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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

*  Setting Up Third-party Integrations e Setting Up Auto Chart Numbering
e SSetting Up Clinic Resources *  Setting Up Default Printers

e Setting Up the Appointment Book *  Setting Up Security

e Setting Up the Ledger e Setting Up Program Preferences

*  Setting Up Continuing Care Types
*  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 >  Datient Information > Dentrix
Dentrix >  Completed ADA and IHS Procedures in Patient Chart >  RPMS
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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:

* eClaims — With eClaims (sold separately), you can send electronic insurance claims. The cost of sending
claims electronically is significantly lower than the cost of sending paper claims because of the savings on
labor, materials, and postage. If your claim cannot be sent to the payor electronically, it will be printed to
paper and mailed within 24 hours. Claims sent through eClaims go directly into the insurance company’s
computer, which helps dental offices receive payment in a more timely manner.

*  QuickBill — With QuickBill (sold separately), 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.

*  AxiaMed — With the integration of Dentrix Enterprise with AxiaMed, you can process credit card
payments and refunds from within the Ledger using the AxiaMed credit card processing service and a card
reader (each sold separately).

* eEOB and the 835 import utility — eEOB and the 835 import utility (each sold separately) work
together with eClaims, to help you manage all electronic explanation of benefit statements (eEOBs) from
a central location. Combining eEOB and the 835 import utility with electronic funds transfers (EFTs),
which are available separately from some individual carriers, helps streamline the collection process even
further, so you get paid faster and easier.

* Automated insurance eligibility verification — With the automated insurance eligibility verification
feature (sold separately), a service automatically verifies patients” insurance eligibilities for their upcoming
appointments. You must set up the eligibility service to use any existing eTrans (eClaims) accounts (each
sold separately) that you may have or to use Data Services accounts (each sold separately), and you can
link each account to specific clinics. Also, you must enroll in the automated eligibility verification service,
and there is a per-verification charge to use the service.

* DPatient Portal — With Patient Portal (sold separately), you can send messages and patient records to a
patient’s online portal if you have purchased a subscription for this feature. Updox is the third-party
provider of the Patient Portal service.

*  ePrescribe — With ePrescribe (sold separately), you can send and manage electronic prescriptions online.
AllScripts is the third-party provider of the ePrescribe service.

Dentrix Enterprise 11.0.2 User’s Guide



4 Chapter 1: Introduction and Initial Setup

*  Outcome — With the Outcome feature (sold separately), you can assess possible oral health outcomes,
such as the risk of caries, for a patient based on particular diseases, conditions, and/or exposures that
pertain to the patient. Quintiles is the third-party provider of the Outcome service.

*  Meaningful Use — With the Meaningful Use feature (sold separately), you can use Dentrix Enterprise as a
certified electronic health record for Meaningful Use.

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.

[E Microsoft Word 2010 4 i° Appointment Book
(&] Microsoft Excel 2010 » SE Chart

A Adobe Acrobat 9 Pro » 2| Dentrix Enterprise 6.0 User's Guide
._,%e SQL Server Management Studio N .~ Dentrix Enterprise 6.5 User's Guide
& Dentrix Enterprise 7.0 User's Guid
B Remote Desktop Connection » "?—9‘ s iy o
e 2 & DXONE Report Manager

|zl Calculator (B Family File
[ Snagit 11 Editor > [l Ledger
0] Microsoft Outlook 2010 » & Office Manager =
l » Al Programs ) 4 Back

||5€:r':5' programs and files el | ||_1=’ ch programs and file o |

2

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).

MEEVEC o seEi 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 11.0.2 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
e Unable to Contact *  Brown

e Patient Here *  Green

*  ER/Walk In * Red

*  Special Needs *  Orange

Dentrix Enterprise 11.0.2 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 11.0.2 User’s Guide
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* 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
e 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
e Clyndamycin e Jodine

e Sulfa *  Erythromycin
* Ibuprofen e Tetracycline

*  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 11.0.2 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.

Dentrix Enterprise 11.0.2 User’s Guide

Chart Button Template @
Select Template: [IETTAVECT S ~
Assigned Codes
[ J =D | W FFITTY [D2160 [D2330
[} f{‘“ f{““ [D7140 [Do120 [Do140
] ﬁ‘“ f{‘“ [p2750 [Do150 [Do160
W E‘E E [D3310 [Do210 [Doz20
(S) |D1351 |Do274 |po272
ER fIEﬂ [p1110 [p1120 [p9i10
odl ALY [15110 [p5110 |ps120
[0l zE2zE [iso0s [D6220 [D6750
oK | Cancel |

The following codes and icons are used:

0000
0190
D1110
D1120
D0274
D0272
D7140
D0330
9990
D1206
D2140
D2391
D2940
D1330
D9110
D2930
D2750
D3310
D3220
D1351
D0220
Site Decision
Site Decision

Site Decision

1st Visit This Fiscal Year (10/1)

All Subsequent Visits

Adult Prophy

Child Prophy

4 BWX

2 BWX

Tooth Extraction, erupted/uncomplicated
Panorex

Treatment Plan Completed

Fluoride Varnish

Amalgam Restoration (use for anterior and posterior, any number of surfaces)

Comp/Resin Restoration (use for anterior/posterior, any number of surfaces)

Sedative Filling

OHI

Palliative Treatment

Stainless Steel Crown

Porcelain Fused to High Noble Crown

RCT - any area of the mouth

Pulpotomy

Sealant

Periapical X-ray, first one

The clinic can decide which code and icon to use
The clinic can decide which code and icon to use

The clinic can decide which code and icon to use
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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

*  FA Template Full Access

* RDH Template Dental Hygienist

The rights assigned to each are as follows:

y
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

il el el el el el ks
i tells
el tells
R PR R R

Appointments, Open

Appointments, Purge

S
e
<

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 bl el el el ol ol bl ol el el ol Bl el el Kl Kl Kl e

ApptBook, Copy Views to Users

KRR XK OO
>
~

=

ApptBook, Remove Prov

Auto Chart Number Setup Set up to not assign

>~
~

Batch Processor, Delete Reports

>
<

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

Al el el el el bl el ks
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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 sl el el bl el el el el el el Lol 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 sl sl bal Ead el ol Lol bal kol kol Lol Kol Kol Kol Kol Kol Kol Kol Kol Kol ol ol Kol Kol Kol Kol Kl K Bl B K Kl B 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

i il il il el ol el sl bl el Bl el el el el el el Kel el Kel Kel el Kl Kl Kel 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

Dentrix Enterprise 11.0.2 User’s Guide
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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 11.0.2 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 - American Fork Dental P
File View TRepo An

The Enterprise Setup dialog
box appears.

