix Enterprise automatically posts procedures completed in the Patient Chart in the Ledger,
where patient accounts are managed. The Ledger contains a record of all financial transactions entered
into Dentrix Enterprise, including charges, payments, and adjustments. You can create claims and pre-
treatment estimates from the Ledger. The Ledger also provides you with information concerning patient
portions versus insurance portions, deductibles owed, and payment arrangements.

Office Manager — The Office Manager offers useful, customizable reports and lists (reports are also
available from the DXOne Reporting module). The Office Manager works with Microsoft Word to

help you create effective, professional-looking letters: welcome letters, congratulatory letters, thank-

you notes, a variety of appointment and continuing care reminders, progress reports, and collection
notices. Additionally, the Office Manager contains a set of utilities that you can use to customize Dentrix
Enterprise to fit your needs.

Appointment Book — The Appointment Book module can help you maximize production by using
visual, goal-oriented scheduling. In the Appointment Book, you can make changes to scheduled
appointments easily and reschedule appointments by clicking and dragging them. Convenient toolbars
and flip tabs help you navigate through the Appointment Book, search for open times, organize
appointments and notes, record broken appointments, and print route slips. Also, you can clearly see the
times when a clinic is closed and when a provider is unavailable.

In addition to the five main modules, Dentrix Enterprise also includes the following components and features:
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Treatment Planner — The Treatment Planner can help you provide patients with easy-to-understand
treatment options.

Perio Chart — With the Perio module, you can record periodontal measurements, such as plaque, pocket

depth, and bleeding.

Quick Letters — Dentrix Enterprise works with Microsoft Word to help you quickly create a letter for a
patient. You can choose from over forty pre-defined letter templates for your practice correspondence or
create your own.

Quick Labels — With Quick Labels, you can quickly print a variety of labels for a patient.
Continuing Care — Continuing Care can help you monitor your patients’ on-going dental care.

Send Message — With the Send Message feature, you can create and send email messages for patients
from within Dentrix Enterprise.

Patient Questionnaire — The Patient Questionnaire module can store information from new patient
forms, health history updates, and other forms used in your office to collect information from patients.

Prescriptions — The Prescriptions module can help you quickly create prescriptions and accurately track
medicines prescribed to your patients.

Office Journal — Like a journal of your daily activities, the Office Journal has two main functions: to keep
a record of past events and remind you of events in the future.




Chapter 1: Introduction and Initial Setup 3

*  Document Center — The Document Center can help you create a truly paperless office. You can scan,
capture, and import documents (such as patient medical and dental history, proof of income, insurance
cards, patient letters, EOBs, and referral letters) or images (such as patient pictures and X-rays). You can
then attach these documents to patients, providers, insurance carriers, and referral sources, or you can
print or email them.

*  Collections Manager — The Collections Manager can help you increase your practice’s revenue by
decreasing your accounts receivable. Based on criteria you select, the Collections Manager displays a list
of accounts that need to be contacted. From this list, you have access to all the necessary information
when contacting an account, including an aged balance, payment information, Office Journal entries, and
insurance estimates.

* Patient Alerts — Patient alerts are customizable alerts that you can attach to a patient or family when you
want a message to appear whenever you access information about that patient or family, according to
criteria you specify.

*  Medical Alerts — You can access medical alerts from the Family File, Patient Chart, and Treatment
Planner. When a patient has a health condition requiring attention, the medical alerts icon in those
modules and on the patient’s appointment (in the Appointment Book) is red. You can then click the icon
to view a list of the patient’s medical alerts.

The following products and packages are available as add-ons or integrated technologies for Dentrix
Enterprise:

e eClaims — With eClaims, you can send insurance claims electronically so that your office can receive
payment in a more timely manner. If your claim cannot be sent to the payor electronically, it will be
printed to paper and mailed within 24 hours.

*  QuickBill - With QuickBill, you can generate billing statements without having to print a page, stuff
an envelope, or lick a stamp. Instead, QuickBill sends statements to a clearinghouse where they are

professionally printed, folded, and mailed.

*  Guru — Guru is a patient education software program that integrates with Dentrix Enterprise through the
Patient Chart.

* Image — Image (developed by Dexis) integrates with Dentrix Enterprise, to capture digital, intraoral
images, and radiographs.

*  Voice — Voice allows you to enter data in both the Patient and Perio Charts using voice recognition
technology.

* DentriXlink — DentriXlink acts as a bridge between Dentrix Enterprise and other clinical technologies,
such as digital X-rays. With DentriXlink, you can open a supported third-party program and pass patient
information to that program.

Dentrix Enterprise 8.0.5 User’s Guide



4 Chapter 1: Introduction and Initial Setup

Opening Dentrix Enterprise Modules

There are three ways to open a Dentrix Enterprise module:

e The Windows Start menu — After you install Dentrix Enterprise, a DXONE folder will appear in your
All Programs list on the Windows Start menu.

@ Microsoft Word 2010 4 I° Kppointment Book
(&] Microsoft Excel 2010 » SE Chart
A Adobe Acrobat 9 Pro » 2 Dentrix Enterprise 6.0 User's Guide
(5 SQL Server Management Studio v - Dentrix Enterprise 6.5 User's Guide

] || Dentrix Enterprise 7.0 User's Guide
B Remote Desktop Connection 4 s

,,-g DXOME Report Manager
D Calculator (% Family File
[ Snagit11 Editor » [ Ledger
lg] Microsoft Qutlook 2010 » Q Office Manager |3
l ¥ All Programs } 4 Back
0 | ||.'s: th programs and files 0 |

Click the name of the module you want to open.

Note: If you select a module other than the Office Manager, the Office Manager will open behind the
module you selected to open. The Office Manager must remain open if you want to have any other
module open.

*  Ashortcut icon on the Windows Desktop — You can create a shortcut on the Windows Desktop for the
Ofhice Manager.

kL

Office
Manager

Double-click it to open the Office Manager module (open another module from there, if needed).

*  Another Dentrix Enterprise module — Once you have opened the Office Manager, you can open other
modules from the File menu or the toolbar (for example, the Treatment Planner module includes a
Dentrix Enterprise Modules toolbar).

MBEYEC o seET 2 al

Clicking the first buttons on this toolbar will start the Chart, Family File, Ledger, Appointment Book,
and Office Manager, respectively.

Dentrix Enterprise will keep the current patient active when you open another module. For example, if
you are working in a patient’s Ledger and open the Family File from the Ledger, information for the same
patient appears in the Family File, and the patient name appears on the Family File window’s title bar.

Dentrix Enterprise 8.0.5 User’s Guide
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National Configuration Settings

The Indian Health Service (IHS) National Configuration meeting was held September 15 — 17, 2009, at

the Henry Schein Practice Solutions (HSPS) building in American Fork, UT. Representatives from HSPS,
Science Applications International Corporation (SAIC), and IHS met to decide upon a national configuration
to be used for installation at future clinics as a part of the IHS EDR project. The national configuration
established a suggested pattern for installation, while also allowing for some decisions to be made by the

local clinic being installed. The purpose of this section is to list the standards established by the national
configuration, as well as to establish those settings that will be decided by the local clinic.

The standardized configurations listed in this document have been set up in the default database that is
installed at all installations of Indian Health Clinics that are participating in the IHS EDR Project. You will
refer back to these configuration settings as your site is set up with Dentrix.

Natlonal Settings

Within the clinical notes feature of the Dentrix chart there is an option to use an “approve” button to lock
a clinical note. This approval will lock the note so that the original note cannot be edited. It will allow
for appended notes, but not an edit of the actual note that existed when the “approve” button is utilized.

Those in attendance at the National Configuration meeting decided that this button needs to be enabled
through the global settings utility that is used when a clinic is installed with Dentrix Enterprise.

* In regards to password security settings, it was decided that the security rights settings that are used in
RPMS should be followed in the installation of Dentrix Enterprise:

* A new password must be established every 90 days.
* A user cannot use any password that has been used as one of the user’s previous 6 pass-words.

*  The password must be “strong”, meaning at least 8 characters in length, consisting of a combination
of upper case letters, lower case letters, numbers and special characters.

*  After three attempts, the user is to be locked out for an automatic stay of 1 hour. Another user with
appropriate permissions may unlock the user sooner than the one hour.

*  Another setting to be established in the Global Setting utility at the time of installation is the enabling of
the Medical History Review option. This option will enable a window that will pop up the first time each
day that a patient’s record is accessed through the Patient Chart.

e In the Appointment Book, it was decided to create a standard list of definitions to be used as
Appointment Statuses. This list is not comprehensive, allowing the local clinic to customize the list to
meet the needs of the clinic.

The appointment statuses that were added to the National Configuration are as follows, including the
colors to be assigned:

*  Confirmed *  Dark Blue
e Left Message * Light Blue
*  Unable to Contact *  Brown

e Patient Here *  Green

*  ER/Walk In * Red

*  Special Needs *  Orange

Dentrix Enterprise 8.0.5 User’s Guide



6 Chapter 1: Introduction and Initial Setup

*  As Initial Reasons used for scheduling appointments, also found in the Definitions area of the Office
Manager, the following procedures were decided upon:

*  New Patient *  Oral Hygiene Instructions
*  Comprehensive Exam *  Deriodic Exam

* Pano *  Limited Exam

* 4 Bitewings *  Under 3 Exam

* 2 Bitewings e Consult

¢ TFMX *  Office Visit (Follow Up)

*  Prophy e Palliative Tx

e Child Prophy *  Perio Maintenance Therapy

¢ Fluoride

*  Also found in the Appointment Book is the Continuing Care List.

& Continuing Care EI@
File Edit Views 5tatus OfficeJournal Document Center
ALL -> ALL ALL

Dat

05/20/2011 ORTHO BM Bowen, John 46 | Provl |MESA IHC

05/20/2011 ORTHOD G “Bawen, Charlie 50 Provl | MESA IHC
05/24/2011 ORTHOD = Brown, Carlie a0 Provl | MESA IHC
05/24/2011 ORTHOD G *Brown, Carl 10 Provl [ MESA IHC
05/24/2011 ORTHOD = Brovar, Proni E Provl | MESA IHC
05/25/2011 ORTHOD EM *&hali, Broan 0 Prowl [ MESA IHC

It was decided to include the following standard lists as a part of the National Configuration:
* Last month of patients who were due for treatment but never seen.

*  Last 3 months of patients who were due for treatment but never seen.

e Last 6 months of patients who were due for treatment but never seen.

* Al patients that have been due for treatment but never seen.

*  'The list of available continuing care types that can be tracked automatically by Dentrix Enterprise is to
include the following:

*  Space Maintainer to be tracked at every 6 months and attached to ADA codes D1510 and D1515.

* High Risk Caries to be tracked at every 3 months. The attached code is to be determined.

*  Oral Path to be tracked at every 1 month. The attached code is to be determined.

*  Hygiene is to be tracked at every 6 months and attached to ADA codes D1110, D1120, and D4910.
*  Ortho is to be tracked at every 1 month and attached to ADA code D8670.

* In the Procedure Code Setup area of the Office Manager, the only change to be established on the
national level is the op site(treatment area) for ADA code D0220 and D0230 is to be set to tooth, thereby
requiring a tooth number.

Dentrix Enterprise 8.0.5 User’s Guide



Chapter 1: Introduction and Initial Setup 7

* In the Letter Merge area of Dentrix Enterprise there will be templates included that will provide Post Op
instructions for the following codes and letter names:

« SSC sscpost.doc
*  Dental Surgery surgery.doc
e Simple Extraction simpext.doc

*  DPedodontic Extraction  pedoext.doc

e Trauma traumal.doc
*  Dentures denture.doc
e DPulpotomy pulppop.doc
*  Sinus Opening sinusop.doc
*  Excuse Letter excslip.doc

e It was decided that Prescriptions will continue to be entered as they currently are, meaning that they will
be entered through the EHR.

* It was decided to include the following as Allergies within the Definitions:

e Latex e Aspirin

*  Denicillin *  Codeine

*  Amoxicillin *  Hydrocodone
*  Clyndamycin e lodine

e Sulfa *  Erythromycin
* Ibuprofen e Tetracycline

e Local Anesthetic e See Notes

e Tylenol/Acetaminophen

* It was decided to include the following as Medical Alerts (in addition to those already included in the
installation):

*  Bisphosphonates
¢ Auto Immune Disorders
*  Hepatitis C

e In the Patient Chart, it was decided to use the following color scheme to represent the associated
treatment type:

e  Treatment Plan Red
e  Completed Blue
* Existing Blue
*  Existing Other Blue
*  Conditions Black

Dentrix Enterprise 8.0.5 User’s Guide



8 Chapter 1: Introduction and Initial Setup

e Also in the Patient Chart, it was decided to establish 21 of the 24 Quick Procedure Buttons.

Setup Procedure Buttons @
Click a button to zet it up...
Azzsigned Codes
ADULT

0000 (ME0}—— 2] gooo @190 D110
CHILD || ey

= E 01120 DO274  DO272

ﬁ E 89900 pF140 DO330 9990

D1z06

&

01206 |D2140 D239

D2a40|D1320

i

O320

&

—-":
m
mm

DZ340 D1320  D9110

02330 02750 D3310

03220 |d1351  |d0220

EQ @8
g Ellj=o

15003 0000 ]

ﬂ

K. Cancel

The following codes and icons are used:

e 0000 1st Visit This Fiscal Year (10/1)

* 0190 All Subsequent Visits

« DI1110 Adult Prophy

e DI120 Child Prophy

e D0274 4 BWX

e DO0272 2 BWX

e D7140 Tooth Extraction, erupted/uncomplicated

e DO0330 Panorex

* 9990 Treatment Plan Completed

e DI1206 Fluoride Varnish

e D2140 Amalgam Restoration (use for anterior and posterior, any number of surfaces)
 D2391 Comp/Resin Restoration (use for anterior/posterior, any number of surfaces)
e D2940 Sedative Filling

e D1330 OHI

« DI110 Palliative Treatment

e D2930 Stainless Steel Crown

e D2750 Porcelain Fused to High Noble Crown
 D3310 RCT - any area of the mouth

 D3220 Pulpotomy

e DI1351 Sealant

* D0220 Periapical X-ray, first one

e Site Decision The clinic can decide which code and icon to use
e Site Decision The clinic can decide which code and icon to use
e Site Decision The clinic can decide which code and icon to use

Dentrix Enterprise 8.0.5 User’s Guide



Chapter 1: Introduction and Initial Setup 9

Within the Password Setup, it was agreed to include five employee password templates that would be used
to base the assignment of password rights for all other employees. These five templates will be assigned to
“users” with the following names and roles:

e FD Template Front Desk

* DA Template Dental Assistant
e Prov Template Dentist

*  FATemplate Full Access

*  RDH Template Dental Hygienist

The rights assigned to each are as follows:

s
o

DA Prov

2

Security Option RDH

Appointment Day Notes, Modify

Appointment Lists

Appointment Views, Add New

Appointment Views, Delete

Appointment Views, Edit

Appointments, Break

Appointments, Delete

Appointments, Edit

Al el el el el el el ks
il ls
il s
R PR R R

Appointments, Open

Appointments, Purge

<
>
<

Appointments, Schedule New

Appointments, Set Complete

Appointments, Setup Clinic

Appointments, Setup Providers

Appointments, Setup Schedule

Approval Status
Appt Lists, View All Clinics
ApptBook, Change Prov Color

ApptBook, Copy View

sl sl el el el el ol ol el el el Bl Bl el el Kl Kl Kl e

ApptBook, Copy Views to Users

R R R KK O O
>
>

>~

ApptBook, Remove Prov

Auto Chart Number Setup Set up to not assign

<
~

Batch Processor, Delete Reports

>
o

Batch Processor, Print/Display Reports X
Billing/Payment Agreement, Modify X
Chart Setup
Chart, Open X X X
Clinic Admin

Clinic ID Change
Clinic Resource Setup @)
Clinical Notes, Append X

Clinical Notes, Approve X

PR R R R R R R <
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Security Option

FD

DA

Prov

2

RDH

Clinical Notes, Delete

Clinical Notes, Modify

©)

Collections Manager, Open

Completed Procedures, Delete

Completed Procedures, Edit

Completed Procedures, Enter

Conditions / Diagnosis, Delete

Conditions / Diagnosis, Edit

Conditions / Diagnosis, Enter

Continuing Care, Clear Patients

Continuing Care, Edit Patients

S

Continuing Care, Open

Il kil bl B kel kel ks

Al sl sl el el el el ks

il sl il sl bl sl kel ks

Continuing Care, Setup

Credit Adjustment, Delete

Credit Adjustment, Edit

Credit Adjustment, Enter

Customize Toolbars

Database Mode Setup

Debit Adjustment, Delete

Debit Adjustment, Edit

Debit Adjustment, Enter

Dunning Messages, Modify

DXOne Report, Launch

>~

I il il sl bl bl Bl Ll el Bl el el el el el e el el el el el el e

Employers, Add New/Edit Info

Existing Procedures, Delete

Existing Procedures, Edit

Existing Procedures, Enter

Family File, Open

kel el kel

kel kel kel

el kil ks

Fast Checkout

Fee Schedule, Setup

Guarantor Notes, Modify

Guarantor Payment, Delete

Guarantor Payment, Edit

Guarantor Payment, Enter

Image, Open

Ins Payments, Delete

Ins Payments, Edit

Ins Payments, Enter

Insurance Claims, Create New

Insurance Claims, Delete

Insurance Claims, Edit

Al el il sl el el el bl el el el el el kel el ke
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Security Option

FD

DA

Prov

2

RDH

Insurance Claims, Open

Insurance Coverage, Modify

Insurance Payment Tables, Modify

Insurance Plans, Add New/Edit Info

LC/EC, Delete

LC/EC, Edit

LC/FC, Enter

Ledger + History

Ledger Setup

Ledger, Open

Ledger, Open Treatment Plan

Letters, Add New

Letters, Birthday

Letters, Collection

Letters, Continuing Care

Letters, Delete

Letters, Edit

>

>

>

o

Letters, Inactive Patient

Letters, Misc.

Letters, Referral

Letters, Welcome

Medical Alerts, Edit

Medical Alerts, View

I kol kel kol ko

Medical Consultation

Sl B i el ke

il i e kel ke

Sl el Kl el ke

Month End - Charges

Month End - Payment Plan

Month End - Update

More Info / Family Appointment List

>

>

>

Multi-Clinics, Purge Appt

Multi-Codes Setup

Office Journal, Add En-tries

Office Journal, Delete Entries

Office Journal, Edit Entries

Ofhice Journal, Open

Office Manager, Open

el Bl el e

el Bl kel ke

il il ksl ke

el Bl el e

Ofhice, Report Multiple Clinics

Password Administration

Password, Multi-Clinic

Patient Alerts, Modify

Patient Notes, Modify

=

S

S

Patient Notes, View

il sl il el ial sl bal Eal el ol el bal Lol kol Lol Kol Kol Kol Kol Kol Kol Kol Kol Kol ol ol ol Kol Kol Kol Kl K Kl B e Kl Bl Ks R Ks R ke
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Security Option FD |DA (Prov

2

Patient Prescriptions, Delete

Patient Prescriptions, New

Patient Prescriptions, Open

Patient Questionnaire Setup

Patient Questionnaire, Edit

Patient Questionnaire, New

Patient Questionnaire, Open

Patient Quick Letters X X X

S
<
S

Patient Referrals, Delete

Patient Referrals, Open X X X

Al el sl el el el el el ke

Patients, Add New

Patients, Archive

Patients, Delete

Patients, Edit Family Relations

Patients, Edit Information X X X

Payment Agreement Types, Setup

Payment Plans, Add New / Edit Info

Perio Chart, Open X X X

Practice Definitions Setup

Practice Preferences Setup

Prescriptions Setup

Prescriptions, View

Presenter, Open X X X
Print Appointment Book Views X X X
Print Billing Statements

Print Charts or Progress Notes X X
Print Continuing Care Lists X X X
Print Day Sheets

Print Day Sheets, MTD/YTD

Print Future Due Payment Plans

Print Insurance Aging Reports

Print Insurance Claims

Print Office Journal Reports X X X

Print Patient Notes X X X

Print Patient Prescriptions

Print Patient Questionnaire

Print Payment Agreements

A il sl il el ol el el bl el Bl el el el el el el Kel el Kl Kl el el Kl Kl Kl ks

Print Perio Chart Letters or Charts X X X

Print Route Slips X X X X
Print Treatment Plans X X X

Procedure Code Setup
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Security Option

FD

DA

Prov

2

RDH

Procedure-Instructor, Enter / Edit

Providers, Inactivate

Purge Insurance / Employers

Referral Analysis, Open

Referrals, Add New/Edit Info

RVU, Auto Changes

Sched Reports, Delete Any

Sched Reports, Print/View Any

Send Electronic Billing

Send Electronic Claims

Suspended Credits, Apply

Treatment Plan, Delete

Treatment Plan, Edit

©)

=

el el el it el e el el el kel ke

©)

Treatment Plan, Enter

Trojan, Import

User Self Setup

View All Operatories

View All Patients

A kol kol

ol kel ks

A kel kel

il talls

View All Providers

X

X

X

>

el d ks

*Any option listed with an O in the box is to be left for the local clinic to decide.

Local Settings

As a part of the National Configuration Meeting, it was decided that there were aspects of the software setup
that should be left to the local clinic for decision making, including the following:

Production Types
Appointment Checklist

Appointment Book time increments

Multi-codes

Approval Status for Treatment Plans
Appointment Types

Billing Types

Medications

The local clinics are also to have the ability to add to any of the lists of standardized configurations to make
the software apply more effectively to the local clinic.
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Setting Up Clinics
You can add and edit clinic information for all clinics in Dentrix Enterprise. Set up clinics prior to setting up
providers. You must be in the Central clinic to set up a clinic. The Central clinic provides access to all setup

features. Configuring clinic information from one computer affects all computers running Dentrix Enterprise
on the network.

To add or edit a clinic

1.

Dentrix Enterprise 8.0.5 User’s Guide

While logged on to the Central clinic, in the Office Manager,

from the Maintenance menu, point to Practice Setup, and
then click Enterprise Setup.

®

£ Dentrix Office Manager - The Dentist Group <

The Enterprise Setup dialog RS
box appears.

Clinic: Information

Select your clinic (for example,

The Dentist Group

1234 Dakdale Dr

“MESA THC”), and then click bmetcanFo, U 04003
Edit January

Clinics

The Clinic Information dialog

Clinic Resource Setup

The Dentist Group
The Dental Group

box appears.

NO_CLINIC

Enter the following clinic PINEDALE  The Dentist Group
{=l=lni¥in] Tlam Mimanbiab Cem e

information:

General tab

AF Advanced Women Health Care

[ d

American Fark, UT & 1y - @

*  Descriptive ID — Type an ID that is four to 11 characters

in length (the maximum depends on a certain global
setting). Valid characters include A-Z, a-z, 0-9, and
a hyphen (-). This ID is used to reference the clinic
throughout Dentrix Enterprise and on reports.

*  Financial Number — Type the account number for the
clinic’s financial institution.

*  Merchant ID — Type the ID used by the clinic for
processing credit card payments.

e Clinic TIN — Type the Tax Identification number of the
clinic.

*  Entity ID Code — Type the code used to identify the
entity for the clinic.

* Title — Type the name of the clinic.

*  Address — Type the clinic’s address, the phone number
and extension of the contact person in the clinic (if
applicable), and the clinic’s fax number.

= Edi
£ OR
. | N
Clinic Information - MESA 3 3]
I General |Settings] Optional Settings riptions |
Descriptive [D: Internal 10:
[MESA |2
Financial Mumber: Merchant |D:
Clinic TIM Entity ID Code:
Clinic NP
Title:
|The Drentist Group
Address:
|1234 Dakdale Dr
City ST Zip
American Fork, ut 84003
Phone Ext. Fax
(801)555-9399 (801)555-9399
I

4 Cancel
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Settings tab Clinic Information - CENTRAL ==

* Administrative Contact — Click the search button **/ to General Setiings | Optional Settings | Subscrptions |
select the business contact at the clinic. Only providers driisatve Contset. [MEBOK |
who have been entered into Dentrix Enterprise and who Bank Depasit Number
have a 10-digit phone number are available for selection. issies

. N Show/HideMazk S5N:

*  Bank Deposit Number — To have the clinic’s bank [Show Completely =
account number print on deposit slips, type the Escal years beginring month (112} [1
appropriate number. Time Zane:

. . | (MT-07:00) Mourtain Time (US & Canada) |

*  Show/Hide/Mask SSN — Select one of the following i

illing Statements
OpthHSZ " Use Central Qffice Info on Statements

&+ Lse Clinic Info on Statements.

e Use Central Clinic Option — The setting will be the
same as that for the Central clinic.

" Use Provider Info on Statements.

Change Provider Completion Options

IV Owverride Pravider For &1l Transactions

*  Show Completely — Shows the entire Social Security

* Per Patient
number throughout Dentrix Enterprise. ¥ Ferbeian
Change Fee Schedule Rounding O ption
* Hide Completely — Hides the Social Security
. . . Round ta: | Dol v | by default

number. All fields that display Social Security number ]

will be blank except in dialog boxes where the Clinical Note Narming

number is entered or edited (for example, the Patient ¥ Use Fist Clinical Note Template to Name

. . Clinical Mote Pages
Information dialog box).
.. . 0K | Cancel

*  Mask Completely — Masks all digits of the Social reel_|

Security number.
e Mask All But Last Four — Masks all but the last four digits of the Social Security number.

For a comprehensive explanation of where the Social Security numbers will be shown, hidden, or
masked throughout Dentrix Enterprise, see the “Enterprise Setup” topic in the Dentrix Enterprise Help.

*  Fiscal year’s beginning month (1-12) — Type the number of the month that your fiscal year begins.
The default value is 1 (January).

* Billing Statements — Select the option that corresponds to the information you want to appear on
billing statements:

*  Use Central Office Info on Statements — To print the name and address of the Central clinic on
a statement sent to a patient of this clinic.

*  Use Clinic Info on Statements — To print this clinic’s name and address on a statement sent to a
patient of this clinic.

e Use Provider Info on Statements — To print the name and address of the patient’s primary
provider on a statement sent to a patient of this clinic.

* Change Provider Completion Options — If the completing provider for procedures is often not the
same as the treatment-planning provider, you can change the provider for those procedures and have
that provider be the default for any procedures completed for a selected patient or for all patients. To
enable the completing provider override feature, select Override Provider For All Transactions, and
then select one of the following options:

*  Per Patient — The specified provider will be used for completed procedures being posted for a
given patient until you select another provider or patient.

*  Per Session — The specified provider will be used for completed procedures being posted for all
patients until you select another provider or close all Dentrix Enterprise modules.

* Change Fee Schedule Rounding Option — Select the default rounding option for automatic fee
schedule changes. This setting is available only if you are logged in to the Central clinic.

* Clinical Note Naming — To have the default name of a new clinical note (“Note#”) changed to the
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category and name of the template that was used to create the note (if multiple templates were used
to create the clinical note, the category and name of the first template used is used), select this check
box. This setting is available only if you are logged in to the Central clinic. This setting affects all

clinics.
Optional Settings tab (Central clinic only) Clinic Information - CENTRAL ==
° Automatic LOg Off I General] Setting:  Jptional Settings | Subscriptions |

Automatic Log Off
[ Enable Automatic Log Off

* Enable Automatic Log Off — To have users logged

off of Dentrix Enterprise after a specified length e Tme: [ 15 Minutes
of idle time, select this check box. Type the length ¥ Enable Warning Messages o
N = Seconds berore

of Idle Time, in minutes, that is allowed before a ospey [15 ] mrcien
user is logged off the program. Dentrix Enterprise Additionl Settings _
. . . . [¥ Enable Patient Access Logging
is considered to be idle while there are no mouse 180 Minutes between identical log records
movements or keyboard strokes in any Dentrix W Enable Patient Print Logging
Enterprise module on the computer to which a user [V Batient Birthdate/Age on Tile Bar
is logged on except for the DXOne Report Manager, et

A . . Iv Patient Health Assessment
DXPrint, and DXOne Reporting processes, which P

are used for reports. However, if a report is being
run, and the user is logged off automatically, the

¥ Medical Alerts

Appointment Book "Late Appt” Tracking

generation of the report is canceled. ¥ Enable "Late Appt™ Tradking
i i fiss [ e S Mk
* Enable Warning Messages — To have a warning R

message appear before users are logged off
automatically, select this check box. In the Display T e S

field, type the length of time, in seconds, that you preferred language is Spanish
[ Use description for finding patient education

Patient Education

want the warning message to appear before a user is =

logged off automatically. The message will present the Ll e e

options to the user to continue working in Dentrix W Require Referral for New Patients
Enterprise without being logged off or to log off

immediately. If the message is ignored, after the [ ok | cancel

specified number of seconds, the user is logged off
automatically.

* Additional Settings

*  Enable Patient Access Logging — To enable the tracking of emergency access to patient
information for users without sufficient rights, select the check box. When accessing a patient
record multiple times the same way (in the same module, at the same clinic, on the same date,
and by the same user) within the number of minutes specified in the Minutes between identical
records field, Dentrix Enterprise will create only one entry for the Patient Information Accessed
Report. In this field, type a value from 5 to 1440 (180 or above is recommended).

*  Enable Patient Print Logging — Select this check box to enable the tracking of the following:
when reports that contain patient information are generated; when patient records are accessed;
additions, deletions, and modifications of patient information; and when patient health
information is exported to a patient’s portal. This audit information appears on the Audit -
Combined Report.

e DPatient Birthdate/Age on Title Bar — To have the birth date and age of a patient selected in
a patient-specific module (except for the Family File) appear on the title bar of that module’s
window, select this option.

*  Copy to Clinical Notes

*  Patient Health Assessment — To have a clinical note created automatically each time a health
assessment for a patient is recorded, select this check box.
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Prescriptions — To have a clinical note created automatically each time a prescription is entered
for a patient, select this check box.

Medical Alerts — To have a clinical note created automatically each time a medical alert is entered
for a patient, select this check box.

* Appointment Book “Late Appt” Tracking — To allow the time from the scheduled time of
appointments to the arrival time of the corresponding patients to be monitored by Dentrix Enterprise
(for the Appointment Statistics Report), select this check box. Then, set up the following options:

Appt Status to Watch for — Select the status appointments will have before the corresponding
patient arrives. Dentrix Enterprise will begin monitoring a patient’s visit when the specified status
is selected for his or her appointment from the Appointment Information dialog box.

Minutes before patient is considered LATE — A patient will be considered late for his or her
appointment when the specified number of minutes has elapsed from the time of the scheduled
appointment until the status your office uses to indicate a patient has arrived is selected for that
appointment. If a patient is late for his or her appointment, the Late Appt check box is selected
in the Appointment Information dialog box, and a red dot appears in the upper-right corner of
the appointment on the schedule.

¢ Patient Education

Use Spanish patient education if patient’s preferred language is Spanish — With this check
box selected, and if a patient’s language preference is Spanish (in the Patient Information

dialog box, under Demographics, Spanish is selected as the Language), when the Patient
Education dialog box appears for that patient, the Spanish option is selected; otherwise, English
is the default selection. Having the Spanish option selected allows you to Search Online with
MedlinePlus for patient education resources in Spanish.

Use description for finding patient education — Select this check box to have the description
instead of the code (such as SNOMED) be used when you do either of the following:

e Click the Patient Education button @ in the Medical Alerts dialog box (or Patient
Prescription dialog box) to search for patient education resources online with MedlinePlus
for a selected problem, medication (or prescription), or allergy.

e Click Search Online in the Patient Education dialog box, which you can open from a
patient-specific module (such as the Family File), to search for patient education resources online
with MedlinePlus for a problem, medication, or lab that match the search criteria that you enter.

*  Family File Settings

Require Patient Email Address — Select this check box to require that an email address be
entered for each patient in the Family File. If a patient declines to provide an email address, that
can be specified instead of entering an email address.

Require Referral for New Patients — Select this check box to require that a referral source be
selected when a new patient record is created in the Family File.
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Subscriptions tab

Outcome — If you have purchased a subscription for

this feature (Quintiles is the third-party provider of the
Outcome service), click Setup Outcome to enable and set
up Outcome.

ePrescribe — If you have purchased a subscription for
this feature (AllScripts is the third-party provider of the
ePrescribe service), click Setup ePrescribe to enable and
set up ePrescribe.

Updox — If you have purchased a subscription for this
feature (UpDox is the third-party provider of the Patient
Portal service), click Setup Updox to enable and set up
Patient Portal.

Meaningful Use — If you have purchased a subscription
for this feature, click Setup Meaningful Use to enable
and set up Meaningful Use.

4. Click OK.

For comprehensive information about setting up Outcome,
ePrescribe, Patient Portal, and Meaningful Use, see the “Changing
clinic information” topic in the Dentrix Enterprise Help.
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Clinic Information - CENTRAL

'Generall Settings] Optional Setting:

# Licenses: | 10

QOutcome

Setup

Cutcome Expiration Date: | 01/31/2014

ePrescribe

# Licenses: | 10

Setup

ePrescribe Expiration Date: | 01312014

Updox

# Licenses: | 10

Setup

Updox Expiration Date: | 01/31/2014

Meaningful Use

# Licenses: | 10
Setup
Meaningful Use | Expiration Date: | p1/31/2014

T ]

Cancel |
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Setting Up Clinic Resources

You can edit your clinic information, operatory IDs, provider information, and staft information.

To access the Clinic Resource Setup

*  For any clinic

1. While logged on to the Central clinic, in the Office
Manager, from the Maintenance menu, point to Practice

Setup, and then click
Enterprise Setup.

The Enterprise Setup dialog

box appears.

2. Select the clinic that you want
to edit.

3. Under Clinic Information,
click Clinic Resource Setup.

The Clinic Resource Setup
dialog box appears.

£ Dentrix Office Manager - The Dentist Group -

Enterprise Setup

 Clinic: Infarmation

The Dentist Group
1234 Dakdale Dr

American Fork, UT 84003

(801)555-3999
January 3 Clinic Resource Setup

*  For the clinic that you are logged on to

In the Office Manager, from the Maintenance menu, point to
Practice Setup, and then click Clinic Resource Setup. The Clinic
Resource Setup dialog box appears.

The sections that follow explain about setting up clinic resources.

g
— Clinic:
AF Advanced Women HegllLare American Fork, UT  » Mew
DRAPER The Dentist Group Ciraper, UT
S The Dental Group & K Edit
MNO_CLINIC |ﬂ
PINEDALE p Pinedale, W = Delete
[=I=lniNin] e Ormnm HIT L
N
ﬁ Dentrix Office Mana The Dentist Group -
File View Reports Letters aintenanci
B
Des:

amil Walul Sll boll,
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Changing Clinic Information

You can edit a clinic’s information as needed.

To edit a clinic’s information

1. In the Clinic Resource Setup dialog box,
under Clinic Information, click Edit.

Clinic Resource Setup
Clinic: Information
The Dent.

- The Dentist Group

al Group

1234 South Maple Drive

The Clinic Information

Clinic Information - MESA

dialog box appears.

Tiptions |

=l

Operatories

Updox
Setup

Mew

Mew

Edit

Inactivate

Messenger

Setup ‘

LCloze

I General |Settings] O ptional Settings

2- Change the CliniC Descriptive 1D Intemal 1D

information as needed. MESA |2

FOI' information about Financial Murnber: Merchant ID:

. . | [

the available options, see Clinic TIN Entity ID Cade:

“Setting Up Clinics” in [

this chapter. Cinie HPY
3. Click OK. The

|The Dentist Group
Address:
|1234 Dakdale Dr
lary Kaye
| Tracy
City ST Zip
American Fork ur 84003
Phane Ext. Fax .
(301 555-3339 (301)555-3339 J Elechionic
3 ] Cancel |
A
—

Setting Up Operatories

An operatory is a room, chair, or other location where treatment is performed in your office. Appointments

are scheduled by operatory on any given day.

To add or edit an operatory

1. In the Clinic Resource Setup dialog box,
under Operatories, do one of the following:

*  Click New to add an operatory.

*  Select an existing operatory, and then click
Edit to edit that operatory.

The Operatory Information dialog box

appears.

2. Type the following information:
e ID - The unique ID for the operatory.
*  Operatory Title — The title to use for the

Clinic Resource Setup

Clinic: Information

[801)55

Administrative Contact:
Clinic 1D: MESA

Provider(z]
AMCCLLURE

operatory instead of the ID when printing
the Operatory Appointment List.

3. Click OK.
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January

- The Dentist Group

The Dental Group
1234 South Maple Drive

Mesa, A7 85210

51111

Operatories
MESATo. [ p ]

MESAZ
MESAZ

MESA4

Operatory Information

Caticel

T

==l

MNew

Edit

Inactivate
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Each individual that provides billable treatment to patients is considered a provider in Dentrix Enterprise.

During the initial push of information, all doctors (primary providers) will be moved into Dentrix from
RPMS. This initial information will need to be edited so that Dentrix contains appropriate User ID’s, logon

information, site address, NPI numbers, and so forth.

Hygienists do not get pushed over from RPMS. There will be one “place holder” hygienist in the Dentrix
Clinic Setup that can be tweaked to contain a dental hygienist’s information. Additional hygienists can be
added and mapped into Dentrix allowing that production to move back to RPMS under the Dental Chief’s

Dentrix ID for billing purposes.

Important: To add a primary provider not listed in Dentrix Enterprrise, you MUST have that provider set up
in RPMS first, and then call Dentrix Technical Support to have a technician “map” the provider in RPMS to
Dentrix Enterprise. After that, the new doctor can be pushed to Dentrix Enterprise.

To edit a provider

. . . Clinic R S Tl s
1. In the Clinic Resource Setup dialog box, e s _ =
. L. . Clinic: Information Operatories
under Provider(s), select an existing provider, The Dental Group
. . . . 1234 Sauth Maple Dri MESA2
and then click Edit to edit that provider’s s ae e MESA3 New
. . Mesa, 47 85210 MESAd
information. {B01J555-1111 ES]
January
The Provider Information dialog box appears.
Administrative Contact: Edit
. . Clinic ID: MESA !
Tip: If you want to view providers that have Providers]

1 1 1 1t1 1 AMCCLURE - McClure, Angela M
been' mactl‘vated in addition to the active S e o
providers listed, select List Inactive at the DROBB fobh, David Edit
bottom of the Clinic Resource Setup dialog Inectivate |
box.

2. Enter or change the following R =3
. f . Last First Ml Suffix Log On
Information: Name: [Emith [Denris £ User ID: [DSMITH Edit
e Name — Type the provider’s ID: [DSMITH Tite: [DDS ™ NonPerson User Password: |
. Canfirm Password: | ™
Last name, First name, and MI Specialy: [ Dentit =] :
. L e Electronic Fx ser

(mlddle mltlal) : Address: {1734 Dak Street Fee Schedule: [1. Dffice ﬂ

e ID - This ID is pre-populated |C_ — RV Schedule: [1 >
. . ity tate Jip o
with the provider’s NPI number [merican Fork T 4003 Clinic: [CENTRAL »]
i TIM #: [<CLNIC
Change the ID to something Prore (G T2 | B ] <CLINIC> >

more descriptive (for example,

E-Mail |Desmithdds@henryschein.com

55 # [111a11117

DRWROBERTS, for Dr. Wesley

Roberts; and HYMJONES,

for Mary Jones, RDH). Type a
unique ID for the provider. The
ID must be 4 to 10 characters

Bl

Pravider ID Setup |

State [D #:|123456 State:|UT

State License Expiration: [11,/11/2020

Medicaid #: |1234
DEA #: |123456

DEA License Expiration: |11/11/2020

in length. You can use letters, Class
* Primar
numbers, and hyphens (-). B
> yp ( ) " Secondary

Note: Provider IDs are used
throughout Dentrix Enterprise.
Whenever a provider is displayed
or printed, it is usually only the

Insurance Claim Optionz

¢ Signature on File

W Use Clinic TIM

2

I¥ Print Provider's Signature Using:

" Pravider's Mame

provider ID that is seen.

DEA Schedule: v 11 v Il W I W
NPI: | 1234567230

(* Blue Crosz 1D#: lmi
" Blue Shield ID#:
Provider #: |222
Office #: | 333
Other ID#: 444

UPIN#: | 33765

Cancel

&
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e Title — Type the provider’ title, such as DDS, DMD, or RDH.
*  Non-Person — If this provider is an entity, such as a corporation or association, select this check box.
*  Specialty — Select the appropriate specialty for the provider.

*  Address — Type the business address of the provider. This address will be used on all correspondences
to patients, referrals, insurance carriers, and so forth. Also, type the provider’s E-Mail address.

*  Phone - Type the business phone number and extension (if applicable) of the provider.

* Class — Select the class for the provider: Primary, for primary care providers, such as dentists; or
Secondary, for secondary care providers, such as hygienists.

* Insurance Claim Options — To avoid having to sign each printed insurance claim, select Print
Provider’s Signature Using, and then select Signature on File or Provider’s Name. If you want to
use the clinic TIN on insurance claims, select Use Clinic TIN.

*  Log On User ID — If you are adding a new provider, type the ID that this provider will use to access
Dentrix Enterprise.

*  Password — In the User Password field, type the password that this provider will use to access
Dentrix Enterprise. Enter the same password in the Confirm Password field.

Important: The password must be at least 8 (for standard users) or 15 (for administrative users)
characters in length and meet the following requirements: have at least one uppercase letter, have
at least one lowercase letter, have at least one number, and have at least one special character (for
example, #, %, or &).

*  Fee Schedule — If this provider will use a different fee schedule from the default fee schedule, click
the search button **|, and then select the appropriate fee schedule.

*  RVU Schedule - To associate an RVU schedule with this provider, click the search button **/, and
then select the appropriate RVU schedule.

*  Clinic — Click the search button *?|, and then select the clinic where the provider works.

*  TIN - If the clinic Tax Identification number (TIN) will be used by the provider (Use Clinic Tin is
selected under Insurance Claim Options), the field displays “<CLINIC>.” Click the Tin # search
button **, and then add, edit, or remove the TIN of any clinics as needed. You must have at least
one TIN entered.

e 8S # —Type the provider’s Social Security number. This number will appear on insurance claims.

e State ID #, State, and State Expiration Date — Type the provider’s state license number, the state
where that license was issued, and the expiration date of that license. The state ID will appear on
insurance claims.

* DEFA #, License Expiration, and Schedule — Type the provider's DEA number and the date that
DEA license expires, and select the classes of medication that the provider can prescribe. The DEA
number can be used with specialized insurance claims.

* Additional IDs — Enter any of the following IDs, which can be used with specialized claims:
Medicaid #, NPI, Blue Cross/Blue Shield ID # (you must select one or the other), Provider #,
Office #, Other ID #, and UPIN#.

3. Click OK.

For information about adding other IDs through the Provider ID Setup, see the “Setting up provider IDs for
dental insurance” topic in the Dentrix Enterprise Help. For information about setting up the provider to use
ePrescribe, see “Editing and disabling/enabling ePrescribe user accounts” in the “Adding, editing, inactivating,
and reactivating providers” topic in the Dentrix Enterprise Help.
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Inactivating Providers

You cannot delete providers. When a provider no longer works at a clinic, you can inactivate that provider.
Inactivated providers are not available for selection throughout Dentrix Enterprise wherever providers can be
selected except when setting up options for reports. New procedures and treatment plans cannot be posted for
inactivated providers. New prescriptions and payment plans cannot be entered for an inactive provider. Also,
existing treatment-planned procedures associated with an inactivated provider cannot be set complete.

To inactivate a provider

In the Clinic Resource Setup dialog box, under Provider(s), select the provider who you want to inactivate,
and then click Inactivate.
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Setting Up Staff

Staft members are employees who have not been entered as providers and who will use Dentrix Enterprise.

To add a staff member or edit a staff member’s information

1.

3.

In the Clinic Resource Setup dialog box,
under Staff, do one of the following:

¢ (Click New to add a staff member.

e Select an existing staff member, and then
click Edit to edit his or her information.

The Staff Information dialog box appears.

Enter or change the following information:

* Log On User ID — Enter or edit the ID
that this staff member will use to access
Dentrix Enterprise.

e  Password — In the User Password field,
type the password that this staff member
will use to access Dentrix Enterprise.

Enter the same password in the Confirm
Password field.

Important: The password must be at
least 8 (for standard users) or 15 (for
administrative users) characters in length

and meet the following requirements: have at least one
uppercase letter, have at least one lowercase letter, have at

least one number, and have at least one special character Last

(for example, #, %, or &).

Clinic Resource Setup - The Dentist Group
Clinic Information Operatories
The Dental Group MESAT
1234 South Maple Drive MESAZ e
MES&3
Mesa, & 85210 MES&4
[801)555-1111 1
January
Adrministrative Contact: .
Cliric ID: MESA Bl
Provider[z]
AMCCLURE - MeLlure, Angela Mew
DHAYES -Hayes, Deborah
DROBE - Riobb, Dravid Edit
JED1 - Kirnball, Jacob A
Inactivate
Staff : OR
MSMITH - Smith, M ary Kaye New
TERICKSOM - Erickson, Tracy
I~ List Inactive Pas{ Staff Information @
Sq
Log On User [D: |TERICKSON| Edit
Uszer Password; [wss
Confirm Pazsword: =
Clinic: [MESA, »|
First Ml Suffix
ez |Erickson |Tracy

Title: |ssistant

ID: |TERICKSON
e Clinic — Click the search button **, and then select the @j el

clinic where the staff member works.

e Name — Type the staff member’s full name.

e ID —Type a unique ID for the staff member. The ID
must be 4 to 10 characters in length. You can use letters,

numbers, and hyphens (-).

e Tite — Type the staff member’s position (for example,

receptionist or office manager).

ress: | 7856 South State

City

ST Zip

|Mesa

Phone: |(480)362-E625

[sz [es210
Ext

E-Mail |

554

Electronic Rx User

*  Address — Type the staff member’s home address.

*  Phone - Type the staff member’s home phone number and extension (if applicable).

e E-Mail — Type the staff member’s email address.

e S8S# —Type the staff member’s Social Security number.

Click OK.

Inactivating Staff

Staff cannot be deleted. When a staff member no longer works at a clinic, you can inactivate that staff member.

To inactivate a staff member

In the Clinic Resource Setup dialog box, under Staff, select the staff member who you want to inactivate,
and then click Inactivate.
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Setting Up the Appointment Book

You can customize several features of the Appointment Book to meet the needs of your practice. These options
can be set up and/or changed at any time without affecting data already entered. However, for consistency,
you should set them up before you begin using Dentrix Enterprise.

This section covers the following topics about setting up the Appointment Book:
*  Setting Up Views *  Setting Up an Operatory
*  Setting Up a Clinic *  Setting Up Flip Tabs
*  Setting Up a Provider

(] o
Setting Up Views
Views allow you to see the Appointment Book in various ways; for example, you can have one view for when

you are in the operatory and a different one for when you are at the front desk. For each view, you specify
which providers, operatories, hours, and patient details are shown in the Appointment Book.

You can have up to 111 different views for the Appointment Book on any given computer in the office unless
a certain global setting is enabled; in which case, you can have an unlimited number of views.

To add or edit a view

1. In the Appointment Book, click View on the menu bar. \ Appointment Book <The Dental Gro

Status Setup Appt Lis

The Select View dialog box appears. ;
& PP ) Select View =5

2. Do one of the following:
Enter View Name: |
¢ (Click New to add a new view. e T
. . . . . Central Manage Views
e Select an existing view, and then click Edit to Higond
. . Test View aF Hew
edit that view. . —
The Edit View dialog box appears. Delete
3. Set up the following options: * Defelt View fhe Clrc o ‘ |
oK Cancel
*  Appt. View Name — Type a name for the view. [ =
. View Uptions
*  Short-cut key to view — Select the shortcut key e [ Vi e
that you want to use to access the view. Shortout ke to the view: 1% YW AlErls [V View Provider Colmns
.. L. . - Select Days Appointment Display Info
*  Clinic — Select the clinic that you want to view. A
Cinic: [WESs [~ Sunday Line 1: |Mame -
. . . . [[g]l= -
*  Selected Providers — Click Modify List to select W Monday Line 2 [Appt Femson =
. . Selected Providers ¥ Tuesday
the providers for the view. Line 3 [Phone -
tadify List v wWednesday ) -
*  Selected Operatories — Click Modify List to FHECLURE ¥ Thursday L [Provder =]
. . DROEB . Ui -
select the operatories for the view. W Friday o
. . . [~ Saturday Line B | Appt Type hd
*  View Options — Select any of the following: _
) . ) Ling 7. | Staff =
Selected Operatories Month Time Wiew
¢ View Amount — To have the scheduled Modiy List — Line 8 [\work Phone ]
production amount for the day, week, or T & am Cpm | o9 [PretName <]
MESA2 .
month r. EndHr [5
ont appea mggii " am & pm W' Default View
. . 3 .
View Appt. Notes T(? ;fllew a note symbol ( 1) —
n an intment with an intmen )_I
on any appointment with an appointment
note.

*  View Alerts — To view a red plus sign on any appointment for a patient with medical alerts.

*  View Provider Columns — To view the colored provider bar.
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*  Select Days — Select the days of the week that the office is normally open. The week and month views
will show only the selected days.

*  Month Time View — For the month view, Dentrix Enterprise requires that a start and end time be
entered. Type the earliest hour that you will see patients in the Start Hr field. Type the latest hour
that appointments will last in the End Hr field. Click am or pm for both fields.

* Appointment Display Info — Depending on the length of an appointment, up to nine lines of
information can be displayed on the face of an appointment. For each Line, select the information
you want to have displayed on that line, or select [None] to leave that line blank.

Tip: On average, appointments will probably display 2 — 4 lines, so assign the most important items

to the first lines. Also, make sure the appointment information to be displayed is HIPAA compliant.

*  Default View — Select this check box to have this view be your default for the current clinic.
4. Click OK.

(] (] o
Setting Up a Clinic
You can customize your practice hours, certain appointment defaults, and the time block size used throughout
the program. Any changes will affect all your computers that have Dentrix Enterprise installed.
To set up a clinic

1. In the Appointment Book, from the Setup menu, click Clinic Setup. @ \& Appointment Book <The Dental Gro
e vew == Appt Lis

The Clinic Appointment Book Setup dialog box appears. _
Select a Clinic. =

Set up the following options for the selected clinic: ik )

Clinic:

¢ Default Schedule — Select the check box next to

e Default Schedule *Default . Seftings Time Block Size

each day of the week the clinic is normally open. S _ 6 i

Also, you can break each day into three time ranges. ! o EEN | & 10 min

To set the working hours for any day, click the day’s 2 Hencey o} ?Che_dul—_lle:_HXED E @ Bth

search button **|, and then enter the start and end @ Tty | |7 PR

times of each range that you want for that day. W' Wednesday >3] ||~ *Sereen Colo £ 30 min

*  Time Block Size — You can schedule your At [ E::: ;zz:d L & Horizartal

appointments in 5-minute, 10-minute, @ Fidy ] € Yetical
15-minute, 20-minute, or 30-minute intervals. [ Satuday o ¥ iew Time at Fiight"

Select the time block size option that fits the
scheduling needs of your practice.

3 Cancel
Important: Time block size is used when setting

up procedure codes to indicate how long a procedure will take to complete. Dentrix Enterprise stores
this information in units, not actual time; as a result, changing the time block size can change your
procedure time settings for a procedure. For example, if your original procedure used 10-minute time
blocks, then a procedure that requires 60 minutes would be entered as six units. If you change the
time block size to 15 minutes, the procedure still has six units, but now, instead of being 60 minutes,
the procedure will default to 90 minutes.

* View Time at Right — To have the time column appear on the right side of the window in addition
to the left side, select this check box.

4. Click OK.

For a comprehensive explanation about all the available options for clinics, see the “Setting up a clinic” topic
in the Dentrix Enterprise Help.
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Setting Up a Provider

You can customize work hours, colors, and aliases for each provider in your office. Any changes will affect all
your computers that have Dentrix Enterprise installed.
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Note: You can set up providers in more than one clinic. When setting up the provider’s default schedule,
Dentrix Enterprise will warn you if the scheduled hours overlap in other clinics.

To set up a provider

1.

ARSI

6.

In the Appointment Book, from the Setup menu, click Provider

Setup.
The Provider Setup dialog box appears.
Select a Clinic.

Select a Provider.

Click Setup. The Provider Setup dialog box appears.

Set up the following options for the selected provider:

e Default Schedule — Select the check box next to
each day of the week that the provider normally
works. Also, you can break each day into three
time ranges. To set the working hours for any
day, click the day’s search button **/, and then
enter the start and end times of each range that
you want for that day.

*  Provider Color — All appointments scheduled
with that provider will use the designated
color as the background for the appointment
information. To assign the provider a unique
color, click the colored button, and then choose
the desired color.

@- \A Appointment Book <The Dental Gro

Cliriiz: |MESA

Provider Setup : @ _l

Provider:

™ Sunday J

¥ Monday ﬂ
V¥ Tuesday ﬂ
v Wednesda}lﬂ

=
CS) Thursday — »>
wpe? v Friday ﬂ

™ Saturday J

Provider Calor

—

Provider Setup [AMCCLURE, MESA] (=] J

Set Time Blocks

Staff kg Add |

6 ok Cancel

Tip: Appointment information text is displayed in black, so choose a light color for the provider’s color

that contrasts with the black text.

Click OK.

For information about setting up provider time blocks, see “Setting Up Perfect Day Scheduling Time Blocks”
in Chapter 3: Appointment Book.
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Setting Up an Operatory

You can customize available hours for each operatory in your office. Set up the operatories for each clinic
separately. Any changes will affect all your computers that have Dentrix Enterprise installed.

To set up an operato r
P P ry \A Appointment Book <The Dental Gro
1. While viewing the operatories for a clinic in the Appointment Appt Lis
Book (the view does not have to be displaying all operatories), from 5 t' C‘;‘;:"h Lal 2] ”“'”'@T [
. peratory Setup o
the Setup menu, click Operatory Setup.
. Setup
The Operatory Setup dialog box appears. 3)
Schedule
2. Select the operatory for which you want to set the available time
Operatory Setup [MESAL] @
and days.
Default Schedule
3. Click Setup. [~ Sunday i "
. ¥ tondap ¥
The Operatory Setup dialog box appears.
P ry P g 2% W Tuesday ﬂ
4. Select the check box next to each day of the week the operatory is v Wed ]
normally used. Also, you can break each day into three time ranges. W Thusd ]
To set the available hours for each selected day, click the day’s search bel iy 2
button **\. In the Set Time Limits dialog box, enter the start time Lissidy B
and end time of each range you want for that day, and then click OK. e —

5. Click OK

Setting Up Flip Tabs
Acting as a bookmark, a flip tab allows you to jump forward or backward several days, weeks, or months

in the Appointment Book, according to a user-defined length of time, such as seven days, two weeks, or six
months. No flip tabs are set up with the initial installation of Dentrix Enterprise.

Flip tabs are workstation-specific and must be set up on each workstation individually. You can have up to
four flip tabs per computer.

TO set llP a ﬂlp tab @. \A Appointment Book <The Dental Gro

1. In the Appointment Book, from the Setup menu, click Flip Tabs
Setup.

Flip Tabs Setup

The Flip Tabs Setup dialog box appears.

I Dap View Iﬂeek View] Month View

2' Cth the Day ViCW, Week ViCW, or [I)lejclription [I)lejc:ription g:'sjc?iption g:'sjc:iption
Month View tab to set up flip tabs for the [Tk o [B Mo Fud Wan 12014 |
corresponding Appointment Book view. Test Cotor  [HI] | TestColor [HD] | TewtColor (NN TextCoor [N

. Tupe Type Type Type

3' FOI' each Hlp tab you want to create, set U,p |F|e|ative j |F|e|ative ﬂ |Absolute j |[n0t used) ﬂ

the following options: B s Date

7 = B0 = 0/01 /2014

*  Description — Type a short description

. « 9 Direction Direction
for the flip tab (for example, “1 Week & Foruard & Farvend @
or “6 MOl'lthS”). " Backward " Backward
e Text Color — Click the colored button Relative to Relative to
" Today " Today

to assign a color to the text description

of the flip tab.

(* Displayed Date " Dizplayed Date

O
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e Type — Select the type of flip tab:
*  Absolute — Absolute requires that an actual calendar Date, such as 09/07/2012, be specified.

Note: An “Absolute” tab will always jump to the specified date in the Appointment Book.

*  Relative — Relative requires that a number of Days, Weeks, or Months (depends on the flip tab)
be specified.

Note: A “Relative” tab will jump to a date relative to the current system date or currently
displayed date. For example, if today’s date is January 1st, a relative tab set to move you seven
days forward relative to today will move you to January 8th, and then, if clicked again, the tab
leaves you on the 8th. However, a relative tab set to move you seven days forward relative to the
displayed date, will move you to the 8th, and then, if clicked again, the tab will move you to the
15th (another seven days ahead).

* Direction — For a relative flip tab, select a direction option: Forward, to go forward by the specified
number of days, weeks, or months in the Appointment Book; or Backward, to go backward by the
specified number of days, weeks, or months.

* Relative to — For a relative flip tab, select whether the book should move you relative to the current
date or relative to the date currently being displayed.

4. Click OK.
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Setting Up the Ledger

There are several features of the Ledger that you can customize to meet the needs of your practice. You can
set up or change these at any time without affecting data already entered. However, for consistency sake, it is
a good idea to set them up before you begin using the system. This section covers the following topics about
setting up the Ledger:

e Setting Up Checkout Options
e Setting Up Automatic Credit Allocation Options

e Setting Up Direct Print Options

Setting Up Checkout Options

In most offices, there are typically three tasks that are completed as a patient checks out after a visit. The
Fast Checkout button & combines these three tasks. With the click of a button you can collect a payment,
generate an insurance claim, and print a receipt.

To customize the Fast Checkout button

1. In the Ledger, from the File menu, click Set 7 Dentrm Lot - ooty Bty (AP COCSMATH [CROO0AC) L2973 01
Checkout Options, ptions View Tranzaction Insurance Print Month End
ﬂle CheCkout Optlons dialog bOX appears' Date Name Surface | Tooth | Check# | Code | * | Des
. 03/31/2003 Brent Crosby Adjust.. * Initiz
2. Select the task options you want to complete 03/ : Adiust. * Crec
.. 94 ¢ Checkout Options == D4355  * Ful
when the Fast Checkout button is clicked: i DI * IRRI

D630 IRRI

*  Enter Guarantor Payment — To post a
payment to the Ledger.

I¥ Create Insurance Claim

{+ Batch

* Create Insurance Claim — To generate an insurance o i
claim. Also, select whether you want to send the claim = W:k:tch @
to the batch processor in the Office Manager or print o m
the claim immediately. [ Send Clinical Summary ta Poral

Mote: Patient Partal Account is required

*  Walkout — To print a receipt for the patient. Also,
select whether you want to send the report to the batch

. . oK C |
processor in the Office Manager or print the report ( | > | Coed |

immediately.

[~ &lwaps Show Checkout Options

e  Always Show Checkout Options — If the tasks you perform as a patient leaves vary, you can select
this option so that the Checkout Options dialog box will appear each time the Fast Checkout
button is clicked, thus allowing you to select the options you need for each patient individually.

3. Click OK.
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Setting Up Automatic Credit Allocation
Options

Dentrix Enterprise can automatically apply suspended credits and post automatic adjustments for re-allocating
credits according to selections you make.

To set up the options for automatic credit allocation

1. In the Ledger, from the File menu, click Set Auto
Credit Allocation Options.

The Set Automatic Credit Allocation Options

dialog box appears.

2. Set up the following options:

*  Automatic Suspended Credit Allocation Options

Automatically Allocate Suspended Credits
when Applicable — To have Dentrix Enterprise
automatically allocate any suspended credits to
all charges that have a remaining balance. This
will apply all applicable suspended credits to all
applicable charges, not just the recently posted
charges.

Do Not Automatically Allocate Suspended
Credits — To have Dentrix Enterprise not
automatically allocate any suspended credits.

*  Automatic Insurance Payment Adjustment Options

Credit Adjustment Type — Click the search
button **| to select the adjustment type that you
want Dentrix Enterprise to use for the credit
adjustment to offset a charge adjustment when a
leftover insurance payment amount needs to be
allocated automatically.

 Dentrix Ledger - (Crosby, Brent) [AF] [DESMITH] [CR0004C] [11/11/1973] [40]

Set Automatic Credit Allocation Options

Automatic Suspended Credit Allocation O ptions
* Automatically Alocate Suspended Credits when Applicable
" Do Mot Automatically Allocate Suzpended Credits

Automatic Insurance Payment Adjustment Options
Credit Adjustment Options
-Credit Adjustment Tppe:
-Professional Discount ﬂ

Autarnatically Allocate:
&+ Use Automatic Suspended Credit Allocation Options

" Flag Adjustment "Do not automatically allocate'

+Charge Adjustment Type
|+Drebit Adjustment ﬂ

[ Itemnize Automatic Adiustments for Biling Statements

Adjustment Type for Megative Payments

v Enable Automatic Adjustments for Insurance Payments
[ Auto-post Refund adiustments to replace negative pagments
+Charge Adjustment Type
|+Drebit Adjustment ﬂ

Electronic EOB Options
Default Pravider for Mon-ltemized eEQB Charges:

|Patient's Proe j

™ Copy Electronic EOBs to Document Center

3 Cancel

e’

Automatically Allocate — Select Use Automatic Suspended Credit Allocation Options to
default to the selection made for Automatic Suspended Credit Allocation Options when
entering insurance credit adjustments, or select Flag Adjustment “Do not automatically
allocate” to have Dentrix Enterprise not allocate the insurance credit adjustment automatically
regardless of selection for Automatic Suspended Credit Allocation Options.

Charge Adjustment Type — Click the search button ! to select the adjustment type that you
want to use for the charge adjustment when a leftover insurance payment amount needs to be

automatically allocated.

Itemize Automatic Adjustments for Billing Statements — To have Dentrix Enterprise itemize

automatic adjustments on billing statements.

Note: It is recommended that you leave this check box clear because the automatic adjustments
will always be offsetting adjustments, so they will not affect an account balance and can be

confusing if included on billing statements.

* Adjustment Type for Negative Payments

Enable Automatic Adjustments for Insurance Payments — To allow negative insurance
payments to be posted for claims, select this option.
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*  Auto-post Refund adjustments to replace negative payments — To allow negative insurance
payments to be posted for claims, select this option. A negative payment will appear as a charge
adjustment on the Ledger. Next, select the Charge Adjustment Type you want to have used as the
charge adjustment that automatically replaces a negative insurance payment.

Tip: You may need to add a new adjustment type in Practice Definitions for this charge
adjustment.

*  Electronic EOB Options

*  Default Provider for Non-Itemized eEOB Charges — Select which provider will be attached
to a charge adjustment if an adjustment claim in an eEOB is not itemized. The provider can be
the patient’s primary provider (Provl from Family File), the pay-to provider on the claim, the
rendering provider on the claim, or the billing provider on the claim.

*  Copy Electronic EOBs to Document Center — If you want electronic EOBs imported into
Dentrix Enterprise to be copied to the Document Center, select this check box.

3. Click OK.

Setting Up Direct Print Options

You can print insurance claims and several reports from the Ledger: walkout statements, billing statements,
and a family ledger report. A button for each of these reports is located on the toolbar. With the direct print
options, you can indicate whether the report should be printed immediately or sent to the batch processor in
the Office Manager, where you can print it at a later time.

To set up direct print options

Print Options. ptions View Transaction ]nsuranceﬁ Print  Month End ﬂélp

1. In the Ledger, from the File menu, click Direct @ |/ Dentrix Ledger - (Crosby, Brent) [AF] [DESMITH] [CRO004C] [11/11/1673] [40]

. . . . ESE BERECIEEr
The Direct Print Options dialog box appears. e T | Saface | Tooth| Check? | Coe | * | Des
03/31/2003 Brent Croshy Adjust... * Init
2. For each report, select whether you want the T =
report to go directly to your printer or to be sent Insurance Claims Famiy Ledgers o
to the Batch Processor. " Batch © Batch
(* Print (* Print
Tip: If your ofﬁ?e will be sen('img claims ' Biling Sttt oute
electronically, click Batch for insurance claims, so all ¢ Baich  Baich
insurance claims generated during the day will be sent to & Pint & Pt
the Batch Processor and can be transmitted simultaneously
at the end of the day. 3 ) ) oK Corcel |
3. Click OK.
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Setting Up Continuing Care Types

You can add or edit the default continuing care types that you assign to patients to help you track ongoing
patient care (recall or recare).

To add or edit a continuing care type

1.

In the Office Manager, from the Maintenance menu, point to
Practice Setup > Continuing Care, and then click Continuing

Care Setup.
The Continuing Care Setup dialog box
Continuing Care Setup
appears.
Type D escription Interval | Prov. |Time |  Status
1 . PROFPHY B +1 HY(G1
DO one Of the fOHOWIHg' “Lab- Azpen Azpen Dental Lab ] Frowl Etd
. . . “Lab-Alpine Alping Dental Specialists 5D Prave B
L4 Clle NCW to add a Contlnulng care type, “Lab-Heritag Heritage Dental Laboraton A0 Frowl Eibd
“Lab-HiTech i Tech Dental Technicians 50 Proel Bk
. . . . BITEWINGS 1 +1] Prowl
° Select an ex1st1ng contlnulng care type, CALL AMALG 1D Prawl
. . . CALL CROWN 20841 Provl
and then click Edit to edit that type. CALLRC 2t 41| Prov1
FHS 5 Proel
. . . ORTHO 1M +1 Provd
The New Continuing Care Type or Edit PANDREX 37 11| Provi
. . . FERIO 4 +1| Provl
Continuing Care Type dialog box appears. Prt Progp W | Provi
Set up the following options: -
e Type - Type an abbreviated name for New Delste Close

®

% Dentrix Office Manager - The Dentist Group <

this type of continuing care in all capital
letters.

Description — Type a more complete description of this continuing care type. This description will be

used on continuing care reminder cards, so pay
special attention to spelling, punctuation, and so

forth.

Interval — The interval indicates how often

the patient should be recalled for treatment or
follow-up. Specify the number of days, weeks,
months, or years for the interval. Select +1 Day
to prevent insurance billing problems if the
carrier has strict interval requirements.

Provider — If you want the provider of
continuing care appointments to be the
patient’s primary provider by default, click
Provl. If you want the provider of continuing
care appointments to be the patient’s assigned
secondary provider, click prov2.

Interval:

Provider:

{* Prowvl " Prov2

Drefault Appt. Time:
[~ Time?

Dizplay Colar:

MNew Continuing Care Type @
Type: Description:
| |
Initial 5 tatus:
| [Maone] ﬂ

lﬁ_il Morthe | B +1Day

[[oeiine.

Sample Text Color Set Colar...

®

4

Cancel

Default Appt. Time — To enter the amount of time this patient will need for appointments with this
continuing care type attached, select Time?. Drag the slider to set the number of units, and then set
up the time pattern for each unit (chair time [, assistant’s time I, or provider’s time M) to help you
make use of all operatories when scheduling appointments and maximize your productivity.

Click OK.
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Setting Up Fee Schedules

You can add or edit fee schedules to specify the fees that you charge for each procedure. You can have up to
99,999 fee schedules.

To add or edit a fee schedule

1. In the Office Manager, from the Maintenance menu, point % Dentrix Office Manager - The Dentist Group -
to Practice Setup, and then click Fee Schedule Setup. (This -
option is available only if you are logged in to the Central
clinic.) . :
The Fee Schedule Maintenance dialog box appears. FeeSchedulehaintensnce ==
Find Fee Schedule: 2
Tip: To search for a fee schedule, begin typing the name of a I
fee schedule in the Find Fee Schedule field. Continue typing # | Name OR New...
as needed to narrow down the list. _2 e View/Edit ..
. 3 | Delete
2. Do one of the following: ey
*  Add - To add a fee schedule, click New. Proceed to step M
3.
*  Edit — To edit a fee schedule, select that fee schedule, and then click Edit. Skip step 3.
The New Fee Schedule dialog box appears. Mo Fee Schedure =
3. Set up the following options: Fee ScheduleName: |
*  Fee Schedule Name — The name of the fee schedule. HewFee Scheauls Optors:
{+ Start with Blank Fee Schedule
*  New Fee Schedule Options — Select one of the following " Copy From Fee Schedule:
OptionS: " Import From File:
e Start with Blank Fee Schedule — To begin with a fee :"‘;:;f::z:utsinon; —
schedule with zeros for all the amounts.  Select Fee Scheiue Posibon: [ 3]
*  Copy From Fee Schedule — To use an existing fee " Define New Humber
schedule as the basis or as-is for this new fee schedule.
Select the desired fee schedule from the list. @L‘ _GCed |
Note: You can change any of the amounts as needed later on.
* New Fee Schedule Position — Select one of the following options:
*  Use Fee Schedule — To use the first available ID number for this new fee schedule.
*  Select Fee Schedule Position — To use the ID number of an existing fee schedule for this new fee
schedule. Select the desired ID number from the list.
*  Define New Number — To specify the ID number for this new fee schedule.
Tip: Overwriting an existing fee schedule affects all patients, providers, and insurance carriers with
that existing fee schedule attached. To view the number of patients, providers, and/or insurance
carriers that the fee schedule is attached to, click Attachments in the Fee Schedule Maintenance
dialog box.
4. Click OK.
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The View/Edit Fee Schedule dialog box appears.




5. Do any of the following:

Change the Fee Schedule Name.

To replace all the amounts in this fee schedule
with those from another fee schedule, click
Copy From, and then search for and select

the desired fee schedule.

To change a procedure code’s amount (as
displayed in the BEFORE column), click
that procedure code’s fee in the AFTER
column, and then type the new amount. The
background color of the AFTER cell changes
to yellow, and the Difference between the
original and the new fee appears with a
green background (for an increase) or a red
background (for a decrease). Repeat this
process as needed to change other amounts.
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View/Edit Fee Schedule

Fee Schedule Name: ITest
Find Procedure Code: I

-

==l

Procedure | Fee #1000 Fee #1000 Aﬁ A Clear »
Code Test Test erence
BEFORE S 4

00000 0.00 g/fo 0.00 Copy From » |

04342 240.00 lo.oo 0.00 = |

1010 0.00 /5000  s0m =

11100 0.00 8700 700 | |
Import. . .

111 0.00 300.00) 300.00

12000 0.00 25000 25000 i -

1205 0.00 5600 5600 Clipboard » |

1210 0.00 8700 8700

1212 0.00 9200/ 9200

1220 0.00 124.00 12400

Close L

Tip: To help you quickly find a procedure code, begin typing a procedure code in the Find

Procedure Code field. The first matching code is selected.

To change all amounts to zeros, click Clear, click Clear only the fee amounts, and then click Yes.

To change all amounts to zeros and clear the Fee Schedule Name field, click Clear, click Clear the

name and fee amounts, and then click Yes.

6. Click Save.

For a comprehensive explanation of fee schedules, see the “Fee Schedule Maintenance” topics in the Dentrix
Enterprise Help.
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Editing Procedure Codes

Many tasks and transactions in a dental office are linked to an ADA Procedure Code. Dentrix Enterprise
comes with all of the procedures listed in American Dental Association Code on Dental Procedures and

Nomenclature. Edit, or at least review, the following information for the procedure codes you use in your
office: fees, procedure time, and attached continuing care.

To edit a procedure code

1. In the Office Manager, from the Maintenance menu, point
to Practice Setup, and then click Procedure Code Setup.

The Procedure Code Setup dialog box appears.

2. Select a Procedure Code Category. All procedure
codes associated with that category appear in the list

box to the right.

3. Select a procedure code, and then click Edit.
The Procedure Code Editor - Existing dialog box

appears.
4. Set up the following options:

* Auto Continuing Care — When
a procedure with a continuing
care type attached to is completed,
Dentrix Enterprise automatically
adds the continuing care type to
the patient and/or updates that
patient’s continuing care due date.
Click the search button **/ to select
a continuing care type for this
procedure.

*  Procedure Time — To enter the
number of Appointment Book units
this procedure takes to perform,
click the search button **|. Drag
the slider to set the number of units,
and then set up the time pattern for
each unit (chair time |_, assistant’s
time I#, or provider’s time ) o

ADA-CDT Codes |

®

Procedure Code Setup

% Dentrix Office Manager - The Dentist Group <

Dental Diagnostic Codes | AM&-CPT Codes | ICD-3CH Diagnostic Code

Procedure Code
Category

ADA

Description

h oph

D1120 PiophywCh Prophylazis-child

01201 ProphFIC] Prophylaxis with flun

D1203 FluoridC] Fluoride w/o prophy

D1204 FlouridgA Fluoride wio prophy

01208 B | Prophylazis with fluo

01208 Topical fluoride varn
Maxillo Prosth 01310 Nutitional counselin
Implant Serv E 01320 g Tobacco counseling
Frostho, fixed D1330 OralHujn Oral hygiene instruct
Oral Surgery D1351 Sealant Sealant-per tooth
Orthodontics L. D138z PrevResl Preventive Restorat

New Edit

Procedure Code Editor - Existing

Description: |Prophylais-adult

Patient Friendly D escription

Fee Schedule | Rl Schedule |

Cleaning of adult's teeth to help prevent disease

[ EditFes

1.
2. PULLEM 0 B
Code Names Treatment Flags i BEAETIST
G B DI e 5 FEE S
[~ Condition B BSoiPd
Praphytd  Abbrev Desc [~ Remave Taoth 7. DELTA
¥ Show in Chart 8 UFto333
CPT 9.
Luta Continuing Care L
Mediceid FROPHY  »>4 i
Te.
Procedure Time 13
Code § 5 Urits] > |
18
Procedue Category | Preventive =R 18
. 18.
Appaintment Type: ‘ Low Production j
Expenses
: Fl
Treatment Area:| Maouth x ags Lab Materiks
Paint Type: ‘ [Mane] j

Educational Videa | [ Require Start/Completion Dates

Nest Cods |

Edlt Note New Code |

™ Flag tor Medical Cross Coding
™ Do MotBill to Dental Insurance
I DoMatSend Over HL?

Save

Close

O

help you make use of all operatories when scheduling appointments and maximize your productivity.

*  Fee Schedule — No fees are pre-assigned with the initial install of Dentrix Enterprise. To change the
fees for a procedure, select the fee for the fee schedule that you want to change, and then click Edit
Fee. The fee in a field next to the name of the fee schedule can now be edited. Next, type the dollar
amount you want to charge, and then press Enter to save the change or Tab to move down to the next
fee schedule. Repeat this process for all fees that you want to change.

Tip: The practice’s usual, customary, and reasonable (UCR) fees should be the first fee schedule.

5. Click Save.

For a comprehensive explanation of all the options available for procedure codes, see the “Adding and editing
ADA-CDT dental codes” topic in the Dentrix Enterprise Help.
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Setting Up Multi-codes

A multi-code allows you to post several procedures simultaneously. A multi-code is a group of procedure codes
that are typically recommended, scheduled, or completed at the same time.
To add or edit a multi-code

1. In the Office Manager, from the Maintenance menu, point to
Practice Setup, and then click Multi-Code Setup.

£ Dentrix Office Manager - The Dentist Group -

The Multi-Code List dialog box appears.

2. Do one of the following: ME—— Sl
. . Multi-Code  Abb. Desc. Description
° Cth NCW to add a multl—code. w111 CrrPClns Crn, Pst & Core, Insert
L. . . . widad, DO Amalg. [alu} Amalgam, permanent
*  Select an existing multi-code, and then click Edit to #2:C DO Comp. DO Composite. postpemanent
wadad, MOD Amalg  MOD Amalgam
edit that COdC w3zl MIOD Comp.  MOD Composite, post-permanent
: «<BRG Bridge Bridge
. . . wCCA  CCAdult Cont. Care - Prophy, Adult
The Multi-Code Editor dialog box appears. ®CCP  COCHId  Cont Cars - Prophy, Child
walClm Crrlmp Crowvendlmplant
. . bl P MNP Ex Mew Patient Exam
3. Set Up the followmg OptIOIlSI w0AM  Oamalg 0 Amalgam, permanent
#wORS Oreszin u} Figsin, post-permn
e Description — Type a description for the multi-code. oA L
wPhx Parthdax Partial Max
*  Multi-Code — Dentrix Enterprise automatically assigns moes HoiEmn - Hos Cans end Cioen
w5 LA Scale Sealing
“xx” as the first two characters of a multi-code. Type BTN 2TH 28it TiRaue Managemers
three additional alphanumeric characters to represent
the code that will be used to identify the multi-code
when posting.
. L. Mew Edi D elete Close |
*  Abbrev. Desc. — Type an abbreviated description of the | | |

multi-code.
e Type — If the multi-code will post a bridge, select Multi-Code Editor ( 3 \ =
. . . T Coae: \ I
Brldge’ OtthWlSC, SeleCt Standard Desciiption: [Crn, Pst & Core, Insert =
*  Procedure Codes — To add a procedure code to it Code: [ 11 Abtres. Dese: [CrPLins
the multi-code, click Add. In the Add Code dialog Aapciniment Type: [vigh Practon =l
H Type:
box, type an ADA procedure code, or click the erostae Tne[ 7] Uy | @ oomdnd £ 37
search button > to select a procedure code. If the
procedure code selected requires the entry of additional Fode Uiy
. . L. . . zD2752 Crown-pare fuzed noble metal aedd
information, additional options appear in the lower- e Prelab posticore n add o om
right corner of the Add Code dialog box so that you [
can pre-define a surface(s), a quadrant, or a sextant. Dot |
Then, click OK. . —
“Procedure requires treatment info; hen uzed
[ Disable This Multi-Cods Cancel
Important: A multi-code may consist of one or (4_* E=r

more procedures that require additional treatment

information to be entered, such as a tooth number.

Multi-codes that require additional information will be flagged with an asterisk (*) in the list box. The
additional information must be supplied when posting the multi-code.

4. Click OK.
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Customizing Practice Definitions

Dentrix Enterprise provides several “practice definitions” and allows user-definable entries for each. These
practice definitions, in addition to other features, can help you customize Dentrix Enterprise for your specific
needs.

You can add and edit practice definitions.

Important: Before you customize definitions, read the following recommendations carefully:
*  Customize definitions that have not yet been assigned to patients in order to avoid potential problems.

*  Dentrix Enterprise assigns the definition number to a patient, not the customizable description.
Modifying the text description of a definition will change that definition for all patients to whom the
definition has been assigned. For example, if patients are assigned medical alert 13 “hay fever,” and it is
changed to “pregnancy,” those patients will still have medical alert 13, but it will now show as “pregnancy”
in their file.

*  Before deleting a definition, try changing the existing description to a new, more useful description.
Deleting a definition can lead to data corruption. For example, if the appointment status 4 “Patient
has Arrived” will not be used in your office, you can change it to a more useful definition such as, “Left
Message.”

*  With the exception of medical alerts, definitions are listed in numerical order. As a result, the first
definition serves as a default selection for most definition types. Be sure to make the most commonly used
definition the first definition in the list.

To customize a practice definition

1. In the Office Manager, from the Maintenance menu, point to
Practice Setup, and then click Definitions.

The Practice Definitions dialog box appears.

2. Selecta Practice Definitions
Definition Type D Digfirition T et
to add or Cdit F IEarecreditHefund
Ter Allergies
definitions for 1 . | e o
Alternate Procedure Code Mames ad LA | AT ld
that type' Appointment Check List 2: -Cash Discount
Appointment Break Reasons i: -%egl_tt.;ﬂ[usttmentt Change
Appointrment Feasons - FLEDI AdIUSmEN
3' DO one Of the Appointment Status L 2 +F'a_t|ent Refund
followin . Approval Status 3 B “write-Off
g' Appointment Types
Biling Types
¢ Toaddanew Blood Type
Claim Faormnat
deﬁnition Claim Resubmit Reazon
’ Continuing Care Status
Custorn Motes
fOI‘ some Dent_al_ Diaghostic Code Categories
definitions, Ethricly

select and

replace the

existing ID (if relevant) and Definition Text with a new ID and description, and then click Add. For
other definitions, click Add to set up the necessary options.

*  To edit a definition, for some definitions, select that definition, replace the existing Definition Text,
and then click Change. For other definitions, select the definition, and then click Change to modify
the options.

For comprehensive details about customizing each definition type, see the “Practice Definitions” topic and its
subtopics in the Dentrix Enterprise Help.
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Setting Up Practice Defaults

When entering patient information or performing certain tasks, the process of having to choose a provider
or operatory can be redundant. Dentrix Enterprise allows you to set a default provider, billing type, chart
provider, insurance claim providers, and billing statement. Changing the practice defaults affects only the
computer from which you are changing the defaults. You can change the practice defaults at any time.

To set up the practice defaults

1. In the Office Manager, from the Maintenance menu, point to
Practice Setup, and then click Practice Defaults.

The Practice Defaults dialog box appears.
2. Set up the following defaults:
General tab

& Dentrix Office Manager - The Dentist Group <

e Default Provider — The provider selected will be the primary provider assigned to each new head-of-
house. If you want to remove a selection, delete the text.

*  Default Chart Provider — The provider selected will be the default provider when charting
procedures for the patient. Click Patient’s Provl to have the patient’s primary provider act as this
default, or click the Specific Provider search button **! to select a provider.

By default, the Provider from Selected Appointment check box is clear. Select this check box if
you want to keep the provider for a selected appointment in the Appointment Book as the provider
for charting when you open the Patient Chart from the Appointment Book (by clicking the Patient

Chart module button or by clicking Chart
from the File menu) with an appointment
selected. If an appointment is not selected
in the Appointment Book when the Patient
Chart is opened, the default Patient Chart
provider will be the selected patient’s
Provider 1 or the provider you specify,
regardless of whether or not the Provider
from Selected Appointment check box is
selected.

e Default Billing Type — The billing type
selected will be the billing type given to
each new head-of-house.

*  Default Billing Statement — The billing

statement selected will be the form used
when printing billing statements.

=

Practice Defaults

I General | Clairn Providers] eClairs Overide ] ( 2

| ] |

[DESMITH > | [Gmith. Denis E

| =)

Default Copy Patient Information
Copy Patient Clinic: |AF ﬂ |Americ:an Fork Dental Practic

Copy Patient Provider.  |DSMITH ﬂ Smith, Denniz

Character to be Appended To Charti: ’_

Drefault Provider:

Drefault Chart Provider
* Patient's Pravl

" Specific Provider | J |

¥ Pravider from Selected Appointrment

Drefault Biling Type Default Billing Statement

Full Form/Dawnload -
Full Sheet m
116 Mailer- 8036 m
9,526 Mailer-2095

Shart Farm - 9164 S

( 3 ' oK | Caticel

01 - Standard Billing - finance charges
02 - Standard Billing - no finance charges m
03 - Ingurance Family - delay finance charges  —
04 - Insurance Family - finance charges
05 - Pavmnent Plan - finance charaes

Insurance Eligibility
Eligibility Check Date valid for |30 dayz.
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Claim Providers tab — You can set up the Practice Defaults ==
default insurance claim providers for each
clinic. Each clinic can have its own defaults.

General Claim Providers | eClaims Override

Also, Dentrix Enterprise can handle exceptions Clinic: |CENTRAL

for various insurance plans as needed, so you T

don’t have to change the defaults each time you “ain Template Seleot Template
. . . Template for Aetna

want to create claims for certain insurance Template for Delta

carriers. $

You set up templates to handle the default e |
providers for claims. Each clinic can have a o

« . » <« . »
main” template and any number of “exception

templates (which may vary based on the o
insurance plan). The Central clinic’s defaults |
are used for all clinics that do not have a main

* Selected Active Template

template.

*  Add — While logged in to any clinic, you
can set up templates for Central or any Poaerce. | = canee
other clinic. To add a template, do the
following;:

Select a Clinic.
b. Click Add.
c.  Set up the following options as needed:

* Claim Provider Template Name — The name for the template. Template names within a
clinic must be unique, but templates with the same name can exist in multiple clinics.

* Billing Provider — The provider will be the provider printed on claims.
Select one of the following:
*  Provider of Procedures — To use the provider applied to procedures.
* DPatient’s Provl — To use a patient’s primary provider selected in the Family File.

*  Specific Provider — To always have a specific provider listed and then click the search
button **! to select the appropriate provider. If you want to override the name in the
database, select Name to use for Provider; and then click the search button ** to select
a provider name, or type a name in the field.

* Rendering Provider — The provider selected will be the provider that performs the services
being billed on a claim.

Select one of the following:
*  Provider of Procedures — To use the provider applied to procedures.
* DPatient’s Prov 1 — To use a patient’s primary provider selected in the Family File.

*  Specific Provider — To always have a specific provider listed and then click the search
button **! to select the appropriate provider. The rendering provider specified for a claim
will only be used for electronic claims.

*  Pay-To Provider — The provider selected will be the provider whose name appears in the pay
to provider section of a claim.

Select one of the following:
*  Claim Provider of Procedures — To use the provider applied to procedures.

*  Patient’s Prov 1 — To use a patient’s primary provider selected in the Family File.
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*  Specific Provider — To always have a specific provider listed and then click the search
button **! to select the desired provider. If you want to override the name in the
database, select Name to use for Provider; and then click the search button *?! to select
a provider name, or type a name in the field.

* Insurance Plan Exceptions (For a main template)

*  Add exceptions after you have added your main template and the necessary exception
templates for the selected clinic. To add an exception for a plan that does not use this
template, click the Insurance plan search button **! to select the insurance plan that
you want to associate with this exception. Then, click Add.

*  Remove exceptions that are no longer valid or that were added my mistake. To remove
an exception, select that exception, and then click Remove. On the confirmation
message that appears, click Yes. The exception is removed not the associated insurance
plan or template.

Note: Any exceptions that you add to an exception template are ignored when claims are
created. Only exceptions for a main template are used for claims.

d. Click Save.

Delete — To delete a template, do the following:

a. Select a Clinic.

b. Under Claim Provider Templates, sclect a template, and then click Delete.
c.  On the confirmation message that appears, click Yes.

Select Template — Select the main template (the default or primary template) for the selected clinic.
By default, the first template you add is the main one, but you can make any template the main one
as needed. To specify the main template, select a template under Claim Provider Templates, and
then click Select Template. The main template’s name is preceded by an asterisk (*) in the Claim
Provider Templates list box.

Copy — Copy a template to the same or a different clinic with a different name. Exceptions, if
any, from the original template are not copied because each clinic can have its own unique set of
templates. To copy a template, do the following:

Select a Clinic.
b. Select a template, and then click Copy. The Copy Claim Provider Template dialog box appears.

c. Click the New Template Clinic search button **/ to select the clinic where you want the new
template to be added.

d. Type a name for the template in the New Template Name field (it can be the same as the original
if you are copying the template to a different clinic than the original’s).

e. Click OK.
f.  Click OK on the message that appears.

Dentrix Enterprise 8.0.5 User’s Guide



42 Chapter 1: Introduction and Initial Setup

eClaims Override tab — For each clinic, do the
following:

a.

Select a Clinic.

b. Set up the following options for the clinic:

* Name and IDs — Specify the provider
whose name and provider IDs you want to
use for the billing provider’s name and IDs
on claims submitted electronically.

*  Address and Phone — Specify the provider
whose address and phone number you want
to use for the billing provider’s address
and phone number on claims submitted
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electronically:

3. Click OK to save the changes.

Practice Defaults

I General] Claim Providers  &Claims Override |

Cliric: |CENTRAL

Mame and D
¥ Claim Biling Prov

" Claim Rendering Prowv

»

" Claim Pay-To-Prov

" Specific Provider |

2l

™ Mame to use for Provider |

Addresz and Phone
* Claim Biling Prov

" Rendering Clinic

" Claim Rendering Prov

" Claim Pay-To-Prov

" Specific Provider

2l

Freferences...

Cancel

For comprehensive information about all the practice defaults, see the “Practice Defaults” topic in the Dentrix

Enterprise Help.

Setting Up Auto Chart Numbering

You can set up Dentrix Enterprise to generate chart numbers for your patients automatically (MSSQL databases
only). By using this feature, you can eliminate duplicate chart numbers and speed data entry for new patients.

Note: If your office uses the HL7 interface to connect Dentrix Enterprise with a medical practice management
system (PMS), chart numbers will likely be generated in the medical PMS and transferred to Dentrix Enterprise.

To set up auto chart numbering

1. In the Office Manager, from the Maintenance menu, point to
Practice Setup, and then click Auto Chart Number Setup.

The Automatic Chart Numbering Setup dialog box appears.

2. Select an automatic chart numbering option:

*  Numeric — To assign numeric chart numbers to all new patients.

*  Alpha/Numeric — To assign an alphanumeric chart number to all new
patients. The chart number will be the initial two characters of the
patient’s last name and then a unique numeric ID (for example John

Smith might be assigned SM0001).

File View Repo

£ Dentrix Office Manager - The Dentist Group -

*  None — Not to use chart numbers in your office or to assign chart

numbers manually.

| Automatic Chart MNumbering 5... @

Select Auto Chart Mumbering
" Numeric
&+ alpha / Mumeric
" Maone

®

6 Characters hd

4 Cancel

Select Minimum Length

3. From the Select Minimum Length list, select the minimum length for automatically-generated chart numbers.

4. Click OK.




Chapter 1: Introduction and Initial Setup 43

Setting Up Default Printers

You can set up a default printer for printing from the Ofhce Manager and other areas throughout Dentrix
Enterprise. However, before printing from the Office Manager or other modules, the printer to which you
want to print must first be selected.

To select a default printer

1. In the Office Manager, from the File menu, click Setup

k Dentrix Office Manager - The Dentist Group <

Printer. View Reports Letters Maintenance
The DXONE Printer Selection dialog box appears.
2. Under Select Printer Area, select the area of Dentrix — 5

. . . . V@ DXOME Printer Selection @
Enterprise to which you want to assign a default printer:

Select Office Manager Printer:

e Office Manager Printer — To print reports from the N A &
Office Manager module. Fret Foor Corier =
Send To OneMate 2010
*  Chart Printer — To print from the Patient Chart module. | |rovsf0r

Snagit 11 i

e Label Printer — To print labels.

Select Printer &rea:

4 Document Center Printer — TO print documents fl'OlTl {+ Office Manager Printer ¢ Prescriptions Printer
the Document Center module‘ (" Chart Printer " Perio Printer
.. . L. " Label Printer " Presenter Printer 2
° PI‘CSCl‘lPtIOIlS — TO prmt PrCSCflpthﬂS from the  Dacument Center Printer

Prescriptions module.

Cancel | |

*  Perio Printer — To print periodontal examinations from
the Perio module.

*  Presenter Printer — To print treatment plan presentations from the Treatment Planer module.

3. In the list box of printers, select the printer that will be used to print from the selected area.

4. Click OK.

Setting Up Passwords

Passwords in Dentrix Enterprise serve many different functions. First, you can use passwords to prevent an
unauthorized person from performing certain sensitive tasks, such as changing information, deleting transactions,
and accessing financial information. Second, you can have the extra security of flagging certain operations to
require additional user verification—the password must be re-entered—to perform those operations.

In Dentrix Enterprise, each user is assigned “rights” to the tasks they need to complete. Dentrix Enterprise
then allows access to each password-protected operation, according to the security rights assigned to the
logged-on user. If a user does not have rights to perform a certain function, they cannot access that particular
area of the program or perform that particular task.

Assigned rights are clinic-specific. Each user will need to be given rights for each clinic to which they have access.

Note: It is reccommended that the doctor read this section carefully and be aware of who is given “Password
Administration” rights in the office.

This section covers the following topics on setting up passwords:
e Password Requirements

*  Assigning Security Rights

*  Setting Up Secure Passwords

*  Assigning User Verification to Tasks
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Password Requirements

The passwords for user accounts must adhere to the following criteria:

Dentrix Enterprise 8.0.5 User’s Guide

Complexity — The password must be at least 8 (for standard users) or 15 (for administrative users)
characters in length and meet the following requirements: have at least one uppercase letter, have at least
one lowercase letter, have at least one number, and have at least one special character (for example, #, %,
or &).

Changes — When the password is changed, at least 75% of the characters must be different in the new
password than in the old password.

Storage and transmittal — Passwords must encrypted when being stored or transmitted.
Expiration — A password can be valid for one to up to 60 days. Then, it expires and must be changed.
Reuse — When changing a password, any of a given user’s previous six passwords cannot be reused.

