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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.
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*  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.

Dentrix Enterprise 8.0.5 User’s Guide



30 Chapter 1: Introduction and Initial Setup

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.
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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.
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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
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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.

Dentrix Enterprise 8.0.5 User’s Guide



Chapter 2: Family File 57

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 assig