Enterprise Setup

 Clinic: Infarmation

Select your clinic (for example,
“MESA THC”), and then click
Edit.

The Dentist Group
1234 Dakdale Dr

American Fork, UT 84003
[801)555-9399
January

Clinic Resource Setup |

 Clinic:

The Clinic Information dialog

box appears.

MO_CLIMIC
PINEDALE

oo N

Enter the following CIiIliC The Dentist Group

Tlom Pimsnbiok e

information:

General tab

[ d

*  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.
e Title — Type the name of the clinic.

¢ Time Zone — Select the clinic’s time zone.

Clinic Information -

s} Lahel:

@

General |Sett\ngs| DptlnnaISethngsl Subscriptions | Export §

Desciriptive [D: Intemal 1D

J&F [1000018
Financial Number: Merchant ID:
Cliric TIMN Entity ID Code:
Clinic NP Clinic QI10:
Title:

IM}I Dental Corporation
Time Zone:
I[UTC-U?:DD] Mauntain Time [US & Canada)

—Address:
|1234 Fire Diive

Street

|

City 5T Zip
|Asmerican Fork. ut i

Phone Ext. Fax

*  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.

|(B01j555-1111 | |1 j555-2222
Upload Logohlmage |
N
( Cancel |
g




Settings tab

Administrative Contact — Click the search button **

select the business contact at the clinic. Only providers
who have been entered into Dentrix Enterprise and who
have a 10-digit phone number are available for selection.

to

Bank Deposit Number — To have the clinic’s bank
account number print on deposit slips, type the
appropriate number.

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

options:

Clinic Information - AF

General  Settings ]DptinnalSettingsl Suhscriptinns] Export Settings

Administrative Contact:  |MHAYES ﬂ

Bank Deposzit Number
1123456

Show/Hide/Mask S5M:
‘Use Central Clinic Option <Show Completely: ﬂ

[US Standaid =]

Fizcal year's beginning month [1-12]: |17

Biling Statements

Use Clinic: Info on Statements j

[
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Change Provider Completion O ptions

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

I¥ DOverride Provider For All Transactions
f* Per Patient
" Per Session

Show Completely — Shows the entire Social Security
Number throughout Dentrix Enterprise.

Change Fee Schedule Rounding Option
oo ]

Hide Completely — Hides the Social Security R

Number. All fields that display Social Security O

Number will be blank except in dialog boxes where

the number is entered or edited (for example, the

Patient Information dialog box).

Insurance Automated Fesolution for Over/Under Chigs

¥ Use Central Clinic Option [+

Close Claim
Mask Completely — Masks all digits of the Social ::
Security Number. r

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

o |

Cancel |

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 have 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.

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.

Use Custom Settings on Statements — To print a specified name, address, phone number, and
message on a statement that is sent to a patient of this clinic. This option is available only if a
certain global setting is enabled.

With Use Custom Settings on Statements selected, you can specify the clinic or provider name,
clinic address, clinic phone number, and statement message separately, and each clinic can have
different settings. To customize the settings for this clinic, do the following:

a. Click Custom Settings to open the Custom Settings dialog box appears.

Note: You must be logged in to the Central clinic to make changes to these settings;
otherwise, you can only view them.
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b. Set up the following options:

*  Name — Specify whether you want to use a provider’s name or a clinic’s name, and then
select the desired provider or clinic from the corresponding list.

*  Address — Select the clinic whose address you want to use.
e Phone — Select the clinic whose phone number you want to use.

*  Statement Message — Enter the message that you want to have appear at the bottom
of statements that are sent to patients of this clinic. This message will be used only if
the Use same Statement Message for all check box is clear when setting up options to
generate billing statements.

c. Click OK.

*  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.

*  DPer 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
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.
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Optional Settings tab (Central clinic only)

*  Automatic Log Off

Enable Automatic Log Off — To have users logged
off of Dentrix Enterprise after a specified length

of idle time, select this check box. Type the length
of Idle Time, in minutes, that is allowed before a
user is logged off the program. Dentrix Enterprise
is considered to be idle while there are no mouse
movements or keyboard strokes in any Dentrix
Enterprise module on the computer to which a user
is logged on except for the DXOne Report Manager,
DXPrint, and DXOne Reporting processes, which
are used for reports. However, if a report is being
run, and the user is logged off automatically, the
generation of the report is canceled.

Enable Warning Messages — To have a warning
message appear before users are logged off
automatically, select this check box. In the Display
field, type the length of time, in seconds, that you
want the warning message to appear before a user is
logged off automatically. The message will present the
options to the user to continue working in Dentrix
Enterprise without being logged off or to log off
immediately. If the message is ignored, after the
specified number of seconds, the user is logged off
automatically.

* Additional Settings

General] Settings  Optional Settings ]Subscnptlons Export Settings
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Clinic Information - CENTRAL

Automatic Log Off
™ Enable Automatic Log OFf

Idle Time: Minutes

-

. —_| seconds before
Display |15 termination

Additional Settings
3

180 Minutes between identical log records
3
™ Patient Birthdate/Age on Title Bar
[¥ Indude Appt Procedures in INS EST on Route Slip

Copy To Clinical Motes

[¥ Patient Health Assessment |~ Patient Education
¥ Prescriptions [ Medical Alerts
I Medical Alerts Review

Instant Patient Search
[¥ Enable Instant Patient Search

Appointment Book "Late Appt” Tracking
v Enable "Late Appt” Tracking

FIRM - Appt Status to Watch for

5 Minutes before patient is considered LATE

Patient Education

[ Use Spanish patient education if patient's
preferred language is Spanish

IV Use description for finding patient education

Family File Settings

¥ Require Patient Email Address

¥ Require Referral for New Patients

Reject Old Treatment Plans
¥ Enable Reject old Treatment Plans

Days before Treatment Plan

= is considered Stale Date

Insurance Section Settings

[ Required Financial Class Type

Co ]

Cancel |

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.

Patient 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.

Include Appt Procedures in INS EST on Route Slip — The state of this check box affects route

slips generated in all clinics:

e With this check box selected:

*  The Patient Information section includes patient financial information: aged balances,
estimated insurance portion, suspended credits, balance, and estimated patient portion
(Balance + Appt Amount - Ins Est). The estimated insurance portion (Ins Est) is the
insurance estimate for the procedures attached to the appointment for which the route

slip is generated.
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* 'The Account Information section includes the estimated guarantor portion (Balance
+ Appt Amount - Ins Est). The estimated insurance portion (Ins Est) includes the
insurance estimate for other family members’ completed procedures (whether or not they
are attached to a claim) and includes the insurance estimate for the procedures attached
to the appointment for which the route slip is generated.