Temporary passwords — A temporary password can be provided for a given user to log on to a system,
but a permanent password must be created by the user immediately upon logging on.




° L] (] L]
Assigning Security Rights
When assigning user rights, keep in mind which tasks each individual performs. Some rights are directly
related to others. Assign rights to only those individuals who will have a need to perform that operation.

To assign security rights to users

1. In the Office Manager, do one of the following:

*  From the Maintenance menu, point to Practice Setup >
Passwords, and then click Setup Users for Passwords.

*  From the Clinic Resource Setup dialog box, click

Password Setup.

The Password Administration - Setup
Users dialog box appears.

2. If necessary, select the clinic for which you
want to set up user rights. All users for
that clinic appear in the list box.

3. Select a User ID from the list of available
provider(s) and staff. The User Name and
User ID appear in the upper-right corner
of the dialog box.

4. To change or create a password, click
Change Password. In the Change
Password dialog box, type a password in
the New Password field, re-type the same
password in the Confirm Password field,

and then click OK.

These password fields cannot be left
blank. The password must be 7 to 11
characters in length and meet three of

the following four requirements: have at
least one uppercase letter, have at least one
lowercase letter, have at least one number,
and have at least one special character (for
example, #, %, or &).
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Password Administration - Setup Users

User [D: Clinic:
AMCCLURE  ME
DESMITH PROVO
DHAYES MESA

DROBR MESA
DEMITH CEMTRAL
ENTERPRISE CENTRAL
JED MESA
MCCLURE  AF
MSMITH MESA

Clinic selected:

P/S: User Mame: |McClure, Angela
0 [AMCCLURE

P
P u

|CENTRAL
Select Security Option Rightz

Expand List

Collapse List

Select Al

Remaove Al

ave

P 1 7

E = Change Password
U =
P Copy Rights From Other User |
T Copy Rights To Other Clinics |
@ Copy Rights To Other Uszers |
B [ Administration ~

1 [ Appointments

- [#] Central Clinic Only
- [] &ppt Lists, View &l Clirics
- [] Audit Logs, Enable/Disable
- [] Database Mode Setup

- [] Marth End - Charges

- [] Month End - Papment Flan
- [] Morth End - Update

- [] Multi-Clinics, Purge Appt

- [ Passward, Multi-Clinics

m

- [] Wiew Al Operatories
- [ Wiew All Patients |
- [ Wiew All Providers

- [] Continuing Care

- [] Family File

t- [] Chart

H- [ Treatment Plans

- [] Completed Procedures

- [ Insurance L

Important: Assign the user a password that will not be forgotten. It is recommended that the password
for the password administrator(s) (the person(s) with “Password Administration” rights) be written down

and placed in a secure location.

5. When first opened, the security options list is “collapsed,” thus hiding the detailed security options for
each category. To expand the list and view all security options, click Expand List. You can also click the

plus (+) sign next to any category to see the rights for that category.

6. Select the security options to which you want the selected user to have rights. Or, you can copy rights

from another user to this user; see step 7.

Important: Dentrix Enterprise requires you to set up at least one user with “Password Administration”
rights (by selecting the Password Administration check box in the Administration category).
Dentrix Enterprise will not allow you to exit this dialog box until at least one user is given Password

Administration rights.
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7. If different users will have the same security rights selected, or if a user works at more than one clinic, you
can save time by copying the rights to different users and clinics:

° COPy Rights From Other User — Click Password Administration - Copy Rights From Other Users [~ 7| [zl

this button to Copy rights ﬁ‘om a SpeCiﬁC Rights will be copied from the user selected in the list below ta the user curently
zelected in Password Adminiztration Setup for CURRENT clinic or for ALL selected

user to the Selected user. In the Password clinics in which the selected user has rights to

Administration - Copy Rights From User Lis

Other Users dialog box, select the user
from whom you want to copy rights.

[ Copy hom Ciinie: CENTRAL |

ah

Sith,
-Hayes, Debo
DROBE - Robb, David

DSMITH - Smith, Dennis E Copy From ALL zelected Clinics |

If the user has rights at more than the ENTERPRISE
.. . JKDT - Kimbal, Jacob & Close |
current clinic, you can select the desired MCCLURE - McClure, Jeffrey -

clinic(s) and then click the right arrow
button to move them to the right liSt bOX. Clinics available for selection: Clinics selected to copy rights fram:
Next, click Copy from Clinic: (Current)
or Copy from ALL selected clinics.

AEIE

*  Copy Rights To Other Clinics — Click Password Administration - Copy rights from current clinic to... [ 2 |[m2)
this button to copy the selected user’s
rights to other clinics. In the Password
Administration - Copy rights from

Uszer Mame: [McClure, Angela

User ID: |AMCCLURE

current clinic dialog box, select the Cunent Clinic: [CENTRAL

CliniC(S) to Wthh you want to copy rights) Clinics &vailable for selection: Clinics selected to copy rights to:
and then click the right arrow button to FyEs = .

move the clinic(s) to the right list box. No Dirie N

Next, click OK. PROVD

=

<<

* Copy Rights To Other Users — Click Password Adrministration - Copy rights t|o other users )
this button to copy the selected user’s
rights to other users. In the Password
Administration - Copy rights to other

Uszer Mame: |McClure, Angela

User ID: |AMCCLURE

. Cunert Clric: [CENTRAL
users dialog box, select the user(s) to rent e JCENTRAL
WhOIIl you want to copy I'ightS, and tl’lCIl lsers Available for selection: Users selected to copy rights to:
. : BMCCLURE - McCluas, Angel
click the right arrow button to move the i e
user(s) to the right list box. Next, click e .
DSMITH - Smith, Denniz i
OK. ENTERPRISE -, 3

JKD1 - Kimball, Jacob
MCCLURE - McClure, Jeffrey
MSMITH - Smith, Mary Kaye|

SHAYES - Hapes. Sally
SLAUGH - Slaugh, Mike 2

o[ cwed |

8. After the rights have been set up for the selected user, click Save, or select the next user. On the message
that appears and prompts you to save the changes, click Yes.

9. Repeat steps 3 — 8 for the other users that need passwords and/or rights assigned, and then click Close.

If you haven't saved the changes for the currently selected user, on the message that appears and prompts
you to save the changes, click Yes.

For a comprehensive list of all security options and their corresponding descriptions, see the “Security rights
list” topic in the Dentrix Enterprise Help.
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Setting Up Secure Passwords

A clinic can set up a time interval that forces users to change their passwords regularly. For instance, an office
may want to enforce a change of password every three months. In conjunction with this, your office can set a

requirement that users cannot reuse any of their previous passwords.

To set up secure user passwords

1. While logged on to the Central clinic, in the Office Manager,
from the Maintenance menu, point to Practice Setup >
Passwords, and then click Secure User Password Setup.

The Secure User Password Setup dialog box appears.
2. Set up the following options:

e  Password Expiration — If you want passwords to expire
so that users have to change their passwords after a
certain length of time, click Expiration, and then select
a password expiration date in days. If you want users
to be forewarned of a pending password change, check
Warn, and then select the days before the expiration date
that you want the notification to appear. If you do not
want passwords to expire (users will never have to change
passwords), click No Expiration.

*  Set Security Defaults

*  Lock user out for — To select how many logon
attempts a user has before that user is locked out of
the system for a specific period of time, check this
option, select the time interval for which a user will be
locked out in minutes, and select the number of logon
attempts users have.

Note: When a user is locked out, an administrator can reset any and all locked out users.

Chapter 1: Introduction and Initial Setup

& Dentrix Office Manager - The Dentist Group -
File View Reporis tE

Maintenance

I Date |

Secure User Password Setup

v

Password Expiration

{+ Expiration

expires every (90 - days

IV Warn |7 =| days before expiration

" Mo Expiration

Set Security Defaults

W Lock user out for

15 hd

E—

minutes after

failed logon attempts

I¥ Do not allow use of the past

5 hd previous passwords

3

e’

* Do not allow use of the past — If you want to prevent users from reusing a specific number of

old passwords, check this option, and then select how many previous passwords you want to

block.
3. Click Save.

47

Dentrix Enterprise 8.0.5 User’s Guide



48 Chapter 1: Introduction and Initial Setup

Assigning User Verification to Tasks

Once a user has logged on to Dentrix Enterprise, the user may perform all tasks to which they have rights.
There can be certain situations for which additional protection is desired. In these cases, the security options
can be flagged to “Verify User Before Access.” With this security flag enabled for a task, users will be prompted

to re-enter a user name and password when attempting to perform that task.

Tip: Consider how frequently the security task is performed before assigning the “Verify Users Before Access”
flag. This flag will always prompt users to enter their passwords before they can continue working; a lot of

interruptions might not be worth the added security.

To assign user verification

1. In the Office Manager, from the Maintenance menu, point to
Practice Setup > Passwords, and then click Setup Practice for
Passwords.

The Password - Setup Practice dialog box appears.
Select one or more tasks.

Click Verify User Before Access.

The selected tasks are flagged and moved to the bottom of the list.
An asterisk (*) appears before a security option that is flagged to
require re-entry of a password every time users attempt to perform
that task.

4. Click OK.

2 Dentrix Office Manager - The Dentist Group =

Security Options

Patient Questionnaire Open -
Patient Questionnairs S etup

Patient Quick Letters

Patient Referral, &dd/E dit

Patient Referral, Delete

Patient Referral, Dpen

Patient Reminder List, Open
Patignts, Add Mew

Patignts, Archive

Patients, Delete

Patients, Edit Family Relations

Patients, Edit Insurance Information [
Patients, Edit Patient Informatian W
Patients, Merge Patients

Payment Agreement Types, Setup

Payment Plans, Add New/Edit Info

Peria Chart. Open S

Werify User Before Access

Cancel
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Setting Up Program Preferences

You can customize Dentrix Enterprise to the way your practice works. Each computer can have different

preference settings.

To set up preferences

1. In the Office Manager, from the Maintenance menu, point to

Practice Setup, and then click Preferences.

The Preferences dialog box appears.

2. On the General Options tab, set up the following preferences:

* Find Appointment Time Defaults — Set
the defaults for the Find Appointment
Time button in the Appointment Book.
Select the Block size in minutes and an
Appt Length. Select All Operatories
Selected to search all operatories and/or
Sort by Operatory ID to sort the results
by operatory ID. Select whether to search
by the current Appointment Book view or
by the current clinic.

*  Apply to Charges for’ Default — To have
charges default to the family of the selected
patient when making a payment or credit
adjustment, click Family. Or, to have

% Dentrix Office Manager - The Dentist Group ~
File View Repo

Preferences

General Options | Print Options | Statemert Fomns | Paths |

Appt  [15

Length: 24
* By View
" By Clinic

Block | Min

size;

[# Al Operatories Selected
[™ Sort Results By Operatory 1D

TIicK Letters
" Include Today's Date
" Ewclude Today's Date

Additional Dptiohs:

™ Perio Beep an Ertry

7 Suspend Patiert Alerts

[ Suspend Treatment Area Flags

7 Autodnsert Name/Date [Clinical Note]

™ Show Close Message for Tx Planner
V¥ Show Close Message for Doc Center

Spell Check.

¥ Enable Spell Check TETTG Carges Tor Dera

[~ Mark Al Misspelled Text . .
[¥ Mark Mizspelled Mew Text & Famiy ™ Ledger View

charges default to whomever’s account is being viewed in the Ledger, click Ledger View.

3. On the Print Options tab, set up the following preferences:

e Use ADA Codes in Descriptions —
To have ADA codes print with their
descriptions, select this check box.

* Provider ID Column for Statements — To
have the provider ID printed next to each
transaction description on walkouts and
billing statements, select this check box.

* No Insurance Flag(*) on Statements — To
remove the text “*Indicates this procedure
has been billed to Insurance” from billing
statements, select this check box.

*  Verify Billing Statements to Send — To
preview billing statements before printing

Preferences @
' General Options  Print Options |Statemervt Fnrms] Paths |
Print Formatting
Left Offset: (0.000 Top Dffset; 0.000 PFiint Dielay, 0
Statement Count: [25 Patient Note Report Count: —|250
Place of Service NYMEDE |11
Print Display Options
I [~ Use ADA Codes in Descriptions ™ International Tooth Mumbering
TP I ETaTe
™ Provider ID Column for Statements Iv Sart Claim by 10
[ Mo Insurance Flag [*] on Statements I Sant Pretreatment by 1D
™ “erity Biling Statements to Send PTG Lot e Danants whao have
v
- requested no conespondence
I Use Avery 5160 Mailing Labels
Y
(4
S

them or sending then electronically, select this check box.

e Sort Claim by ID — To print procedures on insurance claims in the order the procedures were posted
in the Patient Chart or Ledger, select this check box.

*  Sort Pretreatment by ID — To print procedures on pre-estimate claims in the order the procedures
were posted in Patient Chart or Ledger, select this check box.

4. Click OK.
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Chapter 2: Family File

‘The Family File stores and displays important patient information, such as a patient’s name, address, phone
number, medical alerts, birth date, insurance coverage, employer, and referral information. Dentrix Enterprise
organizes patients by family in the Family File.

This chapter covers the following topics about using the Family File:
*  Using the Family File Window
e Selecting a Patient

*  Adding Families and Patients

*  Working with Employers

*  Working with Insurance

* Assigning Continuing Care

*  Working with Patient Notes

*  Working with Referrals

*  Assigning Medical Alerts

e Archiving Patients

* Editing Family Relations

*  Merging Patients
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Using the Family File Window

This section covers the following topics to help you understand how to use the Family File window:

*  Using the Family File Blocks
*  Using the Family Member List
*  Using the Family File Toolbar

Using the Family File Blocks

The Family File window contains several boxes, called “blocks,” that display information. By double-clicking
any of these blocks, you can enter, edit, or delete corresponding patient information.

| & Dentrix Family File - (Abbott, Patricia) [MESA] [DDSL] [ABB102] =N o
File Edit Help
Name: Abbott. James 5 [Jim] @
Address: 1234w Oak St Consent: 03/02/1993 Clinic: MESA
Patient Inf ti American Fork, UT 84003 First Visit: 03/02/1993 S5 111111111
atient Intormation Last Visit: 01/09/2012 Birthday: 11/11/1962, 49
Block Phone: H 5551111 Missed Appt: Provider: AMCCLURE
Fee Sched: <Piov Default:
Status: Active, M, Maried, Ins E-Mail:
. Medical Employer Cont. P
Medical Alerts Block Alert @y Care 04/03/12 PROPHY gom'”lu'”l?
- are Bloc
/Waa: |Denlal Primary ﬂ Patient Notes
Employer Block ™ Company: Astna Dental
Group Plan: HSPS Aetha
Insurance Group i: 123455 [No Note] Patient Notes
Eee Sched.
Information Block Coverage: 1500.00 Used: 0.00 Block
Ded. 5/P/0: 25/0/0 Met: 0/0/0
[ 0->30 | 31-360 | 61-290 | 91> [Guspended Balance | |Referred By 03/02/1553
. (ZAEE00 | 000 | 000 | Ta.00 | 000 | Zearad ) Crasby, Brent L Reforral Block
Billing and Payment Masthly Pagment 10000 Amt Past Due 110 53 Referred To eferral Blocks
Agreement Block Bill Type: 4 Last Payment: 50.00 02/28/2010
Status Name Position Patient
HofH Guar Ins | Abbott, Patricia Married 111141963 ~
Inz Abbott, James 5 I aried Yes 111141962 =
Smith, Timothy Child Inactive | 11/11/1984 —
3

Note: From the Billing and Payment Agreement block in the Family File, you can change a family’s billing

type, set up payment agreements, and manage guarantor notes. These functions are discussed in Chapter 7:

Ledger.

Using the Family Member List

The Family Member List displays all members of the family. Double-click a family member to quickly access

that family member’s information in the Family File.

Status Hame Position | Gender | Patient | Birthday
HofH Guar Ing | Crozhy, Brent t arried ale e 05/17/15960
Crosby, Shirley Married | Female ez 101441965 | T
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Using the Family File Toolbar

The toolbar contains several buttons that you can click to access certain areas or features of Dentrix Enterprise.

B Y =R EENEAL TESCT [EN BR LY B R e B

The function of the buttons specific to the Family File are explained in the following table.

Click the Select Patient button to select a patient whose record you want to view in the Family File.

Click the Add New Family Member button to create a patient record in the family currently being
viewed in the Family File.

If the patient currently being viewed in the Family File has referred any patients to your practice,
click the Referral Analysis button to monitor referrals or enter gratuities.

Click the Patient Notes Report button to print patient notes and other types of notes in Dentrix
Enterprise for the patient currently being viewed in the Family File.

Click the Patient Alerts button to enter or manage the alerts for the patient currently being viewed
in the Family File.

Click the Clinical Notes button to manage clinical notes regarding the treatments for the patient
currently being viewed in the Family File.

Click the Patient Referrals button to enter or manage referrals to and from your practice for the
patient currently being viewed in the Family File.

EHENENENENEE

For a comprehensive explanation of all the buttons on the toolbar, see the “Using the Family File toolbar”
topic in the Dentrix Enterprise Help.

Selecting a Patient

To view or edit a patient’s information in the Family File (or any other patient-specific module), you must
select the patient. By default, you search for patients by lastname; however, you can search for patients using
other information, such as first name, a home phone number, chart number, or Social Security number.

Note: When you first install Dentrix Enterprise, no patients are in the database. Patient information must be
entered manually or through an electronic data conversion.

To select a patient {25 Dentrix Fomily Fike- (Abbot, Patrc

1. From the File menu, click Patient.

°E
Address: 1234w Oak 5t
American Fork,

The Select Patient dialog box appears.

2. Type all or the first few letters of T
the patient’s last name in the Enter

. Enter Last Name [Last, First MI): 2|Bllie
Name field, and then click the search Nlolp
button ﬂ to view a liSt Of patients I Include Archived Patients )|

that match the search criteria. —

By

@ LastMame " First Mame
" Chart # " Hm Phone #
55 H " Birthday

o
m
=
[}
aE
7
—
=

=)
ua)
@
=
ey
<
£
5%
<
™

w
S
o
=
=
o
©

o
g

Mame [Bitthday |Provider Clinic: [Status [Chart # 554

Abbott, James 5 3 11/11/1962  AMCCLURE MESA ABB101 1111111711

. . . Abbott, Patricia * 11111963 DDS1 MESA ABB102 BEE-EE-EEEE
Tip: If you open this dialog box o e
from the Family File, to include
archived patients in your search,
select Include Archived Patients. _ _
Recent Patient 5 elections:
Abbott, James 5 111111962 AMCCLURE MESA ABBTOT 111111111
3. Select the name of the patient. |
4 Cll k OK MNew Family | More Patient Information. @l
. c .
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Adding Families and Patients

This section covers the following topics about how to add patient records into Dentrix Enterprise:
*  Viewing Patient Records

* Adding Family Members

* Adding a New Patient with an Appointment

Viewing Patient Records

The Family Files stores patient records by family. A family in Dentrix Enterprise must hve at least one person,
the head-of-house (guarantor), even if that person is not a patient. When you register a patient in RPMS, the
patient and corresponding demographics are pushed to Dentrix Enterprise. If you want to add a patient in
Dentrix Enterprise, contact Dentrix Technical Support.

Important: The current functionality of an HL7 interface is to transfer data from a “host” system (RPMYS)

to a “secondary” system (Dentrix Enterprise). This means that any changes to some patient demographic
fields you make in Dentrix Enterprise may be overridden the next time the HL7 interface is processed and an
update message comes across.
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Adding Family Members

Since all patients in Dentrix Enterprise come from RPMS, the only time you may need to add a family
member to a family is for insurance purposes. Dentrix Enterprise allows you to enter up to 18 family

members per family.

To add a family member

1. With the appropriate family account being viewed in the Family File, from
the File menu, click Add New Family Member.

The Patient Information
dialog box appears.

2. 'The last name, primary
provider, home phone
number, address, and
email address of the
head-of-house are already
entered for this patient.
However, you can change
any of that information
as needed and enter
the rest of the patient’s
information.

3. Click OK.
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| & Dentrix Family File - (Abbott, Patric
Edit Help

ame: Abbotl, James

Patient Information @
Hame = = Fatient Aliaz
Last First Ml Suffix Freferred Last Mame
|Abbott tary |— | | ,—
S alutation Title -

[ [ [ Print Title on Stmts firsthdsme
Demographics Statuz . .

Patient Sex Marital Poverty Level Worker Status MfEElD Sl
|F‘atient ﬂ |Male ﬂ |Single ﬂ |Unspecified ﬂ |Unspecified j

Hace o Uhe Baee Ethricity Weteran Homeless Status Mother's Maiden Mame

|Unspecified ﬂ |Unspecified ﬂ|Unspecified ﬂ

Religion Larguage

|Unspecified j |Unspecified j

Perzonal

Bithdate  #0%  5g# Other D

Driver's License i |
FeaE
Shreet
[12348 Camina Dr >
City 5T Zip
[merican Fork uT  [sd003 >
County/Parizsh Country

|Unspecified j |Unspecified j Last Name
User Def. Cat.
Unspecified = First Mame
—
Office
Provl Middle  Suiffix
[DESMITH »]
|P[DV2 ﬂ Privacy Bequests
Initial Provider 8| Mo
| ﬂ ™ Mo corespondence
Cliric [ Disclosure restrictions
|AF ﬂ Communication Pref.
Fee Schedule l—_l
Unspecified hd
|<F'r0v Default> ﬂ E
Chart #:
[<AUTO> »
—

E-Mail |documentation@henryschein.c:om

o
Fhone =
Hame whork Ext Time ToCall
|is01)555-6320 | [
i I obile Other
l !
Pat Ext 1D: Patient Class:  Death Date:

Consent |12/05/2013

Copy Patient Infarmation

Wisits Fiefered By:
First Wisit Last Visit »]
[12/08/2013 |
Last Mizzed #
Appt Miszed
I

9 Cancel
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Adding a New Patient with an Appointment

You can create a Family File record for a new patient who has an appointment in the Appointment Book. This
functionality can help prevent the re-entry of a person’s name and address when creating a Family File record.

To add a new patient with an appointment

1. Once the patient

h b . d \.\ Appointment Book <The Dental Group> <MESA> EI@
as been regIStere = File View Status Setup Apptlists Help
in RPMS and
pushed across to Hote | RYU Fee: 00 Wednesday - March 27,2013 048 HED
Dentrix Enterprise, i MESAT | MESAZ | MESA3 | MESA4 |
- PN DAY
double-click the new a0 i EP
patient’s appointment a0 b ]
H H :50 :50 MONTH
in the Appointment S0lam| | [-TNP-Catrell, Jim S00am ;]
Book You can El - 2 L=
identify a new- T o
. . A0 :50 i
patient appointment T000am 10:00am
by the “NP” that » @
a0 a0 =
appears before the 40 40 <
person’s name on the
appointment.

Important: All demographics for the patient come from RPMS. Do not add a patient or change patient
information in Dentrix Enterprise.

Click Change Pat, and then select the patient.
Click OK.

You can now post treatment for this patient.
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Working with Employers

This section covers the following topics about how to manage patients’ employers:
*  Assigning Employers
*  Changing an Employer

(] L]
Assigning Employers
From the Family File, you can assign an employer to a patient or add a new employer and assign it to a
patient.

Tip: Dentrix Enterprise stores all employers and their corresponding information entered from the Family
File or Office Manager. When you assign an employer that has never been entered into Dentrix Enterprise to
a patient, you must enter all the employer’s information; however, the next time you need to assign that same
employer to a patient, you can choose the employer from a list instead of having to re-enter all the employer’s
information again.

To assign an employer to a patient

| Dentrix Family File - (Abbott, Patricia) [MESA] [DDS1] [ABB102]
. . . . . Eile Edit Hel
1. In the Family File, with a patient selected, double-click the g': Q v =
Employer block. = Name: Abbotl, James § [im]
Addiess: 1234 W Dak St Conse
. . American Fork, UT 84003 First Vi
The Employer Information dialog box appears. ohone HEEA T e
2. Type the first few characters of the employer’s name in the s feive M e o
Employer Name field, and then click the search button 2, T IEE Gy e
Insurance: |Dental an& é S
. . Company: Astna Dental
The Select Employer dialog box appears so that you can verify G Fla K5 s
Toup -
that the employer does not already exist in Dentrix FooSchod 100 Used 000
Enterprise. Employer Information ==

3. Do one of the following: Eneley e'NamEISEt'e t < : >ﬂ
reel

e If the employer Address|
already exists, Select Employer =
select it, and IEH”;'BF:SE"‘D'WB'“”“E
then click OK
to display that [ Lt
employer’s - j : >
information in =
the Employer
Information /
dialog box kA e /
appears.

e If the patient’s employer does not already Employer Information == /
exist, click Cancel to return to the B = B

Street
Address: SLC Office

Employer Information dialog box, and
then type the employer’s name, address, and

Ic

phone number. City ST Zp
4. Click OK = —

Employer Phone: I[am 555-6729

For information about adding an employer from Cen | K| Concel |
the Office Manager, see the “Adding and editing 4

employers” topic in the Dentrix Enterprise Help. O/
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Changing an Employer

When a patient changes employers, or a patient’s current employer changes its name, address, and/or phone
number, Dentrix Enterprise lets you change that information. Any changes you make to an employer’s

information affects other patients who have that same employer.

To change the employer assigned to a patient

1. In the Family File, with a patient selected, double-

click the Employer block.
‘The Employer Information dialog box appears.
Do one of the following:

If the patient has a new employer, click Clear,

| Dentrix Family File - (Abbott, Patricia) [MESA] [DDS1] [ABB02)

and then select or enter a different employer
as explained in “Assigning Employers” in this
chapter.

If the patient’s current employer has changed
its name, address, or phone number, make any
necessary changes.

Click OK.

If you have changed the information in any field (not
just selected or entered a new employer), a message
appears and states that the changes to this employer
will affect the employer information for all patients
with this employer. To confirm you want to make the
change to all the relevant patients, click OK.

Eile Edit Help
Hele
- Abby %
Address: 1234 W Oak 5t Consent: 03/02/1933 (
American Fork, UT 84003 First Visit: 03/02/1933
Last Visit: 01/03/2012 Birth
Phone: H 565-1111 Missed Appt: Proy
Fee 5¢
Status: Active, M, Mame% E-Mail:
D=1 B o o
Insurance: | Dental Prir ]
Company: aetna Dental
Group I 5 Aetha
Group w. | 22456 [No Note]
Fee Sched:
Coveraae: 1500.00 Used: 0.00
Employer Information @
Ermployer Mame: |F_Iec:tric 33
Street
Address:|SLC Dffice
o
A
City ST Zip
OR |sLC UT 34003
Employer Phone: | (8015556789
a1 [ulS | Cancel

Working with Insurance

Whenever a new family member is entered, he or she is automatically given the same insurance coverage as the
head-of-house, but a different insurance plan can be attached to the patient or head-of-house at any time. This
section covers the following topics about how to add and remove dental insurance for a patient or head-of-

house:
*  Assigning Dental Insurance to a Subscriber
Assigning Dental Insurance to a Non-subscriber
Changing Dental Insurance Carrier Information
Assigning Coverage Tables

Clearing Dental Insurance Coverage

<
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Assigning Dental Insurance to a Subscriber

Before you can assign dental insurance to a patient who is not the insurance plan subscriber, you must assign
insurance to the subscriber in the family. If the subscriber is not a patient, add the subscriber to the family as a

non-patient.

To assign dental insurance to a subscriber

1. In the Family File, with a patient selected, double-click the

Insurance Information block.

The Insurance Information dialog box appears.

2. From the Coverage Order list, select the type of coverage you
want to add to the subscriber: Primary, Secondary, Tertiary, or

Quaternary.

3. If the subscriber’s name is not in the
Subscriber field, click the search button 22,
In the Select Primary Subscriber dialog box,
click Current Patient to make the patient
currently being viewed in the Family File
the subscriber and return to the Insurance

Information dialog box.

Insurance: |Dental Pimary ~

Company: £eina
Group Plan: Hs|
Group #: 12
Fee Sched:
Coverage: 1 sed: 0.00
Ded. 5/P/0: 25/ Met: 0/0/0
[ 030 [31>60 [61>90 [ 91> [Susnended Balanc
(248600 ] 000 | 000 [ 73700 [ 000 [ 25970

HMonthly Payment- 100.00  Amt Past Due: 1108.33
Bill Type: 4 Last Payment: 50.00

02/28/2010

Status

Name

HofH Guar Ins

Abbatt, Patricia
Ins Abbott, James §
Srith, Timothy

Insurance Information - (Crosby, Brent)

Dental Insurance | Medical Insurancel

LCoverage Order: IPrimaly 1 : ) ( 3 ) Clear Coverage |

sl

Plan Infarmation

4. 'To find out if the carrier already [Seiect Dental Insurance Plan

exists in Dentrix Enterprise,
click the Carrier search button
>*| In the Select Dental
Insurance Plan dialog box,
type the first few characters of
the carrier’s name (you can also
search by employer, group plan,
or group number), and then
click the search button >/ to
view a list of all the carriers that
match your search criteria.

Subscriber: |Erosb_l,l, Brent
Carrier: IDeIta Fhdl
R —
Enter Carrier Name: P By
fae = | | @ CarierName (" Group Plan
" Employer " Group Number
Carrier Name Group Plan Employer Name Group # :ocal# | PaporID | Address

HSPS Aetna

Aetna Life and Cas...

Aetna Lo

321863

N, Fort

—® \.

{
New Insurance Plar -

Important: Always search for an insurance plan before adding it as a new plan in Dentrix Enterprise to
avoid creating duplicates of an insurance plan.

5. Do one of the following:

* If the carrier already exists, select it, and then click OK to return to the Insurance Information

dialog box.

* If the carrier does not already exist, click New Insurance Plan to add the insurance plan and return
to the Insurance Information dialog box. For an explanation about setting up the options for a new
insurance plan, see “Changing Dental Insurance Carrier Information” in this chapter.
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Insurance Information - (Crosby, Brent) IEI

Dental Insurance | Medical Insurance |

LCoverage Order: | Primary - Clear Coverage

Plan Infarmation

Subscriber: Crozhy, Brent ﬂ Insurance Data
Carrier: |Delta Pl ﬂ Coverage Table

Subsgcriber |d #: 111111111

FPayment Table
Ded/Benefits

Signature on File

g of Information [,

Last Flan Eligibility Check Diate:
Flan Effective Date: o' £ 1piration D ate:

Patient Information

Belation to Subscriber: o Self ¢ Spouze ¢ Chid ¢ Other |E
Lazt Eligibility Check D ate: ™ Mat Eligible

Eligibility Start D ate: Eligibility End D ate:
‘Wiew lnzurance Plan History | 7 Cancel

e’

6. Set up the following options:

*  Subscriber Id # — The subscriber’s Social Security number is automatically entered as the subscriber
ID number, but you can change it.

Important: If this field is left blank, any insurance information you enter will not be saved and
attached to the subscriber.

 Signature on File — If you want the words “Signature on File” to print on insurance claims for the
subscriber to authorize the release of information, select Release of Information. If you want to
authorize payments directly to the provider instead of the subscriber, select Assignment of Benefits.

Important: If your office accepts assignment of benefits from insurance carriers, you must select the
Assignment of Benefits check box; if you do not, insurance checks will be mailed to the subscriber,
not the office.

* Relation to Subscriber — Make sure Self is selected to indicate that the current patient is the
subscriber.

7. Click OK.
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Assigning Dental Insurance to a Non-

subscriber

Before assigning insurance to patients who are not insurance subscribers, make sure that the insurance plan
has been assigned to the subscriber, and the subscriber for the insurance plan is part of the same family as the

patient to whom you are assigning the insurance plan.

To assign dental insurance to a non-subscriber

1. In the Family File, with a patient selected, double-click the

Insurance Information block.

The Insurance Information dialog box appears.

2. From the Coverage Order list, select the type of coverage you
want to add to the patient: Primary, Secondary, Tertiary, or

Quaternary.

Insurance: |De

Company: £etna D
Group Plan: HS|

tal Primary

Group #: 12
Fee Sched:
Coverage: 15001 ged: 0.00
Ded. 5/P/0: 25/0/0 Met: 0/0/0

——mz
[ Zss 00 |

131.00 | 000 |
Mnnlﬂy Payllent 1II| 00  Amt Past Due: 1105.93
Bill Type: 4 Last Payment: 50.00 0z/28/20M0

3. If the subscriber’s name is not in the Subscriber field, click the

search button **

to select the appropriate subscriber.

Status Name
HofH Guar Ins | Abbott, Patricia
Ins Abbott, James §
Srith, Timothy

Important: The insurance carrier for the selected subscriber appears in the Carrier field. If you change the
carrier for the selected subscriber, the change will affect all other family members under this subscriber.

4. Set up the following options:

e Subscriber Id # — The subscriber’s Social
Security number is automatically entered
as the subscriber ID number, but you can
change it.

Important: If this field is left blank, any
insurance information you enter will not be
saved and attached to the subscriber.

* Signature on File — If you want the words
“Signature on File” to print on insurance
claims for the subscriber to authorize the
release of information, select Release of
Information. If you want to authorize
payments directly to the provider instead
of the subscriber, select Assignment of
Benefits.

Important: If your office accepts assignment
of benefits from insurance carriers, you must
select the Assignment of Benefits check

Insurance Information - (Crosby, Brent)

Dertal Insurance | Medical Insurance |

LCoverage Order: | Primary

Plan Infarmation

Subscriber: Crosby, Brent

==l

Clear Coverage
Insurance Data

Carrier: |Delta Fhdl

Subsgcriber |d #: 111111111

Signature on File

g of Infarmation [V,

Lagt Plan Eligibility Check Date:

Plan Effective Date:

Patient Information

Relation to Subscriber;

Lazt Eligibility Check D ate: ™ Mat Eligible

Eligibility Start D ate:

—— X4

—

& Seff ¢ Spouge ¢ Chid ¢ Other

o

janment of Bend

Coverage Table
FPayment Table
Ded/Benefits

wpiration [ate:

]

Eligibility End D ate:

“Wiew Insurance Plan History |

5 Cancel

N’

box; if you do not, insurance checks will be mailed to the subscriber, not the office.

* Relation to Subscriber — Make sure the patient’s relation to the subscriber is correct: Spouse, Child,

or Other.
5. Click OK.
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Changing Dental Insurance Carrier
Information

You can change information for a dental insurance carrier at any time. You can edit this information from the
Family File or Office Manager.

To change insurance carrier information
Company: Aeinz D

1. In the Family File, with a patient selected, double-click the Group Plam sPe
. Fee Sched:
Insurance Information block. Coverage: 1500, ed: 0.00
Ded. 5/P/0: 25/0/0 Met: 0/0/0

246600 | 000 | 000 |

131.00 | 000 |
HMonthly Payment- 100.00  Amt Past Due: 1108.33
Bill Type: 4  Last Payment: 50.00 0z/28/20M0

2. From the Coverage Order list, select the type of coverage you S i
HofH Guar Ins | Abbott. Patricia

The Insurance Information dialog box appears.

want to edit: Primary, Secondary, Tertiary, or Quaternary. Ins |8kt James S
3‘ Cth Insurance Data' Insurance Information - (Croshy, Brent) @
The Dental Insurance Plan Information Dertal Insurance | Medical Insurance |

dialog box appears.
g pp LCoverage Order: | Primary Clear Coverage
Dental Insurance Plan Infermation @

Auto Adjustment ﬂ nsurance Data

* Mo Adjustment

Ermol |HSF'S " wiite Off Estimated Insurance Portion ﬂ Coverage Table

mployer:

it | 3 -Credit Adjustment J J T P Tabl

Street Address:|1234 Maple Rid. = ayment Table
- Ded/Benefits

Aszsignment of Benefitz
Phore: |[801)555-1111 Ext:
Contact: |

Group #: |1 23456 Local:| + Plan E xpiration D ate:

Last Update:|01/01/2014  Benefit Renewal: [JaN " Use Insurance Fee Schedule to Calculate:
[adjustment amaount = provider/patient fee
Alt Code: ADA ﬂ Other Code: zchedule amount - insurance fee schedule amount] r o G @ [
. 0USE i ther
Claim Format:| 042012 | Claim Setup | 3t -Credit Adjustment J J . lE
Fee Schedule: [<NONE> »| fe ™" Mot Eligible
- o
Bl Scheduls: | <MOME> ﬂ Provider ID Setup r Eligibility Erd Date:
Payor 1D: ﬂ r
-
Plan External D 6 Cancel
Mationa| Plan 1D: —

Fiate Code Options:
Source of Payment: |Eommercial Insurance Co. j ™ Send Rate Code with Claim: ’— J

Carrier Mame: |Aetna Diental

Group Plan:[H5PS setna

| | e
e | | e

City, ST Zip:[american Fark [UT [s4003

= =

MU Payor SOF: | ]

. . i+

Insurance Claim O ptions
Diagnostic: Code System: Unzpecified = g 0.00
~

Iv¥ Replace initial character of procedure code with: |D—
|— -
I Do Mot Inchude Group Plan Name [1with & Zero (0,00 Dallar &mount =]
™ DaMat Bill ta Dental Insurance |

™ Do Mot Bill to Dental Insurance if 0% Coverage
Advanced

Financial Class Types
* Mo Financial Class Types

" Use Financial Class Types
| J LClear Cancel

4. Change any of the following options as needed:

*  Carrier Name — Type the insurance carrier’s name.

*  Group Plan — Type the group plan name.

Tip: If you do not have a group plan name, type the employer name as the group plan name; this will
assist you later on when you are assigning previously entered insurances to patients.
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Employer — Click the search button *”! to select the employer that administers the group plan.

Contact Information — Type the address where insurance claims are to be mailed for this carrier.
Also, type the contact phone number and extension (if applicable), and the contact person.

Group # — Type the group number for this plan.
Benefit Renewal — Type the month that the yearly insurance benefits renew for the insured patients.

Claim Format — The claim format defaults to the first claim format listed in Practice Definitions, but
you can select a different one if applicable.

Fee Schedule — Click the search button _**! to select a fee schedule to attach to this insurance carrier.

Note: If a fee schedule is attached to the insurance carrier, it will be used instead of the fee schedule
attached to the patient’s primary provider. However, if a fee schedule is selected for the patient, that
fee schedule will be used instead of the one attached to the insurance carrier.

RVU Schedule — Click the search button **| to select an RVU fee schedule to attach to this
insurance carrier.

Payor ID — Type the payor ID that is to be used with electronic claims, or click the search button **

to find and select a payor ID.
Auto Adjustment — Choose from the following automatic adjustment options:
* No Adjustment — If you do not want an automatic adjustment posted for this insurance carrier.

*  Write Off Estimated Insurance Portion — To automatically make an adjustment for the
estimated insurance portion in the Ledger.

Select the credit adjustment type you want to use for the adjustment.

* If you want to post an adjustment after a claim is created, click Post when Claim Created.
This option should be used if claims will always be created for the insurance. Select Receive
Claim to change the claim status to “Received” with a zero payment after the adjustment
is made. If Receive Claim is selected, you can set up further actions you want to occur
automatically after a claim is received — Send to Batch, Applying Ins. Portions to
Maximums, and Apply deductibles based on expected Patient Portion.

* If you want to post an adjustment when a procedure is completed, click Post when
Procedure Completed. This option should be used if no claims will be created for the
insurance. With this option selected, any changes made to the coverage table after the
procedure has been set complete will not be reflected in the adjustment.

*  Use Insurance Fee to Calculate — To have the adjustment calculated using the following
formula: Provider or patient fee schedule amount - Insurance fee schedule amount =
Adjustment amount.

The following will happen with this option selected:

e If the patient has been assigned a fee schedule in the Family File, an adjustment will be
posted that equals the difference between the patient fee schedule amount and the insurance
fee schedule amount.

* If the patient does not have a fee schedule assigned to him or her, the patient’s primary
provider’s assigned fee schedule will be used. An adjustment will be posted that equals the
difference between the provider’s fee schedule and the insurance fee schedule amount. To use
this option, a fee schedule must be selected for the insurance carrier.

Select the credit adjustment type that you want to use for the adjustment:

* Ifyou want to post the adjustment using this calculation when the claim has been received,
click Post when Claim is Paid.

63
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e Ifyou want to post the adjustment using the formula previously mentioned when a
procedure is set complete, Post when Procedure completed. Select Create/Receive Claim
to have the following occur automatically: create a claim, post the adjustment, and then
change the status of the claim to “Received” with a zero payment. If Create/Receive Claim
is selected, you can set up further actions you want to occur automatically after a claim is
received: Send to Batch and Apply deductibles based on expected Patient Portion.

* Rate Code Options — Some insurance companies (usually state Medicaid) pay a practice a set dollar
amount per visit no matter how many or how few procedures were performed on a patient during
that visit. The “rate code,” also known as an “encounter code” or “visit code,” is a procedure code that
tells the insurance company how much that amount is. You can choose to include and under what
conditions to include an encounter, rate, or visit code on a claim:

a. Select Send Rate Code with Claim, and then click the search button *?| to select the
appropriate code.

b. Under Send Rate Code With, select one of the following options:

*  The Total of All Procedures — The selected rate code will be used as the first procedure on
the claim (printed or electronic), and the amount of the rate code will be the sum of all the
procedures on the claim.

The fee used for this calculation will be the default fee schedule (with the ID number “1”) for the

billing provider for the claim. This is the same fee schedule that is used for an “F” claim format.

*  Practice’s Rate — The selected rate code will be used as the first procedure on the claim
(printed or electronic), and the amount of the rate code will be the rate entered in the field.
By default, the field has the insurance plan’s fee schedule, but you can change it to specify the
rate code that you want to be used on the claim.

*  No Amount — The selected rate code will be used as the first procedure on the claim (printed
or electronic), but the amount or charge on the claim for the rate code will be blank.

c. From the Send Procedure Codes list, select one of the following options:

*  With A Zero (0.00) Dollar Amount — The procedures will be listed after the rate code on
the insurance claim (printed or electronic) with a zero dollar amount (0.00).

*  With The Procedure’s Fee — The procedures will be listed after the rate code on the

insurance claim (printed or electronic) with each procedure’s fee as the amount charged.

*  No Amount — The procedures will be listed after the rate code on the insurance claim
(printed or electronic) with each procedure’s charged amount being blank.

* Do Not Send Procedures — Only the rate code will be listed on the insurance claim (printed
or electronic).

d. If you want the rate code to be posted in the Ledger, select Post Rate Code to Ledger. The rate
code will not appear in the Patient Chart. The fee shown in the Ledger will be the same fee that
appears on the claim.

Important: The fee schedules for the procedure code(s) and rate code on the claim must not
conflict or double the account balance in the Ledger.

Notes:

*  Since the rate code has to be medically crossed coded to be placed on a medical claim, Dentrix
Enterprise will post the rate code and automatically edit the rate code to select the appropriate
AMA CPT and ICD-9-CM diagnostic code (with the installation of Dentrix Enterprise, a
“Rate Code” has been added to the AMA CPT list and ICD-9-CM diagnostic code list) as long
as the rate procedure code is cross coded with the AMA CPT “Rate Code” and ICD-9-CM
“Rate Code”.
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e The AMA CPT “Rate Code” and ICD-9-CM “Rate Code” tied to the procedure rate code

will not appear on the claim (printed or electronic).

e If the AMA CPT “Rate Code” and ICD-9-CM “Rate Code” tied to the procedure rate code
are deleted, the rate code option for the claim will not work properly, and you will have to

cross code the rate code again.

5. Click OK to save the insurance plan and return to the Insurance Information dialog box.

6. Click OK.

If the carrier information has been changed for an insurance plan that is attached to at least one other
family member (subscriber or non-subscriber), a dialog box appears so that you can choose whether to
apply the changes to all other subscribers who have the same insurance plan, which will in turn affect the
family members of the those subscribers, or to have the change affect only the current subscriber and add
the changed plan as new insurance plan without changing the original plan.

Assigning Coverage Tables

Most insurance companies provide the patient with a schedule of benefits, which declares the maximum
annual benefits for the individual and entire family. The schedule of benefits also states the deductible
amounts, plan maximums, and the percentage of the usual and customary fee that the insurance company will

pay.

You can add this information to an insurance plan as a coverage table. A coverage table helps you create
treatment plan estimates that accurately reflect the benefits paid by an insurance carrier.

To assign or edit an insurance plan’s coverage table

1. In the Family File, with a patient selected, double-click the

Insurance Information block.

The Insurance Information dialog box appears.

Company: Aetnz Der
Group Plan: HSPS
Group #: 123456
Fee Sched:
Coverage: 1500.00 : 0.00

Ded. §/P/0: 25/0/0 Met: 0/0/0

246500 | 000 | 000 | 7300 | 000 |

Monthly Payment: 100.00 Amt Past Due: 1108.92

. Bill Type: ¢ Last Papment: 50.00 02/28/200
2. From the Coverage Order list, select the type of coverage you — a—
nt to edit: Primary, Secondary, Tertiary, or Quaternar H ™ [anbot James'
want to edit: ary, Secondary, Tertiary, or Quaternary. e e
3' Cth Coverage Table‘ Insurance Information - (Croshy, Brent) @

The Insurance Coverage dialog box appears.

Dental Insurance | Medical Insurance |

LCoverage Order: | Primary
Insurance Coverage - (Metropolitan Life/Metropoelitan) IEI n
i " " Croshy, Brent
DEEE Lifetime  Annual  Annual '\":a;'.m}ém l|3eneFf|t .
Individual Individual  Famils (UERAELEE  [PEIE |Delta P
Standard |0 25 75 2000 8000
Preventive 'D— 'D— 'D— [ Ortho Plan - Use az Ortha Lifetime b ax #
Other [0 0 0 7’ Claim ol
= eadine: |2M ﬂ i i i
e of Information W Assignment of Benefits
Coverage Table \ /
Beg End Cov Fre
Proc Proc Category % Ded CoPay Est? ibility Check Date:
[ 805t ~ 00—
— — E Date:
20 5 .00 il - Add
80 S . N —m
D2000 L2999 Restorative 80 s 0.00 N |= Change latian
03000 03939 E ndodontics 80 5 0.00 M — : ;
L4000 4939 Periodontics 80 s 0.00 N Delete becriber: ¢ Self ¢ Spouse ¢ Chid ¢ Other
05000 [5939 Prostho, remo. 80 5 0.00 M -
DE000 DE939 Prostho, fixed 80 § 0.00 N T Check Date: [~ Mot Eligible
Clear Table
g
Drate:
[ Co-Payment Calculations for Ins Portion: Selact
{s} Table:
(l“: ﬂ lanize Plan History
Mates 5 ] Cancel |
A
N

Clear Coverage

Insurance Data

Flar Expiration D ate:

Coverage Table

Payment Table

Ded/Bensfits

€]

Eligibility End [ ate:
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4. Set up the following options:

Dentrix Enterprise 8.0.5 User’s Guide

Deductible — Each range of procedure codes in your coverage table can be assigned its own

deductible type. The following types of deductibles are available:
* Standard (S) — Used for most insurance coverage tables.

*  Preventive (P) — Used if an insurance carrier’s coverage has a separate deductible for preventive/
diagnostic procedures.

e Other (O) — Used if an insurance carrier’s coverage has a separate deductible for specific
procedures other than preventive/diagnostic.

For each type of deductible, you can type the following:

* Lifetime Individual — Used for insurance carriers that require subscribers to pay one deductible
for the life of the policy for the patient.

*  Annual Individual — Used for insurance carriers that require patients to pay a deductible amount
each benefit year.

* Annual Family — Used for insurance carriers that require a maximum deductible amount for the

entire family each benefit year.

Tip: When Dentrix Enterprise calculates the patient’s portion of charges, the appropriate deductible
amounts will be added to the patient’s payment due amount. This figure will be displayed in the
Ledger as the Est. Patient Portion.

Maximum Benefit — Type maximum amount of benefits that will be paid by the insurance carrier for
the Individual patient and Family annually.

Coverage Table — A coverage table allows you to group several procedures into ranges and assign
the percentage the insurance will pay. When a new insurance plan is created, Dentrix Enterprise
automatically assigns it the first standard coverage table.

Tip: If you do not have or know the insurance company’s schedule of benefits, as insurance payments
and estimates are made, you will be given the option in the Ledger to automatically update a payment
table for the insurance plan, storing what the insurance company actually paid for a procedure.
Insurance estimate calculations will reflect the payment table amounts whenever possible, making
your estimates very accurate.

There are two things to keep in mind when modifying a coverage table. First, you must use the ADA
procedure codes. Second, you may not overlap the beginning (or ending) procedure code of any given
range with the ending (or beginning) procedure code in another range.

Do the following to modify the coverage table:
a. Select a code range.
Change any of the following values:
*  Beg Proc — The beginning procedure code in the range.

*  End Proc — The ending procedure code in the range. If you are assigning only one procedure
to a range, type that procedure code as the Beg Proc and leave the End Proc field blank. The
field will automatically be filled in with the beginning procedure code.

*  Category — The name you assign to represent the range of procedure codes.
*  Cov % — The percentage the insurance plan will pay for all of the procedures in the range.

*  Ded - The deductible type for the range of procedure codes.
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e Co-Pay — If you are setting up a capitation plan, type the patient’s co-pay amount.

e Pre Est? — If the insurance company requires you to submit a pre-treatment estimate for a
procedure in the range, select this option.

c. Do one of the following:
e To add the modified range to the coverage table as a new range, click Add.
* To apply the changes to the selected range, click Change.

d. Repeat steps a — ¢ for any other ranges you want to add or modify.

*  Co-Payment Calculations for Ins Portion — If the plan requires that specific co-pay amounts be
paid by the patient for each procedure, select this check box, and then select the method that will be
used to calculate the amount the insurance company will pay:

* Total Fee x Coverage %

* (Total Fee - Co-Pay) x Cov %

* (Total Fee x Cov%) - Co-Pay

Important: If the plan you are setting up is not a capitation type plan with specific co-payment

amounts for each procedure, do not select the Co-Payment Calculation for Ins Portion box.
Click OK to save the coverage table and return to the Insurance Information dialog box.

When a message appears, click OK to confirm that you want to apply the changes you have made to all
patients who have this insurance carrier.

Click OK.
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Clearing Dental Insurance Coverage

To move a patient from one family to another, you must first clear that patient’s insurance information. Also,
to switch a patient’s primary and secondary coverage, you must first clear that patients primary and secondary
insurance.

To clear a patient’s insurance coverage

Company: Aeina De

1. In the Family File, with a patient selected, double-click the Group Plan: H5PS
oup #: 123456
Insurance Information block. M emse 15000

Ded. 5/P/0: 25/0/0
2466.00 | 000 | 000 [ 73700 [ 000 |

Monthly Payment: 100.00 Amt Past Due: 1108.93
Bill Type: 4 Last Pagment: 50.00 02/28/2010

The Insurance Information dialog box appears.

2. From the Coverage Order list, select the type of coverage you T Tiams
. P . S d T . HofH Gulal Ins ﬁﬁ::,j‘auimas
want to remove: rimary, secondary, ertlary, or Quaternary. g Snilh,:l’:m\;
3- Cth Clear Coverage. Insurance Information - (Crosby, Brent) @
4. Click OK. Dental Insurance | Medical Insurance |

LCoverage Order: | Primary Clear Coverage

Plan Infarmation

Subscriber: Croshy, Brent ﬂ Insurance Data

Carrier: |De|ta Fhdl ﬂ Coverage Table

Subszcriber |d #: 1111111111 Fayment Table
Signature on File Ded/Benefits

[¥ Release of Information W Assignment of Benefits

Last Plan Eligibility Check Date:
Plan Effective Date: Plan Expiration D ate:

Patient Information

Relation to Subscriber: @+ Self ¢ Spouse  Child ¢ Other @
Last Eligibility Check Date: [~ Mot Eligible
Eligibility Start D ate: Eligibility End Date:

Wiew Insurance Plan History | 4 Cancel

N’
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Assigning Continuing Care

You can manage the continuing care (recall or recare) attached to each patient from the Family File. If a
patient has had a completed procedure posted in the Ledger or Patient Chart, and that procedure already
has a continuing care flag assigned to it (for example, prophy), the appropriate continuing care type will
automatically be assigned to that patient. However, you can assign a continuing care type to a patient
manually and even customize the settings to meet that patient’s needs.

To assign a continuing care type to a patient

1.

4. Customize the following options as needed:

5.

In the Family File, with a patient selected, double-
click the Continuing Care block.

The Patient Continuing Care dialog box appears.
Select the continuing care type you want to set.

Note: If the selected continuing care type is already
set for the patient, the Date column for the

& Dentrix Family File - (Abbott, Patricia) [MESA] [DDS1] [ABB102]
File Edit Help

E2EIS

Name: Abboll James 5 [Jim] N Char

Address: 1234 W Oak St Consent: 03/02/1333 Cli
American Fork, UT 84003 First Visit: 03/02/1333 S

Last Visit: 01/03/2012 Birthe

Phone: H 5551111 Missed Appt: Provi

Fee Sck
Status: Active. M, Maried. Ins

|Medical [~ Employer
Alerts E | HSPS
Insurance: | Dental Primary ~|

Company: Aetna Dental
Group Plan: HSPS Aetna
Group #: 123456
Fee Sched-

E-Mail:

e ( 1

Patient Nol

PROPHY

[No Note)

continuing care type contains a date, and the

Set button is labeled “Edit.”

Click Set.
The Set Continuing Care dialog box appears.

¢ Due Date — To set the interval for the
patient’s recall, click the search button

**|. Change the Interval to reflect
the amount of time that should elapse
between the patient’s recall visits, and

Patient Continuing Care - (Abbott, James §) @
Date Tupe Appt? Statuz Prior Treat. | Prow
07/21/202 | PROPHY 04/22/2013+| B4 01/20/2012 | Prov2 | »
“Lab- Aspen

CALL AMALG
CALL CROWM
CALL RC

Pmt Promize
PROPHY *

Cloze

select +1 Day to prevent insurance
billing problems if the carrier has strict
interval requirements.

e Status — To assign a continuing care status
to the patient, select the appropriate status.
Statuses are used primarily when generating
continuing care lists.

*  Provider — To have the default provider of
continuing care appointments be the patient’s
primary provider, select Provl; or, to have it be
the patient’s secondary provider, select Prov2.

*  Default Appt. Time — To enter the amount
of time this patient will need for appointments
with this continuing care type attached, select
Time?. Drag the slider to set the number of

Set Continuing Care - (Abbott, James 5)

Type: Description;

BITEWINGS Annual Bitewings

Motivational Mote: v

| -

Date Set: eduled Appt.:

1 Treatment:
[o1/31 72m2

Due Date:
EEEE

Status:
| [Mone]

| 4

Provider:

* Pravl " Prav2

Default Appt. Time: -

[ Time? 4 6 Cancel

units, and then set up the time pattern for each unit (chair time [, assistant’s time I, or provider’s time %)
to help you make use of all operatories when scheduling appointments and maximize your productivity.

Click OK.

For comprehensive details about all the options available when assigning continuing care types, see the
“Assigning continuing care” topic in the Dentrix Enterprise Help. Also, for more information about setting
up continuing care types and their default settings, see “Setting Up Continuing Care Types” in Chapter 1:
Introduction and Initial Setup.
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Working with Patient Notes

Patient notes apply only to an individual patient, and you can view, add, and edit them from the Family File.
This section covers the following topics about how to use patient notes in the Family File:

*  Viewing and Hiding Patient Notes
e Adding and Editing Patient Notes

*  Generating the Patient Notes Report

Viewing and Hiding Patient Notes

When Dentrix Enterprise is initially started, notes are hidden by default. Thereafter, whenever a patient is
displayed in the Family File, the notes will be viewed or hidden, depending on the state of the previously
selected patient’s notes.

To view and hide patient notes

If the notes are being hidden, you can view the notes |2 Notes V=]
by clicking View. (When you click View, the button
label changes to “Hide.”)

If the notes contain confidential information, it is Patient Notes Hide
. o - Fii - Oct 12, 2007 -
I‘CCOI‘nandCd that you hlde the notes by Chcklng Karen is divorced from Harmon Davis who is listed in her file az
. . B a nqn-patient to p_rov!de insuranpe coverage for their children.
Hide after each time the notes are viewed. (When He s alsn st up i his own Farily Fls

you click Hide, the button label changes to “View.”)

Note: If no notes have been entered for the patient, the block displays “No Note,” and the View/Hide option
is not available.

Adding and Editing Patient Notes

You can add notes to an individual patient’s record. Also, you can edit those notes at any time.

To add or edit notes for a patient

1. In the Family File, with a patient selected, double-click the

Patient Notes block. ETT
The Patient Note dialog box appears. [NDN@
2. Type the patient’s hobbies, interests, financial arrangements, or ey
. . . Croshy, Brent L
any other notes useful to your practice. A patient note is T ) o
1

limited to 4,000 characters.

Tip: If you want to delete the patient notes for this Patient Note =
patient, click Clear. The notes will not be deleted until Insett Dateine | %
you click OK, so if you click Clear accidentally, you can Patient Notes Here] Mon - Dec 22,2008 - p

restore the notes to how they were before you opened the @
dialog box by clicking Cancel instead of OK.

3. Click OK. !
Clear | Cancel
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Generating the Patient Notes Report

You can generate a report of all notes entered for a patient from the Family File. You can also run this report
from the Office Manager.

To print the Patient Notes Report

| & Dentrix Family File - (Abbott, Patric

1. In the Family File, with a patient selected, from the File menu, click it Help

Print Patient Notes.

ame: Abbol, James ¢
Address: 1234 Dak 5
Ameiican Fork

The Patient Notes Report dialog box appears.

Patient Motes Report IEI

Report Date:|03/27/2013

Select Patient; Mote Tpes: @
From: [sbbaott, James 5 ﬂ

[ Patient &lert Notes
To:[abbott, James & ﬂ |o3/27/2013 - [03/27/2003

Patient Mate
Medical Alerts

Continuing Care Mot
8 Bl Oty ™ Perio Exam Naotes g et e

Eebalionider [z7zrr201a - [oa/zvizms
From[call> »| Tofall »|
[ Appointment Naotes

ill g G tor Stab t Mok
Select Biling Type: |D2f25£2013 ) |D3;2?;2u13 uarantor Statement Mote
From:| <&LL»  >> Ta:| <ALL> 3> Sawe as Default

Send to batch Print Cancel
3 | |

Insurance Claim Notes

Payment Plan Motes

Guarantor Mate

o o

)

2. Set up the following options:

* Filters — You can include notes for the current patient or a range of patients and for only guarantors.
If you run the report for a range of patients, you can further filter the report by patients’ providers

and/or billing types.
*  Note Types — Select the types of notes you want to include on the report:

*  Patient Alert Notes — Notes entered in the Patient Alert system. You can also specify a date range
to include notes that were entered within that time period.

*  Perio Exam Notes — Notes entered in the Perio Clinical Notes dialog box (which is accessed
from the Diagnostics menu in the Perio Chart). You can also specify a date range to include
notes that were entered within that time period.

* Appointment Notes — Notes attached to appointments. You can also specify a date range to
include notes that were entered within that time period.

*  Patient Notes — Notes entered in the Patient Notes block of the Family File.
*  Medical Alerts — Medical alerts for patients.

*  Continuing Care Notes — Motivational notes added from the Set (or Edit) Continuing Care
dialog box.

* Insurance Claim Notes — Notes entered for insurance claims.
*  Payment Plan Notes — Notes attached to a future due payment plan set up for the patient.
*  Guarantor Note — Guarantor note entered in the Ledger.

*  Guarantor Statement Note — Guarantor billing statement note entered in the Ledger.

Tip: If you want the selected note types to be selected the next time you run the report, click Save As
Default.

3. Click Send to batch or Print.
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Working with Referrals

Dentrix Enterprise provides two types of referral sources (“Referred by” referral types) that you can attach to
patients who have been referred to your practice: Referred by Patient and Referred by Doctor/Other. Also,
Dentrix Enterprise provides a “Referred to” referral type that you can attach to patients to help you keep track
of those patients who have been referred out to another doctor or specialist.

This section covers the following topics about patient referrals and referrals out to specialists:
*  Entering Patient Referrals
*  Entering Doctor/Specialist Referrals

*  Sending Correspondence to Referrals

Entering Patient Referrals

In the Family File, you can enter information about the patient who referred another patient to your practice.

To enter a patient referral

VN
Referred By
1. In the Family File, with a patient selected, double-click the . S— {‘ 1 \,
Referred By block.
—Referred By _
The Patient Referrals Narme Date | Edt ] 5
: | eff 03/27 /2013 Analysi
dialog box appears. Crosby. Brent (Patient) 013/02/1933 [ o |
2. Next to the Referred Select Referral Type [ 2
By list box, click Add wl
Referral.
The Select Referral
Type dialog box appears.
Select Patient
3. Select Patient, and then click -
OK Enter Last Name [Last, First MI} alefc|ole[F s u[ 1 [a]k|L|M][& gname  Frsthame ¢
. I o N|O|P|Q|R S|T|U ¥|W|X|Y| 2  Chart#t " HmPhone Bt ¢
The Select Patient dialog box =l b e R L
appears. [Name Bithday  [Provider S [Status — [Chart it [ssH
Abbott, James 5 11/11/1962 AMCCLURE MESA 111-11-1111
Abbatt, Patricia * 1141141963 DDS1 MESA ABB102 BEE-66-E6E6
4. Select the person who referred ‘
the patient. e
Tip: If you cannot find the
referring patient’s name, first P,
. . Abbatt, James S 1141141962 AMCCLURE MESA ABB10M TN
check the spelling; then, if you \
. . >
still cannot locate the patient’s — e —
name, he or she has not been
. . . Abbott, James Referred ;E
entered in the Family File yet, o
or the referring party is not one of your patients and must be Name: Dr. Evans, Jeff
entered as a non-patient referral (Referred by Doctor/Other). ddess: TIEONS0W
rova,
5. To change the date the patient was referred to your practice or to
h h . . . h h f 1 . h h f . Phone: 555-5622
change the provider to associate with this referral, with the referring T otel Fefenals: 9

patient selected in the Referred By list box, click Edit. In the dialog — S
box that appears, type the correct date in the Patient Referred-By | Proie; [PESHITH =
Date field, and then click OK. Patiet Referied By Date: [03/27/2013

[~ Patient Summary Record Provided

For more information on referral sources, clearing referrals, and referral
analysis, see the “Working with referrals” topic and its subtopics in the E CS =
Dentrix Enterprise Help.
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Entering Doctor/Specialist Referrals

In the Family File, you can enter the information about the specialist to whom you referred a patient.

To enter a referral to a doctor/specialist

1. In the Family File, with a patient selected, double-click the

Referred To block.

The Patient Referrals dialog box appears.

2. Next to the Referred To list
box, click Add Referral.

The Select Referred To
dialog box appears.

3. [Inidially, all doctors/
specialists are listed. To
narrow the search, type the
first few characters of the
doctor/specialist’s name in
the Enter Name for Search
field, and then click the

**| to view the

search button
doctors/specialists that begin

with those letters.

Tip: If the doctor/specialist
is not listed, click New to

add the doctor/specialist.

LCrosby, Brent L

Referied To

Married
Married
Child

~

Patient Referrals - Abbott, James 5(Jim) [ABB101] 23]
Referred By
M ame Date
Add Referral
Referred To
M ame Date e
Charles b, Clark, .0 Analyziz

Send Email | Print Label | Guick Letters|

Add Referal

Clear Referral

Cloze

In the Referred To Information dialog box, type the referral
information, and then click OK.

4. Select the doctor/specialist.

5. Set up any of the following options:

*  Provider — Click the search button to select the provider
that you want to associate with this referral.

* DPatient Referred-To Date — By default, the current date is
entered, but you can change it to reflect the correct date that
the patient was referred out to the doctor/specialist.

*  Scheduled Date — Type the date of the patient’s next

scheduled appointment, relating to this referral, at your

office.

*  Reason for Referral — Type any notes regarding the purpose

of this referral.

6. Do one of the following:

(

NG Schedule

L] 1

Select Referred To

Fieferral Source

Enter Mame for Search: O
Marie Specialty

Charles b. Clark, M.D. Oral Surgery

Mark Tyler, D.D.S @ E ndlodantist

v
v

Hew | Y3 Edit |
y 4
Praovider: MITH ﬂ
o |04/21/2015

5 stient Refered-To D

:

R eason For Refernal,

Cancel

of

*  Click OK to return to the Patient Referrals dialog box. Ignore the steps that follow.

*  Click Edit to edit the referral information. Proceed to the next step.
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7.

In the Referral To Information dialog box, edit any of the following referral information as needed:

*  Name — The doctor/specialist’s name, title (if
applicable), specialty, and salutation (for letters you
send to the doctor/specialist).

¢ Address — The address, email address, and contact
numbers for the doctor/specialist.

* Notes — Any notes or useful information regarding
the doctor/specialist.

Click OK to save the changes and return to the Referred
To dialog box.

Click OK to return to the Patient Referrals dialog box.

Referred To Information m
e 7
Last / Referral Name v First il
IBaker IBruce I_
Title Specialty
I Pedodontist LI
S alutation
I Mon-Person
10 Hurnber Type 10 Murmber
I[None] -
— Addre
Streat Phone
[12345 Palma Rd #1201 |555-6660
Ext
City ST Zip Fax
[Faway [ca [s2084 |
E-mail Other
DIRECT E-mail Adress
Motes 2

e Cancel |

=

Sending Correspondence to Referrals

You can quickly send correspondence to a referral.

To send correspondence to a referral

1.

Dentrix Enterprise 8.0.5 User’s Guide

In the Family File, with a patient selected, double-click the
Referred By or Referred To block.

The Patient Referrals dialog box appears.

Referred By
Croshy. Brent L
Referred To

03/02/1333

1

osition

Gender

Patient | Bir

“Aarried
A arried
Child

Femalz
Male
Male

Yes 111141963
Yes 111141362
Inactive | 11/11/1384

Select the referral you want
to correspond with.

Patient Referrals - Abbott, James S(Jim) [ABB101]

Edit
Analyziz
Add Referal

Clear Referral

. . — Referred By
Click any of the following Name Date
. eff 013
buttons. Croshy, Brent [Pl 03/02/1993
¢ Send Email — To
compose and send an 9
email message to the
referral.
— Referred To /
*  Print Label — To print Wz Del
Charles M. Clar@M.0. 0372772013

a single address label for
the referral.

*  Quick Letters — To
quickly print a letter for

Edit
Analyziz
Add Referral

Clear Referral

the referral. In the Quick

Lettefs dlalog bOX’ SCleCt Send Email Print Label Quick Lettersl ‘ 3 ’

fLREE EREE g

Cloze

the appropriate letter,

and then click Print.




Assigning Medical Alerts

You can add alerts for medical conditions, medications, and allergies to a patient’s account. You can customize
the list of available medical conditions, medications, and allergies in Practice Definitions. For information
about setting up medical alerts, see the “Customizing Medical Alerts” topic in the Dentrix Enterprise Help.

To add a medical alert to a patient

1. In the Family File, with a patient selected, double-click the Medical Alerts
block, or click the button in that block.

The Medical Alerts dialog box appears. Any existing medical alerts,

medications, and/or allergies are listed.

Note: You can also view a patient’s medical alerts from the Patient Chart, the
Treatment Planner, and Appointment Book.

2. Click the New Medical Alert button .

The New Patient

Medical Alert dialog 2 il Rk LR

[ Medical Mlerts / Problems:

box appears.

3. Select whether you
want to add a
Medical Alert,
Medication, or
Allergy to the patient,
and then click the
Select Alert search
button >*| to select a
medical alert,

medication, or allergy.

4. Click OK.

Chapter 2: Family File

Dentrix Family File - (Abbott, Patricia) [ME®

File Edit Help

Name: Abboll James S Him]
Address: 1234 W Dak 5t
Amesican Fork, UT BAI0

Phone: H555-1111

Medical
Alerts

Company: Actna Dental
Group Plan: HSPS fetna
Group #: 123455
Fee Sched:

Additional Information: —————————
Codes ————

—Medications / Prescrip|

Medication Description
Amoicilin 500mg
CeleBREX 100 MG

Mew Patient Medical Alert

erl [ype:
(% Medical Alert/ Problem

" Medication

Medical Alet Descipton | Status | Severty Discovered Date Changed

Alergic To Latex Aciive Unknown 12/03/2013 12/03/2013 SNOMED:

Blesding Active 12/03/2013 e
1CD-10:

 Allergy

Medispan:

Coumadin 1 MG
Tylenol 8 Hour 650 MG
Tylenol Allergy Multi-Sym

—Allergies:

AllergyDescription

Hay Fever
Penicilins - CLASS

Discovery Date: |12/D5,-"2013
Select Alert:

x| EndDate [12/05/2013
¥ Mo

&=

ICDdeine AMlergy
Severity:

Unknown 5

Codes:

SNOMED: I
ICD-5: I
1CD-10: I

Medispan: I
First Databank I

—MNotes:

—_

—
[

For comprehensive information about all the available options, see the “Assigning medical alerts” topic in the

Dentrix Enterprise Help.
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Archiving Patients

If an individual is deceased or there is no possibility that he or she will be seen in your office again, you can
archive that patient in Dentrix Enterprise. You cannot post new procedures or treatment plans, set treatment-
planned procedures complete, create new prescriptions, create a new payment plan, or schedule appointments
for archived patients.

Archiving patients simplifies your patient database and makes patient selection faster and easier. Before
archiving patients, keep in mind the following:

*  Patients with future due payment plans or outstanding insurance claims cannot be archived.
*  Guarantors cannot be archived until all other family members have been archived.

*  Guarantors cannot be archived if they have a payment agreement or a balance.

Important: Although you can reactivate an archived patient, archiving a patient should be considered a
permanent action, as this will significantly change that patient’s data in the database, and some data will not
be able to be easily restored later.

To archive a patient

You can archive a patient from the Family File by changing that patient’s status to “Archived.” For information
on changing a patient’s status, see “Viewing Patient Records” in this chapter.

Tip: An archived patient appears in the Family Member List of the Family File with an “<A>” preceding
the name, on the View menu of the Ledger with “(Archived)” proceeding the name, on the Appointment
Information dialog box title bar with an “<A>” preceding the name, and on the Ledger, Office Journal, and
Document Center title bars with an “<A>” preceding the name.

Editing Family Relations

In the Family File, you can change the head-of-house, delete a patient, delete a family, and combine or
separate families. For detailed information on completing these tasks, refer to the Dentrix Enterprise Help.

Merging Patients

You can merge two patient records (family members or not) into one patient record, using specified criteria,
such as last name, birth date, and gender. This functionality is helpful for removing duplicate patients in
Dentrix Enterprise as a result of a data conversion from another dental practice management software to
Dentrix Enterprise. Duplication of patients can also occur when a patient is entered manually without
verifying that the patient already exists in Dentrix Enterprise or if you have an HL7 interface (used for
communication between Dentrix Enterprise and your medical software) and a patient record is entered
manually into Dentrix Enterprise and your medical software.

Important:

* Do not have either of the patients you are going to merge selected in any Dentrix Enterprise module on
any computer on the network except in the Family File on the computer from which will perform the
merge.

*  Both patients you merge must have an active or non-patient status, or you can merge a patient with a
non-patient status into an active patient record; however, you cannot merge a patient with an active status
into a non-patient record.
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To merge patients

. . . . . . | & Dentrix Family File - (Abbett, Patricia) [MESA
1. In the Family File, with a patient selected, from the Edit menu, click @.
Merge Patients.

The Merge Patients dialog box appears.

Merge Patients - (Abbott, Patricia) [CENTRAL]
2. If necessary, click the Primary Patient Info search
¥

Merge Criteria:

to select the primary patient_ This is the If the patients have the same Last Name, First Name, Gender, Date of Birth,
and Zip code, they will be merged. If you would like to modify the merge

patient record you want to keep and into which eritria, cick the “Advanced” button.
you want the secondary patient’s information to be |  seictpatints to Merge: < : >_1’“d""'”°5d

button

transferred Primary Patient Info {to keep)
[ Abbott, Patricia 2 >
3. Click the Secondary Patient Info search button cender:  Femdle TP b
*| to select the secondary patient. This is the Chart:  ABB102 PatExtID: _
. City:  American Fork = uT Zip: 84003
patient record you do not want to keep. Homes: 5551111 Works:
E-Mail:

If the secondary patient is a guarantor, that

o o . Secondary Patient Info (to be celted
patient’s information will be merged into the Scondery Pasentinto (tobe deet=d)

. . . =
primary patient’s account, and all family members 3
. . . Gender: DOE: SSN:

of the secondary patient will be moved to family Chart; PatExtD:

. . . . City: 1= Zip:
of the primary patient. If the secondary patient is o ok
not a guarantor, that patient information will be E-Mail:
merged into thC primary patient’s account. WARNING: To see the items that will be merged from the Secondary Patient to

the Primary Patient, dick the "Merge Info” button. Otherwise Click the Merge”
button to merge patients.

4. To set up the merge criteria, click Advanced. In
the Advanced Merge Patients Criteria dialog box, et |
select the patient information that must match < 5 )Merge | oo |
for both the primary and secondary patient for
Dentrix Enterprise to perform the merge: Last

Name, First Name, Gender, Date of Birth, Zip, Social Security #, City, State, E-Mail, Home Phone
#, and/or Work Phone #. Then, click OK.

5. Click Merge. On the confirmation message that appears, click Yes.
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Chapter 3: Appointment Book

The Dentrix Enterprise Appointment Book was created to facilitate “productivity scheduling.” Convenient
toolbars and exclusive flip tabs help you navigate through the schedule, search for open times, organize
appointments and notes, and handle all the common tasks you need to perform throughout the day. You can

schedule appointments, record broken appointments, and print route slips.

This chapter covers the following topics:

Using the Appointment Book Window
Changing a Clinic’s Schedule

Changing a Provider’s Schedule
Changing an Operatory’s Schedule
Switching Between Views

Finding Open Appointment Times
Scheduling Appointments

Scheduling “New Patient” Appointments
Scheduling Events

Managing Appointment Book Lists
Managing Appointments

Managing Events

Generating Appointment Book Reports
Working with Notes in the Appointment Book
Using Perfect Day Scheduling
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Using the Appointment Book Window

The Appointment Book is divided into the menu bar, calendar, time bar, provider color bar, date bar,
operatory ID, toolbar, navigation buttons, pin board, day view, week view, month view, and flip tabs.

(}alendar yne Bar Provider/Cy\or Bar /Date Bar  Operatory ID
wAppUin ent Book e Dental Group> < > EI@
File Vi Status/Setup  ApptLj Help Navigation
r 5 7 Buttons
e

A 10 rDay View
Week View
50 50 _

3:.00am 3:00am ~Month View
0 0
20 20 | List
:30 a0 | Pin Board
40 40 B -~
:50 50

10:00am 10:00am
0 10
20 20 Via|
30 30 —
40 40
:50 50 g .

71:00am Molam | 2 ﬁlp Tabs
0 = 1
20 20 =
30 30 =
40 40 M| -

This section covers the following topics to help you understand how to use the Family File window:
*  Using the Appointment Book Toolbar
e Using the Month Calendar

e Understanding the Time Bar

*  Understanding Provider Colors

*  Understanding Operatory IDs

e Understanding Appointments

*  Using the Navigation Buttons

*  Using the Day View

e Using the Week View

e Using the Month View

*  Using the Pin Board

*  Using the Flip Tabs
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Using the Appointment Book Toolbar

The toolbar contains several buttons that you can click to access certain areas or features of Dentrix Enterprise.

REEDEEEEEERE]

The function of the buttons specific to the Appointment Book are explained in the following table.
Click the Schedule Appointment button to choose the patient for whom you want to schedule an
appointment, and then enter the appointment information.

Click the Find New Appointment Time button to find an available appointment time by entering
search criteria.

Click the Locate Appointment button to choose a patient so that you can locate any existing
appointments for that patient.

With an appointment selected, click the Break Appointment button to remove the appointment
from the schedule and place it on the Unscheduled List.

Click the Set Complete button to post the scheduled treatment for the selected appointment as
complete to the Ledger and Patient Chart.

Click the Print Route slip button to print a route slip for the selected appointment.

Click the Delete Appointment button to delete the selected appointment.

Click the Perfect Day Scheduling button to turn Perfect Day Scheduling on and off. If the button
has red and blue rectangles, this feature is turned on. If the button does not have red and blue

rectangles, this feature is turned off. Perfect Day Scheduling must be turned on to see the Perfect Day
Scheduling time blocks.

OE & 2 KN E 2 A Z

For a comprehensive explanation of all the buttons on the toolbar, see the “Using the Appointment Book
toolbar” topic in the Dentrix Enterprise Help.

Using the Month Calendar

Click the Calendar button to open a monthly calendar. From the calendar you can view
production goals, scheduled production, and actual production, making it easy to quickly evaluate
your progress in meeting production objectives.

The following options are available:

Calendar for
. . Scheduled Production
*  Click the double left and right arrow
. . | << | March 2013 > |
buttons to navigate to the desired month. b i [
*  Click Scheduled Production on the menu j =
bar to view scheduled production for each S s s e 3 s
day.
Totals for Scheduled, Production, and New 10|E RS2 B S S 16
Patients are displayed at the bottom of the 0 _mm
calendar.
*  Click a date square to go to that date in the o N =
Appointment Book.
pp 31 ok
Cancel
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Understanding the Time Bar

800 The time bar on the left and right sides of the Appointment Book splits up hour intervals into

2 your selected time block size. The red bar indicates the current time of day. For information about
= changing the time block size, see “Setting Up a Clinic” in Chapter 1: Introduction and Initial

10 Setup.

Understanding Provider Colors

|[|  You can assign a unique color to each treatment provider in your office. These colors will be used to
 flag each appointment so that you can tell which provider the patient is seeing by the color of the
appointment.

On the left side of the Appointment Book, Dentrix Enterprise displays a color column for each
selected provider. A colored block in that column indicates that the provider is scheduled to be
working on a patient during the blocked time.

For example, in the blue column you see a blue block from 9:00 a.m. to 9:50 a.m., indicating that the “blue”
provider will be involved with a patient during that time. If a provider has been double-booked, the color
block will display white with stripes in the color assigned to the provider. If the provider column is gray, this
indicates that the provider is not available at the selected time.

For information about changing provider colors, see “Setting Up a Provider” in Chapter 1: Introduction and
Initial Setup.

Understanding Operatory IDs

The Appointment Book displays a column for each operatory added to Dentrix Enterprise.
MESAZ

Operatories are displayed in alphabetical order using operatory IDs. There is a limit of 10 operatories per
Appointment Book view. For information about views, see “Setting Up Views” in Chapter 1: Introduction
and Initial Setup.

Understanding Appointments

Each time an appointment is scheduled, it appears in the appropriate operatory column, using the appropriate
color for the assigned provider, for the amount of time scheduled. Depending on the length of the
appointment, Dentrix Enterprise will display up to nine lines of S—
customizable information, including Name, Appointment Reason, Home Imﬁtg‘]?gsn?asm J
Phone, Work Phone, Provider, Production Amount, Appointment Type, MIEH

Staff, Chart Number, and Preferred Name.

In addition, a red cross on the appointment indicates that the patient has
a Medical Alert. Similarly, a blue musical note indicates that the patient
has a note attached to the appointment. And, a green “V” indicates that
the patient’s insurance eligibility date is within 30 days.
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Using the Navigation Buttons

. | a| N The navigation buttons are used to move from day to day in the Appointment Book. Click the
- left arrow button to move back one day. Click the right arrow to move forward one day. Click
the circle button to quickly return the current system date.

The navigation buttons function differently for views other than the day view: if you are displaying the week
view, the navigation buttons will move you forward or backward a week at a time; if you are displaying the
month view, the navigation buttons will move you forward or backward a month at a time.

Using the Day View

iLd| Opening the Appointment Book in the day view allows you to see detailed information pertaining
to an individual day and its scheduled appointments. You can schedule appointments by double-
clicking at an available time. If you are on the week or month view, click the Day View button to
switch to the day view.

Using the Week View

| A time-saver when looking for an available appointment time, the week view allows you to see a
week’s worth of appointments at one time. Click the Week View button to switch to the week view.
The week view displays large columns for each day of your work week. Each day column is further
divided into operatory columns that show provider color blocks, which indicate appointments that
have already been scheduled, making it easy to see free scheduling opportunities. To schedule an
appointment, double-click at an available time.

Tip: To see details about an appointment, while pressing the Shift key on your keyboard, right-click the

appointment. A pop-up box appears and displays the patient name, appointment reason, phone number,
provider, appointment date and time, and status.

Using the Month View

| If your schedule is packed weeks in advance, then the month view will make finding a free
. appointment time much easier. Click the Month View button to display an entire month’s worth
of appointment times for each provider. On the left side of the Appointment Book, each provider
is listed by ID and in color for each work day in the month. On the top of the Appointment Book,

the time of day is shown. To view the appointments on a particular day, click in that date’s row to
move to that date in the day view.

Note: Only appointments that have been scheduled using provider time (“X”s will appear on the left side of
each appointment) appear in the month view. See “Scheduling Appointments” in this chapter.
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Using the Pin Board

Similar to a real pin board, you can use the Appointment Book to temporarily store appointment or event
information until you can find a new appointment or event time. You can have multiple appointments and
events on the pin board at any given time.

: ibb'f“égat;?i; TEbbott, Patiic List '—'EJC
malg.arer u—-.mcrfgﬂ'F‘I:r"'l —>

- H:555-1586 ‘I H-F5E 1528 '_p—l

‘| 0SS lmmca

Dragging an appointment to the pin board Dragging an event to the pin board

=

Using the Flip Tabs

Acting as a bookmark, a flip tab allows you to jump forward (or backward) several days, weeks, or

months in the Appointment Book, according to a user-defined length of time, such as seven days,

two weeks, or six months. No flip tabs are set up with the initial installation of Dentrix Enterprise.
For information about defining flip tabs, see “Setting Up Flip Tabs” in this chapter.

ZUER

Changing a Clinic’s Schedule

From time to time, you will need to change the hours your office is open for a particular date (for example,
for vacations and holidays). Dentrix Enterprise allows you to change your working hours for a single day or to
close the office completely on a single day. Changing the hours of operation for a day or closing the office on
a day does not make changes to any previously scheduled appointments. For example, if you have scheduled
patients for March 5th, and then you close March 5th, those patients remain scheduled on March 5th.

« o 9 i
To Change a CllnlC S schedule @ \> Appointment Book <The Dental Gro

1. In the Appointment Book, from the Setup menu, click Clinic - Appris
Schedule Schedule Calen linic «MESA=
Office Clos&m
The Schedule Calendar for Clinic dialog box appears. C<< | N\ maren2013 > |
. . . Su Mo T Wed | Th Fri Sat
2. Click the double left or right arrows to navigate to the correct e — i | >
month, and then select the day you want to close or open the office. 5=
H . . 5 6 I 8 9
3. From the Office Closed menu, click one of the following options: @ e e e (P
1-5 1-5 1-5 1-5
*  Close Office on selected date — Closes the office on the n[ 2] 3] 14 15[ 16
. . 812 812 812 812 812
selected day. The cell for that day will become light-gray. 5 |15 |15 |15 |15
You can close the office for yearly holidays that do not occur L P e i
1-5 1-5 1-5 1-5 1-5
on the same day of the month every year (for example, T e A e
Thanksglvmg). 812 |812 (812 |812 (812
1-5 1-5 1-5 1-5 1-5
*  Open Office — Opens the office on the selected day that was - Pracls Clecod Close
. Practice Holidays:
previously closed.

e  Set Yearly Holiday on selected day — Closes the office
on the selected day. The cell for that day will become a pink color. When closing the office for a
holiday, be sure to do so for holidays that fall on the same day of the month every year (for example,
Christmas is always on December 25).
* Delete Holiday — Open the office on the selected day that was previously closed for a yearly holiday.
4. Click Close.
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Changing a Provider’s Schedule

Occasionally, you may need to change the hours a particular provider is available. In Dentrix Enterprise,
you can change a single provider’s hours for one day or to schedule the provider out of the office for one day.
Changing a provider’s hours for a day or scheduling a provider out of the office on a certain day does not
make changes to any previously scheduled appointments. For example, if you have scheduled patients for
March 5th and then set a vacation day for a provider who has patients on March 5th, those patients remain

scheduled on March 5th.

To change a provider’s schedule

1. In the Appointment Book, from the Setup menu, click Provider
Setup.

u Appointment Book <The Dental Gro

File ™ View m\:ww Appt Lis

The Provider Setup dialog box appears.

o e Provider Seti
Select a Clinic. rovigeraee =2
Clinic: |MESA -
Select the provider for which you want to set a schedule. -
. Set
4. Click Schedule.
. Schedule
The Schedule Calendar for dialog box appears.
Add Provider
5. Click the double left or right arrows to sma:ﬁ:ﬁm DSMITH at CENTRAL
navigate to the correct month, and then select | Oetiens{ 4
. \_/ ril 2013
the day you want to set as a vacation day. << | ap _> |
Sun | Mon | Tues | Wed | Thur | Fri | Sat
6. From the Option menu, click one of the 1t 2] 3[ 4l 5[ 6
. . 812 812 812 812 812
following options: 15 |15 |15 |15 |15
T 8 9 10 1 12 13
e Set Vacation on selected date — Indicates e Bl e

that the provider will be out of the office 14 7 18 19 20
B 812 812 812
on vacation on the selected day. The cell s s s
23

. 21 24 25 26 27
for that day will become a purple color. ez ez B12 etz a2
1-5 1-5 1-5 1-5 1-5
* Delete Vacation day — Removes B (S
i S K &12 812
the provider’s vacation day that was .
. l Practice Closed: Close
previously set. P —
Provider Vacation:
* Reset Hours to default on selected

date — Returns the selected day to the
provider’s default work day for that day of the week

Click Close to return to the Provider Setup dialog box.
8. Click Close.
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Changing an Operatory’s Schedule

Occasionally, you may need to change the hours a particular operatory is available. In Dentrix Enterprise, you
can change a single operatory’s hours for one day. This does not make changes to any previously scheduled
appointments or events. For example, if you have scheduled patients for March 5th and then change

an operatory’s hours, and that operatory has patients scheduled on March 5th outside of the operatory’s
availability, those patients remain scheduled on March 5th.

To change an operatory’s schedule

1. While viewing the operatories for a clinic in the Appointment
Book (the view does not have to include all operatories), from the
Setup menu, click Operatory Setup.

The Operatory Setup dialog box appears.

2. Select the operatory for which you want to set the available time
and days.

3. Click Schedule.
The Schedule Calendar for dialog box appears for the selected operatory.

Close

‘ : ’Schedule |

4. Click the double left or right arrows to

i Schedule Calendar for MESAL
navigate to the correct month, and then Reset Hours for Selected Date m
double-click the day to change the hours «< | March 20— = |
for the selected operatory on that date. Sun | Mon |Tues | Wed | Thur | Fri | Sat
1 B
5. If you want to return the selected day to the ge
operatory’s default availability, click Reset 35 4 5[ e[ 7 & (9
812 812 812 812 812
Hours for Selected Date on the menu bar. 15 |15 |15 |15 |15
W[ M| 12[ 13 14| 15| 16
H 812 &12 812 &12 812
6. Click Close to return to the Operatory 32| (RN e oA |28
Setup dialog box. w[ 18 1 20| x| 2| »n
812 &12 812 &12 812
7. Click Close.
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Switching Between Views

You can quickly switch between views by pressing the function keys on your keyboard (F1, F2, F3, and so
forth) that correspond to the shortcut keys assigned to the views that have been set up.

For information about adding and editing views, see “Setting Up Views” in Chapter 1: Introduction and
Initial Setup.

Alternately, to switch to another view .
w Appointment Book <The Dental Gro.

1. In the Appointment Book, click View on the menu bar.

The Select View dialog box appears. g
Select the view you want to use. Ente Viow Nae: |
. View Name 4| | Short-cut Select
Click Select. 2 ,?D—‘
Central F5 fanage Views |
Fighland HIGHTRND F2
Test View AF F3 ey
Edit
Delete
* Default View of the Clinic
ok | came |

Finding Open Appointment Times

Dentrix Enterprise provides you with multiple ways to search for an available appointment time as explained
in the following topics:

*  Manually Finding an Appointment Time

*  Using the Find Appointment Tool

Manually Finding an Appointment Time

Dentrix Enterprise provides the following features to help you search for an available appointment slot manually:
e Day view — For information about this feature, see “Using the Day View” in this chapter.

*  Week view — For information about this feature, see “Using the Week View” in this chapter.

*  Month view — For information about this feature, see “Using the Month View” in this chapter.

*  Month calendar — For information about this feature, see “Using the Month Calendar” in this chapter.

*  Flip tabs — For information about this feature, see “Using the Flip Tabs” in this chapter.
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Using the Find Appointment Tool

When patients with very specific scheduling requirements call to make an appointment, it can be a very
complicated process to find a free time that meets both the office’s and patient’s needs manually. By using the
find appointment tool, you can enter a number of criteria and then have Dentrix Enterprise find the first free

time that meets those requirements.

To search for an available appointment time

1. In the Appointment Book, from the File menu, click Find New

Appointment Time.

The Find New Appointment
Time dialog box appears.

2. You can search by over seven
different criteria but are only

required to specify the following:

e Select Provider(s) — Select
the provider(s) for whom
you want to search.

e Start Date — Type the date
from which you want to
start searching in the field,
or click the search button

** | to select the date.

\A Appointment Book <The Dental Gro

View Status Setup ApptLis

Find MNew Appeintment Time

S elect Providers) Select Days Start Date
FHCECURE I Sunday wWziama x|
v Monday @ Dayls)
1] 2| 3
T week(s) jii
o 4|1 5[ B
v Wednesday e
v Thursday Time Range
Select Op.[s] [ Saturday [ Time Pattern Search
Clear Al Start l:lﬂ
e [ 2]
Providers/operatonies in
& View [Man ¥

" Clinic [ME52

] (0= RV Fee: 00
=5

Select Time Block

[~ Search By Appt Type

Appt Type: |High Production

v Select &l Ops

™ Mo Duplicate Operatory Times 3 SearchMiew |

Search | Cancel

To advance the start date
by a certain time interval,
click a time option (Dayf(s),
Week(s), or Month(s)), and then click the number of that interval to advance. For example, if you
want to look for an appointment starting in six months, click Month(s) and then 6 to advance the
starting date forward six months.

Tip: As needed, you can further refine your search by operatory, days of the week, providers/operatories
in a specific view or for the current clinic, and a time range. Also, to have only the first available operatory
for the search times found be listed, select No Duplicate Operatory Times.

3. Click Search/View.
The Available Appointment Times dialog box appears and

lists the first 10 available times that match your search criteria.

Awvailable Appointment Times
4. Select the time you want to see, and then click View. The
) } i Thu 03/28/2013 100pm- 500pm  AMCCLURE - RRGAT
Appointment Book displays the selected date in the schedule Fii  03/29/2013 8:00am- 12:00pm AMCCLURE - M
Toutl he selected T L L | Fi  03/23/2013 1.00pm- 500pm  AMCCLURE - ME
; ; Man 04/01/2013 E:00am - 12:00pm  AMCCLURE - M
and outlines the selected time. To see the next search result on el e e T il
; ; ; ; . Tue D4/02/2013 E:00am - 12:00pm  AMCCLURE - M
the schedule with the selected time outlined, click View Next. vy L A S
Wed 04/03/2013 500am-12.00pm  AMECLU
Wed 04/03/2013 1-00pm - 5:00pm  AMCCL

- MESAT
E:MESAL

Tip: If none of the 10 displayed times will work, click More
to list the next 10 available times. Then, repeat step 4 to keep
looking for an open appointment time that will work.

I tare | igw | igw Mext |

)

For comprehensive details about all the search options available, see the “Using the Find Appointment Tool”
topic in the Dentrix Enterprise Help.

5. Ifyou find a time you want to use, click Select; otherwise,
click Cancel to change your search criteria.
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Scheduling Appointments

Dentrix Enterprise provides the flexibility to schedule appointments using a variety of methods. Scheduling an
appointment can be as simple or detailed as you want it to be, but do not confuse flexibility with complexity.