*  With this check box clear:
* The Patient Information section does not include patient financial information.
*  The Account Information section does not include the estimated guarantor portion,
and the estimated insurance portion is the insurance estimate for the patient’s and the
other family members’ completed procedures (whether or not they are attached to a
claim).

*  Copy to Clinical Notes

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

*  Prescriptions — To have a clinical note created automatically each time a prescription is entered
for a patient, select this check box.

*  Medical Alerts Review — To copy a list of a patient’s problems, allergies, and medications to a
clinical note on the day that you mark the patient’s medical alerts as having been reviewed.

*  Patient Education — To have the details of a patient education topic be copied automatically into
a clinical note each time you record that patient education has been presented to a patient.

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

* Enable Instant Patient Search — With this check box selected, when you are searching for a patient,
after you enter the first few characters of your search criteria, Dentrix Enterprise automatically
displays matches and updates the list of matches as you type. With this check box clear, when you
are searching for a patient, after you enter your search criteria, you must click Search to view the
matches.

* 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.
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*  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:

*  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.

*  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.

* Reject Old Treatment Plans — You can have old treatment-planned procedures archived
automatically, so they do not show in the Chart or Treatment Planner. This is an organization-wide
setting (for all clinics) and is available only when you are setting up the Central clinic’s information.
To turn on this feature, select the Enable Reject old Treatment Plans check box. Then, in the Days
before Treatment Plan is considered Stale Date field, type the number of days a treatment plan case
remains valid. When a treatment plan case becomes “stale,” Dentrix Enterprise automatically rejects
it, and adds a note, stating why and when the case was rejected, to the case’s status history.

*  Required Financial Class Type — Select this check box to require that a financial class be specified
when you add or edit an insurance plan.

Subscriptions tab Clinic Information - CENTRAL =
*  Outcome — If you have purchased a subscription for General | Settings | Optianal Setings

this feature (Quintiles is the third-party provider of the Outcome

. . # Licenses: | 10
Outcome service), click Setup Outcome to enable and set setup
Llp Outcome. Outcome Expiration Date: | 01/31/2014
. .. ePrescaibe

*  ePrescribe — If you have purchased a subscription for ticences: [

this feature (AllScripts is the third-party provider of the Setup

ePrescribe Expiration Date: | 01312014

ePrescribe service), click Setup ePrescribe to enable and

set up ePrescribe. N T

*  Updox — If you have purchased a subscription for this Spdox | Expiration Date: [os1/21%
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 Meaningful Use
for this feature, click Setup Meaningful Use to enable o #licenses: [10
and set up Meaningful Use. Meaningful Use | - Expiration Date: [01/31/2014

4. Click OK.

For comprehensive information about setting up Outcome,
ePrescribe, Updox, and Meaningful Use, see the “Changing clinic
information” topic in the Dentrix Enterprise Help.

(] 8 | Cancel |
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Setting Up Third-party Integrations

You can integrate credit card processing.

To set up integrations

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

Practice Setup, and then click Integration Settings. 3 Derin OAice Wiarsger Amenicon Fotk Derka ©
e Ve Tepe—rereee Vamimarec] A

The Integration Settings dialog box appears.

2. On the Axia tab, if you have purchased a subscription for this
feature (Axia is the third-party provider

of the credit card processing service), RS
you can enable and set up credit card —
processing: Data Services [ 2 ) Sciectiiom the options onthe et
2. Ifyou have a primary database (the E——
main Dentrix Enterprise database) MIiPACS
and a secondary database (a database T —
for working in Dentrix Enterprise RxBE (340B)
offline), and want to use services to
watch for exported files so that they o Close
can be imported automatically into the — -

primary database through HL7 when
the secondary database is back online,
configure the settings on the File Exchange tab.

For comprehensive information about setting up integration with Axia, see the “Setting up Axia” topic in the
Dentrix Enterprise Help.

For comprehensive information about setting up File Exchange, see the “Setting up File Exchange” topic in
the Dentrix Enterprise Help.

For comprehensive information about setting up automated insurance eligibility verification, see the “Setting
up automated insurance eligibility verification” topic in the Dentrix Enterprise Help.

For comprehensive information about activating Patient Forms, see the “Activating Patient Forms” topic in
the Dentrix Enterprise Help.

For comprehensive information about setting up prescription data export, see the “Setting up prescription
data export” topic in the Dentrix Enterprise Help.
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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 - American Fork Dental F
An

File View Rep0

Enterprise Setup

 Clinic: Infarmation

The Dentist Group
1234 Dakdale Dr

American Fork, UT 84003

(801)555-3999
January 3 Clinic Resource Setup

g
— Clinic:
AF Advanced Women HegllLare American Fork, UT  » Mew
DRAPER The Dentist Group Diraper, UT
S The Dental Group E Edit
MNO_CLINIC |E |
PINEDALE p Finedale, = Delete
[=l=lul¥{n] e Drmiam 11T S

Cloze

*  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.

N
% Dentrix Office Mal merican Fork Dental
File View Reports Letters |Maintenance] An

BV AZB IO

02/14/2017  Family WallkOut Statement [Crosby, Brent]l
0316/2017 | Continuing Care Display List - Mailing Label
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Changing Clinic Information

You can edit a clinic’s information

To edit a clinic’s information

as needed.

Clinic Resource Setup - The Dentist Group
1. In the Clinic Resource Setup dialog box, Clinic Information Operatarie
under Clinic Information, click Edit. The Dental Group.
1234 South Maple Drive Mew
The Clinic Information Edi
dialog box appears.
g pp General | Settingsl Optiohal Settingsl Subscriptions | Expo
2. Change the clinic Desaiitive ID: Irteml ID: @m
information as needed. [oF [1oo0o1
. . Finaneial Mumber: Merchant 1D
For information about | | gel: New
ebaral
the available options, see Clnic TIN Entiy I Code: wid Edit
aco —
« H nice’ i Inactivate
Settlng Up ChnlCS n Clinic: HPI Clinic: O10:
this chapter.
Title:
3‘ Chck OK IMy Drental Corporation
Time Zone:
JIUTC-07.00) Mountain Time (US & Canada] ~|
- Addiess:
11234 Pine Drive G Kape New
Tracy
|§treet Edit
Cily T Zy Inactivate
IAmalican Fork IUT 11111
Phone Ext. Fax Electron_ic: Updox | Messenger
EN=S0| [0 5552222 Rix Admi Setup Setup
LCloze |
Upload Logohmage
3 T Fancel |

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

3. Click OK.
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Clinic: Information
The Dental Group
1234 South Maple Drive

Mesa, A7 85210
[801)555-1111

January

Administrative Contact:
Clinic 1D: MESA

Provider(z]
AMCCLLURE

P
1 55
Operatories
MESAT
MES&AZ2 e
MESA3
MES&4 E dit
Operatory Information
ID: ||
Operatory Title: 9
[ new
Caticel | Edit
Inactivate




Setting Up Providers

Chapter 1: Introduction and Initial Setup

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

Staff 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.

Dentrix Enterprise 11.0.2 User’s Guide

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

¢ Click New to add a staff member.

*  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: Infarmation Operatories
The Dental Group
1234 South Maple Drive MESAZ Mew
MESA3
Mesa, &2 85210 MES&4
[801)555-1111 1
January
Adrministrative Contact: .
Clinic 1D MESA et
Provider(z)
SWMCCLURE - McClure, Angela MNew
DHAYES - Hayes, Deborah
DROBE - Robh, David Edit
JED1 - Kirnball, Jacob A
Inactivate
Staff : OR
MSMITH - Smith, M ary Kaye New
TERICKSON - Erickson, Tracy
™ List Inactive Pas{ Staff Information @
54
Log On User ID: |TERICKSON| Edit
User Password; =
Confirm Password: [
Clinic: [MESA, >
First Ml Suffix
Mame: |Enckson |Trac:y ’_

Title: |Assistant

D: |TERICKSON
P . 33 Street
*  Clinic — Click the search button **/, and then select the @jress' [P Soutn St

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

receptionist or office manager).

City 5T Zip
|Mesa sz |ss210
Phone: |[480)352-6525 Ewt

E-Mail |

554

Electronic Rix User

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

Cancel

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

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

e 8§ # —Type the staff member’s Social Security number.

Click OK.
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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

(] L]
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 \.* Appointment Book <American Fork Der
Status Setup Appt Lists

1. In the Appointment Book, click View on the menu bar.

@

The Select View dialog box appears. B SeectView =
2. Do one of the following: E\::::;m l —
e To add a new view, click New. nht:al ] — Manage Views
e To edit a view, select it, and then click Edit. —— ﬁ
The Edit View dialog box appears. nece |
Edit View

3. Set up the following options:

ITT:
¥ View Amounts ¥ View Appointment Notes
IV View Alerts I¥ Wiew Provider Columns
Short-cut key to the view: I View Ins Eligibility

* Appt. View Name — Type a name for the view. [

. - Select Days Appointment Display Info

*  Short-cut key to view — Select the shortcut key A
. . [ Sunday Line 1: |Mame -
that you want to use to access the view. Ciic: [MESA S =l

onday . .
St R Line 2 |Appt Reason -
. . . . . Blecie rovigers
*  Clinic — Select the clinic that you want to view. M Tuesday Lne3: [Froe =]
Madify List W wWednesday } _

* Selected Providers — Click Modify List to select SHEELORE ¥ Thursday Lie4: [Provider — ~]
the providers for the view. ooces W Friday e [mou ]
[ Saturday Line B |Appt Type M

*  Selected Operatories — Click Modify List to

select the operatories fOI’ the view. Selected Operatories Marth Time View

I Line 8 |'work Phone
Modify List Start Hr: |8 X
& am € pm Line 3. [Pref. Name h

Line 7: | Staff =

*  View Options — Select any of the following:

MEGAT
. MESA2 EndHr |5
¢ View Amount — To have the scheduled T o [aml_(: o ¥ Defaul View

production amount for the day, week, or

month appear. (‘4-.' .DK | cancel

*  View Appointment Notes — To view a note symbol on any appointment with a 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.

*  View Ins Eligibility — Select to see an insurance eligibility icon on any appointment for a patient
with an insurance plan attached to his or her record.

Dentrix Enterprise 11.0.2 User’s Guide



Chapter 1: Introduction and Initial Setup

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.

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

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 <American Fork De:
The Clinic Appointment Book Setup dialog box appears.
Select a Clinic. W
. . .. Clinic Appointment Book Setu
Set up the following options for the selected clinic: - ,
Clinic:
e Default Schedule — Select the check box next to _ : :
h d f h k h l L. 11 Drefault Schedule “Default . Seftings Time Block Size
ares
each day of the week the clinic is normally open. oty [ ey | C 0™
Also, you can break each day into three time ranges. ) & 10min
. . X V¥ Manday ﬂ Scheduler| FIXED = )
To set the working hours for any day, click the day’s [righPode <] | ©
¥ Tussday ﬂ Type: |High Produc - o _
search button **/, and then enter the start and end Al
. §S Cal 30 mi
times of each range that you want for that day. Ayl e , "
- Office Oper; || /Sr=omerrrremermmmr—
. . v Thursday ﬂ / & .
*  Time Block Size — You can schedule your Office Closed: * Horizartal
. . . . IV Frid i
appointments in 5-minute, 10-minute, 7 Fidy ® Uit
15-minute, 20-minute, or 30-minute intervals. I Seuday — ¥ View Time at Right*
Select the time block size option that fits the 3 r—
scheduling needs of your practice. A
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.

29
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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.

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

\7} Appointment Book <American Fork Der
Appt Lists

1. In the Appointment Book, from the Setup menu, click Provider
Setup. @'

The Provider Setup dialog box appears.

Hote | RWU Fee: 00 | YU Goal

ini Provider Sety | |:2:%)] AF-0PO
2. Select a Clinic. > A ]
. Clinic: |MESA,
3. Select a Provider. Erovider
Tovider:
4. Click Setup. The Provider Setup dialog box appears.
5. Set up the following options for the selected provider:
¢ Default Schedule — Select the check box next to Sl e
. rovider up
each day of the week that the provider normally Set Time Blocks |
works. Also, you can break each day into three ™ osundey o | [Srafivig add |
time ranges. To set the working hours for any W Mondey > Edit
day, click the day’s search button **/, and then ¥ Tuesdsy ) Delee |
enter the start and end times of each range that oy VL]
5 Thursday >
you want for that day.
wpe? v Friday ﬂ
*  Provider Color — All appointments scheduled  Sauday
with that provider will use the designated e —
color as the background for the appointment —
information. To assign the provider a unique 6 )ox | conce
color, click the colored button, and then choose ~—rt
the desired color.
Tip: Appointment information text is displayed in black, so choose a light color for the provider’s color
that contrasts with the black text.
6. Click OK.