To schedule an appointment

1. In the Appointment Book, locate an available time on the schedule as T
explained in “Finding Open Appointment Times” in this chapter, and then 2 @
. . . 30
double-click in the desired a0
operatory at the appropriate date | SeetPatient
. By—
and time. Enter NamelLast, Fist M1} alefcojefe 6 H] [ |k| L M| [ rname  Fisthame
. . abb NUPQHSTUVWXYZ © Chart # " Hm Phone B
The Select Patient dlalog box ! TS ——— - of1/2] 3|4 5|67 8|3|.|cea| | 558 " Biithday
appears.
[Name Bithday  Provider Clinic: [Status [Chart # S5t
2. Search for and select a patient. Aot Patios - G P
‘The New Appointment e
Information dialog box appears.
3. 'The Provider field defaults to . .
Recent Patient Selections:
the patient’s primary prOVidCr If Abbott, James S5 111141962 AMCCLURE MESA ABB101 M1
necessary, click the search button
ﬂ . New Pat More Patient |nformation. . oK
to select another provider for
the appointment.
4. If the patient is being seen for a b e L ) ==
. . Continuing —
continuing care reason, to attach Frov: [BMCC »|C 5 || |[FCraneerat
inuing > to at | | Bzt |
Contlnulng care to the app()lntment, N ¥ Uze Fieason ToAuta Up Patuentlnfol |i
. . . Other Apptz)
click the Continuing Care it | pelec| &l
Attached search button **|. In the ™ | SN [ bl |
Patient Pending Continuing Care vis | Schd N |
dialog box, select the appropriate { 6 \ wiaitwil Call |
. . . Desc:
continuing care types, and then click esci |
OK Length: [0 min >3] Staws:  [aPTSET <] fop[MESE2 ] Find |
) Amount Schedule: |FIXED =] Joate: 02272013 55 FinBoad |
5. Select a reason for the appointment, v Tope [High Productio v | fTime: [800am 5| History
using any of the following methods: stat. | »]
Qrig. Sched. Operator: IENTEHPHISE D ate Sched.: IDB.-"2?.-"2D‘I 3
* Initial — If the patient is being Note
| D ateli
seen for work that would be [ recibecin |
done on an initial visit, such 3
. . ™ Chart Pulled
as an exam or cleaning, click L ATl
Initial. In the Select Initial :
Reasons dlalog bOX, SClCCt the ™ Appointment Yerified | Refered By [~ Cont. Care Set
H I Personal Information [~ Consent Form Signed [~ Other Family Appts
reasons fOr the apponltment’ I Insurance Coverage | Follow Up? I Mest Appointment
and then click OK.
Select Initial Reasens =3
dEx.Fro Emera Ex
NP Exam Consult
Comp. Eval
Ext. Eval
Periodic
P 1t
2 Bwir
4 B
P?;phy-Adull
Prophy-Child
Fiophy/FI-Ch
Cancel
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e Tx - If the patient is being seen for work that was previously treatment-planned, click Tx. In the
Treatment Plan dialog box, select the reasons for the appointment, and then click Close.

Treatment Plan ===
Odr Date Code Drescription Tooth  Surf

? 04/12/2002 D710 Extraction-single tooth Ell 30
? 01/15/2009 D5214 Mand partial-metal base w/sdls 259726

? 01/15/2009  DE970 Post/core + brdg retainer, fabr & 10
? 01/15/2009 D6S70 Post/core + brdg retainer, fabr 7 10
? 01/15/2009 D697 Cast post/part of brdg retainer 23 10
? 01/15/2009  DE971 Cast post/part of brdg retainer 24 10
? 01/15/2009  D6S71 Cast post/part of brdg retainer 25 10
1 01/09/2009 D5213 Maxil partial-metal Base W/sdls 12514

1 12/15/2008 D7140 Extract.erupted th/exposed rt 1 10
2 01/09/2009 D6210 Pontic-cast high noble metal 19 10
2 01/09/2009 D6210 Pontic-cast high noble metal 20 10
2 01/09/2009 DE210 Pontic-cast high noble metal 21 10

Tip: To add to the treatment plans listed in the Treatment Plan dialog box, click New TX.

*  Misc — If the patient is being seen for treatment that has not been treatment-planned, click Misc. In
the Procedure Codes dialog box, select a procedure code, and then click OK.

Procedure Codes @

Category Procedure Code List

03421 Apicosct/Perrad-bicus/1stroat &
03425  Apicoect/Perirad-malar/1st roat
D3426  Apicoect/Perirad (each + root]
03430 Retrogiade fling-per ract
03450  Root amputation-per root
D3460  Endodontic endosseous implant
D3470  Intentional replant, inc spint
03910 Swrg isolation of th w/ub dam
D3320  Hemisection, no root can ther
D3350 Canal prep/fit of dowel/post

[Mane] -
Diagnostic
Preventive
Restorative

Periodontics
Prasth, remov
Mailla Prosth
Implant Sery

D3960  Bleaching of discolored tooth —‘

Orthodontics = Unspecified endo procedure, B /Rl

Cancel

6. Set up the following options:

*  Desc — Dentrix Enterprise adds a description according to the selected appointment reasons, but you
can edit it.

* Length — Dentrix Enterprise assigns a length of time to the appointment according to the selected
appointment reasons. Verify that the appointment length is correct. To change the length of time
needed to complete the procedures, click the search button **/. In the Appointment Time Pattern
dialog box, drag the slider to set the number of units, and then set up the time pattern for each unit
(chair time |_, assistant’s time I, or provider’s time E)

*  Amount — Dentrix Enterprise calculates the amount based on what procedures will be performed
during the appointment, but you can change it.

e Status — To indicate what the last contact with the patient was, select a status. For information on
setting up statuses, see “Customizing Practice Definitions” in Chapter 1: Introduction and Initial

Setup.

*  Schedule — Select one of the following options to categorize the appointment:
e FIXED - The patient has an inflexible schedule and can only be seen at the scheduled time.
*  OPEN - The patient is willing to change the date and time of the appointment if necessary.
*  ASAP - The patient wants to be seen earlier if an appointment time becomes available.

* Type - If you are using Perfect Day Scheduling, select an appointment type. For an explanation of
Perfect Day Scheduling and appointment types, see “Using Perfect Day Scheduling” in this chapter.

7. If necessary, type a Note for clarification or to record other details about the appointment.
8. Click OK.

For a comprehensive description of all the options available for scheduling appointments, see the “Scheduling
- comprehensive” topic in the Dentrix Enterprise Help.
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Scheduling “New Patient”
Appointments

You can schedule an appointment for a patient who has not been previously seen at the office. A patient is
considered to be new if the person does not have a Family File record.

To schedule a new patient appointment

1.

In the Appointment Book, locate an available time on the schedule as i

Ll

1:00pm

explained in “Finding Open Appointment Times” in this chapter, and then g
. . . 20
double-click in the desired operatory at the 30
appropriate date and time. e —

The Select Patient dialog box appears.
Click New Pat. |

The Enter New Patient Information dialog

40

Enter Last Name [Last, First M)

o|e[F gl & e

T
o
]
-
7
=
=

™ Include Archived Patients

NJO|P|Q|R ST/ UVIWIXIY|Z| | Char
01234 5|67 8]9|.|Clear| | 55#

Name Birthday Provider Clinic: Status Chart #
box appears.
Enter the following information:
e Name - Type the patient’s last name, first Enter New Patient Information =X5
name, al’ld mlddle initial. Fecent Patient Selections: Last First il
Abbott. James § Marme: || | |—
. 5 Edwards, Anna .
*  Phone - Type the patient’s home phone Dayis Hamen S
number. New Pat Street
. . , Address:| 3
*  Address — If desired, type the patient’s |
address. City ST Zp
. [ [
* Referred By — If the patient was referred to your office, —_— )
i eferred By: 3
click the search button **| to select the referral source.
QK Cancel
Click OK. 4 )]t |
The New Appointment Information dialog box appears.
Set up the aPPOintment Mew Appointment Information - (Abbott, James 5) @
. . . ot
SPUOHS as explamed n ., Prov: [BMCCLURE  »»|Care | »]
H H Attached:
SChedUhHg Apponltments ¥ Use Reason To Auto Update CC Patient Infa I
1n thlS chapter. Reason Other Appt(s]
Initial Delete
Ing Claim Info
Del. Al

Click OK. . @
Mizc.

Schd. Mext

B i

it Al Call

Desc: |

Length: |0 min ﬂ Status:  |APTSET ~| Op|MESAZ ﬁ Find

Amount: Scheduls: |FIXED | Date 03427023 > Pin Board

Staif. >

RvL: Type: |High Productioj Time: | 9:00arm ﬂ History

Orig. Sched. Operator.  |ENTERPRISE Date Sched.: 03/27/2013

Cancel

i

Motes
Inzert D ateline
[™ Chart Pulled
[ Appaintment Yerfied | Refered By [ Cont. Care Set
[ Personal Information | Conzent Form Signed [ Other Family Appts
™ Insurance Coverage | Follow Up? [ Mext Appointrment

Dentrix Enterprise 8.0.5 User’s Guide



92  Chapter 3: Appointment Book

Scheduling Events

You can schedule an event (a non-patient “appointment”) to block out time or close an operatory in the
Appointment Book for a day or up to one year. Events can include such items as staff meetings, vacation
schedules, or holidays. You can set up an event to repeat at regular intervals (a series). Also, you can easily
move an event to the pin board to reschedule it.

To schedule an event or a series of events

k\ Appointment Book <The Dental Grou
llﬂﬂ View Status Setup Appt List

1. In Appointment Book, from the File menu, click Schedule Event.
The Schedule Event dialog box appears.

2. Set up the following options: Schedule Event
*  Event Time — Enter a Start and an End time if | [©*"[™ N/ [ Operaterie
the event will only last part of the day, or select o CETI | =TI |
Close Operatory (All Day Event) if the event L o dui o i
will last the entire day. [Eventa oFe
Start [14716/2M3 | End [laniE2013 »| | | |OP7
e  Event Days — Enter a Start and an End date AT rE—— )
(up to a year away) for the event. Then, under M s ¥ Mon ¥ Tuess W Wed
Select Days of the Week, select the day(s) that W Thes [ Fi [ Sa  Cladl |
the event will occur within the specified date Ll
range. DEesmiptiDn: —Ewent Colar
went
*  Operatories — Select the operatory or operatories :— Center Descrition on Schaduled Event 1

for which you want to schedule the event. Nate
You cannot schedule an event that overlaps a
scheduled appointment or another event.

Inzert Dateline |E

o

* Description — Type a description for the event
or series. To have the description centered
: MOTE: If multiple operatories and/or days are specified for the Event, separate Events
horlzontally at the tOp Of the event blOCk’ SCICCt [one per day per operatory] will be created/displayed in the Appointment Book. The

Center Description on Scheduled Event Ewent creation process may take several minutes depending on the criteria specified.
‘ 3 ' oK I Caticel

¢ FEvent Color — Click the button to choose a
color for the event.

Tip: Select a light color to contrast with the black text of the event description and note.
*  Notes — Type any notes that apply to the event.

Important: If you create a repeating event, be aware that if you want to delete the whole series, you must

delete each event in that series one at a time.

3. Click OK. “ Appointment Book <The Dental Group> <MESA>

File View Status Setup ApptLists Help

Tip: If Dentrix Enterprise could not
create events that are part of a series
because those events overlapped with
an existing appointment or event, a log
file appears for your reference. You can
correct the conflicts and then schedule
events to match those in the series you
created previously.
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Managing Appointment Book Lists

Failed or canceled appointments can cost a dental office thousands of dollars a year in lost production time.
Dentrix Enterprise helps you avoid that missed revenue by providing you with several types of appointment
lists that can be used to fill open blocks of time in your schedule. This section covers the following topics

about how to use these lists:

Using the Appointment List

Using the Appointment List
Using the ASAP List
Using the Open List
Using the Unscheduled List

‘The Appointment List displays all appointments scheduled in the Appointment Book for a selected date.
As a useful tool to confirm appointments, the Appointment List displays the time, status, name of patient,
provider, operatory, reason, length, and patient phone number for the appointment.

To use the Appointment List

1.

In the Appointment Book, from the Appt Lists menu, point to
Appt List, and then click Current Clinic to view appointments for

the clinic currently being viewed or All Clinics to view
appointments for all clinics.

‘The Appointment List View dialog box appears.

Make your provider and operatory selections to filter the
appointments in the list, and then click OK.

The Appointment List window appears.

Perform any of the following functions:

\-) Appointment Book <The Dental Gro

File  View

O

e  Double-click — To see more

information regarding an

appointment or to make changes
to an appointment, double-click —
the line of that appointment. The

Appointment Information dialog

Oansw| Crosby, Brent L

Appointrment List View @
By Provider: By Operatory:
AMCCLURE  McClure Angele - JEFF1 -
D051 Smith.Dennis D MESAT
DDS2  BrownMay D Y MESAZ i
[ View Al
2 Cancel |
T
) jct < Clini ES
ﬂ @ ll View Appt Status  Office Journal
72013
Time | Status To¥/0 Clinic Re:

DEF_PROYV/ DEF_OM1 CENTRAL | PrtcPrFH

box appears.

e Calendar — To change days being viewed for the Appointment List, on the menu bar, click Calendar.

*  View — To filter the appointments in the list by provider or operatory, on the menu bar, click View.

*  Appt —To break the selected appointment (move it to the Unscheduled List) or delete it, from the

Appt menu, click the appropriate option.

*  Status — When confirming a selected appointment, from the Status menu, click the appropriate
status type to indicate the last contact with the patient.

e Office Journal — With an appointment selected, on the menu bar, click Office Journal to open the

corresponding patient’s Office Journal.
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Using the ASAP List

Many times patients call wanting an appointment sooner than your next available time. In these situations, it
can be useful to offer to call the patient if an appointment time becomes available. With Dentrix Enterprise,
you can flag scheduled appointments as ASAP (As Soon As Possible).

Once an appointment has been flagged as ASAD, it appears on the ASAP List. This satisfies the patient’s
request for a sooner appointment, while benefiting the office at the same time, by providing a list of patients
who can fill holes in an otherwise full schedule.

In addition to providing you with names of patients who can fill open appointment times, the interactive
nature of the ASAP List makes it simple to contact a patient and then create or move an appointment as

needed.

TO use the ASAP LISt u Appointment Book <The Dental Gro
1. In the Appointment Book, from the Appt Lists menu, point to e TeTT—

ASAP List, and then click Current Clinic to view
appointments for the clinic currently being viewed or All ASAP List View
Clinics to view appointments for all clinics. e By Dperatoy:

AMCCLURE McCluredngela - JEFF1 -
The ASAP List View dialog box appears.

CD51  Smith.Denniz D MESAT
pDs2 Brown Mary D e MESAZ 7

2. Make your provider, operatory, and day span selections to W iew Al
filter the appointments in the list, and then click OK. Span of Search
Days '?_ Type of Search
The ASAP List window appears. : 9 (P ® Dpn
Save zefting
3. DPerform any of the following functions: 2 Cancel
N?

*  Double-click — To see more
information regarding an
appointment or to make changes
to an appointment, double-click
the line of that appointment. The
Appointment Information dialog
box appears.

ASAP List <Clinic: ALL>
EI View Appt Refresh Status Office Journal

Reason
CompE %

pDS1/  DEF OP2 CENTRAL

Abbatt, James 5

* Calendar — To change the start date
of the ASAP List view range, on the menu bar, click Calendar.

e View - To filter the appointments in the list by provider or operatory and/or specify how many days
worth of appointments into the future to display, on the menu bar, click View.

e  Appt —To delete the selected appointment, from the Appt menu, click the appropriate option.

e Status — When confirming a selected appointment, from the Status menu, click the appropriate
status type to indicate the last contact with the patient.

e Office Journal — With an appointment selected, on the menu bar, click Office Journal to open the
corresponding patient’s Office Journal.
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Using the Open List
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When a patient calls to cancel at the last minute, the office must either scramble to find a patient willing
to come in on short notice or else lose valuable production. The Open List can help you quickly fill those
available slots by providing you with a list of scheduled patients who have more flexible schedules and may be

willing to come in at the last minute.

In addition to providing you with names of patients who can fill open appointment times, the interactive
nature of the Open List makes it simple to contact a patient and then create or move an appointment as

needed.
To use the Open List

1. In the Appointment Book, from the Appt Lists menu, point to
ASAP List, and then click Current Clinic to view appointments for

the clinic currently being viewed or All Clinics to view
appointments for all clinics.

The ASAP List View dialog box appears.

2. Make your provider, operatory, and day span selections to
filter the appointments in the list; under Type of Search,
select Open; and then click OK.

The Open List window appears.

3. DPerform any of the following functions:

ASAP List View

-

1 uAppointment Book <The Dental Gro

File View Stotoe

By Provider By Operatory:
AMCCLURE McClurefngela .« JEFF1 -~
DODS1T  Smith.Dennis D MESAT

pDs2 Brown Mary D ki MESAZ 57

IV iew &l

Span of Search

Days '?_

Save zefting

Tupe of Search
" ASAP & Dpen

e  Double-click — To see more ASAP List <Clinic: ALL>

information regarding an

EI View Appt Refresh Status Office Journal

appointment or to make changes
to an appointment, double-click
the line of that appointment. The
Appointment Information dialog

Statt
(02/02/2009 Abbott, James 5

Prov/Up Reason
D051/  DEF OP2 CENTRAL CompE %

box appears.

* Calendar — To change the start date of the Open List view range, on the menu bar, click Calendar.

e View — To filter the appointments in the list by provider or operatory and/or specify how many days
worth of appointments into the future to display, on the menu bar, click View.

e Appt—To delete the selected appointment, from the Appt menu, click the appropriate option.

e Status — When confirming a selected appointment, from the Status menu, click the appropriate

status type to indicate the last contact with the patient.

*  Office Journal — With an appointment selected, on the menu bar, click Office Journal to open the

corresponding patient’s Office Journal.
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Using the Unscheduled List

The Unscheduled List provides you with an easy way to view broken or wait/will call appointments.

To use the Unscheduled List

1. In the Appointment Book, from the Appt Lists menu, point to
Unscheduled List, and then click Current Clinic to view

appointments for the clinic currently being viewed or All Clinics to

view appointments for all clinics.

The Unscheduled List View dialog box appears.

2. Make your provider selections to filter the appointments in the list,

and then click OK.
The Unscheduled List window appears.
3. DPerform any of the following

1 uAppointment Book <The Dental Gro
File View  Sreroe wall Appt Lis

Unscheduled List View (23]
= By Praovider:

AMCCLURE MeClurefingel »
DDS1  Smith.Dienniz D
DDS2  BrownMay D e

functions

e  Double-click — To see more

v e Al
2 Carcel
N
(=8 HoR (=)
View Appt Refresh Office Journal
ug - 2013

information regarding an
appointment or to make
changes to an appointment,
double-click the line of
that appointment. The
Appointment Information

zzabumata-Mg. Liz
22 abumoto-Mg, Liz
Abis, Albert T
Elpus, Herbert b
Drahl, b argaret
Baber, Kirk 0
Robinsan, Hary C
Yaden, Randall
Abbatt, Patricia,

Cox, &rthur

Reason

RtCrnPFHr#2, RECEOD
RtCmPFHR#2, RICEOD

[342)555-0847
[942)555-0847
[319)555-3754
[319)555-2928
[743)555-6513
[319)555-3664
[919)555-1923
[743)555-3332
555111 (7

PROVO
MESA
ME SA

dialog box appears.
*  View - To filter the

appointments in the list by provider, on the menu bar, click View.

e  Appt—To delete the selected appointment, from the Appt menu, click the appropriate option.

*  Status — When confirming a selected appointment, from the Status menu, click the appropriate

status type to indicate the last contact with the patient.

e Office Journal — With an appointment selected, on the menu bar, click Office Journal to open the

corresponding patient’s Office Journal.




Managing Appointments

Scheduling an appointment is only the first step in using an integrated electronic scheduling system. Dentrix
Enterprise makes it easy to quickly manage scheduling tasks such as rescheduling, breaking appointments,

confirming appointments, and even posting scheduled work once it is completed. This section will guide you
through completing the following 10 appointment management tasks:

* Editing Appointments

*  Locating Existing Appointments

*  Moving Appointments

*  Breaking or Canceling Appointments

*  Rescheduling Broken or Canceled Appointments
*  DPosting Scheduled Work

*  Deleting Appointments

*  Working with “New Patient” Appointments

Editing Appointments
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You change any information pertaining to an appointment (provider, reasons, time, notes, and so forth).

To quickly change an appointment length

If you want to quickly change the length of an appointment,
click the lower-right corner of the appointment, and then drag
up or down until the desired length is reached. While you are
dragging, a small box is displayed that shows the length, in
minutes, of the appointment.

To edit an appointment
1. In the Appointment Book, double-click an appointment.

The Appointment Information dialog box appears.

Abbatt, James 5
ApicPosFl, Prophyéd
H:555-1111

NEMNRR

H

&

Abbott, James S
ApicPosFl, Prophyéd
H:555-1111

DROEB

048

A

H:[9191555-3664
nnsg

Baber, Tom
ImdsbtRrnCm

2. Make any necessary changes. For
comprehensive details about all the

MNew Appointment Information - (Abbott, James 5)

Continuing
S . . Prov: [AMCCLORE  »|cC |
options in the Appointment Information Atachedt
H : ¥ Use Reason ToAuto Update CC Patient |nfa
dialog box, see the “Scheduling - Reason P i
. .. . Other Appt(s)
comprehensive” topic in the Dentrix Iniial | [P Comp oral evabnev/estab pa Delete
. Ing Claim Info
Enterprise Help. T @ Del Al
. - Schd, Nest
3. Click OK. M | _Sehd Ne |
whaitw/il Cal
Desc: |CDmpEx
Length:| 10 min >>| Status:  [<nones | opoPz Find
Amount: [36.00 Schedule: [454P ~| Date [0471E72013 Pin Board
R |0.00 T}'DEZ|High F'roduc:tioj Time: |9:DDam ﬂ History
Staff: ﬂ
Orig. Sched. Operator.  [ENTERPRISE Date Sched:  |04416/2013

Motes
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Locating Existing Appointments

You have several options for finding existing appointments:

*  From the Appointment Book
u Appointment Book <The Dental Grow

1. In the Appointment Book, from the File menu, click Locate

View Status Setup Appt List

Existing Appointment.
The Select Patient dialog box appears. st e
1
. Enter Last Name [Last, First M1} AlEIC]iD ElF @ Hl‘ [ Ll Ld (FyLastNama " First Name (" Othe:
Search for and select a patient. w[o[P[aln s[T[u V[W[A[¥]2] |© s tmprnet e
I Lncluds Archived Patisgg of1]2f a4 5[ e[ 7 sfs] | mwar] [ ssH pnan
1 H [Name doy  [Provider [Clinie: [Status [Chart # 55 # [Other |1
Clle Vlew APPt. Abbott. James § 1362 AMCCLURE MESA, ABB101 11414111
Abbatt, Patiicia 1963 DDS1 MESA ABB102 E6E-BE-BEEE

The Appointments for dialog box appears.

4. CliCk Current to Appointments for Abbott, James 5 =

ViCW appointments Date Day  Time SEatus va _ HEE'TW Clinic Date scheduled e

.. 0 MDansw DR 2

only at the clinic s— "
hich PR o N mm o »
ue D

to which you are 01/13/2008 Tue DEF_OP2 CENTRAL 01/13/2009

Iv 1 d 12/18/2008 Thu DEF_OF1 CENTRAL 12/18/2008

current y logge 12/15/2008 Mon DEF_OF3 CEMTRAL 1241772008

12/08/2008 Mon DEF_OF CENTRAL 1241542008

on or All to view
appointments for

o . Clinic.
all clinics. @_P m

5. Select the Localg appt | Edft appt | Cancel I
appointment that / 6 \
you want to view or edit. U

6. Click Locate appt to go to the selected
appointment in the Appointment Book, or
click Edit appt to open the Appointment Information dialog box for the selected appointment.

* By right-clicking an appointment o
. . . . ImébtFmCm
1. To find other appointments a patient has, with one of that patient’s  f{ris1ass3ses

appointments selected in the

Appointment Book, right- Family Appointment List EX=
click that appointment, and
. Al
then click Other 8 CC: PROPHY 05/08/2002
Appointments. The Family
APPOintment List dlalog Appointment Op Cliric Cortinuing Care
Mo Appainiment] TC. FROFHY 07/21/2012 %
box appears
"01/20/2072 Fi_ 1.00pm DROEE PRAT FROVO 4
. 01A3/2012 Fi  1:00pm DROEE PRA1 FROVO -
Tip: This dialog box also
displays appointments for Treatment Plan
other famlly members Of 70441242002 D710 Extraction-single toath il 30 min
the selected patient. You
can select a different family
member to view that patient’s )
. (3 ) Wiew &ppt. Create Mew Appt. | Cloze I
scheduled appointments. y.

2. Select the appointment you want to view.

3. Click View Appt to go to the selected appointment in the Appointment Book.
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From any module

1.

In any module, except the Office Manager, from the File menu,
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w Appointment Book <The Dental Gro.
View Status Setup Appt List

|£@|@| & ZoleE)E

click Patient. The Select Patient dialog box
appears.

Select Patient

A

clo[e|F e u

Enter Last Name [Last, First M}

N
0

Flojrs[Tjuy

£

2[¥]2] [ chars © HmPronet € Sus

Search for a patient, and select that patient’s

I Include Archived Patierts

224 587 8

[y
KL M| [& Loatame © Fesiame  © oike
| oear| | sse B

[Name

name.

Click More Patient Information. The
More Information dialog box appears.

Recent Patient S elections:

Clinic: [Status [Chart # 55 # [Other |1
MESA ABR101 111414111
MESA ABB102 6BE-BE-EEEE

The list box at the bottom displays any

Abbott, James 5 11/11/1962 AMCCLURE  MESA £BBT0 T

scheduled appointments for the patient. — < 3 )M B %
N’

Tip: This dialog box also

displays appointments

More Information

Sith, Tirmathy 8 CC: PROPHY 05/08/2002
P

for other family e

members of the selected
patient. You can select a
different family member

CC: PROPHY 05/22/2002

pil | 5 Cose |

. L, So# e Status
to view that patients 1111111 |&BE101 |Patient
scheduled appointments podress ok Fhone
u pp . {1234 Dk 5t |
City ST Zip Code Home Phone
Select the appointment [&merican Fark UT  [a4003 [BE5-1111
Appointment Provider / Operatory / Clinic Continuing Care

you want to view.

<Mo appointments>

PROPHY(07/21/2012)

Past appaintment

: 012002012 Fi 1.00p JPROVD
Click Select to go to the 0113/2012  Fi  1:00p JPROVO
selected appointment in 044152002 Mon B10a MESA

the Appointment Book.
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Moving Appointments

Whether a patient needs to reschedule or the office needs to lighten the schedule, from time to time you will

need to move an appointment to a new date or time:

*  On the same date — In the Appointment Book, click and drag the appointment to a new time and/or

operatory. On the confirmation message that appears,

click OK.

e To a different date

1. In the Appointment Book, click and drag the

appointment to the pin board.

Abbaott, James S
ApicPosFl, Fpdid

H:E65-111 \

NREORR

_

i, James 5
Apic hydd
H:555-111 ‘@
DREOBR

TAbbott, Pa?ric'g{rﬂ o=
# o

- .
Tty -
| ‘.
e

-| H:555-1586

Jrren

- Abbal

Amnal
-| H:55!
-Innss

Tip: To return an appointment on the pin
board to its original date and time, from the

File menu, click Refresh.

2. Once you find a new date and time for the

appointment, click and drag the appointment
to the desired spot on the schedule. On the

-| Abbott, Patricia
Amalg3Peritl3
-| H:555-1586
-Innss

TEBbGH, F'a?ric'g]lgé Lis
ST ETH T
| H:555-1586 |7

confirmation message that appears, click OK.

* By double-clicking an appointment

1. If you know the exact date and time to which you want to move an

appointment, in the Appointment
Book, double-click the
appointment you want to move.
The Appointment Information
dialog box appears.

2. Type the new Date and Time, and
if necessary, select the desired Op.

3. Click OK.

H:[9191555-3664

Baber, Tam
ImabtRmCm
noss

New Appointment Information - (Abbott, James 5)

g

Continuing |

Prov:  |AMCCLURE >»| Care

Attached:

Bl

¥ Use Reason ToAuta Update CC

i

Patient [nfa I

Reason Other App)
ther &ppt(s
|witial | |Pe Comp oral eval-new/estab pa Delete
Ins Claim Info
T Del. &ll
Misc. Schd. Mext
[ ~\ Wait/wil Call |
Desc: |EompEx 2
Length: | 10" min ﬂ Status:  |<none> v | Jop:|OP2 Find
Amount: [36,00 Schedule: [ASAP | foate: 04162013 5> Pin Board
R: (0.00 T}'Dei|High ProductioE‘ Time: |9:DDam ﬂ M
Staff: ]

Date Sched.:

oK
04/16/2013
Cancel [

Orig. Sched. Operator.  [ENTERPRISE

M

Tip: To move multiple appointments to the pin board, from the Move to Pinboard menu, click one of the

following options:

* All Appts for Displayed Date — To move all the appointments scheduled on the date being displayed.

*  Family Appts for Displayed Date — To move all the appointments for all patients in the same family
with appointments on the date being displayed.

*  Provider’s Appts for Displayed Date — To move all the appointments with the same provider as the

selected appointment.

*  Operatory Appts for Displayed Date — To move all the appointments in the same operatory as the

selected appointment.
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Breaking or Canceling Appointments

When a patient calls and cancels an appointment, to prevent these broken appointments from being
forgotten, Dentrix Enterprise moves them to the Unscheduled List, where they can be reviewed on a regular
basis. Also, when you try to schedule an appointment for a patient with a broken appointment, Dentrix
Enterprise displays a message that states that the patient has a broken appointment and prompts you to
reschedule it.

To move an appointment to the Unscheduled List

1. Code/complete the canceled or broken appointment.

2. In the Appointment Book, select the appointment, and then click the Patient Chart button on the
toolbar to open the Patient Chart module.

@] Appointment Book <The Dentist Group> <CENTRAL >
File View Status Setup ApptLists Help

3. Verify that the provider with whom the patient was scheduled is displayed on the title bar of the Patient
Chart window. If the correct provider is shown, skip step 4.

4. Ifyou need to change the provider being displayed in the Patient Chart, from the File menu, click
Change Provider to open the Select Provider dialog box. Select the correct provider, and then click OK.

5. Click the IHS - Other procedure code category button to open the Select Procedure Code dialog box.
Select the broken or canceled appointment code, and then click OK.

Restorative Endodontics

—

Periodontics | Prosth, remov

—
—
2

&

Maxillo Prosth | Implant Serv

Prostho, fixed | Oral Surgery

Orthodontics

Conditions IHS - Gther

P
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6. Click Comp to complete the code. The code and description are displayed in the progress notes, and the
code will be sent to RPMS like any other completed code.

Prastho, fixed | Oral Surgery

Orthodortics | Adjunct Serv

Conditions IHS - Gther

Date  |Tooth| Suif | Proc | Prov Description Stat | AP | Amount
11/16/1955 D1110 {DDS1 | Prophylasis-adult C 48.00] A « u Q
11/16/1935 D0274 [DDS1 | Bitewings-four filrms [ 32.00 ™ TreatPlan
1171611995 D050 |DDS1 | Comp oral eval-new/estab pat [ 36.00 ¥ Completed
05/14/20 16 |0 02391 [DDS Resin composite-1s. postetior C 30.00 ¥ Existing
05/14/20 17 |0 D2331 |ODS Resin composite-1s. posterior C 30,00 W T
06/08/20 32 D2761 |DDS1 | Crown Ingert C 110.00 [~ Exams
07/13/2010 D1110 |DDS1 | Prophylaxis-adult o C 80.00 [~ Proc. Notes
07/13/2010 D0274 [DDS1 | Bitewings-four films o C 97.00 [™ Clinic Notes
NrAz200 L0210 (00c]_Uetraccalcomplale caias{bu L 100
08/10/2010 9340 JODSY JCancelled Appointment C 0.00]

7. Update the appointment note:

8. Double-click a patient’s appointment to open the Appointment Information dialog box.

@] Appointment Book <The Dentist Group> <CENTRAL >
File ‘Wiew Status Setup ApptLists Help

120
30
40
50
O0am
210 Contirwi I
20 | | Pov [DDS3 ﬂCmm | »]

Reason

Attached:
-40 e ﬂ [# Uze Reason ToAuto Update CC
I :50

Other Appt(s)

Iritial |[|T= 1 Amalgam-1 suf. prmsperm #13 B Delete

Tx Del. 4l |
Misc. Schd. Mest

Desc: [AmalglPertg

Irvg Claim Info

(At

Length| 40 min 2»| Status:  [NeAnsw  ~| 0p[DEF_OPI »]

Amount: [55.00 Schedule: [FIXED ~| Date [0BA0/Z0I0 ) PinBoard |
RvL: |0.00 Type: [High Productio | Time: [ 8:00am ] e,
Stalf: | ﬂ

Orig. Sched. Operator:  |ENTERPRISE Date Sched:  [08/10/2010
ﬁl_utw
Insert Dateline |

-------------- Tue - Aug 10,2010 -~-------death in family - out of v nest week
- left meszage on recorder on Saturday - AK

A

it

™ Chast Pulled

[ Appointment Vedfied | Referred By I™ Cont Care Set
[ Personal Information | Consent Form Signed I Other Family Appts
[ Inswrance Coverage I Follow Up? I Mext Appointment
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Under Notes, click Insert Dateline, and then type the reason for the broken or canceled appointment. Be

sure to add your initials at the end of the note.

10. Also, as part of the note, type the number of times this appointment has been missed and the next date
the patient is allowed to be seen.

11. Click OK to save the note. The information in the note will stay with this appointment, for your

reference, when you reschedule the patient.

12. Move the appointment to the Unscheduled List:

Using the Wait/Will Call Method — When a cancellation is made with advanced notice or you must

reschedule the appointment, use this method to move the appointment to the Unscheduled List:

a. Double-click a patient’s appointment to open the Appointment Information dialog box.

@] Appointment Book <The Dentist Group> <CENTRAL >
File Yiew Status Setup ApptLlists Help

Attached:
22 ﬂ ¥ Use Reason To uto Update CC Pdiemlrfol

__|  Reason
TR Dlhemppt[sll

Initial || T= 1 Amalgam-1 suf, prim/pesm Delete
Ires: Chaim Inifo
Tx DeI.All
Misc.
Desc: |AmalglPertt19

Lengh |40 min >3] Stetus: [NoAnsw =] 0p[DEF_OPI ) Find |
Amourt: [55.00 Schedule: [FIXED =] Dae: [0871072010 PinBosrd |
R [0.00 Type: |High Productio = | Time: [ &00am »] Hisoy |

P wl

:m Frov. [DDS9 >3 Eglm I 2] |
40
50

Schd. Mext

b. Click Wait/Will Call to move the appointment to the Unscheduled List.

B Dentrix Family File - (Abbott, Patricia) [MESA] [DDS1] [ABB102] 9=
Fie Edt Help

Name: Abbatt, Patricia Chart #: ABB102

Address: B08 S 500 Consgent: 03/02/1993 Clinic: MESA
Munay, UT 84123 First Visit: 03/02/1393 SSi: 778.561123
Last Visit: 08/10/2010 Birthday: 03/30/1963, 46
Phone: H 3751586 Missed Appt: 08/10/201(2)) Provider: DDS1
Fee Sched: <Prov Default>
Status: Active, F, Mamied, Guar, Ins, H-of-H E-Mail: pabbot@Egrmail com

The number of missed appointments for the patient is increased by one in the Family File.
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*  Using the Break Appointment Method — For no shows, last-minute cancelations with short
notice, and patients arriving too late to be seen, use this method to move the appointment to the
Unscheduled List:

a. Select a patient’s appointment on the schedule, and then click the Break Appointment button
on the toolbar; or right-click the appointment, and then click Break Appointment.

@] Appointment Book <The Dentist Group> <CENTRAL >
File Y¥iew Status Setup ApptLlists Help

Dentrix Dental Systems

!} The appaintment will no longer be displayed From the Appointment List.,
It will be moved to the Unscheduled List, BREAK appoinkment?

Yes | Mo |

w
EEPIE P

b. On the confirmation message that appears, click Yes to move the appointment to the
Unscheduled List. This appointment will not be shown anywhere in the Appointment Book
except on the Unscheduled List.

B pentrix Family File - (Abbott, Patricia) [MESA] [DDS1] [ABB102]
File Edit Help

Mame: Abbott, Patricia Chart #: ABB102
Address: 603 S 500w Consent: 03/02/1993 Clinic: MESA
Murray, UT 84123 First Visil: 03/02/1933 SS#: 778-56-1123

Birthday: 03/30/1963, 46
rovider: DD51

ee Sched: <Prov Default>
Status: Active, F, Maried, Guar, Ins, H-of-H E-Mail: pabbot@Egmail com

Phone: H 3751586 Missed Appt: 08/10/2010, 2

The number of missed appointments for the patient is increased by one in the Family File, and
the date for the last missed appointment is updated to reflect the date this appointment was
broken.
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Rescheduling Broken or Canceled
Appointments

You can reschedule a broken or canceled appointment using the following two methods:
*  From the Unscheduled List

1. In the Appointment Book, from the Appt. Lists menu, point to Unscheduled List, and then click
Current Clinic or All Clinics to open the Unscheduled List window.

@ Appointment Book <The Dentist Group> <CENTRAL >
File Wiew Status Setup EaTdC@NEE

B(C
GUUNETN  Unscheduled List »

DEFOPT—""

S[=1e

View Appt Refresh Office Journal

Tue - Aug 10,2010
Date Name Prov I
05/25/20100w/Call [Baber, Tom | D053 | CENTRAL |a
08/10/2010 Broken Abbott. Paticia DDS9  CENTRAL

2. Double-click an unscheduled appointment you want to schedule to open the Appointment
Information dialog box. The information from the original appointment, including the notes, is

displayed.

Appointment Information - (Abbott, Patricia)

Continuing '
Prov. [DDS3 »|cae | »] |
Attached:
E’:::” » ¥ Use Reason To Auto Update CC Palient Iio |
S350
Qther Appt(s) I

Iritial |[{T= 1 Amalgam-1 susf. primdperm "3 B

j
)

g |8
A

Desc: |Amalg1Pertt19

Length: | 40 mnﬂ Status: |<nur|e> ﬂ DDC|
Amount: [55.00 Schedule: | FIXED | Date |
RvU: [0.00 Type: | High Productio_»| Time: |

P | ald

-

el ¥
%ﬂ.
o

Histoay

3. Click Pin Board to place the appointment on the pin board in the Appointment Book.

4. To schedule the appointment, navigate to a date in the Appointment Book, and then drag the
appointment from the pin board to the operatory and time slot where you want to schedule the
appointment.
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<CENTRAL =

AmalglPeri1g
H:375-1586

*  From the Family Appointment List

1. In the Appointment Book, navigate to a date, and then double-click in the operatory and time slot
where you want to schedule an appointment to open the Select Patient dialog box. Select a patient
with an unscheduled appointment.

2. On the message that appears and states that the patient has unscheduled or broken appointments,
click Yes (always click Yes when this message appears) to open the Family Appointment List dialog

box.
Family Appointment List [X|
Guar  Abbott, Paliicia 46 CC: PROPHY 01/14/2011
Spouse Abbott, James 5 48 CC: PROPHY 04/09/2002 +
Chid  Smith, Timothy 25 CC: PROPHY 05/08/2002

Op Clirac Continuing Care

C: PROPHY 01/14/2011

|*08/02/2010 Mon 330sm DDS3 DEF_DF CENTRAL M

Treatment Plan
| ? 05/13/2010 D1201 Frophylasis with fluoride-child

»

1 05/13/2010 D050 Comp oral evalnew/estab pat
1 05A13/2010 D201 Prophylasis with fluoride-child
1 0813/2010 D207 Prophylasis with fluoride-child

S el = gad
<

C yenson D) cioeewsont | [_Gon

3. For the selected patient, in the middle list box, select the “<Unscheduled Appt>” item, and then click
View Appt. to open the Appointment Information dialog box.

Appointment Information - (Abbott, Patricia)

Conlirning '
Prov: [DDS3 »>| Cave | »] 3
ENCH Attached: -
»| ¥ Uise Reason To Auto Update CC Palient Info
Reason Other Appte)
$|
Initial | |T% 1 Amalgam-1 susf, prim/permn #19 B Dml
I Clai Info

Desc: [AmalglPet9

Length: | 40 mnﬂ Status: I(nuﬂe) ﬂ I:Ipc|
Amount: 55,00 Schedule: |FIXED | Date: |
RVU: [0.00 Type: | High Productio = |  Time: |

P | wl

4. Click Pin Board to place the appointment on the pin board in the Appointment Book.
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To schedule the appointment, drag the appointment from the pin board to the operatory and time
slot where you want to schedule the appointment.

<CENTRAL = E”E”z|
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Deleting Appointments

You can permanently delete an appointment from the Appointment Book.

To delete an appointment
1. In the Appointment Book, select the appointment you want to delete.

2. From the File menu, click Delete Appointment. On the confirmation message that appears, click Yes.

Working with “New Patient” Appointments

An “NP” to the left of the patient’s name indicates that the appointment is a new patient appointment, and
the patient’s information has been temporarily added to Dentrix Enterprise.

To find a new patient appointment

Since the patient does not yet have a Family File record, to locate the new patient appointment, use the Locate
Existing Appointment feature of the Appointment Book as explained in “Locating Existing Appointments” in
this chapter.

To create a Family File record for a new patient

For information on how to create a Family File record for a new patient who has an appointment in the
Appointment Book, see “Adding a New Patient with an Appointment” in Chapter 2: Family File.

Managing Events

Scheduling an event is only part of using an integrated electronic scheduling system. Dentrix Enterprise makes
it easy to quickly manage event tasks such as rescheduling, editing, and deleting events. This section covers the
following topics about event management tasks:

*  Rescheduling Events Using the Pin Board
* Editing Events

*  Deleting Events

Rescheduling Events Using the Pin Board

You can drag a partial-day or all-day event to the pin : o
board as a means to reschedule the event. A copy of the —_.I,‘th
event will appear as an event icon on the pin board. To lleu

I

reschedule that pin board event, drag the icon to the
desired date, time, and operatory.
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Editing Events

You can edit an event’s details at any time. If the event is part of a series (an event that repeats at regular

intervals), only the occurrence you are editing is affected.

To edit an event

1. In the Appointment Book, double-click the event you want to edit, and then click Edit

Event.
The Edit Event dialog box appears.

2. Edit the various event options as needed. For
information on setting up event options, see
“Scheduling Events” in this chapter.

3. Click OK.

Chapter 3: Appointment Book

Ewent

[[u]
holi
empl
Edit Event (23]
Event Time Operatories
ﬂ End:[500pm ﬂ OF1
I” Close Operatory (4l Day Event)
Ewent Days
Stat [0471672013 >»| Ena:[0471672013 »» |
Select Days of the Week
7 Sun. [ Mon ¥ Tues [ ‘Wed.
[ Thws, [ Fi. I Sat Clear Al
a0
Ewent Color

[rescription:

e [—
I” Center Description on Scheduled Event
Irsert Dateline %

-

Motes

MOTE: If multiple operatories and/or days are specified for the Event, separate Events
[one per day per operatory] will be created/displayed in the Appointment Book. The
E vent creation process may take several minutes depending on the criteria specified.

Delete Cancel
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Deleting Events

You can delete a single event or an event that is part of a series. You cannot delete a whole series of events at

one time; you must delete each occurrence separately.

To delete an event
1. In the Appointment Book, double-click the event you want to delete.

The Edit Event dialog box appears. 0
2. Click Delete. On the confirmation message that appears, click Yes.

=

I Center Description on Scheduled Event

Mote
Insert D ateline |ﬂ

.

MNOTE: If multiple operatories and/or days are specified for the Event, separate Events
[one per day per operatory] will be created/displayed in the Appointment Book. The
Event creation process may take several minutes depending on the criteria specified.

Delete aK Cancel
‘ 2 ) I
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Generating Appointment Book
Reports

There are two reports that can be printed directly from the Appointment Book:
e Appointment Book View Report

* Routeslip

Appointment Book View Report

The Appointment Book View Report shows your daily schedule.

To print the Appointment Book View Report

U Appointment Book <The Dental Gro
View Status Setup Appt List

PREEEERE

1. In the Appointment Book, from the File menu, click Print
Appointment Book View.

The Select View dialog box appears. Select View 2 B
. . . Select = Print Wiew
2. 'The current view in the Appointment Book Provider(s] " Agpaiiment DaptayInfo——| [ pri Amaunt

determines the default settings for the report, but you Line 1: [Name 1| 1 Frint Appt Colors
can change any of the following options as needed: Line 2 [Appt Feason =] | | Pint Day Note

. . [~ Prirt Perfect Day
*  Select Provider(s) — Select up to 10 providers to Selkst Line [Phone -]

Op.(s) [ Print Time at Fight

include on the report. Line & [Frovider =] | [ 1meView
Stanrt Hr: IS_
e Select Op(s) — Select up to 10 operatories to lne5 [amout ] | ® am  pm

i EndHr [5
include on the report. et [omTeme ] | |E [
) Date  am & pm
*  Date — By default, the current date is used as the [arer2ns »s| || Lne?: [otan | — :;
date for which the schedule will be printed, but et | .
. > Load Print Yiew

you can type a new date in the Date field or click
the search button **! to select a date.

Line 3 Im
* Appointment Display Info — Depending on 4 Pint | [ Bach || cancel |

the length of an appointment, up to nine lines
of information can be displayed on the face of an appointment. For each Line, select the information
you want to have displayed on that line, or select [None] to leave that line blank.

*  View Options — Select any of the following:
*  Print Amount — To print the scheduled production amount for the day, week, or month.
e Print Appt Colors — To print in color if you are using a color printer instead of in grayscale.
e Print Day Note — To print the Appointment Book day note for the date being printed.
*  Print Perfect Day — To print the perfect Day Scheduling time blocks.

* Print Time at Right — To include the time bar on the right side of the appointments in addition
to the time bar along the left side.

e Time View — Type the earliest hour of appointments that you want to print in the Start Hr field.

Type the latest hour of appointments that you want to print in the End Hr field. Click am or pm
for both fields.

3. If you want to save the current settings for the next time you print the Appointment Book View, click
Save Print View. Only one Appointment Book View per computer can be saved.

4. Click Print to print the report to the default printer for the Office Manager, or click Batch to send the
report to the Batch Processor in the Office Manager.
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Route slip

The route slip provides up-to-date, comprehensive information for a patient. You can use the route slip as a
reminder of medical alerts, patient notes, collection information, and so forth for patients being seen that day.

i i i i Baber, T
To print a single route slip for a patient Iln'naAEt[F!mDEn;'u @ J

. . H:[9191555-3664
1. In the Appointment Book, select an appointment.

npss

2. From the File menu, click Print Route Slip. A Appointment Book <The Dental Gro

View Status Setup Appt Lis

The Print Route Slip dialog box appears.

3. Click Print to send the route slip to the default printer for the
Office Manager, or click Batch to send the route slip to the Batch
Processor in the Office Manager.

Tip: To generate route slips for all scheduled patients, in the Office Manager, from
the Reports menu, point to Lists, and then click Daily Appointment List. Set
up the options, making sure the Patient Route Slips check box selected, and then
click OK. For more information, see the “Daily Appointment List” topic in the
Dentrix Enterprise Help.
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Working with Notes in the
Appointment Book

You can attach important information directly to an appointment or date. This section covers the following

topics on Appointment Book notes:
* Adding Appointment Notes
e Adding Appointment Book Day Notes

Adding Appointment Notes

Appointment notes are attached directly to an appointment and usually reference special situations the office

should be aware of before a patient is seen.

To add an appointment note

1. In the Appointment Book, double-click an appointment.

Chapter 3: Appointment Book 113

H:[9191555-3664

Baber, Tam
Irn&sbtR mCrm
nosy

Ol

The Appointment Information dialog box appears.

2. Type a new note or change an existing
note in the Notes field. Click Insert
Dateline to date stamp the note.

Tip: To insert a blank line or start a new
line, while pressing the Ctrl key, press
the Enter key.

3. Click OK.

‘The appointment now as a blue
musical note in the upper-right corner,
indicating that the appointment has a

note.
Wﬂuj

Crazhy, Brent L
Periodick, Amalg3Pri
H:- 2255959

New Appointment Information - (Abbott, James 5)

Prov: IAMEELUHE »»| Care

Attached:

|

¥ Usze Reason To Auta Update CC

Continuing | —

Change Pat

Patient Info | Ii

Reazon

Imitial | Pz Comp oral eval-new/estab pa

Delete |

Other Appt(s] |
Ing Clairn |rfo |

T Del. Al
M Schd, Nest |
Wait il Cal |
Desc: ICDmpEx
Length:m min ﬂ Status: |<n0ne> j DD1IDP2 Find |
Amount: |36.00 Schedule: [A54P ~| Date: 047162013 > PinBoard |
RwL: ID-DD T}'DBZIHigh ProductioLI Time: I 9:00am ﬂ Histary
Staf: | »|

ENTERFRISE Date Sched.: |D4£1BH2D13 (
Mote:
’7 — Inzert D ateline |

Orig. Sched. Dperator:
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Adding Appointment Book Day Notes

An Appointment Book day note can be created for each day of the year and is generally used as a reminder
for a specific date (for example, to order supplies, to call a school about a hygiene class, or to attend a dental
society meeting).

To add an Appointment Book day note

1. In the Appointment Book, click the Note icon located in the upper-left corner
of the schedule.

The Appointment Book Note dialog box appears.

Type a note or reminder for the day.
Clle OK Fieorder supplies

'The Note icon is now has a yellow background,

indicating that the day has a note. @
M ate

Clear | 3 ()8 Cancel
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Using Perfect Day Scheduling

Many practice management consultants advocate a strategy of scheduling a day that consists of just the right
balance of high production, medium production, and low production procedures. Dentrix Enterprise helps
you achieve that perfect balance by allowing you to reserve certain times during the day by blocking those
times for the scheduling of specific procedure types (for example, crowns or exams).

This section covers the following topics about setting up and using Perfect Day Scheduling:
*  Customizing Appointment Types

*  Customizing Procedure Codes

e Setting Up Perfect Day Scheduling Time Blocks

*  Activating Perfect Day Scheduling

*  Finding an Available Time Block

Customizing Appointment Types

The initial installation of Dentrix Enterprise includes four appointment types: General, High Production,
Medium Production, Low Production. If necessary, you can delete or change these type and add more (up to
a total of 10) in Practice Definitions. For information about setting up appointment types, see the “Practice
Definitions” and “Customizing Appointment Types” topics in the Dentrix Enterprise Help.
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Customizing Procedure Codes

Each procedure code in Dentrix Enterprise can be assigned a default appointment type. Once a type has been
properly designated for a procedure, Dentrix Enterprise automatically assigns the correct appointment type to
any appointments scheduled using that procedure code. When you schedule an appointment in a Perfect Day
Scheduling time block, Dentrix Enterprise verifies that the appointment’s type matches the type permitted for

that reserved time block.

To edit a procedure code

1. In the Office Manager, from the Maintenance menu, point
to Practice Setup, and then click Procedure Code Setup.

Maintenance

* Dentrix Office Manager - The Dentist Group -«
File View Reports rette

The Procedure Code Setup dialog box appears.

2. Select a Procedure Code Category. All procedure
codes associated with that category appear in the list
box to the right.

3. Select a procedure code, and then click Edit.

The Procedure Code Editor - Existing dialog box
appears.

4. Select an Appointment Type.
5. Click Save.

Procedure Code Setup

Procedurs Code

Category ADA

01120

1201

D1203

Endodontics' 01204
Perindontics 01205
Prosth, remoy 01206
Maxillo Prosth 01310
| 5 01320

D1330

D1351

Orthodontics S 01382

User Code

ADA-CDT Codes | Dental Diagnostic Codes | AMA-LPT Codes | ICD-3CM Diagnostic Code:

Description

h
Prophylaxis-child
Prophylaxis with fluo
Fluoride w/o prophy!
Fluoride w/a prophy
Prophylazis with fluo

Topical fluoride varr
Nutitional counselin
Tobacco counzeling
Oral hygiene instruct
Sealant-per tooth

Preventive Restorat

Procedure Code Editor - Existing @
Description: [Prophylasis-adult Fee Schedule l RvU Scheduls |
Patient Friendly Description ’_ Edit Fee
Cleaning of adult's teeth to help prevent dizease - 1. Dffice
h 2. PULLEM 4400
Code Mames Treatment Flags i BEEHST gggg b
DIT10 ADACode | || DificutPros 5 FEE 5 7700
[ Condiion B BSoiPA 30,00
Frophyad Abbrev Desc ™ Remove Tooth 7. DELTA 000
¥ Show in Chart 8. UPto393 0.00
CPT X 0.00
Auta Continuing Care 10. 0.00
Medicaid PROPHY  »» 1. 0.00
12 0.0
Procedure Time 13, 0.00
fode® 5 unis) 5> |14 000
15. 0.00
Procedure Category: i - 18 "
rocedure Category: | Preventive J 17 0o
} ooo -
Appointment Type: | Laoww Praduction f
. Expenzes
Treatment Area: | Mouth v| Flags Lah Materials
Faint Type: | [Mane] j
I™ Flag for Medical Cross Coding
[™ Da Mot Billto Dental Insurance
™ Da Mot Send Over HL?
Educational Yideo I” Require Start/Completion Dates
Edit Mate Mew Code | Mext Code | Save

)
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Setting Up Perfect Day Scheduling Time

Blocks

You can set up Perfect Day Scheduling time blocks for each provider.

To set up a time block

1. In the Appointment Book, from the Setup menu, click Provider

Setup.
The Provider Setup dialog box appears.

Select a Clinic.

Select the provider for which you want to set a time block.

4. Click Setup.
The Provider Setup dialog box appears.
5. Under Set Time Blocks, click Add to add a

new time block.
The Block Settings dialog box appears.
6. Set up the following options:

* Time Block Name — Type a short
description of the block’s purpose (for
example, “Crowns” or “Exams”).

*  Color — Click the color button to the right
of the Time Block Name field to choose a

color to represent the time block.

*  Week Days — Select the days of the week
for which you want to set the time block.

O

\-) Appointment Book <The Dental Gro

File  View — Appt Lis

Provider Setup
Clinic: |MESA 1 : )
Provider:

(1)

Schedule

A Provider |

Provider Setup [AMCCLURE, MESA]

Default Schedule

™ Sunday J
v tonday ﬂ

v Tuesday ﬂ
v Wednesda}lﬂ
W Thursday — »»
v Friday ﬂ

™ Saturday J

Provider Color

—

Set Time Blocks

7\

@ Close

Staff btg 5

8 oK Cancel

Add
E dit

Delete

Then, for each selected day, click the Start and End search

¥

buttons to set the time range:

* Assigned Op — Select the operatory where the types of

procedures for this time block are performed.

*  Block Appt Type — Select the appointment type you want to

assign to this time block.

Click OK to return to the Provider Setup dialog box.

8. Click OK.

N

Block Settings

wieek Days
™ Sunday

™ Monday

V¥ Tuesday
I~ wWednesday
™ Thursday
™ Friday

™ Saturday

Aszszigned Op

Tirme Black Mame: |[Staff Mid (|

el

Start End

1:00pm 2:30pm

el el
M M M 2 2 R A

Block Appt Type

|oF3

7 ak

=

| <alls

— L

Cancel

y A

Dentrix Enterprise 8.0.5 User’s Guide



118  Chapter 3: Appointment Book

Activating Perfect Day Scheduling

To display the Perfect Day Scheduling time blocks in the Appointment Book, you must activate Perfect Day
Scheduling. If Perfect Day has not been activated, the defined time blocks do not appear in the Appointment
Book, and no warning will appear if anyone tries to schedule appointments during reserved time blocks.

To activate Perfect Day Scheduling

From the File menu, click Perfect Day Scheduling. If the Perfect Day Scheduling menu option has a check
mark next to it, the feature is already activated.

Once Perfect Day Scheduling has been activated, Dentrix Enterprise will display the defined provider time
blocks in the Appointment Book. When you schedule an appointment in a defined time block, Dentrix
Enterprise will check both the provider and the appointment type to verify that the provider and appointment
type match what is allowed for that time block. If either the provider or the appointment type do not

match, a warning message appears and asks if you want to override the time block setting and schedule the
appointment.

To move a time block

Individual time blocks can be moved within their respective operatory by dragging the time block to the
desired time.

To resize a time block

You can increase or decrease the size of the time block by clicking the bottom border of the time block and
dragging up or down.

Finding an Available Time Block

You can locate the first available blocked time for the type of appointment you are scheduling.

To find the first available time block

1. In the Appointment Book, from the File menu, click Find New
Appointment Time.

\ Appointment Book <The Dental Gro

v Status Setup Appt Lis

The Find New Appointment Time dialog box appears. T ‘

““““ [ bACC A

2. Set up your search criteria as T ==

explained in “Using the Find Sokec Pl _ [ SolctDage— -5 D ToRS e B

Appointment Tool” in this DROEB B Sty CFEZTERNEN F

.. . v Monday &+ Dayls)
chapter. Additionally, if you w22 C
¥ Tuesday EEHE ﬂﬂﬂ

have Perfect Day Scheduling iy || @ M

time blocks set up, to set the ¥ Thusdey | - Tine Range

time block search options ity appt Lengthy [ T8 | 5|

under Select Time Block, Bl R ™ Time Pattem Search ( 2 \

select Search By Time Block, =TI ﬁﬁ \_/

End: £
select whether to search by the !
Pl‘ovider or Operatol’y blOCk Providers/operatonies in
. & Wiew  [Main -
type, and then select the desired -
/ Clinic ’h‘ [ Search By Appt Type

tume blocks. W SeiectAlOps Appt Type: |High Froduction

3. Chck Sea_rch/VieW to see the I” Mo Duplicate Operatory Times 3 SearchMiew | Search | Cancel

available times that match your
search criteria. For information

about previewing and selecting a time slot and scheduling the appointment, see “Using the Find
Appointment Tool” in this chapter.
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Chapter 4: Patient Chart

The Dentrix Enterprise Patient Chart can be used for entering and maintaining clinical records for your
patients. Its complete chair-side integration makes it the perfect tool to simplify record keeping while giving
you opportunity to take advantage of the newest technical innovations in dentistry. The Patient Chart module
consists of the following:

Patient Chart — The Patient Chart provides a quick and easy way to enter existing, recommended, and
completed treatment or conditions. Dentrix Enterprise uses standard, easy-to-recognize textbook charting
symbols. Treatment is color coded so that with a single glance at the patient’s graphic chart, you can tell
whether a procedure is a condition, existing, treatment-planned, or completed.

Clinical notes — You can use clinical notes to document and track patient care. These notes can be
attached to a patient as a clinical record. Dentrix Enterprise provides several template options (including
customizable templates) to help make entering notes a simple process.

Treatment Planner — You can use the Treatment Planner to help explain and demonstrate proposed
treatment to patients. The Treatment Planner can be opened from the Patient Chart and the Ledger. For
more information about the Treatment Planner, see Chapter 6: Treatment Planner.

Perio Chart — Using customizable script settings, you can enter periodontal treatment information
quickly and completely in the Perio Chart. Information can be displayed graphically in the Perio Chart,
making it possible for patients to visually understand perio data. The Perio Chart also provides a variety
of letters for you to generate correspondence quickly for patients, referring dentists, and insurance
consultants. For more information about the Perio Chart, see Chapter 5: Perio Chart.

This chapter covers the following topics:

Using the Patient Chart window * Invalidating Procedures in History
Clearing the Patient Chart *  Changing the Displayed Dentition
Changing the Provider for a Charting Session e Setting the Default Dentition
Entering Treatment *  Entering and Editing Procedure Notes
Editing Treatment *  Working with Clinical Notes

Deleting Treatment *  Printing from the Patient Chart

119
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Using the Patient Chart window

The Patient Chart window consists of the menu bar, toolbar, graphical chart, procedure buttons, procedure
code category buttons, status buttons, and progress notes.

Procedure Buttons Procedure Code 'Category Buttons

\
a.é Dentrix Chart - (Abbott, Patricia) [CENTRAL] [DD51] [ABB102] [11/11/1963]

File Options View Prim/Perm Procedures  Multi-Codes

9]
Dental Diaynostics  Help

/

Preventive

=

Diagnostic

ﬁm Restorative Endodontics

=
B

f" w0 | Periodontics | Prosth, remov

IE Maxillo Prosth Implant Serv

Graphical Chart=— Prostho, fised | Oral Surgery

EREeREF=h
ANE TS

. i ! A [ ﬁﬂl Orthodontics Adjunct Serv
il i / R » Pl o -
. : U Conditions Mise:.
E IS £ - ez
F, EéEE EEEE E £E EO Ex] Tx | Comp |+ —Gi5ts Buttons
Date  |Tooth| Surf | Proc | Prov Description Stat | AP |Amount| |
114161955 01110 [DD5T | Prophylaxis-adult 5 48.00 » J f‘ @
114161995 00274 [DDS1 | Bitewings-four films 5 32,00 T Treat Plan
1141619595 D80 (D051 | Comp oral evaknew/estab pat = 36000 ¥ Completed
02/28/2002 | 31 D710 D051 | Extraction-single toath [ 100.00 I~ Evisting
02/27/2012 ) 20 DL D250 D051 JAmalgam-2 surf. prim/pem [6 75.00 [~ Conditions
[ Ewxams
[~ Proc. Notes
[ Cliriiz Motes

Progress Notes
This section covers the following topics to help you understand how to use the Patient Chart window:
*  Using the Patient Chart Toolbar
*  Using the Graphical Chart
*  Using the Procedure Buttons
*  Using the Procedure Code Category Buttons
*  Using the Status Buttons

*  Using the Progress Notes Panel
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Using the Patient Chart Toolbar

The toolbar contains several buttons that you can click to access certain areas or features of Dentrix Enterprise.

The function of the buttons specific to the Patient Chart are explained in the following table.

Click the DentriXlink button to open third-party software, such as a digital X-ray or imaging
program, that has been installed and set up to work with Dentrix Enterprise.

Click the Select Patient button to select a patient whose record you want to view in the Patient

Chart.

Click the Print Dental Chart button to print the patient chart for the selected patient.

Click the Work Chart button to display the work chart view.

Click the Full Screen Chart button to display the full screen chart view.

Click the Progress Notes button to expand the Progress Notes panel to fill the Patient Chart
window.

Click the Treatment Planner button to open the Treatment Planner module.

Click the Perio Chart button to open the Perio Chart module.

Click the Clinical Notes button to display any clinical notes for the selected patient.

B T=EEEEN AN

For a comprehensive explanation of all the buttons on the toolbar, see the “Using the Patient Chart toolbar”
topic in the Dentrix Enterprise Help.
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Using the Graphical Chart

The graphical chart visually depicts the condition of the patient’s mouth. Treatment is shown on the chart
using textbook charting symbols. In addition, treatment is color-coded to indicate the status of the treatment.
For example, completed work can be displayed in blue while recommended treatment can be displayed in red.
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Permanent

In the graphical chart, you can select the teeth you want
to post treatment to by clicking the appropriate teeth.
Selected teeth have a dotted box around each one.

Tip: To deselect teeth, click each tooth you want to
deselect to remove the dotted box, or click Clear below
the procedure buttons.

Using the Procedure Buttons

p4] = [#2]  You can select the treatment to post with the procedure buttons. The 24 procedure buttons
|| [{j=](ge] collectively represent the most common procedures performed in an operatory. Each user-
% [[po|fp=| definable button can represent a single ADA Procedure Code, Dental Diagnostic Code,

W @ multi-code, or condition.

S E|E

£ 8=

¢ Ny

Bz
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Using the Procedure Code Category Buttons

Diagnostic | Preventive |  YOU can select treatment to post from the procedure code category buttons.

Restorative Endodontics

Each of the procedure code category buttons opens a Select Procedure Code dialog

Periodontics | Prosth, remov

box that displays a list of specific procedure codes

Mazillo Prosth Implant Sery

Select Procedure Code :
for that category. For example, exam and X-ray

Prostho, fixed Oral Surgery

Code D' escription

codes are accessed from the Diagnostic category

Periodic oral evaluation

Oithedonties | dkret®=v | since those are diagnostic procedures. N
omp oral eval-new/estab pat

Conditions Misc. D160 Detail/estensive oral eval, B/R
pmyo Limited re-evaluation estab pat
Dmao Comprehensive perio evaluation
D210 Intracral-complete series [bw]
Dozzo Intraoral-periapical-1st film
Do230 Intracral-periapical-each add'l

Dozyz Bitewingz-two films

Doz74 Bitewingz-four films

D277 ‘Yertical bitewings-7 ta 8 films
D020 Skull &facial bone survey film
00330 Panorarnic: film

D350 Oral/Facial Photographic Images
D0460 Pulp witality tests

D470 [riagnostic casts

ak | Cancel

Using the Status Buttons

The status buttons and fields are used to specify the type of treatment being posted. Once posted, a treatment
appears in the Progress Notes panel and is painted on the graphical chart (if a charting symbol is used in
conjunction with the posted procedure) in the color assigned to that status.

Eo/Ex| Tx | Comp [+

The status buttons consist of the following options:

Existing Other — The EO button is used when entering existing work performed by a provider outside of
your practice. (Used almost exclusively when charting existing work for new patients).

Existing — The Ex button is used when entering existing work performed by a provider within your
practice. (Used almost exclusively when charting past work done by your office).

Treatment Plan — The Tx button is used to enter recommended treatment for a patient.
Completed — The Comp button is used when entering completed work and conditions for a patient.

Auto-State — This button is used to quickly assign several procedures the same status. After clicking the
Auto-State button, the next button selected will remain selected until another procedure status buttons is
selected. While the auto-state is turned off, the button has a plus sign (+). While the auto-state is turned
on, the button remains depressed and has a minus sign (-).

Important: If you do not turn off the auto-state when you finish charting for a patient, whatever status
was selected will remain selected for the next patient’s charting.

Surfaces — This field shows the surfaces, if applicable, for the procedure being posted. You can type a
surface(s) in the field (multiple surfaces must be separated by commas).

Procedure Code — This field shows the procedure code being posted. You can type a procedure code in
the field.

Tip: To clear the procedure code and treatment area(s) from the fields and deselect any tooth/teeth that are
selected on the graphical chart, click Clear below the procedure buttons.

123
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Using the Progress Notes Panel

Progress notes centralize documentation and exam information to help you quickly review a patient’s history.
If you are viewing the work chart view, the Progress Notes panel is located below the graphical chart. Progress
notes are displayed in chronological order.

Each time a procedure, exam, condition, treatment plan, referral, or clinical note is posted in the Patient
Chart, Dentrix Enterprise adds a line to the progress notes. For each item recorded in the progress notes, you
will see the date the treatment

. D ate Tooth| Surf | Proc | Prov Description Stat | AP | Amount
was entered, treatment arcas (lf 10/15/1936 [ 14 [MOD [ D2160 [DD52 | Amalgam-3 surf. prim/perm C 90.0 A J [‘ Q’
. 1041541996 | 16 D110 [DDS1 | Estraction-single toath C L= VT A
apphcable), the procedure code, 04/12/2002 | 31 D7110 [DROBE | E stractionsingle tooth TP 7| f Leatrn
id d .. 12/15/2008 D670 [DROBE | Periodic orth visit [contract C I E;‘;‘t'i’n”
proviaer, a description, tréatment [7z/15/2006 | 1 D7140 [DROBE | Extract erupted th/exposed it TP TR [
1 241542008 | 16 07140 | DDS2 | Exbract.erupted th/exposed rt [ 1350 |1 Exams
e e e e —fogipa a0 | 5
. Extract ted | b 3 i
and the dollar amount associated {ecelpied i 2uposecl | Eifiletes
w

with that procedure.

Notes:
* Ifa procedure has a note attached to it, a double arrow (>>) is visible to the right of the description.
* Ifaprocedures has a referral attached to it, an “R” is added to the beginning of the treatment status.

You can use the controls on the Progress Notes panel to work with the items in the progress notes. The
following table explains each control.

V Click the Set Complete button to mark the selected treatment-planned
procedures as completed.

[' Click the Delete button to remove the selected treatment-planned or existing

J [‘ Q procedures from the Patient Chart.

V¥ Treat Plan Q Click the Print Progress Notes with Chart button to print the progress notes
I Completed and graphical chart currently being viewed.

[ Existing

[ Conditions .

[ Exams Select the check boxes that correspond to what you want to have show in the progress
[ Proc. Motes | [ notes: treatment-planned procedures, completed procedures, existing and existing other
[ Blinic Notes | | work, conditions, perio exams, procedures notes, and/or clinical notes.

Note: The next time the Patient Chart is opened, those same options will be used as the
default view settings. Each computer on your office network can have different settings,
and each Dentrix Enterprise user can have different settings on any given computer.

Clearing the Patient Chart

To protect the privacy of an individual patient, it may be wise to display a blank chart in your operatories
while waiting for patients to arrive.

To display a blank chart

In the Patient Chart, from the File menu, click Clear Patient.

No patient information is displayed in the Patient Chart until another patient is selected.

Dentrix Enterprise 8.0.5 User’s Guide



Chapter 4: Patient Chart 125

Changing the Provider for a Charting

Session

By default, Dentrix Enterprise assigns all treatment posted in the Patient Chart during a patient’s charting
session according to the default chart provider setting in the Practice Defaults dialog box. However, you can
select a different provider for the current charting session. All procedures posted during the current charting
session will be assigned to the selected provider. The next time a patient is selected, work will automatically

default back to the default chart provider.

To change the provider for a charting session

1. In the Patient Chart, with a patient selected, from the File menu, click

Change Provider. The Select Provider dialog box appears.

24 Dentrix Chart - (Abbott, Patr

2. Select the provider to whom all work posted

. . . . Select Provid
during this session should be assigned. NE—
Search By:
Tip: You can sort the provider list by clicking @ ThisCliric | AllProviders
D Last Mame:
on each header (ID, Name, or Status). | Ias St © AlCiics | InApptBook

3. Click OK. D
4 Dost e

Post treatment for the patient. DDS?
. . .. CROBE
You can change the provider for an individual JKD1
L . MCCLURE
procedure by editing it after it has been
posted.

Mame [ Clinic: 1D
Smith, Dennis D
Brawn, bary D C
Hewitt, Mark 0 C
Robb, David MESA
Kimball, Jacob & MESA
McClure, Jeffrey AF

‘ 3 ’DK | Cancel

Entering Treatment

This section covers the following topics on how to chart treatment in the Patient Chart:

*  Charting Treatment with Procedure Code Category Buttons
e Charting Treatment with the Auto-State Button

*  Charting Supernumerary Teeth
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Charting Treatment with Procedure Code

Category Buttons

You can chart treatment with procedure code category buttons if the procedure for the treatment you want
to enter is not assigned to a procedure button but is assigned to a procedure code category button. For
information about charting treatment with procedure buttons, see the “Charting treatment with procedure

buttons” topic in the Dentrix Enterprise Help.

To chart treatment with a procedure code category button

1. In the Patient Chart, with a patient selected, if the treatment you are entering requires a tooth number,

select the appropriate tooth/teeth in the graphical chart.

2. To select a procedure,

. RAL] [DDS] [ABB102] [11/11/1963] [49
click a procedure 1 [DDSH TASEIA (LA ASGRT 2]

Dental Diagnostics Help

ocedures  Multi-Codes

code category
button. In the Select

Diaghostic——Freventve
Procedure Code - — |
. estorative ndodontics | gelect Procedure Cod
dialog box, select the — —~— SeeHincedE et e
. eriodontics osth, remoy -
appropriate procedure < b e :
. A w Maxilo Prosth | Implant Sery D020 Periodic ori evaluation
COdC, and then Clle — Bg]l gg Iﬁlmlted orial evialuan?nt -
3 Prostho, fixed | Oral S omp oral eval-new/getab pa
OK' “*§” iU ey [slup)=ni] D etail/exstensive oral@wval, B/R
X < 3 i Dmyo Lirited re-evaluationl estab pat
. r Hm Diodontice Piduric Sery Lo180 Comprehengive pegio evaluation
L it g Lo210 Intraoral-complete feries [bw)
Note: Procedures Condtions [Em Doz20 Intracral-periapic:gl-1st film
. Do230 Intraoral-periapichl-each add|
are only available on DO272  Bitewingstwo s
o274 Bitewings-four ilms
the Procedure Code DOz77 Yertical bitewifigs-7 to 8 films
. . o290 Skull &facial pone survey film
Categorles panel lf nggg Ear]?lr:amic fm el
ral/FacialfPhotographic Images
those procedures have DOED  Pulp il tests
. 1agnos! casls
been assigned to a procedure code category other than “None” and set
up to be shown in the Patient Chart from the Procedure Code Editor
dialog box. For details about setting up procedure codes, see “Editing c
ancel |
3 . . .o .
Procedure Codes” in Chapter 1: Introduction and Initial Setup.

3. Click the appropriate status button for the procedure being entered. For an explanation of each status, see
“Using the Status Buttons” in this chapter.

4. If the selected procedure requires additional treatment information (surfaces, quadrants, sextants, or
arches), the Surface Selection, Quadrant Selection, Sextant Selection, or Arch Selection dialog box
appears. To specify the appropriate treatment area(s), select all

surface, quadrant, sextant, or arch check boxes that apply; for
surfaces only, click Add; and then click OK.

Dentrix Enterprise posts the procedure to the selected teeth.
The procedure is added to the graphical chart (if a charting
symbol is used in conjunction with the posted procedure) and

the progress notes.

Note: All completed work posted in the Patient Chart is
automatically posted to the Ledger, and the appropriate charges
are listed on the patient’s account. Similarly, all treatment-planned
work is automatically posted to the Ledger-Treatment Plan.
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Charting Treatment with the Auto-State
Button

In most offices, charting is entered in order by treatment status. For example, during a new patient exam, the
treatment provider might first chart existing work and conditions. Once existing work has been charted, the
provider might then enter work that needs to be completed (treatment-planned). Finally, work completed that
day will be entered.

To make charting in this manner easier, Dentrix Enterprise provides the Auto-State button. To save you the
extra step of entering the status for each procedure individually, the Auto-State button keeps the status button
of the type of treatment you are charting selected and assigns that status to procedures entered.

To chart treatment with the Auto-State button

1.
2.

In the Patient Chart, with a patient selected, click the Auto-State button (+).

Leave the Tx button

is selected, or click
the status button
that corresponds to

the type of work you

want to chart.

Note: The selected

status button will

remain selected until

another procedure
status buttons is
selected.

If the treatment you

RAL] [DDS1] [ABB102] [11/11/1963] [49]

‘ocedures  Multi-Codes

Dental Diagnostics

Help

-
-

are entering requires a tooth number, select the

appropriate teeth in the graphical chart.

To select a procedure:, click a procedure code category button.
In the Select Procedure Code dialog box, select the appropriate
procedure code, and then click OK.

B Q@ Diagnostic Freventve ]
H ﬁ’lm ﬁ’lw Restorative Endodontics | geject Procedure Code
ﬁ ﬁ’:sn ﬁun Periodontics Prasth, remoy Code
2| Manilo Prasth | Implant S
!' ’g_‘ﬁ ’LT‘B arillo Prosf mplant Sery oot
,f§/': @ ’E;‘ Prostho, fixed Oral Surgery Bg:‘lgg
.E' ﬁ ﬁﬂl Orthodontics | Adjunct Ser D70
D180
it i D210
w m U Conditions Misc. DO220
[E % @E\D Fi“l Tx l[:omp |+ nggg
00274
Clear L D077
00230
2 1 00330
00350
D460
D0470
6 )or( 6

Description

Periodic orzi ev
Limited oral evaluation
Comp oral eval-new/gstab pat
Detail/entensive oralfeval, B/R
Limited re-evaluationl estab pat
Comprehensive peglo evaluation
Intracral-complete fenes [bw)
Intracral-periapicgl-1 st film
Intraor al-periapical-
Bitewings-two fjims
Bitewirgs-four films

‘Yertical bitevajhgs-7 ta 8 films
Skull &facial pone survey film
Panoramic ffm

Oral/F acialPhotographic Images
Pulp wvitalitp tests

Diagnaostf casts

Cancel

If the selected procedure requires additional treatment information (surfaces, quadrants, sextants, or
arches), the Surface Selection, Quadrant Selection, Sextant Selection, or Arch Selection dialog box

appears. To specify the appropriate treatment area(s), select all
surface, quadrant, sextant, or arch check boxes that apply; for

surfaces only, click Add; and then click OK.

Once you have posted all work for the selected status, click a
different status button to enter work for that status, or click
the Auto-State button (-) to turn off auto-state for the status

buttons.

Surface Select.., @
I~ Mesial
I Incisal/Dcclusal
[~ Distal
I Lingual S
™ Facial/Buccal Quadrant Selec.. @
[ Class Five - Rl oL
S Add
e C LR
Sextant Selection
@ Arch Selection @
I~ 51| s2(I” s3
™ s6| T ss| T s
oK | Cancel | oK | Cancel |
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Charting Supernumerary Teeth

Because it is not possible to select a supernumerary tooth in the graphical chart, it is necessary to post the
procedure to the nearest tooth and then edit the posted procedure with the appropriate supernumerary tooth
number, based on the following ADA recommendations:

Permanent Teeth — Add 50 to the tooth number nearest the supernumerary tooth (for example, 1 =51, 2

=52,3 =53, and 32 = 82).

Primary Teeth — Add an “S” to the tooth letter nearest the supernumerary tooth (for example, A = AS, B
=BS,C=CS,and T =TS).

Editing Treatment

After treatment has been entered into the Patient Chart, you can make changes to the procedure, as needed.

For an THS-completed procedure, do not edit the procedure; delete it, and then re-enter it.

Important:

To provide security and protect the integrity of your patient data, Dentrix Enterprise locks out changes to
procedures once they have been moved into history. (Procedures are moved into history when the Month
End Update utility is run.) Procedures in history cannot be edited or deleted. For information about how
to remove a procedure in history from the Patient Chart by invalidating that procedure, see “Invalidating
Procedures in History” in this chapter.

Procedures attached to an insurance claim cannot be edited until the claim has been deleted. For
information about deleting an insurance claim, see “Deleting Dental Insurance Claims” in Chapter 7:
Ledger. After the corresponding claim has been deleted, the procedure can be edited.

To edit treatment

1. In the Patient Chart, with a patient selected,
from the Progress Notes panel, double-click the
. Tooth| Surf Description t
treatment item you want to Change. 95 D1110 |DDS Yadult C
95 D0274 DD our films C
. . = I -1 r
The Edit or Delete Procedure dialog e 0150 [DOST JComerefa evalnen/estsh pa :
bOX appears. Edit or Delete Procedure @
k h Operator: | ENTERFPRISE Encounter #:
2' Ma < any necessary ¢ anges: Drate: |01/20/2012 Start D ate: Completion Date:
° Date — To change the date Procedure: [D1110 ﬂ Prophylaxis-adult Frocedure Status
o " Treatment Plan
assigned to a procedure, click in Cinic:PROVD > Approval Status
h ﬁ ld d l h .. d Overide Ins. estimate Mare
the field, delete the existing date,  pin s [—— & Conglod
and thCIl fpr the correct date‘ Amount:’w ™ Sec. Ins. ™ Existing-Current Prow
sl .. . _ P
¢ Clinic — To change the clinic, click RVL: 0.00 I Do Not Bil Dertal Insurarce Evisting-Other Prov
the search button **! to select the 2 Pravider. [DROBE »>[| ™ Reauie Stat/Completion Date  Modfier
correct clinic. Lion
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° Pl‘OCedul’e — TO Change the slidate Upon Completion: r @

procedure code, click in the field,

delete the €Xisting COdC, and then : Wendral scaling with hand instruments. Ultrasonic scaler an lower anteriorsfinqual -
. : ing soc!a used_on upper and lower arch. Floszed all contacts. Patient rinzed
type the correct code; or click the vith Wmedicated rinse after P,

3

to select the Credits» |

Related Referal

search button

correct COdC. Refemed: 1D Murnber Type 1D Murnber

|BY: Dr. Evars, Jeif \j Remave -
Delete o Cancel




Chapter 4: Patient Chart 129

e Treatment area — Change the treatment area (if applicable): for a tooth, edit the Tooth number; for
a surface, click the Surface search button *?. to select the correct surface; for a quadrant, click the
Quadrant search button > to select the correct quadrant; for a sextant, click the Sextant search button

> | to select the correct sextant; for an arch, click the Arch search button

> | to select the correct arch.

*  Amount — To change the amount charged for the procedure, click in the field, delete the existing

amount, and then type the correct amount.

*  Provider — To change the provider attached to the procedure, click the search button

correct provider.

**| to select the

* Notes — If a default note has been associated with this procedure, the note text appears automatically.

Make any necessary changes to the note.

* Related Referral — To add a related referral to the procedure, click the search button **}, select
Referred To Doctor or Referred By Doctor/Other, click OK, select the appropriate referral source,

and then click OK.
3. Click OK.

Deleting Treatment

You can delete completed, treatment-planned, or existing procedures that were posted incorrectly unless the
procedure is in history or attached to a claim. You can also delete conditions.

To delete a completed, treatment-planned, or existing procedure

1. In the Patient Chart, with a patient selected, on
the Progress Notes panel, double-click the
completed, treatment-planned, or existing

procedure you want to delete. | Da o Description t
/16/1995 D1110 [DD 1 e C

. . /16/1995 D0274 [0D ou films C

The Edit or Delete Procedure dialog box AT DOTE0 [DDS ;Ww;estab ol c
02/28/2002 | 31 D7110 [DDS E xtraction-single tooth C

appears. 02/27/2012 | 20 _|DL_| DZ150 |DDST | Amalgam-2 sui_prim/perm C

2. Click Delete. On the confirmation message

that appears, click OK.

Edit or Delete Procedure

Procedure: 01110 »» | |Prophylasiz-adult

Cliric: | PROVD >

RLI: 0.0

Conditions

Operatar: | ENTERPRISE Encounter #:
Drate: |01/20/2012 Start D ate: Completion D ate:

Owerride Ins. estimate None
™ Piim. Ins + Completed
AR 3500 [ Sec.Ins. " Ewisting-Current Prov

I” Do Mot Bill Dental Insurance

Provider: | DROBE >>| I” Require Start/Completion Date  Modifier:

sl

Procedure Status

" Treatment Plan
Approval Status

" Existing-Other Prov

2|

Inwalidate Upon Completion:

Diagnoses: ﬂ

with a medicated rinse after Px.

Credits >

Related Referal

Notes: |General scaling with hand instruments. Ultiasonic scaler on lower anteriors-ingual. — »
5 B aking zoda uzed on upper and lower arch. Flossed all contacts. Patient ringed

Referred: 1D Mumber Type 1D Mumber

|BY: Dr. Evans, Jeff ﬂ Remove | ([EERE] hd

Cancel
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To delete treatment-planned or existing procedures

1. In the Patient Chart, with a patient selected, on the Progress Notes panel, click the treatment-planned or
existing procedure you want to delete.

Tip: To select

e h — — ————— — = s x a = m'@;il—_uﬂ-_xl Iz |L’0mp|+
- =G:is= O '
multiple SSESEEAEAE . >
procedures, while
B Date Tooth| Surf | Proc | Pro Description Stat | AP [Amount
pressing the Ctrl 11/16/1995 D1110|DDS !\ 1 )Jeut C ool |V ||
11/16/1935 D0Z74 | DDS our fims c 32.00]
key on your 11/16/1395 DOT50 | DDS1_| Comreial evanen/estab pat E 3600 E E:frgl‘jl':{aeg
: 02/26/2002 | 31 D7110 | DD51_| Extraction-single tooth T Tooon| |2 gor
keyboard, click 0272772012 | 20 DL | 02150 [DD5T [Amelgam? surf prim/pem t w00 |- ol
each procedure. T Exams
™ Proc. Notes
™ Clinic Notes
2. Click the Delete
button [¥ next to

the progress notes.
On the confirmation message that appears, click OK.

Invalidating Procedures in History

Dentrix Enterprise locks out changes to a transaction once the transaction has been moved to history (when
the month is closed). Posting errors in the Ledger should be corrected using an adjustment. However, the
Patient Chart serves as a clinical record of patient care and needs to be completely accurate. Errors in the
Patient Chart should be corrected to reflect the actual care given.

To address the differences in record keeping between these two modules, Dentrix Enterprise allows you to
invalidate a procedure in history if a posting error is discovered. Invalidating a procedure removes it from the
Patient Chart but leaves it in the Ledger.

To invalidate a procedure 1T i re

1. In the Patient Chart, with a patient selected, on

-cli _D. Tooth| Surf o Description t
t}‘le Progress Notes panel, doul')le cl‘lck the Date Proc_ Pto 1 Yoo cription ;
history procedure you want to invalidate. /16/1995 D0274 [ DDS “W C

/1641995 D050 [DDS Co al eval-new/estab pat C_ |
The Validate/Invalidate Procedure in elitiey LG ins o s i Gla ol —
HistOl’y dlalog bOX appears. Yalidate / Irvalidate Procedure r —
. . * Validate Procedure  © Invalidate Procedure@ Start Date: :
2. Under Validate/Invalidate Procedure, Conpletindae| [
click Invalidate Procedure. Operator ENTERFRISE e [EENTRAL .
Procedure Status -
: Date:[0T/09/2000 E #
3_ Clle OK_ ate: neonter &
Procedure: |DE7H0 Retainer crn-porc fused-hi nob
Dentrix Enterprise removes the procedure Toath[5 Overide Ins. estimate Nore
from the Patient Chart. In the Ledger, = 0
. . (g
a plus sign (+) appears in front of that mourt[ ®1300 | =
procedure’s description to indicate that the RVL: 000 bodie: [
procedure has been invalidated. ﬂdl'“ms
. Invalidate Upon Completion: i @)
Important: Post the procedure again, N |
. . . 1agnoges:
using the correct information, except for :
Motes: -
the charge amount; make that 0 because
the account has already been billed for Credits »>
the procedure. Also, make sure the date of
Fielated Referal
the procedure is the same as the date the Referred: 1D Nurber Type 1D Nurber
procedure was originally posted. | o] o] | |
e Cancel
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Changing the Displayed Dentition

You can change the graphical chart to display primary, permanent, or mixed dentition on a patient-by-patient
basis.
To change the dentition being displayed in the graphical chart

1. In the Patient Chart, with a patient selected, if you are changing the dentition for certain teeth, select
those teeth. If you are changing the dentition for all teeth, you do not have to select any teeth.

2. From the Prim/Perm menu, click one of the following options:

e Change All — Reverses the primary/permanent state for all teeth. For example, if all teeth have been
changed to primary and the Change All option is clicked, all the teeth in the mouth will change to
permanent.

*  Change Selected — Reverses the primary/permanent state for the selected teeth in the graphical chart.

Setting the Default Dentition

You can indicate whether you want the Patient Chart to open with primary or permanent dentition that is
being displayed in the graphical chart for all patients by default.

To set the default dentition

In the Patient Chart, with a patient selected, from the Prim/Perm menu, click one of the following options
(the option with the check mark is the default dentition currently being used):

*  Default to Permanent — Changes all the teeth in the graphical chart to permanent dentition. Also, every
time you open the Patient Chart, the graphical chart will display all permanent teeth, even if you select a
patient that does not have any permanent teeth or that has mixed dentition.

*  Default to Primary — Changes all the teeth in the graphical chart to primary dentition. Also, every time
you open the Patient Chart, the graphical chart will display all primary teeth, even if you select a patient
that does not have any primary teeth or that has mixed dentition.

Then, on a patient-by-patient basis, you can change the dentition as explained in “Changing the Displayed
Dentition” on this page.
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Entering and Editing Procedure

Notes

You can attach default notes to a procedure for documentation and reference purposes so that each time a
procedure with a default note is posted, the note is attached automatically to that procedure. These notes can
also be added manually during posting or at a later time. Once the note has been added, the clinician reviews
the note and makes any small changes that pertain to the specific patient. You can edit procedure notes
attached to a posted procedure at any time if the procedure is not in history.

To enter or edit a procedure note

1. In the Patient Chart, with a patient selected, on

the Progress Notes panel, double-click the
procedure for which you want to add a note.

The Edit or Delete Procedure dialog box
appears.

2. In the Notes field, make any necessary
changes to the note, or type a new note.

3. Click OK.

A double right arrow appears next to the
procedure’s description on the Progress
Note panel to indicate that the procedure
has a note attached.

Tip: You can review procedure notes by
double-clicking a procedure; or, from the
View menu, point to Progress Notes, and

then click Expand Notes.

D Tooth| Surf | Proc Description t
/16/1995 01110 |DDS Yadult C
A16/1395 D0274 | DD our films C
A16/1995 DO150 [DDS Col al eval-new/estab pat C
Edit or Delete Procedure @ —
Operatar:| ENTERPRISE Encounter ﬂ:l —
[rate: ID‘I 200202 Start Dale:l Completion D ate: I L
Procedure:lD‘I‘I‘ID ﬂ ‘Prophylaxis-adult (Iirocedure Status [ |
Treatment Plan |
Clinic:| PROVO ﬂ Approval Status _
Overide Inz. estimate INone vl -
I~ Prim. Ing I @ Completed
Amount: 43.00 I Sec. Ins.l " Existing-Current Prov
. " Exizting-
e iy ™ Do Mot Bill Dental Insurance e
Provider:lDHUEB ﬂ ™ Require Stat/Completion Date  Madifier:
Conditior
JE5 |
Imvalidate Upon Completion: € itk Verfication € Automatic € Mone
Diagnoses: ﬂ|
Maotes: |General scaling with hand ins Ulrasonic scaler on lower anteriors-ingual.  »
% B zking zoda used on upper ch. Flossed all contacts. Patient ringed
with a medicated rinse after
Credits »> | o
1D Mumber Type 1D Mumber

Related Referal
Refened:
|BY: Dr. Evans, Jeff

ﬂ Hemove” vl I

Delete |

e Cancel |
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Working with Clinical Notes

Keeping accurate and thorough documentation of each procedure performed in the dental office is an essential
part of clinical dentistry. In Dentrix Enterprise, you can enter a clinical note to store information about a
patient’s exam and treatment that are not specific to a procedure.
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Tip: You can access a patient’s clinical notes from not only the Patient Chart but the Ledger and Family File.

This section covers the following topics about clinical notes:

Adding Clinical Notes
Adding Clinical Notes Using Templates
Editing Clinical Notes

Adding an Addendum to a Clinical Note

Printing Clinical Notes

Signing Clinical Notes

Adding Clinical Notes

The clinical notes are arranged by date, note number, and then page. You can have as many notes as you want,
with a maximum of 10 pages per note.

To add a clinical note

1.

In the Patient Chart, with a patient selected, from the File menu, click

© ©

Clinical Notes.
The Clinical Notes window appears.

Click the New Clinical Note button X!,

Type a note you want to attach to this
patient regarding an exam or treatment
given.

To add a page to the clinical note, with
this note still selected in the left pane,
click the New Clinical Note Page
button ", In the Change Date and
Time dialog box, leave the current
system time entered, or type a different
time; and then click OK.

To assign a different clinic than the

©)

24& Dentrix Chart - (Abbott, Patri

&3]

Pg2 - 12:43:32 PM [DROBE] [CENTRAL]
(- Note#2 []
112472011

ClinicgNotes - (Abboty, James 5) [CENTRAL] [AMQCLURE] [ABB101] [11/11/1982] [50]
Il e @ E g W
Notes: % B ! F ’
- 03/25/2013 Patient experiences pain but ha:
=- 0172472012 UR quadrant. The pain seems t-
= Note#1[]

tooth 1.
Pg1 - 12:41:37 PM [DROBE] [CENTRAL] @

currently selected clinic for the clinical note, click the Change Clinic for Selected Note button ¢ 1o
open the Select Clinic dialog box and select the appropriate clinic.

Click the Save Clinical Note button 2.

Tip: If you need to add additional information to the selected clinical note at a later date and time, click
the Insert Date/Time button ™, and then begin typing the note; although, if the note is locked, you
cannot change a clinical note, but you can add an addendum.
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Adding Clinical Notes Using Templates

Using clinical note templates as a guide when collecting patient information, you can enter clinical notes for a

patient in an orderly manner.

To add a clinical note using a template

1. In the Patient Chart, with a patient selected, from the File menu, click

Clinical Notes.
The Clinical Notes window appears.