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

Dentrix Enterprise 11.0.2 User’s Guide



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 operatory

(%3 Appointment Book <American Fork Der

1. While viewing the operatories for a clinic in the Appointment
Book (the view does not have to be displaying all operatories), from

the Setup menu, click Operatory Setup.

The Operatory Setup dialog box appears.

2. Select the operatory for which you want to set the available time
and days.

Operatory Setup [MESAL]

Drefault 5chedule

3. Click Setup. I Sunday B
The Operatory Setup dialog box appears. |: T::da: ﬁ
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 Thursd =
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 e [

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 up a flip tab

\5 Appointment Book <American Fork Der

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

Flip Tabs Setup (23]

The Flip Tabs Setup dialog box appears. [2View Tt ontrvi
: H H TanT Tan Tab 3 Tab 4

2' Cth the Day VICW, Week VICW, or Description Drescription Drescription Description
Month View tab to set up flip tabs for the [1 Wk Fud [6 Mo Fud Han 12014 |
corresponding Appointment Book view. Test Cotor  [HI] | TestColor [HD] | TewtColor (NN TextCoor [N

3 F h H b Tupe Type Type Type

. or eac lp ta you want to create, set U,p |F|e|ative j |F|e|ative ﬂ |Absolute j |[n0t uged] ﬂ

the following options: B s Date

7 = B0 = 0/01 /2014

*  Description — Type a short description

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

to assign a color to the text description

of the flip tab.

(* Displayed Date " Dizplayed Date

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

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

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

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

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

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

4. Click OK.
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Setting Up Procedure Button
Templates

There are 24 procedure buttons in the Patient Chart that allow for quick access to recording charting needs.
You can set up templates for those procedure buttons based on specific needs and then assign those templates
to users. Also, each user can choose to use one of the templates or create a custom set of procedure buttons.
This section covers the following topics:

* Adding Procedure Button Templates

*  Assigning a Procedure Button Template to Users

Adding Procedure Button Templates

You can create a new template for the 24 procedure buttons that are available to users in the Patient Chart.

To add a procedure button template

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

The Chart Procedure Button Setup dialog box appears.

Descriplion
02/14/20017  Family ‘WalkOut Statement [Crosby, Brent]
03416/2017 | Continuing Care Display List - Mailing Label

2. Do one of the following:

e To create a new

template based on Chart Procedure Button Setup
the default button
. Chart Button Templat ~Prei
set, click New. BLelasfie reven
Assistant -
; Assigred Codes
e To create a new Dentist =
Hygienist M B |7 oz [2160 2330
template based T Cooriner M e p7e [ooi20 [ooia0
on an existing 9 B l[g=|{f= P20 o0 [ooten
template, select the v & [b310 [buzio [boz20
template, and then SIERE m Fag 72z
click C0py. &iﬁ_ﬂ |p1110 |p1120 |Dsi10
The New Chart Button nw | Est | peee | ol | r‘gm A T .
Template (or Copy New Chart Button Template
Chal‘t Button Set Template for User |
Template) dialog box )
Template Name: || 3
appears. I Set Selected Template for All Users
. —
Note: For each button R 6 ¢l f;;i:’d C"dﬁlnm
in the table on the left, the corresponding code appears in el |5 pom— oo
the table on the right. f'“ f'“ o s oo
3. In the Template Name field, type a name for the g )z |Pee oo o
tem pla te L |D1351 |D0274 |D0272
,ﬁ,lcﬁﬁﬂ |p1110 |p1120 |Dsiio
4. For each button that you want to customize, do the ARV (BT PE0 o5z
following; [§leaez|me— pea om0
a. Click the button, such as .
5 oK Cancel |
The Edit Procedure Button Setup dialog box

appears.
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Edit Procedure Button Setup @
Select Code Select Tooltip Text
{+ Procedure: (% |se Procedure Description
=
p2140 J " Use Custom Text

" Dental Diagnostic:

’7 |.i‘\malgam-1 surf. prim./perm

Select Button Face

&% |se Image " Use Code Text

B . Font: | J

oKk | cancel |

b. Under Select Code, select one of the following options:

*  Procedure — To assign a procedure code to the button. Then, either type the desired procedure
code (ADA, administrative, condition, or product code) or multi-code, or click the search button

** | to select the desired code.

*  Dental Diagnostic — To assign a dental diagnostic code to the button. Then, either type the

B

desired dental diagnostic code, or click the search button to select the desired code.

Notes:

*  Dentrix Enterprise uses a smart-code feature. When you are charting a procedure code,
depending on the surfaces or roots selected, the procedure will be updated when it is posted.
For example, if you chart a one-surface amalgam (D2140) but select three surfaces, Dentrix
Enterprise will automatically post the three-surface amalgam (D2160).

*  With the smart-code feature, Dentrix Enterprise not only updates procedure codes based on
surfaces and roots when posting resins and amalgams but also updates them by tooth number.
For example, if you use a one-surface anterior resin procedure button when posting a three-
surface resin to tooth 28, Dentrix Enterprise will update and post the procedure to reflect three
surfaces and the posterior tooth.

*  Because of the smart-code feature, you do not need to assign multiple variations of the same
code, such as for amalgams or root canals, to your procedure buttons.
c. Ifyou position your pointer over a procedure button, a tooltip will appear with identifying text for
that button. Under Select Tooltip Text, select one of the following options:

*  Use Procedure Description — To use the procedure or diagnostic code’s description in the
tooltip.

=TI

P — = m— T ]
A &malgarn-1 swrf. prim/perm p

'

*  Use Custom Text — To use custom text in the tooltip. Then, type the desired description in the
field provided.
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d. Under Select Button Face, select one of the following options:

*  Use Image — To use a pre-defined graphic to identify the button. Then, from the button menu,
click one of the 65 charting symbols that represent procedure codes.

)
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*  Use Code Text — To use the procedure or diagnostic code to identify the button. Then, select the
desired Font.

Tip: For best results, use a 6-point Arial font.

e. Click OK.
5. In the New Chart Button Template (or Copy Chart Button Template) dialog box, click OK.

Assigning a Procedure Button Template to
Users

You can assign any procedure button template as the default for all users or specific users.

To assign a procedure button template to users

1. In the Office Manager, from the Maintenance menu, point to
Practice Setup, and then click Chart Procedure Button Setup. £ Dentix Office Manager - American Fork Dental

The Chart Procedure Button Setup dialog box appears.

Select a template.

Do one of the following: 03/16/2017 | Cantin nn Care Display List - Mating Label
*  To assign the template to all users, select the Chart Procedure Button Setup
Set Selected Template for All Users check box '
(or the [Template Name] is set as the default c[';::t,i‘"[',':{;:f T~ i
template for all users check box, if a template is 2
already assigned to all users). Ignore the following iy

Tx Coordinator
S tep S.

Important: With a template assigned as the
default for all users, users cannot use a different
button set or create their own custom button sets.

New | Edit | Qele!el Copy |

*  To assign the template to specific users as their

CDEEJ@%@E
default procedure button set, click Set Template Set Template for User —3
for User. This button is not available if a template

has been assigned to all users. ™ Set Selected Template for Al uSerS\@

Note: Users can customize the procedure button
set for the template from the Patient Chart. The original template will not be affected. Users can also
create their own custom procedure button sets.
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The Set Chart Template “[Template Name]” to Users dialog box appears.

4. Filter the list of users as needed:

o Set Chart Template "Assistant” to Users =n =R
*  To view users with rights in a specific clinic, 4 — —
L. . . Current Clinic: |AF hd Groups: | <All Gi > -
select that clinic from the Current Clinic ') | | <Al Growes
. ) 1 . .. User ID Last, First N Clini G -
list. To view users with rights in any clinic, ﬂggm Goia:s;b::e ﬁF'"'c oup
SCICCt <All Clinics> from the Cul'l'ent DESMITH Smith, Dennis AF
Clinic list. EDNA Mies, Edna AF
. . MHAYES Hayes, Marie ’ \ [
* To view users that belong to a specific user snorA gicamel s L D
group, select that group from the Groups SANDY | {iTreeman, Sandy / TAF
list. To view users that belong to any user TO1 Thomas. David/” | #F -
group, SClCCt <All Gl'()llps> ﬁ'Ol’l’l the Add to Selected Users l{ Remove from Selected Users T
GI'OUPS hSt' User ID | Last, First Name | Clinic | Group
5. Select the desired users, and then click Add to
Selected Users.
The selected users are moved to the Selected
Users list (the lower list).
n clected Users | Remowe clects ers T
| | Copy Cancel |
User D /| Last, First Name Clinic Group y
AGORM Goman, Albert AF
DESMITH Smith, Denris AF
MHAYES Hayes, Marie AF

4

@\m =Ny

6. Click Copy.
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Setting Up the Ledger

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

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

e Setting Up Direct Print Options

Setting Up Checkout Options

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

To customize the Fast Checkout button

1. In the Ledger, from the File menu, click Set T Do Loaan . ooty Bvn A e 370 TV OESNT e rerooondl
Checkout Options_ ptions View Transaction [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.

*  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

| surface | Tooth | Check# | Code

1% Dentrix Ledger - (Croshy, Brent) [AF] [UTC -07:00 [MST]] [DESMITH] [CRO004C] [!

Options View Transaction Insurance Print Month End Help

[l Z[@ 3 6] [w] =]

Iﬂ? 312003 Brent Croch Adiyct

Set Automatic Credit Allocation Options

Automatic Suspended Credit Allocation Options
" Autornatically Allocate Suspended Credits when Applicable
* Do Mat Automatically Allocate Suspended Credits

Automatic Insurance Payment Adjustment O ptions

Credit Adjustrent Options
-Credit Adjustment Type:

B

|-Pr0fessional Discount

Autornatically Allocate:
@+ Usze Automatic Suspended Credit Allocation Options

" Flag Adjustment "'Do naot autornatically allocate”

+Charge Adjustment Type
|+D ehit Adjustment

=

I Itemize Automatic Adjustments for Biling Statements

Adjustment Type for Megative Payments
[v Enable dutomatic Adjustments for Insurance Payments

™ Auto-post Refund adjustments to replace negative payments

B

+Charge Adjustment Type
|+D ebit Adjustment

Electronic EOB Options
Default Provider for Mon-ltemized eE OB Charges:
|F'atient's Provl j

™ Calculate adjustments from eE DB with:
Billed Amt - eEOB Adj Amt - Ledger Amt = Adjustment Amt

-Credit Adjustment Type
2|

| arite-D ff

+Charge Adjustment Type

®

|+D ehit Adjustment ﬂ
™ Copy Electronic EQBs to Document Certer
‘ 3 ) (] 8 | Cancel |

Dentrix Enterprise 11.0.2 User’s Guide

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.
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*  Adjustment Type for Negative Payments

*  Enable Automatic Adjustments for Insurance Payments — To allow negative insurance
payments to be posted for claims, select this option.

*  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

*+  -Credit Adjustment Type — Click the search button *” | to select the default adjustment type to
use for credit adjustments in the Batch Insurance Payment Entry dialog box.

*  +Charge Adjustment Type — Click the search button ** | to select the default adjustment type
to use for charge adjustments in the Batch Insurance Payment Entry dialog 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

Pl'int OPtiOnS ptions View Transaction Insurance Print MonthEnd Help
ERP: EAEZ

1. In the Ledger, from the File menu, click Direct @ P R T L R L S T o

The Direct Print Options dialog box appears.

Name | surface | Tooth | Checkz Des
03/31/2003 Brent Crosby Adjust... * Initiz
2. For each report, select whether you want the L i
report to gO directly to your printer or to be sent Inzurance Claims Family Ledgers : ESE_-
to the Batch Processor. © Batch " Bateh
o+ Print * Prirt
Tip: If your ofﬁf:e will be senc.lmg claims . Bilng Statements @alkouts
electronically, click Batch for insurance claims, so all £ Batch £ Batch
insurance claims generated during the day will be sent to @ Print & Piint
the Batch Processor and can be transmitted simultaneously
at the end of the day. 3 ) ) oK Carcel |
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 & Dentrix Office Manager - American Fork Dental F
Practice Setup > Continuing Care, and then click Continuing File View Rep [Memtenence ] &

Care Setup.