24& Dentrix Chart - (Abbott, Patri

Notes: g

L

L,

- 04/16/2013
| B Note#f [11122333]
B8 Pg1 - 1:42:55 PM [AMCCLURE] [CENTR

03/25/2013
0172472012
- 11/2472011

4 I 2

Clinical Notes - {Ahhugmsﬂ [CENTRAL] [AMCCLURE] [ABB101] [11/11/1962] [50]
@-_T‘E‘ - @l r& @lﬁm & El|[QN('m:Templailt:

Lidocaine solution
Lidocaine ointment
Lidocaine spray

Oragix

Procaine

Topicaine anesthetic gel
Topex anesthetic gel
Topex anesthetic spray

ok | [ Caneal

E=3ECR ==
SHE
" Administrative -

3
Local Anesthetic, P
No Injection Given...

Clinical Exams

Endodontics

Fixed Prosthetics

Hygiene

Medical Alerts

Orthodontics

Patient Complaint

Pedodontics | 4

Periodontics

Prescriptions

Recommendations _

m

Click the New Clinical Note button M.

In the template pane (on the right), expand a category to view the list of available templates for that
category by clicking the plus sign (+) next to the category name, and then double-click the template you

want to use.

Tip: If a clinical note page is not selected when you choose a template, a new clinical note will be added.
So, to add a template to an existing note, make sure the appropriate page of that clinical note is selected.

4. Respond to the prompts associated with the template, if applicable. The template text and any responses

you entered appear in the note field.
5. Click the Save Clinical Note button 4.

For more information about clinical note templates, see the “Creating clinical note templates,” “Creating
clinical note prompts,” and “Setting up clinical note template categories” topics in the Dentrix Enterprise

Help.
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Editing Clinical Notes

You can edit a clinical note that has not been moved into history after the month-end process, that has not
been signed, or that has not been locked.

To edit a clinical note

1.

In the Patient Chart, with a patient selected, from the File menu, click

Clinical Notes.

The Clinical Notes window appears.

Expand the
appropriate date
category in the left
pane, and then
select the page of
the clinical note you
want to edit.

If you are adding to
the note at a date
other than when
the clinical note was
originally entered,
click at the end of

©®» OO
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24E Dentrix Chart - (Abbott, Patri

Clinical Notes - (Abbot}, James S) [CENTRAL] [AME.URE] [ABB101] [11/11/1962] [50]

gl 5 <In N e o = fee
Notes: E R f ’
- 03/25/2013 Patient experiences pain but has no swelling in the
= 01/24/2012 UR guadrant. The pain seems to be associated with
=—htote1 [ ]

®

Pg1 - 12:41:37 PM [DROBE] [CENTRAL]
Pg2 - 12:43:32 PM [DROBE] [CENTRAL]
[ Note#2 []
B 11/24/2011

tnoth 1. @

the text, press Enter, and then click the Insert Date/Time button % (o insert a date and time stamp.

Add to, change, or remove a part of the clinical note as needed.

To assign a different clinic than the currently selected clinic for the clinical note, click the Change Clinic
for Selected Note button # to open the Select Clinic dialog box and select the appropriate clinic.

Click the Save Clinical Note button 2.
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Adding an Addendum to a Clinical Note

You cannot edit a locked clinical note (a note that has been moved into history after the month-end process,
has been signed or approved, or has been locked automatically). However, you can add an addendum to a
clinical note that has been locked.

To add an addendum to a clinical note

24E Dentrix Chart - (Abbott, Patri

Options  View Prim

1. In the Patient Chart, with a patient selected, from the File menu, click
Clinical Notes.

The Clinical Notes window appears.

2. Expand the appropriate
date category in the left
pane, and then select the

Clinical lef - (Abbott, James §) [CENTRAL] [AMCCLURE] [ABB101] [11/11/1962] [50]

.. iy 5 BF | % F Bl L] b =
page of the clinical note SHeRo T WS
. . =] LB
to which you want to Bl =0 R
=-5/13/2010 Performed general scaling with hand instruments. Flossed all contact:
add an addendum. = Hotet
2 Patient rinsed with Peridex after treatment.
. Pg2 - 11:05.28 4M [DDS1] [CENTRAL]
3. Click the New & Moot

Proper technique of brushing demonstrated. Flossing with fingers an:

Ad den dum butt on _‘; X #-1/12/2010 5 older demonstrated. Patient given a soft toothbrush and floss.
._Ih N Add d Mew Addendum - 01 - Note#1 - *Pgl - 12:41:37 PM [DROBEB] [CENTRAL]
¢ INew enaum
; R = |
dialog box appears. “ r Ve : _ =
Proper technigue of brushing demonstrated. Flossing Administrative
with fingers and a floss holder demonstrated, Patient Anesthetics
4' Type thC text Of thC given & soft toothbrush and floss, Clinical Exams
addendum. Endodontics
Fixed Prosthetics
5. If necessary, click the Select Provider @ Hygiene
L. Medical Alerts
button % and/or Select Clinic button —r—
#l 10 select the provider and/or clinic Batientimplafl;
you want to attach to the addendum. Periodontics
Prescriptions
6. Click OK. On the confirmation Recommendations
. Removable Prosthetics
message that appears, click Yes. Restorative
Treatment
X-rays
6 Corcs
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Printing Clinical Notes

From the Clinical Notes window, you can print all clinical notes within a certain date range for the current
patient and/or all members of that patient’s family. For instructions on how to print the Clinical Notes Report
from the DXOne Reporting module, see “List Reports” in Chapter 9: DXOne Reporting.

To print clinical notes

1. In the Patient Chart, with a patient selected, from the File menu, click

Clinical Notes.

The Clinical Notes window appears.

2. Click the Print button 4.

The Print Clinical Notes dialog
box appears.

3. Set up the following options:

*  Select Date Range — Click
Date Range, and then type
a range in the From and
To fields; or, click Relative
Date Range, and then select
a range. The clinical notes
within that date range will
appear on the report.

Tip: Using a relative date
range is recommended if
you are saving your report
settings as the default so that
you do not have to manually
type a date range each time
you run the report.

Chapter 4: Patient Chart

24E Dentrix Chart - (Abbott, Patri

Options  View Prim

Clinical Notes - (Abbott, James 5) [CENTRAL] [AMCCLUR

> (Y @ §

|5 o7
Notes:g

[ABB101] [11/11/1962] [50]

;A)F,

- 03/25/2013
E1- 01/24/2012
B Note#1 []

Pg1 - 12:41:37 PM [DROBE] [CENTRAL]

Pg2 - 12:43:32 PM [DROBE] [CENTRAL]

[+ Note#2 []
- 1172472011

tooth 1.

Patient experiences pain but has
UR gquadrant, The pain seems to |

2.2 Print Clinical Notes - (Abbott, James 5) [CENTRAL] [AMCCLURE] [ABB101] [11/11/1962] [50]

Select Date Range
f* Date Range

From: [0a/16/2013
To |p4Ac/2013

" Relative Date Range

| Current Day

-

Patient Selection
&+ Current Patient

All Member's of Current Patient's
Family

G

Feport Type Selection
+ AllMotes
™ Motes Already Approved
" Motes Needing Appraval

‘ 4 ’ Save az Default | Clear Defaults |

Cliriz: S election @
ﬂ v Al

Prowvider /Staff S election
ﬂ v Al

Encounter # 5 election

ﬂWAII

Cancel

*  DPatient Selection — Select whether you want to include clinical notes for the patient currently
selected or for the current patient and anyone else in that person’s family.

*  Report Type Selection — Select whether you want to include all clinical notes, clinical notes that have
already been approved or signed, or clinical notes that have not been approved or signed.

*  Clinic Selection — Click the search button *>! to select the clinic(s) you want to include on the

report, or leave All selected to include all clinics.

*  Provider/Staff Selection — Click the search button > to select the provider(s) you want to include

on the report, or leave All selected to include all providers.

4. To save the current settings for the next time you run the report, click Save as Default.

5. Click OK to preview the report.
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(] ° ° L]
Signing Clinical Notes
A provider can digitally sign a clinical note to indicate his or her approval of the note. Signing a clinical locks

it to prevent changes from being made to the text and to prevent the note from being deleted; however, a
signed or locked note can be appended to.

Tip: You can sign multiple clinical notes at once from the Office Manager.

To sign a clinical note

24E Dentrix Chart - (Abbott, Patri

1. In the Patient Chart, with a patient selected, from the File menu, click

Clinical Notes.
The Clinical Notes window appears. m """
2. Expand the appropriate date 3 |
category in the left pane and Clinical Motes - (Abbott, James 5) [CEW T RAL] [AMCCLURE] [ABB101] [11/11/1962] [50]
b
then select the page of clinical | L B Wehn/ EHe oG
note to want to sign. notes: (] = R -
3. Click the Sign Clinical =-1/24/2m2 Patient experiences pain but has no swelling in
= NoteH1 LR, quadrant. The pain seems to be associated
Note button £ 2 : 37 PM [DROEB] [CENTRAL] JINERTE
Po2 - 1243732 PM [DROBE] [CENTRAL]
The Approval Verification 5 Mojstt?
dialog bOX appears 1+/| Clinical Notes, Approve @
User MName: |Cardon, Thomas

4. Type your User ID and
Password, and then click OK.

The Sign Clinical Note dialog

box appears.

User ID:|DDS9

Password:||
oK | Cancel I

5. In the signature box, sign your
name using a mouse, light pen, finger on a touch

screen, or stylus on a writing tablet. W

Tip: If you need to clear the signature to re-sign,

Sign Clinical Note

click Clear, and then re-sign. Name: | Dennis Smith (0.0.5.] Date: [04/16/2013
. (WARNING: Adding a signature to Clinical M
6' Cth OK- will prohibit any editing of the Clinical Note. D( ) OK ] [ Cancel ]
V4

N

When a signature has been added to the clinical
note, a “Signed on [date]” stamp is added to the end of the clinical note.

Note: If you select a clinical note that has been signed, the Sign Clinical Note button £ changes to the
Signature button '£. To view a signature for the selected clinical note, click the Signature button.

Printing from the Patient Chart

You can print the following from the Patient Chart:
e Datient’s Chart

*  Patient’s Progress Notes and Chart

*  Referral Recap Report

e Referral Slip
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Patient’s Chart

You can print a patient’s dental chart.

To print a patient’s chart

1. In the Patient Chart, with a patient selected, from £, Dentrix Chart - (Abbott, Patri
the File menu, click Print Dental Chart. The Print Options View _ Prim
Options dialog box appears. ’

2. Select the desired print option(s):

U
*  Print Todays Work — To print completed work - Print Options (]
posted on the current system date. Top Margin in Inchest [ 0.
] . ¥ Print Todays Work
*  Print Treatment Plan — To print treatment-planned work s e
. IV Print Treatment Plan
that was posted on the current system date. Then, to include W Pint TP Estimate Deta (2 ’
a list of treatment-planned work and the billed amount, W' Pint Cht s Displayed

¥ Frint Selected Images

R ; W Include Mates
Estimate Detall- V¥ Include Annotation

patient portion, and insurance portion of each, select Print TP

¥ Include Prev. [1.%] Annotation

e Print Chart as Displayed — To include the graphical chart.

*  Print Selected Images — To include patient images if you are < _ Cancel_|

using Image. You can also include notes and/or annotations.

3. Click OK.

Patient’s Progress Notes and Chart

You can print the progress notes and graphical chart as they are currently being viewed in the Patient Chart.

Tip : If you want to print the progress notes without the graphical chart, switch to the progress notes view in
the Patient Chart, and then complete the steps that follow. For instruction on how to switch the Patient Chart
view, see the “Working with views” topic in the Dentrix Enterprise Help.

To print the progress notes with the chart

the File menu, click Print Progress Notes With
Chart. The Print Progress Notes with Chart dialog
box appears.

Options  View Prim

1. In the Patient Chart, with a patient selected, from : 2 Dentrn Chart - (Abbott, Patr

2. Set up the following options:

Print Progress Motes with Chart @

* Note Range — To print all displayed progress Note Fange:

notes, select All Progress Notes; or, to print notes specific to & 4l Progress Notes

a certain date range, select Date Range, and then type a date " Date Range

range- 041642002 044642013

r Show Encounter Mumbers
¢ Print Procedure Amounts — To include amounts for
rocedures that appear on the report.
p pp p [ Print Procedure &maunts

3. Clle OK ‘ 3 ; oK | Cancel |
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Referral Recap Report

The Referral Recap Report shows any completed work within a specified date range that has been flagged as
“Referred By Doctor.” Treatment-planned work that has been referred to the practice by the same provider is
also included. For information about attaching a referral to a procedure, see the “Editing treatment” topic in
the Dentrix Enterprise Help.

To print a referral recap

1. In the Patient Chart, with a patient selected, from
the File menu, point to Print Referral, and then
click Referral Recap. The Print Referral Recap

24 Dentrix Chart - (Abbott, Patri
| Fild Options  View

Prim

dialog bOX appears. | Print Referral Recap @

2. Under Completed Work Date Range, type the date SLRERLEER
range for the completed referred procedures you C CEEEE  EEER <2>
want to print. Only procedures that were completed aceiton Notes .
within the specified date range and are flagged as “RC” (Referred &

-

Completed) will be included on the report.

3. Type any necessary Additional Notes that you want to have print
on the report.

4. Click Print to send the report to the Patient Chart printer or
Print 4 Batch Cancel

Batch to send the report to the Batch Processor.

N V4
N

Referral Slip

You can print a referral slip for patients to give to the doctor they are being referred to. All procedures that
have been flagged as “RTP” (Referred Treatment Planned procedure) and are within the specified date range
will be included on the slip. The referral slip will also include the patient, provider, and referral’s information,
as well as any notes you have entered. For information about attaching a referral to a procedure, see the
“Editing treatment” topic in the Dentrix Enterprise Help.

To print a referral slip

1. In the Patient Chart, with a patient selected, from
the File menu, point to Print Referral, and then
click Referral Slip. The Print Referral Slip dialog

box appears.

24 Dentrix Chart - (Abbott, Patri

Print Referral Slip

2. Under Date Range, type the date range for the

referred procedures you want to print. Only Date Range
procedures that fall within the specified date From: [04/16/2013  To: [04/16/2013 @)
range and are flagged as “RTP” (Referred Treatment Planned

procedure) will be included on the referral slip. Additiona Notes

3. Type any necessary Additional Notes that you want to have
printed on the slip. @

4. Click Print to send the slip to the Patient Chart printer or Batch

to send the slip to the Batch Processor. /\
Print Batch Cancel

v
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Chapter 5: Perio Chart

The Dentrix Enterprise Perio Chart is a clinical tool that allows you to record mobility, furcation grades,
plaque, calculus, bone loss, pocket depths, bleeding and suppuration points, gingival margins, CAL levels, and
MG] measurements. Automatic calculation formulas allow you to expedite the charting process by eliminating
the need to measure multiple indicators.

Once entered, you can view data numerically or graphically. Also, you can print custom reports, charts, and
letters for an insurance consultant or the referring dental professional.

This chapter covers the following topics:
*  Opening the Perio Chart Window
*  Using the Perio Chart Window

*  Entering New Perio Exams

*  Viewing Perio Exams

*  Changing the Perio Exam View

*  Comparing Perio Exams

*  Printing Perio Chart Reports

Opening the Perio Chart Window

You can open the Perio Chart from the Patient Chart.

To open the Perio Chart

In the Patient Chart, with a patient selected, from the Options menu, click Perio.

Tip: If the selected patient does not have an exam, the Perio icon on the Patient Chart toolbar is gray [ 1
the selected patient has an existing exam, the icon is blue [,

The Perio Chart opens and displays the data for the last exam performed (if one exists) or displays a blank data
chart for you to start a new exam.
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Using the Perio Chart Window

The Perio Chart window is divided into the following areas: the data chart, tooth indicator controls,
navigation controls, and data entry controls.

Data chart Tooth indicator controls

R Dentrix Perio Chart - Abbott, Jaries S(im) - DDSL [04/16/2013]CENTRAL(NEVY) [11/11/1962] [50] [ = | & |34
File Options PerioScore Setp Date Provider Diagnostics Summafy Help
TH| 1| 2| 3[4 |56 F| 8| 9|10 11 [12]13[14[15]|16 Tooth # I ability
PO [1] [Focicacsc {
Bid Tooth Code Furcation Grade(z)
Sup
GM | [nane) | |
%1%'_ Flague Bone Lozs
Fa[ | 0-N ~||o-N -
A cle|e|c |10 Nere =llo-Nore ]

[ Seript <- Arch -
PD ICl >
SBld Prev | Hfme | Mext
L 7/
Gl _
E.“%L *Facial/Lingual

Probing Depth

MG l:l l:l l:l th: PESLPE

T#|32 |31 30(29]es |27 |26 |2a]24(23]22 |21 (201918 |A7

Navigation controls Data ent?y controls
This section covers the following topics about how to use the Perio Chart window:
e Using the Data Chart
*  Using the Tooth Indicator Controls
e Using the Navigation Controls

*  Using the Data Entry Controls

Usmg the Data Chart

TH[TT 2 5[6[718|  You can use the data chart to input and display all

Bl periodontal data relevant to the current perio exam in a
g numerical format. The column that extends down the left
Fa side of the data chart indicates each measurement type.

The following list provides an explanation of the abbreviations used in the left column:

e T# (Tooth Number) — Indicates the tooth number to which the displayed information belongs.
*  PD (Pocket Depth) — Indicates the depth of the periodontal pocket in millimeters.

* Bld (Bleeding) — A red oval in this row indicates a bleeding point.

*  Sup (Suppuration) — A yellow oval indicates suppuration (infection) at that site.

* GM (Gingival Margin) — Indicates the gingival margin (recession) measurement in millimeters.
¢ CAL (Clinical Attachment Level) — Indicates the CAL measurement in millimeters.

*  MG]J (Mucogingival Junction) — Indicates the MG] measurement in millimeters.
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¢ FG (Furcation Grade) — Indicates the furcation involvement for the tooth.

* TC (Tooth Code) — Indicates special conditions relevant to the tooth. Conditions can include the
following: C for crown, P for pontic, I for implant, U for unerupted, M for missing, ID for impacted
distal, and IM for impacted mesial.

e  PMB (Plaque, Mobility, and Bone Loss) — Indicates plaque, mobility, and bone loss measurements
specific to the tooth.

The shading within the data chart has special significance:

*  Yellow areas — Represent measurements taken from the facial (buccal) side of the tooth.
*  Blue areas — Represent measurements taken from the lingual side of the tooth.

*  White areas — Represent measurements that correspond to the tooth in general.

Within the yellow and blue areas, you can input six measurements (three on the facial side and three on the
lingual side) for each tooth.

Using the Tooth Indicator Controls

Tooth Mokilly The tooth indicator controls provide options for inputting data specific to a
[1] [focica2csc 4 . Lo ST
TosthCode  Fuoation Bradeld selected tooth. The information input through the tooth indicator controls
[ fonel ] ||| is displayed in the white areas of the data chart. From the tooth indicator
Plague Bone Loss . . .
l = <]| controls, you can input mobility, furcation grade, plaque, and bone loss. In
Soit < | Awh | - addition, you can reference the tooth number currently selected and a text
Prev | Home | Neut description of any codes associated with that tooth (for example, a crown,

pontic, or implant).
The following list explains the function of each control:
*  Tooth # — This field references the current tooth being charted.

*  Mobility — Click the desired mobility classification. The number appears in the center placement of the
PMB line on the data chart.

*  Tooth Code — This field displays applicable condition information about the tooth.

*  Furcation Grade — Click the search button **| to open the Furcation Grade dialog box, which displays
the furcation grades relevant to the selected tooth. Select the appropriate furcation, and then click OK.

* Plaque — From the list, select the appropriate plaque classification. A corresponding number appears in
the left placement of the PMB line on the data chart.

* Bone Loss — From the list, select the appropriate bone loss classification. A corresponding number
appears in the right placement of the PMB line on the data chart.
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Using the Navigation Controls

For quick entry of perio exam data and to facilitate different charting styles, the Perio Chart allows you

to set up a “paths” and “scripts” to indicate the tooth order, site to site movement on each tooth, and the
measurement to be taken (for example, PD, GM, or CAL) at each site. For information about setting up
charting paths and scripts, see the “Customizing perio entry settings” topic in the Dentrix Enterprise Help.

Script <- Arch -»
Prev Home Mext

The navigation controls work in conjunction with the script settings. The following list outlines the function
of each control:

Script — This box displays the tooth number of the current position of the active script. It is a reference
point in case the script is overridden by a different selection, so you know where the script stopped and
where to recommence.

Left Arrow (<-) — Click this button to move from the current tooth to the previous tooth.

Right Arrow (->) — Click this button to move from the current tooth to the next tooth.

Arch — Click this button to switch between the upper and lower arch (or vice versa).

Prev — Click this button to rewind the script from the current tooth to the previous tooth.

Next — Click this button to advance the script from the current tooth to the next tooth in the script.

Home — Click this button to return to the first tooth in the script.

Using the Data Entry Controls

DD T, ees gival margins.

G G G * clinical attachment levels, and mucogingival junction
gingival j

Gingival Margin 1121 3

Clinical &tt, Level 0 | Clear

I:I I:I I:I Path: PESLPE |

“Facial/Lingual The data entry controls allow you to input data specific

Probing Depth to different sites on the selected tooth: pocket depths,
S bleeding and suppuration points, gingival margins,

measurements.

| ow | >
MG

The following list outlines the function of each control:
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Facial/Lingual — Click this button to switch from the facial side to the lingual side of a tooth (or vice
versa).

Probing Depth — Enter the pocket depth measurements.

B (Bleeding) — Click the “B” oval, or press “B” on your keyboard, to indicate a bleeding point on the
tooth. A red oval that corresponds to the selected tooth and site appears on the data chart.

S (Suppuration) — Click the “S” oval, or press “S” on your keyboard, to indicate an infection point on
the tooth. A yellow oval that corresponds to the selected tooth and site appears on the data chart.

Tip: To add both suppuration and bleeding to the same tooth, while hold down the Ctrl key, press “B”.

Gingival Margin — Enter the gingival margin measurements.
Clinical Att. Level — Enter the clinical attachment level.
MG] - Enter the mucogingival junction measurements.

0 — 9 — Click these buttons to enter charting measurements.
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e 1-—To enter a measurement that is greater than nine millimeters, click 1- button followed by the
appropriate number (for example, to enter a pocket depth of 12 millimeters, click the 1- button followed
by the 2 button). Measurements greater than nine millimeters appear as a greater than sign (>) on the
data chart.

* +—To record a gingival margin that is above the CEJ, click the + button followed by the appropriate
number. To indicate that the GM is a positive number, the number appears on the data chart as a white
number in a black square.

e Nxt — Click this button to move from the current site to the next site of the script.
e Clear — Click this button to clear all entries on the current tooth.

* Left, Down, and Right Arrows (<-, v, ->) — Click these buttons to move around the data entry area
(Probing Depth, B, S, Gingival Margin, Clinical Att. Level, and MG]J) without advancing to another
tooth.

e Path — This button always displays the current path being used (for example, PBSL, PBSR, or none).
To manually switch between paths while charting, click the button until the desired path appears on the
button.

Entering New Perio Exams

Dentrix Enterprise offers a great deal of flexibility for entering data into a perio exam. You can enter only the
most basic information, such as pocket depths. Or, if you want to do a more comprehensive exam, almost
every perio classification and measurement is available to be charted and noted.

To enter perio measurements

24& Dentrix Chart - (Abbott, Patri

1. In the Patient Chart, with a patient selected, from the Options menu, click
Perio.

The Perio Chart opens.

Tip: If a patient has an 2

existing perio exam, Dentrix Dentrix Perio Chart - Abbott, J msw DDS1 [04/16/2013]CENTRAL(NEW) [11/11/1962] [50] | = | & [[wZa]
m Dat

Enterprise automatically File | Options Perio Score m Provider Diagnostics Summary Help
h THI1 | 2| 34|56 7|[8]83 \R 1213|1415 |16 Tooth # b obility
opens the most recent exam || [1] Foriczcary
as a reference. You can save  ||£8 \ ToothCode _Furcation Gradels]
. b . l h Gk \ | [none] | >>|
time by entering only the | Plaque Bon Loss
measurements that have EK 3) clelele \ w [1ONere  xflo-None -]
H P Script
changed since the last exam. [P0 \ B < | Awh | >
g SBld \ Prewv | Home Mext
up
. G .
2. To choose the script that CaL N *Facial/Lingual
matches your charting style o Picting Depth
) y g ty b4 Eld
click Setup on the menu i
. CAL +
bar. To select the desired M
path, click the Path button |} L] Mt
. 5 FD
until that path’s name i
up >
appears on the button. e MG !
. M l:l l:l l:l Path: FESLFE
3. Enter perio measurements, T# |32 |31 (30|29 28|27 |25 | 25 [ 24| 23] 22 | 21 |20 [ 19| 18] 17 4

following the selected path
and script. To enter information not included in the script, use the controls located on the right side of
the Perio Chart.
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The following list contains the keyboard commands that can be used if you prefer using the keyboard for
data entry:

*  Numeric key pad — Works the same as the number buttons on the data entry controls.
*  Number keys — Work the same as the number buttons on the data entry controls.

*  PAGE UP — Works the same as the Prev button on the data entry controls.

*  PAGE DOWN - Works the same as the Next button on the data entry controls.

*  HOME - Works the same as the Home button on the data entry controls.

¢  DELETE — Clears all entries in the current selection. Works the same as the Clear button on the data
entry controls.

*  Arrow keys — Works the same as the arrow buttons in the data entry controls.

*  Asterisk (¥) — Works the same as the Facial/Lingual button on the data entry controls. It toggles
between the two surfaces of the selected tooth.

* ENTER - Advances the selection through the current script settings.

4. From the File menu, click Save Exam.

Viewing Perio Exams

Once an exam has been saved, it can be viewed at any time.

To view an existing exam

[M Dentrix Perio Chart - Abbo

Options  Perio Score

1. In the Perio Chart, from the File menu, click Open Existing

Exam. ’
Perio Chart Open
The Perio Chart Open dialog box appears.
o 32532012
Select the exam that you want to view.
Click OK.

Delete
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Changing the Perio Exam View

From the Perio Chart, you can view perio data in several different formats. This section covers the following
view options:

*  Viewing the Graphic Chart
*  Viewing the Combined Graphic and Data Chart

*  Viewing Quadrants

Viewing the Graphic Chart

Unlike the data chart, which displays perio data numerically, the Perio Chart’s graphic chart view displays
numeric perio data in a graphical representation. You cannot add or change data while in the graphic chart

view.

To view the graphic chart
In the Perio Chart, from the Options menu, click Graphic Chart.

—— e N

o

— Gingival Margm —— Clmical Attachment Level —— Mucogmgival Junction
¢ EBleedimg © Suppuration ¢ Bleedmg and Suppuration
Furcation: F1 +» F2 < F3 w F4 w Mobility: 1 2 2 4 [ Prb Depth
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Viewing the Combined Graphic and Data
Chart

In the Perio Chart, you can view a combination of the data chart and graphic chart. Numerical data appears
above the graphic portion of the chart. You cannot add or change data while in the data and graphic chart view.

To view the combined graphic and date chart

In the Perio Chart, from the Options menu, click Combined Graphic & Data Chart.

—— [CAL = Climcal Attachment Level
[ = Central @ Bleeding 2 Suppuration = Bleedmg and Suppuration
M = Mesial Furcation: F1 - F2 =~ F3 w F4 ~w Mobility: 1 2 3 4 B PD="PrbDepth

© Dentrix 1990 - 2008

Viewing Quadrants

You can enlarge a quadrant to view that area close up.

To zoom in on a quadrant
1. While viewing the data chart or graphic chart, click in the quadrant you want to view.
2. From the Options menu, click Quadrant Zoom.

3. If you want to zoom back out to see all quadrants or to select a different quadrant to zoom in on, while
in the quadrant zoom mode, right-click anywhere in the window to zoom out so that all quadrants are
being viewed in the graphic chart (the pointer changes to a magnifying glass), and then click the desired
quadrant.

4. When you are finished using the quadrant zoom feature, from the Options menu, click Quadrant Zoom
again to get out of the quadrant zoom mode.
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Comparing Perio Exams

To help you educate your patients regarding periodontal disease progression, you can compare up to four
saved perio exams with the current exam.

To compare exams

1. In the Perio Chart, from the Options menu, click Exam Comparison. ¥ Dentrix Perio Chart - Abbe
—Fi-h-lml Perio Score
The Perio Comparative Selections dialog box appears. ’Tn 1[2]3 ’ a[5]¢
FD
2. Under Compare, SClCCt the type Of Comparison Peric Comparative Selections - @
that YOU want ViCW: Comnpare Select Comparizon Exam
. . * Probing Depths (Data) 10/16/1995
* Probing Depths (Data) — To review B 01/25/2012
a data comparison of probing depth 2 g c @
—
measurements. E_I]nlcal Attachmlint Lewvel
*  Gingival Margin — To review a comparison ® iy (et

" Furcation Involvement [Data)

of gingival margin measurements. Select
whether to view a Graphic or Data

- -
representatlon.

Dizplay

= Cancel
* Clinical Attachment Level — To review a 3)'— o
. . |— =0
comparison of CALs. Select whether to view -

a Graphic or Data representation.

*  Mobility — To review a data comparison of
mobility measurements.

*  Furcation Involvement — To review a data comparison of furcation grades.

3. Under Display, select what you want to display: MGJ Line, Bleeding, Suppuration, Mobility, or
Furcation Involvement. These options are not available if Probing Depths (Data) is selected under
Compare.

4. Under Select Comparison Exam, select the exams you want to compare to the current exam.

Click OK.

[B Dentrix Perio Chart - Abbott, James S(lim) - DDS1 [04/16/2013]CENTRAL(NEW) [11/11/1962] [50] o] @ (=
File Options Perio Score Setup Date Provider Diagnostics Summary Help
Probing Depth Comparison

MAXILLARY TOOTH # 1 2 3 4 5 b 7 ] 9 [10 [11 (12 |13 |14 |15 |16
| DCM DCM DCM DCM DCM DCM DCM DCM MCD MCD MCD MCD MCD MCD MCD MCD
_ Facial _05£12f2010 123123412364612354675123746712354761235465125536
Change T X TR + + T
| 05{13f2010 234671234871263647(612374273614551511231231234676
_ Lingual 05£12f2010 145362155453214321(323213213255155325614563216/554
Change TR IEED A T T I IR
05{13f2010 764372[167632614321(876[413872643[261/864362[176/231[321

MANDIBULAR TOOTH # 32 |31 |30 |29 (28 |2
DCM DCM DCM DCM DCM DC

~

26 (25 |24 (23 (22 |21 |20 [19 [18 |17
DCM DCM MCD MCD MCD MCD MCD MCD MCD MCD

=

_ Facial 05/12f2010 235455465231 654712(354651235465123566125364255(345
Change L Mokt bkt H L otk ot
| 05/13/2010 128364123417 236617236(471234[123451236412534523[155
_ Lingual 05/12f2010 212435P264532157432156/432564/321432154631527453]215
Change T IEY YT t b
05/13/2010 212[154553(251/455/321(453[216/456(321[545/135[245532[145321
LEGEND
[_TOOTH CODES
M Missing 0to 9 mm below the CE.J )+ >1mm and 2mm worse
U Unerupted > >»9 mm below the CEJ - >2mm worse
P Pontic A 1 mm above the CEJ 4~ >1mm and 2mm better
I Implant B 2 mm above the CEJ >2mm better
C Crown C 3 mm above the CEJ
IC Implant+Crown D 4 mm above the CEJ
ID Impacted Distal E >4 mm above the CEJ

IM Impacted Mesial
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Printing Perio Chart Reports

From the Perio Chart, you can print a variety of different charts and letters with periodontal exam
information.

To print the Perio Chart reports

1. In the Perio Chart, while viewing the exam you want to

].I Dentrix Perio Chart - Abbott, James S(Jim) - DDS1 [01/
print, from the File menu, CliCk Print. @- File | Options Perio Score Setup Date Provider
TR 1| 2| 3[4[5[6 78 3[M0][T[
The Perio Print Selections dialog box appears. po, 12 111 221 22{ 12 BN O e
2. Specify the letters and information you want to print: & ¢
CAL|NR| 111|221 |222] 212 211|z1z|1z1 [ |2
*  Letters — Select any of the following letters P ==
that you want to print (Microsoft Word Lstters Charts R e
. I Insurance Consultant ™ Data Chart
must be installed): B Eere
™ Pocket Depths Only il
. [ Patient Initia - Z
* Insurance Consultant Letter — Printsa | - 22000 @l— Graphic Chart 1
letter that can be sent as documentation | | Patient Completion I Combined GraphicDataChat | - (IS
{,‘P : d d B [ Refering Dentist |nitial ™" Exam Comparison S BT
of Perio disease diagnosis to an e 221(212|2
Refering Dentist Progress
insurance carrier. I™ Refering Dentist Completion Print Cancel
e Patient File — Prints a document that ekl QST b Bl e Gl
. . ) Sup 0
B
can be placed in the patient’s chart that gaL| 111|121 [212{111 | 112|121 |211 212 ] 221 |2n2 121 |
documents the perio diagnosis for the -
lected exam |32 (31|30 20| 28|27 |28 | o5 | 2a | 23] 22| 2
selected exam.

*  DPatient Initial — Prints a letter that can be sent
to the patient to remind him or her of perio diagnosis and to suggest home care aids.

*  Patient Progress — Prints a follow-up letter that can be sent to provide an update for the patient
on his or her perio status.

*  Patient Completion — Prints a congratulatory letter that can be sent to a patient on the
completion of his or her perio treatment. The letter contains several helpful reminders to aid the
patient in maintaining perio health.

*  Referring Dentist Initial — Prints a letter that can be sent as documentation of Perio disease
diagnosis to the referring dentist.

*  Referring Dentist Progress — Prints a letter that contains updated diagnostic information for the
referring dentist.

*  Referring Dentist Completion — Prints a letter that contains final diagnostic information and
explains that the patient should be returning to the referring dentist for general dental care.

e Charts — Select any of the following perio chart information that you want to print:
* Data Chart — Prints the data chart.
*  Pocket Depths Only — Prints the data chart but only includes pocket depths.
*  Graphic Chart — Prints the graphic chart (will print in color if sent to a color printer).

* Combined Graphic & Data Chart — Prints the graphic and data chart (will print in color if sent
to a color printer).

*  Exam Comparison — Prints the exam comparison chart. This option is available only if you are
viewing an exam comparison.

3. Click Print.
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Chapter 6: Treatment Planner

The Treatment Planner can help you provide your patients with easy-to-understand treatment options. When
the Treatment Planner is opened for a selected patient, his or her entire treatment plan is used to create a
default treatment plan case. You can set up additional cases and visits, and you can view detailed treatment
and insurance information. Also, you can group procedures in a treatment plan case by visit or by case to
provide patients with different treatment options.

This chapter covers the following topics:
*  Opening the Treatment Planner

*  Using the Treatment Planner Window
*  Customizing Case Settings

*  Selecting the Case Details to Display
*  Working with Treatment Plan Cases
*  Viewing Case Status History

* Adding Consent Forms to Cases

*  Signing Consent Forms

* Editing and Deleting Procedures

*  DPosting Completed Procedures

*  Updating Treatment Plan Fees

*  Generating Treatment Planner Reports

Opening the Treatment Planner

You can open the Treatment Planner from the Patient Chart and Ledger.

To open the Treatment Planner

In the Patient Chart or Ledger, with a patient selected who has treatment-planned procedures, from the
Options menu, click Treatment Planner.
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Using the Treatment Planner Window

The Treatment Planner window consists of a menu bar, toolbars, the Treatment Plan panel, the case details,
and the graphical chart or progress notes.

Treatment Plan Panel Case Details Graphilca\ Chart

= Dentrix Enterprise [Treatment Planner - Baber, Kirk O [BA0O001] [06/23/1964] [48]

i File Edit Optiony Wiew Insurance Help
W EYEC BT 2 AR D E S @ e wino
s m0ols 8 53Ol

Case Status: Created: 5/1 Case Severity: Mone
(¥ VisitNot Se
Code Th | Surf Description Fee Pat. Portion
: 5 1] D2110 4 O, Arnalgarn-1 surface, primary 123.10 123.10
& Case 123,10 $0.00
Created: 5/17/2010 |8
Treatment Plan
Created: 51772010 Treatment Plan Case Total $123.10
Estimated Deductible Applied $0.00
Estimated Insurance Payment $0.00
Estimated Guarantor Portion $123.10

[ Include Rejected Cases

(. Treatment Plan Case Setup

a Insurance/Case Amounts

This section covers the following topics on how to use the Treatment Planner window:

e Using the Treatment Planner Toolbar

*  Using the Treatment Plan Panel

Dentrix Enterprise 8.0.5 User’s Guide



Chapter é: Treatment Planner

Using the Treatment Planner Toolbar

The Treatment Planner includes toolbars with buttons you can click to access certain areas or features of
Dentrix Enterprise.

D $ 0052830

The function of the buttons specific to the Treatment Planner are explained in the following table.

@

Click the Refresh button to update the data from other modules, such as the Ledger or Patient
Chart.

£

Click the Update Treatment Plan Fees button to update the treatment plan fees manually to
reflect any fee schedule changes.

Click the Primary Dental Insurance Notes button to view the primary dental insurance plan
note for the primary dental insurance plan of the patient currently being viewed in the Treatment
Planner. You also have buttons for secondary, tertiary, and quaternary dental insurance if the
current patient has those particular types of insurance coverage.

Click the Insurance Benefits button to view a summary of the current patient’s insurance benefits.
You also have the option to include all family members.

Click the Print button to print one of the Treatment Planner reports.

Click the Treatment Planner View button to select a Treatment Planner view.

Click the Copy Case Detail to Clipboard button to copy the case detail currently being displayed
to the Windows Clipboard so that you can paste the information into a word processing program.

g &L L&

Click the Other Appointments button to view appointments that have been scheduled for the
patient selected in the Treatment Planner and that patient’s family members.

For a comprehensive explanation of all the Treatment Planner toolbars, see the “Using the Treatment Planner

toolbars” topic in the Dentrix Enterprise Help.
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Using the Treatment Plan Panel

From the Treatment Plan panel, you can assign treatment to cases, set the order of the visits, create alternate
cases, view insurance estimates, add supporting information, view case history statuses, and set up the default
settings and required consent forms for new cases.

The Treatment Plan panel consists of several sections that you can open by clicking the corresponding section
button.

w2 ORItV IEE

Coostad: 5772010
Cooeiad: 51772010
o
et Al L
—‘_-'/f El

Treatment Plan
B 1PN p(orosed: 05713/2008

Include Completed Cases
[ Include Rejected Cases [ Include Completed Cases
[ Include Rejected Cases

|z Treatment Plan Case Setup

£l Insurance/Case Amounts |ix Treatment Plan Case Setup

- Supporting Information Section ﬂ Insurance/Case Amounts Section
Buttons - N . Buttons

(&) Case Status History - Supporting Information

@ Settings @ @ ]

Note: If you resize the button area so that not all the buttons fit on the panel, a smaller version of any section
button that does not fit on the panel in its full size appears at the bottom of the panel.

The following is a brief explanation of each section;

*  Treatment Plan Case Setup — Open this section to assign treatment to cases, create and link alternate
cases, set a recommended case, change the status of a case, set the severity level for a case, set the order of
visits for a case, add and sign consent forms, complete procedures, and print Treatment Planner reports.

* Insurance/Case Amounts — Open this section to view insurance estimates, treatment plan case totals,
insurance plan notes, and patient and family benefit details.

*  Supporting Information — Open this section to add notes and consent forms to a case.

*  Case Status History — Open this section to assign and view status changes for a case. You can also create a

referral.

*  Settings — Open this section to set the defaults for all new cases that are created and to manage consent
forms.
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Before treatment planning a case, set up the case defaults. Changes made to the default case settings affect all
other computers on your practice’s network, and the selected settings will be used for every new case that is

created.

To customize case settings

In the Treatment Planner, on the Treatment Plan panel, from the Settings section, set up the following
options:

*  Default Settings for New Cases

Estimate Expires — Select the default expiration date for all cases: Default Settings for New Cases

“1 year from current date,” “3 months from current date,” “1 Estimate Expires:

» « . . » |
month from current date,” “Beginning of next calendar year, Dl Case Nete Templste
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“Beginning of next fiscal year,” “Beginning of next month,” or [INDNE] =] [[Template Setup

“Prim. Ins. Benefit renewal month.”

Default Case Note Template — Select the default that will be

used to create case notes from a template. “[NONE]” is the only option that is available until another

template has been set up. To add, modify, or delete a template, click Template Setup.

*  Automatic Case Status Updates — Select the case statuses that you want to be added automatically to the
case status history:

Automatic Caze Status Updates

Select which Case statuses should be

Printed — A case will be updated with the “printed” status when the  Ziamaticaiy appied

case is printed.

Frinted

Proposed — A case will be updated with the “proposed” status to

present or propose the case to the patient.

Note: If you select a status, the status is automatically applied to the current case.

*  Setup Consent Forms — Any existing consent forms that will be used for new cases appear in the list box.
Do any of the following:

Setup Conzent Forms

New — To add a consent form, click New. Cansent Forms:

Edit — To edit an existing consent form, select that consent form,

and then click Edit.

Delete — To delete a consent form, select that form, click Delete,
and then click Yes to confirm the deletion.

Mew...

[ Select Procedure Information

Select Procedure Information — To select what procedure

Select Electronic Signature Device:

information is allowed on consent forms by defaul, click Select [Pointing Device
Procedure Information.

Select Electronic Signature Device — Select the device that will be used to sign cases at this
computer.

Important: If you are using Terminal Services or Citrix on this computer to connect remotely to a
computer with Dentrix Enterprise installed, an ePad will not work for signing consent forms from

this computer.

For a comprehensive explanation of all the available case settings, see the “Customizing case settings” topic in
the Dentrix Enterprise Help.
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Selecting the Case Details to Display

You can specify what, if any, procedure information you want to be displayed in the case details area.

To select the procedure information to display

1.

In the Treatment Planner, from the View menu, click Procedure Information.

The Procedure Information dialog box appears.

Insurance Help

@_ .

<# Dentrix Enterprise Treatment Planner - Baber, Kirk O [BA0001] [06/23/1964] [48]

[ iEnitry Date |

[F] Procedure Date
Procedure Code

Toath

Surface

Provider

Description

[ Procedure Progress Notes

Select the columns you want to display for each Case.
Fee
[ Other Fee )

Select All
Patient Portion
[ Primary Dental Insurance Estimate

B fary Dental | Exct

[ Pre-Est
e —

W EVLY RO O seBH & I!Ei& Ta'g 8 @ saber, kirko
i & 555, 2.l
Procedure Information

le Status: Created: 5/13/2010

b

Case Severity: Mone

(® Visit Not Set

Code Th
Dzii0 4

Surf
D,

Description
Amalgam-1 surface, primary

Fee Pat. Portion
123.10 123.10
$123.10 $0.00

Treatment Plan Case Total $123.10
Estimated Deductible Applied $0.00
Estimated Insurance Payment $0.00
Estimated Guarantor Portion $123.10

2. Select the information you want to display in the case details. The case details will have a column for each

information item that is selected.

3. Click OK.

Working with Treatment Plan Cases

Treatment-planned procedures can be grouped into a case. This section covers the following topics about

treatment plan cases:
.
Creating New Cases

Creating Alternate Cases
Linking Alternate Cases

Setting the Recommended Case

Ordering Procedures by Visit
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Using the Treatment Plan Case Setup Section
The Treatment Plan Case Setup section

g Il td aEE on the Treatment Plan panel displays the

o Treatment Plan 1 treatment plan cases that have been created
N Created: 01252012 )
D050 Comp oral evalnew/estab pat fOI‘ a patlent.
[D1207: Prophylasis with fluoride-child
Bl D2160: Amalgom3 su. prin/perm [#13 MOD] As you select a case in the list, the other
3 D220 Amalgam-2 suface, primary (R>] [#14 D, L] . .
py Case2 sections (except for Settings) on the panel
.
Created: 5/17/2010 .
o and the case details are updated to reflect
aze ) . .
'S Created: 51772010 the information for the selected case.
Treatment Plan

/ Created: 5142010

Include Completed Cases
[ Include Rejected Cases

The function of each button on the section’s toolbar is explained in the following table.

Click the New Case button to create a new treatment plan case you can use to group treatment-
Y g
planned procedures.

n Click the Delete Case button to delete the selected treatment plan case.

Click the Link Alternate Cases button to link alternate treatment plan cases together so that,
e when one of the cases is accepted, the others are automatically rejected. You can also set the
recommended case.

L Click the Update Case Status button to change the status of the selected treatment plan case.

@ Click the Set Case Severity button to specify a severity for the selected treatment plan case.

Click the consent forms button to add, sign, or view consent forms for the selected case. The
appearance and functionality of the button varies depending on the status of the consent forms
for the case:

?‘ There are no consent forms attached to the case. Click the No Consent Forms button to
' add consent forma to the selected case.

The case has at least one unsigned consent form. Click the Case Has Unsigned Consent

Forms button to sign the consent forms.

The case has at least one consent form that is missing one of the two required signatures.
Click the Consent Forms Missing Signature button to sign the consent forms.

All the consent forms for the case have been signed. Click the All Consent Forms Have

Been Signed button to review the consent forms.

t ‘ Click the Move Case Up button to move the selected case up one place in the list. Click the
Move Case Down button to move the selected case down one place in the list.
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i Click the Print button to select a Treatment Planner report you want to print.

Click the Expand All button to view all the treatment-planned procedures for every case listed.

= Click the Collapse All button to show only the name and date of every case listed.

You also have the following options at the bottom of the Treatment Plan Case Setup section:

Include Completed Cases — Selecting this option includes completed treatment plan cases in the case list.
Include Rejected Cases — Selecting this option includes rejected treatment plan cases in the case list.

Create Visit — When procedures that have not been assigned a visit number are selected, clicking this
button [Z] creates a new visit that is given the next available number for the corresponding case.

Delete Visit — When procedures that have been assigned a visit number are selected, clicking this button
(2] deletes the visit from the corresponding case.

Creating New Cases

The Treatment Planner groups treatment-planned procedures by case. There is always a default treatment plan
case, but you can create additional cases as needed.

To create a new case Treatment Plan Case Setup

1.
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In the Treatment Planner, on the Treatment Plan panel,

. . Treatment Plan 1
from the Treatment Plan Case Setup section, click the fa) Created: 0172572012
New Case button * . The new case appears in the case list. g

Type a name for the case, and then press Enter to apply the
name.

Select the procedures in the Treatment Plan [1]
default case that need to be ls
put in the new case (to select

multiple procedures, while

pressing the Curl key, click the procedures), and then click again and drag the selected procedures to the

new case.

'ﬁﬁ‘ Created: 5A18/2010

Tip: All treatment-planned procedures are automatically added to the default case (“Treatment Plan” is
the name if it has not been renamed). If all the procedures in the default treatment plan case are part of
the same case, you can rename the default case instead of creating a new case and moving the procedures.
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Creating Alternate Cases

Alternate cases can be created for the same set of treatment-planned procedures. Creating alternate cases
provides patients with several treatment plan options. An alternate case is linked to the original case.

For example, a patient may need a tooth extraction and an implant or bridge. One treatment plan case can
include the root canal and an implant. An alternate case can include a root canal and a bridge.

To create an alternate case

Treatment Plan Case Setup

w2 ORItV HEE

Renarme Case

1. In the Treatment Planner, on the Treatment Plan panel, from
the Treatment Plan Case Setup section, select the case for
which you want to create an alternate case. Right-click that
case, and then click Create Alternate Case.

B ooen:
1 IDIENE

E D216 Set Case as Patient's Default Treatment Plan
The Create Alternate Case dialog box appears. 3 D21z

Consent Forms...
2. Verify that the case being displayed in the Create Alternate
INk. AICErNale ases

Case For list is the case for which an alternate case is Set & ecommended Case
Create Alternate Case @

Delete Case

being created.
Create Alternate Case for: N

Tip: The selected case is the case that will be flagged as the EIEEETI =
. I of Al Case:
recommended case. If you do not want this case to be the C )am permate Case

K K K Treatment Plan 1 Alternate
recommended one, you can select a different case while in Joct procedurcs 1o copy into alterate Cose:

this dialog box, or you can change the recommended case I DBOA0: Comprehensive ortho, adul dert
w| D2730: Crown-full cast high noble mtl [#19 ]
later. v 03330 Root canal therapy - molar [#15 ]

™| 01110: Propl dult

3. In the Name of Alternate Case text field, type a name for @

the alternate case.

4. Select the procedures you want to copy to the alternate

case. 5 Yok ] [ cons

Tip: The procedures common to the alternate cases are
procedures that must be treated regardless of which
treatment plan is selected. For example, since a root canal therapy must be completed regardless of the
type of restoration placed on the tooth, root canal therapy must be included in both cases.

5. Click OK.
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Linking Alternate Cases

When you create an alternate case, the alternate case is automatically linked to the original case. Also, if you
have created cases that are all alternate cases for each other but are not linked, you can link them manually.
You can link several treatment plan cases together if necessary; however, make sure each case is functioning as
an alternate treatment plan being offered to a patient.

Additionally, linking cases can be beneficial for updating statuses. For example, if you apply an Accepted
status to a case, the other linked cases are automatically given a Rejected status.

To link alternate cases

Treatment Plan Case Setup

w2 ORItV IEE

Renarme Case

1. In the Treatment Planner, on the Treatment Plan panel, from
the Treatment Plan Case Setup section, select a case that is
already linked to another case, or select a case that you want to
be the recommended case and link to another case. Right-click
that case, and then click Link Alternate Cases.

The Linked Cases dialog box appears.

D 50:
D1201:

E D2160: Set Case as Patient's Defaulk Treatment Plan

Delete Case

3 D20 Consent Forms...

2. Ifyou right-clicked a case that is not already linked, from oE 5 PETIEIeT S
the Recommended Case list, select the recommended Linked Cases ==
case; otherwise, this list is unavailable and displays the Recommended Case: g
recommended case you right-clicked or the recommended case for Letmen Pon Q) -
the case you right-clicked. Linked Cases:

3. Select the cases you want to link. At least two cases must be &4 TisementEiEn

v Treatment Planl

SCICCth. v Treatment Plan2 @
4. Click OK.

Tip: Linked cases have link icons (B or B after them. The
background color of the icon varies, depending on how many sets
of linked cases exist for the patient; for example, you could have
two cases linked together and two other cases linked together, and
the background color of the link icon for both of those sets will be different.

Setting the Recommended Case

The recommended case is the case that contains the recommended treatment plan. The recommended case
can be changed after alternate cases have been created.

To set the recommended case

Treatment Plan Case Setup

v QR 1tV SEE

Renarme Case

In the Treatment Planner, on the Treatment Plan panel, from the
Treatment Plan Case Setup section, select the case you want to set
as the recommended case. Right-click that case, and then click Set

; L. . . . 1 e
as Recommended Case. This option is unavailable if the case is Diony|  Deete Cese
. D21 BU: Set Case as Patient's Defaulk Treatment Plan
not linked to an alternate case. 2
3 D&z Consent Forms...

Tip: The link icon Bl after the case will become starred El. The

starred link icon after the prior recommended case becomes a

normal link icon.
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Ordering Procedures by Visit

You can organize treatment-planned procedures within a case into visits when more than one visit will be
required to complete the treatment plan. For example, a patient could have a root canal performed and a
temporary crown placed on the first visit and then the final crown seated on another visit.

To order procedures by visit

161

1. In the Treatment Planner, on the Treatment Plan Treatment Plan
panel, from the Treatment Plan Case Setup section, |zt el U AT

expand the appropriate case by clicking the plus sign D2750: Crevrvporc fuse high noble mi (83 ]
(+). 02150 Ams

Delete Procedurels)
Set Complete

Create Yisit

2. Select the procedures that will be completed in one
visit (to select multiple, while pressing the Ctrl key,
click each procedure). Next, right-click one of the selected Move to Visit 1 (HEW)
procedures, and then click Create Visit. The visit number appears next
to the procedures.

Repeat this step for all subsequent visits of the treatment plan. As visits are created, the number of the

visit increases (1, 2, 3, and so forth).

Treatment Plan
EREE-Y Croated. 5H19/2010]

D01 50; Comp oral eval-newdestab pat
02140; Amalgam-1 swif, primdperm 19 B.]
E D2 60; Amalgam-3 swif, primdperm [H13 MOD]

Viewing Case Status History

As a case is created and modified, the Treatment Planner tracks the changes in status and provides a way for
you to view those changes. After reviewing the status history of a case, you can update the case status.

To view and update the status history of a case

Treatment Plan Case Setup

1. In the Treatment Planner, on the Treatment Plan panel, from
the Treatment Plan Case Setup section, select a case.

2. Open the Case Status History section for the selected case,

which is shown at the top of the section. —
ase

Case: Created: BA7/2010

The Case Status History table displays the status history for

Caze Status History:

the selected case, which includes the date of the change, the Date Status o
08A7/2010 Created Case was set
current status of the case, and any comments made at the A cieated e

time of that particular change.

3. If necessary, to update the status of the case, under Update @
Current Case Status, from the New Case Status list, select
the appropriate status, and then click Update.

Tip: You can also update the status for a selected case by
clicking the Update Case Status button * on the Treatment
Plan Case Setup section’s toolbar. < i |

Update Current Case Status

Mew Caze Status:  |Propozed 3
Caomment:

| /

I
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Adding Consent Forms to Cases

You can add consent forms to cases for a patient and provider to sign. You can set up consent forms from the
Settings sections of the Treatment Plan panel.

To add a consent form to a case

1. In the Treatment Planner, on the Treatment Plan panel, from
the Treatment Plan Case Setup section, select a case. Next,
right-click the case, and then click Consent Forms. The
Dentrix Consent Forms dialog box appears.

2. From the Select Consent Form list, select the form you want

to add to the selected case.

3. Click Add.

The Consent Form dialog box appears.

Dentrix Consent Forms
4. Under Patient/Representative signature, the patient selected in
the Treatment Planner is entered in the Name field but can be Foms for sejeced Cese
changed. Also, the Relationship to patient has “Self” entered by B
default but can be changed (for example, you can type “Spouse” Date | Consent Fom | Signatures
or “Parent” if the person signing the form is the patient’s spouse
or parent). The name and relationship can be edited at a later
time (for instance, when the consent form is going to be signed).
5. Under Practice signature, click the Name search button |z to mnfapens et
select the provider (primary or secondary) who will sign the form,

or you can type the provider’s name in the field. The name can
be entered at a later time (for instance, when the consent form is

going to be signed).

Tip: The consent form can

be signed by the patient and
provider at a later time. Also,
both signatures do not need to
be acquired at the same time.
For information about signing
consent forms, see “Signing
Consent Forms” in this chapter.

Click Save.

To print the consent form, click
Print. You can print any consent
form, signed or not.
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Treatment Plan Case Setup

2 ORItV HEE

Rename Case
Delete Case
Set Case as Patient's J3

B ooven:
1 IDIENE
ER D2160:

3 D21am

b Treatment Plan

Consent Forms... a

Create Alternate Case

Link Alternate Cases
Set as Recommended Case
Unlink Selected Case

Select Consent Form:
Consent for Anesthesia ‘ :: ’ m 3

Consent Form = @
Consent for Treatment ﬁ -
|, the undersigned patient, hereby authorize the undersigned provider to perform the procedure(s) or course(s) of -

treatment listed below. | understand my dental condition and have discussed several treatment options with the i
undersigned provider. | have been given a printed copy of the procedure or treatment details and any post-op =
instructions.

| understand the risks inherent in the treatment{s). | have discussed these risks with the dentist. The dentist has
Addressad all nnestions and concems | have nreserted | nnderstand the exnected results of the nocedured=) or

Patient/Fepresentative signature

Practice signature

Clear Clear

MName: | Kirk O. Baber MName:

Date: 041672013 @ Date: 041672013

Relationship to patient Self
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Signing Consent Forms

The patient and provider can electronically sign consent forms attached to a treatment plan case. Once a
signature is added to a consent form and the form is saved, the signature cannot be removed. The consent
form is considered locked once both parties have signed it (both parties do not have to sign on the same date).

To sign a consent form

1.

Treatment Plan Case Setup

w2 ORItV HIEE

Renarme Case

In the Treatment Planner, from the Treatment Plan Case
Setup section of the Treatment Plan panel, select a case that
needs to be signed. Next, right-click the case, and then click
Consent Forms.

B ootsn:

Delete Case
[1 0EE

et D
E DZ1E0: Set Case as Patient's b Treatment Plan

The Dentrix Consent Forms dialog box appears.
Create Alternate Case

Double-click the consent form you want to sign. The Dentrix Consent Forms
Consent Form dialog box appears. Forms for selected Case:
Informed Consent

Under Patient/Representative signature, if the Form

correct patient is not already entered in the Name Date | Consert Fom s
field, type the name of the person who will sign the AL e

form. Also, if the correct Relationship to patient is
not already entered, type a relationship (for example,
“Self,” “Spouse,” or “Parent”). Then, have the patient or [ Remove Seecied Form |
patient’s representative sign in the box using an input

Select Consent Form:

device. Consert for Anesthesia LI
Note: You can click Clear if the patient needs to re-sign.

‘This button is unavailable if the consent form has been
saved with a signature (even
the slightest mark registers as a
signature) or no signature has

been added yet. Once the form is @ @
. Clea Clea
saved, the signature, name, and ' '

Patient/Representative signature Practice signature

relationship cannot be changed. o et Name:
Date: | 047162013 Date: | 041162013
Under Practice signature, if the Relationship to patient Self

correct provider is not already
entered in the Name field, click
the search button 2] to select
the provider (primary or secondary) who will sign the form, or you can type the provider’s name in the
field. Then, sign in the box using an input device.

Note: You can click Clear if you need to re-sign. This button is unavailable if the consent form has been
saved with a signature (even the slightest mark registers as a signature) or no signature has been added yet.
Once the form is saved the signature and name cannot be changed.

Click Save.

To print the consent form, click Print.
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Editing and Deleting Procedures

You can edit or delete existing treatment-planned procedures that are not in history.

To edit or delete a treatment-planned procedure

Treatment Plan
1. In the Treatment Planner, on the Treatment Plan = Created: 5772010
panel, from the Treatment Plan Case Setup section, 2750 Crown-porc fuse high noble mi [#3 ]
expand the appropriate case by clicking the plus sign D2150: Amalgam-2 surf. primperm [#14 MO ]
(+), and then double-click a procedure. 05120 Complete denture - mandibular [#18-31
P
The Edit or Delete Procedure dialog Edlit or Delete Procedure =
b()X appears‘ Operatar:| ENTERPRISE ncounter #: ||
f h {: ll . Date: |0416/2013 Start D ate: Completion Date:
2' DO one of the 1o OWIHg' rocedure: |D2391 »» | | Rakin composite-1=, posterior Procedure Status
" % Treatment Plan
*  Make any necessary changes, and Cinc: CENTRAL Approval Status
. . . Toaoth: {14 Overide |ns. estimate N -
then click OK. For information ootief 14 _— —
Surfaces:’l\u‘l,i . tim. s " Completed

about the options that are wmon[—0% || T — £ Ersting Current Prov

available for editing, see “Entering - £ Evisting Dthe Prow

T » . h 4 P . 0.00 ™ Do Mat Bill Dental Insurance

reatment  1n C apter : Fatient ‘ 2 Provider. |DDS1 ﬂ ™ Require Start/Completion Date  Modifier:
Chart' [™ Owvenide Proc Flags

¢ Click Delete and then OK to delete
Di. g
the procedure. The treatment- g Bl
l . f Motes: Bsg:ral scaling with hand instruments. Ulrasonic scaler on lower anteriors-ingual. — »
P anned procedure 1S removed rom | OR % BakMng soda used on upper and lower arch, Flossed all contacts. Patient rinsed
. with a medicated rinse after Px.
the Treatment Planner, Patient Crodters
Chart, and Ledger-Treatment Plan. T
Referred: |0 Mumber Tupe 1D Mumber

Tip: To delete multiple procedures at the [ B B de 2| Remove| z
same time, in the Treatment Plan Case 2 oeke -

Setup section, while pressing the Cerl
key, click the procedures you want to
delete. Next, right-click one of the selected procedures, and then click Delete Procedure(s). Then, on the
confirmation message that appears, click Yes.

Posting Completed Procedures

After you complete procedures, you can post those procedures from the Treatment Planner.

To post a completed procedure

In the Treatment Planner, on the Treatment Plan panel,
from the Treatment Plan Case Setup section, expand
the appropriate case by clicking the plus sign (+), right-

& Treatment Plan
Created: 5A7/2000

D27a0: Crown-porc fuse high noble mtl [#3 ]

click the procedure you want to complete, and then D21l ame

click Set Complete. In the case details, a blue check 05120 Cor ]
mark appears next to any completed procedures. Create Visit

Tips: Mave to Visit 1 (NEW)

* To complete multiple procedures at the same time, in the Treatment Plan Case Setup section, while
pressing the Ctrl key, click the procedures that you want to complete. Next, right-click one of the selected
procedures, and then click Set Complete.

*  To set all the procedures in a selected case complete at the same time, click the Update Case Status
button * on the Treatment Plan Case Setup section’s toolbar, and then click Completed.
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Updating Treatment Plan Fees

To maintain the integrity of treatment plan estimates, Dentrix Enterprise does not automatically update the
fees for procedures assigned to a treatment plan. If your fees have changed since the time a treatment plan
was given to a patient, that treatment plan can be manually updated for that patient from the Treatment
Planner to reflect any fee schedule changes if certain criteria you specify for the procedures are met. You can
also update treatment plan fees for all patients with treatment-planned procedures matching the criteria you

specify.

To update treatment plan fees

1.

In the Treatment Planner, from the Edit menu, click Update
Treatment Plan Fees.

The Update Treatment Plan Fees dialog box appears.

Set up the following options:

Update Treatment Plan Fees For — To update the fees for
the currently selected patient only, select “Current Patient.”

To update the fees for all patients with treatment plans,
select “All Patients.”

Procedure Information — This tab
provides the following options for
updating treatment plan fees:

Procedure Code(s) — Select
the procedure or range of the
procedures to update for From and

To. To update all procedures, leave
From “<All>” To “<All>"selected.

Procedure Date Before — Select the
cut-off date to use for updating fees
for treatment-planned procedures.
Only treatment-planned procedures
dated on or before the selected date
will be updated with the new fees.

Tx Clinics — To update treatment-
planned procedures performed in
specific clinics, select the desired

€

O

4f Dentrix Enterprise Treatment Planner - Baber,
—F m Options View Insurance Help

N EBHEY 2O R
< B -l

Treatment Plan Case Setup

x_é‘ '@‘f 13

1

Update Treatment Plan Fees
| Ipdate Treatment Plan Fees FBr:ICL"TE'-It Patient LI I
{Procedure Information | Case Information |
L 42 G LA e i e g e
Procedure Code(s) From: | <plls lz‘ To: | <Al |Z|
Procedure Date Before: 04/16/2013 E
Tx Clinics: Tx Providers: Eilling Type for Patient's Guarantor:
AF AMCCLURE  » 1: Standard Biling -finance charges
CENTRAL DDs1 T : Standard Billing - no finance charge
DRAFPER DDs2 : Insurance Family - delay finance che
MESA DEF_PROW : Insurance Family - finance charges
Mo_Clinic DESMITH £ : Payment Flan -finance charges
PINEDALE DHAYES : Payment Plan - no finance charges
PROVO DRO1 o Statement and Mo Finance Char
SPRING DROBB —  |8: Bad Debt - at risk
DSMITH 5: Bad Debt - to collections
ENTERPRISE
HYG1 =
All All All
Treatment plan fees will be updated from the current fee schedules.
[ Update | [ cancel

clinics (to select multiple clinics, while pressing the Cerl key, click each clinic), or leave All
selected to update procedures for all clinics.

Tx Provider — To update treatment-planned procedures performed by a specific provider, select
the providers (to select multiple providers, while pressing the Ctrl key, click each provider), or

leave All selected to update procedures for all providers.

Billing Type for Patient’s Guarantor — If you are updating treatment plan fees for all patients,
to update treatment-planned procedures for patients with specific billing types, select the billing
types (to select multiple billing types, while pressing the Ctrl key, click each billing type), or leave
All selected to update procedures for patients with any billing type.
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*  Case Information — This tab provides the following options for updating treatment plan fees:

*  Current Status — To update treatment-

. . Update Treatment Plan Fees
planned procedures in cases with =
. Update Treatment Flan Fees For: |Cumsrt Patisnt e

specific statuses, select the case poate Trestment Flan Fees For
statuses, or leave All selected to update Etocedure hjorpotiog, | s Informaton
treatment-planned prOCCdureS il’l cases Update Treatment Planned Procedures in Cases With

. Current Status: Case Financing Flag:
with any status.

Created - In Progress
. . Printed K Needed
*  Case Financing Flag — To update Prefuth (Frm) |5 Not Necessary
. Pre-Auth (Sec) F- Pending More Information

treatment-planned procedures in cases Folow-Up Made

. . . Refemed 2
with specific financing flags, select the = il
financing types, or leave All selected to ety
U»Pdate treatment’planned pfOCCdUJ'CS Immediate [] Exclude Default Treatment Plan
. . . Eventual . L.
in cases with any financing flag. Optiona] [F] Estimate Expiration Date Before:

None
e Severity — To update treatment- A

planned procedures in cases with
SPCCiﬁC case SCVCl'itiCS, SCIeCt the Treatment plan fees wi updated from the current fee schedules.
severity levels, or leave All selected to 3 Yuese ) [ Conce
update treatment-planned procedures

in cases with any severity.

*  Exclude Default Treatment Plan — To exclude all procedures added to a default treatment plan,
select this option.

* Estimate Expiration Date Before — To update fees for procedures in cases created prior to but
not on the date specified, select this option, and then select a cut-off date.

3. Click Update.

Important: Depending upon which fee schedule is assigned to the patient, the fee for the patient’s
treatment-planned procedures might not have been updated or not updated with the fee you might have
expected. For more information about fee schedule hierarchy, see the “Updating treatment plan fees”
topic in the Dentrix Enterprise Help.
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Generating Treatment Planner Reports

You can print the following Treatment Planner reports:

*  Treatment Case Report — To report on a specific case.

e  Patient Treatment Case Report — To report on the current patient.
*  Practice Treatment Case Report — To report on the whole practice.

You can customize the data that prints on each of these reports.

To generate a Treatment Planner report

1. In the Treatment Planner, on the Treatment Plan panel, from the Treatment Plan Case Setup section,
select a case.

From the File menu, point to Print, and then click the report you want to generate.

Set up the report options. The options for each report are explained in the sections that follow.

4. Click OK.

Treatment Case Report Options

From the Print Treatment Case dialog box, set up any of the following options:

e Print — Select the information you

Print Treatment Case @
want to include. Select Report Options:
¢ Insurance — Select the insurance | efaut Modied] =
. f . 1 d Print Insurance Case Procedure Options
Information you want to exclude. [] Treatment Plan Total [] Hide Dental Insurance Benefits Select Visits:
To include the amount of any [E] Finane Status [ Hide Insurance Estimtes <ALL>
. . . Enter wisit be dior visit
deductibles applled, select Use [C] Patient Balance [] Hide Family Insurance Benefits rannzg_lséx;;r:b:?.;n&gr e
1 Family Bal Use Dental Plan Maxi
Dental Plan Maximums and E gl B [ Use Dental Plan Maximums ] Print Subtotals by Visit
: Fee Expiration Dats
DeduCtlbles- B P [] Use Patient Friendly Descriptions
) Trestment Case Note [T Hide P; t'wt 55N [ Include Procedure Mot
*  Patient Privacy — Select the [F] Graphic Chart ide Fatien nelude Frocedure Hotes
. . . [T] Hide Patient Chart Number 7] Exclude Completed Procedures
patlent mformatlon you want to [T] signed Consent Forms ) ) )
1 d [ Hide Patient Birthday [F] Compare to Fee schedule:
X .
exclude 1. Office
* Case Procedure Options _
Appearance Options
*  Type a visit or range of visits Tooth Style: [Shaded <] Website Address:
(for example, 1, 3, 5-7) you Report Style: [Contemporay |
. - E-mail Address:
want to include on the report Header Style: [Provider Name | 1)
in thC Select ViSitS ﬁeld, or [[] Use Cover Page
leave “<ALL>" entered to -
. . . Save Options... Manage Options... Print Preview oK Cancel
include all visits. [ tite...) | Meteos Oploms... [ J )

*  Select the visit-specific information you want to include.

* To include a comparison of the current fee schedule to a selected fee schedule, select the Compare to

Fee Schedule search button -, and select a fee schedule.
Tips:
* To save the current report settings as a set for the next time you run this report, click Save Options.

* To preview the report before printing it, select Print Preview.
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Patient Treatment Case Report Options

From the Patient Treatment Case Report dialog box, set up any of the following options:

* Procedure Code Date Range — Enter a
date or date range of treatment-planned

procedures posted in the range to include.
To include all dates, select All Dates for

From and To.

e Case Fee Expiration Date Range —
Enter a date or date range of cases with
an expiration date within that range to
include. To include all dates, select All

Dates for From and To.

*  Select Provider — To select a provider
or range of providers for the patient’s
treatment-planned procedures to include,
click the From and To search buttons

, and select the providers. To include

all providers, leave From “<ALL>" To

“<ALL>” entered.
*  Report Options

e Select the options that correspond to
the information you want to include.

* To include a comparison of the current

Patient Treatment Case Report

Procedure Code Date Range

Oz =1, Olsras =]

(®) &l Dates (@ &l Dates

Fram:

By (&
Caze Fee Expiration [ ate Fange

Ofrae =] ., Offeneam =]

(®) &l Dates (@ &l Dates

O Procedure Date

Fromm:

Select Provider

Fram: Ta

Eeport Options
Primt Subtotals by Wisit

Inzlude Finance Status

[[] Use Patient Frisndly Descriptions

[] Exclude Completed Procedures from Case
Include Patient B alance

Include Farmily Balance

[] Use Dental Plan Maximums and Deductibles

Compare to Fee Schedule: | 1. FEE1
Select Columns...

[ Save as Default
[ Print Preview

Include Cazes With

LCasze Status:

Created

Printed

Pre-Auth [Prim]
Pre-Auth [Sec]
Follow-Up Made
R efered
Fropozed
Accepted
Fiejected
Completed

All

Caze Severity:

Immediate
Eventual [Future]
Optional

MOME

All

Fatient Privacy
[] Hide Patient S5M
[] Hide Patient Chart Mumber
[] Hide Patiert Birthdate

fee schedule to a selected fee schedule, select the Compare to Fee Schedule search button -, and

select a fee schedule.

* Include Cases With — Select the case statuses that you want to include, or select All to include all

statuses. Also, select the case severities that you want to include, or select All to include all severity levels.

*  Patient Privacy — Select the options that correspond to the patient information you want to exclude.

Tips:

* To save the current report settings as a set for the next time you run this report, select Save as Default.

* To preview the report before printing it, select Print Preview.
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Practice Treatment Case Report Options

From the Practice Treatment Case Report dialog box, set up any of the following options:

*  Select Patient — To select a patient or -
Practice Treatment Case Report

range of patients with treatment-planned clade Canes it
ncluge Lases \With:

d . h h . 1 d Include Clinic: Choose Patient Clinic By:
pr‘oce ures within the range to include, - R Case Simte.
click the From and To search buttons (-] PO € Trastmon Case e
and select the patient(s). You can also type Seloct Pationt oy AN
. = Pre-futh (5
names or partial last names (for example, From: | <ALL> FetowLp tade
. . . Refemed
From “a” To “¢”) in the fields. To include Tor | kALL> Proposed
. Azcepted
all patients, leave From “<ALL>” To Procedure Code Date Ronae Rejected
« ALL 3 d = g Completed
< >” entered. o a
rom:
* Procedure Code Date Range — Enter a © All Dates
Tre@mmy
date or date range of treatment-planned By © Entry Date [ — ase Severity
. . Immediate
procedures posted in the range to include. . Evertual (Future)
. Case Fee Expiration Date Range Optional
To include all dates, select All Dates for ) ] NONE
From: To: A
From and To. Also, select whether you K P —— Al

want to include procedures by Entry Date

Select Provider Patient Pris
or Procedure Date. afient Privacy

From: | <ALL» Too | <ALLs [7] Hide Patient SSN

[ Hide Patient Chart Number
[] Hide Patient Birthday

*  Case Fee Expiration Date Range —
. Select Billing Type
Enter a date or date range of cases with
. . L. From: | <All> To: | <ALl
an expiration date within that range to
include. To include all dates, select All Report Options

[] Print Condensed Report [ Print Preview
Dates for From and To. _ _
[ Print Subtotals by Visit

7] Include Finance Status

[[] Save as Default

*  Select Provider — To select a provider
or range of providers for the patients’
treatment-planned procedures to include,
click the From and To search buttons
, and select the provider(s). To include
all providers, leave From “<ALL>” To
“<ALL>” entered.

7] Include Procedures for Treatment Case

Use Patient Friendly Descriptions 0K ] [ Cancel

[ Use Dental Plan Maximums and Deductibles
7] Exclude Completed Procedures from Case
[T Include Case Status History

e Select Billing Type — To select a billing type or range of billipes of patients with treatment-planned

procedures to include, click the From and To search buttons [>=-J, and select the billing type(s).
*  Report Options — Select the information you want to include.

* Include Cases With — Select the case statuses that you want to include, or select All to include all
statuses. Also, select the case severities that you want to include, or select All to include all severity levels.

* DPatient Privacy — Select the patient information you want to exclude.
Tips:
* To save the current report settings as a set for the next time you run this report, select Save as Default.

* To preview the report before printing it, select Print Preview.
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The Dentrix Enterprise Ledger displays a wealth of information in an easy-to-read format. Also, from the

Ledger, you can enter payments, file claims, print statements, and much more.

This chapter covers the following topics about using the Ledger:

Using the Ledger Window
Selecting Ledger Views

Changing an Account’s Billing Type
Entering Transactions

Editing Current Transactions
Deleting Current Transactions
Invalidating Transactions in History
Processing Dental Insurance Claims
Working with Treatment Plans
Generating Ledger Reports

Using Fast Checkout

Posting Batch Guarantor Payments
Posting Batch Insurance Payments
Searching for Payments

Working with Payment Agreements
Working with Notes in the Ledger

Performing Month-end Routines
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Using the Ledger Window

The Ledger window consists of the menu bar, toolbar, transaction log, and various sections containing
financial information.

Transaction log
/

|1/ Dentrix Ledger - (Croshy, Brent) [AF] [DESMITH] [CRO004C] [11/11/1973] [40]

File Options

View Transaction Insurance Print MonthEnd H

)

i 5 v 1[G ST )

B ™ EEFEEEE = R EE R E R

==

Expected from Dental Ihsurance

126.00

Date Mame Surface | Tooth | Check Code Description N|R|D|[M|S| Amount| Provider | Clinic | Ins | AP Balance
03/31/2003 Brent Croshy 7 Adjust.. * Initial Balance Forward 30,00 DESMITH AF 30,00
03/31/2003 <Famiby> Adjust.. * Credit Adjustment -30.00 DESMITH AF 0.00
04/01/2003 Brent Crosby D4355 * Full mouth debridemnt, eval/di... 50.00 MHAYES AF Mo 50,00
04/01/2003 Brent Crosby UR D9630 * IRRIGATION PER QUAD 30.00 MHAYES AF Mo 80.00
04/01/2003 Brent Crosby uL D3630  * IRRIGATION PER QUAD 30.00 MHAYES AF Mo 110,00
04/01/2003 Brent Crosby LL D9630 * IRRIGATION PER QUAD 30.00 MHAYES AF No 140,00
04/01/2003 Brent Croshy LR 09630 * IRRIGATION PER QUAD 30.00 MHAYES AF Mo 170,00
04/01/2003 Brent Crosby REFOS * Referred To Oral Surgery 0.00 MHAYES AF Mo 170,00
06/19/2003 <Famiby> Payme.. * Care Credit -1495.00 DESMITH AF -1325.00
06/19/2003 <Family> Adjust.. * Special Adj S -1495.00 MHAYES AF -282000
06/19/2003 Brent Crosby Adjust... * Special Adj 149500 DESMITH AF -1325.00
12/03/2013 Brent Crosby D 14 DBQI Resin-1 surface, poster R 90.00 DESMITH AF X -1235.00
05/15/2014 Erent Crosbv Amalgam-2 surf. prim/perm 125.00 DESMITH CENTRAL -1110.00

--_m------___--
| 0530 | 31-»60 | 61->90 | 91-> | Suspended | Patient Balance | Today's Charges 125.0
[zts00 [ oo [ ooo [ oo [ ood | 21500 Est. Dental Ins. Portion 12500

Est. Patient Portion 0.00
| 0530 | 3160 | 61->90 | 91-> | Suspended | Family Bance
T [ om | oo | oo | oon | s\ ’—PEMQM”—
Pmt Amount A Pmt Due I,
Billing Type [13) Managed Care Account Amt Past Due & Due Date &
IL_::: ﬁ";é;;?.':"ﬁ"t 1493'88 g::: LD Future Due Payment Plans Summar
Last Statement Date 04/15/2003\ | Unginal Bal. 0.00 Payment
Dutstanding Billed to Medical/Dental 000412600 '\ Femain Bal. n.oo Due Date

Guarantor Portion of Tétal Balance

315.00

| Today's
charges
Payment

- agreement
summary

Future due
| payment

plan

Account information

\
Aged balances

This section covers the following topics to help you understand how to use the Ledger window:
Using the Ledger Toolbar

Viewing the Transaction Log

Viewing Aged Balances

Viewing Account Information

Viewing Today’s Charges

Viewing Payment Agreement Information

Viewing Future Due Payment Plan Information
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Using the Ledger Toolbar

The toolbar contains several buttons that you can click to access certain areas or features of Dentrix Enterprise.

PR EEE SR I FEEL

The function of the buttons specific to the Ledger are explained in the following table.

Click the Patient Financing button to go to the Citi website to sign up and manage patient
financing options.

Click the Select Patient button to select a patient whose record you want to view in the Ledger.

Click the Billing/Payment Agreement button to view and add payment agreements and change
account billing types.

Click the Guarantor Notes button to enter notes for an account and/or that account’s billing
statements.

Click the Enter Payment button to enter patient payments.

Click the Enter Procedure button to post procedures to a patient’s Ledger.

3 O FE & [E] [ B

Click the Ins. Today’s Proc button to create and then display and/or batch (according to the setup
options selected) an insurance claim for any procedures posted on the current system date.

=
a

Click the Ins. Selected Proc. button to create and then display and/or batch (according to the setup
options selected) an insurance claim for the selected procedures.

Click the Print Walkout button to display and/or batch (according to the setup options selected) a
family walkout statement.

Click the Print Statement button to display and/or batch (according to the setup options selected) a
billing statement.

Click the Print Family Ledger button to display and/or batch (according to the setup options
selected) a family ledger report.

Click the Fast Checkout button to perform a fast checkout (according to the setup options selected).
Click the Patient Alerts button to enter or manage the alerts for the patient currently being viewed
in the Ledger.

Click the Clinical Notes button to manage clinical notes regarding the treatments for the patient
currently being viewed in the Ledger.

] &= B @ B2 B E
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Viewing the Transaction Log

The transaction log is a written record of all transactions posted to a patient/family’s account. For each
transaction, the date, patient or guarantor name, tooth number and surface (when applicable), procedure code
or type, a description, amount, provider, and clinic are shown and whether or not insurance has been billed is
indicated.

Date I Name I Sun‘acal Toothl Check # I Code I = I Description I Nl RI DI MI SI Amount | Provider I Clinic IIns IAP I Balance
05/15/2014 Shirley Crosby MO 4 D2150 Amalgam-2 surf. prim/perm 125.00 DESMITH CEWTRAL 125.00
05/15/2014 Shirley Crosby ] D321 Pulpal debridemnt-prim/perm ... J 0.00 DESMITH CEMTRAL X 125.00
05/15/2014 Shirley Crosby uL D4220 Gingiv curettage,surgical /quad 180.00 DESMITH CENTRAL X 315.00
05/15/2014 Shirley Crosby D1110 Prophylaxis-adult A 65.00 DESMITH CENTRAL X 380.00
05/15/2014 Shirley Crosby 00150 Comp oral eval-new/estab pat R i 85.00 DESMITH CENTRAL X 465.00
05/15/2014 <Family> 1234234 Payme... Check Payment - Thank You -1000.00 <Multipl... -535.00

—-—mI-----———---@

Each column provides useful information about a financial transaction or procedure:
e  Date — The date of the transaction or procedure.

*  Entry Date — The date that the transaction or procedure was entered. This may be different than the
Date; for example, if you backdated or postdated the transaction or procedure.

* Name (Patient Name) — The name of the patient associated with the transaction or procedure. For a
financial transaction (payment, adjustment, and so forth), if it has been applied to the family, “<Family>"
appears, or if it has been applied to the guarantor, the guarantor’s name appears.

*  Surface (Tooth Surface(s)) — The surface associated with the procedure.
*  Tooth (Tooth Number) — The tooth associated with the procedure.
e Check # — The check number associated with the payment.

*  Code (Procedure/Transaction Code) — The associated procedure code, financial transaction type
(payment, adjustment, or so forth), or “Ins” for claims.

*  * (Transaction Flags) — In this column, any of the following symbols may appear:

— An asterisk indicates that the transaction has been moved to history. History transactions cannot

be edited or deleted.

+ — A plus sign indicates that the procedure has been invalidated. Invalidated procedures still show on
the Ledger but no longer display in the Patient Chart.

— A carat indicates that the procedure has been back dated to a month that has been closed out.
When the procedure is moved to history, the carat will change to an asterisk.

*  Description — The description of the transaction or procedure.
* N (Has Note) — A musical note in this column indicates that there is a note attached to the procedure.
* R (Has Referral by) — A letter R in this column indicates that a referral is attached to the procedure.

* D (Has Diagnosis) — A letter D in this column indicates that the procedure has been cross coded with a
dental diagnostic code.

* M (Has Medical Cross Coding) — A triangle (appearance varies) in this column indicates that a certain
stage of medical cross coding has been done for the procedure.

* S (Payment Contains Suspended amount) — A letter S in this column indicates that the payment has a
suspended amount.

*  Amount — The amount of the transaction.
*  Provider — The provider associated with the transaction.

¢ (Clinic — The clinic associated with the transaction.
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* Ins (Insurance Claim Created) — Any of the following may appear:
X — An X in the Ins column indicates that the procedure is flagged as “Do Not Bill To Insurance.”
No — A No in the Ins column indicates that the procedure is not attached to a claim.

* AP (Approval) — If you are viewing the Ledger-Treatment Plan view, an approval status associated with
the treatment-planned procedure may appear.

e Balance (Running Balance) — The patient’s or family’s running balance (depending on the Ledger view).
This column only shows amounts if the transaction log is being sorted chronologically (in ascending
order) by the Date column.

Viewing Aged Balances

The aged balances and the total balances for the current patient and family are displayed. Any suspended
amounts are also shown.

0->30 | 31-»60 | 61->90 | 91-> | Suspended | Patient Balance
1216720 | 000 | 000 | o000 | 000 | 12167.20
0->30 | 31->60 | 61-290 | 91> | Suspended | Family Balance
1216720 | 000 | D000 | 000 | 000 | 1216720

Viewing Account Information

The account information displayed includes the billing type, amount and date of the last guarantor payment,
amount and date of last insurance payment, date of the last statement, total amount of all outstanding claims,
estimated amount insurance will pay, and estimated amount of the patient portion.

Billing Type [1] Standard Eiliing - finance charges

Last Guar. Payment 0ol Date

Last Ins. Payment 0.00 Date

Last Statement Date

Dutstanding Billed to Medical/Dental 0.00/12675.00
Expected from Dental Insurance 300000
Guarantor Portion of Total Balance 9675.00

Viewing Today’s Charges

For the current system date, the total of all transactions, the estimated amount that dental insurance will pay
according to the coverage setup in the Family File, and the estimated amount the patient owes according to
the coverage setup in the Family File are displayed.

Today's Charges 125.00
Est. Dental Ins. Portion 0.00
Est. Patient Portion 125.00

Viewing Payment Agreement Information

If a payment agreement exists for the account, the current status of the agreement is shown. For information
about setting up payment agreements, see “Creating Payment Agreements” in this chapter.

P, A 1S
ray g ¥

Monthly Pmt 44817 Pmt Due 44817
Amt Past Due 0.00 Due D ate 1242042008
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Viewing Future Due Payment Plan
Information

If a future due payment plan exists for the account, the current status of the payment plan is shown. For
information about setting up future due payment plans, see “Creating Future Due Payment Plans” in this
chapter.

Original Bal. 3000.00 Payment ZR00.00
Remain Bal. 2500.00 Due Date Thu, 15th

Selecting Ledger Views

While in the Ledger, you can choose to display account information in several different ways.

To switch between the Ledger views

Dentrix Enterprise 8.0.5 User’s Guide

Options — In the Ledger, with a patient selected, from the Options menu, select a view option. The
option with a check mark is the view currently being used. The Ledger title bar also indicates the current
view.

*  Ledger — When first opened, the Ledger displays all transactions posted during the current month for
the selected patient.

*  Ledger + History — You can see all transactions for the selected patient, including history
transactions.

*  Treatment Plan — You can view and work with a patient’s treatment plan.

View — In the Ledger, with a patient selected, from the View menu, select a view option. The checked
option is the view currently being used.

e Show Transaction Links — When the transaction for which you want to find links is selected,
you can see all of the procedures that are linked to an insurance claim and all of the payments and
adjustments that are linked to a procedure.

*  All With Running Balance — You can view transactions for the entire family. In addition, a column
is added to the right side of the transaction log that displays a running balance for the account.

e Family Members — You can quickly switch to any family member’s ledger by selecting that family
member.
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Changing an Account’s Billing Type

You can change the billing type associated with an account or family at any time (for instance, when the
account has been sent to collections). The billing type is used on many of the Dentrix Enterprise reports to
filter for the data you want to appear on a given report. You can change the billing type from the Family File
or Ledger.

To change an account’s billing type

1.

3.

In the Ledger, with a patient selected, from the File menu, click

Billing/Payment Agreement.

The Billing/Payment Agreement Information dialog box appears.

Select a Billing Type.

Tip: To add a note about the change
in the billing type, click Guarantor
Notes.

Click OK.

|4 Dentrix Leclger - (Croshy, Brent) [AF] [DESMITH

03/31/2003 Brent Crosby

03/21/2002 <Familv>

Billing/Payment Agreement Information

Biling Type: | 2: Standard Biling - no finance charges -

3t Insurance Family - delay finance c:har

4: Insurance Family - finance charges

Guarantor Mokes |

0330 | 31->60 | 61->90 | 91-> | Suspended | Balance | LastPayment
204900 000 000| 71020 496620 | 2207.00 {Amwnt 500000 Date: [o1/31/2012
— Payment Agreement [Pa)
Date: [04/16/2013  Tems ||
Interyval
& Monthly Bal. for Pa: || Bal. Remaining: Amt Due:
5 ernitmonthly First F'mtDue:I Mext Pt Due: Mizzed Pmts:’_ﬂ
 Biweskly F‘aymentAmt:l— Amt PastDue:’w Clear/Mew Pé, |
7 weekly Tatal # of F'ayments:l_ Remaining # of F'mts:l_ Print... |

— Payment Agreement Note

Mote Date:| 0441642013 ﬂ Copy Agreement to Mote | Insert Dateline | E

==CLEARED™=

PMT AMT: 100.00

Clear

PMT AGREEMENT: 04/08/2002 FC: 21.000% E
INTERVAL: Monthly BALANCE FOR FA: 1000.00 FIRST DUE: 05/01/2002 E

-

BAL REMAINIMG: 0.00 AMT PAST DUE: 0.00

Pmmusl e | CopyNotel EopyAlll —IEanCEI

Entering Transactions

This sections covers the following topics about posting transactions in the Ledger:

Posting Procedures

Posting Payments

Applying Suspended Credits
Posting Adjustments

Posting Finance and Late Charges
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Posting Procedures

All charges listed on an account will be posted through the use of a procedure code. Typically, the procedure
code used will be one of the ADA codes that come pre-loaded with Dentrix Enterprise. However, dental
offices often perform procedures or assess charges that don’t have a standard procedure code (sometimes
referred to as “administrative codes”). These charges need to be added and assigned a procedure code. For
information about procedure codes, see “Editing Procedure Codes” in Chapter 1: Introduction and Initial

Setup.

To post a procedure

1.

Dentrix Enterprise 8.0.5 User’s Guide

In the Ledger, with a patient selected, from the Transaction menu,

click Enter Procedure. (This option is not available if the selected

 Dentrix Ledger - (Crosby, Brent) [AF] [DESMITH

patient has been archived or if you are viewing the running balance 1 Do Trorsecion” Jrsurance
for all family members.) S B
. Date Name Surface ‘ To
The Enter Procedure(s) dialog box appears. 0373172002 Brent Crosby
Enter the procedure information: Enter Procedure(s) =
° Date — TO change [he date Operatar: EMTERPRISE Encaunter ﬂ:|
assigned to a procedure, CliCk Date: |D4.-"1 E/2013 Start Date: Completion Date:
in the field, delete the existing Pracedure: {02120 »ff andgan2 atace, pinary MO e S
L Bridge
date, and then type the correct Clni: | CENTRAL 2] Chart Status CCAdul
> Taoth " Treatment Plan CCChild
date. oath: ’_ Approval Status Cinlmp
Surfaces: ﬂ Maone CmPClng
.« . .. DO Amalg.
*  Clinic — To change the clinic, Amount B6.00 & Completsd DO Comp.
l, k h h b . MOD Amalg
click the search button to RVL: ] I DoNotBiDertanzence | |02 Lo
select the correct clinic. Provider: BMCCLURE | B G s i Damalg
Orezin
Madifer ™ Require Start/Completion Date | |Parthand
* Procedure — Type a procedure [ T Reauite Stat/Conleion Dae il
d l k h h Felated R eferral PerioExarm
code, or click the searc Fefered: 10" Humber Type 10 Mumber E‘UlC'Wn
button *?|to select the ») | | e
correct code.
Procedure List dd | iz | DelE |
e Treatment area — Enter the
treatment area (if applicable):
for a tooth, type the Tooth
number; for a surface, click the Add
Surface search button b to *Procedure requires additjgeaal treatment infarmation,
select the correct surface; for a Cancel |

quadrant, click the Quadrant
search button -**
correct quadrant; for an arch, click the Arch search button *?! to select the correct arch.

to select the

Amount — To change the amount charged for the procedure, click in the field, delete the existing
amount, and the type the correct amount.

E

Provider — To change the provider attached to the procedure, click the search button to select the

correct provider.

Notes — If a default note has been associated with this procedure, the note text appears automatically.
Make any necessary changes to the note.

b

Related Referral — To add a related referral to the procedure, click the search button to select the

appropriate referral source.

Click OK/Post. The procedures posted in the Ledger automatically appear in the Patient Chart as well.




Posting Payments

Dentrix Enterprise uses “line item accounting” to calculate account balances. You can view balances for the
entire family and for individual patients within the family. When a patient makes a payment, the payment
can be credited to individual patient charges or to the entire family balance (oldest balance first). Dentrix
Enterprise also allows for pre-payments and suspended payments that are not immediately allocated to a
charge.
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All payments made by patients are classified as guarantor payments and will be listed under the guarantor’s
name. Keep in mind that, even though you may have selected a family member other than the guarantor,

guarantor payments are always displayed in the Ledger view, so you can easily see when the last time a
payment was made to the account.

To post a payment

1.

In the Ledger, with a patient selected, from the Transaction menu,

click Enter Payment.

The Enter Payment dialog box
appears.

Set up the following options:

the search button **/ to
select a clinic.

*  Collecting Clinic — Click C ~

¢ Date — Payments are
automatically assigned the
current system date, but
you can change the date as

needed.

*  Type — Select the correct
payment type. For
information about how to
set up payment types, see
the “Customizing Payment
Types” topic in the Dentrix
Enterprise Help.