The Continuing Care Setup dialog box

Continuing Care Setup @
appears.
Type D escription Interval | Prov. | Time |  Status
1 . PROPHY - cleaning and s-ravs 5 BM
2. Do one Of the fOHOWIHg' “Lab- &spen Azpen Dental Lab ] Prove =]
. . . “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 Prave B
. . . . BITEWINGS it 17 +1] Provl
*  Select an existing continuing care type, CALL AMALG 1D | Provi
. . . CALL CROWN 2w +1| Provl
and then click Edit to edit that type. CALLRC 2t 41| Prov1
Ft3 5 Prave
. . . ORTHO 1M +1 Provd
The New Continuing Care Type or Edit PANTREX 37 41| Provi
. . . FERIO At +1( Provl
Continuing Care Type dialog box appears. Prt Progp W | Provi
3. Set up the following options: -
e Type - Type an abbreviated name for New.. Delste Close
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

i i i ; Mew Continuing Care T
special attention to spelling, punctuation, and so T ==
fOfth Type: Description:
' || |
e Interval — The interval indicates how often It St
the patient should be recalled for treatment or | Nore] ]

follow-up. Specify the number of days, weeks, Intervat
months, or years for the interval. Select +1 Day 6= [Morins <] ¥ +10a

to prevent insurance billing problems if the Provider. @

. . . - ~
carrier has strict interval requirements. e Prov2
*  Provider — If you want the provider of lEEfa“" At Tie:
H H . Time?
continuing care appointments to be the _settine.. |
patient’s primary provider by default, click Display Color 4

Sample Text Color Set Colar...

Cancel

Provl. If you want the provider of continuing
care appointments to be the patient’s assigned

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

4. 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
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.
Tip: To search for a fee schedule, begin typing the name of a
fee schedule in the Find Fee Schedule field. Continue typing
as needed to narrow down the list.

2. Do one of the following:

*  Add - To add a fee schedule, click New. Proceed to step
3.
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& Dentrix Office Manager - American Fork Dental P
File View Repe n An

Fee Scheduly

Find Fee Schedule:

# | Name

OR New. ..
. View/Edit. . .

2 Delete '

*  Edit - To edit a fee schedule, select that fee schedule, and then click Edit. Skip step 3.

The New Fee Schedule dialog box appears.
3. Set up the following options:
*  Fee Schedule Name — The name of the fee schedule.
¢ New Fee Schedule Options — Select one of the following
options:

*  Start with Blank Fee Schedule — To begin with a fee
schedule with zeros for all the amounts.

*  Copy From Fee Schedule — To use an existing fee
schedule as the basis or as-is for this new fee schedule.
Select the desired fee schedule from the list.

Note: You can change any of the amounts as needed later on.

Mew Fee Schedule

sl

—New Fee

Fee Schedule Name: I
hedule Options: 3

% Start with Blank Fee Schedule

" Copy From Fee Schedule: lﬁ
" Import From File: I— Browse |
New Fee Schedule Pesition: —————————
% Use Fee Schedule: I‘ICE—

(" Select Fee Schedule Position: | <]

" Define New Number: l—

@'QK | Cancel |

* 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.

e To attach the fee schedule to one or more
clinics, next to Attach To, select All Clinics
or Filter Clinics (and then click the search
button **/to select the desired clinics). To
not attach the fee schedule to a clinic, select
Unassigned. With the fee schedule attached
to a clinic, everywhere in Dentrix Enterprise
that you can select a fee schedule (such as a
patient’s dental insurance plan in the Family
File), you can filter the list of fee schedules by
clinic.

View/Edit Fee Schedule

EX=

Fee Schedule Name: ’Test— 5
Attach To: € All Clinics * Unassigned iltegfCTINE >

Find Procedure Code: ’7

EP:r:dc:dure !l:—:t#mm -T—:;#mm Difference R

BEFORE AFTER

(o000 0.00 -00 0.00 Copy From »
04342 240.00 0.00 0.00

1010 0.00 50.00 50.00

11100 0.00 87.00 27.00 e
111 0.00 300.00 300.00

12000 0.00 25000 250.00 Export...
1205 0.00 56.00 56.00 Clipboard »
1210 0.00 87.00 27.00

1212 0.00 92.00 92.00

0.00 124 .00 12400

mmm

275.00 000 | ~

Close L

U save |

*  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.

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

ﬁ Dentrix Office Manager - American Fork Dental F

[

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

File View Rep

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

PULLEM

1
2.
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 5> il
Te.
Procedure Time 13
Code § 5 Urits] > |
18
Procedure Category| Preventive = L
appaintrent Type: [ Low Production =] [ Ewpenses
Lab Materials
Treatment Avea:| Mouth ~| Flags [
Paint Type"[NDne] j I Flag tar Medical Cross Coding

Educational Yideao

Nest Cods |

Edlt Note New Code |

™ Do MotBill to Dental Insurance
[ Da Mot Send Over HL?

™ Require Start/Completion Dates
™ Implantable Device

™ Eclaims: Require Attachment

Save Close

)

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.

ﬁ Dentrix Office Manager - American Fork Dental F
An

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:

To customize a practice definition

1.

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.

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

The Practice Definitions dialog box appears.

ﬁ Dentrix Office Manager - American Fork Dental P
R : An

File View Repo

02/14/2017  Family "WalkOut Statement [Crosby, Brent]
03M16/2017 | Continuing Care Display List - Mailing Label

SCICCt 4 Practice Definitions @
Deﬁnltlon Type [nd Diefinition Text
to add or edit Ilergen I_ IProfessionaI Dizzount
11 Allergies
deﬁnltlons fOI' Allergy Reaction Add
Alternate Procedure Code Mames : £ :
that type' Appointment Check, List 2 La 1 L ECoun
Appaintment Break Fleasons 31 '%e‘gl_ttigl_usimentt Change
Apnointment B - +Debit Adjustmen
plfilbRchenh L 5 +Patient Refund
DO one Of the AEEolntment Status =2 !
fOHOWin . Approval Status 3 B: write-0ff
g' Appointment Types
Biling Types
¢ Toaddanew Blood Type
Claim Faormnat
deﬁnition Claim Resubmit Reason
’ Continuing Care Status
Custorn Motes m
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.
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In the Office Manager, from the Maintenance menu, point to
Practice Setup, and then click Practice Defaults.

ﬁ Dentrix Office Manager - American Fork Dental F
An

X

The Practice Defaults dialog box appears.