*  Amount — Type the dollar
amount of the payment.

0,

4 Dentrix Ledger - (Crosby, Brent) [AF] [DESMITH

Transaction flnsurance

Date Name

PENNEEEEEER

Surface | To

|14 Enter Payment

2

)

Operator: |ENTERPRISE Collecting Clinic: |CEMTRAL 5 pil=8 Check Payment - Thank ‘ou
| | J Cash Payrnent - Thank Yau il

Date: [04/06/2015 Encounterdt: [ Credt Card Pemert - Thank You [oe] - =

snount 000 Check # Master Lard
Care Credit
= Bank/Branch #: Capitation Papment =
Apply ta Charges ‘(Farmly) j Credit Card Terminal: |F Terminal J
Transaction |0 |

Noate: -

nes. |

Apply Remaining ‘ Remaove Applied |

I™ Da ot automatically allocate I

OkPost |

Cancel |

Date | Encounte... | Code | Patient Provider | Clinic | Charge | Other...| Guar... | Applied | Balance |
12/15/05" DI120  Timothy Smi.. HYGL 3400 2680 000 000 7.0
10/15/96* D260  James S Abb.. DDS2 9000 000 000 000  90.00
01/09/00% D6750  James S Abb.. DROBB CENTRAL 61300 000 000 000 61300
01/09/12 D6240  James 5 Abb.. DROSE CENTRAL 62000 000 000 000 620.00
01/09/12 D6240  James S Abb.. DR CENTRAL 62000 000 000 000 62000
01/00/12 D6750  James S Abb.. DR ENTRAL 61200 000 000 000 61200
01/20/12 DI110  JamesS Abb.. DR ROVO 4800 000 000 000  48.00
01/31/12 DO140  James 5 Abb.. DRO CENTRAL 3500 000 000 000 3500
01/31/12 DO160  James S Abb.. DROBE CENTRAL 3800 000 000 000 3800
02/27/12 D2150  Patricia Abb... DDS1 CENTRAL 7500 000 1500 000 7500

Total Remai...
0.00

Total Charges | Total Other Cr
2786.00

26.80

Total Guar Est

15.00 0.00

Total Applied | Family Charges Balan...

2759.20

e Check # — If the patient is making payment to the office with a check, type the Check # and Bank/

Branch # of the check.

*  Apply to Pmt Agreement — If the account has a payment agreement set up, the Apply to Pmt
Agreement option is automatically selected. With this option selected, the payment amount will be
applied to the outstanding balance on the account’s payment agreement. If this payment is not to be
applied to the payment agreement balance, clear the option.

*  Apply to Charges for — Select “<Family>” to list charges for the entire family with the amount owed
to each provider; or, to list only a specific patient’s charges, select that patient. For information about
how to set up the Apply to Charges for list default selection, see “Setting Up Program Preferences”
in Chapter 1: Introduction and Initial Setup.

* Note — Type any unusual circumstances surrounding the payment.
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3. When you enter an amount, Dentrix Enterprise will automatically allocate the payment to the oldest
provider balances, according to the charges listed. The amount applied will be listed in the Applied
column. You can apply any remaining amount or edit the amount applied. Do one of the following:

*  To apply a remaining amount, select the correct charges (to select multiple charges, while pressing the
Ctrl key, click each charge), and then click Apply Remaining. The amount in the Total Remaining
field will be applied to the selected charges.

If the amount exceeds the guarantor estimate, a dialog box appears. Click Do not apply the
remaining amount to only apply an amount equal to the guarantor estimate or Apply the
remaining amount to the balances to apply the remaining amount but not exceed the total charge
(which can be paid by insurance and will result in overpayment), and then click OK.

*  To remove the applied amount, click Remove Applied.
* To edit the amount applied, double-click the charge, and then type the correct amount to be applied.

*  To have the credit not be applied to any listed charge, select Do Not Automatically Allocate. When
you click OK/Post, a message appears and asks if you want to suspend the amount. Click Yes. The
amount of the payment will be suspended and can be applied at a later time as explained in “Applying

Suspended Credits” on this page.
4. Click OK/Post.

Applying Suspended Credits

At times, it can be necessary to suspend a payment or credit in cases of pre-payment or overpayment. Once
charges are posted, the suspended amount can then be applied to those charges.

To apply suspended credits for a patient

1. In the Ledger, with a guarantor or patient selected, from the 1 |/ Dentrix Ledger - (Crosby, Brent) [AF] [DESMITH
. ; . Transacti
Transaction menu, click Apply Suspended Credits. —_—t

: D|EJ E|El §|j
Surface ‘ To

[03;31,/2003 Brent Croshy

The Apply Suspended Credits dialog box appears.

2. Select the credits to be applied, @ Aprly Suspended Credits o (o=
or CliCk Select All to select all g ) ) Select All | Nete... | Operator. [ENTERPRISE
elect Suspended Creditf<] to Apply:
Suspended Credits' Date ‘ Encounte... ‘ Chec... m Patient | Clinic | Descript... ‘./‘ Cremt‘ Allocated | Apphadl Balancel
o1/3112 James 5 Abbott  PRO... Professi.., 100,00 0.00 0,00 100,00
013112 <Family > CEM... CheckP... 5000.00 33.80 0.00 4966.20

Tip: To view or update the
payment note for a selected
credit, click Note.

3. From the Apply to Charges

Total Cre.. | Total Allocat.. | Total Applied | Family Credits Balance
66.20

for list, select “<Family>” G 0 =N
) )h f h . 4 Apply Credit(s) | Remaove Applied + Flagged to not automatically al\uc( 5 .DK/F'ost Cancel
to list c arges for the entire Date | Encounte... | Code | Patient [ Provider | Clinic | Charge | D[ Guar ... | Applied [ Balance |
family with the amount owed 12/15/95* D120 Timothy Smi..  HVGL 3400 2680 000 000 720
10/15/96° D2160  JamesSAbb.. DDS2 @00 000 000 000 9000
i dar H 01/08/00* D6750  Jsmes S Abb.. DROBS CENTRAL 61300 000 000 000 61300
to each p rovider; or, to list Only 01/09/12 D750  James S Abb.. DROBB CENTRAL 61300 000 000 000 6130
i ient’ lo1/09/2 | | D6240 [JamesS Abb.. | DROBB [ CENTRAL [ 62000 [ 0.00 ] 000 000 ] 62000 |
a spec1ﬁc patients Chafges) select 01/09/12 D6240  James S Abb.. DROBS CENTRAL 62000 000 000 000 62000
. . . 01/20/12 DL110  JsmesSAbb.. DROBS PROVO 800 000 000 000 4800
that patient. For information 01/31/12 D140 Jemes S Abb.. DROBS CENTRAL 3500 000 000 000 3500
01/31/12 D160 James S Abb.. DROBS CENTRAL 3800 000 000 000 3800
about how to set up the APPIY to 02127712 D210 Patricia Abb.. DDSL CENTRAL 7500 000 1500 000 7500
Charges for list default selection,
see “Setting Up Program

» .
Preferences mn Chapter 1' Total Char... | Total Other Cr| Total GuarEst|  Total Applied | Family Charges Balan...
Introduction and Initial Setup.. 273000 0 = 200 224

4. Click Apply Credit(s).
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5. Click OK/Post.

Tip: To see which charges and credits are linked, select a transaction in the Ledger, and then, from the
View menu, click Show Transaction Links. All linked transactions will be selected.

Posting Adjustments

Adjustments can be used to change an account’s balance for a variety of reasons. Frequently, an adjustment
will be used to discount charges or indicate that a patient has been given a refund. Adjustments can also
be used to correct an account’s balance when a posting error has occurred. Like payments, adjustments can
be applied to specific charges on the account. For information about setting up adjustment types, see the
“Customizing Adjustment Types” topic in the Dentrix Enterprise Help.

To post an adjustment

1. In the Ledger, with a guarantor or patient selected, from the @_

|/ Dentrix Ledger - (Crosby, Brent) [AF] [DESMITH
1
€ | Transaction finsurance

Transaction menu, click Enter Adjustment. CEEEEER
. 7 = aMme urface (=
The Select Adjustment Type dialog box appears. o “rald

Select Adjustment Type
2. Select Credit Adjustment (-) if the adjustment reduces the account
balance or Charge Adjustment (+) if the adjustment increases the 9 CEiege =] 2)

account balance. " Charge Adjustment (+

3. Click OK. Then, post the adjustment: 3 )

Cancel |

For a Credit Adjustment, do the following:

a. In the Enter Credit
Adjustment dialog box,

‘ z Enter Credit Adjustment

. Dperstor. [ENTERPRISE ing Clinic: [CENTRAL P
set up the following P Folestra Hric I ‘Cash Discourt
. Date: [04/17/2M13 Encounter #: -Credit Adjustment
OptIOIlS: “wdrite-Dff
Amount: o.oo
*  Collecting Clinic _
— Click the SCaI‘Ch Apply to Charges IUr.|<Fam|Iy> j
button | to select a ot | -
e

clinic. @\
° Date - Ad) ustments Apply Remaining ‘ Remove Applied ‘ [~ Do not automatically augcatgl OK./Post | Cancel |

are automatically

Date ‘ Encounte... | Code | Patient Provider | Clinic | Charga‘ Other ... | Guar ... |App\ied | Balaﬂcel
assigned the current 12/15/95% D1120  Timothy Smi.. HYGL 34.00 26.80 0.00 0.00 7.20
10/15/96* D2160  James S Abb.. DDS2 90.00 0.00 0.00 000 9000
SyStCm date, but you 01/09/00% D6750  James S Abb.. DROBB CENTRAL  613.00 0.00 0.00 000 61300
01/09/12 D6240  James S Abb.. DROBB CENTRAL 62000 0.00 0.00 000 62000
can Change the date as 01/09/12 D6240  James S Abb.. DROBB CENTRAL  620.00 0.00 0.00 000 62000
01/09/12 D6750  James S Abb.. DBEEE CENTRAL  613.00 000 0.00 000 61300
needed. 01/20/12 D1110  James S Abb... PROVO 48.00 0.00 0.00 0.00 48.00
01/31/12 DO140  James S Abb... CENTRAL 3500 0.00 0.00 000 3500
01/31/12 DO160  James S Abb... CENTRAL 38.00 0.00 0.00 0.00 38.00
1 Type — SCICCt the 02727712 D2150  Patricia Abb... CENTRAL 75.00 0.00 15.00 0.00 75.00

correct adjustment type.

*  Amount — Type the
dollar amount to

be adjusted off the

account.

Total Remal...
0.00 2786.00

*  Apply to Charges for — Select “<Family>" to list charges for the entire family with the
amount owed to each provider; or, to list only a specific patient’s charges, select that patient. For
information about how to set up the Apply to Charges for list default selection, see “Setting Up
Program Preferences” in Chapter 1: Introduction and Initial Setup.

*  Note — Type the reason for the adjustment.
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b. When you enter an amount, Dentrix Enterprise will automatically allocate the adjustment to the
oldest provider balances, according to the charges listed. The amount applied will be listed in the
Applied column. You can apply any remaining amount or edit the amount applied. Do one of the

following:

*  To apply a remaining amount, select the correct charges (to select multiple charges, while pressing
the Cul key, click each charge), and click then Apply Remaining. The amount in the Total
Remaining field will be applied to the selected charges.

If the amount exceeds the guarantor estimate, a dialog box appears. Click Do not apply the
remaining amount to only apply an amount equal to the guarantor estimate or Apply the

remaining amount to the balances to apply the remaining amount but not exceed the total
charge (which can be paid by insurance and will result in overpayment), and then click OK.

*  To remove the applied amount, click Remove Applied.

¢ To edit the amount applied, double-click the charge, and then type the correct amount to be

applied.

*  To have the credit not be applied to any listed charge, select Do Not Automatically Allocate.
When you click OK/Post, a message appears and asks if you want to suspend the amount.
Click Yes. The amount of the adjustment will be suspended and can be applied at a later time as
explained in “Applying Suspended Credits” in this chapter.

c. Click OK/Post.
For a Charge Adjustment, do the following:

a. In the Enter Charge Adjustment dialog box, set up the following options:

¢ (Clinic — Click the

Enter Charge Adjustment
B

search button | to
. Operator: [ENTERPRISE Clinic: [CENTRAL 2| Type [
select the appropriate +Palen Fefund
L. Date: |04/17/2013 Encounter §:

Chnlc' Amount: 0.00 Provider: |DDS1 ﬂ
° Date — Adjustments Apply Charges: | <Family> ~|

are automatically Hate: |

assigned the current ¥ ( 5 \

system date, but you \ 4 L

can change the date as

needed.

‘ b ’DK:’PDSI Cancel

*  Type — Select the correct adjustment type.

e Amount — Type the dollar amount to be adjusted onto the account.

*  Provider — Click the search button **/ to select the appropriate provider for the adjustment.

*  Apply to Charges for — Select “<Family>” to list charges for the entire family with the amount
owed to each provider; or, to list only a specific patient’s charges, select that patient. For
information about how to set up the Apply to Charges for list default selection, see “Setting Up
Program Preferences” in Chapter 1: Introduction and Initial Setup.

*  Note — Type the reason for the adjustment
b. Click OK/Post.
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Finance and late charges are always applied to the account balance and are listed with the guarantor’s name.
Current finance and late charges are displayed in the Ledger regardless of which family member is selected.

To post a finance or late charge

1. In the Ledger, with a guarantor or patient selected, from the
Transaction menu, click Enter Finance Charge or Late Charge.

The Enter Finance Charge or Late Charge dialog box appears.

2. Set up the following options:

Clinic — Click the search
button *?
correct clinic.

to select the

Date — Adjustments are
automatically assigned the
current system date, but
you can change the date as

needed.

|4 Dentrix Ledger - (Crosby, Brent) [AF] [DESMITH
I

1 e O s l Transaction nsurance
|| |53 [ El|s;
Surface ‘ To
|03/31/2003 Brent Crosby
Enter Finance Charge or Late Charge
Operator: [ENTERFRISE Ciinic: [CENTRAL > Tpe & Finance Chage
Date: |04/17/2013 Encourter #: " Late Charge
Amaunt: oo Provider. |DDS1 ﬂ
#pply Charges: [<Family> |
Mate: | o
’ (>)

\/

( 3 DDK/PDSI Cancel

Amount — Type the dollar amount to be charged to the account

Provider — Click the search button > to select the appropriate provider for the charge if the charge

is to be attached to a provider other than the guarantor’s primary provider.

Type — Select the correct type of charge: Finance Charge or Late Charge.

Apply to Charges for — Select “<Family>" to list charges for the entire family with the amount owed
to each provider; or, to list only a specific patient’s charges, select that patient. For information about
how to set up the Apply to Charges for list default selection, see “Setting Up Program Preferences”

in Chapter 1: Introduction and Initial Setup.

Note — Type an explanation for a finance or late charge.

3. Click OK/Post.
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Editing Current Transactions

From time to time, a posting mistake will be made. If a transaction posted in the Ledger or Patient Chart has
not been moved to history (the previous month has not been closed), you can edit that transaction:

Procedures attached to an insurance claim cannot be edited until the claim has been deleted. For information
about how to delete a claim, see “Deleting Dental Insurance Claims” in this chapter.

To edit a current transaction

1. In the Ledger, with a .

patient selected,
double-click the

transaction you want
to edit.

The Edit Or Delete

Procedure dialog box appears.

2. Make any necessary
changes to the transaction.
For an explanation of the
options available for editing
transactions, see “Editing
Treatment” in Chapter 4:
Patient Chart.

3. Click OK.
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07/29/2014 Brent Crosby 5
07/29/2014 Brent Crosby 8
07/29/2014 Brent Croshy 3]

7

I Marme I Surface I Toothl Check # I Code | * I Description
D&750 Retainer crn-porc fused-
D&750 Retainer crn-porc fused-

06240 Pontic-porcelain fused t

Pontic-porcelain fused t4

Brent Croshy

Edit or Delete Procedure
Operator: | ENTERPRISE Encounter ﬂ:l
[rate: ID‘I f2042me Start Date:l Completion D ate: I
IProcedure:ID‘I‘I‘ID ﬂ Prophylasiz-adult Procedure Status
- 7 Treatment Plan
Clinic: | PROVO ﬂ Approval Status
Override Ins. estimate INone vl
I~ Frim. Insl & Completed
Amount: 45.00 [T Sec. Ins.l " Existing-Current Prav
o " Existing-Other P
RvL: 0.00 o Mot Bill Dental Insurance HRE A
PfDVidEIZIDHDBB ﬂl [~ RXguire Start/Completion Date Modifier:l

jondition: 1 \
2l
Imvalidate Upon Completion: € /it | 2 " Automatic € None

p. > 4
. N
Diaghoses: ﬂ| /
Mates: |General scaling with’bdﬁ:l inztruments. Ulrazonic scaler on lower anteriors-lingual. =«
ﬁ\k} Baking soda used on upper and lower arch. Flozsed all contacts. Patient rinzed
with & medicated rinse after Px.

Credits »» | Al

Fielated Referral
Fefered:
|B: Dr. Evans, Jeff

Delete |

1D Mumber Type 1D Mumber

e Cancel |
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If a transaction posted in the Ledger or Patient Chart has not been moved to history (the previous month has

not been closed), you can delete that transaction.

To delete a current transaction

I Surface I Toothl Check # I Code I * I Description

1. In the Ledger, with a Date | Name
patient selected, 07/29/2014 Brent Crosby
double-click the 07/29/2014 Brent Crosby

. 07/29/2014 Brent Crosby
transaction you want 07/29/2014 |Brent Crosby
to delete.

The Edit Or Delete
Procedure dialog box appears. %)
2. Click Delete in the lower-left

Credits >

Related Referral
Referred:

corner of the dialog box. On
the confirmation message that

D&750
8 D&750
6 Do240

Retainer crn-porc fused-
Retainer crn-porc fused-
Pontic-porcelain fused t
Pontic-porcelain fused t4

Motes: |General scaling with hand instruments. Ulrasonic scaler on lower anteriors-ingual. -
Baking soda used on upper and lower arch. Flossed all contacts. Patient rinzed
with a medicated rinse after Px.

1D Number Type 1D Nurnber

[B¥: Dr. Evans. Jeff

2] Remove | ||l hd

appears, click OK.

Cancel

Invalidating Transactions in History

Dentrix Enterprise locks out changes to a transaction once the transaction has been moved to history (when
the month is closed). Posting errors in the Ledger should be corrected using an adjustment. Invalidating a
procedure removes it from the Patient Chart but leaves it in the Ledger.

To invalidate a history transaction

1. In h L r i h W Ly e e l\_lu’Ju‘r nu!u_u.... A.||||.|u.| uuuf.n.-_u T
the Ledger, witha  |[(3/575003 <Famiys Adjust.. * Credit Adjustment
patient selected, Brent Crosb -- n Full mouth debridem
double-click the 04/01/2003 Brent Crosby UR D9630 * IRRIGATION PER QUAL
transaction YOU want Validate / Invalidate Procedure in Histol
to lnvahdate. Walidate / [nvalidate Procedure ™ Require Start/Completion D ate
The Va.lidate/lnva.lidate Procedure in ’7 & Validate Procedure (= Trreal tocedure StartDate:I
History dialog box appears. Gz

Operator ENTERPRISE Clni: [CENTRAL
2. Under Validate/Invalidate Procedure, Date:[TT/0972000  Encowntertt| ;rocedure Status
. . el
Clle Invalldate Pl'OCCdlll'e. Procedure:lDB?SD Retainer crm-porc fused-hi nob A::T:arorcea?Sta?LTs
— |5— Override Ing. estimate INone ,l
. [aluligh

3. Clle OK. I~ Frim. Ins I— ' Completed

In the transaction log, a plus sign (+) smort] Gam || o Ins | B Lz Pro
. 5 " Existing-Other Prov

appears in front of the procedure’s RvL: OM  Modier |

description to indicate that the procedure z‘l‘i"m“

has been lnvalldated. Invalidate Upon Completion: ¢ w/ith Verlfication © Automatic € Hone

Important: Post a credit adjustment for the Diagnoses: |

entire amount of the invalidated procedure, Netes: -

and then post the procedure again with et » |

the same date and amount as those of the =

invalidated procedure. This process must 1D Normber Ty —

be done in case the procedure needs to be
resubmitted on an insurance claim.

Felated Referal
’7 Refered:

I ﬂ Hemovel I

-

% Cancel |
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Processing Dental Insurance Claims

Managing insurance claims is a big part of the practice management routine. However, billing dental
insurance can be a complicated operation because of the inconsistent way different insurance carriers handle
claims. Fortunately, Dentrix Enterprise has the tools to handle most insurance situations.

This section covers the following topics about processing dental insurance claims:

Understanding Insurance in the Ledger

Creating Primary Dental Insurance Claims

Changing Dental Claim Information

Including Attachments with Dental Insurance Claims
Reprinting Dental Insurance Claims

Deleting Dental Insurance Claims

Posting Dental Insurance Payments

Creating Secondary Dental Insurance Claims

Editing or Deleting Dental Insurance Payments

Indicating Dental Insurance Benefits Used and Deductibles Met

Understanding Insurance in the Ledger

The Ledger module provides substantial insurance information at a glance:

Dentrix Enterprise 8.0.5 User’s Guide

Insurance coverage — You can easily tell if a patient has insurance coverage by looking at the Ledger
menu bar. The Insurance option is available if a patient has been assigned insurance in the Family File. If
the Insurance option is unavailable but the selected patient has insurance, on the View menu, make sure
that “All (with running balance)” does not have a check mark.

Procedure or claim status — From the transaction log, you can quickly see the status of a procedure or

claim. The Ins column indicates whether or not a procedure has been billed to insurance: if the column
is empty, the listed procedure has been attached to an insurance claim; if the column displays “No,” an

insurance claim has not been created for the procedure.

Claim amounts — Once a dental insurance claim has been created, the Outstanding Billed to Insurance,
Expected from Dental Insurance, and Guarantor Portion of Total Balance amounts will change to
reflect the amount of the procedures on the claim and the insurance coverage percentages.

The insurance estimates in the Ledger and on billing statements only include procedures that have been
billed to dental insurance. The entire procedure cost is allocated to the Guarantor Portion of Total
Balance until a dental claim is created for the procedure.

Pre-treatment estimate status — Pre-treatment estimates can be created from the Ledger-Treatment

Plan view. In addition to indicating whether a pre-treatment estimate has been created, the Ins column
indicates the status of an estimate: an “Acc” indicates that the procedure has been pre-authorized; an “Rej”
indicates that the procedure has been rejected.

Submission status — An insurance claim or pre-treatment estimate will have “Not Sent,” “Sent,” or
“Received” as part of its description in the transaction log. A claim is considered “Not Sent” until it is
sent to the Batch Processor or printed. A claim is considered “Sent” once it has been sent to the Batch
Processor or printed. The claim is considered “Received” when a payment or pre-authorization is entered.
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Creating Primary Dental Insurance Claims

You will create an insurance claim each time an insured patient receives treatment. You can create a claim
immediately after a patient checks out, or you can create a batch of insurance claims at the end of the day.
This section explains how to create a claim as the patient checks out.

To create a claim

1. In the Ledger, with a patient selected, do one of the following: 1 1/ Dentrix Ledger - (Crosby, Brent) [AF] [DESMITH] [CRC

il h= pa s Insurance rint

* Today’s procedures — This option is the simplest way to HE\) &= G E R
create a claim. Use this method for creating insurance claims Date | Name Surface | Tooth

03/31/2003 Brent Crosby

032172002 <Famihy>

immediately after procedures have been posted:

a. In the Ledger, with a patient selected, from the
Insurance menu, click Today’s Procedures, Today’s Procedures - Direct Print, or Today’s
Procedures - Batch, or click the Ins. Today’s Proc. button Lwl on the toolbar. Dentrix Enterprise
creates a claim that includes all procedures posted on the current date and sends it to the Batch
Processor or prints it immediately, or the Claim Information window appears.

*  Specific procedures — Use this method to create a claim for a procedures posted on another date:

a. In the Ledger, with a patient selected, select the procedures for which you want to create a claim
(to select multiple procedures, while pressing the Ctrl key, click the appropriate procedures).

b. From the Insurance menu, click Selected Procedures, Selected Procedures - Direct Print, or
Selected Procedures - Batch, or click the Ins. Selected Proc. button %l on the toolbar. Dentrix
Enterprise creates a claim that includes all selected procedures and sends it to the Batch Processor
or prints it immediately, or the Claim Information window appears.

For information about how to set the printing default for the Ins. Today’s Proc. button and Ins. Selected
Proc. button, see “Setting Up Direct Print Options” in Chapter:1 Introduction and Initial Setup.

2. If, from the Insurance menu, you select Today’s Procedures or Selected Procedures to create a claim,
before the claim is sent, the Insurance Claim

-
window appears, allowing you to edit the claim @ A anar:v Dental Insurance Claim (02/13/2012) Sent

. . . T — == - ‘__.lPrintI Help
1nformatlon' If not, lgnore the StepS that fOHOW. Patient: Abbott, James 5 Carrier: Aetna Dental
. . . . Subscnber: Abbott, James S Group Plan: HSPS Aetna
You only need to edit a claim when it requires Emploper: H3PS > ecionne of o
special handling, such as to attach X-rays. Make any Billing Provider: Srith, De\ <~/ T
necessary changes to the claim as explained in Rendering Provider: Srith, Derris D o Insurance.. a5
. . . . . Include
“Changing Dental Claim Information” in this chapter. Pay-To Provider: Smith, Dennis D P
| — — |
. . Tooth|Surface Description | 4 [
3. On the menu bar, click Print. = { 4 )~ svachments)
Detail/extensive oral eval, Ny
Send to batch |

The Insurance Claim Print dialog box appears.

4. Ifyou are not including any attachments, clear the 5 ) serdelectorical |
Attachment(s) check box.
5. Click Send to Batch to send the claim to the Batch Processor, Send Gl |
Electronically to send the claim through electronic filing, or Print to print the
claim now.

Important: If you click Cancel, the claim will be created, but the status will be “Not Sent.” This is not
recommended.
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Changing Dental Claim Information

When an insurance claim is created, a standard set of information is used to fill out the claim. If you need
to add non-standard information to a claim, you can edit the claim information from the Insurance Claim
window. You can access the Insurance Claim window from the Ledger, with a patient selected, using one of
the following methods:

*  Double-click an existing claim in the Ledger transaction log.

* Ifyou have not yet created a claim for procedures posted today, from the Insurance menu, click Today’s
Procedures.

* Ifyou have not yet created a claim for procedures posted on a day other than the current system date,
select the procedures, and then, from the Insurance menu, click Selected Procedures.

The Insurance Claim window is made up of the following boxes called “blocks”: Subscriber Information,
Billing Provider, Rendering Provider, Pay-To Provider, Claim Information, Diagnostic Codes, Procedure
Information, Payment Information, Claim Status, and Insurance Plan Notes.

Subscriber Information Diagnostic Codes Claim Information
ﬁ Primary Dental Insurance Clainp (02/13/2012) Sent @
File Claim Enter Payment MNpte Print Help
Patient: Abbott, James S Carrier: Aetha Derta)
Subscriber: Abbott, James 5 Group Plan: HSPS Aetna
Employer: HSFS [Release of Info/Azzign of Benefits] [Sefondary Insurance]
Billing Provider: Smith, Dennis [ Claim Information: Mon-Standard
Providers Rendering Prowvider: Smith, Dennis Diag. Codes:
Pay-To Prowvider: Smith, Dennis D
?oolh Surface Description Date Code Fee Ins Amt
Limited oral evaluation 01/202 | Do140 3500 0.00 -
Procedure Detail/extensive oral eval, 01/31/2m2 | DOED 38.00 0.00 i
Information il
Total Billed: 73.00| Pmt Date Pmt Amt Description Check #
Payment Ezt Ing Portion: Fa.00 -~
and || Ins Amt Total: 0.on [
Adjustment Total Paid: 0.0 -
Information Total Credit Adj: 23.00 [_AdjDate Adj Amt Type
Total Chrg Adj: n.on i
Ded 5/P/0: 2/0/0 |
Status Invoice #: 010000360 Insurance Notes
Create Date: 02/13/2012  Tracer: Ask. for Debbie if you have coverage questions.
Date Sent : 02/13/2012 On Hold:
Re-Sent:
Yoided:

Claim Status Insurance Plan Notes

To edit the information in any of these blocks, double-click the appropriate block. Each block is explained in
the sections that follow.
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Editing Patient and Subscriber Information

The Subscriber Information block displays the patient name, subscriber name, employer, insurance carrier
name, and the group plan name. From this block, you can edit the signature options for the claim, the
subscriber ID, and the benefits used and deductible met amounts.

To edit subscriber information for the claim

1. Double-click the Subscriber Information

blOCk. Z Primary Dental Insurance Claim (02/13/2012) Sent
File Claim EnterPayment Note Print Help
1 i i Patient: &bbott, James 5 Carrier: Aetha Dental
ﬂle Patlent/Insurance Informatlon dlalog Subscriber: Abbott, James 5 Group Plan: HSPS Aetna
bOX appear S. Employer: HSPS [Release of Info/Assign of Benefits)
. . . . Billing Provider- Smith, Dennis D _ [ Claim Infarmation- Non-Standar,
2. Edlt the followmg 1nformat10n: 4 Patient / Insurance Inf
e Signature on File — Whatever options
are selected in the patient’s Family File are the defaults for W ssignment of Benefis
all insurance claims created for the patient. Changes made 10 N (55845 [T
to the Signature on File options in the Patient/Insurance ZETE =
. . . . Lifetime Annual Annual
Information dialog box affect only the corresponding claim. Individual Indvidual Famiy
Standard Required: | 0.00 R00.00 1500.00
* Release of Information — Select this option to indicate Met [0 000 [oo0
to the insurance carrier that the patient has signed release ||| preventive Requied: [000 100000 |3000.00
forms authorizing the office to submit information on Met 000 Jooo  fooo
the patient’s behalf. The patient will not have to sign box Other Requied: (000 150000 |4500.00
19 on the ADA claim form. fefjoon  Jjjnoo [fjo.o
Individual F arnily
* Assignment of Benefits — Select this option to indicate Masimum Benefits: |50000.00 | 15000.00
to the insurance carrier that the patient has signed el it B L]
release forms authorizing the insurance carrier to send
reimbursement to the office rather than the patient. The 3 ol
patient will not have to sign box 20 on the ADA claim N/
form.

e ID Number (SS#) — The subscriber’s ID number from the Family File (usually the Social Security
number) appears in this field. If necessary, change the subscriber ID that will appear on this claim.

* Deductible and Benefits — The maximum benefits and deductibles for the carrier and the benefits
used and deductible met amounts from the Family File appear in this dialog box. If necessary, edit the
deductibles met and benefits applied in the appropriate fields. Dentrix Enterprise will use the updated
information for calculating all future insurance estimates for the patient or family.

* Update Secondary — If the secondary (or tertiary or quaternary) insurance information was entered
after the primary claim was created, in the lower-left corner of the dialog box, an Update Secondary
Insurance (or Tertiary or Quaternary Insurance) check box appears. Dentrix Enterprise will not use
the new secondary (or tertiary or quaternary) insurance information until this check box has been
selected.

3. Click OK.
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Changing Providers

The Providers blocks display the billing, rendering, and pay-to providers for the claim. From these blocks, you
can change any of those providers for the claim. For information about setting up the default providers for
these blocks, see “Setting Up Practice Defaults” in Chapter 1: Introduction and Initial Setup.

To change a provider for the claim

ﬁ Primary Dental Insurance Claim (02/13/2012) Sent

1. Double-click the Billing Provider, Rendering File Claim EnterPayment Note Print Help
1 _ 1 Patient: Abbott, James 5 Carrier: Aetna Dental
Pr0V1der’ or Pay TO PrOVlder blOCk' Subscriber: Abbott, James 5 Group Plan: HSPS Aetna
. . Employer: HSPS [Release of Info/Assign of
The Select Provider dialog box appears. — R a— - -
Billing Prowider: Smith, Dennis D P Claim Information: Mo
Search for and SeleCt the appropriate provider. Rendering Provider: Smith, Dennis D ( ) Diag. Codes:
Clle OK. Pay-To Provider: Smith, Denniz D
Tooth|Surface| Description Date Code F
e 01/31/202 | DO140
Select Provider 01/21/2012 | DOTED
Search By:
& Thiz Clinic | Al Providers
I'D ILaStNamE:  AICinics | InApptBook.

| Cliric: 1D

Hewitt, Mark O
DROEB Fobb, David MESA
JED Kimbal, Jacob & MESA
MCCLURE McClure, Jeffrey AF

( 3 'DK | Cancel
4

N’
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The Claim Information block displays information that is specific to the patient and the insurance claim. The
standard information will appear on a standard ADA insurance claim form unless it has been edited.

This block displays “Standard” unless the information has been changed; in which case, “Non-Standard”

appears.

Note: When claim information is entered or cleared from the Insurance Claim window, the changes apply
only to the claim currently being displayed and to any associated dental claim (primary, secondary, tertiary, or
quaternary) or medical claim. When a new claim is created, Dentrix Enterprise uses the defaults for a patient
in the Appointment Book for the new claim. For information about how to set up claim defaults, see the

“Scheduling - comprehensive” topic in the Dentrix Enterprise Help.

To change claim information for this claim
1. Double-click the Claim Information block.

The Insurance Claim Information dialog box appears.
2. Edit the following information:

*  Place of Treatment — To indicate where the treatment
for this claim was performed, select Office, Hosp,
ECEF, or Other. If you
select Other, type the

Sent
Help

Carrier: &etna Dental
Group Plan: H5PS Aetna

[Release of Info/Assign of Benefits) Nndary Insurz
Claim Information: Non-Standal{ 1 )

Diag. Codes:

2)

appropriate COdC. 4 Tnsurance Claim Information \ ) @
Flace of Treatment o For Special/Medicaid Claims
° Pre-Authorization ? Office i Megp || el M Referming Prov:li
ECF Other First Wisit Date Current Series: Reason for Pre-Auth:
Number — If a treatment —— & Foqired
h . . Original Reference Mumber [#]: " Services Exceed Max
re-authorization )
p d f h Student Status Service Authaorization- E xeeption Code
was approve or tnis MNOME -

. pp & MNone  Part-Time ¢ Ful-Time | |< i . J
claim, type the pre- fuﬁt)ua,féndmtm =
authorization number. Atschments o -

: ¥ Radiographiz] Enclosed : How Many? |4— [~ Other Attachments I Oral Surgery ™ ReEvaluation

. . o I” Special Case/EPSDT [~ CHDP
¢ First Visit Date Current ™ Oral Imagels) Enclosed: r  Modioars =i
Series — If this claim is [ Modelis) Enclosed: r [ Elighilty Pending
. ™ Retroactive Eligibility
for treatment that is part Include Attachment(s] | Insurance Ref # ——
. elerring Physician
of a multi-visit treatment, | ~ 5 Referred:
f)’pe the ﬁI'St date Of Dates Drescriptions ﬂé
] . . I~ Occup. lness Or lrjury s | [ 1D Humber Type 1D Number
service for this series of = ap— |
™ Other Accident | | 2nd [D Mumber Tepe 2nd 1D Mumber
treatments. |
[ Services Covered by Another Plan: e —— =
. o . ther Subscrber Information
° Prasth
Orlglnal Reference rasnEss Fiemaining Patient Liability Amount:
Number (#) —Fora @ No € Iniial (" Replacement | | Total NonCoversd dmount|
voided or resubmitted r | |
Medicaid Claim tYPC I Orthodantic Treatment-
bl
. . Cl ok L. |

the original reference [ | 3 =

number.

N

*  Student Status — If the patient is enrolled in school (college, university, and so forth), select Part-

Time or Full-Time, and then type the school and city.

e Attachments — To add, edit, or remove claim attachments, select or clear the appropriate option.
For more information about claim attachments, see “Including Attachments with Dental Insurance

Claims” in this chapter.

* Disabled — Select this option if the patient is disabled (work-related or not).
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*  Occupational Illness or Injury — If the treatment for this claim became necessary due to a work-
related injury or illness, select this option, and then type the date and description of the injury or
illness.

*  Auto Accident — If the treatment for this claim became necessary due to an automobile accident,
select this option, and then type the date and description of the accident.

*  Other Accident — If the treatment for this claim became necessary due to an accident that was not
automobile-related or work-related, select this option, and then type the date and description of the
accident (the fields are not available if the check box is not selected).

*  Prosthesis — To indicate that a prosthetic device is required for the treatment for this claim,
select Initial or Replacement. If you select Initial, type the relevant Date Ordered. If you select
Replacement because a new prosthesis is required, type the Replace Reason, Prior Date, and Date
Ordered. Also, if the date in the Prior Date field for the placement of a prosthesis done previously is
an estimate, select the Estimated check box.

*  For Special/Medicaid Claims — If necessary for a special or Medicaid claim, enter the referring
doctor, a reason for the pre-authorization, an exception code, and other options that apply to the
claim.

Tip: If a pre-authorization has been received and entered into Dentrix Enterprise, the pre-
authorization number will automatically appear on the insurance claim. If there is more than one pre-
authorization number for the procedures on the claim, create a claim for each set of procedures with a
different pre-authorization number.

*  Referring Physician — To specify a referring provider and the ID, such as the UPIN, of that provider,
click the Referred search button to select a provider. Next, select the ID Number Type, such as
“UPIN,” and type the ID Number. To specify a second ID for the selected referring provider, select
the 2nd ID Number Type, and type the 2nd ID Number.

Notes:

* By default, the options are populated automatically with the referring doctor’s information
entered for a procedure on the claim, using the provider’s UPIN from the Provider Information
dialog box.

*  For rendering, billing, and pay-to providers on a claim, you can enter a referring provider’s ID for
a specific insurance plan in the Provider ID Setup dialog box.

*  Other Subscriber Information — Specify the following information for secondary claims:
* Remaining Patient Liability Amount — Type the amount remaining to be paid by the patient.
e  Total Non-Covered Amount — Type the total amount that is not covered by insurance.

* Primary Claim Adjustment Reason(s) — If this is a secondary claim, to enter, edit, or delete
reasons for adjustments made to the corresponding primary claim, click this button.

e HSN - If the payor ID entered for the insurance plan associated with the claim is “MCMAL1,”
click this button to specify whether the patient has full or partial coverage (and starting coverage
date), the status of the deductible for the claim, the amount the patient has paid for the
procedures included on the claim, and the total estimated amount due from the patient for the
procedures on the claim.

3. Click OK.

For comprehensive details about all the options available for changing claim information, see the “Changing
dental claim information” topic in the Dentrix Enterprise Help.
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Editing Procedure Information

The Procedure Information block lists all of the procedures attached to the claim and shows the tooth, surface,
description, date, procedure code, fee, and amount insurance has paid or pre-authorized for each procedure.
The Date column shows the date of completion for insurance claims and the date recommended for pre-
treatment estimate claims (the recommended date does not print on a pre-treatment estimate).

To edit a procedure amount

| == m— =
. . Tooth|Surface Description Date Code Fee Ins Amt
1. To edit the amount the insurance plan Cinited oral evalugtion [ 1 N [ Ti7t/z0iz [ Doian 35.00 o

. . . Detail/extensi | eval, 0/31/2mz2 | Doveo 38.00 0.00
will pay for a procedure on this claim, sliferenveoaleval, \_J

double-click that procedure.

Total Billed- 720N PmtNate | Pmt Amb | Nezcrintion

The Edit Insurance Payment
Amount For Procedure dialog box
3 Edit Insurance Payment Armount For Proce @
appears.
Insurance Amount: [[35.00 Update nt Table
2. Type the Insurance Amount (from an EOB, the
. . . . Applied Amount: |12.00
amount that the insurance carrier is paying). For
. . . « . Pre-Treat Estimate; |0.00
information about the applied amount, see the “Posting
. o : Curert Coverage: [0
dental insurance payments” topic in the Dentrix e e
Enterprise Help.

3. Update the payment table, if appropriate.

Important: It is important that you only the payment table only when the payment amount applies to

all patients covered by a given plan. For example, if the estimated insurance portion is different from the
payment amount because money is being withheld toward a deductible, do not update the payment table.
Similarly, if a patient has exceeded his or her maximum benefit, do not update the payment table.

4. Click OK.
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Editing Payment and Estimate Information

The Payment/Estimate Information block displays the total charges for procedures on the claim; estimated
insurance portion; total payment or authorized amount; total of the itemized payments or estimates; date,
amount, and check number of payments or pre-estimates received; and amount applied to the deductible.

To edit or delete a payment or pre-estimate

1.

Double-click the appropriate | | | | |
. Total Billed: 73.00|  Pmt Date Pmt Amt D

payment or pre-estimate. Est Ins Portion: 73.00 [_04/17/2013 5000 nsurance Paymert {* 4

. Ins Amt Total: 73.00
The Edit or Delete Insurance Total Paid: 50.00
P . Total Credit Adj: 23.00 Adij Date Adj Amt Type

ayment dialog box appears.
i Edit or Delete Insurance Payment =R ECR (=)

Make any necessary Changes’ Dperator: [ENTERPRISE Colscting Cliic: [CENTRAL |
and then click OK/Post to apply Dot [BArT 772073 Eromnetil ]
the changes. For information fimaurt F.0 Eheck i 12345
. . Pre-Auth Number. Bank/Branch &
about the op tions avallable fOI‘ Claim Clinie: [CENTRAL Payment Type: & Check Papment Delete
[ L} =] L

insurance payments, see “Posting

Apply Remairing | Fiemove Applied |

[NOTE: Insurance Estimates are only for this claim)

oksrost /| Cancel |

Dental Insurance Payments” in Dot [ 7] Surfoce [ Code | Description | Pravider

[ Charge| Othins[ GuarCr[ InsEst ] Ins Amt [ Applied [ Balance |

01/31/12
01/31112

DO0140
DO160

DDS1
DD51

Limited oral ...
Detail/extensi...

this chapter.

35.00
38.00

0.00
0.00

2300
0.00

0.00
0.00

0.00
0.00

12.00
38.00

0.00
0.00

Total Remai...
0.00

Total Charges | Total OtherIns
73.00 0.00

Total Guar Cr
23.00

TotalIns Est
0.00

Total Ins Amt
0.00

Total Balances
0.00

Total Applied
50.00

Updating Claim Statuses

The Claim Status block displays the dates the claim was created, sent, traced, placed on hold, re-sent and/or
voided. From this block, you can modify these dates as needed.

To manually change a status and date for the claim

1.

Dentrix Enterprise 8.0.5 User’s Guide

Double-click the Claim Status block. Total Paid: 50.00 |
Total Credit Adj: 2300 Adi Da di Amt
. . Total Chrg Adj: 0.00 [ 04/417/20 23.00)!
The Insurance Claim Status dialog box appears. Ded S7P70. 2000 1
Select a Status: Claim Sent, Tracer Sent, On Hold, Re-Sent,
Status Invoice #: 010000360 In
Cemnabn Maka- 7M1 Tenmne- O

or Voided; and then type or change the Date. You can also
change the Create Date.

Click OK.

(2)
3 Insurau Stat... @

Create Date: 441742013
Statuz Drate
¥ Claim Sent: |0417/2013
I~ Tracer Sent: I—

[ OnHeld:

[ ReSent: I—
™ ‘aided: [
3




Editing Dental Insurance Plan Notes

The Insurance Plan Note block displays any notes that have been entered for an insurance plan from the
Family File of any patient with that insurance plan. From this block, you can add, edit, or delete the notes for

all patients covered by the same insurance plan.
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The insurance plan note does not print on the insurance claim. For information about how to include a note
on the claim, see “Adding Dental Insurance Claim Notes” in this chapter.

To edit an insurance plan note

1. Double-click the Insurance Plan Note block.

The Insurance Plan Note dialog box appears.

Type or edit the notes for the insurance plan.

Click OK.

Amt o 1VPE

(1) i

J

‘In:urance Notes
As far Nahhis i uai haua ~nuarans anackane
z Insurance Plan Mote @
Insert D ateline m
ks for Debbie if you have coverage questions. -

Adding Dental Insurance Claim Notes

You can add a narrative to your claim to document and/or explain treatment.

To add a note that will print on the claim

1. On the Insurance Claim window menu bar, click Note.

The Insurance Claim Note dialog box appears.

2. Type any notes regarding the claim that you want to have

appear on the claim.

3. Click OK.

7 Primary Dental Insurance Claim (02/13/2012) Sent
Print Help

Patient: Abbott, James S
Subscriber: Abbott, James 5 G
Employer: HSPS

Billing Provider- Smith. Dernizs D

z Insurance Claim Note

H

Insert Dateline | i 3

A niote specific to this claim here, such as remarks for unusual -

services.- Wed - Apr 17,2013 @

Clear |
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Including Attachments with Dental Insurance

Claims

You can attach radiographs, images, models, documents, and perio charts to insurance claims.

To include attachments with a claim

1. In the Ledger, with a patient selected,

|14 Dentrix Ledger - (Crosby, Brent) [AF] [DESMITH] [CRO004C] [11/11/1973] [40]

File Options View Transaction Insurance Print Month End

open the Insurance Claim window
using one of the following methods:

*

Surface | Tooth | Check # Description

03/31/2003 Brent Croshy
03/31/2003 <Family>

04/01/2003 Brent Croshy
04/01/2003 Brent Crosby
04/01/2003 Brent Crosby
04/01/2003 Brent Crosby
04/01/2003 Brent Crosby
04/01/2003 Brent Crosby
06/19/2003 <Family>

06/19/2003 <Family>

06/19/2003 Brent Crosby
12/03/2013 Brent Crosby
05/15/2014 Brent Crosby

e Double-click an existing claim in
the Ledger transaction log.

* Ifyou have not yet created a claim
for procedures posted today, from
the Insurance menu, click Today’s
Procedures.

Adjust.. * Initial Balance Forward
Adjust.. * Credit Adjustment
D4355 * Full mouth debridemnt,eval/di...
UR D9630 * IRRIGATIONM PER QUAD
uL 09630 * IRRIGATION PER QUAD
LL 09630 * IRRIGATIONM PER QUAD
LR 09630 * IRRIGATIOM PER QUAD
REFOS * Referred To Oral Surgery
Payme.. * Care Credit
Adjust.. * Special Adj
Adjust.. * Special Adj

o 14 D2391 Resin-1 surface, poster R
ML 20 ==
me_- Prim Dental Claim - Sent | |

* Ifyou have not yet created a claim
for procedures posted on a day
other than the current system
date, select the procedures, and then, from the
Insurance menu, click Selected Procedures.

2. Double-click the Claim Information block.
The Insurance Claim Information dialog box appears.

3. Select whether you are attaching radiographs, oral
images, models, and/or other, and then type the
number of items being attached in the appropriate

(5525

Sent
Help

Carrier: &etna Dental
Group Plan: HSPS Aetna

[Release of Info/Assign of Benefits) Mndary Insurance]
Claim Information: Non»Slandal( 2 )

Diag. Codes:

For Special/Medicaid Claims

* Required
" Services Exceed Max.

Service Authorization- Exception Code
[

How Many? fields.
3 Insurance Claim Information
4. Clle Include Place of Treatment T
@ Office " Hosp Te-Authorization Mumber Pt Fae
Attachment(s). ECF ( Other First "igit D ate Cunent Series: Reason for Pre-tuth;
The Include Original Reference Mumber (#):
Attachments dialog box | [ StudentStae
appears‘ @ Mone © Part-Time © Ful-Time zlncrude}lﬂachment{s]

achments
5' Under AttaCh Iv¥ Radiograph(s) Enclosed : How Many? |4—

From, click a

™ DralImage(s) Enclozed : |—
button to import

O

™ Modells] Enclosed : |—

Altach From
Document Center , 5 \Import Perio Chart |
u Import File |

Mor-Electonic

any document
from the
Document Center,

gl 11Ul Attachment(s] | |nzurance Ref #: |— |

[ Disabled
Dates

[~ Dccup. liness Or Injury :

[ Auto Accident
[~ Other Accident

any saved periodontal

examination, any digital
images stored in Image,
or any file with an .RTF

or .TXT extension.

& Mo

" Intial ¢ Replacement

[~ Services Covered by Another Plar: ‘ 7 ’Attachment Information
Prosthesis

[ate | Doc Type/Filename | Origin | Type | Mote
02/24/2011 Test itf document.itf Imported Support D...

01/25/2012  1000051_2_113921.per  Perio File

04472013 MIPALCS Hraps/pan DocCenter Support D...

04472013 12331 MonElectronic  Support D...  note for no
4 [ | +

Femove Attachment

‘when an attachment iz printed or sent electronically the
moszt recent version of the attachment will be used.
8 Cloze

I Orthodontic Treatment-

Clear

6. For a printed (not

electronic) claim, if you

9 Cancel

will be including an

N’

attachment of another type, click Non-Electronic. In the Attachment Information dialog box, type an
Attachment Note, sclect an Attachment Type and Transmission Code, type a Control Number, and
then click OK to save the information and return to the Include Attachments dialog box.
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7. If you want to view or add attachment information for a selected attachment, click Attachment
Information. In the Attachment Information dialog box, type an Attachment Note, select an
Attachment Type and Transmission Code, type a Control Number, and then click OK to save the
information and return to the Include Attachments dialog box.

Click Close to return to the Insurance Claim Information dialog box.

Click OK.

Reprinting Dental Insurance Claims

If you have edited an insurance claim, you can reprint it.

. . ACJUST,, ~ WTEOIT AQIUSTIMENT =IVY UEIIVILE T
To l‘epl‘lllt a clalm D4355  * Full mouth debridemnt,eval/di... 50.00 MHAYES
UR D9630 * IRRIGATION PER QUAD 30,00 MHAYES
1 1 uL 09630 * IRRIGATION PER QUAD 30.00 MHAYES
1. In the Ledger, with a patient selected, L B aTon et ETITE
_cli 1Qt] 1 1 LR 09630 * IRRIGATION PER QUAD 30,00 MHAYES
dOublC Clle an CXlStlng Clalm 1n the REFOS * Referred To Oral Surgery 0,00 MHAYE®
1 Payme.. ™ Care Credit -1495,00 DESMITH
transaction log. Adjust... ™ Special Adj S -1495.00 MHAYE:
. . Adjust.. * Special Adj 1495.00 DESMIT!
The Insurance Claim window appears. o | D291 Resin-l surface, poster R 5000 Desw
o " i X F
. . | ] N |
2. On the menu bar, click Print. The
Insurance Claim Print dialog box
ap p cars. Z Primary Dental Insurance Claim (02/13/2012) Sent
3. Ifyou are not including any attachments, clear the TEem—errerpeymee—ee P ] el
Patient: Abbott, James 5
Attachment(s) Check box. Subscriber: Abbott, James 5 G
Empl HSPS
. . 1
4. Click Send to Batch to send the claim to the Batch o Insurance... (@l "
. . Include
Processor, Send Electronically to send the claim through W Claim

IV Attachment(s)

electronic filing, or Print to print the claim now.

Send to batch

Send Electronically

Cancel
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Deleting Dental Insurance Claims

You can delete a claim after it has been created. If a secondary claim has been created, you must delete the
secondary claim before you can delete the corresponding primary claim. If a claim has been paid and is in
history, you cannot delete it.

For information about how to delete a payment for a claim without deleting the claim, see “Editing or
Deleting Dental Insurance Payments” in this chapter.

. . — I I R e e e i | | e
TO delete an insurance CIalm 03/31/2003 Brent Crosby Adjust.. * Initial Balance Forward
03/31/2003 <Family> Adjust... * Credit Adjustment
1. In the Ledger’ Wlth a patient Selected) 04/01/2003 Brent Crosby D4355  * Full mouth debridemnt, eval/di...
04/01/2003 Brent Croshy UR D9630  * IRRIGATION PER QUAD
double-click an existing claim in the 04/01/2003 Brent Crosby uL D9630  * IRRIGATION PER QUAD
04/01/2003 Brent Croshy LL D3630  * IRRIGATION PER QUAD
transaction log~ 04/01/2003 Brent Crosby LR 09630 * IRRIGATION PER QUAD
04/01/2003 Brent Crosby REFOS * Referred To Oral Surgery
. . 06/19/2003 <Family> Payme.. * Care Credit
The Insurance Claim window appears.  osa/2003 <Famiy> Adiust... * Specisl Adj
06/19/2003 Brent Crosby Adjust.. * Special Adj

. . 12/03/2013 Brent Croshy 0 14 D2391 Resin-1 surf; st R
2. From the Flle menu, Cllck Delete. 05/15/2014 B:::t C:g;b: ML 20 aise re——re——
. [Brent Crosby || | Prim Dental Claim - 5 [
On the confirmation message that S — -
appears and cautions you that deleting

the claim will also delete any attached
payments and adjustments, click OK.

4 Primary Dental Insurance Claim (02/13/2012) L kbl l Uil o
ile} Claim Enter Payment MNote Print Help

Patient: Abbotl, James S
Subscriber: Abbott, James 5 G
Employer: HSPS

Billing Provider: Smith, Denniz D

Posting Dental Insurance Payments

When posting an insurance payment, Dentrix Enterprise will automatically itemize the payment for each
procedure according to the insurance estimate. You can edit or remove the applied amount, as well as add
the amount to the insurance payment table. Insurance payments will be calculated when a deductible is to be
applied. You can also write off an amount (make an adjustment) while posting an insurance payment.

Tip: For new offices, if the claim for which you are posting payments was not created using Dentrix
Enterprise, post the insurance payment as a guarantor payment. For information about how to add a
payment type, such as “Insurance Payment,” to distinguish these payments from patient payments, see the
“Customizing Payment Types” topic in the Dentrix Enterprise Help.

To post an insurance payment 04/01/2003 Brent Crosby REFOS * Referred To Oral Surqery
06/19/2003 <Family> Payme.. * Care Credit
. . 06/19/2003 <Family> Adjust... * Special Adj
1. In the Ledger, with a patient selected, T T
. P . . 12/03/2013 Brent Crosh (o] 14 D2391 Resin-1 surf st R
double-click an existing claim in the T o T e

20
Brent Croskr I

transaction log.

The Insurance Claim window appears. -
ﬁ Primary Dental Insurance Claim (02/13/2012) Sent
2. On the menu bar, click Enter Payment. @-

Patient: Abbott, James S

. Subscriber: Abbott, James § G
The Enter Insurance Payment dialog box appears. Emploer: HSFS
3. Set up the following options: B Erter Insurance Payment = x|
- ———
. . . . Operator: [ENTERPRISE Collecting Clinic: [CENTRAL »| Prevenlive  Other
. ollecting Clinic — Click
C 8 C C Date: [04/17/2013 ncounter # [0 [0
the search button **| to st B e
select the clinic that is P Norber ok oranch
collecting the payment. The Do Cieic JCENTRAL Payment Type: & Chack Payment rance E simates are onk for ths clsim]
Claim Clinic ( the clinic Apply Remaining | Remove Appied ¥ AdiustYTD Benefis/Deductible 6 lDKfPust Cancel
. Date 5 \ [Code [Description [ Provider Charge [ OthIns [ Guar Cr Nt [ Ins Amt [ Applied [ Balance |
WhCI’C the clalm was created) 01/31/12 D140  Limited oral .. DDSL 3500 1200 2300 000 000 000 000
f f 0173112 D0160  Detail/extensi... DDS1 38.00 38.00 0.00 0.00 0.00 0.00 0.00
appears or your rererence.
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e Date — Dentrix Enterprise automatically assigns the current system date to the payment, but you can
change the date as needed.

*  Amount — Dentrix Enterprise automatically inserts the estimated insurance portion in this field, but
you can change the dollar amount of the payment as needed.

e Check # — If the patient is making payment to the office with a check, type the Check # and Bank/
Branch # of the check.

* Adjust YID Benefits/Deductible — Leave this check box selected if you want Dentrix Enterprise to
adjust the patient’s year-to-date benefits and any applied deductible accordingly.

*  Deductible Applied For Claim — If money has been withheld toward a deductible, type the withheld
amount in the appropriate field(s): Standard, Preventative, and/or Other.

In cases where your practice does not bill the patient, such as with some preferred provider (PPO)
plans, to quickly create an adjustment to offset any remaining balance, under Enter Adjustment, select
Write-Off, and then select whether you are adjusting off a dollar amount or a percentage of the claim’s
remaining balance. Next, do one of the following:

* Ifyou selected $, the unpaid balance for the claim appears in the Total Amount field, but you can
change the adjustment amount as needed.

* Ifyou selected %, the unpaid balance for the claim appears in the of field. Type the percentage to be
adjusted in the % field, and Dentrix Enterprise will calculate the adjustment amount and populate

the = field.

When you enter an amount, Dentrix Enterprise will automatically allocate the payment to the oldest
provider balances, according to the charges listed. The amount applied will be listed in the Applied
column. You can apply any remaining amount or edit the amount applied. Do one of the following:

*  To apply a remaining amount, select the correct charges (to select multiple charges, while pressing the
Ctrl key, click each charge), and then click Apply Remaining. The amount in the Total Remaining
field will be applied to the selected charges.

If the amount exceeds the insurance estimate, a dialog box appears. Do one of the following:

*  Select Do not apply the remaining amount to apply only an amount equal to the insurance
estimate, and then click OK.

*  Select Apply the remaining amount to and Exceed insurance estimates to apply the remaining
amount but not exceed the total charge (which will result in an overpayment), and then click

OK.

* Ifat least one of the selected procedures has a non-insurance credit amount (Guar Cr column)
that can be suspended or re-allocated and one or more non-insurance credits have not been
placed in history, select Apply the remaining amount to and Change guarantor credit
allocations to suspend the non-insurance credit amount but apply the insurance payment, and

then click OK.

Tip: You can use the Change guarantor credit allocations option in cases where you have

a primary claim with a pending secondary claim and paying the balance might result in a
remaining balance that is less than what will be paid by the secondary insurance carrier. However,
it is more practical to deal with that possibility when the secondary claim is paid rather than with
the payment for the primary claim.

*  To remove the applied amount, click Remove Applied.

*  To edit the amount applied, double-click the procedure, and then type the correct amount to be

applied.
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* To save the paid amount as a reference for future estimates, double-click the procedure (or right-click
the procedure, and click Edit Ins Payment Amount). In the Edit Insurance Payment Amount for
Procedure dialog box, type the insurance amount from the insurance EOB, and then, if appropriate,
you can update the payment table. If the applied amount exceeds the amount of the procedure, a
message appears and asks if you want to automatically adjust the applied amount to the amount of
the procedure or return to edit the applied amount.

The next time any patient with this insurance plan has the same procedure recommended or
completed, Dentrix Enterprise will use the payment amount as the insurance estimate.

Important: It is important that you update the payment table only when the payment amount
applies to all patients covered by that plan. For example, if the estimated insurance portion is different
from the payment amount because money is being withheld toward a deductible, do not update the
payment table. Similarly, if a patient has exceeded his or her maximum benefit, do not update the
payment table.

6. Click OK/Post.

If Write-Off was sclected, the Enter Credit Adjustment for Insurance Claim dialog box appears. Make
any necessary changes to the adjustment type, provider, and amount, and then click OK to post the
insurance payment and corresponding adjustment.

If the patient has secondary insurance or medical coverage, a message appears and reminds you to create
a secondary or medical claim. Click OK, and then click Create Secondary or Create Medical on the

Insurance Claim window’s menu bar.

At times, an insurance carrier will send partial payment for an insurance claim while waiting for more
information on certain procedures. In this situation, Dentrix Enterprise provides the following methods for
posting two separate payments to the claim:

*  Splitting an existing dental claim into two separate claims
*  Posting multiple payments to one dental claim

For information about how to perform these tasks, see the “Posting partial dental insurance payments” topic
in the Dentrix Enterprise Help.
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Creating Secondary Dental Insurance Claims

With Dentrix Enterprise, you can create secondary, tertiary, and quaternary insurance claims. This section
explains how to create a secondary claim.

To create a secondary claim

1.

04/01/2003 Brent Crosby REFOS " Referred To Oral Surgery
06/19/2003 <Family> Payme.. * Care Credit
06/19/2003 <Family> Adjust... * Special Adj
06/19/2003 Brent Crosby Adjust.. * Special Adj
Brent Croshy (4] 14 D2391

In the Ledger, with a patient selected,
double-click the primary insurance

Resin-1 surface, poster

Brent Crosby ML 20
Brent Crosby | | |

claim for which you want to enter a
payment. The Insurance Claim
window appears.

0-330 | 31560 | 61-3>90 | 91--> | Suspended | Patient Balance | Today's Chare

If secondary insurance information m
has been changed in the patient’s Family 4
File since the primary claim was created, @-
to update Dentrix Enterprise to use the I
new insurance information for creating it i A
the secondary claim, double-click the ling Provider: Smih BernisD
Subscriber Information block, select

Update Secondary, and then click OK.

Carrier: &etna Dental
roup Plan: H5PS Aetna

[Release of Infa/Assign of Benefits|

| Claim Information: Mon-Standa

From the Claim menu, click Create Secondary. Dentrix Enterprise creates the additional claim, and the
Insurance Claim window displays that secondary claim.

Tip: To switch back to the primary insurance claim, from the Claims menu, click View Primary Dental.

While viewing the secondary claim, on the menu bar, click Print. In the dialog box that appears, click

Print to print the claim immediately or Send to Batch to send the claim to the Batch Processor in the
Ofhice Manager.
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Editing or Deleting Dental Insurance

Payments

You can correct a mistake that was made when posting an insurance payment. However, you cannot change or

delete an insurance payment in history.

To edit or delete an insurance payment

1. In the Ledger, with a patient selected, double-click an insurance payment in the transaction log. The Edit

or Delete Insurance Payment dialog box appears.

07/29/2014 Brent Crosby 6
U?.‘Bfl[]lal Brent Crosbv

U?,"Eflﬂld Brent Crosb\r

--_

D6240 Pontic-porcelain fused to hnob
DE240

Pontic-porcel ed to hnob
Deatlns|  [Pri Deat 10 -
Ins Prim Dental CM Rec'd125.00

% Edit or Delete Insurance Payment =n R ==
Operator: [ENTERPRISE Collecting Clinic: |EENTHAL ﬂ
Date: 0441742013 Encounter #
Amount; [0.00 Check #: 12345
Prestuth Number: Bark/Branch #
2' Edlt the payment amount Claim Clinic: |CENTRAL Payment Type: & Check Payment Delete
1. d " Electionic Payment
or app 1ed amounts Auplyﬂemaining| Hemwveﬁwhed| (NOTE: Insuance Estimates are only for this claim] OK/Past | Cancel |

as necessary, and then Date | T..| Surface | Code IDE;.(r\ption | Provider | Charge | Othins [ Guar Cr| Ins Est [ Ins Amt [ Applied [ Balance |
click OK/Post. Or, to oz D60 Desvemens. DD 600 000 000 om om0 B0 0a0
delete the payment, click

Delete, click OK on the

confirmation message

that appears, and then,

when the Insurance Claim

Window appears’ re-post [ Total Remai.. | Total Charges Total Otherlns| Total Guar Cr|  TotalInsEst| TotallnsAmt | Total Applied | Total Balances |

| 000 73.00

0.00 23.00 0.00 0.00 5000 0.00|

the payment correctly.
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Indicating Dental Insurance Benefits Used

and Deductibles Met

Typically, you will indicate deductibles met when posting an insurance payment, and Dentrix Enterprise
will automatically track benefits used and deductibles met for patients. However, on occasion, you can have
patients who come to your practice mid-year. These patients might have met part or all of their deductible for

the year or used part or all of the maximum benefits.

To enter benefits used and deductibles met

1. In the Ledger, with a patient selected, S —

—cli 1 1 1 06/19/2003 <Family>
double-click a pending/sent claim in —
12/03/2013 Brent Crosby

the transaction log 05/15/2014 Brent Croshy

The Insurance Claim window appears.

o]
ML

20
|Brent Crosby || |

REFO

)5 Referred To Ural Surgery

Payme.. * Care Credit
Adjust... * Special Adj
Adjust... * Special Adj

14

D2391 Resin-1 surface, poster

Tip: If an insurance claim for this
patient has not yet been created, you

Z Primary Dental Insurance Claim (02/13/2012) Sent
File Claim Enter Payment Note Print Help

can post “dummy” procedures and create a Patient: Abboll, James §
« 5 . Subscriber: Abbott, James §
fake” claim and then delete them once the Employer- HSFS

Carrier: Aetna Dental

Group Plan: HSPS Aetna
[Release of Info/Assign of Benefits)

deductible information has been entered. Billina Provider: Srith Denris D

2. Double-click the Subscriber Information
block. The Patient/Insurance Information dialog box
appears.

3. The maximum benefits and deductibles for the carrier
and the benefits used and deductible met amounts from
the Family File appear in this dialog box. If necessary,
edit the deductibles met and benefits applied in the
appropriate fields. Dentrix Enterprise will use the updated
information for calculating all future insurance estimates
for the patient or family.

4. Click OK.

I Claim Information: Non-Standar

z Patient / Insurance Information @

[V Release of Information
v Assignment of Benefits

"Signature on File

1D Murnber (S5#]): I‘I‘I‘I‘I‘I‘I‘I‘I‘I

G

D eductible

Lifetime Annual Antiual
Individual  Individual Farnily

Standard Required: | 0.0

|s00.00  [1500.00

Met: [0.00

Jooo Jo.oo

Freventive Required: | 0.00

[1000.00  [3000.00

et IU.DD

Jn.oo |n.oo

Other Required: | n0.on

[150000  |4500.00

Met [0.00

[N Jnn

Individual F amil
b anirnum Benefits: | 20000.00 15000.00
Benefits Applied: IU.UU IBU.DU
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Working with Treatment Plans

Treatment Plans play an important part in generating and sustaining revenue for most dental ofhices. This
section covers the following topics about the Ledger features that can help you manage patient treatment

plans:

*  Posting Treatment-planned Procedures

*  Creating Dental Pre-treatment Estimates

*  Entering Pre-treatment Estimate Authorizations

*  Completing Treatment-Planned Procedures

Posting Treatment-planned Procedures

Posting procedures to a patient’s treatment plan is accomplished in almost the same manner as posting
procedures to the patient’s Ledger. The biggest (and most important) difference is that you enter treatment-
planned procedures from the Treatment Plan view rather than the Ledger view.

To add a procedure to a patient’s treatment plan

1. In the Ledger, with a patient selected, from the Options menu,
click Treatment Plan to switch to the Treatment Plan view.

2. From the Transaction menu, click Enter Procedure.

The Enter Procedure(s) dialog box appears.

3. Enter the procedure information as explained in “Posting
Procedures” in this chapter with the following exception: under

Chart Status, leave
Treatment Plan selected,

and then select an Approval
Status. For information
about how to set up approval
statuses, see the “Customizing
Approval Status” topic in the
Dentrix Enterprise Help.

Note: When a procedure is
completed, the last approval
status selected before the
procedure was set complete
appears next to the procedure
in the AP column of the
Ledger, Ledger-Treatment
Plan, and Patient Chart.

4. OK/Post.

O,
&

|4 Dentrix Ledger - (Croshy, Brent) [AF] [DESMITH

™ Options View Transaction Insurance
S & =] @R
Date Name Surface ‘ To

!03:’31:’2003 Brent Crosby

03/31/2003 <Famil

|/ Dentrix Ledger, Treatment Plan - (Crosby, Bren:

e Opno Transaction

nsurance

z Enter Procedure(s) IEI
Operator, ENTERFPRISE Encounter #:|
Date: |D4x’1 Frma3 Start Date: Cornpletion D ate:
Pracedure: |Dz2120 ﬂ Amalgam-2 suface, primary Multi-Codes:
Clinic: [CENTRAL »| Lhart Status e
Toath: &+ Treatment Plan CCChild
i ’_ Approval Statuz Crrlmp
. CmPClns
Surfaces: ﬂ Mane - B0 Amalg
Amount: B6.00 " Completed D0 Comp.
MOD Amalg
R 0y I Do Mot Bill Dental Insurance FJ"'PD[E)HEUWD-
Provider: [AMCCLL ﬂ B Gt Fies Fkss Damalg
" Oresin
Modifier: I Require Start/Completion Date | |Parttdand
Partbd ax
PerioExam
RC/Cran
Scale
Related Referal STH
Refered: 10" Mumber Type 10 Mumber
2| | e
Procedure List Add | Chizige | ek |
Add
*Procedure requires addit treatment information.
Cancel
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Creating Dental Pre-treatment Estimates

You can create a pre-treatment estimate when a pre-authorization for treatment is required or when an insured
patient requests a pre-determination of benefits for recommended treatment. The process is similar to creating
dental insurance claims except you do it from the Treatment Plan view rather than the Ledger view.

To create a pre-treatment estimate

1.

In the Ledger, with a patient selected, from the Options menu,
click Treatment Plan to switch to the Treatment Plan view.

Do one of the following:

*  Today’s procedures — This option is the simplest way
to create a pre-estimate. Use this method for creating
insurance pre-estimates immediately after treatment-

planned procedures have been posted:

a.

From the Insurance menu, click Today’s

|/ Dentrix Ledger - (Croshy, Brent) [AF] [DESMITH

(072072014 Brent Crosby

Procedures, Today’s Procedures - Direct Print, or Today’s Procedures - Batch; or click the Ins.
Today’s Proc. button =] on the toolbar. A pre-estimate that includes all procedures posted on
the current system date is created and sent to the Batch Processor or printed immediately, or the
Pretreatment Estimate window appears.

*  Specific procedures — Use this method to create a pre-estimate for treatment-planned procedures

posted on another date:

a.

pressing the Curl key, click the appropriate procedures).

Select the procedures for which you want to create a claim (to select multiple procedures, while

From the Insurance menu, click Selected Procedures, Selected Procedures - Direct Print, or

Selected Procedures - Batch, or click the Ins. Selected Proc. button [% on the toolbar. A pre-

estimate that includes all selected procedures is created and sent to the Batch Processor or printed

immediately, or the Pretreatment Estimate window appears.

If, from the Insurance menu, you select Today’s Procedures or Selected Procedures to create a pre-
estimate, before the pre-estimate is sent, the Pretreatment Estimate window appears. Make any necessary

changes to the patient or
subscriber information,

E Primary Dental Pretreatment Estimate (01/30/2012) Sent

Print | Help

==

providers, claim :

information, claim statuses,

Patient: Abbott, James §
Subscriber: Abbott, James 5
Employer: HSPS

—(3)

Carrier: &etna Dental
roup Plan: HSPS Aetna
[Release of Info/tssign of Benefits)

[Secondary Insurance]

and/or insurance plan notes as

explained in “Changing Dental

Claim Information” in this

chapter. You can also add
attachments to the pre-
treatment estimate.

On the menu bar, click Print.

The Pre-Estimate Print dialog
box appears.

If you are not including

any attachments, clear the
Attachment(s) check box.

Billing Prowider: Smith, Dennis [} / , S \d:laim Information: Non-Standard
Rendering Provider: Smith, Dennis O 4 \ Diag. Codes:
Pay-To Provider: Smith, Dennis [} \
Tooth|Surface Description \Date Code Fee Ins E st
31 Estraction-single tooth 042/2002 | D110 71.00 0.00
Date Received Totaf 3
Estimated Ins. Pd /4 Pre-Estim... [55]
Ins Amt Tptal: 0.00 Total Include
[V Claim
¥ attachment(z
Send to batch |
Status Invoice #: Of0000320 Insurance Mok Send Electronically
Create Date: 01/30/2012  Tracer: Aszk for Debbie if yoy have
Date Sent : 01/30/2012 On Hold:

Re-Sent:
Voided:
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6. Click Send to Batch to send the pre-estimate to the Batch Processor, Send Electronically to send the
pre-estimate through electronic filing, or Print to print the pre-estimate now.

Important: If you click Cancel, the pre-estimate will be created, but the status will be “Not Sent.” This is
not recommended.

Entering Pre-treatment Estimate
Authorizations

When a pre-estimate has been received back from an insurance carrier, you can enter the authorization in
Dentrix Enterprise.

To enter a pre-treatment estimate authorization

1. In the Ledger, with a patient selected, from the Options menu, @-
click Treatment Plan to switch to the
Treatment Plan view. :

2 DOuble—CliCk the authorized pl‘e— Eile QOptions View Transaction Insurance Print Month End Hel

estimate on the transaction log.

|/ Dentrix Ledger - (Croshy, Brent) [AF] [DESMITH

iew TIransaction Insurance

Surface | Tooth | Check #
07/29/2014 Brent Crosby 31

[Brent Crosby || |

* | Description
The Pretreatment Estimate window R |
appears.

3. From the Enter Estimate menu, select

. . 4 Primary Dental Pretreatment Estimate (01/30/201°
one of the following options: :

* Total Estimate Only — To open the Total Insurance Pre- z ple_Tm":e::E:;te T =
Estimate dialog box. Skip to step 5.
Procedure Status: Update Payment Table:
e Itemize by Procedure — To open the Pre-Treatment { @ Accepted O Reiscted { O Yes @ No —‘
Estimate Update dialog box. ot At [0 +( 4
4. Do one of the following: EuentBoveesel BB Carcel

*  Dentrix Enterprise automatically inserts the estimated
insurance portion in the Estimate Amount field. If the amount is correct, click OK.

* If the procedure was rejected, under Procedure Status, select Rejected, and then click OK.

* If the estimate amount is different from what appears, type the correct amount in the Estimate
Amount field. To save the estimate amount as a reference for future estimates, under Update
Payment Table, click Yes, and then, click OK so that the next time a patient with this plan has the
same procedure recommended or completed, Dentrix Enterprise will use the new estimate amount.

Important: It is important that you update the payment table only when the payment amount
applies to all patients covered by that plan. For example, if the estimated insurance portion is
different from the payment amount because money is being withheld toward a deductible, do not
update the payment table. Similarly, if a patient has exceeded their maximum benefit, do not update
the payment table.

Repeat this step for all the other procedures attached to the estimate. Once all procedures have been
entered, the Total Insurance Estimate dialog box appears.
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Type the Pre-Auth Number.

If you did not itemize payments, type the authorized amount in
the Total Estimate field.

Click OK/Post.
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ﬁ Total Insurance Pre-Estimate @

Authorize D ate: M
Pre-&uth Mumnber: m
Coverage Amount: | 56,80 [relete |
Total &maount Billed: ’W

Itemized Total: [0.00

Tatal Estimate: [B0.00 Cancel

Completing Treatment-Planned Procedures

When a recommended treatment has been finished, you can set the procedure complete in the Ledger-
Treatment Plan. Setting a procedure complete removes it from the Ledger-Treatment Plan and posts it in the
Ledger with the appropriate charge and insurance coverage information, including any pre-authorizations

received.

To set a treatment-planned procedure complete

1.

In the Ledger, with a patient selected, from the Options menu, click Treatment Plan to switch to the

Treatment Plan view.

Select the procedures you want to complete. To select multiple procedures, while pressing the Crrl key,

click each procedure.

From the Transaction menu, click Set Procedures Complete.

Generating Ledger Reports

You can print the following reports from the Ledger:

Walkout Statement
Single Billing Statement
Family Ledger Report
Patient Ledger Report

Dentrix Enterprise 8.0.5 User’s Guide



208 Chapter 7: Ledger

Walkout Statement

A walkout statement is generally given to a patient as a receipt of charges posted and payments made on the
day of treatment. Dentrix Enterprise provides you with several options when printing a walkout statement.
To print a walkout statement

1. In the Ledger, with a patient selected, do one of the following:

* Ifyou have set up your walkout statement defaults, click the Print Walkout button L&l on the toolbar.
Ignore the steps that follow.

* To override the walkout default options to print a
different type of walkout for the patient. From the
Print menu, click Walkout. The Print Report dialog

box appears.

Date Name Surface | Tooth [ Check #
03/31/2003 Brent Crosby A
—r R

03/21/2002 <Far

2. Set up the following options:

3 Print Report @
e Select Report Types — Select the report types walkout Farm Tupe: Wakout Date 04772073
that you want to print: & Enhanced Fom Message: ¥l
. . " Plain Farm
e Family Walkout — The family walkout
statement shows all completed procedures, Select Report Types:

Iv Farnily '/ alkout

guarantor payments, and adjustments  walkaut/Dotors Statament

posted to the account on the date of I Acpcinimert Card

the WalkOllt. The WalkOth then toFals all I™ Print Doctor Recommendations Save as Default l_(3
charges and credits for the day to indicate a | I Print/TD Finance Charges, Late Charges s Papmerts
total balance, estimated insurance portion I~ Sendto batcf‘ 4 Firt | cancel |
. \ y A
(for procedures that are attached to claims N

or not; for procedures that are not, the estimated insurance portion is based on the corresponding
patient’s primary insurance), and a “Please Pay” amount. In addition, as a reminder, Dentrix
Enterprise prints the next future appointment at the bottom of the statement.

*  Walkout/Doctor’s Statement — If your office does not handle insurance for patients, use the
doctor’s statement for the patient to use in place of an insurance claim. The doctor’s statement
shows all procedures for the selected patient but does not include payments. A signature line
appears at the bottom of the statement for the doctor’s signature. To include adjustments on the
statement, select Print Adjustments.

* Appointment Card — This is a 4" x 6" reminder card that lists the next appointment for the
patient.

e Print Doctor Recommendations — With this check box selected, if you have added recommendation
notes to your procedure codes, these notes appear on the family walkout statement. For information
about adding recommendation notes, see “Editing Procedure Codes” in Chapter 1: Introduction and
Initial Setup.

*  Print YID Finance Charges, Late Charges, and Payments — Select this option if you want to add
a row to the family walkout statement that shows the year-to-date account totals for finance charges,
late charges, insurance payments, and guarantor payments.

*  Print Adjustments — For a walkout/doctor’s statement, if you want adjustments in addition to
procedures to appear on the statement, select Print Adjustments.

*  Message — If you have a standard message that you want to print on all walkout statements by
default, type the note.

3. Ifyou are not doing a one-time override of the default options, select Save as Default to store your
settings as the default options for the next time you print walkout statements.

4. Click Send to Batch or Print.
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Single Billing Statement

You can generate a single billing statement for a selected account from the Ledger. Also, you can generate
billing statements for a range of accounts from the Office Manager.

To print a single billing statement

1.

In the Ledger, with a patient selected, from the Print menu,
click Statement.

Click Send to batch or Print. R

Dentrix Enterprise generates the billing statement according @ single Billing Statement s3]
to the options you have selected from the billing statement options set up ["Sendiabatchfl 2 \Print |
in the Office Manager. The Balance Forward date on the statement is one \_/
month prior to the current date unless you change that default setting for _ Coreel|

the billing statement from the Office Manager. For details about the billing
statement options, see “Generating Billing Statements” in Chapter 8: Office
Manager.

Family Ledger Report

The Family Ledger Report shows an account history that includes all procedures, payments, adjustments, and
service charges posted to the Ledger. You can also generate this report for a range of accounts from the Office
Manager.

To print the Family Ledger Report for the family being viewed in the Ledger

1.

In the Ledger, with a patient selected, do one of the following:

* Ifyou only want current transactions (transactions posted since the month was closed out) on the

report, click the Print Family Ledger button [ on the toolbar. Ignore the steps that follow.

* Ifyou want to include more transactions than the
current transactions on the report, from the Print
menu, click Family Ledger. The Family Ledger Report
dialog box appears.

03/31/2003 Brent Crosby
M2 /2003 <Familys

In the First Transaction Date field, type the date from
which you want to print all transactions that have been 4 Family Ledger Report

pOSth. First Transaction Date: (0321872

Click Send to batch or Print. Sendto bath 3 ) Pt |

Cancel |

209
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Patient Ledger Report

The Patient Ledger Report is very similar to the Family Ledger Report; however, instead of printing

transactions for all family members, it shows transactions for the selected patient
this report for a range of patients from the Office Manager.

only. You can also generate

To print the Patient Ledger Report for one patient

|4 Dentrix Ledger - (Crosby, Brent) [AF] [DES! CRO004C] [11/1

1. In the Ledger, with a patient selected, from the Print 1 N e T ot
menu, click Patient Ledger. Dmm uName 22 ESC? Tmhﬂc:cg:

2. Type a First Transaction Date. All transactions posted Dot o :

after the entered date will be included on the report.

3. Click Print to print the report now or Send to batch to send the report
to the Batch Processor to be printed at a later time.

ﬁ Patient Ledger Report

First Transaction Date: |03/18/2013

Send ta batch l 3 ‘ Print |
v
Cancel |

Using Fast Checkout

The Fast Checkout button combines the three tasks that are typically completed

as a patient checks out

after a visit. All at one time, you can collect a payment, generate an insurance claim, and print a receipt. For
information about how to customize the Fast Checkout button to meet the needs of your office, see “Setting

Up Checkout Options” in Chapter 1: Introduction and Initial Setup.

To use Fast Checkout

In the Ledger, with a patient selected, if you have not already done so, post the completed procedures for the

day for the patient. Then, on the toolbar, click the Fast Checkout button [,

Depending on the setup of the Fast Checkout button, any of the following may occur:

*  The Checkout Options dialog box appears. Select the desired options, and then click OK.

e  The Enter Payment dialog box appears. Enter the payment information, and then click OK.

*  Dentrix Enterprise creates an insurance claim.

*  Dentrix Enterprise prints or batches a walkout statement.
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Posting Batch Guarantor Payments

With Dentrix Enterprise, you can quickly enter a stack of checks and payments from patients and/or
guarantors, saving you valuable time.

To post a batch of guarantor payments

1.

In the Ledger, from the File menu, click Enter Batch Payments. The

Batch Payment Entry dialog box appears.

Click the Patient Name search

|/ Dentrix Ledger - (Croshy, Brent) [AF

i Batch P t Ent
button >*! to search for and M Btch Payment Enry
. Patient Name:
select a patient. Eriries: 0 Batch Total: 000
In the Enter Payment dlalog D ate ‘Nw Check # Aﬂount Encounl_er Clinic
box that appears, enter the
payment information. For details
about the options available for -
entering a payment, see “Posting e | < 5 > Cose |
Payments” in this chapter. N
Click OK/Post to post the
4 Enter Payment
payment to the Ledger and return to
. Operator: [ENTERPRISE Collecting Clinic: [CENTRAL | PR Check Payment - Thank You
the Batch Payment Entry dialog box, e e — L g |
where the payment now appears. o — S [————— Harerca
Care Credit
Apply to Pmt Agreeme : et N i
Repeat steps 2 — 4 for all other ro S S
Apply to Charges [ <Famiy> =] CreditCard Temina: [ Termina =l |
guarantor payments you want to ,
Transaction ID: |
enter. When you are finished making ote
payment entries, compare the number 2] [ 3 ) =
of entries made to the number of - , NS
. Aoy Remaining | Remove Applied | [ Do not automaically alocate Okpost | Cancel |
payments in hand' Date | Encounte... | Code | Patient [ Provider [ Clinic | Charge | Other...| Guar... | Applied | Balance | |
12/15/95" D1120  Timothy Smi.. HYGL 34.00 2680 0.00 0.00 720
Click Close. 10/15/96" D2160  James S Abb.. DDS2 900 000 000 000  90.00
01/09/12 D6240 DROBB CENTRAL 620.00 0.00 0.00 000 62000
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Posting Batch Insurance Payments

When an insurance carrier sends your office one check or electronic funds transfer (EFT) to cover multiple
claims for multiple patients, with Dentrix Enterprise, you can post the large insurance check to multiple
patients without having to switch back and forth between different accounts and insurance claims.

Similarly, when an insurance carrier sends your office an electronic EOB (eEOB) to cover multiple claims for
multiple patients, you can import the eEOB and post payments. This feature must be purchased separately.

To post a batch of insurance payments manually T

ptions  View Transaction

1. In the Ledger, from the File menu, click Enter Batch Ins. Payment.

Date
|03f31/znua Brent Crosby

n3/21/2002 <Familva

The Batch Insurance Payment Entry dialog box appears.

P
Batch Insurance Payment Entry - Check ( 2 \

Nt Batch Entry Type: Prmt Ty Ins Type:
|04z - : CENTRAL s I s 1 WPETY NexCheck
Date:[02/1772013 =] Check#: Collect. Clinic: 2 | [ e P & o exT Checl
pmout[  PO0 BankBranchz[ | Encoumerss[ | Electronic EOB(1 Unp d) || Blectronic | | Medical Gz

ENCING L1aIms.
Insurance Carrier Name: Group Plan: Group # Select Patient:
||AEME Insurance ‘ _>J ‘ | ‘ ‘ | ‘ = .
Split Prim Clainn. ..
Date Subscriber Name Subscriber 1D Patiert Mamne 1 e5tatus Billed At | Estlns
[ o7 Croshy, Brent L Croshy, Brent L \PiPmt | | 40000 20000 o g

Enter Payment:
Hide Enter Payment Post Claim
ltemized Procedures and Amounts 1
Date Description Th | Surface | Code Prov Charge | Ad Oth Ins, uar Cr | InsEst | Ins Amt § Applied JBalance § Deduct § Pt Table
» ¥ Pontic-porcelain fused ta hnob B DEz40  DDS1 100.00 0.00 50.00 50.00; 0.00 § 100.00 000§ Update
2 | Pontic-porcelain fused ta hnob 7 DEz40  DDS1 100.00 0.00 50.00 50.00; 0.00 § 100.00 000§ Update
07/05/12 | Retainer cin-porc fused-hi nob 5 DEFS0  DDS1 100.00 0.00 0.00 50.00|  50.00 0.00§ 10000 000§ Update
07/05/12 | Retainer cn-porc fused-hi nob 8 DEFS0  DDS1 100.00 0.00 0.00 50.00|  50.00 0.00 § 100.00; 000§ Update

Enter Adjustment: T TaEL Deductible Applied for Claim:
=] Adi Amount: | 0.00 | 0.00 000 Other|[ 000
Posted Claims
Hide Posted Claims Totals #Posted: [ 0] Adi Amt Posted: Paid Amt Posted:

Date Subscriber Name Subscriber ID | Patient Mame Pii/Sec eStatus Billed Amt | Estlns A dmt Paid &mt Edit Claim...

S | aom| o ow 0w

2. Set up the following options:

e PmtType — Select Check if a check was mailed to the office or Electronic if payment was received
through an EFT.

*  Collect. Clinic — Click the search button > to select the clinic that is collecting the payment.
e Ins Type — Select the appropriate type of insurance: Dental or Medical.

*  Amount — Type the amount of the check or EFT.

e Check # — Type the check number.

e Bank/Branch # — Type the bank or branch number.

3. Under Pending Claims, click the Patient Name or Insurance Carrier Name search button | select
the correct patients or carriers, and then click OK.

A list of all outstanding insurance claims for that carrier or patient appears.
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4. For each claim listed under Pending Claims, select the claim, and then do any of the following:

*  Under Enter Payment, for each of the procedures listed, type the amount to be Applied to the
procedure, type the amount of the deductible (Deduct) to be applied to the procedure, and if
applicable, select Update if you want to update the payment table for the procedure (only if a
deductible is not being applied and if the maximum benefit has not been exceeded).

* To enter an adjustment, under Enter Adjustment, from the Adj list, select Write-Off or Refund;
select the Type of adjustment to use; and then, in the Adj Amount field, type the amount of the
adjustment.

* To modify the deductibles being applied for the claim, under Deductible Applied for Claim, change
the values for Standard, Preventative, and/or Other as needed.

5. Click Post Claim.

Then, repeat steps 3 — 5 until all of the insurance payments from a single check or EFT have been
entered. When you are finished attaching claims to one payment, the Paid Amt Posted under Posted
Claims should equal the check or EFT Amount under Insurance Payment.

If you attempt to close the Batch Insurance Payment Entry dialog box while these two amounts differ,
a message appears. If you want to return and correct the difference, click Cancel; if you want to save
the batch session entry and return later to complete it, click Yes; or if you want to end the batch session
without saving, click No.

Tips:
*  To resume a saved batch entry, in the Ledger, from the File menu, click Batch Ins. Payments
(Pending) to reopen the session.

*  Closing the Ledger window before returning to a saved batch session or not saving a batch session will
end the session. However, all payments posted prior to closing the Batch Insurance Payment Entry
dialog box remain posted to the individual accounts.

6. To post the payments from another check or EFT, click Next Check.

For comprehensive information about batch insurance payments, see the “Posting a batch of insurance
payments manually” topic in the Dentrix Enterprise Help.

For information about how to post batch insurance payments from eEOBs, see the “Posting a batch of
insurance payments from eEOBs” topic in the Dentrix Enterprise Help.
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Searching for Payments

In Dentrix Enterprise, you can search for payments by check or bank number, amount, payment date,
payment type, clinic, patient, or insurance name. Also, you can print a report that lists the payments found by
the search. Use this feature when you want to search for (and print a list of) insurance payments entered in a

batch.

To search for payments

|7 Dentrix Ledger - (Croshy, Brent) [AF

1. In the Ledger, from the File menu, click Search Payments.

Options  View Transaction

The Search Payments dialog box appears.

2. Set up the following search options: 0373172003 Brent Crosby

02/21/2002 <F;

° _ _g— VN
Select Date — Select your P — /2\ 3 pmpm—
ran riteri . ~Select D, A J Select Insurance Carier—————————————
date ange ¢ teria @ DateRange " AlDates ByDeteType: | | @\ appicable  Dertal 1 Madical | S| e |
From: [04/17/2013  To:|04/17/2013 & Enty elect Payment Tppes ———————————————————
° By Date TYPe - Select  Relative Date Fiange  Procadurs Fom > 2 e
whether you want to search iy = e |
~ Check Clinic:
by the date a payment was by [————— | D wBD || | ea
entered or by the date of a O — ra‘wanem © Colecing i
[ ||| ¢ Reneigtinic
payment. W Include History Payments I Check Batch Entries: |1 Check Batch Totak|50.00
. Date MName Subscriber Description Insurance Carrier | Clinic Bank/Branch | Check # Amount | Provider
*  Select Insurance Carrier — [04/17/2013 | Abbors James 5[ Abbort Jame... | INSURANCE PAYML. | Actna Dental | CENTRAL | [ | soo0[oost |
. . 01/31/2012  <Family> Abbott, P.. Check Payment - Th. CEMTRAL 5000.00  <Multiples
Select y()ur nsurance carrier 01/31/2012  Abbott, James 5 Abbott, James S INSURANCE PAYMENT  Aetna Dental PROVO 1234 148,00 DROBB
01/31/2012  Abbott, James 5 Abbott, Patricia  INSURANCE PAYMENT  Astnalifeand ...  PROWO 100,00 DROBB
criteria.
*  Check Information — Type
the Check # and Bank/
Branch #.
@ ) N
*  Amount - Type the amount \_/

range by which you want to
search in the From and To fields, or leave From <ALL> To <ALL> entered to search for any amount.

e Select Patient — Click the search button >*| to select the patient whose payments you want to search
for, or leave <ALL> selected to include all patients in the search.

*  Clinic Selection — Select whether you want to search by Collecting Clinic or Rendering Clinic.
Then, click the search button | 1o select the desired clinics, or select All to search in all clinics.

*  Select Payment Types — Select the types of payments you want to search for , or select All to include
all payment types.

* Include History Payments — Select this check box to include payments that are in history.
3. Click Search to begin your search.
The search results appear in the list box in the bottom portion of the dialog box.
4. To print a copy of the search results, click Print. On the message that appears, click Yes.
5. To view a payment in the corresponding patient’s Ledger, select that payment, and then click OK.

For comprehensive instructions on searching for payments, see the “Searching for payments” topic in the
Dentrix Enterprise Help.
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Working with Payment Agreements

Use payment agreements when treatment has been completed and the balance will be paid over time. You set
up payment agreements by account not by patient. Dentrix Enterprise allows one payment agreement per
account. You can set up payment agreements from not only the Ledger but the Billing/Payment Agreement
Information block in the Family File.

This section covers the following topics about payment agreements:
*  Creating Payment Agreements
e DPosting Payments to Payment Agreements

*  Printing Payment Agreement Documents

Creating Payment Agreements

You can create a payment agreement with clients from the Ledger.

To create a payment agreement

1. In the Ledger, with a patient (or any one of that patient’s family =’:"* I—
members) selected, from the File menu, click Billing/Payment _—
Agreement. The Billing/Payment Agreement Information dialog box

appears 03/31/2003 Brent Crosby
Billing/Payment Agreement Information @
2. Under Payment Agreement . _ _
Billing Type: | 2: Standard Biling - no finance charges -
(PA), thC current system Date 3: Insurance Family - delay finance charges Guarantar Mates
4: Insurance Family - finance charges %

appears by default, but you
can change it as needed.

0-330 | 31360 | 61-»90 | 91> | Suspended | Balance | LastPayment

S h 209a00] 00| 000 7i020] -49esz0|-zzar.0n | Amount (500000 Date: [01/31/2012 3
3' et up the payment ent Agreement [FA)

agreement terms: @ Date:W4/16/2013  Terms
i
w Bal. Remaining: At D

a. Click Terms. The thly

Payment Agreement ® Senfaiily First Prot Due: | Mext Pmt Due: Miszed Prts:| 0
T d 1 b O Biweskly Payment &mt: Amt Past Due: 0.00
erms dia 0g box

" wWeekly Tatal # of Payments: l_ Remairing # of Pmts: Frint...
appears. @

=rmment Agreement Mote
b. DO one Of the Mote Date:;) 0441642013 ﬂ Copy &greement to Mote | Insert Dateline

y

o “CLEARED™ =
followmg. PMT AGREEMENT: 04/08/2002 FC:
INTERVAL: Monthly BALANCE FOR FIRST DUE: 05401 /2002 e
L]

To Select a payment PHT AMT: 100,00 BAL REMAINING: PAST DUE: 0.00

agreement template, Cear | Previos | | compate] Coppat Cancel

click Select Type. For

details about setting up
payment agreement types, see the “Adding and editing payment

agreement types’ in the Dentrix Enterprise Help. The terms

Annual Finance Charge Percent; 0,000

z Payment Agreement Terms ExT

for the selected type populate the fields. As needed, modify the

terms to fit the needs of the account. Lol Gieme
Annual Late Charge Percent: |0.000

*  Enter specific payment agreement terms. e e

0
C. Cth OK' Minirurm Late Charge: |0.00
0.m

Minimum Balance to Charge:

Note: You cannot change the terms once the agreement has been saved.

oK | Cancel |

4. Select the appropriate payment Interval.

215

Dentrix Enterprise 8.0.5 User’s Guide



216 Chapter 7: Ledger

5.

By default Dentrix Enterprise inserts the guarantor portion of the account’s balance in the Balance for PA
field. If necessary, type the amount of the balance that the account will pay off with the agreement.

Set up the following options:
e First Pmt Due — Type the date the first payment will be due.

*  Payment Amt — Type the amount the account will pay at each interval to have Dentrix Enterprise
calculate the Total # of Payments, or type the Total # of Payments to have Dentrix Enterprise
calculate the Payment Amt.

Under Payment Agreement Note, type any notes pertaining to the payment agreement.

Click OK.

Posting Payments to Payment Agreements

You can credit a payment toward a payment agreement balance.

To post a payment agreement payment

1.

|/ Dentrix Ledger - (Crosby. Brent) [AF] [DESMITH

[ranacton

In the Ledger, with a patient selected, from the Transaction menu,
click Enter Payment. The Enter Payment dialog box appears.

Surface | Tp

4 Enter Payment =

Enter the payment information.

For details on posting payments,
« . » . . Operator: |EMTERPRISE Collecting Clinic: |CENTRAL ﬂ Rty Check Payment - Thank You
see “Posting Payments” in this Cash Payment - Thar You 3
Date: [04/0672015 Encoynter Cxedh Caie Payment - Thank You [ec] - gy
chapter. T T T Hter Cord
. Care Credit
Verlfy that the APPIY to fipal to Prot Agreement Bank/Branch #: Camtation Faymert g
Pmt Agreem ent check box is Applyto Charges | <Family =] Credi Card Teminat [K T eminal =l |
Transaction ID: |
selected.
" N i
4. Click OK/Post. v (2)
N I I
Apply Remaining | FBemove Applied | ™ Do not automatically allocate — :
Date | Encounte... | Code | Patient | Provider | Clinic | Chalgel Other | Guar ... | Applied | Balance
12/15/95* D120 Timothy Smi... HYGL 34.00 2680 0.00 0.00 7.20
1015 '%' Dw poco 0000 200 000 000 a0 00
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Printing Payment Agreement Documents

You can print payment agreement documents to give to a patient or guarantor.
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217

To print payment agreement documents

1. In the Ledger, with a patient selected, from the File menu, click Billing/
Payment Agreement. The Billing/Payment Agreement Information

dialog box appears.

2. Click Print. The Print for Payment
Agreement dialog box appears.

3. Select the documents you want to give
to the patient/guarantor:

e  Truth in Lending Disclosure
Statement — Discloses the terms

|~ Dentrix Ledger - (Crosby, Brent) [AF
Options  View Transaction

NOEEEE

Billing/Payment Agreement Information @
Guarantor Notes |

| 0-»30 | 31580 | 61530 | 91> | Suspended | Balance | LastPayment
I 2043 I:IDI 0 Iilli|| ’7Amount: |5|j||j||j| oo Date: ||j|1,.-'3:1 2012

Payment Agreement [Pa)
Date: [04/16/2013  Tems ||

Billing Type: | 2: Standard Billing - no finance charges -
3 Insurance Family - delay finance charges
4 ily - fi h

: nsurance Family - f

ooof 7020 | -4se6.20[-2207.00

Interval
Bal. for P4: || Bal. Remaining: At Due:

of the agreement. It includes @ Manthly
Mizsed Pmts: W

the annual percentage rate, the
finance charge amount, the total
amount financed, and the total
amount paid at the end of the
agreement.

" Semi-monthly FirstF'mtDue:I NexthtDue:,i
" Biweekly F'aymentAmt:I AthastDue:,W

7 weekly Total # of Payments: l_ Remaining # of Prots: ,7

- Payment Agreement Nate X 1

o r ke B At | [ atal REC

* Amortization of Payments and

Print for Payment Agreement

Finance Charges — Prints a schedule listing the interest

accrued on the balance amount for each payment interval. ¥ Truth in Lending Disclosure Statemert

3 Amortization of Payments and Finance Charges

*  Coupon Book for Scheduled Payments — Prints payment T Coupan Book for Scheduied Papments

remittance coupons for the patient.

4. Click Print or Send to batch. o batc@:”m |__Ces

Working with Future Due Payment
Plans

Use future due payment plans when treatment will be completed over time and you want to charge an
account monthly while the work is in progress, such as for orthodontics.

This section covers the following topics about future due payment agreements:
*  Creating Future Due Payment Plans

*  DPosting Manual Charges to Future Due Payment Plans

Dentrix Enterprise 8.0.5 User’s Guide



218 Chapter 7: Ledger

Creating Future Due Payment Plans

You can set up future due payment plans for individual patients.

To create a future due payment plan

1. In the Ledger, with a patient selected, from the Transaction
menu, click Process Future Due Payment Plan.

The Select Payment Plan dialog box appears and lists any

previously created plans.

2. Click New Plan.

The Create Payment Plan dialog box appears.

3. Set up the plan options:

* Provider and Clinic — Dentrix Enterprise automatically
displays the patient’s primary Provider and the current
Clinic. To change the provider and/or clinic, click the search

buttons *

clinic.
* Note — Type details or
clarification for the payment

plan in the Note field.

e Initial Agreement
Information

*  Date of Agreement
— Dentrix Enterprise
automatically inserts
the current date as the
date of the agreement. If
necessary, you can change
the date.

e Total Plan Amount —
Type the total amount to
be charged over time.

*  Down Pay Charge — If
a down payment will be
charged, type the amount.

, and then select the appropriate provider and/or

4 Dentrix Ledger - (Crosby, Brent) [AF] [DESMITH

03/31/2003 Brent Crosby

03/21/2003 <Famihy>

Select Payment Plan

Provider:

Cliric: Agreement D ate:

Cancel

New Plan_| Edt |

Create Payment Plan [AMCCLURE][MESA]

=

Provider and Clinic: MNote: | - Cumert Plan Status
= Charged Remaining
Rovie| SMEELUGE > Total Amount oon [ 200000
Clinic: | MESA ﬂ # Monthly Charges: 1 18
Pt Est Amt 0,00 340,08
Initial Agreement Information:
Date of Agieement,  [GHT7720T3 Ir\sulanceEstlmasiA . Prim Ins Est At ooo 0.00
atémt  FrimlnsAmt Seclnsdmt
Sec Ins Est Amt oo [ mmas
Total Flan Amount 200000 TotalPlan: | 84000 | oo [ veno =
asle Amoun
Dowin Pay Charge 100,00 Down Pey: [ T00%0 | T | T D e [T
Down Pay Froe Cade: | letthags. [ [ oo
Monthly Charge Information Last Clairn:
Charge Froc. Code: [D8550 [ ol AroEiEms Piint Options
Insurance Estimates
¥ of Charges: | 18 PatAmt  PrimInsAmt  SecInsAmt AT
Charge Amount: [ 105,55 Manthiy: | iz oo 82.44 Beililmtln
Monthly Amount: 412
At Ins i ptions: First Pap Due Dale:  [04/17/2013
¥ dwta Prim Ins Claim Additionsl Proc. Code ta Include: ﬂ
& Monthly Manual Charge Enty:
™ Fiecur every I~ Matk Claims as Onthodontic Treatment Morthly

Benefits 4pplied for Other Treatment

Frimary Ins. 50.00

Secondary Ins:

i)

Cancel

*  Down Pay Proc Code — Type the procedure code for the down payment charge, or click the
search button **| to select the code.

* Insurance Estimates — Patient and insurance portions for the total amount and the down payment

are displayed.
*  Monthly Charge Information

e Charge Proc Code — Type the procedure code, or click the search button

| to select the

procedure code you want to use to post the monthly charge. If there is not an ADA code for
the type of charge you need to post, you can create one. For details about procedure codes, see
“Editing Procedure Codes” in Chapter 1: Introduction and Initial Setup.

* # of Charges — Type the # of Charges to have Dentrix Enterprise calculate the Charge Amount,
or type the Charge Amount to have Dentrix Enterprise calculate the # of Charges.
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* Auto Charge — To have a charge posted to the account automatically when updating future due
payment plans each month, select this option. If this option is cleared, no charges will be posted
to the account unless done manually.

*  Auto Ins Claim Options

*  Auto Pri Ins Claim — To have a primary insurance claim generated, select this option. Next,
select Monthly to have insurance claims created monthly when the charges are posted; or select
Recur every, and then select the number of months to set a schedule for the insurance billing.
Dentrix Enterprise will generate an insurance only if the specified number of months has elapsed
since the last claim was generated for the future due payment plan.

* Additional Proc. Code to Include — Type an additional procedure code, or click the search
button **/ to select a procedure code to include on the claim.

*  Mark Claims as Orthodontic Treatment — If the payment plan is being used for orthodontic
work, select this option. When Dentrix Enterprise generates the automatic insurance claim, the
orthodontic treatment information for the insurance claim information will be completed using
the information entered for the payment plan.

e Benefits Applied for Other Treatment — The patient’s used benefits for primary and secondary
insurance before the payment plan is posted appear. The insurance estimates for the payment plan
will be calculated using the amounts in the Primary Ins and Secondary Ins fields. You can change
these amounts if necessary.

e  Current Plan Status — Information for the current payment plan appears, including remaining
balance and number of monthly charges, patient and insurance estimates, date and amount of the
down payment, date and amount of the last charge, and date of the last claim created for the payment
plan. You can change the values of the total amount being charged and number of monthly charges,
last amount charged and remaining, and date of the last claim.

e  Print Options — To provide the patient with a payment or coupon book, select Print Payment
Book. Next, type the # of Months to print, the Monthly Amount, and the First Pay Due Date.

* Manual Charge Entry — If an amount has been entered in the Down Pay Charge field, to post a
down payment charge, click Down Payment. In the Down Payment Charge dialog box, if necessary,
edit the Date, and then click Post Charge.

Click OK.
Tip: During your month-end processes, run the utility for processing the future due payment plans to

post charges to individual accounts all at the same time as explained in “Processing Future Due Payment
Plans” in this chapter.

Payment Book @
If you had the option to print a payment book selected, the Payment St il
. . . " Pre-Printed F L Frint
Book dialog box appears. Click Print or Send to Batch. s R
(% Plain Form " Dat Matrix Printer

Sendta Batt‘ 5 iPrint | Cancel
A4
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Posting Manual Charges to Future Due

Payment Plans

At times it may be necessary to manually add a payment plan charge to a patient’s Ledger.

To post a manual future due payment plan charge

1. In the Ledger, with a patient selected, from the Transaction menu,
click Process Future Due Payment Plan. The Select Payment

Plan dialog box appears.

2. Double-click a payment plan. The Payment Plan dialog box

appears.

3. Under Manual Charge Entry,
click Monthly. The Monthly
Charge dialog box appears.

4. If necessary, edit the Date of the
transaction.

5. Click Post Charge.

0,

I
1]
Dat

PR EEE

|/ Dentrix Ledger - (Crosby. Brent) [AF] [DESMITH

Transaction JInsurance

Name Surface | To

Provider:

Select Payment Plan

AMCCLURE

Clinic:
MESA

dgreement [ate:
e 4/ 13

Payment Plan [AMCCLURE][MESA]

Frovider. [AMECLURE 2|
Cinie: [MESA |

i~ Provider and Clinic——————————

Note:

~futa I Claim Olptions:
[¥ futa Fiim Ins Claim
& Monthly

" Recur every ~| m

Benefits &pplied for Other Treatm

5 sPost Charge I

Date: (0441772013

Amaunt: I‘IDS.EB
Procedure Code: IDSBSD

- Irtisl Arssment Infomation
Clssncs Estinates |
Date ot & v [oanzin
oie o AareEmen Patdm:  Pimlns Amt  Seclns At
Tatal Plan Amount 2000.00 TotelPlan | 84000 | om [ 11000
Doyt 100.00 DownPay. [ 10000 | oo | 0.00
Down Pay Proc Code: |
~ Monthly Charge Infomation
P
Charge Proe. Code: [D630
Maonthly Charge =
¥ of Charges | 18 s El
Chargs Ameunt 118

(=5
- Cument Plan Status——————————————
Charged Remaining
Total Amount 000 [ zo00.00
# Monthly Charges, [ 18
Pat Est Amt 000 340,08
Prim Ins Est At 000 0.00

Sec Ins Est Amb 0.0 1159.92

Date  Amount

Downpayr | | 000
LestChaige: | | 000
Last Claim:
- Piint Optiens
I Piint Payment Book.
¥ of Morths: [
Morthly Amout: | 4112
Fiist Pay Due Date:  [0471772013

" Manual Charge Entiy:

Dovn Pagment Monthly 3

Encounter Mumber: ||

Cancel |

Delete | ok | cencel |

Working with Notes in the Ledger

Dentrix Enterprise can store important account and transaction information. The Ledger provides the

following types of notes:

e Guarantor Notes

* Billing Statement Notes
e Transaction Notes

¢ Procedure Notes
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Guarantor notes are notes attached to an account. These notes are available not only from the Ledger but also
from the Family File and Appointment Book. The guarantor note will usually contain information specific to

the financial situation of an account.

To add a guarantor note

1. In the Ledger, with a patient (or any of the patient’s family members)
selected, from the File menu, click Guarantor Notes.

The Guarantor Notes dialog box appears.

2. Click Insert Dateline to insert the current
date at the position of the text cursor to
record when the note is being input.

3. In the Account Note field, type any

relevant account notes.

4. Click OK.

Options  View Transaction

@- |/ Dentrix Ledger - (Croshy, Brent) [AF

Guarantor MNotes

Account Note

Account note here

®

Biling Statement Note

‘ 2 ’Insert D ateline
Clear

w

Billing statement mate for this account only herd

Prirt on Statement until: (05/17/2013

Cancel |

Billing Statement Notes

You can enter account-specific information that prints automatically on an account’s billing statement. These

notes can be anything from payment reminders to congratulations on a new baby.

To add or clear a billing statement note

1. In the Ledger, with a patient (or any of the patient’s family members)
selected, from the File menu, click Guarantor Notes.

The Guarantor Notes dialog box appears.
2. In the Billing Statement Note field, type

a statement note. This note will be seen
by patients, so grammar and spelling are
important.

3. Many notes are only relevant for a certain
length of time. To have Dentrix Enterprise
clear a time-sensitive note, type a Print
on Statement until date. After the date
entered passes, Dentrix Enterprise will
no longer print the note on the account’s
statements. By default, the date is one
month in the future.

4. Click OK.

|/ Dentrix Ledger - (Croshy, Brent) [AF

Options  View Transaction

Guarantor Motes

Account Mote

Account note here

Eiling Statement Mote

- Inzert D ateline
Clear
30

Biling staterment note for this acTt only herel
Print an Statement until: |05/17/2013 @

4 oK

Cancel |

W4

- Clear

N’
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Transaction Notes

Each transaction type in the Ledger includes a note field, allowing you to add clarification to any type of
entry. You can enter notes while posting a transaction or editing an existing current transaction. For details
about entering a note when adding a transaction, see “Entering Transactions” in this chapter.

To add a note to an existing transaction

1. In the Ledger, with a patient selected, double-click a transaction.

2. In the edit or delete dialog box that appears, type a Note, and then click OK.

Procedure Notes

With a procedure note, you can add clarification to a completed procedure. Ledger procedure notes are
directly linked to the Patient Chart procedure notes and consequently are generally used to note clinical
information about the procedure rather than financial data. For details about procedure notes, see the “Adding
and editing ADA-CDT dental codes” topic in the Dentrix Enterprise Help.

Performing Month-end Routines

Dentrix Enterprise provides several utilities that you can run on a monthly basis to keep your accounts in
good order. To avoid data corruption, all users are required to exit Dentrix Enterprise before running any of
these utilities. This section covers the following topics about month-end processes:

*  Applying Finance Charges
*  Applying Late Charges
*  Processing Future Due Payment Plans

*  Running the Month-end Update
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Applying Finance Charges

Dentrix Enterprise can apply finance charges to accounts with and without payment agreements at the same
time. If Dentrix Enterprise determines that a finance charge should be assessed for an account with a payment
agreement set up, it will use the payment agreement terms to calculate the charge.

Note: Apply finance charges on a monthly basis. While you can run the utility at any time during the month,
it is important to run it consistently and at approximately the same time each month.

For information about how to post a finance charge to an individual account manually, see “Posting Finance
and Late Charges” in this chapter.

To apply finance charges

Important: Before running the utility, close all Dentrix Enterprise modules on all computers, create a backup
of your Dentrix Enterprise database on the file server, and then open the Ledger on one computer and enable
single-user mode (as explained in “Changing the Database Mode” in Chapter 8: Office Manager.

1. In the Ledger, from the Month End menu, click Finance Charge.

The Apply Finance Charges dialog box appears.

2. Set up the following options:

* Finance Charge Date — Dentrix Enterprise calculates (033172003 srent Cosoy Adust.
finance charges according to the aged balance for st
each family account as of the finance charge date. By fz\
default, Dentrix Enterprise inserts the current system | PPY FnenceChares o/ )
date as the Finance Charge Date, which will become E:j:;j;o:zrgwata E;Em G E""ics‘
the transaction date for each finance charge entry, but | .. oo oo |CENTRAL K
you can change the date as needed. oo hiES 2

*  Minimum Balance to Charge — Dentrix Enterprise Wam Fheroe Tﬂ;ﬁ:ﬂ:ﬁde{;CEE&T;::E'EA[S
compares the minimum balance to each aged account bt O Dot e el il
balance and applies a finance charge only to those 6 Dved € Oversy | Do DEE-FROY.DEFE
accounts with an aged balance greater than the LlbCU G B:"”;::::; — _Ea:::: —
minimum. By default, the Minimum Balance to Finance Charge 2 Fé?&ii’ff&'l-‘.ﬁy ngéigj?;mq
Charge is $10.00, but you can change the amount as Pecaaic_| £ Insttancs femi - ferice chigy
needed. @ DIl (O Weeiy E. Payment Plan - no france thi =

*  Minimum Finance Charge — Dentrix Enterprise Shi s

. »] ™ Save 4s Default
charges the minimum finance charge to accounts @
when the calculated finance charge is less than the o Cancel
amount entered. By default, the Minimum Finance

Charge is $.50, but you can change the amount as
needed.

*  Past Due Days to Charge — Dentrix Enterprise calculates finance charges on the portion of each
account balance that is past due according to the Past Due Days to Charge option selected and the
aging of the account as of the Finance Charge Date. By default, Dentrix Enterprise assumes charges
are due to be paid when they are incurred, so the Past Due Days to Charge is Over 0 days, but if
you do not want to charge finance charges to current accounts, select a different option.

223
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* Finance Charge — Dentrix Enterprise uses the finance charge percent to calculate the finance charge
amount. Type the Percent to you want to charge, and then select Monthly or Yearly. Dentrix
Enterprise always calculates finance charges on a monthly basis, so if you are using the Yearly option,
Dentrix Enterprise will divide the percentage entered by 12 months (for example, your charge 18%
yearly, Dentrix Enterprise will apply 1.5% to accounts each time you apply finance charges with this
utility).

*  Apply as Adjustment Type — To have Dentrix Enterprise post the finance charge as a charge
adjustment, select this option, and then click the search button *”/ to select an adjustment type.

*  Clinics — Select the clinics with patients to whom you want to apply finance charges, or select All
Clinics to include all clinics.

*  Primary Providers — Select the primary providers of patients to whom you want to apply finance
charges, or select All Providers to include all providers.

* Billing Types — Select the billing types of patients to whom you want to apply finance charges, or
select All Types to apply finance charges to all accounts regardless of billing type.

Tip: If you do not want to charge finance charges to billing types that are labeled “No Finance
Charges,” you must clear All Types and then select only the billing types that should receive finance
charges.

3. If you want to save the current settings for the next time you run this utility, select Save as Default.

4. Click OK. On the confirmation message that appears, click OK.

Note: A progress bar appears and displays a count as each account is processed. You can click Abort if you
need to stop applying finance charges, but any finance charges that have already been calculated before
the button was clicked will still be applied. So, after aborting the process, you may want to print the
Finance Charge Report from DXOne Reporting, open each guarantor’s Ledger that appears on the report,
and edit or delete the charges; or you can restore the backup of your Dentrix Enterprise database from
immediately before you ran the utility.
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Applying Late Charges

Dentrix Enterprise applies late charges to accounts with payment agreements that have failed to make a
payment within the grace period of their payment due date.

Note: Run this utility on a monthly basis. While you can run the utility at any time during the month, it is
important to run it consistently and at approximately the same time each month.

For information about how to apply late charges to an individual account manually, see “Posting Finance and
Late Charges” in this chapter.

To apply late charges

Important: Before running the utility, close all Dentrix Enterprise modules on all computers, create a backup
of your Dentrix Enterprise database on the file server, and then open the Ledger on one computer and enable
single-user mode (as explained in “Changing the Database Mode” in Chapter 8: Office Manager.

1. In the Ledger, from the Month End menu, click Late Charge.

The Apply Late Charges dialog box appears.

 Dentrix Ledger - (Croshy, Brent) [AF] [DESMITH] [CRO004C] [11/11/1973] [40]

2. S he followi i e " e lvionth End |Help
. in ions: — —
et up the following options 7 BRI [ [
*  Charge Date — By default, Dentrix Enterprise inserts = Surface | Tooth | Check# | Code ] <] £
. . 03/31/2003 Brent Crosby Adjust... * In
the current system date as the Charge Date, which will 0373172003 <Famity Adiust.. * €
become the transaction date for each late charge entry, ( 2 \
but you can change the date as needed. Apply Late Cha\ =~/ ==
* Select Clinic — Select the clinics with patients to whom you want to e BN
apply late charges, or select All Clinics to include all clinics. S:fd Clnic: B - [io:
*  Primary Providers — Select the primary providers of patients to DRAFER E
i i No_Clir il
whom you want to apply late charges (only primary providers are No_Clnic i

listed), or select All Providers to include all providers. i Al

o a1 , AMCCLURE  McClure, Angela
* Billing Types — Select the billing types of patients to whom you i S Dt D
pDs2 Brown, bary D |i|
want to apply late charges, or select All Types to apply late charges DEF ROV  DEF. PROV. DEF
s DESMITH  Smith, Denis E
to all accounts regardless of billing type. DHAYES  Hapes, Deborah ~
Select Biling Type: W Al Types
Tip: If you do not want to charge late charges to billing types that T Standard Bilng - race char
. : Standarn I Ing_ - ho |nan.CE C
are labeled “No Finance Charges,” you must clear All Types and 3 Insurance Famiy - delay finar
. . 4: Insurance Family - finance che ~
then select only the billing types that should receive finance charges. & Payment Plan -finance charge—

E: Payment Plan - no finance che
7 Mo Statement and Mo Finance ™

3. Click OK. On the confirmation message that appears, click OK. e

Note: A progress bar appears and displays a count as each account is
processed. You can click Abort if you need to stop applying late charges, but any late charges that have
already been calculated before the button was clicked will still be applied. So, after aborting the process,
you may want to print the Late Charge Report from DXOne Reporting, open each guarantor’s Ledger
that appears on the report, and edit or delete the charges; or you can restore the backup of your Dentrix
Enterprise database from immediately before you ran the utility.
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Processing Future Due Payment Plans

You can post charges due on all accounts with a future due payment plan.

Note: Run this utility on a monthly basis. While you can run the utility at any time during the month, it is
important to run it consistently and at approximately the same time each month.

To process future due payment plans

Important: Before running the utility, close all Dentrix Enterprise modules on all computers, create a backup
of your Dentrix Enterprise database on the file server, and then open the Ledger on one computer and enable

single-user mode (as explained in “Changing the Database Mode” in Chapter 8: Office Manager.
1. In the Ledger, from the Month End menu, click Future Due Payment Plan.
The Future Due Payment Plan Update dialog box @_

appears.

2. Set up the following options:

|GE/’31/’2003 Brent Crosby Adjust... * In

037212002 <Familvs Adiust

*  Charge Date — By default, Dentrix Enterprise inserts
the current system date as the Charge Date, which will /2\
become the transaction date for each payment plan charge entry, but  [Futureuepayd £ Mpete (B3

you can change the date as needed. Charge Date [p4/17/2013
*  Select Clinic — Select the clinics with patients to whom you want preathic T A Onke
ini 1 CENTRAL b
to apply payment plan charges, or select All Clinics to include all SR E
L MESA
CllnICS. Mo Clinic
. . ) . ) PINEDALE -
*  Primary Providers — Select the primary provider of patients to i Al
whom you want to apply payment plan charges (only primary BMCCLURE  MeClue, Argela -
. . . . . Dos1 Srith, Denniz I =
providers are listed), or select All Providers to include all providers. DD52 Brown, Mary D |5

DEF_PROY DEF_PROY, DEF

* Billing Types — Select the billing types of patients to whom you want DHAVES.  Hayes, Deborah =
to apply payment plan charges, or select All Types to apply payment Select Biling Type: ¥ Al Types

Standard Biling - finance char «
Standard Billing - no finance c—
Insurance Family - delay finand -
Insurance Family - finance chs ~
Payment Plan - finance chargs—
Fayment Plan - no finance ch:

Mo Statement and Mo Finance ™

plan charges to all accounts regardless of billing type.

*  Create Insurance Claims — To have Dentrix Enterprise create

S R D

insurance claims for the payment plan charges posted, select this
option.

3. Click OK.
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Running the Month-end Update

Running the month-end update is a crucial management routine. Perform this update each month to
complete many maintenance tasks that are important for getting accurate patient data quickly:

* Aging account balances — Account balances will not remain current on your aging reports.

*  Moving procedures to history — All procedures posted during the month being closed will be moved
into history, locking out changes and deletions.

* Creating totals records — To speed report generation, Dentrix Enterprise creates a monthly totals record
each time a month is closed. Without this monthly record, Dentrix Enterprise must calculate analysis
information each time a report is generated, which can greatly slow the report generation process.

* Resetting insurance benefits (optional) — For all patients who have dental insurance coverage that resets
during the month being updated, the benefits used and deductible applied amounts will be reset.

You cannot close out the current month. You must wait until the first day of the next month before Dentrix
Enterprise will allow you to close out the previous month (for example, you cannot close out the month of
June until the first day of July).

To run the month-end update

Important: Before running the utility, close all Dentrix Enterprise modules on all computers, create a backup
of your Dentrix Enterprise database on the file server, and then open the Ledger on one computer and enable
single-user mode as explained in “Changing the Database Mode” in Chapter 8: Office Manager (remember to
disable single-user mode after the month-end update is complete).

1. In the Ledger, from the Month End menu, click
Update. The Close Out Month dialog box appears.

Dentrix Enterprise requires that months be closed out in

chronological order. Dentrix Enterprise will display the
correct month to be closed out in the Close Out Month
ﬁeld YOll cannot Cdit thiS date. Cloze Dut Month: Thiz process will move current

03/31/2003 Brent Crosh: Adiust... * In
02212002 <R Clase Out Month ’

,m iternz in the ledger to 'History'.
2. To have Dentrix Enterprise reset all dental insurance plans @ oo
pliohs:
whose benefit renewal month is the month following the

Reszet Insurance Benefits for Dct.
Close Out Month, select Reset Insurance Benefits for / el AT iz Bl it e e

[month].
4 [u]: Cancel

3. To speed up the month end process, select Disable Audit
Triggers During Month End Proc.

4. Click OK.

Note: The amount of time required to run the update depends on many factors, including the processor
speed of your server. However, a very important factor in the speed of the utility is the amount of
information already in history. If you wait to close out the month, leaving two to three months current at
a time, the update has more data to process and will take more time to run. Running the update monthly
will reduce the time required considerably, as Dentrix Enterprise has less data to process.
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Chapter 8: Office Manager

The Dentrix Enterprise Office Manager provides powerful tools to enhance the management processes of your

practice. This chapter covers the following topics:

*  Using the Office Manager Window *  Generating Office Manager Reports

*  Changing Fee Schedules Automatically *  Generating Billing Statements

e Changing the Database Mode e Printing Blank ADA Claim Forms

*  Maintaining Employers *  Creating Letters

*  Maintaining Insurance Carriers *  Creating a Batch of Primary Insurance Claims
*  Analyzing Referrals *  Submitting Electronic Claims

*  DPurging Appointments *  Sending Statements with QuickBill

*  DPurging Dental Insurance Benefits Used *  Signing Mulitple Clincal Notes

Using the Office Manager Window

The Office Manager window consists of a menu bar, toolbar, and Batch Processor.

Batch Plrocessor

ﬁ Dentrix Office Manager - The Dentist Group <CENTRAL=
File View Reports Letters Maintenance Analysis

=1 E=R(

CENTRAL  ENTERFRISE
CENTR&L  |ENTERPRISE
CENTRAL  [ENTERFRISE
CENTRAL  |ENTERPRISE
CENTRAL DSMITH

CENTRAL  [ENTERFRISE

Prim. Dental Ins. [ ]

0241472012 | Billing Statements [From: <ALL> To: <ALL:]
02142012 | Single Biling Statement [Sbbott, Patricia |
0641142012 | Prim. Dental Ins. [[D2007] Winters, Carl-Lincoln M ation|
06/26/2012 | Prim. Dental Ins.[[ECSFOR] Crosby, Brent L-Connecticut

071102012 | Prim. Dental Ins.([0<2007) Crosby, Brent L-4CME Insuran CENTR&L  [EMTERPRISE
0741072012 | Prim. Dental Ins.[[0<2007) Winters, Carl-Lincoln Nation CENTR&L  [EMTERPRISE
071072012 | Prim. Dental Ins. ([D#2007) Winters, Carl-Lincaln Nation CENTR&L  |[ENTERFRISE
11/058/2012 | Prim. Dental Ins. [[C3<2007) Crosby, Shirley H-4CME Insur CENTR&L  [EMTERPRISE
11/08/2012 | Prim. Medical Ins.[[HCFA) Crosby, Brent L-ACME Medical CENTR&L |EMTERPRISE

Frinted
Unzent
UnPrinted
UnPrinted
Printed
Printed
Printed
Printed
Printed
Printed
Frinted

Status

»

This section covers the following topics to help you understand how to use the Office Manager window:

*  Using the Ofhce Manager Toolbar *  Printing Reports

*  Understanding the Batch Processor *  Deleting Reports

*  Previewing Reports
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Using the Office Manager Toolbar

The toolbar contains several buttons that you can click to access certain areas or features of Dentrix Enterprise.

REEREELE=ERNE B FELN SR R

The function of the buttons specific to the Office Manager are explained in the following table.

Click the Electronic Billing Submission button to send billing statements and/or a batch of billing

Fﬂ statements to a clearinghouse to have them mailed for you.
g Click the Electronic Claim Submission button to submit dental and/or medical insurance claims
electronically.
&m| Click the Create Batch Primary Ins Claims button to generate multiple claims for procedures
21 posted within a specified date range
Click the Print Preview button to display the report selected in the Batch Processor.

Click the Print Report(s) button to send the reports selected in the Batch Processor to the printer
set up for use by the Office Manager.

Click the Delete Report(s) button to delete all or certain reports.

Click the Refresh/Clear Selection button to deselect any reports that are selected in the Batch
Processor.

==

Click the Day Sheet Report button to generate a day sheet.

Click the Operator Day Sheet Report button to send the operator day sheet to the Batch Processor.

Click the Referral Analysis button to monitor referrals or enter gratuities.

Click the Collections Manager button to view and manage collections information to help you as
you contact patients regarding their accounts.

Click the DXOne Reports button to generate and manage reports.

Click the Signature Manager button to sign multiple clinical notes at one time.

R =

Understanding the Batch Processor

The Batch Processor is a report management tool that allows you to print and/or preview reports generated
and sent to the Batch Processor.

| Batch Processor [This Clinic, Full Display] |
Date Description Clinic Operator Status
01/30/2012  Family walkOut Statement [Abbatt. James 5] -
02A13/2012 | Prim. Dental Ins.([DX2007) Abbott, James S-4etna Dental CENTRAL  [ENTERPRISE |Unsent F
02/14/2012 | Biling Statements [From: <ALL> Tor <ALL>] CENTRAL  |ENTERPRISE |UnPrinted I
02/14;2012 | Single Billing Statement [Abbott, Patricia ] CENTRAL  |ENTERPRISE |UnPrinted
06/11/2012 | Prim. Dental Ins. ([D2007) Winters, Carl-Lincoln Nation CENTRAL DSHITH Printed
06/26/2012 | Prim. Dental Ins [ECSFOR)] Croshy, Brent L-Connecticut CENTRAL |ENTERPRISE |Printed
07A10/2012 | Prim. Dental Ins.([D%2007) Crosby, Brent LACME Insuian CENTRAL  [ENTERPRISE |Printed
07/10/2012 | Prim. Dental Ins ([DX2007) Winters, Carl-Lincoln Nation CENTRAL  |ENTERPRISE | Printed
0771072012 | Prim. Dental Ins.([DX2007) Winters, Carl-Lincoln Mation CENTRAL |ENTERPRISE |Printed
11/05/2012 | Prim. Dental Ins ([DX2007) Croshy, Shidey H-ACME Insur CENTRAL |ENTERPRISE | Printed
11/05/2012 | Prim. Medical Ins.[[HCFA] Crosby, Brent LACME Medical CENTRAL  |ENTERPRISE | Printed

For each report listed, the Batch Processor displays the date the report was generated, a brief description of the
report, and a status that indicates if the report has been printed, displayed, or sent (for claims and pre-estimates).

Tip: Since the Batch Processor can easily become crowded with reports from every clinic, you can specify the
reports you want to have displayed in the Batch Processor and the sort order of those reports. For information
about setting up the view of the Batch Processor, see the “Setting up the Office Manager view” topic in the
Dentrix Enterprise Help.
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Previewing Reports

You can preview a report before printing it. You can preview one or two pages at a time, zoom out to see more
of the page, zoom in to see more detail, and easily navigate between reports and pages of the current report.
While you are previewing a report, the report appears in a format as close to the printed report as possible.

To preview a report
1. In the Office Manager, @

from the Batch Processor,

% Dentrix Office Manager - The Dentist Group < CENTRAL> EI‘ & '@

View Reports Letters Maintenance Analysis  Hel

Batch Processor [This Cl

Description
Fan Jut Statement [Abbott, J

CEMTRAL  ENTERFRISE  Frinted

select the reports you want to

021372012 me.Denta\\ns.[[DXZUU?]Abbolt,James S-fetna Dental CENTRAL  |ENTERPRISE |Unsent
. 0271472012 | Billng Statements (From: <ALL> T g CENTRAL  |ENTERPRISE | UnPrinted
prevlew‘ nl Lo0 I YR d=FN EIITEED\ = W =P e
06/11/2012 | Prim. Dental \ns.{[_DXZUU?] i 1 rln Nation CEMTRAL DSHITH Printed I
. : . 071072012 | Prim, Dental Ins. [D2007) ErosM{ME Insuran CENTRAL  |ENTERPRISE | Printed
2. From the File menu, click Print 07/10/2012 | Prim, D ental In [[DX2007) inters, eSPLrcoln Nstion CENTRAL  |ENTERPRISE | Printed
Previ The Print Previ 071072012 | Prim. DentalIns.([DX20017) Winters, CartLincoln Hation CENTRAL  |ENTERPRISE | Printed
11/05/2012 | Prim. Dental Ins. ([DX2007) Croshy, Shiley H-ACME Insur CENTRAL |ENTERPRISE | Printed
review. ¢ rint Preview 11706/2012 | Prim Meddical Ins. ((HCFA) Croshy, Brent L-ACME Medical CENTRAL  |ENTERPRISE | Printed
window appears.

| Drentrix Print Preview EI@

le  Options  Help

|Blank ADA 2012 Claim Form - 5o [€TH Page: 1 of 1

ADA American Dental Association- Dental Claim Form
HEADER INFORMATICN

1Ty o T o Wik =l qgplicr e mers

[atetersant et seia 2esices [CJrastsatsoe Frstebane vy et caior
[(Jersct ~ewx
2. Virdeten lagtir T eet izl ~luirLe POLICYHDLDERSLIBSCRIBER INFORN ATION (=1 Incurancs Compary Hamac nai3.

12 12 asltenS ahgse etttz D e, Finsl Wl liilis S0, Sddeeas, Ziv Sice By Cude
INJURANCE COMPANYIGENTAL BENEFIT PLAM INFORMATION

L o Ban Hames, AH eew, £ Gt i G

La. 0wl Ritn MEACDGCOYY | 1o gl
o
E-10Mre my L Llarka 13 PGy Munbe 1T R Ber
o dantal 2rL)

15, Pzl rgelzrafi beribrn I0GEEM a0 Dl

OTHER COVERAGE (a1 Aapiha im 112 5 51w o1
sy ] ueacns [ ¢l oo e

B hamg gt 20w heddensubea 1er 112 4 SLeal, b s, tidele 1 al, S0t PATIENT INFORMATION

15 et T4 Farto = Fuliie
T g TR — Ui
£ Dt of Gl L0 S T Zenda BORiy e e 1 o |:| i

v 0= 8. i (- 18, T e, Kl il ],
= Flan iy Horke i1 iz ls Folalns w3 I; Fen rznzd e

et [owveee []rmperdem =

V1 AT EME 1R LI 280 Caal Banaf ITI2r Maws A cess, Ci, i, 2 Code

ity o, Fp e

CL stz af Dirty he MDD 22 Serdr P alen D 'onnl e Jas peed o el
- -
oF P
M, Proccd oL P AT ] it Tanin BER R RN T E L 23 1y Lt e
e nnee s erLol=ul Sk z Fiew Plinie e o Lssapled, 2o K,

3. Do any of the following for the report you are previewing:

e Print Report — To print the report being displayed or all reports in the preview session, from the File
menu, click Print Report.

* Report Title — Select a report from the list to view that report (if you are previewing multiple
reports).

*  View One Page / Two Page — To switch between viewing one or two pages (displayed side by side),
from the Options menu, click View One Page or View Two Pages.

e Zoom —To increase or decrease the zoom percentage (from 10% to 200%), from the Options menu,
point to Zoom, and then click the appropriate percentage.

* Previous / Next Page — To advance to the next page in a multi-page report, click the right arrow
button. To go to a previous page of a multi-page report, click the left arrow button.

4. To close the Print Preview window, from the File menu, click Exit.
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Printing Reports

If you do not want to preview a report, you can send it directly to the Office Manager printer.

Tip : To print certain pages of a report or to print more than one copy of a report, you must print that report
from the Print Preview window so that you can enter the page range and the number of copies.

To print a report from the Batch Processor

1. In the Office Manager,
from the Batch Processor,
select the reports that you
want to print.

Tips:

*  To select multiple reports,
while pressing the Ctrl key,

click each report.

*  To deselect a report in the
Batch Processor, from the

% Dentrix Office Manager - The Dentist Group < CENTRAL>

View Reports Letters Maintenance Analysis  Hel

CohTon)

Unsent
abooied

Guliagenla
Single Biling Statement [4bhott, Patricia |

02/14/2012

CENTRAL

UnPrinted

06/26/2012 | Prim. Dental Ins.([ECSFOR] Croshy, Brent L it
07102012 | Prim. Dental Ins.[[D<2007) Crasby, Brent L-ACME Insuran
07/10/2012 | Prim. Dental Ins.([0¥2007) Winters. Carl-Lincoln Nation
07/10/2012 | Prim. Dental Ins.[[DX2007) Winters, Carl-Lincoln Nation
11/05/2012 | Prim. Dental Ins. ([DX2007) Croshy, Shiley H-ACME Insur
11/06/2012 | Prim. Medical Ins [[HCFA) Croshy, Brent L-ACME Medical

CENTRAL
CENTRAL
CENTRAL
CENTRAL
CEMTRAL

EMTERPRISE | Frinted
ENTERFPRISE | Printed
ENTERPRISE | Printed
ENTERFRISE | Printed
ENTERPRISE | Printed
EMTERPRISE | Frinted

File menu, click Clear; or select a different report.

2. With reports selected, from the File menu, click Print. Dentrix Enterprise sends the report to the printer

set up for the Office Manager.

Deleting Reports

You can delete any report from the Batch Processor that is not being previewed.

Note: Do not try to delete a report that is currently being previewed. A report being previewed may have
“Displayed” or “Schd” (followed by a number) in the Status column.

To delete a report from the Batch Processor

1. In the Office Manager,
from the Batch Processor,
select the reports that you
want to delete.

2. From the File menu, click
Delete.

The Delete Options dialog box

appears.

3. Select one of the following
options:

* Selected Reports — To delete the reports selected in the Batch Processor

*  Printed Reports — To delete all printed and displayed reports listed in the

Batch Processor

*  Sent Reports — To delete all sent claims listed in the Batch Processor (used

with electronic claims)

*  All Reports — To delete all reports listed in the Batch Processor

4. Click OK.
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& Dentrix Office Manager - The Dentist Group <CENTRAL> EI = @
View Reperts Letters Maintenance  Analysis  Hel

IC -

5 T

02/14/2012 | Biling Statements [From: <ALL> Tor <Al 1 ‘ CENTRAL UnPrinted I—
06/11/2012 | Prim. Dental Ins.([0¥2007) Winters. Carl-Mn CENTRAL DSMITH Printed
0E/26/2012 | Prim. Dental Ins.([ECSFOR] Croshy, Brent L-Connecticut CENTRAL  |ENTERPRISE | Printed
07/10/2012 | Prim. Dental Ins.([DX2007) Croshy, Brent LACME Insuran CENTRAL |ENTERPRISE | Printed
07/10/2012 | Prim. Dental Ins.([DX2007) Winters, Carl-Lincoln Nation CENTRAL |ENTERPRISE | Printed
07A0/2012 | Prim. Dental Ins.[[Dx<2007) winters, Carl-Lincoln Nation CENTRAL  |ENTERFRISE | Printed
11/05/2012 | Prim. Dental Ins. ([0 2007) Croshy, Shirley H-ACME Insur CENTRAL |ENTERPRISE | Printed
11/06/2012 | Prim. Medical Ins. [[HCFA) Croshy, Brent LACME Medical CENTRAL  |ENTERPRISE | Printed

Delete Options @

Delete

" Selected Reports
+ Printed Reports
Sent Reports

" Al Reports

Cancel
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Changing Fee Schedules Automatically

When you are logged in to the Central clinic, you can make changes to an entire fee schedule, or specific
segments of a fee schedule, without having to manually enter each amount for a procedure.

To make automatic fee schedule changes

1. In the Office Manager, from the Maintenance menu, point to
Practice Setup, and then click Fee Schedule Maintenance. (This
option is available only if you are logged in to the Central clinic.)

The Fee Schedule Maintenance dialog box appears. iU teanee
Select the fee schedule that you want to update. ERE T

Click Auto Changes. !
The Automatic Fee Schedule Changes dialog box appears.

# Name -

View/Edit.

:
. 2 e
4. To select the procedure code range for which you want to Per
change the fee schedule, under Select Procedure Code, PRI -
. Automatic Fee Schedule Changes (UCR) (2]
click the From and To search buttons -**! to select the first 5
5 Select Procedure Code

and last procedure code in the desired range. Or, leave From

<ALL> To <ALL> selected to include all procedures. o o [ 22| T FAD >

. .. here
5. To specify a condition that a procedure’s fee must meet for that o - Curenthmout ] [ 000 s
procedure to get updated, under Where, select the Current

Amount check box. Select greater than (>), greater than or e
equal to (>=), less than (<), less than or equal to (<=), or equals (ranse Amount )
(=). Type the amount ($) 6 hange Type:  |Increaseby %~
6. Under Change Fee Schedule, set up the following options: RondTo:  [Pemny =
e Change Amount — Type how much you want to increase Minimum Amount To lncrease: | 000 $
or decrease the fee by (depending on the Change Type
selection, this is a dollar amount ($) or a percentage (%). 7 Yok Cancel_|

* Change Type — Select how you want to increase or decrease
the fees: Increase by %, Increase by $, Decrease by %, or
Decrease by $.

*  Round To — Select whether you want to round the new fees to the nearest Dollar, Dime, or Penny
(the default selection is controlled by a Central clinic setting).

*  Minimum Amount To Increase — Type the minimum amount required for a fee in the fee schedule
to be changed.

7. Click OK.

Once Dentrix Enterprise has processed the changes, it will display the entire fee schedule for you to
review in the Fee Schedule Change Results dialog box.
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8. Do any of the following: A~
5 Fee Schedule Change Results 8 @
*  To change a procedure code’s amount (as U
displayed in the BEFORE column), click Fee Schedule Name: [UCR
that procedure code’s fee in the AFTER Find Procedure Code:
column, and then type the new amount. Frocedun | e A1 Fee 1 - Clear »
UCR UCR Difference
The background color of the AFTER cell Code BEFORE AFTER
changes to yellow, and the Difference 05281 7500 48450 980 | Copyfrom |
b h .. al d h f D5410 35.00 35.70 0.70
etween the original and the new fee oaat 500 =7l oo
appears with a green background (for 05421 500 = oot
an increase) or a red background (for a D5422 3500 SR
. Export. . .
decrease). Repeat this process as needed to ps10 11500 730 e _
h h . D5520 90.00 9180 180 Clipboard »
change other amounts. e o0 ol
. . D5620 100.00 102.00 2.00
Tip: To help you quickly find a procedure Dees 10000 ——
code, begin typing a procedure code in D5640 7500 76.50 150
the Find Procedure Code field. The first D650 90.00 180 180 v
matching code is selected. < Q s | Close |

To replace all the amounts in this fee
schedule with those from another fee schedule, click Copy From, and then search for and select the

desired fee schedule.

To replace amounts in this fee schedule with those from a .csv, s, or .xlsx file, click Import, and
then search for and select the desired file.

To change all amounts to zeros, click Clear, click Clear only the fee amounts, and then click Yes.

To change all amounts to zeros and clear the Fee Schedule Name field, click Clear, click Clear only
the fee amounts, and then click Yes.

To copy the data (procedure codes, before amounts, after amounts, and differences) as text to the
Windows Clipboard, click Clipboard, and then click Copy to Clipboard - tab delimited or Copy

to Clipboard - comma delimited. You can paste the Clipboard contents into another program.

Tip: You can use the contents of a copied fee schedule comparison to create a .csv, .xls, or .xlsx file
that you can import into Dentrix Enterprise to create a new fee schedule.

To export the data (procedure codes, before amounts, after amounts, and differences) as text to a
comma-delimited or tab-delimited file, click Export to specify a name, a file type (.csv or .txt), and a
location for the .csv or .txt file.

Tip: You can use the contents of an exported fee schedule comparison to create a .csv, .xls, or .xlsx file
that you can import into Dentrix Enterprise to create a new fee schedule.

9. Click Save.
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Changing the Database Mode

You can turn on single-user mode for operations that require that Dentrix Enterprise be closed on all but one
computer. After those operations have been completed, you must turn off single-user mode.

To turn on singe-user mode

In the Office Manager, from the Maintenance menu, point to Practice Setup > Database Mode Setup, and
then click Enable Single User Mode. On the confirmation message that appears, click Yes.

To turn off single-user mode

In the Office Manager, from the Maintenance menu, point to Practice Setup > Database Mode Setup, and
then click Disable Single User Mode. On the confirmation message that appears, click Yes.

Maintaining Employers

With the Employer Maintenance utility, you can add, edit, and delete employers without selecting a patient.
Additionally, you can join and purge duplicate employers. For information about adding and editing
employers from the Office Manager, see the “Adding and editing employers” topic in the Dentrix Enterprise
Help.

This section covers the following topics about employers:
*  Joining Employers
e Purging Employers

Joining Employers
You can combine duplicate employers.

Tip: You do not need to enable single-user mode when running this utility, but run it outside of peak office times.

To join employers

& Dentrix Office Manager - The Dentist Group <CENTRAL >~
Aai Analysis

1. In the Office Manager, from the Maintenance menu, point to
Reference, and then click Employer Maintenance.

‘The Employer Maintenance dialog box appears. Employer Maintenance

Enter Employer Name:

2. Click Join Employers.

[ 2]
The Join Employers dialog box appears. Join Employers | prrre—
. _ = 122 Maple Dr
3. Click the Source Employer scarch button > to select | [ SeeetEmoyers o Jan

Source Employer:
| ACME Co. ( 3 »>

Destination Employer:

I Acme Inc. @ Join Employers| Purge

to be changed to.
E‘ARNING: Clicking "Join" will cause all patients

the employer that you want to merge into another.

4. Click the Destination Employer search button >*/ to
select the employer that you want the source employer

ssociated with the Source Employer to be

5. Click Join. On the confirmation message that appears, ssodated with the Source Employer o b

click Yes. Then, another message appears and states that

the employers have been joined, so click OK. ( : ) o | concd |

The source employer is now the destination employer.
All patients with the source employer now have the
destination employer attached to their records in the Family File.
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L]
Purging Employers
You can purge employers from Dentrix Enterprise that are no longer attached to any patients.

To purge an employer

1. In the Office Manager, from the Maintenance menu, point to
Reference, and then click Employer Maintenance.

& Dentrix Office Manager - The Dentist Group <CENTRAL »

aintenance

Analysic

Batch Proc

[ Date D.

The Employer Maintenance dialog box appears.

. . Employer Maintenance
2. Click Purge. The Purge Employers dialog box appears and e
. . nter Emplayer Name:
lists all employers that are not attached to any patients. | ]
10° H H Name [ Acdess
Tip: If an employer you want to delete is not listed, the . Ty

employer is attached to at least one patient. You must clear =l LB
that employer from those patients in the Family File before it
can be deleted. To find patients with a certain employer, print
the Employers and Employed Patients Report for that
employer from the DXOne Reporting module. For

information about this report, see “Reference Reports”

in Chapter 9: DXOne Reporting.

New )\Edil | Jain En‘ployets| Purge |

(el
elete |

@Delete All |
e

Purge Employers

3. To delete all employers listed, click Delete All; or, to
delete a certain employer, select that employer, and
then click Delete.

4. Click Close.

Maintaining Insurance Carriers

With the Insurance Maintenance utility, you can add, edit, and delete insurance plans without selecting a
patient. Additionally, you can join and purge duplicate insurance plans. For information about adding and
editing insurance plans from the Office Manager, see the “Adding and editing insurance plans” topic in the
Dentrix Enterprise Help.

This section covers the following topics about insurance:
* Joining Insurance Plans

*  Purging Insurance Plans
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You can combine duplicate insurance plans without moving subscribers one by one to another plan. Joining
plans does not delete the old, unused insurance plan; it only moves the subscribers to a new plan so that the
old plan can be purged.
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Tip: It is not necessary to be in single-user mode when joining insurance plans, but do not use this utility
during peak office times.

To join insurance plans

1.

In the Office Manager, from the Maintenance menu, point to

Reference, and then click Insurance Maintenance.

& Dentrix Office Manager - The Dentist Group <CENTRAL »

intenancel

JESERY,

Batch Proc

The Insurance Maintenance dialog box appears. Insurance Maintenance
Click Join Plans. el [ |
Search By
The Join Insurance Plans dialog box appears. e S S
Select one of the following join criteria: — — e T [T
ACME Insurance HSPS Group Plan HSPS 111222
*  Employer-based — To move all subscribers e e st
attached to one particular insurance plan linked | [ eiemeinmm o
to a specific employer to another insurance
plan that is linked to the same employer. Then,
select the Subscriber’s Employer must match
Insurance Plan Employer Field check box = JErSEs =
if you want to move only subscribers who are
assigned the same employer in the Family File. s B

*  Plan-to-Plan — To join insurance plans regardless of
employers.

Click the Source Insurance Plan search button **! to
select the plan you want to join with another.

Click the Destination Insurance Plan search button **
to select the plan you want the Source Insurance Plan to
be transferred to.

Click Join. On the confirmation message that appears,
click OK. Then, another message appears and states that
the plans have been joined, so click OK.

The source plan is now the destination plan. All patients
with the source plan now have the destination plan
attached to their records in the Family File.

Join Criteria

* Employer-based@lﬁ Plan-to-Plan

Subscriber's Employer must match
Insurance Plan Employer field

Select Insurance Plans to Join
Source Insurance Plan:

| Aetna Life and Casualty 4 ==

Group #: 321863

Group Plan:  Aetna

Employer:  J.C. Horton
Destination Insurance Plan:

| Betna Life and Casualty 5 >
Group #: 321863

Group Plan:  Aetna

Employer:  1.C. Horton

WARNING: Clicking "Join" will cause all
ubscribers assodated with the Source
nsurance Plan to be assodated with the
estination Insurance Plan
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Purging Insurance Plans

You can purge insurance plans from Dentrix Enterprise that are not attached to any outstanding insurance

claims.

To purge an insurance plan

1.

Analyzing Referrals

In the Office Manager, from the Maintenance menu, point to
Reference, and then click Insurance Maintenance.

The Insurance Maintenance dialog box appears.
Click Purge.

The Purge Insurance dialog box appears.

Tip: If an insurance plan you want to delete is
not listed, the plan is attached to at least one

outstanding claim. Those claims must be paid before
the plan can be deleted. To find outstanding claims
for a certain carrier, print the Insurance Claim Aging
Report for that carrier from the DXOne Reporting

module. For information about this report, see

“Ledger Reports” in Chapter 9: DXOne Reporting.

To delete all insurance plans listed, click Delete

All; or, to delete a certain plan, select that plan, and
then click Delete. On the confirmation message that

appears, click OK.
Click Close.

Dentist Group <CENTRAL »

ﬁ Dentrix Office Manager - The

Batch Proc

Insurance Maintenance

Dental | Medical |

Search By

Enter Carrier Name: (& Carrier Name " Group Plan " Payor II
[2 " Employer " Group Number

Carrier Name | Group Plan | Employer Name | Group # | Local # l

ACME Insurance HSPS Group Plan HSPS 111222

Aetna Dental HSPS Aetna HSPS 123456

Aetna Life and Casu... Aetna 1.C. Horton 321863

Allied Group Insuran... Allied Group Insuran... 16023

N
Purge Insurance @ J Purge...

M Irsurance Plan
Tert Lilly

Mail Clair To Blue Shield In

o Close

You can use the Dentrix Enterprise analysis tool to view referral production and manage gratuities.

To analyze the production of a referral source

1.
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In the Office Manager, from the Maintenance menu, point to 1

Reference, and then click Referral Maintenance.

The Referral Maintenance dialog box appears.
Select the referral you want to analyze.

Click Analysis.

The Referral Analysis dialog box appears. The dialog box
lists the number of Total Referrals Made to/by this referral

source.

& Dentrix Office Manager - The Dentist Group <CENTRAL -
Maintenancel Analysis
JESEERYES B
Ratch Pro¢
Referral Maintenance .
Referred BY Referred T
Name ‘ Specialty ‘ Count ‘ Name
Dr. Evans, Jeff 9 Charles |
Dr. Tyler, Mark 4 Mark Ty
Family 1
Phone Survey 1
‘ellow Page Ad 9
3 Analysis | MNew | Edit | Copy -»
y A




Set up the following options:

All patients who have been referred to/by the referral
source within the date span appear in the list box.

*  Referral Date Span — From the list, select a date span. @

*  Production Date Span — For referral sources only,
from the list, select a date span. The production for
the specified date span of each referral appears in the
Production column of the list box. Also, the total
production generated by the listed referrals for the
production date span appears in the Production field.

To enter a gratuity given to a referral source, click New
Gratuity. In the New Gratuity dialog box, type the date
the gratuity was given and the amount of the gratuity,
select the type of gratuity sent, and then click OK.

Tips:

*  To add a new gratuity type in the New Gratuity
dialog box, from the Type list, select “<Add Gratuity
Type>,” type a new type and amount, and then click Add.

*  To record the gratuity in each referred patient’s Office Journal, in the New Gratuity dialog box, select
Add Journal, and then click the Provider search button *” | to select the provider for whom you also

want to record the Office Journal entries.
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Total Referals Made: 4

Heteral Date Span Froduchion Date Spat

|- Save A
Al Referrals Al Production hd D‘:}‘I:ultS

WName of Heferral | Date | Production
Gleason, Gary M 02/28M953 000
Glernming, Robert H 05/17/1995 54800
Lake, Shana B 03/1141936  0.00
Schow, Lawrence P 03/04/1933  0.00

Listed Referrals:| 4
Production: 543.00

Gratuity

Last Gratuity D ate:

Last Gratuity Type: |

‘ 5 ’Newﬁratuit}l | GratuityAnaIysis“ 6 ’

Motes

Send Email | foiceJoumaI| LF. Cancel |

Referral Analysis - (Dr. Tyler, Mark) (23]

239

To view an analysis of the gratuities given to a referral, click Gratuity Analysis.

The Gratuity Analysis dialog box appears. This dialog box

lists all gratuities and the total value of each.
Click Close to return to the Referral Analysis dialog box.
Click OK.

Gratuity Analysis @

Provider

Total ltems: |1
Edit Delete
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Purging Appointments

If you are logged in to the Central clinic, you can purge appointments in the Appointment Book before a
certain date for all clinics.

Tip: You can purge appointments for only the clinic you are logged in to from the Appointment Book.

To purge appointments

1. In the Office Manager, from the Maintenance menu, point to

ﬁ Dentrix Office Manager - The
Reference, and then click Purge Appointment. —

Dentist Group <CENTRAL >
Maintenancell Analysis
FAERIES

EEINEE:
The Delete Appointments for All Clinics dialog box appears. b Batch Pro.
2. Type a Cut off date. All appointments in all clinics prior the date e =

entered will be purged.
3. Click OK. On the confirmation message that appears, click OK. et date:|mxmx2mz( : )

o Cancel |

Purging Dental Insurance
Benefits Used

With the Purge Insurance Benefits Used utility, you can selectively zero out insurance coverage benefits used.
Purging used benefits will clear all of the current year’s benefits for the insurance plans that have the previous
year’s benefits cleared.

To purge used insurance benefits

1. In the Office Manager, from the Maintenance menu, point to & Dentirx Offce Menages - The Dentist Group < CENTRAL -

. tenancel] An <
Reference, and then click Purge Dental Ins Benefits Used. P
The Purge Dental Insurance Benefits Used dialog box appears. R -
escllnllnn
2. Select one of the following options: Purge Dental Insurance Benefits Used =
¢ Insurance Plans with Renewal Month of — Purge Dental Insurance Benefits For
TO Clear USCd bCﬂCﬁtS (reset them to $O) fOI' Cz *+ Insurance Plans with Renewal Month of: I.-'-\pril vl
insurance plans Wlth anCﬁtS that renew on Selected Insurance Plan:
a specific month, select this option, and then | =

select the appropriate month from the list.

*  Selected Insurance Plan — To clear used 3 )ex cancel_|
benefits from a specific insurance plan, select

this option, and then click the search button > to select the appropriate insurance plan.
3. Click OK.

Tip: During the month-end update, Dentrix Enterprise will automatically purge benefits used for those
insurance companies that renew their benefits the next calendar month.
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Generating Office Manager Reports

Dentrix Enterprise provides many reports that you can use to gather information from your database. While
some reports can be printed from the Ledger, the Patient Chart, the Appointment Book, the Family File, or
DXOne Reporting, the Office Manager has the following categories of reports you can generate:

e  Reference reports

*  Management reports

* Billing statements

*  Ledger reports

e List reports

e Blank ADA claim forms

All reports you generate from the Office Manager will appear in the Batch Processor.

For a comprehensive explanation of all the options for running these reports, see the “Generating Ofhce
Manager reports” topic and its subtopics in the Dentrix Enterprise Help. Also, to see samples of and read an
explanation of what appears on each report, refer to the Dentrix Enterprise 8.0.5 Reports Reference.

Reference Reports

In the Office Manager, from the Reports menu, point to Reference, and then click a reference report option:

*  Procedure Code List — The Procedure Code List is a list of procedure codes, including the procedure
code number, description, abbreviated procedure codes, time allotted for each procedure, appointment
type, paint type, and treatment area.

*  Dental Diagnostic Code List — The Dental Diagnostic Code List is a list of all dental diagnostic codes
that have been entered.

*  Medical Code List — The Medical Code List is a list of all medical procedure codes entered. Codes are
grouped by code type (AMA, ICD, modifier, place of service, and type of service).

*  Multi Code List — The Multi-Code List is a list of all multi-codes or a range of multi-codes.

* Standard Coverage Table Report — The Standard Coverage Tables Report lists the coverage tables that
are set up in the Office Manager. The report includes the coverage percentage, co-payment, and pre-
authorization flag for each range of procedures.

* Insurance Coverage Tables Report — The Insurance Coverage Tables Report lists the coverage tables that
have been set up for each selected insurance plan.

* Updated Dental Insurance Payment Tables Report — The Updated Dental Insurance Payment Tables
Report lists all procedures and the covered dollar amount for procedures listed in the payment table for
the selected dental insurance carriers.

*  Custom Practice Information Report — The Custom Practice Information Report lists information that
can be customized in Practice Definitions: billing types, payment types, adjustment types, custom notes,
medical alerts, appointment status types, and appointment check list.

* Registration Information Report — The Registration Information Report lists the practice information
and serial number of your Dentrix Enterprise software.
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Management Reports

In the Office Manager, from the Reports menu, point to Management, and then click a management report
option:

Day sheet (charges and receipts) — The day sheet is a report designed to help you keep track of your
daily production and collection figures. It lists all transactions posted during the day (or date range
specified) including procedures, payments, adjustments, and finance charges. The day sheet can be
customized to include or exclude specified information, and can be printed in a variety of formats.

Referred To Doctor Report — The Referred TO Doctor Report lists the number of patients who have
been referred to another practice during a specified time period. Depending on report settings, this report
also lists the name and referral date of each referred patient. The report is organized by referral. You can
also create mailing labels for those doctors to whom your patients have been referred.

Referred By Doctor/Other Report — The Referred BY Doctor/Other Report lists each referring doctor
or non-person referral source (for example, an advertisement) that has referred a patient to your practice
within a specified date range. For each referring doctor/other listed, a list of referred patients is included
with patient information and details regarding production generated by the referral. You can also print
mailing labels for each referral source.

Referred By Patient Report — The Referred BY Patient Report lists each patient who has referred another
patient to your practice within a specified date range. For each referring patient listed, there is a list of
patients that have been referred, including production details resulting from that referral. You can also
print mailing labels for each referral source.

Ledger Reports

In the Ofhice Manager, from the Reports menu, point to Ledger, and then click a ledger report option:
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Family Ledger Report — The Family Ledger report includes all transactions for all patients in the family
posted since the beginning date specified. The date of treatment, tooth number, description, patient,
charges, payments and a running balance are included on the report. Depending on report settings, the
current balance of each patient in the family is also displayed on the report.

Patient’s Ledger Report — The Patient’s Ledger report includes all transactions for a patient(s) posted
since the beginning date specified. The date of treatment, tooth number, description, patient, charges,
payments, and a running balance are also included on the report.

Payment Agreement Report — The Payment Agreement Report displays analysis and management
information for monitoring payment agreements. The report includes information on the agreement
terms, the remaining balance for the payment agreement, and missed payments, and the last payment
date and amount.

Future Due Payment Plan Report — The Future Due Payment Plan Report displays payments that can
be expected based on established payment plans by month. You can also run the Monthly Totals Report.

Referral Recap Report — The Referral Recap Report lists completed and treatment-planned work for
each referral source that appears on the report. Each referred patient will appear on a separate page.
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List Reports

In the Office Manager, from the Reports menu, point to Lists, and then click a list reports option:
e Daily Appointment List — The Daily Appointment List consists of three separate reports:

*  Operatory Appointment List — This report lists all appointments for a selected range of dates and
by the selected providers and operatory ranges. The list includes the appointment date, status, time,
patient name, provider and operatory, appointment reason, and appointment duration.

*  Patient Route Slips — Patient route slips can be printed for all patients scheduled within the date
range. The route slip provides comprehensive account and treatment information for the scheduled
patient.

*  Daily Appointment List — This report gives the same information as the Operatory List, but in a
different format, and includes the patient phone numbers.

*  Unscheduled Appointment List — The Unscheduled Appointment List displays patient appointments
that have been broken (and not rescheduled) or placed on the wait/will call list during a specified time
period. This list can aid your office in rescheduling those appointments.

*  Unscheduled Treatment Plans Report — The Unscheduled Treatment Plans Report displays patients for
whom there has not been an appointment scheduled for their treatment-planned procedures.

*  Treatment Plan Approval Report — The Treatment Plan Approval Report lists pre-treatment estimate
insurance claims that have been received and accepted. The treatment plan, estimate amount, and
whether the pre-treatment was accepted or rejected are also included on the report.

*  Treatment Plan Approval Status Report — The Treatment Plan Approval Status Report lists treatment-
planned procedures for selected approval statuses, along with relevant patient and procedure information.

* Insurance Eligibility Report — The Insurance Eligibility Report lists insurance carriers and the patients
eligible for coverage under each carrier and includes information such as the patient’s eligibility date,
subscriber’s name and ID, insurance carrier’s address, group plan number, and patient’s next appointment.

*  Perio Exam List — The Perio Exam Lists is a list of patients who have had a periodontal exam created
within a specified date range.

*  New Patient List — The New Patient List is a list of all patients in the practice whose first visit dates fall
within a specified date range. You can also print mailing and chart labels for this list of patients. The list
includes each patient’s name, address and first visit date.

*  Patient Notes Report — The Patient Notes Report displays any notes you have entered for a patient. You
can indicate which patients to print based on name, provider, or billing type, and you can select which
types of notes to include.
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Generating Billing Statements

Billing statements provide guarantors with a record of their financial transactions with the practice.

Printer-generated billing statements can save you the cost of pre-printed forms without losing the professional
look of pre-printed forms. However, if you intend to use pre-printed forms, be sure to purchase forms that are
supported by Dentrix Enterprise.

For information about where to specify the billing statement form that you want to use, see “Setting Up
Practice Defaults” in Chapter 1: Introduction and Initial Setup. Also, for information about how to set up
billing statements to include the central office, clinic, or provider information, see “Setting Up Clinics” in
Chapter 1: Introduction and Initial Setup.

To generate bllllng statements % Dentrix Office Manager - The Dentist Group <CENTRAL>

= Feport: |

Letters  Maintenance  Analysis

1. In the Office Manager, from the Reports menu, click Billing.

B Batch Proc

The Billing Statements dialog box appears.

\ Descipti
- =r escription
2. Set up the following options: S {2) =
* Statement Date — Type a cutoff date. Statement Date:[04/17/2013  Balance Forward Date:[[3/17/23
The statements will include procedures Select Gusrantor Optians
up to and including the date entered, and From: {<al [ ﬂ ¥ Skip Accounts With Claim Pending
: . E . If Patient Partion Less Thar:|20.00
all statement calculations will be as of Terjeall> > Fert rarien -ess Than
Procedures “With Claims Pending. ..
that date. Furn Report Show: & Curent ¢ Al None
* by Provider I Print Insurance E stimate
° Balance Forward Date — Type a balance From: [<ALL> ﬂ Ta [l ﬂ ¥ Print Agreed F'ayment_
. . . v Exclude Outstanding To Insurance
forward date. Dentrix Enterprise will by Cinic -
calculate the total of all outstanding CENTRAL >3] || T Print Account Aging
. ] I Allow Credit Card Payrent
procedures posted up to the date entered Selsot Biling Type: o R e S FYIFE
and give the total balance forward From{<all> 3| TolAlls  »| | | ¥ Only Bil Accounts Aging
. ! & Over30  OverB0 ¢ Over 90
amount on the statements rather than an Minirnum Balance To Bill[0.01 v v v
itemization Of procedures, [ Include Credit Balances™? Select Repart Types
Setemet esem s ¥ Biling Staternent

° _ : o
Select Guarantor — Click the search e P e [ Mailing Labels =
buttons ** to select the range of
guarantors for whom you want to generate

statements, or leave From <ALL> To T
<ALL> selected to include all guarantors. 3 Yo |
QK Cancel

*  Run Report — Select how you want to ~

generate statements:
* By Provider — To generate statements by provider, select this option, and then click the search

buttons *”| to select a range of providers to generate statements for those providers’ patients; or
leave From <ALL> To <ALL> selected to include patients for all providers.

* By Clinic — To generate statements by clinic, select this option, and then click the search button
»>1 to select the clinic that has the patients for whom you want to generate statements.

*  Select Billing Type — Click the search buttons **/ to select the range of billing types of patients
for whom you want to generate statements, or leave From <ALL> To <ALL> selected to include all
billing types.

*  Minimum Balance to Bill — Dentrix Enterprise will generate statements for patients who have a

balance equal to or greater than the amount entered. For example, if you enter 20, Dentrix Enterprise
will generate statements for patients who have a balance of at least $20.

* Include Credit Balances? —To generate statements for patients who have a credit balance, select this
option.
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* Statement Message — Type the message you want to have appear at the bottom of each statement,
such as “Brush and floss regularly,” or “All payments are due on or before the 5th day of the month.”

Tip: For information about entering a customized billing statement note for any individual
guarantor, see “Billing Statement Notes” in Chapter 7: Ledger.

*  Options — Select the options you want to use to determine which accounts will receive a bill and
what to include on the statements:

*  Skip Accounts with Claim Pending — To skip an account if the patient has any outstanding
claims for which the guarantor portion of the balance is less than the dollar amount you specify
in the If Patient Portion Less Than field.

*  Procedures With Claims Pending
e  Current — To include procedures posted in the current month for which a claim has been
created and s still pending (not received).
*  All - To include all procedures posted for which a claim has been created and is still pending
(not received).
*  None — To exclude all procedures for which there is still a claim pending,.

e Print Insurance Estimate — To include the estimated amount that dental insurance will pay on
pending claims.

*  Print Agreed Payment — To have a box labeled “Please Pay This Amount,” which reflects the
patient portion of the balance or the payment amount required for a payment agreement set up
previously, appear on statements.

To have the “Please Pay” amount exclude the entire amount that has been billed to insurance on a
pending claim, even if some of it is a patient portion, select Exclude Outstanding to Insurance.

*  Print Practice Information — If your default billing statement is not the Full Form/Download
Form, and if you are using a pre-printed form without your practice information already printed
on it, select this option.

*  Print Account Aging — If your default billing statement is the Full Form/Download Form, to
include an aging summary on the statements that are formatted to allow report aging, select this
option.

* Allow Credit Card Payment — If your default billing statement is the Full Form/Download
Form, to include credit card payment options on the statement, select this option.

e IfNot Billed Since — To skip patients for whom a billing statement has already been printed
since the date you specify. (The last statement date appears in each account’s Ledger.)

Tip: This option works well for practices that print billing statements from the Ledger when

an insurance payment is received for an account. You can use cyclical billing as statements are
printed for individual accounts throughout the month and then printed from the Office Manager
in a batch to ensure that each account has received a statement for the month.

*  Only Bill Accounts Aging — To generate statements for patients whose balance has aged at least
as much as the aging bracket you select: Over 30, Over 60, or Over 90.
*  Select Report Types — Select the desired report types:
* Billing Statement — To print statements for all guarantors who fall within the specified parameters.

*  Mailing Labels — To print mailing labels with the guarantor’s name and address. Be sure to enter
the number of Columns of labels your label sheets have on them.

*  Save As Default — To save the current settings for the next time you generate statements from this
computer.

3. Click OK to send the billing statements to the Batch Processor.
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Printing Blank ADA Claim Forms

There may be a circumstance when you need to print a blank ADA claim form.

To generate a blank ADA claim form

& Dentrix Office Manager - The Dentist Group <CENTRAL >

1. In the Office Manager, from the Reports menu, click Blank
ADA Form.

The Dentrix Reports dialog box appears.

"~ Batch Proc
Description
Dentrix Reports @ e

Select the claim form that you want to print.

Click Yes.

Send Blank ADA Formn to Batch Processor?
1395 Claim Form
= 2000 Claim Form
2003 Clairn Form

Creating Letters
g % 2012 Clairn Form
With Dentrix Enterprise, you can create custom B Gz Bl i e
reports and letters as Microsoft Word documents 3 ) v No

or as data files for use in spreadsheet programs,
such as Microsoft Excel.

Dentrix Enterprise provides an interface between your patient database and Microsoft Word (if installed) that
allows you to create any letters that are applicable to the success and development of your practice. You can
have Dentrix Enterprise merge information from patient records into your letters, based on various ranges,
parameters, and filters that you establish.

Dentrix Enterprise comes complete with pre-defined letter templates in seven categories that you can use and
modify in conjunction with your patient database. For information about how to customize any letter from
Microsoft Word, see the “Customizing Dentrix Enterprise letters” topic in the Dentrix Enterprise Help. For
information about how to create your own letters and add them to any of the categories for future use, see the
“Creating custom letters” and “Adding letters to categories” topics in the Dentrix Enterprise Help.

This section covers the following topics about letter merges:
*  Merging Dentrix Enterprise Letters
*  Creating Appointment Reminder Cards

e Creating Cards for Patients Without Appointments
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Merging Dentrix Enterprise Letters

You can create letters by merging information from Dentrix Enterprise into Microsoft Word documents. This
section covers the pre-defined templates installed with Dentrix Enterprise.

To merge a Dentrix Enterprise letter
1. Open and minimize Microsoft Word. @E

2. In the Office Manager, click Letters on the menu bar.

& Dentrix Office Manager - The Dentist Group <CENTRAL -

Maintenance  Analysis

The Letters window appears.

3. Click the category button of the letter type you want to create:

* Birthday — Birthday letters for patients with a birth date in a Letters =
specified range. Bithday. |
*  Continuing Care — Continuing care (recall or recare) notices to patients Continuing Care...

Referal...

N
*  Referral — Referral letters for anyone who has referred or to whom you are <3 )M

. . . . . .. | tive Patient...
referring patients within a specified range of first visit dates or referral dates. __Inactve Patert._ |

Welcome...
*  Collection — Collection notices for patients within a specified range of last oo

ayment dates.
p y EXIT

within a recall date range.

* Inactive Patient — Notices for patients within a specified range of last visit
dates.

*  Welcome — “Welcome to the Practice” letters for patients within a specified range of first visit dates.

*  Misc — Custom letters for specific patients in your database. You will probably put many of the
custom letters you create in this category.

i Referral Letters < CENTRAL>
4. In the dialog box that appears, select a letter, set up a SelheeE ==

date range (if applicable), and then click Create/Merge.

Select Letter

The Create/Merge Options dialog box appears. Nor-Patisnt Referal k15, doc
Patient Referral (Gl only) dtxlm16.doc Mew
H Patient Referra dtxlrn1 6. doc:
5. Select Create Data File and Merge Letters. Fatoned 7o Coflecialst il Do
For details about the Create Data File ONLY and
Merge Letters using existing data file options, see the

“Other create and merge options” topic in the Dentrix

Last eferral Date R arhg

Enterprise Help. ~|
6. If you want Dentrix Enterprise to add an entry to each Croab/Morge | | ViowLit_| [View Locatien

patient’s Office Journal, indicating that a letter was sent

to that patient, select Add to Journal.

. Create/Merge Options @
7. Click OK.
+ Create Data File and Merge Letters
When the merge is complete, in Microsoft Word, you can print the " Create Data File ONLY
letters. Then, close Microsoft Word without saving the changes to [ Merge Leters using existig it fil

the document.

Warning: If you save the changes to the document, patient
information will be permanently saved in the letter template, S
rendering the template unusable.
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Creating Appointment Reminder Cards

You can create reminder cards to send to patients with upcoming appointments.

To create appointment reminder cards

1.
2.
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Open and minimize Microsoft Word.

In the Office Manager, click Letters on the menu bar.
The Letters window appears.

Click Continuing Care.

The Continuing Care Letters dialog box appears.
Select Continuing Care -- With Appt.

O

& Dentrix Office Manager - The Dentist Group <CENTRAL »

Maintenance  Analysis

.. Continuing Care Letters <CENTRAL>
Note: This is the default for the letter template name | 2
. . e e . Select Letter
when Dentrix Enterprise is initially installed, but the Appairtment Cards Femindar e caf 5
name might have been changed. e el s
Continuing Care Letter-Adult dtxlm0d. doc Mew
Cl k Edi Eontinuing Eare :.ette_r-[:hild gtx:mgg.goc
1C t. ontinuing Care-Inactive bxlrnl3 doc Delete
The Patient Report View dialog box appears.
In the Merge Letter Template field, type one of the
following template document names, based on the
type of cards you are using:
° dtxlm29 dOC 2 Wlde laser Cards Creal@™erge | Wiews List Wiew Location
. — 4~ 5 .
* dxlm24.doc — Single-wide, dot matrix cards.
¢ dxlm27.doc — 2-wide, dot matrix cards.
Patient Report View @
Letter Mame: |F'atient Report [by fikers) Merge Data File Name: |dt=im22. out
Patient Filters l Data Fields] Merge Letter T emplate: |dtxim22. doc

Clinic: |CENTRAL -~ Patient Name: |<ALL>
E-mail Options

Use Privacy Request for "Mao comespondence’’ to skip patients

Biling Typsls) 1: Standard Biling - finance charges

v Al 2 Standard Billing - no finance charge
3 Insurance Family - delay finance chq £ |
4 Inzurance Family - finance charges —
5. Payment Plan - finance charges
E: Payment Plan - no finance charges ™

+ Al Patients © Only Patients w/E-mail © Only Patients vw/out E-mail ™ Guarantors Only
Status Gender Pasition
Provider[z]: BEL_FEDV ™ Patient
[~ Male ™ Maried [ Chid
v Al SHAYES [ Inactive ™ Femal X
™ NarPatient emale ™ Single [ Other

" Does not apply for this letter % Applies for Patients and Guarantors " Applies for "Referred By Patients"

Birthday: ﬁ Emp:
Consent Date: ﬁ Fief By:
st Wisit Date: ﬁ Ref To:
Last Vigit Date: ﬁ Ins Cox
Continuing Care: @—ﬁ City:
Last Ref Date: ﬁ Zip:
Last Pay Date: ﬁ Alerts:
Balance: ﬁ Motes:
Pay Plan Bal: ﬁ Proc:
Appointments: ﬁ

ﬂ to |<ALL> 5

e
|

e
v

Aging
[~ [OBal [~ (Bl

[T <30 [ <60 I <90 [T <90+

_g—

9 Cancel
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Set up the continuing care filter: Select Continuing Care Ranges =
Tue Date ORtNLING are | ype:

PROFPHY Periodic cleaning P8
From: “Lab- Azpen Aszpen Dental Lab
*Lab-Alpine Alpine Diental Spe
“Lab-Heritag Heritage Dental Le
*Lab-HiTech Hi Tech Dental Te[=

DI e

a. Click the Continuing Care search button **..

The Select Continuing Care Ranges dialog box appears.

b. Under Due Date and Prior Treatment Date, leave From

Priar Treatment CALL AMALG  Amalgam followup |
and To blank. CALLCROWN  Crown followup o

From: CaLLRC Froot Canal follow-

c.  Under Include, select With Attached Appointment. T il =
d. Under Continuing Care Type, select the appropriate T E
. . ear
continuing care type. C Al
I * with Attached Appointment I | 0K |
€. Clle OK " Without Attached Appointrment

Cancel

Set up the appointment filter:

a. Click the Appointments search button.

Select Appointment Range @
The Select Appointment Ranges dialog box appears. S
(" Prospective Patients with appointment in date range
b. Under Search, sclect Existing patients with appointment in [ Esisting Ptierts vt sppointment in dsterange |
date range. © Ewisting Patients with NO appointmentt in date range

. . . Appointment D ate Fange
c. Und.er Appointment Date Range? type the Begln.mng and T o
Ending dates of the range of appointments for which you are

printing cards. Clear Ok | Cancel |
d. Click OK.

Click OK to return to the Select Continuing Care Ranges dialog box.

. With Continuing Care -- With Appt still selected, click Create/Merge.

The Create/Merge Options dialog box appears.

Create/Merge Options @
. Select Create Data File and Merge Letters, and Add to Journal (if O Bt bt Bl e Ltes
desired), and then click OK. " Create Data File ONLY
" Merge Letters using existing data file
When the merge is complete, in Microsoft Word, you can print the Ll 4dd to Journal
cards. Then, close Microsoft Word without saving the changes to the oK Cancal
document.

Warning: If you save the changes to the document, patient
information will be permanently saved in the letter template, rendering the template unusable.
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Creating Cards for Patients Without

Appointments

You can create reminder cards to send to patients without appointments who need to schedule a return visit.

To create cards for patients without appointments

1. Open and minimize Microsoft Word.

2. In the Office Manager, click Letters on the menu bar.
The Letters window appears.

3. Click Continuing Care.
The Continuing Care Letters dialog box appears.

4. Select Continuing Care -- W/O Appt.

name might have been changed.

5. Click Edit.

type of cards you are using:
*  dxlm26.doc — 2-wide, laser cards.

O

Continuing Care Letters <CENTRAL>
Note: This is the default for the letter template name Select Latter
when Dentrix Enterprise is initially installed, but the Edit 5)
Continwing Care - dbelm29.doc
Contirwing Care Letter-Adult dtxlmi4. doc Mew
Contiruing Care Letter-Child dtxlmi5. doc
Continuing Care-lnactive drxlmi3.doc Dielete
The Patient Report View dialog box appears.
6. In the Merge Letter Template field, type one of the
following template document names, based on the
Create/Merge | “Wiew List Wiew Location
¢ dxlm23.doc — Single-wide, dot matrix cards.
¢  dxlm28.doc — 2-wide, dot matrix cards.
Patient Report View @

Letter Mame: |F'atient Feport [by filters)

Patient Fiters | Data Fields |

erge Data File Mame: |dtim22. out
Merge Letter Template: | dtim22. doc

Clinic; |CENTRAL | Patient Mame: |<A|-|->

E-mail Options

Use Privacy Request for "Mao comespondence’’ to skip patients
" Does not apply for this letier

2. Standard Billing - no finance charge—
3 Insurance Family - delay finance chq £ |
4 Inzurance Family - finance charges —
5. Payment Plan - finance charges

E: Payment Plan - no finance charges

+ Al Patients © Only Patients w/E-mail © Only Patignts w/out E-mail

™ Mal ™ Maried [~ Chid
v Al SHAYES [ Inactive - B .ame i
[~ Maon-Patient IFemetls [ Single T Other

@+ Applies for Patients and Guarantars

Birthday: ﬁ Emp:
Consent Date: ﬁ Fief By:
st Wisit Date: ﬁ Ref To:
Last Visit Date: ﬁ Ins Co:
Continuing Care: ﬁ City:
Last Ref D ate: @_ﬁ Zip:
Last Pay Date: ﬁ Alerts:
Balance: ﬁ Notes:
Pay Plan Bal: ﬁ Proc:
Appointments: ﬁ
Biling Typsls) 1: Standard Billing - finance charges  »
v Al

ﬂ to |<ALL> 22

I™ Guarantaors Only

" Applies for "Referred By Patients"

e
|

e
v

Aging
[~ [OBal [~ (Bl

[T <30 [ <60 I <90 [T <90+

—

8 Cancel
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Set up the continuing care filter:

Select Continuing Care Ranges

sl

a. Click the Continuing Care search button **..

The Select Continuing Care Ranges dialog box appears.

b. Under Due Date, type the Beginning and Ending dates of

Due Date

,— PROPHY Periodic cleaning 49
From|11/17/2013 “Lab- Azpen Aszpen Dental Lab
*Lab-Alpine Alpine Diental Spe
Ta1212/2013 “Lab-Heritag Heritage Dental Le
*Lab-HiTech Hi Tech Dental Te
=y

LContinuing Care Type:

DTy i

the range for which you want to print cards.
c.  Under Include, select Without Attached Appointment.

d. Under Continuing Care Type, select the appropriate
continuing care type.

e. Click OK.

Frior Treatment

Frarn|
Tos
Include

Al
" “with Attached

CALL AMALG Amalgamfollowup| |
CALL CROWMN  Crown follow-up el

CaALLRC Fioot Canal follow-
F43 Full Mouth Series
ORTHO Ortho post-treatme ™
Clear
Appointment

]

| “without Attached Appointment |

Click OK to return to the Select Continuing Care Ranges

Cancel

dialog box.

With Continuing Care -- W/O Appt still selected, click Create/Merge.

The Create/Merge Options dialog box appears.

Select Create Data File and Merge Letters, and Add to Journal (if
desired), and then click OK.

When the merge is complete, in Microsoft Word, you can print the
cards. Then, close Microsoft Word without saving the changes to the
document.

Create/Merge Options

0K

==l

{* Create Data File and Merge Letters
/l'" Create Data File OMLY

@ P/ Add to Joumal

" Merge Letters using exizting data file

Cancel |

Warning: If you save the changes to the document, patient information will be permanently saved in the

letter template, rendering the template unusable.

251
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Creating a Batch of Primary Insurance
Claims

In the Office Manage, you can create and batch, create and print, or create and send electronically all
insurance claims for all procedure codes that are not currently attached to a primary insurance claim, are not
flagged as “Do not bill to insurance,” and fall within a specified date range. You can create batch insurance

claims for multiple clinics only if you are logged in to the Central clinic; otherwise, you can create batch
insurance claims for only the clinic that you are logged in to.

To create a batch of primary insurance claims

1.
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% Dentrix Office Manager - The Dentist Group < CENTRAL>

In the Office Manager, from the File menu, click Batch Ins

Claims.

View Reports Letters Maintenance Analysis Help

Batch Processo
Description
Family bwfalkOut Statemet [Abbott. James 5
Prim. Dental Ins. ([DX2007) Abbott, James 5-Aetna Dental
Billing Statements (From: <ALL> Tar ¢ALLY)

The Create Batch Primary Insurance Claims dialog box appears. l
02/14/202

Set up the following options:

¢ Clinic Selection — Click the search button **/ to fz\
select the clinics you want to include on the report, Creste Batch Primary Insurance A\ —_JCENTRAL> =
or leave All selected to include all clinics. Clvie Salection ST
¢ Provider Selection — Click the search button *? From: [04/17/2013
H H bl 2l Too (044772003
to select the providers you want to include on the s St :
INICE S Elecie
report, or leave All selected to include all providers. = Enty Date
Provider Selection " Procedure Date
* Billing Type Selection — Click the search button > N e
to select the billing types you want to include on the Bl ofthe procedures on (e claim
report, or leave All selected to include all billing allProviders Selected] | 5 Create Primany Dertal Claims
tYpCS- Biling Type Selection I” Create Primary Medical Claims
*  Select Date Range — The date range defaults to the » | B WV Save as Defaul
current system date. If necessary, in the From and {41l Biling Types Selected]
To fields, type the date range for which you want =
to generate insurance claims. Also, select whether (3 Pit |  SendtoBatch | SendElectronicaly [|  Cancel

to search for procedures on primary insurance
claims by Entry Date or Procedure Date.

*  Create Primary Dental Claims — Select this option to include all primary dental insurance claims in
the specified date range.

*  Create Primary Medical Claims — Select this option to include all primary medical insurance claims
in the specified date range.

*  Save as Default — Select this option to save the current settings for the next time you create batch
insurance claims.

Click Print to print the primary insurance claims, Send to Batch to send the primary insurance claims
to the Batch Processor, or Send Electronically to send the primary insurance claims electronically to the
clearinghouse. On the message that appears and displays the total number of primary dental and medical
claims that will be created, click OK.
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Submitting Electronic Claims

¢Trans is an add-on program that you can use to transmit insurance claims electronically from Dentrix
Enterprise to insurance carriers. You must first register your practice if you want to use this service. Talk to
your trainer, or contact eServices Customer Support at (800) 734-5561 for more information on how to
purchase and install eTrans.

Note: You can send electronic claims only from a computer with an Internet connection.

To submit electronic claims with eTrans
1. Create insurance claims, sending them to the Batch Processor.
2. In the Office Manager, do one of the following:
¢ To submit all or some of the batched claims, from the File menu, click ECS.

*  To submit specific claims, select the appropriate claims in the Batch Processor, and then, from the

File menu, click ECS.

For more information on sending and editing electronic claims, setting up eTrans, and viewing reports
regarding your electronic claims, refer to the eZrans User’s Guide, which is available for download from the
Resource Center at www.DentrixEnterprise.com.

Sending Statements with QuickBill

If you have purchased, installed, and properly configured QuickBill, you can send billing statements
electronically to a clearinghouse where they are professionally printed, folded, and mailed to guarantors.

For information on setting up QuickBill, refer to the QuickBill User’s Guide, which is available for download
from the Resource Center at www.DentrixEnterprise.com.

To send statements electronically

1. Generate billing statements, sending them to the Batch Processor.

2. In the Ofhice Manager, select the appropriate billing statements and/or a batch of statements in the Batch
Processor.

3. From the File menu, click EBS. On the confirmation message that appears, click Yes.
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Signing Mulitple Clincal Notes

You can sign multiple clinical notes at one time from the Office Manager.

To sign multiple clinical notes

1. While logged in to Dentrix - -
. % Dentrix Office Manager - The Dentist Group <CENTRAL> =
Enterprlse as the user who needs to File View Reports Letters Maintenance Analysis Help
sign clinical notes, in the Ofhice '
Manager, click the Signature _
3
Managel‘ button [£, 0271872M2 | Biling Statements (From: <ALL> Te: <ALLs) CENTR&L  |ENTERPRISE | UrPrinted

The Signature Manager dialog box

appears.
7 ¥ 2qer - Clinical Notes
2. Set up the following /H 5
Filters as l’lCCdCd: | Date Clinic Provider Patient Chart # Bithday Note Page Signed + ||Medical Alert
v DESMITH 1171171973 ~10.46:32 AM
Medications:
e D R 04/20/2015 |CENTRAL |DESMITH | Crosby, B CRODDAC | 11/11/1973 |Notet2 | Pql-123955PM
ate Range 0472072015 |AF DESMITH | Crosby, Brent CRODDAC | 11/1171973 |Nete] | Pql-10.46.32AM
. 04/20/2015 |CENTRAL |DESMITH | Crosby, Brent CRODDAC | 11/1171973 |Netet2 | Pql-123955PM 3
Selection — Select by, Fr < y
0472072015 |AF DESMITH |Employce, Linda | EMOODEX  |5/7/1987  |Nele®1 | Pgl- 104632 AM (S
one of the following 04/20/2015 |CENTRAL |DESMITH | Employes, Linda | EMOODEX  |5/7/1987  |NeteR2 | Pgl-123955FM
i 047202015 |AF DESMITH |Employes, Lnda | EMOODEX  |5/7/1387  |Netef1 | Pgl- 104632 AM )
tions: Pain Scale Typ-
options: 04/20/2015 |CENTRAL |DESMITH | Employes, Linda | EMOODEX  |5/7/1387  |Nete2 | Pgl-123955FM Daseription
047202015 |AF DESMITH |Employes, Lnda | EMOODEX  |5/7/1387  |Netef1 | Pgl- 104632 AM
e  Previous — To 04/20/2015 |CENTRAL | DESMITH | Test, Patiert TEET 1I/711/1570 |Note1 | Pgl-023417PM
i . 04/20/2015 |CENTRAL__|DESMITH | Winters, Carl Wiz TI/1171980 |Note1 | Pgl-023337PM il
view clinical 7N\
2 Falls Risk Scor-
notes for Fies \</
Date Range Selection Clinic Selection Provider Selection
the speciﬁed © Previous: |7+ Dayls)  © Current Clinic Medication: Co
3 [w] A Change Type:
fd @ Date Range @ Other Dosage: 1ml
number o ays e TR Duration: 0 D=
. 5 To: [ Al Status Selection Notes:
prior to todays SO v202015 -
©) Any Date Medical Alert:
date. Enter the

number of days.

*  Date Range — To view clinical notes within the specified date range. Select the starting and
ending dates of the range.

*  Any Date — To view clinical notes for any date.
*  Clinic Selection — Select one of the following options:
*  Current Clinic — To view clinical notes for the clinic that you are currently logged in to.

e Other — To view clinical notes for specific clinics or all clinics. Either click the search button
to select the clinics whose clinical notes you want to view, or select the All check box to include
all clinics’ clinical notes.

*  Provider Selection — Click the search button 7 to select the providers whose clinical notes you want
to view, or select the All check box to include all providers’ clinical notes.

*  Status Selection — Select whether you want to view all, unsigned, or signed clinical notes.
3. Click the Refresh button ¥ to apply the specified filters.
Only the clinical notes that match the specified criteria appear in the list.

4. Click each clinical note to review it. Then, select the clinical notes that you want to sign. To select
multiple notes, while holding down the Ctrl key, click each note; or, while holding down the Shift key,
click the first and last notes to select those notes and all notes in between them.
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Click the Sign button 7.

The Clinical Notes, Approve dialog box appears.

Type your password, and then click OK.
The Sign Clinical Note dialog box appears.
Sign, and then click OK.
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Clinical Notes, Approve -m@
User Hame: Smith, Dennis
Usger [D: DSMITH

Pazsword, sessssswe|

Sign Clinical Note

Do e St

Mame: | Deninis Smith (D.D.5.]

WARNING: Adding a signature to al Note
will prohibit any editing of the Clinical Mote.

Date: [04/16/2013
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Chapter 9: DXOne Reporting

The DXOne Reporting module provides you with reports that will assist you in analyzing your practice.
You can schedule these reports to be generated automatically on a daily, weekly, monthly, or one-time basis.
Additionally, you can send reports generated in DXOne Reporting as an email attachment to the Central
clinic, a consultant, or an accountant.

This chapter covers the following topics:

*  Opening DXOne Reporting

e Using the DXOne Reporting Window
e Selecting a DXOne Reporting Printer
*  Setting Up Report Security

*  Generating DXOne Reporting Reports
*  Working with Previewed Reports

*  Using Report Templates

Opening DXOne Reporting

You can open the DXOne Reporting module from the Office Manager.

To open DXOne Reporting
In the Office Manager, click the DXOne Reports button 24 on the toolbar.
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Using the DXOne Reporting Window

The DXOne Reporting window consists of the menu bar, toolbar, report category list, and report list.

71 DXONE Reporting =@

File Reports Security Scheduling E-Mail Help
rEEL LaE |

Select Report Category: Double Click ta Launch Report Options:

Employers and Employed Patients
Fee Schedule

Insurance Carrier List

Patient Health Azzezsment Report
Practice Orgarnization List —Reports
Provider [Ds List
Rl Schedule

M anagement

Report
categories

This section covers the following topics to help you understand how to use the DXOne Reporting window:
*  Using the DXOne Reporting Toolbar

*  Selecting a Report

Using the DXOne Reporting Toolbar

The toolbar contains several buttons that you can click to access certain areas of Dentrix Enterprise and
DXOne Reporting.

tEEcEe PSS

The function of the buttons specific to DXOne Reporting are explained in the following table.

'23‘ Click the Open Report button to view a saved report.

Click the Select Printer button to select the default printer you want to use to print reports from

_@ the DXOne Reporting module.

Click the Security button to assign rights to allow only certain users to access specific reports.

Selecting a Report

Reports are organized by category to help you find a report easily.

To select a report

1. From the Select Report Category list box, select a report [+1. DXONE Reporting [F=3 [Eol 5

File Reports Security Scheduling E-Mail Help

category. tEsEe Pad ‘

2. Alist of available reports for the selected category appears
in the Double Click to Launch Report Options list box.
To set up the filters for generating a report, double-click
that report.

Double Click ta Launch Report Options:

Employers and Employed Patients
Fee Schedule

Insurance Carrier List

Patient Health Assessment B
Practice Organization List
Provider [Ds List

Rl Schedule
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Selecting a DXOne Reporting Printer

When printing from DXOne Reporting, Dentrix Enterprise will automatically send reports to the Windows
default printer, but you can have reports sent to another printer.

[+ DXONE Reperting =] @ |
To select a printer for DXOne Reporting o N i e N i M 11
. . . tEEEe Pad
1. In DXOne Reporting, from the File menu, click Select
Printer. The Printer Selection dialog box appears. |52 Printer Selection... s Pepor Optens
atients
Select a printer. Microsaoft %P5 Document Wrikg
. 2nd Floor Copier Pt Report
Click OK. Send To OneNote 2010
nowaPDF ok
Adobe PDF
Snagit 11
Send to Dentrix Document Center Cancel
Setting Up Report Securit
In DXOne Reporting, you can control which reports can be generated by which users.
To set up user rights and security for DXOne Reporting
[+ DXONE Reperting =] @ |
1. In DXOne Reporting, from the menu bar, click e Scheduling E-Mail Help
Security. The Report Security dialog box appears. S REEER PS4
Under User List, select a user. %7 Report Security =
Select the report for which you want User List Set Secuiy
. D | Firsthame | Lasthame [ - <General> -
to Set Security, or leave <General> AMECLURE Angeha MeCle r tm E
l . . h h DDs1 [renniz, Sith i —
selected to assign rights the same DDa2 My B e
: DESMITH Dennis Sith i ASAP List
rights for all reports for the selected e L Haves & O ARt Cnen
user. If you have set up rights DROBE  Davd Fobb. - Soned it B
previously for any repors, seeccing | |FEa B G i
thiS option WIH override thOSC rights. HYvE2? Paine Wilsnin o Audit - Providers/Staff e
. . Rights: | SelectAl Clinics I “Select Al Prowider/Staft | *Select Al
4. Set up the following options:
AF AMCCLURE -
. . Frint Repork CEMTRAL
*  Rights — Select the rights you Schedue Report DRAPER
. Save Report to file ME S DEF_PROY =
want thlS user to have, or Export Report to fil PINEDALE DESMITH 3
PROVO DHAYES
select Select All. 4 SPRING DROI
DROBE
DSMITH
i H EMTERFRISE
Tip: If you have multiple otk
employees with the same level B |
of security, click Copy User — -
. | “Includes all future providers
Security to select the user from _ComyUserSecurty>» | & clrics added to system e it (3

which you want to copy settings.

*  Clinics — Select the clinics for which the user can generate reports, or select Select All.
*  Provider/Staff — Select the providers and staff members for whom this user will have rights to
generate reports, or select Select All.

Tip: To select the user selected under User List, click Highlight Selected User.
5. Click Save.

If necessary, repeat steps 3 — 5 for each report the selected user will have access to. Then, repeat steps 2 — 5
for each user.

6. Click Close.
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Generating DXOne Reporting Reports

The reports in the DXOne Reporting window are grouped into the following categories:

Reference Reports
Management Reports
Ledger Reports
Analysis Reports

List Reports

Audit Reports

UDS Reports

Custom Reports

The sections that follow provide a description of each available report. For a comprehensive explanation of all
the options for running these reports see the “Generating DXOne Reporting reports” topic and its subtopics
in the Dentrix Enterprise Help. Also, to see samples of and read an explanation of what appears on each
report, refer to the Dentrix Enterprise 8.0.5 Reports Reference.

Reference Reports

In DXOne Reporting, select Reference, and then double-click a reference report:
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Employers and Employed Patients Report — The Employers and Employed Patients Report is a list of all
employers, including name, address, and phone number. You may also select to include employed patients
with each employer.

Fee Schedule Report — The Fee Schedule Report is a list of procedure codes and the associated fees. Lab

and material expenses associated with each procedure are also included.

Insurance Carrier List — The Insurance Carrier List is a list of carrier names, addresses, phone numbers,
contact names, and all related insurance information. You can also include the insured subscribers for
each insurance plan.

Patient Health Assessment Report — The Patient Health Assessment Report displays health information
entered for a range of patients in specified clinics. The blood pressure, pulse rate, age, height, weight, and
body mass index (BMI) of each patient appears on the report.

Practice Organization List — The Practice Organization List is a list of the primary and secondary
providers and staff members that have been set up for your practice. The report includes the
corresponding provider or staff information.

Provider IDs List — The Provider IDs List is a report of providers and relevant information.

RVU Schedule Report — The RVU Schedule is a list of the procedure codes and the associated RVU fees.

Lab and material expenses associated with each procedure are also included.
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Management Reports

In DXOne Reporting, select Management, and then double-click a management report:

*  Analysis Summary Report — The Analysis Summary Report displays the transaction totals that are
normally shown at the bottom of a day sheet, by provider, or by date, for a specific provider and date
range.

*  Appointment Statistics Report — The Appointment Statistics Report provides an overview of the
productivity and efficiency of your practice regarding patient visits. This report displays statistics for late
appointments, on-time appointments, wait/will call appointments, broken appointments, appointments
that remained in specified statuses for a specified length of time, and appointment durations based on
specified statuses.

* Assigned Rights Report — The Assigned Rights Report lists the current security rights assigned to each

selected user and clinic.

*  Day sheet — The day sheet lists all transactions for the day (alphabetically or chronologically), according
to the providers and billing types selected.

*  Day sheet - adjustments — The day sheet - adjustments lists all adjustment transactions for the day.

*  Day sheet - deposit slip — The day sheet - deposit slip lists all payment transactions for the day in a
format suitable for a bank deposit slip.

*  Day sheet - receipts — The day sheet - receipts report lists all payment transactions for the day.

*  Dental Encounters Report — The Dental Encounters Report lists procedures posted during a specified
date range (each procedure must be attached to a claim to appear on the report), along with the amount
that is expected to be paid by insurance. For each procedure, the date of service, name of the patient who
received treatment, the subscriber ID (Beneficiary ID) of the subscriber of the patient’s insurance plan,
and the appropriate NPI numbers are shown.

* Finance / Late Charge Report — The Finance / Late Charge Report lists accounts that received finance
or late charges, according to the parameters set. The report lists the date of the charge, guarantor’s name,
amount of the charge, billing type, and guarantor’s primary provider. A total of finance and late charges
are calculated and listed at the bottom of the report.

* Insurance Carrier Production Report — The Insurance Carrier Production Report lists insurance
plans’ production amounts, payments, and adjustments. The report can also include details about each
procedure and insurance plan totals. The summary report and the full report will give you grand totals.

*  Practice Statistics Report — The Practice Statistics Report provides a detailed cross-section of the
practice’s patient base, including demographic, age, and continuing care information.

* Provider Accounts Receivable Totals Report — The Provider A/R Totals Report lists each provider’s
accounts receivables totals for a date range or lists a daily total for each day in the range. Suspended
credits are not included on this report except when Initial Provider is selected under Group By; in which
case, the full credit is always shown.

* RVU day sheet — The RVU day sheet is a list of RVU production items. The report also displays the total
RVU and net RVU.

*  RVU Production Summary Report — The RVU Production Summary Report is a summary of RVU
production. The report also displays the Quantity, Total, Average, Percent, and Net RVU.

* RVU Utilization Report — The RVU Usilization Report lists insurance carriers and, for each carrier, the
relevant RVU production items along with details about the procedure.
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Ledger Reports

In DXOne Reporting, select Ledger, and then double-click a ledger:
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Aging / Credit Balance Report — The Aging/Credit Balance Report displays the guarantor’s name, phone
number, billing type, last payment amount, last statement date, agreed payment amount and balances per
aging period, insurance estimates, guarantor portion, and total account balance or credit. The report also
provides totals and payments for each amount.

Insurance Claim Aging Report — The Insurance Claim Aging Report displays each insurance carrier with
outstanding claims, including the insurance plan name, group plan name, insurance phone number, and
group number, and each outstanding insurance claim.

The insurance claim information will include a notation of primary or secondary, the date the claim was
sent, the date a tracer was sent, the date the claim was placed on hold, the date the claim was re-sent,

the patient name, patient birthday, the subscriber name, subscriber ID number, the estimated insurance
payment, and the amount billed to insurance. The amount billed to insurance will be placed in the
current, 31 — 60, 61 — 90, or > 180 column, based on how long ago the claim was sent and whether the
Age Insurance Estimate instead of Total Billed figure check box is selected. The primary and secondary
claim amounts will each be totaled and printed, and a combined total will appear at the bottom of the
report.

Insurance Claims Not Sent Report — The Insurance Claims Not Sent Report shows all insurance claims
that have been created in the Ledger but not sent to the Batch Processor, printed, or sent electronically.
This report includes the range of patients, providers, and carriers to be included. The report includes the
claim date, type of claim (primary or secondary) patient name, insurance company name, claim amount
and expiration date. A total of the amounts for primary claims and secondary claims and a combined total
prints at the end of the report.

Pre-Estimate Aging Report — The Pre-Estimate Aging Report shows when pre-treatment estimates were
sent to insurance carriers. You can specify the range of patients, providers, and carriers to be included.

Pre-Estimates Not Sent Report — The Pre-Estimates Not Sent Report lists pre-estimates that have been
created in the Ledger but not sent to the Batch Processor, printed, or sent electronically. This report
includes the range of patients, providers, and carriers you specify. The report includes the claim date,
type (primary/secondary), patient name, insurance company name, amount, and expiration date. A total
amounts for primary and secondary claims and a combined total appear at the end of the report.

Procedures Not Attached To Insurance Report — The Procedures Not Attached To Insurance Report
shows insured patients with completed procedures that have not had an insurance claim created from
the Ledger. This report includes the range of patients and providers you specify. The report includes

the patient name, each procedure with the date of the procedure, tooth number, procedure code and
description, amount, and claim expiration date. The total amount of unattached procedures is calculated
for each patient. A grand total is provided, as well.

Provider Revenue Report — The Provider Revenue Report lists credits allocated to charges that have been
posted to each provider.

Secondary Insurance Claims Not Created Report — The Secondary Insurance Claims Not Created
Report creates a list of primary insurance claims for patients with secondary insurance claims that have
not yet been created. The report includes the primary claim date, patient name, secondary insurance
company, claim account, and date the primary claim expires. The report is sorted by the expiration date
and indicates the total of the claims accounts.

When primary insurance claims are evaluated for this report, they are only included if the patient had
secondary insurance in the Family File at the time the primary insurance claim was created, and no
secondary insurance claim was created.
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Secondary Pre-Treatment Estimates Not Created Report — The Secondary Pre-Treatment Estimates
Not Created Report is a list of primary pre-treatment estimates for patients with secondary pre-treatment
estimates that have not yet been created. The report includes the primary pre-estimate date, patient name,
secondary insurance company, claim account, and date the primary pre-treatment expires. The report is
sorted by the expiration date and indicates the total of the claims accounts.

Suspended Credits Report — The Suspended Credits Report lists any payments or credits that have been
suspended including the guarantor of the account, date and description of the credit, amount of credit
and the amount suspended, the balance on the ledger, and the collecting clinic.

Utilization Report — The Utilization Report is designed for use with managed care insurance plans.
The report lists all procedures that have been completed under selected insurance plans for selected date
ranges. In addition, you can monitor co-payments versus the practice’s regular fees.

Analysis Reports

In DXOne Reporting, select Analysis, and then double-click an analysis report:

Adjustment Summary Report — With the Adjustment Summary Report, you can review the account
adjustments applied during a date range in both a numeric and graphic format.

Payment Summary Report — With the Payment Summary Report, you can review the guarantor and
insurance payments applied during a date range in both a numeric and graphic format.

Practice Analysis Report — The Practice Analysis Report details production and receivable information as
well as financial agreements and an activity analysis of the patients in your practice.

Production Summary Report — With the Production Summary Report, you can review production by
procedure code categories for a date range.

Referral Analysis Report — The Referral Analysis Report shows the production, number of patients,
and percentage of totals associated with a particular referral and includes a breakdown by clinic. Use this
report to analyze the effectiveness of your advertising dollars by running a single report.

List Reports

In DXOne Reporting, select Lists, and then double-click a list report:

As Soon As Possible (ASAP) List — The ASAP List shows patients that have requested an appointment

as soon as possible. Select the providers and appointment date to be covered. This is useful for helping to
keep the appointment list full in case of cancellations. The list includes patient’s name appointment dates,
time and status, provider, appointment reason, duration of appointment, and the patient’s phone number.

Birthday List — A Birthday List for a selected period can be printed with this report. You can select the
range of patients and providers to be included and choose to print mailing labels.

Caries Prevalence and Periodontal Index Report — The Caries Prevalence and Periodontal Index Report
indicates, for various age ranges, how many patients have caries and how many do not, the number of
patients with certain conditions, and patients’ perio measurements (for example, pocket depths and loss of
attachment).

Clinical Notes Report — The Clinical Notes Report lists clinical notes for patients. You can also print
clinical notes from the Clinical Notes window.
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Initial Health History Report — The Initial Health History Report displays the percentage of new oral
health patients who have a First Visit Date in the Family File that is within a specified time frame and
who had an initial health history entered into their electronic records during the same time frame. The
Numerator and Denominator on the report are determined by the ADA and/or condition codes you
specify.

For example, you may want to track new patients who received a comprehensive oral exam (ADA code

D0150)—the denominator code—and who have a history of smoking or tobacco use (a condition code;
for example, 15995)—the numerator code.

Oral Health Education Report — The Oral Health Education Report displays the percentage of oral
health patients who received oral health education at least once during a specified time frame. The
Numerator and Denominator on the report are determined by the ADA and/or condition codes you
specify.

For example, you may want to track patients who received a comprehensive oral exam (ADA code
DO0150) or a periodic recall oral evaluation (ADA code D0120)—the denominator codes—and then
received oral hygiene instructions (ADA code D1330) or tobacco counseling (ADA code D1320)—the

numerator codes.

Patient and Inactive Patient List — The Patient/Inactive Patient List displays patients that have been
entered into Dentrix Enterprise and information about each patient. You can filter the report to include
patients with no continuing care date and no future appointments, a last visit before a specified date, and
a specified status.

Periodontal Exam Report — The Periodontal Exam Report displays the percentage of oral health
patients who received a periodontal exam at least once during a specified time frame. The Numerator and
Denominator on the report are determined by the ADA and/or condition codes you specify.

For example, you may want to track patients who received a comprehensive oral exam (ADA code
D0150) or a periodic recall oral evaluation (ADA code D0120)—the denominator codes—and then
received a periodontal exam (ADA code D0180)—the numerator code.

Audit Reports

In DXOne Reporting, select Audit, and then double-click an audit report:
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Audit - Appointments Report — The Audit - Appointments Report details changes made to
appointments.

Audit - Assigned Rights Report — The Audit - Assigned Rights Report lists any changes made to a user’s
assigned password rights as well as the user that made the changes.

Audit - Clinics Report — The Audit - Clinics Report lists clinic information that has been inserted,

modified, and/or deleted.

Audit - Patients Report — The Audit - Patients Report lists patient and medical consultation information
that has been inserted, modified, and/or deleted.

Audit - Providers and Staff Report — The Audit - Providers/Staff Report lists provider and staff
information that has been inserted, modified, and/or deleted.

Audit - Transactions Report — The Audit - Transaction Report lists all transaction entries that have been
changed, deleted, or inserted. Appointment changes and limited patient changes are also included.
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Patient Information Accessed Report — The Patient Information Accessed Report helps you track when
any patient’s record has been viewed. A patient record is considered to have been viewed in the following
situations:

*  When you select a patient in the Select Patient dialog box and then click OK.
e When you select a patient in the Select Patient dialog box and then click More Patient Information.
*  When you double-click a patient’s appointment and then click Patient Info.

e When you switch from one module to another (patient-specific modules only) with a patient selected.
For example, if you open a patient’s Patient Chart and then switch to that patient’s Family File record,
Dentrix Enterprise logs two entries for the report.

*  When accessing the same patient record later in the day (in the same module, at the same clinic, on
the same date, and by the same user after a specified number of minutes has elapsed since the last
time that patient’s record was accessed).

Each entry on the report provides the date and time when the patient information was accessed, the
module from which it was accessed, the clinic from which it was accessed, the user who accessed it, and
the name and chart number of the patient whose record it was.

UDS Reports

In DXOne Reporting, select Audit, and then double-click a UDS (Uniform Data System) report:

UDS - Age / Gender Report — The UDS - Age/Gender Report lists the total of each gender for each age
group.

UDS - Encounter and User Statistics Report — The UDS - Encounter/User Statistics Report lists the
number of encounters by provider and procedure code.

UDS - Insurance Financial Class Report (2012 and Prior) — The UDS - Insurance Financial Class
Report lists the total number of users per financial class type or self-pay (no insurance).

UDS - Insurance Financial Class Report (2013) — The UDS - Insurance Financial Class Report (2013)
lists the total number of patients who have completed procedures in their records within a specified date
range.

UDS - Patient Status Report — The UDS - Patient Status Report displays the total the number of
patients who have completed procedures within a specified date range and who have specified statuses
(language, race, homeless status, poverty level, religion, and/or worker status) attached to their Family File
records. The report can also display patient information for the patients on the report.
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Custom Reports

In DXOne Reporting, select Custom, and then double-click a custom report:

Visits by reports — The Visits By reports display the number of visits to an office or clinic by community,
dentist and facility, and tribal membership. All the procedure(s) for a given patient on a given day in

the Ledger are counted as one visit. On the report, the first visit, revisit, broken appointment, and PTC
(planned treatment completed) values are calculated from the IHS condition codes and sometimes the

ADA codes set up from the Office Manager.

RVU by Provider Report — The RVU by Provider Report indicates, for each provider, the number of
services and RVUs (Relative Value Units) at each given level. A total of all providers is also shown at the
bottom of the report.

OHSS Report — The OHSS Report indicates, for various age ranges, how many patients have caries and
how many do not, the number of patients with certain conditions, and patients’ perio measurements (for
example, pocket depths and loss of attachment).

Dentist Activity reports — The Dentist Activity reports display the number of patients seen by each
provider and the types of treatment given. Also, the report displays the RVUs (relative value units) and
RVU percentages for the treatment provided. The values on the report are calculated using the IHS
custom codes and ADA codes set up from the Office Manager.

Dental Hygienists Activity reports — The Dental Hygienists Activity reports display the number of
patients seen by each secondary provider and the types of treatment given. Also, the report displays the
RVUs (relative value units) and RVU percentages for the treatment provided. The values on the report are
calculated using the IHS custom codes and ADA codes set up from the Office Manager.

Endodontic Tooth Access Report — The Endodontic Tooth Access Report displays, for each provider,
the number of teeth accessed, accessed and completed, accessed and extracted, accessed and restored, and
accessed and crowned in a specified date range.

The sections that follow explain in more detail how to run these custom reports.

Visits by reports
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Visits By
" Cormrmuity Select Date Range
|
" Facility and Dentist E &
Fram:
@ Tiibal Membership oM |8a1/2010
Clinic: Selection Tor [yoe1s2m0
b
J e Al " Relative Date Range
Prowider/Staff Selection J

oAl
Job Mame:

Save as Default |
Clear Defaults ‘ Schedule | [ | Cancel |

1. Do the first or any of the following:

+  Click the Job Name search button _*.| if you want to select a job name from a list of available jobs
and templates to apply the corresponding settings. You can leave the settings that are applied or
change any of them as needed.
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*  Select how you want to run the report:

¢  Community — The report will include visits by patients according to the community entered
in the Current Community field of the Addtional Info dialog box, which can be opened by
clicking the Additional Info button in the Family File.

e The communities will be listed on the report alphabetically; visits for patients without a
community entered in the Family File will be given as well.

*  Facility and Dentist — The report will include visits by patients according to the provider and
clinic assigned to a procedure in the Ledger.

*  The dentists and clinics will be listed on the report alphabetically.

e Tribal Mambership — The report will include visits by patients according to the tribe entered
in the Tribe of Membership field of the Addtional Info dialog box, which can be opened by
clicking the Additional Info button in the Family File.

The tribes will be listed on the report alphabetically; visits for patients without a tribe entered in
the Family File will be given as well.

e Set up the following options:

+  Clinic Selection — Click the search button | to select a clinic(s) from a list of available clinics,
or select All to include all clinics.

e Provider/Staff Selection — Click the search | button to select a provider(s)/staff from a list of
available personnel, or select All to include all providers and staff members.

* Select Date Range — Select Date Range, and then type a date range in the From and To fields;
or select Relative Date Range, and then select a date range. The report uses the procedure date of
Ledger transactions.

Note: Using a relative date range is ideal when saving your report settings as default. Then, you
don’t have to manually enter a date range each time you run the report.

Do any of the following:

*  To save these settings for future uses of this report, click Save as Default.

* To schedule the report to run at a later time or on a recurring basis, click Schedule.

* To clear any changes you have made to the settings and start over, click Clear Defaults.

Click OK to preview the report.

VISITS BY COMMUNITY

Date Range: 812010 10/3152010
Clinics: =ALL=
Providers: =ALL=

Drate: 114172010 Report Generated By: enterprise Page 1 of 1
COMMUNITY FIRST VISIT REVISIT BROKEN APPTS PTC
WESTERN CREEK 1 1 1 1
DELAWARE 1 0 1 1
NOMN-INDIAN 3 2 1 3
TOTALS: FIRST VISIT REVISIT BROKEN APPTS PTC
L] 3 3 L]
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Date Range: 8M172010- 1073152010
Clinics: =ALL=
Providers: =ALL=
Drate: 114172010 Report Generated By: enterprise Pace 1 of 2

Dentist FIRST VISIT REVISIT BROKEN APPTS PTC
AF 20 20 20 20
AMCCLURE 20 20 20 20
CEMNTRAL 20 20 20 20
DDE 20 20 20 20
DDs2 20 20 20 20
DRAPER 20 20 20 20
DFOBB 20 20 20 20

TOTALS: FIRST VISIT REVISIT BROKEHN APPTS PTC

140 140 140 140

Date Range: 5/1/2006 - 8/31/2006
Clinics: <ALL=>
Providers: <ALL=
Date: 8/30/2006 Report Generated By: ENTERPRISE Page 1of 1

TRIBE FIRST VISIT REVISIT BROKEN APPTS PTC

CHEROKEE MNATION OF OKLAHOMA 1 1 1 1

CHOCTAW OF OKLAHOMA 1 1 1 1

CREEK NATION OF OKLAHOMA 1 1 1 1

DELAWARE TRIBE OF WESTERN OK 1 0 1 1

NOMN-INDIAM BENEFICIARY 3 2 1 3

TOTALS: FIRST VISIT REVISIT BEROKEN APPTS PTC

7 5 5 7
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RVU by Provider Report

RVU By Provider
Clinic: Selection Select Date Range
t* Date Range
2% All
v From: |8 /2010

Tor [10/31/2010
Provider/Staff Selection

~ .
| sl Fielative Date Range

| =
Job Mame:
Save az Default |
Clear Defaults | Schedule | ] 4 | i Cancel :

1. Do the first, both, or either of the following:

*  Click the Job Name search button > to select a job name from a list of available jobs and templates
to apply the corresponding settings. You can leave the settings that are applied or change any of them
as needed.

*  Set up the following options:

«  Clinic Selection — Click the search button | to select a clinic(s) from a list of available clinics,
or select All to include all clinics.

e Provider/Staff Selection — Click the search | button to select a provider(s)/staff from a list of
available personnel, or select All to include all providers and staff members.

*  Select Date Range — Select Date Range, and then type a date range in the From and To fields;
or select Relative Date Range, and then select a date range. The report uses the procedure date of
Ledger transactions.

Note: Using a relative date range is ideal when saving your report settings as default. Then, you
don’t have to manually enter a date range each time you run the report.
2. Do any of the following:
*  To save these settings for future uses of this report, click Save as Default.
*  To schedule the report to run at a later time or on a recurring basis, click Schedule.
* To clear any changes you have made to the settings and start over, click Clear Defaults.

3. Click OK to preview the report.
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RELATIVE VALUE UNITS BY PROVIDER

Date Range: 8472010 - 10031/2010
Clinics: =ALL=

Providers: =ALL=

Date: 114172010 Report Generated By: enterprize Page 1 of 3
Brown, Mary D. D.D.S_ {DDS2) SERVICES RWVU's
LEvYELO: 30 a
LEVEL1: a7 376
LEvELZ: 44 868
LEvEL 3: 25 384
LEVEL 4: a u]
LEvELS: a u]
LEvYELS: u] a
TOTAL LEVEL 1-5: 116 1628
Hayes, Sally H. Hygienist {HYG1) SERVICES F\VU's
LEvELD: 40 u]
LEvEL 1: 35 412
LEvVEL 2: 50 1544
LEvEL 3: 26 356
LEvEL 4: u] u]
LEvELA: u] u]
LEvVELYS: u]
TOTAL LEVEL 1-5: 120 2312
TOTALS: SERVICES RVUI's
LEVEL 0: 7o u]
LEVEL 1: g2 Tas
LEVEL 2: 103 2412
LEVEL 3: 1 740
LEVEL 4: u] u]
LEVEL 5: a a
LEVEL 9: a a
TOTAL LEVEL 1-5: 236 3540
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OHSS Report

OHSS

Survey Code Selection Clinic Selection

[} ——

Job Mame:

Save az Default |

Clear Defaults | Schedule | 1] 3 | Cancel |

1. Do the first, both, or either of the following:

*  Click the Job Name search button | if you want to select a job name from a list of available jobs
and templates to apply the corresponding settings. You can leave the settings that are applied or
change any of them as needed.

e Set up the following options:

* Survey Code Selection — Click the search | button to select a survey code. These codes are
supplied by the Department of Health (DOH).

e Clinic Selection — Click the search button 2 to select a clinic(s) from a list of available clinics,
or select All to include all clinics.

2. Do any of the following:
*  To save these settings for future uses of this report, click Save as Default.
*  To schedule the report to run at a later time or on a recurring basis, click Schedule.
* To clear any changes you have made to the settings and start over, click Clear Defaults.
3. Click OK to preview the report. This report prints on three pages with statistics for five age groups:
* The age group 2 - 5 years is on the first page.
*  The age groups 6 - 14 years and 15 - 19 years are on the second page.
*  The age groups 35 - 44 years and 55 years and older are on the third page.
Be familiar with the following terms before reading this report:
* Caries Free — No decayed, missing, or filled teeth
e CPITN - Community Periodontal Index of Treatment Needs
e Dmfs — Decayed, missing, or filled surfaces on primary teeth
e DMES - Decayed, missing, or filled surfaces on permanent teeth
*  Dmft — Decayed, missing, or filled primary teeth
e DMFT - Decayed, missing, or filled permanent teeth
*  Dentate — Having teeth (i.e. a patient who does not have a full set of dentures)

*  Fluorosis — An abnormal condition of the tooth enamel caused by excessive exposure to fluoride

Notes:

*  The report considers a condition in its calculations only if that condition is marked as existing, existing
other, or completed. Invalidated conditions are not considered.

*  The reports is based on the procedure date.

*  The report considers a patient in its calculations only if that patient has a valid survey code posted on the
same date. Age group counts are based on patients that have a valid survey code posted.
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Preschool children (2-5 years)

Preschool children (2-5 years):

dmfs ! dmft 2012
Mean dmfs for Max. Incisors & Posterior teeth 13233
Percent with history of decay on_..
anterior teeth B3.67%
postesnior teeth B3.67%
both anterior and posterior teeth 83.67%
Percent with caries history on == 1 maxillary ncisors 33.33%
Percent with caries history on == 2 maxillary incisors 0.00%
Percent with caries history on == 1 maxillary mcisors or dmit ==& BE.67%
Percent with drnfs = 0
maxillary incisor decay only BE.67%
postenior decay only BE.67%
both posterior and incisor decay B8.67%
Percent caries free children by individual ages and age cohorts
2 Years: 50.00%
2 Years: 0.00%
4 Years: 0.00%
& Years: 0.00%
24 Years: 50.00%
25 Years: 0.00%
2-5 Years: 50.00%

* dmfs — The sum of the following:

*  'The total number of primary tooth surfaces with one or more untreated caries conditions (15104,
15105, 15106, 15107) for every patient in this age group.

*  The total number of primary tooth surfaces with a restorative code posted for that tooth (D1352,
D2000 — D4276, D4910, D4999, D6000 — D6079, D6100, D6199 — D7259, D7999) for every
patient in this age group.

The maximum number of filled surfaces per tooth for codes D2930, D2932, D2933, D2934 are as
follows: 4 surfaces for anterior teeth (c —h, m —r), and 5 surfaces for posterior teeth (a,b,i,j,k,Ls,t).

*  The total number of primary tooth surfaces that have missing teeth conditions (15100, 15101, 15204
— 15211) or extraction codes (D7111 — D7250) for every patient in this age group.

The maximum number of surfaces per tooth for missing teeth and extractions are as follows: 4
surfaces for anterior deciduous teeth (c —h, m —r), and 5 surfaces for posterior deciduous teeth

(a’b)i’j’k’l’s’t)'
Each patient, tooth, and surface combination is counted only once.
* dmft — The sum of the following:

*  The total number of primary teeth with one or more untreated caries conditions (15104, 15105,
15106, 15107) for every patient in this age group.

*  The total number of primary teeth with a restorative code posted for that tooth (D1352, D2000 —
D4276, D4910, D4999, D6000 — D6079, D6100, D6199 — D7259, D7999) for every patient in
this age group.

*  The total number of primary teeth that have missing teeth conditions (15100, 15101, 15204 —
15211) or extraction codes (D7111 — D7250) for every patient in this age group.

Each patient and tooth combination is counted only once. If a particular patient has both a caries code as
well as a restorative code for the same tooth, the caries code takes precedence.

*  Mean dmfs for Max. Incisors & Posterior teeth — The dmfs of primary maxillary incisors (¢ — h) and
primary posterior teeth (a, b, i, j, k, 1, s, t) for all patients in this age group divided by the number of
patients in this age group. A surface with an untreated caries code that has been fixed later is counted only
once. An untreated caries is a surface with an untreated caries code that has not had either a procedure
that covers the same surface posted after the caries code was
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Percent with history of decay on anterior and posterior teeth and both

* History of decay on anterior teeth — The total number of patients with a caries code (15104,
15105, 15106, or 15107), a missing due to caries code (15204), or restorative code (D1352, D2000
— D4276, D4910, D4999, D6000 — D6079, D6100, D6199 — D7259, D7999) on any primary
anterior tooth (c — h, m — r) divided by the total number of patients in this age group.

Each patient is counted only once.

* History of decay on posterior teeth — The total number of patients with a caries code (15104,
15105, 151006, or 15107), a missing due to caries code (15204), or restorative code (D1352, D2000
—D4276, D4910, D4999, D6000 — D6079, D6100, D6199 — D7259, D7999) on any primary
posterior tooth (a, b, 1, j, k, 1, s, t) divided by the total number of patients in this age group.

Each patient is counted only once.

* History of decay on both anterior and posterior teeth — The total number of patients with a caries
code (15104, 15105, 15106, or 15107), a missing due to caries code (15204), or restorative code
(D1352, D2000 — D4276, D4910, D4999, D6000 — D6079, D6100, D6199 — D7259, D7999)
on any primary anterior tooth (c —h, m — r) and on any primary posterior tooth (a, b, i, j, k, L, s, t)
divided by the total number of patients in this age group.

Each patient is counted only once.

Percent with caries history on > 1 maxillary incisors — The total number of patients with a caries code
(15104, 15105, 15106, or 15107), a missing due to caries code (15204), or restorative code (D1352,
D2000 — D4276, D4910, D4999, D6000 — D6079, D6100, D6199 — D7259, D7999) on one or more
primary maxillary incisors (c — h) divided by the total number of patients in this age group.

Each patient is counted only once.

Percent with caries history on > 2 maxillary incisors — The total number of patients with a caries code
(15104, 15105, 15106, or 15107), a missing due to caries code (15204), or restorative code (D1352,
D2000 — D4276, D4910, D4999, D6000 — D6079, D6100, D6199 — D7259, D7999) on two or more
primary maxillary incisors (c — h) divided by the total number of patients in this age group.

Percent with caries history on > 1 maxillary incisors OR dmft > 6 (severe ECC) — The total number
of patients with either of the following: a caries code (15104, 15105, 15106, or 15107), a missing due to
caries code (15204), or restorative code (D1352, D2000 — D4276, D4910, D4999, D6000 — D6079,
D6100, D6199 — D7259, D7999) on primary maxillary incisors; or a dmft > 6 divided by the total
number of patients in this age group.

Each patient is counted only once.

Percent caries free children by individual ages and age cohorts — For each age group (2, 3, 4, 5, 2 — 4,
3 —5,2-15), the total number of patients without caries conditions (15104, 15105, 15106, 15107),
restorative codes (D1352, D2000 — D4276, D4910, D4999, D6000 — D6079, D6100, D6199 — D7259,
D7999), missing teeth conditions (15100, 15101, 15204-15211) or extraction codes (D7111-D7250)
posted on any primary teeth.

Percent with dmfs > 0

*  Maxillary incisor decay only — The total number of patients with a caries code (15104, 15105,
15106, or 15107) on any primary maxillary incisor (c — h) divided by the number of patients in this
age group.

Each patient is counted only once.

*  Posterior decay only — The total number of patients with a caries code (15104, 15105, 15106, or
15107) on any primary posterior tooth (a, b, i, j, k, 1, s, t) divided by the number of patients in this
age group.

Each patient is counted only once.
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* Posterior and incisor decay — The total number of patients with a caries code (15104, 15105,
15106, or 15107) on any primary posterior tooth (a,b,i,j,k,1,s,t) or primary maxillary incisor (c — h,
m—r).

Each patient is counted only once.

Ages 6-14 Years

Ages 6-14 Years:
<~——Fercent Caries Free-—> Percent with
Prim & Perm  Perm Teeth Unireated Decay ~ Untreated Decay  Using Tobacco Deental Sealants Sealants Sealants 2nd  Sealants 1st Mean#of Mean
Teeth Cnly Prim & Perm teeth Pemn tecth Flugrosis 1st Malar mglar or 2nd Molar_sealed teeth _ dmft/ DMFT
6 Years: 0.00 0.00 100.00 100.00 D.00 100.00 100.00 100.00 100.00 100.00 1.00 D.00 / £.00
7 Years: 0.00 10.00 D.0D0 0.00 D.00 D.00 0.00 0.00 0.00 0.00 0.00 D.00 /10.00
B Years: 0.00 0.00 D.00 0.00 D.00 D.00 0.00 0.00 0.00 0.00 0.00 D0.00 /10.00
@ Years: 100.00 100.00 D.00 0.00 D.00 D.00 0.00 0.00 0.00 0.00 0.00 D0.00 /10.00
10 Years: 0.00 0.00 100.00 100.00 D.00 100.00 100.00 100.00 100.00 100.00 1.00 D.00 /2.00
11 Years: 100.00 100.00 D.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 /10.00
12 Years: 100.00 100.00 D.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 /10.00
12 Years: 100.00 100.00 D.0D0 0.00 D.00 D.00 0.00 0.00 0.00 0.00 0.00 D.00 /10.00
14 Years: 100.00 100.00 D.00 0.00 D.00 D.00 0.00 0.00 0.00 0.00 0.00 D0.00 /10.00
68 Years: 0.00 0.00 100.00 100.00 D.00 100.00 100.00 100.00 100.00 100.00 1.00 D.00 / £.00
0-11 Years: E0.00 E0.00 20.00 20.00 D.00 20.00 20.00 20.00 20.00 20.00 0.20 0.00/040
12-14 Years: 100.00 100.00 D.00 0.00 D.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00/0.00
8-14 Years: BE&T 36.67 1333 12.33 46.67 1333 1333 1333 13.33 12.33 0.13 0.00/0.67

*  Percent Caries Free — For each age or age group (6,7, 8,9, 10, 11, 12, 13, 14,6 - 8,9 — 11, 12 - 14,
6 — 14), the following percentages appear:
*  Primary & Permanent Teeth — The total number of patients without caries conditions (15104,
15105, 15106, 15107), restorative codes (D1352, D2000 — D4276, D4910, D4999, D6000 —
D6079, D6100, D6199 — D7259, D7999), missing teeth conditions (15100, 15101, 15204-15211)
or extraction codes (D7111-D7250) posted on any primary (a — t) and permanent teeth (2 — 15, 18
—31) divided by the number of patients in the age group.

Each patient is counted only once.

*  Permanent Teeth Only — The total number of patients without caries conditions (15104, 15105,
15106, 15107), restorative codes (D1352, D2000 — D4276, D4910, D4999, D6000 — D6079,
D6100, D6199 — D7259, D7999), missing teeth conditions (15100, 15101, 15204-15211) or
extraction codes (D7111-D7250) posted on any permanent teeth (2 — 15, 18 — 31) divided by the
number of patients in the age group.

Each patient is counted only once.

*  Percent with — For each age or age group (6,7, 8,9, 10, 11, 12,13, 14,6 - 8,9 - 11, 12 — 14, 6 — 14),

the following percentages appear:

e Untreated Decay Primary & Permanent Teeth — The total number of patients that have a caries
condition (15104, 15105, 15106, 15107) but not a restorative code (D1352, D2000 — D4276,
D4910, D4999, D6000 — D6079, D6100, D6199 — D7259, D7999) posted on the same tooth for
both for primary and permanent teeth in the age group divided by the number of patients in the age
group.
Each patient is counted only once.

*  Untreated Decay Permanent Teeth — The total number of patients with a caries condition (15104,
15105, 15106, 15107) but not a restorative code (D1352, D2000 — D4276, D4910, D4999, D6000
- D6079, D6100, D6199 — D7259, D7999) posted on the same tooth for permanent teeth in the
age group divided by the number of patients in the age group.
Each patient is counted only once.

*  Using Tobacco — The total number of patients with a condition code 15203 Tobacco Use in the age
group divided by the total number of patients in the age group.

Each patient is counted only once.
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*  Dental Fluorosis — The total number of patients with a condition code 15200 Dental Fluorosis in
the age group divided by the total number of patients in the age group.

Each patient is counted only once.

* Sealants — The total number of patients with a sealant code (D1351) divided by the number of
patients in the age group.

Each patient is counted only once.

* Sealants on 1st Molars — The number of patients with a sealant code (D1351) on tooth numbers 3,
14, 19, or 30 in the age group divided by the total number of patients in the age group.

Each patient is counted only once.

* Sealants on 2nd Molars — The total number of patients with a sealant code (D1351) on tooth
numbers 2, 15, 18, or 31 in the age group divided by the total number of patients in the age group.

Each patient is counted only once.

*  Percent with Sealants 1st or 2nd Molars — The total number of patients with a sealant code
(D1351) on tooth numbers 2, 3, 14, 15, 18, 19, 30, or 31 in the age group divided by the total
number of patients in the age group.

Each patient is counted only once.

e Mean Number of Sealed Teeth — The total number of teeth with a sealant code (D1351) for patients
in the age group divided by the total number of patients in that age group.

Each patient is counted only once.

*  Mean dmft/DMFT - The dmft/DMEFT of primary/permanent teeth for all patients in the age group
divided by the total number of patients in the age group.

Each patient and tooth combination is counted only once. If a particular patient has both a caries
code as well as a restorative code for the same tooth, the caries code takes precedence.

Ages 15-19 Years

Ages 15-19 Years:
Percent with >
Canes Free Untreated Decay Using Tobacco Dental Sealants Sealants Sealants Ind Sealants Tst Mean # of Mean DMFT
Prim & Perm teeth Prim & Perm teeth Fluorosis 1st Molar molar or 2nd Molar sealed teeth
15 Years: o3 788 T80 7.69 7.89 768 T.60 7.89 D.0B 038
18 Years: 100.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 D.0D 0.00
17 Years: 06.87 i3 3 333 ke k! i 323 133 0.03 013
18 Years: 26.00 4.00 4.00 4.00 4.00 4.00 4.00 4.00 D.04 016
18 Years: 25.15 385 3.85 385 385 385 3.85 385 D.04 01z
< Percent with
Perio Pockets Perio Pockets Perio Pockets Loss of Attachment Loss of Attachment Loss of Attachment
< 4mm >=4mm & < Gmm >= Gimm < 3mm >= 3mm and < Smm >=&mm
15 Years: 0.00 0.00 D.00 0.00 0.00 0.00
18 Years: 0.00 0.00 0.00 D.00 0.00 0.00
17 Years: 323 333 333 333 333 3
18 Years: 4.00 4.00 4.00 4.00 4.00 4.00
18 Years: 3.8 0.00 0.00 3.85 385 0.00
Percent with Highest CPITN of 0,1,2.3 4 CPITN Percent
4 177
3 0.00
2 0.83
1 0.00
1] 0.00

e Percent with — For each age or age group (6,7, 8,9, 10, 11, 12,13, 14,6-8,9 - 11, 12 - 14, 6 — 14),
the following percentages appear:
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e Untreated Decay Primary & Permanent Teeth — The total number of patients that have a caries
condition (15104, 15105, 15106, 15107) but not a restorative code (D1352, D2000 — D4276,
D4910, D4999, D6000 — D6079, D6100, D6199 — D7259, D7999) posted on the same tooth for
both for primary and permanent teeth in the age group divided by the number of patients in the age

group.
Each patient is counted only once.

*  Untreated Decay Permanent Teeth — The total number of patients with a caries condition (15104,
15105, 15106, 15107) but not a restorative code (D1352, D2000 — D4276, D4910, D4999, D6000
—D6079, D6100, D6199 — D7259, D7999) posted on the same tooth for permanent teeth in the
age group divided by the number of patients in the age group.

Each patient is counted only once.

*  Using Tobacco — The total number of patients with a condition code 15203 Tobacco Use in the age
group divided by the total number of patients in the age group.

Each patient is counted only once.

*  Dental Fluorosis — The total number of patients with a condition code 15200 Dental Fluorosis in
the age group divided by the total number of patients in the age group.

Each patient is counted only once.

*  Sealants — The total number of patients with a sealant code (D1351) divided by the number of
patients in the age group.

Each patient is counted only once.

* Sealants on 1st Molars — The number of patients with a sealant code (D1351) on tooth numbers 3,
14, 19, or 30 in the age group divided by the total number of patients in the age group.

Each patient is counted only once.

* Sealants on 2nd Molars — The total number of patients with a sealant code (D1351) on tooth
numbers 2, 15, 18, or 31 in the age group divided by the total number of patients in the age group.

Each patient is counted only once.

*  Percent with Sealants 1st or 2nd Molars — The total number of patients with a sealant code
(D1351) on tooth numbers 2, 3, 14, 15, 18, 19, 30, or 31 in the age group divided by the total
number of patients in the age group.

Each patient is counted only once.

*  Mean Number of Sealed Teeth — The total number of teeth with a sealant code (D1351) for patients
in the age group divided by the total number of patients in that age group.

Each patient is counted only once.

*  Mean DMFT — The DMFT of permanent teeth for all patients in the age group divided by the total
number of patients in the age group.

Each patient and tooth combination is counted only once. If a particular patient has both a caries
code as well as a restorative code for the same tooth, the caries code takes precedence.

*  DPerio Pockets < 4 mm — The total number of patients with a probing depth (PD or Pocket Depth)
less than 4 mm for any tooth in the age group divided by the total number of patients in the age
group.

To be included, a patient must have a perio exam on the same date the selected survey code for the
report was posted.
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Perio Pockets > 4 mm and < 6 mm — The total number of patients with a probing depth (PD or
Pocket Depth) greater or equal to 4 mm and less than 6 mm for any tooth in the age group divided
by the total number of patients in the age group.

To be included, a patient must have a perio exam on the same date the selected survey code for the
report was posted.

Perio Pockets > 3 mm and < 6 mm — The total number of patients with a probing depth (PD or
Pocket Depth) greater than 3 mm and less than 6 mm for any tooth in the age group divided by the
total number of patients in the age group.

To be included, a patient must have a perio exam on the same date the selected survey code for the
report was posted.

Perio Pockets > 6 mm — The total number of patients with a probing depth (PD or Pocket Depth)
for any tooth higher than 6 mm in the age group divided by the total number of patients in the age
group.

To be included, a patient must have a perio exam on the same date the selected survey code for the
report was posted.

Loss of Attachment < 3 mm — The total number of patients with a clinical attachment level of less
than 3 mm in the age group divided by the total number of patients in the age group.

To be included, a patient must have a perio exam on the same date the selected survey code for the
report was posted.

Loss of Attachment > 3 and < 5 mm — The total number of patients with a clinical actachment level
greater than or equal to 3 mm and less than 5 mm in the age group divided by the total number of
patients in the age group.

To be included, a patient must have a perio exam on the same date the selected survey code for the
report was posted.

Loss of Attachment > 5 mm — The total number of patients with a clinical attachment level greater
than or equal to 5 mm in the age group divided by the total number of patients in the age group.

To be included, a patient must have a perio exam on the same date the selected survey code for the
report was posted.

Percent with Highest CPITN of 0, 1, 2, 3, 4 — For each category, the percentage of patients in the
age groupe that fall into that category divided by the total number of patients in theage group. Which
category a patient corresponds to comes from his or her perio exam, using the following criteria:

A patient with a probing depth (PD or Pocket Depth) for any tooth higher than 6 mm pertain to
category 4.

A patient with a probing depth (PD or Pocket Depth) for any tooth of 4 — 6 mm pertain to category
3.

A patient marked as having only calculus (not set to “0 — None”) and a probing depth (PD or Pocket
Depth) less than 4 mm for any tooth pertain to category 2.

A patient marked as having only bleeding for any tooth pertain to category 1.

Any remaining patients pertain to category 0.

To be included, a patient must have a perio exam on the same date the selected survey code for the report

was posted.
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Ages 35-44 & 55+ Years
Ages 35-44 & 55+ Years:
s ercent wi >
Caries Free Untreated Decay Using Tobacco Dental Sealants Sealants Sealants 2Znd Sealants st Mean # of Mean DMFT
Prim & Perm teath Prim & Perm teeth Fluorosis 1st Molar molar or 2nd Molar sealed teeth
35 Years: 100.00 0.00 D.00 0.00 0.00 0.0 0.o0 0.00 0oo 0.00
38 Years: 100.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
27 Years: 100.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.oo 0.00
28 Years: 2804 0.00 108 1.98 0.00 0.00 0.00 0.00 000 0.08
32 Years: 100.00 0.00 D.00 0.00 0.00 0.0 0.o0 0.00 0oo 0.00
40 Years: Loy 222 222 222 0.00 .00 0.o0 0.00 o.oo 022
41 Years: 100.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.oo 0.00
42 Years: 100.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 000 0.00
43 Years: 100.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 000 0.00
44 Years: 100.00 0.00 D.00 0.00 0.00 0.0 0.o0 0.00 0oo 0.00
55 Years: 1,800.00 127 127 0.00 0.00 0.00 0.00 0.00 0.00 0.10
< Percent with Peric Pockets-———-->  <-—-Percent with Loss of Attachment—: Fercent with- Fercent of Dentate Adults with
A T oom  cm o o owes  f53 2 Mme pms  &m
35 Years: 0.00 0.00 0.00 0.00 0.00 0.00 0.00 000 10000 100.00 0.00 0.00 0.00
6 Years: 0.00 0.00 .00 0.00 0.00 0.00 0.00 000 10000 100.00 0.00 000 0.00
7 Years: 0.00 0.00 .00 0.00 0.00 0.00 0.00 000 10000 100.00 0.00 000 0.00
28 Years: 1.88 188 1.88 186 = 1.08 0.00 186 100.00 100.00 0.00 000 0.00
30 Years: 0.00 0.00 0.00 0.00 0.00 0.00 0.00 000 10000 100.00 0.00 0.00 0.00
40 Years: 27 22 222 2m 22 222 222 222 o778 100.00 0.00 222 0.00
41 Years: o0.o0 0.o0 0.00 0.00 D.00 0.00 0.00 0.00 100.00 100.00 0.0 0.00 0.00
42 Years: o.oo o.oo 0.00 0.00 D.00 0.00 0.o0 D.00 100.00 100.00 0.0 0.00 0.oa
43 Years: 0.00 a.o0 0.00 0.00 0.00 0.00 0.00 0.00 100.00 100.00 0.00 0.00 0.00
44 Years: 0.o0 0.o0 0.00 0.00 D.00 0.00 0.00 0.00 100.00 100.00 0.0 0.00 0.00
55 Years: 127 127 127 127 1.27 127 0.00 0.00 1.600.00 1.601.27 0.00 127 0.00
Ages 35-44 Years: Ages 55+ Years:
Percent with Highest CPITM of 0,1,2,3.4 CPITH Percent Percent with Highest CPITN of 0,1,2,3,4 CPITN Percent
4 0.52 4 D.15
3 0.00 3 D.00
2 0.00 2 D.00
1 0.00 1 D.00
o 0.00 o D.00

This section has the same columns as for 15 — 19 year olds plus the following:
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Percent with diabetes — The total number of patients with a code 15201 Diabetes in the age group
divided by the number of patients in the age group for the report.

Each patient is counted only once.

Percent need biopsy — The total number of patients with the code 15202 Needs Biopsy or biopsy code
(D7255 — D7258) in the age group divided by the number of patients in the age group.

Each patient is counted only once.

Percent with all 28 teeth — The total number of patients without extractions (existing, existing other, or
completed) or with extraction codes (D7111 — D7250) for teeth other than wisdom teeth (1, 16, 17, 32),
and without condition codes (15100 Missing Tooth > 1 year or 15101 Missing tooth) in the age group
divided by the number of patients in the age group.

Each patient is counted only once.

Percent with 20 or more teeth — The total number of patients with 8 or less missing teeth (not counting
wisdom teeth) in the age group divided by the number of patients in the age group. A missing tooth
(15100, 15101) can be posted as an extraction, a condition, or an existing/existing other code.

Each patient is counted only once.

Percent with no natural teeth — The total number of patients missing all 32 teeth int he age group
divided by the number of patients in the age group. A missing tooth (15100, 15101) can be posted as an
extraction, a condition, or an existing/existing other code.

Each patient is counted only once.

Percent of dentate adults with untreated decay — The total number of patients who do not have the
denture codes D5110 and D5120 posted and have untreated decay (any condition code 15104 — 15107)
in the age group divided by the number or patients in the age group.
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Each patient is counted only once. All teeth are considered.

*  Percent of dentate adults with root caries — The total number of patients who have the deep dentinal/
cemental caries condition code 15104 posted in the age groupg divided by the number of patients in the

age group.

Each patient is counted only once. All teeth are considered.

Dentist Activity reports

Dentist Activity Report

™ Monthly Clinic: Selection
[ | | v Al
[ Quartery
| J | Provider Selection
>
[~ Yearly J oAl
Job Mame:
Save az Default |
Clear Defaults | Schedule | Ok | Cancel |

1. Do the first or any of the following:

*  Click the Job Name search button -] to select a job name from a list of available jobs and templates
to apply the corresponding settings. You can leave the settings that are applied or change any of them
as needed.

e Set up the following options:

*  Clinic Selection — Click the search button | to select a clinic(s) from a list of available clinics,
or select All to include all clinics.

e Provider Selection — Click the search - | button to select a provider(s) from a list of available
providers, or select All to include all providers.

e Time Periods — Select any of the following to indicate the time periods for which you want to
run the report:

*  Monthly — Select a month, and then type a year. The number of services and the RVUs for
the selected month of the specified year will appear on the report.

*  Quarterly — Select a quarter, and then type a year. The number of services and the RVUs for
each month of the selected quarter for the specified year will appear on the report.

*  Yearly — Type a year. The number of services and the RVUs for each quarter of the specified
year will appear on the report.

Each selected item will produce a separate report.
2. Do any of the following:
*  To save these settings for future uses of this report, click Save as Default.
*  To schedule the report to run at a later time or on a recurring basis, click Schedule.

* To clear any changes you have made to the settings and start over, click Clear Defaults.
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3. Click OK to preview the report. Each report provides the following details for the specified time period:
Services — MTD / Month 1, Month 2, Month 3 / QTR 1, QTR 2, QTR 3, QTR 4

Dentrix Enterprise 8.0.5 User’s Guide

For each provider listed, services performed by that provider are listed under the corresponding
procedure code categories.

For each service, the number of times that service was performed is given.

For each procedure code category, the number of times all listed services in that category were
performed is given.

For each provider, the number of times all listed services in all listed categories were performed is
given.

RVUs

For each provider listed, services performed by that provider are listed under the corresponding
procedure code categories.

For each service, the number of RVUs is given.

For each procedure code category, the number of RVUs for all listed services in that category is
given.

For each provider, the number of RVUs for all listed services in all listed categories is given.

Percent RVUs

For each provider listed, the RVU percentage for a procedure code category and for all procedure
code categories are given:

For each procedure code category, the RVU percentage for all listed services in that category is
calculated by dividing the number of RVUs in that category by the total number of RVUs for all
categories with services performed by that provider.

For each provider, the RVU percentage will always equal 100% (it is the sum of the RVU
percentages of each category for that provider).
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Dentist Monthly Report for period beginning Moy 2010

Clinics: <ALL=
111152010 12:40:51 P

Series Total Services

MATD RylLs
Robb,David
Persons Senved
Diagnostic
Dot1z20 1 25
Doz10 1 =]
Sub-Total 2 2a
Qral Surgerny
DT140 1 500
Sub-Total 1 500
Prosth, rermov
Dat1z0 1 28
Sub-Tatal 1 828
Restorative
Dz2140 1 a5
Sub-Total 1 as
Tatal A 1,468
Smith,Dennis
Fersons Served
Diagnostic
Dot120 2 a0
poz1o 1 ag
Sub-Total 3 100
Qral Surgery
D7230 1 400
Sub-Tatal 1 400
FProsth, remay
D&a110 1 2,000
Sub-Total 1 2,000
Restorative
D2140 1 1]
Sub-Total 1 a

Percemnt

Rwls

9.79%

34.06%

a6 40%

375%

1 00.00%

4.00%

16.00%

80.00%

0.00%
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Dentist Quarterly Report for period beginning Oct 2010
Clinics: <ALL=
11112010 12:43:47 Pr

Series Total Services

Manth Manth Manth

1 2 3

Robb,David
Persons Served
Diagnostic
Do120 1 1 1
ooz10 1 1 1
Sub-Total 2 2 2
Qral Surgery
o740 1 1 1
Sub-Total 1 1 1
Prosth, rermov
Da120 1 1 1
Sub-Total 1 1 1
Restorative
02140 1 1 1
Sub-Total 1 1 1
Total 5 ] 5
Smith,Dennis
Persons Senved
Diagnostic
00120 2 2 2
Doz10 1 1 1
Sub-Total 3 3 3
Qral Surgery
07230 1 1
Sub-Total 1 1 1
FProsth, remaow
Da110 1 1
Sub-Total 1 1 1
Restorative
02140 1 1
Sub-Taotal 1 1 1
Total 5} ] 5

Rvls

25
g0
84

s00
500

828
824

55
55

1,468

a0

a0
100

400
400

2,000
2,000

2,400

Percemnt

Rls

5.79%

34.06%

46.40%

375%

100.00%

4.00%

16.00%

20.00%

0.00%

100.00%

Dentrix Enterprise 8.0.5 User’s Guide




Chapter 9: DXOne Reporting 283

Dentist Yearly Report for period beginning 2010

Clinics: <ALL=

111152010 12:45:54P M

Total Services

Series

Robb,David
Persons Served
Diagnostic
Do1z20

poz1o
Sub-Total

Qral Surgery
o740
Sub-Total

Prosth, remov
DA120
Sub-Total

Restorative
Dz2140
Sub-Total

Total

Smith,Dennis
Persons Senved
Diagnostic
Do1z20

poz10
Sub-Total

Qral Surgery
D7230
Sub-Total

Frosth, rermov
Da110
Sub-Total

Restorative

02140
Sub-Total

Total

Rvls

24
&0
85

500
500

a8
828

84
84

1,468

a0
a0
100

400
400

2,000
2,000

2,500

Percent

Rvls

5.79%

34.06%

96.40%

3.74%

100.00%

4.00%

16.00%

80.00%

0.00%

100.00%
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Dental Hygienists Activity reports

Dental Hygienists Activity Report

Clinic: Selection

Provider Selection

Save as Default

Clear Defaults |

I Manthly

| ]|
[ Quarterly

[ -]
[ ‘early

ﬂl?;\u

Job Mame:
| [

Schedule| 1] 3 | Cancel |

1. Do the first or any of the following:

e Click the Job Name search button | to select a job name from a list of available jobs and templates
to apply the corresponding settings. You can leave the settings that are applied or change any of them
as needed.

e Set up the following options:

Clinic Selection — Click the search button | to select a clinic(s) from a list of available clinics,
or select All to include all clinics.

Provider Selection — Click the search 2| button to select a provider(s) from a list of available
providers, or select All to include all providers.

Time Periods — Select any of the following to indicate the time periods for which you want to
run the report:

*  Monthly — Select a month, and then type a year. The number of services and the RVUs for
the selected month of the specified year will appear on the report.

*  Quarterly — Select a quarter, and then type a year. The number of services and the RVUs for
each month of the selected quarter for the specified year will appear on the report.

*  Yearly — Type a year. The number of services and the RVUs for each quarter of the specified
year will appear on the report.

2. Do any of the following:

*  To save these settings for future uses of this report, click Save as Default.

*  To schedule the report to run at a later time or on a recurring basis, click Schedule.

*  To clear any changes you have made to the settings and start over, click Clear Defaults.

3. Click OK to preview the report. Each report provides the following details for the specified time period:
e Services — MTD / Month 1, Month 2, Month 3 / QTR 1, QTR 2, QTR 3, QTR 4
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For each secondary provider listed, services performed by that provider are listed under the
corresponding procedure code categories.

For each service, the number of times that service was performed is given.

For each procedure code category, the number of times all listed services in that category were
performed is given.

For each secondary provider, the number of times all listed services in all listed categories were
performed is given.
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RVUs

*  For each secondary provider listed, services performed by that provider are listed under the
corresponding procedure code categories.

*  For each service, the number of RVUs is given.

*  For each procedure code category, the number of RVUs for all listed services in that category is
given.

*  For each secondary provider, the number of RVUs for all listed services in all listed categories is
given.

Percent RVUs

For each provider listed, the RVU percentage for a procedure code category and for all procedure
code categories are given:

*  For each procedure code category, the RVU percentage for all listed services in that category is
calculated by dividing the number of RVUs in that category by the total number of RVUs for all
categories with services performed by that provider.

*  For each secondary provider, the RVU percentage will always equal 100% (it is the sum of the
RVU percentages of each category for that provider).
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Dental Hygienists Monthly Activity Report for period beginning Moy 2010
Clinics: <ALL=
112010 12:53:15PM
Series Total Services
Percemnt
MATD RylLs Rl
Hayes, Sally
Persons Senved
Diagnostic
Dot1ao 1 40
Sub-Tatal 1 40 2BATH
Petiodontics
044910 1 7o
Sub-Total 1 7o a0.00%
Preventive
01330 1 a0
Sub-Total 1 a0 21.43%
Total 3 140 100.00%
McClure,Angela
Persons Senved
Diagnastic
Dot140 1 Kl
Sub-Total 1 35 26.12%
Periodontics
04910 1 78
Sub-Total 1 78 2221 %
Freventive
01204 1 1
Sub-Total 1 21 10.67%
Tatal K] 134 100.00%
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Dental Hygienists/Dental Auxiliary Cluarterly Activity Report for period beginning Oct 2010

Clinics: <ALL=

111152010 12:55:06P M

Series

Hayes,Sally
Persons Served
Diagnostic
Do180
Sub-Total

FPeriodontics
04910
Sub-Total

Preventive
01330
Sub-Total

Total

McClure,Angela
FPersons Served
Ciagnostic
00140
Sub-Total

Periodontics
04410
Sub-Total

Preventive

01204
Sub-Total

Total

Total Services

Manth
1

Manth
2

Manth
3

Rvls

40

40

T
7o

an
an

140

35
34

74
74

21
21

134

Percemnt
FUs

28.87%

a0.00%

21.43%

100.00%

26.12%

58.21%

15.67%

100.00%
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Fercent
Ryl

28.57%

50.00%

21.43%

100.00%

26.12%

53.21%

149.67%

Dental Hygienists/Dental Auxiliary Yearly Activity Report for period beginning 2010
Clinics; <ALL=
112010 12:89:35PM
Series Total Services
QTR QTR QTR QTR

1 2 3 4 Rl
Hayes, Sally
Persons Senved
Diagnostic
oo180 1 1 1 1 40
Sub-Total 1 1 1 1 40
Perindontics
04810 1 1 1 1 70
Sub-Tatal 1 1 1 1 7o
Preventive
01330 1 1 1 1 30
Sub-Total 1 1 1 1 30
Total ] ] 3 K] 140
McClure, Angela
Fersons Served
Diagnostic
00140 1 1 1 1 35
Sub-Total 1 1 1 1 35
Periodontics
04910 1 1 1 1 T8
Suh-Total 1 1 1 1 T8
Preventive
01204 1 1 1 1 |
Sub-Total 1 1 1 1 1
Total 3 3 3 3 134

100.00%
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Endodontic Tooth Access Report

Clinic: Selection

ﬂIVAII

Provider/Staff Selection Ta [1o/71/2011

ﬂlvx.\u

Save as Default |

Clear Defaults |

From: [g/1,2011

i Relative Date Range

I

Job Mame:

Schedule| 1] 3 | Cancel |

1. Do the first, both, or either of the following:

Click the Job Name search button | to select a job name from a list of available jobs and templates
to apply the corresponding settings. You can leave the settings that are applied or change any of them
as needed.

Set up the following options:

Clinic Selection — Click the search button | to select a clinic(s) from a list of available clinics,
or select All to include all clinics.

Provider/Staff Selection — Click the search | button to select a provider(s)/staff from a list of
available personnel, or select All to include all providers and staff members.

Select Date Range — Select Date Range, and then type a date range in the From and To fields;
or select Relative Date Range, and then select a date range. The report uses the procedure date of
Ledger transactions.

Note: Using a relative date range is ideal when saving your report settings as default. Then, you
don’t have to manually enter a date range each time you run the report.

2. Do any of the following:

To save these settings for future uses of this report, click Save as Default.

To schedule the report to run at a later time or on a recurring basis, click Schedule.

To clear any changes you have made to the settings and start over, click Clear Defaults.

3. Click OK to preview the report. The report provides the following details for the specified time period:

For each provider, the tooth categories are listed: anterior teeth for teeth 6 — 11, 22 — 27; first molars
for teeth 3, 14, 19, 30; other molars for teeth 1, 2, 15 — 18, 31, 32; and premolars for teeth 4, 5, 12,
13, 20, 21, 28, 29.

For each tooth category, the following statistics are given:

Total Accessed — The number of teeth on which a pulpal debridement has been performed. A
tooth is counted as accessed if the ADA code D3321 has been posted on that tooth.

Accessed Completed — The number of teeth on which a pulpal dedridement and endodontic
therapy have been performed. A tooth is counted as accessed and completed if the ADA code
D3321 and any of the following ADA codes have been posted on that tooth: D3310, D3320, or
D3330.
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*  Extracted — The number of teeth on which a pulpal debridement and an extraction have been
performed. A tooth is counted as accessed and extracted if the ADA code D3321 and any of
the following ADA extraction codes have been posted on that tooth: D7111, D7140, D7210,
D7220, D7230, D7240, D7241, D7250.

* Restored — The number of teeth on which a pulpal debridement and a restoration have been
performed. A tooth is counted as accessed and restored if the ADA code D3321 and any
restorative ADA code that is not a crown procedure included under “Accessed plus Crowned”
have been posted on that tooth.

e Crowned — The number of teeth on which a pulpal debridement and a crown placement has
been performed. A tooth is counted as accessed and crowned if the ADA code D3321 and any
of the following ADA codes have been posted on that tooth: D2390, D2710, D2720, D2721,
D2722, D2740, D2750, D2751, D2752, D2790, D2791, D2792, D2794, D2799, D6058,
D6059, D6060, D6061, D6062, D6063, D6064, D6094, D6710, D6720, D6721, D6722,
D6740, D6750, D6751, D6752, D6790, D6791, D6792, D6794, or D6793.

Endodontic Tooth Access
All Sites

080142010 - 104312010
Date: 117112010 Page 1 of 2
Tooth Total Accessed
Category Accessed Completed Extracted Festorad Crovened
Briaht, Sally
Anteriors 10 10 10 10 10
First Malars 10 10 10 1o 10
Other holars i} 8 i i} a
Premalars Kl KA 3 Kl kil
Brown, Mary
Anteriors 10 10 10 10 10
First Molars 10 10 10 10 10
COther holars g 8 = 53 g
Pramalars 31 H ) 31 |
Erickson, Tracy
Anteriors 10 10 10 10 10
First Maolars 10 10 10 10 10
Other Molars 8 3 i 8 8
Premolars 31 K3 | 31 3

Example scenarios
The following examples explain a few ways tooth counts are calculated for the columns on the report:

*  The date range of the report is February 1 through February 28. A provider has performed a D3221 on
tooth 11 on the 2nd and then extracted that same tooth on the 20th. On the report, tooth 11 will be
counted once in the Total Accessed column and once in the Extracted column.

*  The date range of the report is February 1 through February 20. A provider has performed a D3221
on tooth 11 on the 2nd and then a performed a D3310 on the same tooth on the 27th. On the report,
tooth 11 will be counted once in the Total Accessed column but not in the Accessed Completed column
because the D3310 code was posted outside of the date range of the report.

* The date range of the report is February 1 through February 20. Provider #1 has performed a D3221 on
tooth 11 on the 2nd, and then Provider #2 performed a D3310 on the same tooth on the 20th. On the
report, the D3221 will be counted once in the Total Accessed column for Provider #1, and the D3310
will be counted once in the Accesed Completed column for Provider #2.
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Working with Previewed Reports

When you generate a report from DXOne Reporting, the report appears in the Report Preview window.

54 Report Preview = e
File
| % & &fior =] || 1« 1 of1 boyow || dh \
Preview |
=
]
Analysis Summary - Standard
04/17/2013 - 04172012 Entry Date
Clinics: <ALL>
Froviders: <ALL>
Billing Type: <ALL>
Report Date: 04/17/2013 Report Generated By: enterprise
Baginning - Charge Finance Debit Initisl Applizd Applizd Ins Appiizd Credit Pats
Balance Charges Adj Charges Balznces Fayments 53 Specizl Adj Szen
Billzd = Detit Suspended :] SaEmenHICER New
to Ins Charges Special Ad Payments. di izl SziEnzes Pats
COTH Applied ns OTH Applied OTH Credit
Payments Payments Cradit Ag) Special Adj In
™ 3

You can do any of the following with the report being previewed:

*  Print reports — To print the displayed report, click the Print Report(s) button on the toolbar.

The report will be sent directly to the DXOne Reporting printer.

&

To select a different printer, from the File menu, click Select Printer, select the desired printer, and

then click Print.

*  Change the zoom — To change the zoom percentage of the report, from the Zoom list,

select the desired percentage (the default is 100%).

100% -

* Navigate between pages — Click the Navigation arrow buttons (Go to First Page, Go to Previous Page,

Go to Next Page, and Go to Last Page) to navigate
through a multi-page report.

4 4 1 of1

*  Search for text — Click the Search Text button to search the report for a string of text.

P M =

#h

*  Save the report — To save the report, from the File menu, click Save Report, type the name you want

to save it as, browse to and select the desired location, and then click Save.

Dentrix Enterprise 8.0.5 User’s Guide



292 Chapter 9: DXOne Reporting

Using Report

You can have multiple templates for the custom IHS reports. For eachof these reports, you can select a
template (a Job Name) to run that report without having to change the options for filtering the report
when certain variations of the report are frequently required. Also, if an existing scheduled job or template is
changed, it can be saved as a different template or job while preserving the original.

Creating a Report Job Template

Templates

You can create a template for running a custom IHS report.

To create a report job template

1. On the Office Manager toolbar, click the DXOne Reports button .

The DXOne Reporting window appears.

DXONE Reporting

File= Reports Security Scheduling E-Mal Help

=N =lm SIS

Select Report Categony:

Double Click to Launch Report Options:

FIEISIence. s
Management

Ledger

Analyziz

List

Custarn

2. In the Select Report Category list box, select Custom.
The custom reports appear in the right list box.
DXONE Reporting =3
File Reports Security Scheduling E-Maill Help
&3 mal 53§
Select Report Category: Double Click to Launch Report Options:
Reference Dental Hygienists Activity Report
Management Dentist Activity Report
Endodontic Tooth Access
OHSS
RU By Provider
Wigitz By
3. Double-click the report for which you want to create a template.
The corresponding report dialog box appears.
Survey Code Selection Clinic Selection
> ¥ Al
Job Mame:
Save az Default | J
Clear Defaults | Schedule | Ok | Cancel |
4. Set up the options for filtering the report results.
5.

Click Save as Default to save the current settings for future uses of the report.
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6. Click Schedule.

The Scheduling Report dialog box appears.

B schedule E T E]

Fecurrence pattern
" One Time
" Daily
i weekly

i Monthly

Job Name: [Clinic Provider Flange List Selection

o | |
| ]
Beo ||

I
Schedule Cancel
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Under Recurrence pattern, select Template Only to indicate that the report job will serve as a template.

Type a Job Name for the report job (up to 50 characters in length). The job name will be visible for the

scheduled report job in the Manage Scheduled Jobs dialog box.

Click Schedule to save the report job as a template and schedule the report job. The report job will

appear in the Manage Scheduled Jobs dialog box.

Scheduling a Report Job from a Template

You can schedule a report job from a template for an IHS custom report.

To schedule a report job from a template

1. On the Office Manager toolbar, click the DXOne Reports button &=
The DXOne Reporting window appears.

DXONE Reporting
File Reports Security Scheduling E-Maill Help

2| &|eme 5k

Select Report Category: Double Click to Launch Report Options:

Heference
Management

Ledger

Analysiz

List

Audit

uos

Custarn

2. In the Select Report Category list box, select Custom.

The custom reports appear in the right list box.
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DXONE Reporting =3

File Reports Security

=7

=\l

Scheduling  E-Mail  Help

=

Select Report Category:

Double Click to Launch Report Options:

Fieference
Management

Dental Hygienists Activity Report
Dentist Activity Report
Endodontic Tooth Access
OHSS

RU By Provider
Wigitz By

3. Double-click the report you want to schedule from a template.

The corresponding report dialog box appears.

Survey Code Selection

[o]] ——

Clinic: Selection

v Al

Save az Default |

Clear Defaults |

Schedule| Ok | Cancel |

|

4. Select a template:

a. Click the Job Name search button. The search button is only enabled if templates have been created
or jobs have been schedule for this report.

The Select Template/Job dialog box appears. Any existing templates/jobs that have been created for
the report by the user you are currently logged on as are shown in the list box.

Select Template/Job E|E|[5__<|
Enter Job Mame
|| »
Job Mame |
Clinic: Provider Fange List Selection
[~ List Jobs For Al Users Ok | Cancel |

b. Select List Jobs for all users if you want to view templates for all users for this report. If this option is
selected, a User ID column appears to the left of the Job Name column and displays the user ID for
each job/template. The List Jobs for all users check box is available only if the current user has the
“Scheduled Jobs — Manage All Users” DXOne Reporting security right enabled; in other words, the
current user has rights to view reports or jobs for other users.

c. The templates are listed alphabetically in ascending order by default. To reverse the order, click the
Job Name column header of the list box. Then, to change the order from descending to ascending,
click the list box’s Job Name column header again.
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d. Select the appropriate report job template in the list box (if more templates exist than can be
displayed at one time in the list box, you might have to click and drag the list box’s scroll bar slider
down to find the template). Or, type all or part of the template name for which you want to search in
the Enter Job Name field, click the search button to show the closest matching template(s) in the list

box, and then select the appropriate report job template.

e. Click OK to assign the selected template to the report job. The filter options associated with the

selected template are applied to the report job.

5. Click Save as Default to save the current settings for the next time the report options are accessed. The

current job name will not be saved as the deafult.

6. Click OK to schedule the report. The report job will appear in the Manage Scheduled Jobs dialog box.

Editing a Report Job Template

You can edit a report job template for an IHS custom report.

To edit a report job template

1. From the Office Manager toolbar, click the DXOne Reports Module button B,

The DXOne Reporting window appears.

DXONE Reporting
File Reports Security Scheduling E-Maill Help

2@ emel SS/8s

Select Report Category: Double Click to Launch Report Options:

Felference..........
Management
Ledger

Analyziz

List

Custarn

2. In the Select Report Category list box, select Custom.

The custom reports appear in the right list box.

DXONE Reporting (=3

File Reports Security Scheduling E-Maill Help

= =
= irll=lmEEs =
Select Report Category: Double Click to Launch Report Options:
Reference Dental Hygienists Activity Report
Management Dentist Activity Report
Endodontic Tooth Access
OHSS
WU By Provider
“Wigitz By

3. Double-click the report you want to schedule from a template.

The corresponding report dialog box appears.
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OHSS

Save az Default |

Survey Code Selection Clinic Selection

[} ——

Job Mame:

Clear Defaults | Schedule | 1] 3 | Cancel |

4. Select a template:

a.

Click the Job Name search button. The search button is only enabled if templates have been created
or jobs have been schedule for this report. The Select Template/Job dialog box appears. Any existing
templates/jobs that have been created for the report by the user you are currently logged on as are
shown in the list box.

Select Template/fJob E]|E| rz|

Enter Job Mame

| >

Job Mame |
Clinic Provider Range List Selection

[~ ListJobs For &l Users ()8 | Cancel |

Select List Jobs for all users if you want to view templates for all users for this report. If this option is
selected, a User ID column appears to the left of the Job Name column and displays the user ID for
each job/template. The List Jobs for all users check box is available only if the current user has the
“Scheduled Jobs — Manage All Users” DXOne Reporting security right enabled; in other words, the

current user has rights to view reports or jobs for other users.

The templates are listed alphabetically in ascending order by default. To reverse the order, click the
Job Name column header of the list box. Then, to change the order from descending to ascending,
click the list box’s Job Name column header again.

Select the appropriate report job template in the list box (if more templates exist than can be
displayed at one time in the list box, you might have to click and drag the list box’s scroll bar slider
down to find the template). Or, type all or part of the template name for which you want to search in
the Enter Job Name field, click the search button to show the closest matching template(s) in the list
box, and then select the appropriate report job template.

Click OK to assign the selected template to the report job. The filter options associated with the
selected template are applied to the report job.

5. Edit the options for filtering the report results as necessary.

Click Save as Default to save the current settings for the next time the report options are accessed. The
current job name will not be saved as the deafult.

7. Click Schedule. The Schedule Report - Edit dialog box appears.
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B4 Schedule Report - Edit @

Recurrence pattern

" One Time

" Daily
™ wWeekly
" Monthly

Job Mame: |Cliric Provider Range List Selection

o | |
e iy
Bee| |

o
Schedule New Schedule Cancel

8. Edit the Job Name.
9. Do one of the following:

*  Click Save to save any changes to the template (its job name and report filters).

*  Click Schedule New to save the changes as a new report job that will appear in the Manage
Scheduled Jobs dialog while preserving the original template (its job name and report filters). The
new job name must be different than the original to add the template as a new template.
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Chapter 10: Document Center

The Document Center can help your office become paperless. You can scan, capture, and import documents
(such as patient letters, EOBs, and referral letters) and images (such as patient pictures and X-rays). You can
then attach these documents to patients, providers, employers, insurance plans, and referral sources. Also,
these documents can be printed, emailed, or sent electronically (for claims).

A document in the Document Center can be a document file type (TXT, RTE DOC, DOCX, and PDF), an
image file type (BMP, GIE JPG, PNG, and TIF), a slide show presentation file type (PPT), or a spreadsheet
file type (XLS or XLSX).

This chapter covers the following topics:

*  Opening the Document Center

*  Using the Document Center Window
e Setting up the Document Center

*  Acquiring Documents and Images

*  Using the Document Center Printer Driver
e Importing Unfiled Documents

*  Entering Document Information

*  Working with Documents

* Signing Documents

» Signing Consent Forms

e Printing and Exporting Documents

Opening the Document Center

You can open the Document Center from the Family File, Ledger, Chart, Appointment Book, Treatment
Planner, Collections Manager, and Office Manager.

To open the Document Center

In a Dentrix Enterprise module, from the File menu, click Document Center. (In the Treatment Planner,
from the File menu, point to Switch To, and then click Document Center.)

When opened from the Family File, Ledger, Chart, Appointment Book, Treatment Planner, or Collections

Manager, the Document Center displays the selected patient’s attached documents. When opened from the
Office Manager, the Document Center gives you the option to select a provider to view his or her attached

documents.
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Using the Document Center Window

The Document Center window consists of a menu bar, toolbars, a document tree, a document thumbnails
pane, a document preview area, and a document notes pane.

Document Thumbnails Document Preview Area Toolbars

i Eile Edit View Acquire Setup HElp

3 [ ¥ O E@EBE T A

ott, James S (Jim)

YR TEEEEEEEN) T
B"& Abbott, James 5 (Jim) [ABB101] P
E}'Eb Conespondence

ge(s)

E}'Eb Treatment Planner Consent Forms
----- @ '__SK Treatment Plan 5/18/2010:Consent

* .

HPage1of1

AL

E E E Whole Document L”

Patient had presonal MD send this to us - GW

By Pgtient - All Dates - All Types

Document Tree Document Notes

This section covers the following topics to help you understand how to use the Document Center window:

e Using the Document Tree

e Using the Document Thumbnails

*  Using the Document Preview Area

e Using the Document Center Toolbars

*  Viewing Documents

Using the Document Tree

The document tree displays the document source (patient, provider/
staff, employer, referral, or insurance), the document types in use under
that source, and the documents associated with each of those types.
The plus (+) or minus (-) sign next to a document type folder indicates
whether the list item is expanded or collapsed. Click the plus sign to
view the contents of the document type folder. Click the minus sign to
hide the contents of the document type folder. The document tree is
where you will select documents for viewing, editing, printing, and so

forth.

- &, Abbott, James S (Jim) [ABB101]
= [:‘_7 Comespondence

% 2/28/2011:Education letter

= 1 7 Miscellaneous

% 2/28/2011:B25 chaol

= [:‘_7 Fatient Infarmation

: % 2/28/2011: patient infarmation

B E:‘] Patient Treatment

ano

i % 2/28/20171:health history
B 2/28/201T:head shot

o
= Treatment Planner Consent Forms
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Using the Document Thumbnails

For a selected document, thumbnails (miniature images) may appear for each page of the
imported document. Click any of the thumbnails to preview the corresponding page. If you
want to view an OLE document (one that has been imported using Object Linking and
Embedding), you must have the appropriate program or viewer installed on the computer
(for example, Microsoft Word is required to view a DOC file).

Using the Document Preview Area

The document preview area displays the document selected
in the document tree. If the document has multiple pages,
the Document Center displays the first page initially, but
depending on the type of document or image, you can
view the other pages by clicking a thumbnail, by clicking
the Previous Page and Next Page buttons on the preview
toolbar, or by scrolling.

Using the Document Center Toolbars

The Document Center includes toolbars with buttons to access certain areas or features of Dentrix Enterprise.
The toolbars specific to the Document Center and some of the available buttons are explained in the following

table.

Patient Information Toolbar

i& ! ‘a‘ %‘; @ Crosbey, Brent L !

e Click the Select Patient button to open the Select Patient dialog box and select a patient to
. view in the Document Center.

Acquire Toolbar

Click the From Device button to acquire documents from a WIA- or TWAIN-compliant
device, such as a digital camera or scanner. You can also click the down arrow to select the
acquisition source.

media, or another computer on the network into the Document Center.

Click the Paste From Clipboard button to create a document from text and/or graphics on the
Windows Clipboard.

Click the Unfiled Documents button to import an unfiled document to the Document Center
of the patient, provider, employer, referral, or insurance plan currently being viewed.

=
Click the Import From File button to copy a file from your computer’s hard drive, removable
W
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Document Toolbar
SagctibbRa Bl

Click the Print Document(s) button to send the selected documents to a printer.

L

Click the Send Document(s) button to compose an email message to send to a patient,
provider, employer, referral, or insurance plan with any selected documents included as
attachments.

I

Click the Export Document(s) button to save a copy of the selected documents in an alternate
location (for example, a USB drive).

!

Click the Document Information button to view or change the date, type, description, or
notes of the selected document.

.

Click the Modify Document Attachments button to change the source to which the selected
document is attached.

¢’

Click the Sign Document button to sign the selected document.

i

Click the Modify Document button to change the color of, crop, rotate, or add a page to the
selected document.

!

Click the Delete Selected Document(s) button to delete the selected documents.

View Toolbar

EEIEF I =Y.

Click the Expand List button to expand all the document type folders to view their contents in
the document tree.

Click the Collapse List button to hide all the document type folders in the document tree.

Click the By Single button to view documents of the selected patient, provider, employer,
referral, or insurance plan.

B | || @

Click the By Family button to view documents of the selected patient’s family. This button is
available only if a patient is selected.

¥

Click the Filters button to filter the types of documents being viewed and to view documents
within a specified date range.

Click the Show Preview button to show and hide document preview area.

Click the By Patient button to view the documents of a patient you select.

£ B |0

Click the By Provider/Staff to view the documents of a provider you select.
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Viewing Documents

In the Document Center, you can view documents by patients, family, providers/staff, employers, referrals,
and insurance plans. You can also apply filters to view documents acquired within a certain date range and
assigned a certain document type.

To change the view

In the Document Center, from the View menu, click one of the

following options:

By Patient — A dialog box appears, allowing you to select a patient.

By Provider/Staff — A dialog box appears, allowing you to select a

provider or staff member.

Chapter 10: Document Center

4 Dentrix Document Center - Abbott, James § (Jim) [£
i File Edit Acquire Setup Help

WaHEY L0050
ey e YY1

’ 2 & Abbott, James S (Jim) [ABB101]

By Employer — A dialog box appears, allowing you to select an employer.

By Referred BY — A dialog box appears, allowing you to select a referral.

By Referred TO — A dialog box appears, allowing you to select a referral.

By Dental Insurance Plan — A dialog box appears, allowing you to select a plan.

By Medical Insurance Plan — A dialog box appears, allowing you to select a plan.

By Single — To view documents of the selected patient, provider, employer, referral, or insurance plan.

By Family — To view documents of the selected patient’s family. This option is available only if a patient is
selected.

To filter the list in the document tree

1. From the View menu, click Filters. @_ & Dentrix Document Center - Abbott, James S (Jim) [

The View By [Source] Filter (the name varies, depending on Acquire Setup Help

the selected view) dialog box appears. WaEYRLZ0030

2. Set up the following options: 2B Lj! © gGolTl
‘a &, Abbott, James S (Jim) [ABB101]

*  Select Document Types — Select the document -
types you want to view, or select All Document N\

Types to view all types. T e \ 2 )

* Include Documents Attached To — Select the Select Document Types: - P——s—
sources for which you want to view attached o T R
dOCUantS. :!E%SPHXYZ}'C: [ Patients Employer

. Miscellaneous Patient's Referred TO
*  Reference Date — Enter a date range in the Patiert Information I EaeseSce

. Patient Insurance [~ Patient's Referred BY

From and To fields to view documents that were Patiert Treatment -
Treatment Planner Consent Forms [ Patient's Dental Insurance

acquired during the specified range; select All Unknown-Type T
Dates for both From and To to view documents ¥ All Document Types
regardless of the acquisition date; or enter a date
for either From or To, and select All Dates for the =l 4, Olunzzos -]
other option to use an open-ended date range. L

. ~ , —_

Save as defalflt To save the current filter settings - core e oot ( 3 concel_|
for the next time you open the Document Center, \_/
select this check box.

3. Click OK.
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Setting up the Document Center

This section covers the following topics about what to set up before you start using the Document Center:

*  Selecting a Document Center Printer

*  Customizing Document Types

Selecting a Document Center Printer

You can print documents, images, and the Document Center List. Select the printer you want to use for

printing from the Document Center.

To select a printer

1. In the Document Center, from the Setup menu, click

Printer.

The Printer Setup dialog box appears.

2. Set up the following options:

*  Select Printer — From the list, select the printer you

want to use.

*  Picture Scaling — Select how you want the Document
Center to scale images when printing:

*  Fit to Page — To fit the image on a single page.

* 1/3 Page — To have the image scaled to fit on 1/3 of

a page.

*  Actual Size — To print the image in the actual size
that it was imported.

* Include Footers — To include footers on a printed page,

‘ Dentrix Document Center - Abbott, James S (Jim) [£
i Eile Edit View T Help

AP ED S LOEGE
ey e EYET=TE

‘E! & Abbott, James S (Jim) [ABB101]

Printer Setup \ }

Select Printer:
<Default Printer:
Snagit 11 o =

Send To OnzNote 2010 [ Fitto Page
Send to Dentrix Document Center T " 1/3 Page
novaPDF )
Microsoft XPS Document Writer " Actual Size
Fax

¥ Include Footers

select this check box. The information in the footer will vary slightly based on the Document Center
source selected (patient, provider/staff, employer insurance plan, or referral) but may include the
reference date, the patient’s last name, first name, middle initial, preferred name, and chart number,

and the page number.
3. Click OK.
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Customizing Document Types

All documents in the Document Center must be assigned to a document type. These types are used to
categorize as well as describe the type of document. You can add, edit, and delete document types as needed if
the pre-set ones do not meet your practice’s needs.

To customize a document type

1. In the Document Center, from the Setup menu, click 1 @ Dentrix Document Center - Abbott, James S (fim) [£
Document Types. i Ele Edit view—memome setup JHelp
. P oo (T2 ke B, B ew e o
The Document Types Setup dialog box appears. Document Types Setup o
1 H . Description: [
2. Perform any of the following functions: | = I
* Add - Type a unique description for the type you )
1 Comespond Cha
want to add, and then click Add. . e |
HIPAA Privacy
e Change — Select the type you want to change, MIPACS Xrays [ |
type a new description, and then click Change. Patiert Infomation
Patient Insurance
Patient Treatmert

* Delete — Select the type you want to delete (it
cannot be assigned to a signed document), and
then click Delete.

3. Click Close.

Acquiring Documents and Images

You can acquire documents or images from various sources:

* A device — You can acquire documents and images from WIA- or TWAIN-compliant scanners and
cameras.

* Afile - You can import documents and images of the following file types: PDE DOC, DOCX, XLS,
XLSX, PPT, BMP, GIE, JPG, PNG, TIE TXT, and RTE.

When you import from a file, the Document Center will create a single-page document. For instructions
y g &
on how to add pages to a document, see “Modifying Documents” in this chapter.

e The Windows Clipboard — You can save the most recent contents of the Windows Clipboard as a
document in the Document Center.

To acquire a document or image

In the Document Center, from the Acquire menu, do one of the

fOHOWngZ ., Dentrix Document Center - Abbott, James 5 (Jim) [£
! Fle Edit View Setup Help
*  Doint to From Device, and then click the appropriate device. The e A S WA=t

corresponding third-party program opens. Select the documents or
images you want to acquire, and follow the program’s instructions
for acquiring the document or image. The specific steps to
complete this process depend on the device that you are using.

ey e EYET=E

|E| 4, Abbott, James S (Jim) [ABB10T]

*  Click Import from File. The Import dialog appears. Locate the directory where the file is stored, select
the desired file, and then click Open.

e Click Paste from Clipboard. If nothing is on the Windows Clipboard, this option is not available.

When the acquisition is complete, the Document Information dialog box appears. Enter the appropriate
q g
document information as explained in “Entering Document Information” in this chapter.
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Using the Document Center Printer
Driver

The Document Center printer driver is installed automatically with Dentrix Enterprise. This printer driver
allows you to save a PDF copy of a document from another program on the computer without having any
Dentrix Enterprise modules open. For instance, you can save the contents of a Web page as a PDF in the

Document Center.

To print to the Document Center

1.
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Use the “Print” option from a program that allows printing —
(for example, in your browser, with a Web page being viewed, AL -
. . . . Print 3 Print... Ctrl+P
right-click anywhere on that page, and then click Print). i o T Tramn 1
. . Zoom (100%) 3 -
A Print dialog box appears (the look and
functionality may vary). feyr =
From the list of available printers, select Send General | Options
to Dentrix Document Center, and set up any Select Frinter
%Add Printer =i Fax

other options as needed.

Click Print. If you are not already logged in to
Dentrix Enterprise, a login dialog box appears.

Enter your credentials, and then click Sign In.

DEMTRIX Enterprise Security

User|D: ||

L Password: I
Clinic|D: [CENTRAL

[~ Save Clinic|D as Default

Cancel

2.0.0.0102

f=02nd Floor Copier
%5 Adobe PDF

4 | ([0

Status: Ready
Location:
Comment:

Page Range
@ Al
Selection

() Pages: 1

Current Page

Erter either a single page number or a single
page range. Forexample, 5-12

/=8 Microsoft XP5 Docu

i Send ko Dentrix Docume,

3

[T Prirt to file

Number of copies: 1 $

3 3
2P 12B

Collate

@Print [ Cancel ][ ey |

When the acquisition is complete, the Document
Information dialog box appears. Enter the appropriate
document information as explained in “Entering Document Information” in this chapter.
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Importing Unfiled Documents

You can acquire documents and images, add them to the Document Center as unfiled documents, and then
assign them to patients, providers, referrals, employers, and/or insurance plans at a later time. While you can
import a single document as an unfiled document, this feature is intended to allow you to import batches of
documents and multi-page image documents.

A document becomes unfiled in the following scenarios:

* Ifyou print with the Document Center Printer Driver from another program without attaching the
document by clicking Modify Attachments.

* Ifyou acquire a new document from a file, a device, or the Windows Clipboard while in the Document
Center Unfiled Documents window.

* If you remove all attachments from a document.

To import an unfiled document

1. In the Document Center, from the Acquire menu, click
Unfiled Documents.

. Dentrix Document Center - Abbott, James S (Jim) [£

i Eile Edv Setup Help
The Document Center Unfiled Documents window appears. NEaEY Lo EGE
For information about the features of the Document Center =S M) QoA

Unfiled Documents window, see the “Working with unfiled
documents” topic in the Dentrix Enterprise Help.

[ pbott, James S (Jim) [ABB101]

& Document Center Unfiled Documents.

2. Draga document from the Document Center Unfiled Documents ; ,
) , \e 6rlealtosE
window to the document tree in the Document Center for the selected B orvmzzmom-]  Fuoill

patient, provider/staff, employer, referral, or insurance plan. w0z izosaseu- I
11/05/2012 7:24:57 AM ~ !

When the acquisition is complete, the Document Information dialog % e
012 7:24:59 AM =3
box appears. Enter the appropriate document information as explained in

8:08:56 AM ~ ¢
“Entering Document Information,” which follows. 2 Joson-
ER 12 8,39:37 A~} Page1

Page 1 of 1
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Entering Document Information

Once the document has been captured, scanned, imported, or pasted into the Document Center, the

Document Information dialog box appears so that you can attach information and categorize the document.

To enter the document information

1. In the Document Information dialog box, set up the following options:

Reference Date — By default, the
date of the document is the current
system date, but you can change

it as needed. This date will appear
for this document in the document
tree and when it is printed.

Document Type — Select the type

you want to assign the document.

Description — Type a description
for the document. This description
will appear for this document in
the document tree and be used

as a file name for the document
when the document is exported or
attached to an email message.

Note — Type any pertinent notes
regarding the document. The note

text will be appended automatically

Document Information

©

Modify Attachments... Document Signatures

Reference Date: | 04/17/2013 x|

Total # of Pages: 1

Document Type Template:
Document Type:

ICorrespondence LI
Description

Naote:

Patient
Abbett, James S (Jim) [ABB101]

N

to the text of an email message with this document attached, and you can view the note when

previewing this document.

Modify Attachments — To associate the document with a patient, provider/staff, employer, insurance

plan, and/or referral other than the current patient, provider/staff, employer, insurance plan, or
referral currently being viewed in the Document Center, click this button. For more information
about document sources, see “Modifying Document Attachments” in this chapter.

Note: If you are acquiring from the Document Center printer driver or the Document Center

Unfiled Documents window, by default, the document does not have any attachments associated with

1t.

2. Click OK.

Working with Documents

This section covers the following topics about working with documents:

* Editing Document Information

*  Modifying Document Attachments

*  Deleting Documents

*  Modifying Documents
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Editing Document Information

You can edit the date, type, description, note, attachments, and signatures assigned to a document as long as
the document has not been signed. Once a document has been signed, you cannot change that document’s
date, type, description, or note, but you can attach more sources to it.

To edit document information ;
., Dentrix Document Center - Abbott, James S (Jim) [2
1. In the Document Center document tree, select the BT Edit fview Acquire Setup Help
document that has information you want to edit. WNEEY &L EGE
2. From the Edit menu, click Document Information. == e ! DG oA
. ) = Q, Abbott, James S (Jim) [ABB101]
The Document Information dialog box appears. g‘,ﬁ
|/ Comespondence
3. Make the = 2/28/2011:Education letter

Document Information 7 Miscellaneous

% 2/28/2011:B25chaol

7 Patient Information

necessary changes
to any of the

OptiOHS. FOl' Reference Date: | 04/17/2013 :K Pat,i:'b:oﬂ James S (Jim) [ABB10T] % 2/28/2011: patient information
details about each Total # of Pages: 1 ¢ Patiert Treatment
available OptiOIl, Diocument Type Template:

« : [insTemplate1 =| E R 22820 theat el
see “Entering E & 28201 thead shot
Document DrenvEriies e =

. » . IPaﬁent Insurance LI
Information” in
h. h Description
this c apter. IClaim
4. Click OK. Note I/
Claim was re-sert|

4 Cancel |
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Modifying Document Attachments

You can modify attachment sources for a specific document. You can associate a document with a patient,
provider/staff, employer, dental insurance plan, medical insurance plan, inbound referral, and/or outbound
referral. Also, you can assign additional sources to a document that has been signed.

To modify a document’s attachments

1.

In the Document Center document tree, select a document.

2. From the Edit menu, click Modify Document Attachments.

4. Click Close.

The Modify Document Attachments dialog box appears.

Make the necessary changes:

Tip: To view the signatures attached to a

document, click Document Signatures. fistiend
This button is available only if the P
document has one or more electronic Employer

signatures.

Attach Document By — Click the search button & next to each
source to which you want to attach the document. In the dialog box
that appears, make a selection. For example, if you click the Patient
search button, the Select Patient dialog box appears, so you can
select a patient. You can have only one selection per source.

Remove Attachment — To remove an attachment source, select it in
the Document Attachments list box,

of

3 Dentrix Document Center - Abbott, James S (|
Ee| Edit] View Acquire Setup Help

WKL 8 L2003
2 HBRolt o]

= & Abbott, James S (Jim) [ABB101]

=) \_1, Conespondence

E R 2/28/2011Education letter
= |77 Miscellaneous

E & 2/28/2011:825chool
=7 Patient Information

E R 2/28/201 1:patient information

=77 Patient Treatment

% ' 2/28/2011: heal!h

B | 2/28/201 1 head shot

and then click Remove Attachment. R —

Attach Documents By

Document Attachments

Dental Insurance Plan

Medical Insurance Plan

Referred BY

Patient

Abbott, James 5 (Jim) [ABB101]

Referred TO

ceogoecCeg

Remo*.fAtachment | Document Signatures. .. I

(4 )=

Deleting Documents

You can delete a document that has not been signed. Dentrix Enterprise will not delete the original document
from the computer but will remove it from the Document Center.

To remove a document

1.
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In the Document Center document tree, select the document you

want to delete.

From the Edit menu, click Delete Selected Document(s).

Do one of the following:

If the document has multiple attachment sources, a dialog box
appears. Select whether you want to delete the document for only the
current attachment source being viewed in the Document Center or
delete the document for all attachment sources, and then click OK.

If the document is attached to only the source being viewed in the
Document Center, a confirmation message appears. Click OK.

Ok

. Dentrix Document Center - Abbott, James S (1

Vew Acquire Setup Help
M@@’Bk%DEJE@
ey = KYET=T

= &, Abbott, James S (Jim) [ABB101]

= \__'J Correspondence

E R 2/28/2011Education letter
=77 Miscellaneous

E 2/28/2011:B25 chool
=7 Patient Information

[ 2/28/2011:patient information

=] \__'J Patient Treatment

EREY 2/28/2011:pan
E - 2/28/2011:health

2 5 2/28/201T:head shat

"" Treatment Plammer Camsant Eams




Modifying Documents
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With the Document Center, you can add pages to, make color adjustments to, crop, sharpen, rotate, and
assign an orientation to a document being previewed. You can make these modifications only to unsigned

documents of an image file type (BMP, GIF, JPG, PNG, or TIF).

To modify a document

1. In the Document Center document tree, select the document you
want to modify.

2. From the Edit menu, click Modify Document (the icon next to
this menu item is highlighted if the document is already in modify
mode).

The Modify Document toolbar appears at the top of the preview area.
3. If the document being previewed has multiple pages, select the page

you want to edit.

Tip: You can click the Previous Page or Next Page button on the
Preview toolbar to navigate between the pages of a multi-page
document.

Ok

., Dentrix Document Center - Abbott, James S (]

V'ew Acquire Setup Help
émam©kacam
Y e XY=
B & Abbott, James S (Jim) [ABB101]
= \:b‘ Corespondence
% 2/28/2011:Education letter

[ -
=2 \__b‘ Miscellansous

E R 228/201:825chool

= r__b‘ Patient Information
% 2/28/2011:patient information

=R Patlent Treatment

% - 2/28/2011: health

2 5 2/28/201head shot

=8 Treatment Planner Consent Farms

(e lergdal alsaz

Page(s) 2~

A t‘\

-[| Page 1 of 1

|§| Bz

El

4. Make any necessary changes to the document. The function of each button on the Modify Document

toolbar is explained in the following table.

L

Click the Add Page button to import an image as another page of the image being previewed.

Click the Delete Page button to delete the selected page of the image being previewed.

brightness of the image being previewed.

Click the Image Adjustments button to adjust the sharpness, saturation, contrast, and/or

Click the Crop Image button to crop the image being previewed to the area you select.

4 | Click the Invert Colors button to invert the colors of the image being previewed.

31
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image.

@ Click the Convert To Grayscale button to change the image being previewed to a grayscale

Click the Remove Spots button to sharpen the image being previewed.

Click the Rotate button to rotate or flip the image being previewed.

)

Click the Orientation button to specify the point of view used to acquire the image being
) previewed. Click <None>, No Orientation, Right Side of Mouth, Left Side of

I% Mouth, Entire Mouth, Inner, or Outer. A watermark appears in the lower-right

corner of the document to indicate the orientation of the document: R for right

side, L for left side, M for mouth, I for inner, O for outer.

y,

Click the Undo button to undo the last operation performed on the image being modified.

% Click the Undo All button to undo all edits made to the image being modified since the last

time it was saved.

Signing Documents

You can apply signatures to a document attached only to patients, providers, and/or staff. You can apply a
signature to a document for each patient, provider, or staff member attached to the document.

Important: Once a document has been signed, you cannot change the document information, but you can
attach the document to additional sources.

TO Sigﬂ a dOCllant @ & Dentrix Document Center - Abbott, James S (!
HN View Acquire Setup Hel
1. In the Document Center document tree, select the document you ew i
want to sign. i WEEY 2 2O E3

o1 =] TYET=1
= &, Abbott, James S (Jim) [ABB101]

=] 7 Corespondence

2. From the Edit menu, click Sign Document. (This option reads, “View
Signatures,” if the selected document already has at least one signature.)

The Sign Document dialog box appears. B B vzt ducstion et
= \_1,“ Miscellaneous
3. 'The Name field automatically displays the patient, provider, or staff E R 2/28/2011:825chool
member selected in the Document Center, but you can change the name = [ Patient Information
as nee dC d % 2/28/2011:patient information
’ =7 Patient Treatment

4. Use a mouse or other supported device to add your signature in the ER
Signature box. If you need to erase ] [ 2280201 ekt
BN 2/26/201 Thead shot

the signature so that you can re-sign,

click Clear.

5. Click OK. @
Clear

MName |James S.Abbcr( 3

WARNING: Adding a sigieete will orohibit
any editing of the Document Information 5 oK Cancel |

Sign Document Faneent Farms
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Signing Consent Forms

If you are viewing the Document Center of a patient who has consent forms in the Treatment Planner, the
“Treatment Planner Consent Form” document type folder appears in the document tree.
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The patient and/or provider can sign a consent form from the Document Center. Also, as with other

document types, you can only edit unsigned consent forms.

To sign a consent form

1. In the Document Center document tree, select the consent
form you want to sign.

From the Edit menu, click Modify Document.

Type the name of the patient and provider or staff member
in the appropriate Name fields.

4. Use a mouse or other supported device to add the
signatures in the Signature boxes. If you need to erase a
signature so that you can re-sign, click Clear.

5. From the Edit menu, click Modify Document to save the
signatures.

' Dentrix Document Center - Abbott, James S (lim) [ABE10
DA Edit | view Acquire Setup Help

N HEVELCEREE
e E EYET=IEEY

= A Crasby, Brent L [CRO01]
= f_} EOE - Primary Insurance

% 10/16/2011:E0B

[} Patient Infarmation

= f_} Treatment Planner Consent Forms
0
E [y 4167201 Consent for Treatm
% ]‘ 416/2011:Consent far Treatment
% :1‘(_ 1/15/2011:Conzent for Anesthesia

L',] Heraps

Congent for Treatment |

-

Enter the consent form text here

$0.00

$0.00

Fatient/Representative signature

M ame: | Patricia Abbott \
Date: | 7/12/2000 3
Fielationzhip to patient:

D0150:Comp oral eval-new/estab pat [Mouth]; Entry Date: 3/13/2010; Date:
5/13/2010;Visit: 1; Provider: DDS1; Fee: $136.00; Other Fee PULLEM: $35.00; Patient
Partion: $13.60; Primary Insurance Estimate: $122 40; Secondary Insurance Estimate:

D2160:Amalgam-3 surf. prim/perm [13 MOD]; Entry Date: 5/14/2010; Date:
5/14/2010;isit: 2; Provider: DDS1; Fee: $90.00; Other Fee PULLEM: $84.00; Fatient
Partion: $18.00; Primary Insurance Estimate: $72.00; Secandary Insurance Estimate:

Mame:

ate:

phdarp 0. Brown, D.D.5.

724200
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Printing and Exporting Documents

The Document Center provides the following ways to print or export documents:

Dentrix Enterprise 8.0.5 User’s Guide

Print the Document Center List — The Document Center List consists of the contents in the document
tree for the current view. It will list all attached documents, according to the filters selected. In the
Document Center, from the File menu, point to Print, and then click Document Center List.

Print documents — You can print a specific document or multiple documents. In the Document Center
document tree, select the documents you want to print. Then, from the File menu, point to Print, and
then click Print Document(s).

Send documents — You can send a document or multiple documents electronically as email attachments.
In the Document Center document tree, select the documents you want to send. Then, from the File
menu, click Send Document(s).

Tip: HIPAA constraints make it unwise for you to include patient information and provider/practice
information within the same message for security/privacy. Be mindful of this when sending documents
through email.

Export documents — You can export documents to your computer’s hard drive, a shared network
location, or any removable media or hard drive. In the Document Center document tree, select the
documents you want to export. Then, from the File menu, click Export Document(s).

Attach documents to insurance claims — For instruction on how to attach Document Center documents
to a dental insurance claim, see “Including Attachments with Dental Insurance Claims” in Chapter 7:
Ledger.




Chapter 11: Other Features 315

Chapter 11: Other Features

Dentrix Enterprise provides the following additional features:
*  Sending Email Messages

¢ Quick Labels

*  Quick Letters

*  Continuing Care

e Patient Questionnaire

*  Prescriptions

e Datient Alerts

e Office Journal

*  Collections Manager

Sending Email Messages

If you have email access, you can create and send email messages to patients quickly.

To send an email message to a patient
Do one of the following:
* In the Family File, with a patient selected, from the File menu, click Send Message.

* In the Appointment Book, with a patient’s appointment selected, from the File menu, click Send
Message.

* In the Document Center, with a patient selected, from the File menu, click Send Document(s).
* In the Treatment Planner, with a patient selected, point to Switch To, and then click Send Message.
Your email program opens so that you can compose and send a message.

Note: The patient’s email address, if one has been entered in the Family File, appears in the To field. However,
if no email address has been added for the patient, you can type an address in the To field.
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Quick Labels

With Quick Labels, you can take advantage of the integration of Dentrix Enterprise with Microsoft Word to
quickly create a label for a single patient.

To print a quick label
1. In the Family File, Ledger, or Patient Chart, With a patient selected @ | & Dentrix Family File - (Abbott, Patricia) [MESA] [DT

(in the Appointment Book, with a patient’s appointment selected),

from the File menu, click Quick Labels. The Quick Labels dialog == an:Abbotl Ja;nes =

dit  Help

Address: 1234 W Oak St

box appears. Ameican Foik, UT 84002

Phone: H 5551111

2. Select the label you want to print: Status: Acive, M, o, Ins

el

Patient Mailing Label — A mailing label for the selected

Quick Labels (3]
patlent' Select Label(s)
Guarantor Mailing Label — A mailing label for the Patient Maling Label
lected patient’s head-of-h P ot Label
selected patients head-ot-house. Abbrevisted Chart Label
. Detailed Chart Label
Patient Chart Label — A chart label for the selected Primary Dental Insurance Label
. . . . Secondary Dent_al Insurance Label
patient, including his or her name, chart number, home Rieferred By Patient Label
h k h d dd Ee;erreg ?y IIZ:))r.-"DttheLr Lbatluel
eferre o Uoctor Label
p one, wor p one, and a ress. Appointment Reminder Label
Abbreviated Chart Label — A chart label for the selected
patient, including his or her name (in large, bold letters), e Fiint
SS#, date of birth, first visit date, chart number, home
phone, and work phone in a condensed format.

Detailed Chart Label — A chart label for the selected

patient, including his or her name (in large, bold letters), SS#, date of birth, primary provider, chart
number, first visit date, marital status, gender, address, home phone, work phone, employer, primary
insurance, and secondary insurance.

Primary Dental Insurance Label — A mailing label addressed to the patient’s primary dental
insurance plan (if set up in the Family File).

Secondary Dental Insurance Label — A mailing label addressed to the patient’s secondary dental
insurance plan (if set up in the Family File).

Primary Medical Insurance Label — A mailing label addressed to the patient’s primary medical
insurance plan (if set up in the Family File).

Secondary Medical Insurance Label — A mailing label addressed to the patient’s secondary medical
insurance plan (if set up in the Family File).

Referring Patient Label — A mailing label addressed to the patient who referred the patient to the
practice (if set up in the Family File).

Referred By Dr/Other Label — A mailing label addressed to the doctor who referred the patient to
the practice (if set up in the Family File).

Referred To Doctor Label — A mailing label addressed to the doctor that the patient has been
referred to (if set up in the Family File).

Appointment Reminder Label — A reminder label listing the patient’s next appointment date and
time.

3. Click Print to print the selected label. For information about setting up a label printer for labels, see
“Setting Up Default Printers” in Chapter 1: Introduction and Initial Setup.
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Chapter 11: Other Features

With Quick Letters, you can take advantage of the integration of Dentrix Enterprise with Microsoft Word to

quickly create a letter for a single patient.

To merge a quick letter
1. Open and minimize Microsoft Word.

2. In the Family File, Ledger, or Patient Chart, with a patient selected
(in the Appointment Book, with a patient’s appointment selected),
from the File menu, click Quick Letters. The Quick Letters dialog

box appears.
3. Select the letter you want to merge:

* Address On Envelope (Form Feed) — An

@j
| & Dentrix Family File - (Abbott, Patricia) [MESA] [DL

dit Help

Mame: Abbatt, James S [Jim]
Address: 1234w Oak S5t
American Fork, UT 84003

Phone: H 5351111
Status: Active, M, Maried, Ins

Medical Employer
Alerts ::,j

HSPS

envelope for the selected patient. I ——,

* Blank Letter Form —A blank letter for the
selected patient with his or her name, address

Select Letter

Letter Name

1l
. Blark Letter Form
and greetlng. Collection Matification
Congratulations - Graduation
Congratulations - Marriage

L4 Collection Notiﬁcation — A 90 Day Past DLIC Congratulations - MewB aby
. Mew Patient Welcome
ICttCl' fOI' thC SClCCth patlent. Patient Information-Consent

Fieferred By Doctor
. . Fieferred By Patient
*  Congratulations — Graduation — A Referred to Dr. /Speciaist

congratulations letter for a new graduate.
Mew Edit

==l

Merge Letter
late F'rint!
_do BuidVier="]

WS, doc
dixlm 2.doc
dtxlm11.doc
dtxlm10.doc
dtxlm02.doc
dixpaty.doc
dtxlm15.doc
dtxlm16.doc
dtxlm35.doc

Delete | Claze |

* Congratulations — Marriage — A

congratulations letter for a newly married
patient.

e Congratulations — New Baby — A congratulations letter for a new parent.

* New Patient Welcome — A welcome letter for a new patient.

* DPatient Information — Consent — A patient information form with some patient information pre-

entered.

* Referred by Doctor — A thank you letter for a doctor who referred the patient.

* Referred by Patient — A thank you letter for a patient who referred the selected patient.

* Referred to Doctor — A referral information letter for the doctor to whom the selected patient has

been referred.
4. Do one of the following:

*  To create and print the letter without reviewing it, click Print.

*  To create and review the letter in Microsoft Word prior to printing it, click Build/View.

Note: Dentrix Enterprise adds an entry in the Office Journal that indicates a letter has been sent to the

patient.

317

Dentrix Enterprise 8.0.5 User’s Guide



318 Chapter 11: Other Features

Continuing Care

The Continuing Care module in Dentrix Enterprise is an up-to-date, flexible, and powerful means for
monitoring your patients’ pending dental care (recall or recare). The following is a short list of the advantages
the continuing care system can bring to your office:

Multiple Recall Types — You can create as many continuing care types as needed.

Continuing Care Cards — You can efficiently create continuing care reminder cards for patients with and
without appointments to maintain communication with your patients.

Individualized Continuing Care — Each patient can have specific continuing care defaults, such as
intervals and providers.

Simplicity of Scheduling — Dentrix Enterprise helps you schedule continuing care for patients. By
attaching the appropriate continuing care type to an appointment, the appointment automatically has the
correct provider and amount of time needed.

Increased Tracking Ability — You can use continuing care to track not only exams and cleanings but
patient statuses or activities, such as treatment plans. For example, you enter a treatment plan and assign
it a continuing care type, which has a call back date. If the patient has not completed the treatment plan
when the call back interval has lapsed, he or she appears on the continuing care list so that you can follow
up with that patient to get an appointment scheduled.

The continuing care system is quite powerful, but there are two keys to using it effectively:

Knowledge — Because the continuing care system is so flexible, it will require you to learn how it works to
make it work for you.

Time — It will take time to set up the continuing care system. Take the time now to get the system in
place, and the benefits down the road will be well worth the effort.

This section covers the following topics about the Continuing Care module:
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Getting Started with Continuing Care

Before you start using the Dentrix Enterprise continuing care system, you must do some setup to get your
continuing care program up and running,.

To get started with continuing care
1. Set up the continuing care type defaults.

Take some time to sit down as an office and define what is to be tracked. Then, add or modify existing
continuing care types to meet the needs of your practice. For details about continuing care types, see
“Setting Up Continuing Care Types” in Chapter 1: Introduction and Initial Setup.

2. Assign continuing care types to procedures.

Dentrix Enterprise can automatically assign continuing care types to patients when they have certain
procedures completed. Additionally, Dentrix Enterprise will automatically update continuing care
due dates when those procedures are completed. You will need to assign continuing care types to the
procedures you want to use in this manner. For details about procedure codes, see “Editing Procedure
Codes” in Chapter 1: Introduction and Initial Setup.

p p

3. Customize your Continuing Care view.

Your practice will have a specific way to organize or sort your list of continuing care patients. You can set
up Continuing Care views to create many different ways of looking at the continuing care information.
For details about Continuing Care views, see the “Managing Continuing Care views” topic in the Dentrix
Enterprise Help.

4. Customize patient continuing care defaults.

For the next few months, when a patient schedules a continuing care appointment, take a minute to set
up his or her continuing care defaults in the Family File. Theoretically, within six months, you will have
set the continuing care defaults for every active patient in your continuing care program. For details about
assigning continuing care to patients, see “Assigning Continuing Care” in Chapter 2: Family File, and see
the “Overriding continuing care defaults” topic in the Dentrix Enterprise Help.

5. Attach continuing care to appointments.

From this point forward, when a patient schedules a continuing care appointment, make sure you attach
the appropriate continuing care type to the appointment. For details about continuing care appointments,
see “Scheduling Appointments” in Chapter 3: Appointment Book.

Opening Continuing Care
You can open the Continuing Care module from any main module.

Tip: To view the continuing care for all clinics, you must access the Continuing Care module from the
Appointment Book.

To access Continuing Care
In any module, from the File menu, click Continuing Care. The Continuing Care window appears.

If you open Continuing Care from the Patient Chart, Ledger, or Family File, the list shows continuing care
information for the selected patient and his or her family members. If Continuing Care is opened from the
Appointment Book or Office Manager, the list shows continuing care information for the entire patient
database.
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Using the Continuing Care List

As you go down the Continuin
y . g . g %@ Continuing Care EI@
Care list, using the phone numbers S —

shown, you can call each patient =t ALL

to schedule an appointment or

Date Type Appt? Status Prior Treat. HName Age | Prov. Cl hong

n

0 1
05/20/2011 ORTHO

1 ’ ’Buwsnj Charlig =] Provl [MESA HC

Change the status Of the Patlent S 08/24/2011 ORTHO Brown, Carlie 40 Provl [MESA HC
H H H H 05/24/2011 ORTHO “Brovn, Carl 10 Provl [ MESA HC
Contlnulng care. For Informatlon 05/24/20Mm ORTHO Brovar, Proni [ Provl [MESA HC
“Ahali, Broan B0 Provl [MESA [HC

about scheduling a continuing LRI |
care appointment, see “Scheduling
Appointments” in Chapter 3:
Appointment Book.

Printing from Continuing Care

From Continuing Care, you can print the following:

*  Continuing Care List — To print the Continuing Care list for the entire practice, from the File menu,
click Print.

*  Continuing Care Labels — To quickly print mailing labels, from the File menu, point to Print Mailing
Labels, and then click the option that corresponds to the number of columns on your sheet of labels.

Tips:

*  For instructions on how to create continuing care cards for patients who have already scheduled their
continuing care visit, see “Creating Appointment Reminder Cards” in Chapter 8: Office Manager.

*  For instructions on how to create continuing care cards for patients who have not yet scheduled their
continuing care visit, see “Creating Cards for Patients Without Appointments” in Chapter 8: Office
Manager.

Patient Questionnaire

Patient Questionnaire is designed to replace the new patient forms, health history update, and other forms
used in your office to collect information from patients. With Patient Questionnaire, you can create a custom
set of questions that can be printed for your patients to answer. Once the patient completes the questionnaire,
the answers can be input into Dentrix Enterprise so that you have an electronic copy of the information.

For those offices moving toward the “paperless office,” Patient Questionnaire is a way to computerize
information that otherwise would be stored in a paper chart. Best of all, when the information needs to be
reviewed for accuracy, a new copy with the previous answers can be generated; the patient only has to modify
those items that have changed since the last visit.

This section covers the following topics about questionnaires:
*  Setting Up Questionnaires
*  Printing Questionnaires

e Entering Questionnaire Responses
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Setting Up Questionnaires

You can create and edit patient questionnaires to collect information from patients. Questions ask a patient
to provide information. Statements provide a patient with information, such as instructions for completing a

form.

To create or edit a questionnaire

1. In the Office Manager, from the Maintenance menu, point to
Practice Setup, and then click Patient Questionnaire Setup.

The Patient Questionnaires dialog box appears.

2. Click New to create a new questionnaire; or
select an existing questionnaire, and then
click Edit to edit that questionnaire. The
Questionnaire Setup dialog box appears.

3. Type or change the Questionnaire Title.
4. Do any of the following:

* Add - To add a statement or question,
Click New. In the Statement/Question
for Questionnaire dialog box that
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! Dentrix Office Manager - The Dentist Group <CENTRAL »

Aaintenanc

EAESEY

Patient Questionnaires

Questionnaire Title

Iew Patient Duestionnaire

Date . . Dncllglinn
(meSa)

Delete

appears, type the text for

a statement or question as
you want it to appear on the
patient questionnaire form,
select the appropriate text

type, and then click OK.

¢ Edit — To edit a statement or
question, select that statement
or question, and then click

Edit.

¢ Delete — To delete a statement
or question, select that
statement or question, and
then click Delete. On the
confirmation message that

appears, click Yes.

Warning: If you delete a
statement/question on a

Questiennaire Setup

Ao T New F‘atlentﬂuestlonnalre‘ 3 ’

Statement/Question

Do pou have any medical conditions that we should be aware of ?
If yes, pleaze explain:

Have pou ever had any complications follawing dental treatment?
If yes, pleaze explain:

Have pou ever been admitted to the hospital since pour last wisit?
If yes, please explain:

Are you currently under the care of a physician?
If yes, please explain:

Do vou have any health problems that need further clarification?
If yes, please explain:

Default Response

Delete |

tMove Up |
Move Down |

questionnaire assigned to a patient, Dentrix Enterprise also deletes the patient’s responses.

Tips:

* To change the type of statement or question (for example, from a “Note/Explanation” to a
“Date”), delete the statement/question, and then re-enter it.

*  To arrange the order of statements and questions for your questionnaire, select an item, and then
click Move Up or Move Down until the desired position is reached.

5. Click OK to save the questionnaire and return to the Patient Questionnaires dialog box.

6. Click Close.
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Printing Questionnaires

You can print a questionnaire when a patient arrives for an appointment. The printed questionnaire lists
information that has been previously entered, including patient information, referral information, spouse or
guarantor information, employment information, insurance information, and any answers that have been
entered in the Patient Questionnaire module for a patient. The patient can then correct those entries that are
inaccurate and add any information not currently known.

You can print a questionnaire from any module except the Office Manager. For a new patient with an
appointment who does not yet have a Family File record, you must create a Family File record before you can

print a questionnaire for him or her.

To print a questionnaire

1. In the Family File, Ledger, or Patient Chart, with a patient selected
(in the Appointment Book, with a patient’s appointment selected),

O

from the File menu, click Patient Questionnaire.

The Patient Questionnaire History dialog box appears.

2. From the Select Questionnaire list, select the questionnaire you

want to print for the patient.
3. Click New.

The selected questionnaire opens.
4. Click a print button:

e Print — To print the questionnaire.
The questionnaire has two pages:
the first page contains basic patient

information, such as name, address,

employer, insurance information,
and referral sources; the second

Mame: Abbott, James S [Jim]
Address: 1234w Oak S5t
American Fork, UT 84003

Phone: H 5351111
Status: Active, M, Maried, Ins

w:lznliti;:al ’@ Employer

HEPS

Patient Questionnaire History - - (Abbott, James) [11/11/1962] [50]

=l

Date Questionnaire
02/04/2009  New Patient Questionnaire

page contains your customized
questions. Any information
previously entered into Dentrix
Enterprise prints on the form.

The patient will fill in the blanks

and make corrections as needed.
e Print Questions — To print a

summary of patient information

and your customized questions.

7\
Select Questionnaire; | Mew Patient Questionnaire ‘ 2 ’ j
< 3 )New | | Cloze |
Patient Questionnaire - test - (Abbott, James) [11/11/1962] [50] (23]

Questionnaire Date: |04/17/2013

StatementQuestion

Fesponze

If yes, pleaze expla

Have you ever had any complications following dental treatrent?
If yez, please explain:

Have you ever been admitted to the hospital since vour last visit?
If yes, pleaze explain:

Are you currently under the care of a physician?
If yes, pleaze explain:

Do you have any health problems that need further clarification?
If yesz, please explain:

E dit Claze
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Entering Questionnaire Responses

Once a patient has completed a questionnaire, you can store the responses in Dentrix Enterprise.

To input questionnaire responses from a patient

1.

In the Family File, Ledger, or Patient Chart, with a patient selected
(in the Appointment Book, with a patient’s appointment selected),
from the File menu, click Patient Questionnaire.

The Patient Questionnaire History dialog box appears.

Do one of the following:

e From the Select Questionnaire list,
select the questionnaire you want the
patient to fill out, and then click New

to add the questionnaire.

*  Select an existing questionnaire for the
patient, and then click Edit to edit

that questionnaire.

The Patient Questionnaire dialog box

appears.

Double-click the first question
listed.

The Patient Questionnaire
Response dialog box appears.

Select or type the appropriate
patient response, and then click
Next to advance to the next
question. Repeat this until all
questions are answered.

Click OK to save the patient
responses and return to the
Patient Questionnaire dialog
box.

Click Close to close the Patient
Questionnaire dialog box.

Click Close to close the Patient

Questionnaire History dialog box.

O

MName: Abbott, James S [Jim]
Address: 1234w Oak St
Ametican Fork, UT 84003

Questionnaire Date; (041772013

Phone: H 5551111
Patient Questionnaire History - - (Abbott, James) [11/11/1962] [50] (23]
Date Questionnaire
02/04/2003  New Patient Questionnaire
Select Questionnaiyg N Patient Waire ﬂ
| | | (7 )
Patient Questionnaire - test - (Abbott, James) [11/11/1962] [50] [

Statement/Question

Do you have any medical cor b
If yes, pleaze explain:

Have you ever had any complications following dental treatment?

hould be aware of?

Fesponze

Patient Questionnaire Response @
Do vou have any medical conditions we should be aware of ?
™ Yes
* No 4
<Back | N> | 5 )ox Cancel
Frint Questions Frint Edit Ose
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Prescriptions

The Prescriptions module can help you quickly create and accurately track medicines prescribed to your
patients. This section covers the following topics about using the Prescriptions module:

*  Setting Up Prescription Types
*  Setting Up Prescription Printer Defaults
e Entering Prescriptions

*  Re-printing Prescriptions

Setting Up Prescription Types

Prescription types are the default prescription settings. The act as templates to help you quickly enter
prescriptions into Dentrix Enterprise. You can add and edit these defaults at any time.

To add or edit a prescription type

1. In the Office Manager, from the Maintenance menu, point to
Practice Setup, and then click Prescriptions Setup.

% Dentrix Office Manager - The Dentist Group <CENTRAL »

enancel

JESERY;

I Description

The Prescriptions Setup dialog box ", Prescriptions Setup

[E=N Eow

| NDC # -

| Drug Name | Disp

Amaxicilin 250 mg
Amaxicilin 250 mg | 24

Ampiciliin 250mg |18

Darvocet N-100... (12

Doycycline 100 18

Enythromycin 250... |24

Hycodaphen 24

Keflex 250 mg ca... |24

appears.
Date | Description

2. Do one of the following: 11/18/1997  _ Amociln

11/18/1957, Amandcillin

*  Click New to add a prescription. The | |17 |anpiciin
New Standard Prescription dialog 7 [Darvoet N
11/18/1587 Doxycycline
box appears. @ 111871997 Enythromycin
. . . . 11/18/1957 Hycodaphen

L]
Select an existing prescription, N e
and then click Edit to edit TN Penicilin VK
g

Penicilin VK500 ... |18

that prescription. The Edit

Standard Prescription dialog

@m\ | Delete Print Setup Route Setup Close

box appears.

3. Set up the following options:

*  Description — Type a description for the prescription. This does not appear on the prescription.
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° Dl'llg Name — " New Prescription

Type the dl'llg Description:

information. [Amosicilin I~ Drug Administered During Visit Only

Drug Name: (Generic Name) Route:

° Sig — Type thC IAmcodc:iIIin Duration: IZ I‘.‘\«'eeks j IBUCCAL j

d R l Dosage Form:

osage 1nterva [CAPSULE = Disp: [24 Disp Unit |1
and any Brand Name: -
- Refills: |0
instructions P )
that vou I™ OverTheCounter | Controlled Substance Dispense as viitten
y NDC #: RacMorm #: Unique ID#: % Generic Substitution Permitted

want to have [ [e222 o T

print on the Dosage ~Strength —————————

prescription. 2 ot a o Notes: v

|1 ICapsuIe |25D IITIg - — - -
. Please advise our office if you experience an adverse reaction. Our
° DlSP — Type emergency phone number if (801)555-5555.
= RE?
the number or R v
One Q6H

amount of the

medication to

dispense. @‘

K Cancel
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*  Refills — If the prescription may be refilled, type the number of refills allowed.
*  Drug substitution

* Dispense as Written — Select this option if the pharmacy may only use the drug named on the
prescription.

*  Generic Substitution Permitted — Select this option if the pharmacy may fill the prescription with
a generic drug.

*  Notes — Type any instructions regarding the prescribed medication for the patient. The notes will
print below the prescription.

4. Click OK.

For a comprehensive explanation of all the available options for prescription types, see the “Adding and
editing prescription types” topic in the Dentrix Enterprise Help.

Setting Up Prescription Printer Defaults

You can customize the printer defaults for prescriptions printed from the Prescriptions module.

To set up a prescription printer

1. In the Office Manager, from the Maintenance menu, point to
Practice Setup, and then click Prescription Setup.

& Dentrix Office Manager - The Dentist Group <CENTRAL -

Aaintenancel Analysis

EAESEY,

Batch Proc

The Prescription Setup dialog box appears.

Dncliglinn
2. Cllck Prlnt Setup 31} Preepnorsoey EI@
The Print Setup dialog box appears.
Date | Description | Drug Name | Digp | NDC # =
3. Set up the following printer options: 11/18/1997 __ Amodcilin Amocilin 250mg
11/18/1987 Amaxicilin Amosicilin 250 mg | 24
L4 Pl‘inter — SCleCt the printer you want 11/18/1997 Ampicillin Ampicilin 250mg |18
to use to pl'il'lt prescriptions. 11/18/1997 Darvocet N Darvocet N-100... |12
11/1841997 Dongycycline Dosgycycline 100 ... |18
° Form _ If your state requires a 11/18/1997 Enythromycin Erythromyein 250... |24 |
. .. 117181957 daph daph 2
specific format for prescriptions, reodephen | Mroodephen
1141841997 Keflex Caps Keflex 250mgeca... |24
select the correct form. 11/18/1997 Penicillin VK Penicilin VV;QE =
A !
° 1 1 —
U.slng p l‘?p rinted P aper If you New | Eit | Delete | M| RosteSetup | Close |
will be using preprinted paper when y
creating prescriptions, select this
. ‘3& Print Setup ’ \
option. 3
Printer: \ j
*  Print number for “Disp” as a word — To list the gt T eNote 2010
number or amount of the medication to dispense as a
. . Microsoft ¥XPS Document Writer
word (for example, “four” instead of “4”), select this P
jobe
option. o
. . . . Calfforria State F =
* Print Gender — To print a patient’s gender, select this [celforiz Sate Fon =
. ™ Using preprinted paper ™ Print Gender
Optlon' ™ Print number for "Disp” as aword [ Print Chart #
*  Print Chart # — To print a patient’s chart number, I Disable prining
select this option. Leit Ofse: [0 Top Ofeet |0 4

* Disable Printing — If you will be using the
Prescriptions module to record prescription information but will not be printing prescriptions, select
this option.

4. Click OK to save the changes and return to the Prescriptions Setup dialog box.
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Entering Prescriptions

In Dentrix Enterprise, you can add a prescription you are prescribing to a patient.

To add a prescription

1. In the Family File, Ledger, or Patient Chart, with a patient selected
(in the Appointment Book, with a patient’s appointment selected),

from the File menu, click Prescriptions.

The Patient Prescription dialog box appears.

2. Click the New Prescription button B,
The New Patient Prescription dialog box appears.

3. Click the Description search button >’/ to select a

prescription type.

patient as needed:

Customize the prescription information for the

| % Dentrix Family File - (Abbott, Patricia) [MESA] [DI

gt Help

Mame: Abbott, James S [Jim]
Address: 1234 W Oak S5t
American Fork, UT 24002

Phone: H 5551111

Status bctive M Mavied Ins

et ‘ “‘;x

“jp, Patient Prescription - (Abbott, James S)[MESA][AMCCI.URE][ABB]DE:

(7

d

o8

+‘ Date ‘ Description ‘ Status ‘ Drug Name

Darvocet N

04/23/2013

Amoxicillin Amaxicillin

° Dosage _ ’The ﬂg Mew Patient Prescription EI@
amount of IDm”f’“"“: 3 —
Amoodcillin == [™ Drug Administered During Visit Only
the drug that Drug Name: (Generic Name) Route:
can be taken |Amexicilin 500mg Duration: [10 |Days | |auRicuLAR OTIC) |
. Desage Form:
at one tume ICAPSULE LI Disp: IED Disp Unit Icapsule
(fOI‘ example, Brand Narn-e Encounter #: Refills: ID—
1 Capsule). JAmosiolin | > _ .
) P T — ¢ Dispense as \Written
° Slg — ’]_—he NDC & BxMNorm & Unique |D&: * Generic Substitution Permitted
dosage |52959-011 [1234-002 [12345-0002
interval and [ : I . Clinic:
. . Qty Unit Qty Unit g
instructions. f [capsue [500 g
e Dru
g. . Eio n\sfc
AdmlnIStered Take 1tablet 3 times a day.
During Visit Prescriber
Only The DESMITH >> | [Smith, Dennis
drug was @Ll @Ll e
administered

to the patient
during his or her visit.

*  Duration — The number of days, weeks, or months from the issued date that this prescription is

valid.

* Disp and Disp Unit — The amount of the drug to dispense and the unit it is dispensed as.

e Refills — The refill amount.

*  Drug substitution — Must be dispensed as written, or a generic drug substitution is allowed.

* Notes — Instructions for the patient.

5. If necessary, click the Prescriber search button **! to select the provider who is prescribing the drug.

Click Print to print the prescription.

Click OK to save the prescription.
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Re-printing Prescriptions

You can re-print any prescription that has been added to a patient’s record.

To re-print a prescription

1.

In the Family File, Ledger, or Patient Chart, with a patient selected
(in the Appointment Book, with a patient’s appointment selected),

from the File menu, click Prescriptions.
The Patient Prescription dialog box appears.
Select the prescription that you want to re-print.

Click the View Prescription button .

The Edit Patient Prescription dialog box appears.

Click Print.

Click Cancel to return to the Patient
Prescription dialog box.

Description:

327
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Name: Abbott, James S [Jim]
Address: 1234 W Oak St
Ametican Fork, UT 84003
Phone: H 5551111

Status: Active, M, Married, Ins

Amaoicillin

Drug Name: (Generic Name)

|Amaxdcilin 500mg
Dosage Form:

[caPsuLE

Brand Name: Encounter #:

|Amandcilin J121112

NDC #: FacMorm #:

Unigue ID&:

|52953-011 [1234-002

|12345-0002

Dosage Strength
Qty Unit Qty

Unit

|1 Icapsule

J250

Img

Sig:

Take 1tablet 3 times a day.

Print

Inactivate |

| Drug Name
Darvocet N - 100ta

| Status

Amoxicillin

Source:

Local Manual
" Drug Administered During Visit Only
Route:

Duration: |7 | Days | [auricuiar Ty |
Disp: |21 Disp Unit I
Refills: ID

" Dispense as \Written

¥ Generic Substitution Permitted

Cinic: [fF——— |

Notes:
Contact office for refills.

Prescriber:
|DESMITH

e | ISmi‘th. Dennis

Cancel
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Patient Alerts

Patient alerts are customizable alerts that can be attached to patients when you want a flag for certain
conditions. This alert will appear whenever information for a flagged patient is accessed, and a symbol is
visible on the flagged patient’s appointments. There is also the option to include a patient’s aged balance in an
alert for easy reference. Patient alerts are also essential in respecting patient’s requests for privacy and disclosure
of information. Patient alerts are accessible from any patient-specific module, including the Family File,
Patient Chart, Ledger, and Appointment Book. This section covers the following topics about patient alerts:

*  Creating Patient Alerts
*  Suspending Patient Alerts

*  Suspending Patient Alerts Temporarily

Creating Patient Alerts

You can create up to 10 alerts for any patient.

To create a patient alert

| % Dentrix Family File - (Abbott, Patricia) [MESA] [DI

1. In any patient-specific module (for example, the Family File), with a
patient selected, from the File menu, click Patient Alerts.

MName: Abbott, James S [Jim]
Address: 1234 W Oak St
American Fork, UT 84003

If any patient alerts exist for the patient, the Patient Alert dialog box
appears. However, if the patient does not have any patient Phone. H e 111
alerts, the Create Patient Alerts dialog box appears; skip  [[Patient Alert - (Abbott, James Spim)

to Step 3 Start D ate End Date Description

2. Click New.

Alert

The Create Patient Alert dialog box appears.

3. Set up the following options:

e  Select Date — In the Start and End fields, type the
date range for which you want the patient alert to
appear in the specified areas, or select Always to

always display the patient alert when information fé\
about the patient is accessed and/or to always Creste Patient Alert - (Abbott JamA\ > _J]
. . . . : .
Select Date Patient Alert should display for the
display an icon on the patient’s appointments. elect L

Sta,t|u4x1?;2m3 End:|u4x1?;2m4

¥ &l

* Description — Type a description for the

patient alert (for example “Collections” or “Pre- [ Anays
. 3
Medlcate ) Description
. . . . At
* Patient Alert should display for the patient in e i
the following areas — In the list box, select all Note V| JEEE
areas of Dentrix Enterprise in which you want the This s the alat rctd Options
patient alert to appear, or select All to have the ¥ Shaw Symb on
ppointrment
patient alert appear in all areas. ¥ Display Aged Balance
with Mote

4 Cancel |

N
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*  Show Symbol on Appointment — To have a flag symbol show in the upper-right corner of

appointments for the patient,

select this option.

* Display Aged Balance with Note — To have the patient’s account balance information show with

the alert, select this option.

* Note — Type a detailed description of the alert.

4. Click OK.

Suspending Patie

nt Alerts

You can suspend all patient alerts on a specific computer. When this option is enabled, the workstation will

ignore all patient alerts for all patients.

To suspend patient alerts on a computer

1. In the Office Manager, from the Maintenance menu, point to
Practice Setup, and then click Preferences.

& Dentrix Office Manager - The Dentist Group <CENTRAL »

The Preferences dialog box
appears.

2. Under Additional Options, select
Suspend Patient Alerts to disable
patient alerts on this computer.

3. Click OK.

Preferences
General Options | Prirt Options ] Statement Forms ] Paths |

Find &ppointment Time Defaults

Block 15 ~| i 2eet [15 5

size: b Length: J
& ]

Iv Al Operatories Selected Rl
" By Clinic

™ Sort Results By Operatary 1D

Quick Letters
% Include Today's Date
" Exclude Today's Date

Spell Check

[¥ Enable Spell Check

v tdark Al Misspeled Text
=

(-0 sl

©

v Auto-lnzert Mame/Date [Clinical Mote)
I™ Use Clagsic Clinical Maotes Dialog

Additional Optionz
™ Perio Beep on Entry
u Suzpend Patient Alerts
™ Suspend Treatment Area Flags

I Use Classic Treatment Plan Presenter
h

¥ Show Close Message for Tx Planner

¥ Show Cloze Message for Doc Center

‘Apply to Charges for' D efault

* Farnily " Ledger Yiew

@ Cancel

Suspending Patient Alerts Temporarily

When a patient alert appears for a patient, you can
select the Do Not Show This Alert Again Today
check box, and then click OK. That alert for that
patient will not appear on any of the computers in
the office for that day.

Patient Alert - (Abbott, James S(Jim))

Description Start: [0441742013
Alert

End: |04/17/2014
Mate
Thig iz the alert note -

B alance Information
0-->30 | 31-->60 | 61->90 | 91-> | Suspended | Patient Balance

1901.00 [ oo0 | ooo | 70300 | 0.00 [ 2604.00
Papment Amt: 100,00 Amt Past Due: 0.00
Bill Type: [4] Last Payment: 0.00

I~ Do Nat Show This Alert Again Today
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Office Journal

Like a journal of your daily activities, the Office Journal has two main functions: to keep a record of past
events and to remind you of events in the future. The Office Journal helps you keep a comprehensive record of
contact made between your office and your patients.

Also, Dentrix Enterprise automatically adds entries for appointments, billing statements, letters, payment
agreement notes, payments, and privacy requests:

* Appointments — The Office Journal will record the following appointments:
*  Scheduled appointments — The date, time, appointment provider, and appointment reason.
*  Purged appointments — The original date, time, reason, and provider for the purged appointment.
*  Broken appointments — The original appointment date, time, reason, and provider.

* Billing statements — The Office Journal will record the date, “Please Pay” amount, and account balance
of billing statements generated.

*  HIPAA privacy — The Office Journal will record when any privacy requests are made through the Family
File.

*  Letters — The Office Journal will record the date, provider, and the name of any letters generated for
patients, using either Quick Letters or Letters from the Office Manager.

e Payment agreement notes — The Office Journal will record the date, provider, and notes of any payment
agreements entered.

*  Payments — The Office Journal will record the date, provider, and amount of any insurance and patient
payments. You can view guarantor transactions when viewing a guarantor or an entire family in the Office
Journal.

This section covers the following topics about using the Office Journal:
*  Opening the Ofhice Journal

*  Using the Office Journal Window

* Adding Manual Journal Entries

*  Creating Daily Reminders

Opening the Office Journal

You can open the Office Journal from any module, the ASAP List, the Unscheduled List, Continuing Care,
and the Collections Manager.

To open a patient’s Office Journal
In any patient-specific module (for example, the Ledger), with a patient selected, from the File menu, click

Office Journal.

Tip: From the Office Manager, you cannot select a patient, but you can still open the Office Journal. From
the File menu, click Office Journal; cancel the dialog box that prompts you to select a provider or staff
member; from the View menu, click By Patient; and then select a patient.
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Using the Office Journal Window

The Office Journal window consists of a menu bar, toolbar, list of entries, and details pane.

47 Office Journal - Patient: Abbott, Patricia [11/11/1963] [49] oo ==

Menu Bar==m File Edit View Help
Toolbarmm &[] | [E q>a‘§;72: = %’l\ )% E

=[] 12/12/2008 Lefier =
Entries == ] 00 Operatar ENTERPRISE
=-[%] 12i11/2008
= Billing Stat t Date: 12/12/2008
223l satemen Tie: Details
Ime:
MNote:
MNew Patient 4
Welcome -
dtxlm02.doc
4 T | 3

Patient - After 01/17/2013
ProwStaff at All Clinics - Selected

This section covers the following topics to help you understand how to use the Office Journal window:
*  Using the Office Journal Toolbar
*  Changing the Office Journal View

Using the Office Journal Toolbar

The Office Journal includes a toolbar with buttons to access features of this module.

o0 B [+a % 2= & AT

Each button on the toolbar is explained in the following table.

il | Click the Close Office Journal button to close the Office Journal module.

=| | Click the Add Journal Entry button to add an entry for the selected patient.

o | Click the Select button to select a patient, provider, staff member, or referral.

Click the Patient Alerts button to view and manage the selected patient’s alerts or add new alerts.

-= | Click the Expand button to expand the list of entry dates to see more information.

+— | Click the Collapse button to collapse the list of entries to see only the entry dates.

%’\ Click the Journal button to switch between viewing entries by patient and family.

£ | | Click the Info button to show or hide the additional details for the selected entry.
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Changing the Office Journal View

You can specify whether you want to view journal entries by patient or family, provider or staff, and by
referral. You can also filter the list of entries that appear in the Office Journal according to criteria you specify.

To change the view

Patient or Family — If you are not viewing the Office Journal by a patient name, to view entries for a
certain patient, from the View menu, click By Patient, and then select a patient.

To view entries for an entire account, while viewing a patient’s entries, from the View menu, click Family.

Note: When viewing a family member who is not the guarantor, the Office Journal does not display
entries for billing statements and guarantor payments. These items appear only when viewing the family’s
guarantor.

Provider/Staff — If you are not viewing the Office Journal by a provider or staff member, to view entries
for a certain provider or staff member, from the View menu, click By Provider/Staff, and then select a
provider or staff member.

Referred BY or Referred TO — If you are not viewing the Office Journal by a referral, from the View
menu, to view entries for a certain referral, click By Referral By or By Referred To, and then select a
referral.

To customize the view

1.

In the Office Journal, from the View menu, click Filters. >
4 Office Journal - Patient: Abbott,

A dialog box of filters appears (the name depends on the current view). : Help
. . wo Vo = i
Set up the filter options for the current view: o =
° Patient or Family Select Journal Entry Types
*  Select Journal Entry Types — Select the Fitor B
. ilter By:
entry types you want to view, or select All ¢ This Clinic
Journal Entry Types to include all types. & Al Clinics

*  Filter By — Select This Clinic to view 2)
entries from the current clinic or All
Clinics to include all clinics.

Entries Dated After:

011742013

Referral Recaps
Feferral Slips -

*  Entries Dated After — To view only items I~ Al Journal Entry Types
after a certain date, type a cut-off date.

/ Save as Default
i < SOK | Cancsl
e Provider/Staff @ 4 ance |

e Select Journal Entry Types — Select the
entry types you want to view. For Phone
Calls, Reminders, Miscellaneous, and HIPAA Privacy, select the accompanying Include Patient
Entries check box to include all patient entries for any of the selected types too.

*  Entries Dated After — To view only items after a certain date, type a cut-off date.
*  Referral BY or Referred TO

* Select Journal Entry Types — Select the entry types you want to view, or select All Journal Entry
Types to include all types.

*  Select Provider/Staff — Select the providers and/or staff you want to view, or select For All Prov/
Staff to include all providers and staff.

*  Entries Dated After — To view only items after a certain date, type a cut-off date.

3. Select Save as Default to save the current settings for the next time you open the Office Journal.
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4. Click OK to return to the Office Journal with the selected view settings.

Adding Manual Journal Entries

You can manually add four types journal entries into the Office Journal: Phone Call, Reminder, Misc, and
HIPAA. These entries will include the date, time (except for reminders), and provider/staff members, and you
can add a note.

To add a manual entry

1.

In the Office Journal, from the Edit menu, click Add.
The Add Journal Entry dialog box appears.

4 Office Journal - Patient: Abbott,
View Help

2anEC

[l

2. Set up the following options:
P g op | =4 12)12/2008
. Type — Select a type; Add Journal Entry - Baber, Kirk O @
. - hen makin
Phone Call — Use when making m—— eS——Ty
a phone call to a patient. Record Phone Call = 04/17/2013
i i rding th
lnformatl?n rega d g the Prov/Staff Time (hh:mm:ss)
conversation. DDST > 458:55 PM
¢ Reminder — Use with a future CZ) Description
date as a reminder about a contact [Desciption here
with a patient. Nate v
. Note here| -
*  Miscellaneous — Use for any other
contact with the patient for which
you want to keep a record. |
*  HIPAA Privacy — Use to track 3 )ox Cancel
patient information disclosure
history and other privacy related
notes for patients, providers, staff,
and referrals.
*  Prov/Staff — Click the search button **! to select a provider or staff member to assign to the journal
entry.
e Description — Type a short description for the journal entry.
*  Note — Type a longer description of the journal entry.
* Date — If needed, change the date of the journal entry.
* Time - If needed, change the time of the journal entry.
3. Click OK to save the entry.
Notes:

Automatic entries (for appointments, billing statements, and so forth) cannot be edited, but you can edit
manual journal entries.

Payment, appointment, and payment agreement note entries cannot be deleted from the Office Journal,
but you can delete manual journal entries.

333
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Creating Daily Reminders

You can use the Office Journal to remind you of activities that need to be completed in the future.

To create a reminder

1. Do one of the following: 27 Office Journal - Patient: Abbott,

View Help

* Add a reminder by patient — In the Office Journal, with a patient

selected, from the Edit menu, click Add. - IR
= 12/12{2008
* Add a reminder by provider or staff member — In the Office v [
Journal with a provider selected, from ShL| el 1:4{200_3 -
the Edit menu, click Add. Add Journal Entry - Baber, Kirk O ==
The Add Journal Entry dialog box
appears TYHE Date (mmfddisnssy
pp ’ Reminder 0441772013
2. Enter the information for the reminder,

Prov,-"%taf‘f Time (hh:mm:ss)

and, from the Type list, sclect Reminder. DDS1 | 45856 PM
3. Clle OK. CZ) Description
|Descripti0n here
MNate v

Mote here -

3 0K Cancel

Collections Manager

With the Collections Manager module you can increase your practice’s revenue by decreasing your account
receivables. The Collections Manager displays a list of overdue accounts that need to be contacted, based
on aged balances, payment dates, and other information you select. From this list, you have access to all the
relevant information for an account to make decisions about collections.

Also, with the Collections Manager, you can merge a letter, dial a phone number, and send an email message.
Once the patient is contacted, you can make notes regarding the contact, set up a payment agreement,

or change a billing type. Pulling all of this information and functionality into one window can make the
collections process smoother, more efficient, and more productive.

This section covers the following topics about using the Collections Manager:
*  Opening the Collections Manager

*  Setting Up a View

*  Using the Collections Manager Window

e Contacting Patients

*  Removing Accounts from the List

* Adding Ofhce Journal Entries

* Adding Guarantor Notes

e Setting up Payment Agreements

e Printing from the Collections Manager
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Opening the Collections Manager

You can open the Collections Manager from the Office Manager.

To open the Collections Manager
In the Office Manager, from the Analysis menu, click Collections Manager.

If a view has never been set up for the Collections Manager, the Collections Manager View dialog box
appears so that you can set up a view for the Collections Manager before you can use the module; otherwise,
the Collections Manager window appears and loads the view according to the filters set up previously.

Setting Up a Vie

The first time you try to use the Collections Manager, you must first set up a view. Setting up a view allows
you to filter out certain accounts so that only the accounts you want to contact appear. Once you have
selected your view options, you can choose what account information you want to have appear in the list.
To set up a view

1. Do one of the following:

e In the Office Manager, from the Analysis menu, click :
Collections Manager. If a view has never been set up for the @. EE

& Dentrix Office Manager - The Dentist Group <CENTRAL -

Collections Manager, the Collections Manager View dialog e
box appears. OR |fBae jI Description

* In the Collections Manager, click View Setup on the menu @ EF Collections Manager
bar. The Collections Manager View dialog box appears. L ity

O=
_ &|oo| g | <] 20 | s |82
2. Set up the following filters: ( > \
. Collections Manager View: Select Clinic
¢ Select Guarantor — Click N\ =2
Select Guarantor [~ Al Guarantors List Accounts :
the From and To search : Min Balance: |01.00
b . l B |<ALL> ﬂ by Provider [ J
utrons to select a ¢ _byClnic W &l | | Accounts with ,—
To |<ALL> ﬂ J suspended amount >= 0.00
range Of guarantors to Minimurm Days Past Due I Last Pt Before:
include, or select All Select Biling Type: v Al Biling Types Y P —— ast Pt Before:
. 1: Standard Billing - finance charges
Gual‘antors to view all 2 Standard Eilling - no finance charges " OverB0 ¢ Over90
3 Insurance Family - delay finance charges F -
guarantors that meet the 4: Insurance Family - finance charges ) 1 e el
. . 5 Papment Plan - finance charges Ins Min Days Past Due
Search criteria. E: Payment Flan - no finan_c:e charges
; E;dsl:t)a;gme:tt[?srlld Mo Finance Charges + Overl ™ Ower 30 ™ Last Visit Bsfore:
. : - i - ‘e
TlP: If you have a VCI'y 5 Bad Debt - to collections Over 60 Over 90
large patient base and ™ Skip Accounts With Claim Pending I~ Previous 0J Entry Before:
R lﬂﬂﬂi Select # of Pmts Miszed ,7
want to llmlt the length ' " Mo prots mizsed
1 For Payment Agreement [Pa)] & & Oormore O 2 or more
Of thC llS[ fOI' ease Of use, Future Dus Payment Plans (FD): [ Al C lomoe 3o moe e
you can use A — ] names With @ Payment Agreemer
With a Future Due Payment Plan Cancel
one week, K — S names ‘With Both a P4 and a FD
WithDUt a Payment Agreement [ Show Taotals Show Colurnns. .. Hel
thC next Week, and SO Oon. Without a Future Due Papment Flan elp
Without a P& and without a FD

e Select Billing Type —
Select up to 10 billing types for accounts you want to include (to select multiple items, while pressing
the Ctrl key on your keyboard, click each item), or select All Billing Types to include accounts with
any billing type.

Tip: If you want the view to include more than 10 billing types, view the list by all billing types or in
groups of 10.
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*  Skip Accounts With Claim Pending — If your office waits for insurance to pay before collecting
from an account, select this option. Dentrix Enterprise will exclude accounts that have insurance
claims outstanding as long as the guarantor portion of the balance is less than the specified amount in
the If Patient Portion Less Than field.

*  For Payment Agreement (PA) & Future Due Payment Plans (FD) — Select All to include all
accounts regardless of whether or not a payment agreement or future due payment plan has been set
up for an account, or select one of the options in the list box to limit the view to only certain types of
accounts. An account will be included if it matches at least one of the selected criteria.

e List Accounts

* By Provider — Click the search button *?/ to select the primary providers of the guarantors you

want to include, or select All to include all providers.

* By Clinic — Click the search button **/ to select the clinics of the accounts you want to include,
or select All to include all clinics.

*  Minimum Days Past Due — Select a minimum number of days past due to include only accounts
with the specified minimum aged balance or older.

e Ins Min Days Past Due — Select a minimum number of days past due to include only accounts with
outstanding insurance claims that have the specified minimum aged balance or older.

*  # of Pmts Missed — Select a number of payments missed to include accounts that have missed a
certain number of payments toward a payment agreement.

Tip: If you do not want to use this filter, select 0 or more.

*  Show Totals — To display the total amounts for all the guarantors included, select this check box.

*  Min Balance — Type an amount to exclude accounts with a balance less than that amount, or enter
0.00 to include accounts with any balance.

*  Accounts with Suspended Amount — Type an amount to include accounts with a suspended amount
equal to or greater than that amount, or enter 0.00 to include accounts with any suspended amount.

e Last Pmt Before —To exclude guarantors who are making regular payments toward their account
balances, select this check box, and then type the latest date a payment must have been posted. For
example, if you allow guarantors 30 days to make a payment, enter a date that is one month prior to
today’s date.

* If Not Billed Since — To exclude accounts that have recently received a billing statement, select this
check box, and then type the latest date an account a billing statement must have been sent. For
example, if you want to include accounts that have received a billing statement over two weeks ago,
enter a date that is two weeks prior to today’s date.

*  Last Visit Before — To exclude accounts with patients who have been seen recently, select this check
box, and then type the latest date a family member must have been seen.

*  Previous Office Journal Entry Before — To exclude accounts based on the last manual entry in
the Office Journal, select this check box, and then type the latest date a guarantor must have had a
manual Office Journal entry entered.

*  Show Columns — To specify what information you want to display, click Show Columns. There will
be a column for each item you choose to show.

3. Click OK to open the Collections Manager with the selected view options.
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[ L] ®
Using the Collections Manager Window
The Collection Manager window consists of a menu bar, a toolbar, and the list of guarantors that meet the view criteria
you specify.
EZ Collections Manager EI@

File ViewSetup Print Help

5 ||| 8| =] o | B[ B 3400 Sl ] @] 2]

GuarMame | Balance | o230  3e60]  E1om0] 915 [ Suspend.. [ PaRem|  Tolms|  InsEst| GuarEst| ~
Abbatt, James 0o 0oa 0.00 0o 0oa M/ 000 0.00 000

0.00 0.00 0.00 0.00 -104.00 Mt 0.00 0.00 0.00
000 0.00 0.00 i ] A 0.00 0.00 1]
0.00 0.00 0.00 208.00 0.00 Mty 0.00 0.00 208.00

Daviz, James P 0.00 n.oo n.oo 0.o0 noo n.oo MA oo 000 0.oo
Davis. Karen 92.00 0.0 0.0 0.00 3200 n.oo [RE 0.00 0.00 g2.00
Dravis, Kelly 0.0 n.oo 0.00 0.00 noo n.oo MAA 0.0 n.oo 0.00
Dawvis, Kristin a0n.00 oo n.oo 0.o0 80.00 n.oo MAA oo 0o a0.00
Daviz, Lyle oo oo n.oo 0.o0 oo n.oo MA oo 0o n.oo
Davis, Patricia noo noo n.oo n.oo noo oo MA noo noo n.oo

This section covers the following topics to help you understand how to use the Collections Manager window:
*  Using the Collections Manager Toolbar

*  Adjusting Column Widths

*  Sorting the List

Using the Collections Manager Toolbar

The toolbar contains several buttons that you can click to access certain areas or features of Dentrix Enterprise.

o|Mé| &= = |0 BE R [ W 9 @ 2| 8

The function of the buttons specific to the Collections Manager are explained in the following table.

£5

&4 | [ Click the Send Message button to compose and send an email to the selected patient.

Click the Office Journal button to record any communications with the selected guarantor.

.
3

Click the Document Center button to attach a document, picture, or letters to the selected
guarantor’s record.

Click the Patient Alerts button to enter an alert for the selected guarantor.

Click the Billing/Payment Agreement button to add a payment agreement or change the billing
type for the selected account.

Click the Guarantor Notes button to enter notes for the selected account.

IB | =] |4 | &

Click the Print button to print the list of accounts being viewed. You have the option to include
account notes on the printed list.
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Adjusting Column Widths

To make viewing and editing the Collections Manager list easier, you can adjust the width of each individual
column.

To adjust the size of a column

Click the right column border of the column header you want to resize, and
then drag it to the left to decrease the size of the column or to the right to
increase the size of the column.

|GuarName( "I" lalance

Sorting the List

To sort the list by any of the columns being displayed, click the desired column header.

Contacting Patients

Once you have generated a list of accounts that need to be contacted, the Collections Manager provides ways
for you to quickly contact each patient. This section covers the following topics about contacting patients:

*  Sending Collection Letters

*  Sending Collection Email Messages

Sending Collection Letters

From the Collections Manager, you can quickly create a collection letter using any of your pre-written letter
templates.

To create a collection letter for a guarantor Efsre e

View Setup  Print  Help

1. With a guarantor selected in the Collections Manager, from the File menu,

SRE &(m|mjé|ale
click Quick Letters.
Quick Letters - (Abbett, James 5 (23]
The Quick Letters dialog box appears. ~ Select Letter
Merge Letter =
Letter N Templat t
Select the letter you want to merge. b — i L
Address on envelope [form dtxenyl.doc Build/View
. . . . . Blank. Letter Form dbxlm34. doc: ul
Click Build/View to merge the letter in Microsoft Collecton Noffication a8 doc
. " . Congratulations - Graduation dtxlm1 2. doc
Word. For more information about Quick Letters, see Congratulations - Mattiage a1 dlc
« . » . . Eonglatu_latlons - MewBaby dtxlm10.doc
Qulck Letters 1n thlS Chapter. New Patient Welcome dtxlm02. doc
Fatient Information-Consent dixpaty.doc
Fieferred By Doctor dtxlm15.doc
Referred By Patient a1 6.doc
Fieferred to Dr./Specialist dtxlm35.doc
Sending Collection Email |
e n I n g o e C Mew Edit Delete | Close

From the Collections Manager, you can quickly contact
your patients through email.

To send an email message

With a guarantor selected in the Collections Manager, from the File menu, click Send Message to compose
an send an email message. For more information about this email feature, see “Sending Email Messages” in
this chapter
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Removing Accounts from the List

You can temporarily remove an account from the Collections Manager list. If no information has changed

when the list is generated again, the account will reappear on the list.

To remove a guarantor from the list

With a guarantor selected in the Collections Manager, right-click that guarantor, and then click Hide
Account. The selected account is removed from the list for the current viewing session.

Adding Office Journal Entries

After you have attempted to contact or have successfully contacted a patient, you can enter notes regarding

the attempted or successful contact as an Office Journal entry.

To add an Office Journal entry

1. With a guarantor selected in the Collections Manager, from the File menu,

click Office Journal.
The Office Journal opens.

2. Add ajournal entry as
explained in “Adding
Manual Journal Entries” in
this chapter.

3. Close the Office Journal to
return to the Collections
Manager.

Collections Manager
View Setup  Print  Help

&l melale

Guar Name Balance
Abbott, James 0.00

= 12{12}2005

...

= [§] 1211142008
il] Billing Statement

Fatient - After 01,17/2013
Frow/Staft at All Clinics - Selected

Letter =
Qperator: ENTERPRISE

DCiate: 12/12/2008
Time:

m

Mote:

MNew Patient 4
Wi'elcome -
citxlm02.doc

I 2

Dentrix Enterprise 8.0.5 User’s Guide



340 Chapter 11: Other Features

Adding Guarantor Notes

After you have contacted a guarantor, you can add notes regarding the account from the Collections Manager.

To add an account and/or billing statement note

1. With a guarantor selected in the Collections Manager, from the File menu, F¥ Collections Manager
click Guarantor Note ViewSetup Print _Help
. Al el | m |
The Guarantor Notes dialog box appears. WS——— =X
1. Account Mote
2. Type an account note and/or billing
. . Account note here - Inzert D ateline
statement note. For information about =T
. ) i
guarantor notes, see “Working with Notes [ e
HE
in the Ledger” in Chapter 7: Ledger. 4
3. Click OK. -

Eiling Statement Mote

Biling statement note fWﬂ:ount only here] - Clear

Print an Statement until. |05/17/2013
3

e’

Setting up Payment Agreements

From the Collections Manager, you can set up a payment agreement for a patient you have contacted.

To set up a payment agreement
[& Collections Manager

1. In the Collections Manager, double-click a guarantor. FilemView Setupm Printaselp
. . 11 A ] | &
If a previous payment agreement exists for the account, the Billing / &0/ mlé| & e s ¢
Payment Agreement dialog box appears; otherwise, a message appears and GustName | Balancs| 002

Abbott, James 0.00 0.no
Abbott, James § X, 0.0

asks if you want to create a payment agreement, so click Yes to open the
Billing /Payment Agreement dialog box.

Davis, Haimon 4 0.no
Davis, James F ~n.oo 00

2. Set up the payment Billing/Payment Agreement Information ==
agreement for information Biling Type: [ 2 Starderd Biling - o finarice charges
about payment agreements,
see “Creating Payment

. - - . . Last Payment
A reements” in Cha ter ’7: 0->30 | 3160 | B1->90 91-» Suspended | Balance
5 p [Z04500[ 000| 0.00[ 71020| 4986.20[ 220700 | Amount [S000.00  Date: [01/31/2012

-

3 Insurance Family - delay finance charges Guarantor Motes
4: |nsurance Family - finance charges 7

LCdgCI‘. FPayment Agreement [F4)
3 Clle OK Date: |04/16/2013  Terms
: : Interval
& Monthh Bal. for Pa: || Bal. Remaining: Amt Due:
* Monthly
® ety First Pmt Due: Mext Pt Due: Missed Pmts:| 0

" Bi-weekly Payment Amt: At Past Due: 0.00
™ Weekly Total # of Payments: l_ Fiemaining # of Pmts: Print...

I PanmerT BaNEEmern Tote
Mote Date:;| 0441642013 ﬂ Copy Agreement to Mate | Inzert D ateline
“CLEARED™ -
PMT AGREEMENT: 04/08/2002 FC: 21.000%

INTERYAL: Monthly BALAMCE FOR PA: 1000.00 FIRST DUE: 05/01/2002
PMT AMT: 100.00 BAL REMAINING: 0.00 AMT PAST DUE: 0.00

Clear Previous | | Copy Mote|  Copy All
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Printing from the Collections Manager

From the Collections Manager, you can print the following:
e Collections Manager List
*  Mailing Labels

For instructions on how to export the Collections Manager list to a spreadsheet program, such as Microsoft
Excel, see the “Analyzing collections information” topic in the Dentrix Enterprise Help.

Collections Manager List

You can print all the accounts and the information for each, including guarantor notes, being viewed in the
Collections Manager.

To print the Collections Manager List

1. In Collection Manager, from the Print menu, click Collections List. [ Collections Manager

Ad 1 b e T Help
ialog box appears. =
& PP £ |ealmle & e
2. If you want to include Guarantor Notes for each account on the Collections Manager =X5
. Balance
list, select Include Guarantor Account Notes. o0
Print Collections banager List? non
3. Click Yes. The list prints from the default printer for the Office 2
Include Guarantor Account Motes
Manager.
o=

Mailing Labels

You can print mailing labels for all guarantors being viewed in the Collections Manager.

To print mailing labels

In the Collections Manager, from the Print menu, point to Mailing Labels,
and then click the option that corresponds to the correct number of columns
to print on the sheet of labels you are using. On the confirmation message
that appears, click Yes. The labels print from the default printer for the Office
Manager.

EE Collections Manager
Help

_Blo@lélale

I Guar Mame | Balance ‘
| &bhatt, James ) 0.00
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setting up clinics 26
setting up flip tabs 28
setting up operatories 28
setting up providers 27
setting up views 25
switching views 87
time bar 82
toolbar 81
week view 83
window 80
Appointment List 93
appointment notes
adding 113
appointments
adding Family File record for new patient 56
adding notes to 113
adding to wait/will call list 101
Appointment List 93
ASAP List 94
breaking 101
deleting 108
editing 97
finding open times for 87
finding open times for manually 87
finding open times for using tool 88
finding time blocks for Perfect Day Scheduling 118
in Appointment Book 82
locating existing 98
moving 100
Open List 95
purging 240
rescheduling broken 105
scheduling 89
scheduling for new patients 91

Unscheduled List 96

appointment types

Index 343

customizing for Perfect Day Scheduling 115

ASAP List 94
automatic credit allocations

setting up 31

B

Batch Processor

deleting reports 232
previewing reports 231
printing reports 232

billing statement notes

adding 221
clearing 221

billing types
changing for accounts 177

C

chart numbering

setting up 42

claims

adding attachments 196
adding claim notes 195

attaching documents to 314
changing claim information 188

changing providers 190
creating batches of 252
creating primary 187
creating secondary 201
deleting 198

editing claim information 191

editing estimates 194

editing or deleting insurance payments 202
editing patient and subscriber information 189

editing payments 194
editing plan notes 195

editing procedure information 193
indicating benefits used and deductibles met 203
posting insurance payments 198

processing 186
reprinting 197

submitting electronically 253

updating statuses 194

clinical notes

adding 133

adding addendum 136
adding with template 134
editing 135

printing 137

signing 137

signing multiple 254

clinics
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adding 14 acquiring 305

changing information 20 adding pages 311

changing schedules for 84 attaching to claims 314

editing 14 deleting 310

setting up for Appointment Book 26 editing information of 309
collections entering information for 308

letters for 338 exporting 314

removing accounts 339 importing unfiled 307

sending emails for 338 modifying 311

setting up payment agreements 340 modifying attachments of 310
Collections Manager printing 314

opening 335 sending 314

overview 334 signing 312

resizing columns 338 signing consent forms 313

setting up views 335 viewing 303

sorting the list 338 DXOne Reporting

toolbar 337 opening 257

window 337 selecting a printer 259
components 2 setting up security for 259
continuing care toolbar 258

assigning to patients 69 window 258

setting up types 33
Continuing Care
opening 319
overview 318
printing 320
using the list 320
conversions 1
correspondence
sending to referrals 74
coverage tables
assigning 65

E

email

collections 338

sending to referrals 74
employers

assigning 57

changing information 58

joining 235

purging 236

estimates
D editing on claims 194
events
database mode deleting 110
single-user off 235 editing 109
single-user on 235 rescheduling with pin board 108
day notes scheduling 92
adding 114
default printers F
setting up 43 families
dentition adding 54

changing displayed 131

editing relations of 76
setting default 131 &

: . . Family File
direct print options blocks 52
setting up 32 family member list 52
Document Center toolbar 53
document preview area 301 window 52
document thumbnails 301 fast checkout
document tree 300 setting up 30
opening 299 using 210
printer driver 306 features 2

selecting a printer 304

toolbars 301

window 300
documents

fee schedules
changing automatically 233
setting up 34

finance charges
applying at month end 223
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posting 183

flip tabs
setting up 28
using 84

future due payment plans
creating 218
posting manual charges to 220
processing for month end 226

G

guarantor notes
adding 221
adding from Collections Manager 340

I

images
acquiring 305
making adjustments 311
insurance
assigning coverage tables 65
assigning to non-subscribers 61
assigning to subscribers 59
changing carrier information 62
clearing coverage 68
editing plan notes 195

indicating benefits used and deductibles met 203

in Ledger 186
joining plans 237
posting payments from 198
processing claims 186
purging benefits used 240
purging plans 238
working with 58
insurance claim notes
adding 195
insurance plan notes
editing from claims 195
integrations 3

J

journal entries
adding from Collections Manager 339
adding manual 333
creating daily reminders 334

L

late charges
applying at month end 225
posting 183

Ledger
account information 175
aged balances 175

future due payment plan information 176

payment agreement information 175
selecting views 176

setting up automatic credit allocation options 31
setting up checkout options 30
setting up direct print options 32
today’s charges 175
toolbar 173
transaction log 174
window 172
letter
creating appointment reminder cards 248
letters
collection letters 338
collections mailing labels for 341
creating cards for patients without appointments 250
merging 247
quick labels 316
quick letters 317
sending to referrals 74

M

medical alerts
assigning to patients 75
modules
main 2
opening 4
other 2
month end
applying finance charges 223
applying late charges 225
processing future due payment plans 226
running the update 227
mulit-codes
setting up 37

N

non-subscribers
assigning insurance to 61
notes
clinical 133
for day in Appointment Book 114
for guarantor 221
for insurance claims 195
for insurance plans 195
for procedures 132
for transactions 222
on billing statements 221
regarding appointments 113
regarding patients 70

o

Office Journal
changing views in 332
opening 330
overview 330
toolbar 331
window 331

Office Manager
Batch Processor 230
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toolbar 230 entering referrals from specialists 73

window 229 merging 76
Open List 95 scheduling appointments for new patients 91
operatories selecting 53

adding 20 sending collection emails 338

changing schedules for 86 viewing records of 54

editing 20 payment agreements

in Appointment Book 82 creating 215

setting up for Appointment Book 28 posting payments for 216

setting up from Collections Manager 340

p payments

deleting from insurance 202
editing from insurance 202
editing on claims 194
posting 179
posting batches of guarantor 211
posting batches of insurance 212
posting from insurance 198
posting to payment agreements 216
searching for 214

Perfect Day Scheduling
activating 118

passwords
assigning security rights 43
assigning user verification 48
requirements 44
setting up 43
setting up secure 47
patient alerts
creating 328
suspending 329
suspending temporarily 329

Patient Alerts 7 .
overview 328 customizing appointment types 115
Patient Chart customizing procedure codes 116

finding available time blocks 118
overview 115
setting up time blocks 117
Perio Chart
data chart 142
data entry controls 144
navigation controls 143
opening 141
tooth indicator controls 143

graphical chart 122
procedure buttons 122
procedure code category buttons 123
progress notes 123
status buttons 123
toolbar 121
window 120
patient notes

adding 70 :
editing 70 window 142
generating a report for 71 perio ex.ams .

hiding 70 changing views for 147
viewing 70 comparing 149

entering 145
viewing 146
viewing combined graphic and data chart 148
viewing graphic chart for 147
viewing quadrants 148
pin board
using to move appointments 100
using to reschedule events 108
practice defaults
setting up 39
practice definitions
customizing 38

Patient Questionnaire
overview 320
setting up 321

patients
adding 54
adding new with appointment 56
archiving 76
assigning continuing care to 69
assigning employers to 57
assigning insurance to non-subscriber 61
assigning insurance to subscribers 59
assigning medical alerts to 75

changing employer information 58 prefeI.‘ences
clearing from Patient Chart 124 settlr.lg .up 49
prescriptions

clearing insurance coverage 68
contacting from Collections Manager 338
editing family relations 76

editing information on claims 189
entering referrals from patients 72

entering for patient 325
re-printing 327

Prescriptions
setting up prescription types 324
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setting up printer defaults 325
pre-treatment estimates
creating 205
entering authorizations 206
procedure codes
customizing for Perfect Day Scheduling 116
editing 36
setting up mulit-codes 37
procedure notes
adding and editing 132
procedures
adding notes for 132
adding transaction notes 222
charting supernumerary teeth 128
charting treatment with auto-state button 127
charting treatment with category buttons 126
completing treatment-planned 207
deleting current transactions 185
deleting from Patient Chart 129
editing and deleting for treatment plans 164
editing current transactions 184
editing in Patient Chart 128
editing notes for 132
editing on claims 193
invalidating from Ledger 185
invalidating from Patient Chart 130
posting completed from treatment plan 164
posting in Ledger 178
posting treatment-planned 204
using procedure buttons 122
using procedure code category buttons 123
providers
changing for charting sessions 125
changing on claims 190
changing schedules for 85
colors in Appointment Book 82
inactivating 23
setting up for Appointment Book 27

Q

questionnaires
entering responses 323
printing 322

R

referrals
analyzing 238
entering from patients 72
entering from specialists 73
sending correspondence to 74
reports
Adjustment Summary Report 263
Aging/Credit Balance Report 262
Amortization of Payments and Finance Charges 217
Analysis Summary Report 261

Appointment Book View Report 111
Appointment Statistics Report 261
Assigned Rights Report 261

As Soon As Possible (ASAP) List 263
Audit - Appointments Report 264

Audit - Assigned Rights Report 264
Audit - Clinics Report 264

Audit - Patients Report 264

Audit - Providers and Staft Report 264
Audit - Transactions Report 264

Billing Statements 244

Birthday List 263

blank ADA claim forms 246

Caries Prevalence and Periodontal Index Report 263
Clinical Notes Report 263

Collections Manager List 341

Coupon Book for Scheduled Payments 217
creating job templates 292

Custom Practice Information Report 241
Daily Appointment List 243

Day Sheet 261

Day Sheet - Adjustments 261

Day Sheet (Charges and Receipts) 242
Day Sheet - Deposit Slip 261

Day Sheet - Receipts 261

deleting from Batch Processor 232
Dental Diagnostic Code List 241

Dental Encounters Report 261

Dental Hygienists Activity reports 284
Dentist activity reports 279

Document Center List 314

editing job templates 295

Employers and Employed Patients Report 260
Endodontic Tooth Access Report 289
Family Ledger Report 209, 242

Fee Schedule Report 260

Finance/Late Charge Report 261

Future Due Payment Plan Report 242
Initial Health History Report 264
Insurance Carrier List 260

Insurance Carrier Production Report 261
Insurance Claim Aging Report 262
Insurance Claims Not Sent Report 262
Insurance Coverage Tables Report 241
Insurance Eligibility Report 243

Medical Code List 241

New Patient List 243

OHSS Report 271

Operatory Appointment List 243

Oral Health Education Report 264
Patient and Inactive Patient List 264
Patient Health Assessment Report 260
Patient Information Accessed Report 265
Patient Ledger Report 210

Patient Notes report 71

Patient Notes Report 243

Patient Route Slips 243
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patient’s chart 139

Patient’s Ledger Report 242

patient’s progress notes and chart 139
Patient Treatment Case Report 168
Payment Agreement Report 242
Payment Summary Report 263

Perio Chart 148

Periodontal Exam Report 264

Perio Exam List 243

Practice Analysis Report 263

Practice Organization List 260
Practice Statistics Report 261

Practice Treatment Case Report 169
Pre-Estimate Aging Report 262
Pre-Estimates Not Sent Report 262
previewing from Batch Processor 231
previewing from DXOne Reporting 291
printing from Batch Processor 232
Procedure Code List 241

Procedures Not Attached To Insurance Report 262
Production Summary Report 263
Provider Accounts Receivable Totals Report 261
Provider IDs List 260

Provider Revenue Report 262

Referral Analysis Report 263

Referral Recap Report 140, 242
Referral Slip 140

Referred By Doctor/Other Report 242
Referred By Patient Report 242
Referred To Doctor Report 242
Registration Information Report 241
Route Slip 112

RVU by Provider Report 269

RVU Day Sheet 261

RVU Production Summary Report 261
RVU Schedule Report 260

RVU Utilization Report 261
scheduling from templates 293

Secondary Insurance Claims Not Created Report 262

Secondary Pre-Treatment Estimates Not Created
Report 263

Single Billing Statement 209

Standard Coverage Table Report 241

Suspended Credits Report 263

Treatment Case Report 167

Treatment Plan Approval Report 243

Treatment Plan Approval Status Report 243

Truth in Lending Disclosure Statement 217

UDS - Age/Gender Report 265

UDS - Encounter and User Statistics Report 265

UDS - Insurance Financial Class Report 265

UDS - Patient Status Report 265

Unscheduled Appointment List 243

Unscheduled Treatment Plans Report 243

Updated Dental Insurance Payment Table Report 241

Utilization Report 263

Visits by reports 266
Walkout Statement 208

rights

S

assigning to users 43

scheduling

appointments 89

appointments for new patients 91
breaking appointments 101
broken appointments 105
changing clinic schedule 84
changing operatory schedule 86
changing provider schedule 85
deleting appointments 108
deleting events 110

edting events 109

events 92

finding time blocks for Perfect Day Scheduling 118
locating existing appointments 98
moving appointments 100
Perfect Day Scheduling 115

security

assigning rights 43

assigning user verification 48

setting up for DXOne Reporting 259
setting up secure passwords 47

setup

Appointment Book 25
Appointment Book views 25

auto chart numbering 42
automatic credit allocations 31
automatic fee schedule changes 233
clinics 14

clinics for Appointment Book 26
continuing care types 33
customizing practice definitions 38
default dentition 131

default printers 43

direct print 32

Document Center 304

Document Center printer 304
document types 305

DXOne Reporting printer 259

fast checkout 30

fee schedules 34

flip tabs for Appointment Book 28
initial 1

Ledger 30

mulit-codes 37

national configuration settings 5
passwords 43

practice defaults 39

preferences 49

prescription printer defaults 325
prescription types 324
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providers for Appointment Book 27 assigning security rights to 43
Questionnaires 321 assigning verification 48
secure passwords 47
security for DXOne Reporting 259 \
views for Collections Manager 335 :
ialists views
specia . changing for perio exams 147
entering referrals from 73 haneine i
changing in Office Journal 332
staft .
) selecting for Ledger 176
adding 24 . for Appoi Book 2
ditine 24 setting up for Appointment Book 25
editing - 24 setting up for Collections Manager 335
inactivating switching between in Appointment Book 87
statements
sending with QuickBill 253
subscribers

assigning insurance to 59

editing information on claims 189
suspended credits

applying 180

T

teeth
charting treatment for supernumerary 128
time blocks
finding for Perfect Day Scheduling 118
setting up for Perfect Day Scheduling 117
transaction notes
adding 222
transactions
adding notes to 222
Treatment Planner
customizing case settings 155
opening 151
toolbar 153
Treatment Plan panel 154
window 152
treatment plans
adding consent forms 162
case setup 157
completing treatment-planned procedures 207
creating alternate cases 159
creating new cases 158
editing and deleting procedures 164
linking alternate cases 160
ordering by visit 161
posting 204
posting completed procedures 164
setting the recommended case 160
signing consent forms 163
updating fees for 165
viewing case status history 161
working with cases 156

U

Unscheduled List 96
users

Dentrix Enterprise 8.0.5 User’s Guide



	Chapter 1: Introduction and Initial Setup
	Dentrix Enterprise Overview
	Opening Dentrix Enterprise Modules
	National Configuration Settings
	Setting Up Clinics
	Setting Up Clinic Resources
	Setting Up the Appointment Book
	Setting Up the Ledger
	Setting Up Continuing Care Types
	Setting Up Fee Schedules
	Editing Procedure Codes
	Setting Up Multi-codes
	Customizing Practice Definitions
	Setting Up Practice Defaults
	Setting Up Auto Chart Numbering
	Setting Up Default Printers
	Setting Up Passwords
	Setting Up Program Preferences

	Chapter 2: Family File
	Using the Family File Window
	Selecting a Patient
	Adding Families and Patients
	Working with Employers
	Working with Insurance
	Assigning Continuing Care
	Working with Patient Notes
	Working with Referrals
	Assigning Medical Alerts
	Archiving Patients
	Editing Family Relations
	Merging Patients

	Chapter 3: Appointment Book
	Using the Appointment Book Window
	Changing a Clinic’s Schedule
	Changing a Provider’s Schedule
	Changing an Operatory’s Schedule
	Switching Between Views
	Finding Open Appointment Times
	Scheduling Appointments
	Scheduling “New Patient” Appointments
	Scheduling Events
	Managing Appointment Book Lists
	Managing Appointments
	Managing Events
	Generating Appointment Book Reports
	Working with Notes in the Appointment Book
	Using Perfect Day Scheduling

	Chapter 4: Patient Chart
	Using the Patient Chart window
	Clearing the Patient Chart
	Changing the Provider for a Charting Session
	Entering Treatment
	Editing Treatment
	Deleting Treatment
	Invalidating Procedures in History
	Changing the Displayed Dentition
	Setting the Default Dentition
	Entering and Editing Procedure Notes
	Working with Clinical Notes
	Printing from the Patient Chart

	Chapter 5: Perio Chart
	Opening the Perio Chart Window
	Using the Perio Chart Window
	Entering New Perio Exams
	Viewing Perio Exams
	Changing the Perio Exam View
	Comparing Perio Exams
	Printing Perio Chart Reports

	Chapter 6: Treatment Planner
	Opening the Treatment Planner
	Using the Treatment Planner Window
	Customizing Case Settings
	Selecting the Case Details to Display
	Working with Treatment Plan Cases
	Viewing Case Status History
	Adding Consent Forms to Cases
	Signing Consent Forms
	Editing and Deleting Procedures
	Posting Completed Procedures
	Updating Treatment Plan Fees
	Generating Treatment Planner Reports

	Chapter 7: Ledger
	Using the Ledger Window
	Selecting Ledger Views
	Changing an Account’s Billing Type
	Entering Transactions
	Editing Current Transactions
	Deleting Current Transactions
	Invalidating Transactions in History
	Processing Dental Insurance Claims
	Working with Treatment Plans
	Generating Ledger Reports
	Using Fast Checkout
	Posting Batch Guarantor Payments
	Posting Batch Insurance Payments
	Searching for Payments
	Working with Payment Agreements
	Working with Future Due Payment Plans
	Working with Notes in the Ledger
	Performing Month-end Routines

	Chapter 8: Office Manager
	Using the Office Manager Window
	Changing Fee Schedules Automatically
	Changing the Database Mode
	Maintaining Employers
	Maintaining Insurance Carriers
	Analyzing Referrals
	Purging Appointments
	Purging Dental Insurance Benefits Used
	Generating Office Manager Reports
	Generating Billing Statements
	Printing Blank ADA Claim Forms
	Creating Letters
	Creating a Batch of Primary Insurance Claims
	Submitting Electronic Claims
	Sending Statements with QuickBill
	Signing Mulitple Clincal Notes

	Chapter 9: DXOne Reporting
	Opening DXOne Reporting
	Using the DXOne Reporting Window
	Selecting a DXOne Reporting Printer
	Setting Up Report Security
	Generating DXOne Reporting Reports
	Custom Reports
	Working with Previewed Reports
	Using Report Templates

	Chapter 10: Document Center
	Opening the Document Center
	Using the Document Center Window
	Setting up the Document Center
	Acquiring Documents and Images
	Using the Document Center Printer Driver
	Importing Unfiled Documents
	Entering Document Information
	Working with Documents
	Signing Documents
	Signing Consent Forms
	Printing and Exporting Documents

	Chapter 11: Other Features
	Sending Email Messages
	Quick Labels
	Quick Letters
	Continuing Care
	Patient Questionnaire
	Prescriptions
	Patient Alerts
	Office Journal
	Collections Manager