Description
02/14/2017 . Family "alkOut Statement [Croshy, Brent])
03M16/2017 | Continuing Care Display List - Mailing Label

Set up the following defaults:
General tab

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

Practice Defaults IEI

I General | Clairn Providers] eClaims Overide ]( 2

| 2|

Default Provider:  |[DESMITH ﬂ |Smith. Dernis E

| |

Default Copy Patient Information

fl'OIIl thC APPOIHtment BOOk (b}’ Cthlng Copy Patient Clinic: |AF ﬂ |American Fork Dental Practic
the Patient Chart module button or by Copy Paliert Provider: [DSMITH | [Gmith, Demmis
Clicking Chart fI'OITl the File menu) Wlth Character ta be Appended To Chartf: ’_
an appointment selected. If an appointment S ——
is not selected in the Appointment Book @ Palients Proyl ¥ Provider from Selected Appaintment
when the Patient Chart is opened, the " Specfic Providsr | =
default PathIlt Chart PfOVldef Wlll bC thC Cefault Biling Type: Default Biling Statement
1 ’ 1 1 01 - Standard Billing - finar harges - Full Form/D ownload -

SCICCth patlents Pl'OVldCI' 1 or thC p['OVldCI' 02 - Standard Billing - no finance charges m Full Sheet m

H 03 - Insurance Family - delay finance charges 11%E Mailer- 8096 =
YOU SpeCIfY’ regardless Of Whether or not 04 - Insurance Family - finance charges 9.5x6 Mailer-8095
the PI'OVidCl' from Selected Appointment 05 - Pavment Plan - finance charaes T IShort Form - 9164 i
check box is selected. Insuranc Eligibiity

Eligibility Check Date valid for |30 dayz.
° o11: _ I Th

Default Billing Type — The billing type ianature on Fil Defadts
SCICCth Wlll bC the bllhng type glven to Dental: I” Releasze of Information [ Assignment of Benefits
each new head—of-house. Medical [~ Release of Information [~ Assignment of Benefits

*  Default Billing Statement — The billing
statement selected will be the form used ( 3 ) o | cwen |

when printing billing statements.

* Signature on File Defaults — You can
specify the default status of the Release of Information and Assignment of Benefits check boxes
when attaching dental insurance plans to patients and attaching medical insurance plans to patients.

Note: Changing these settings does not affect insurance plans that have already been assigned to
patients.




Claim Providers tab — You can set up the
default insurance claim providers for each
clinic. Each clinic can have its own defaults.
Also, Dentrix Enterprise can handle exceptions
for various insurance plans as needed, so you
don’t have to change the defaults each time you
want to create claims for certain insurance
carriers.

You set up templates to handle the default
providers for claims. Each clinic can have a
“main” template and any number of “exception”
templates (which may vary based on the
insurance plan). The Central clinic’s defaults

are used for all clinics that do not have a main
template.

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

Select a Clinic.

b. Click Add.

c.  Set up the following options as needed:
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Practice Defaults

General Claim Providers | eClaims Override

Clinic: [CENTRAL

Claim Prowider Templates:

*M ain Template
Template for Aetna
Template for Delta

* Selected Active Template

=

Select Template

Add
Edit
Delete

Copy

Freferences...

0

=
[yl
i
=1
o
o

* 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.

*  Patient’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, select 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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. . L. Practice Defaults \EI
eClaims Override tab — For each clinic, do the _ .
. General] Claim Providers  &Claims Override |
following:
a. Select a Clinic. Cinic: [CENTRAL 2]
. . R Mame and Dz
b. Set up the fOHOWIng OpthnS fOr the ChnlC: {* Claim Biling Prav " Claim Rendening Prov " Claim Pay-To-Pray
: . £ Specitic Pravid
* Name and IDs — Specify the provider pesic Froider| =]
. [ Mame touse for Provider|
whose name and provider IDs you want to
use for the billing provider’s name and IDs Address and Phone
. . . {* Claim Biling Prav " Claim Rendering Prow " Claim Pay-To-Prov
on claims submitted electronically. e
" Rendering Clinic
*  Address and Phone — Specify the provider © Speciic Provider |
whose address and phone number you want
to use for the billing provider’s address
and phone number on claims submitted
electronically:
3. Click OK to save the changes. _Pferces. | _Cored |

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).

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

Select Auto Chart Mumbering

" Numeric
&+ alpha / Mumeric
" Maone

Select Minimum Length

6 Characters hd

4 Cancel

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

Printer.

The DXONE Printer Selection dialog box appears.

2. Under Select Printer Area, select the area of Dentrix
Enterprise to which you want to assign a default printer:

*  Office Manager Printer — To print reports from the

Office Manager module.

e Chart Printer — To print from the Patient Chart module.
e Label Printer — To print labels.

*  Document Center Printer — To print documents from
the Document Center module.

*  Prescriptions — To print prescriptions from the

Prescriptions module.

*  Perio Printer — To print periodontal examinations from

the Perio module.

& Dentrix Office Manager - American Fork Dental F
View Reports Letters Maintenance  An

sl A28 e LN
I

b Date | Description
(&5 DXONE Printer Selection

Select Office Manager Printer:

<Default Printer:

Microzoft ¥PS Document Wwriter
Fax

2nd Floor Copier

Send To OneMate 2010
novaPDF

Adobe POF

Snagit 11 i

| »

m

Select Printer &rea:
f» QOffice Manager Printer ™ Prescriptions Printer

(" Chart Printer " Perio Printer
" Label Printer " Presenter Printer 2
" Document Center Printer

Cancel | |

*  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.
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Setting Up Security

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.

You can create user groups to group users by role or some other method that suits your needs. Having users in
groups allows you to manage security rights for all users in a given group at the same time instead of having to
manage rights per user.

The enhanced security rights feature of Dentrix Enterprise provides you with the flexibility to implement and
manage security rights to suit your preferences. You can choose whether to use user groups or not use them.
You can choose whether to assign all or only some users to groups. You can assign a user to multiple groups.
Also, on a user-by-user basis, you can customize a user’s rights whether or not those rights have been assigned
to that user by a group.

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  DPassword Requirements

e Database Encryption

* Adding User Groups

*  Assigning Users to Groups

*  Customizing Security Rights

*  Copying Security Rights

*  Setting Up Secure Passwords

*  Assigning User Verification to Tasks

Password Requirements

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

*  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.
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Database Encryption

Employ at least 128-bit encryption to protect data at rest in the EDR SQL database. Bit Locker encryption
that is implemented at the operating system level does not suffice for this control.

Employ encryption to protect the confidentiality and integrity and availability of data during transit. Though
EDR and RPMS servers are usually collocated, information is still vulnerable from attackers seeking to hijack
information in transit. Encryption is required because EDR and RPMS are both High systems. DIS-SOP-06-
11a:8.3 recommends a FIPS 140-2 certified encryption solution when transmitting and receiving PHI.

Encrypting Data at Rest

Enabling transparent data encryption (TDE) protects data at rest. Backup files are also protected. Refer to
https://msdn.microsoft.com/en-us/library/bb934049(v=sql.110).aspx.

Notes:

*  TDE requires decryption after data is retrieved from the disk, which will slow down the server. Data in
memory is not encrypted.

*  To restore the database from a backup, the certificate protecting the database encryption key must also be

available, so you must maintain backups of the server certificates to prevent data loss.

For information about creating and using SQL server certificates and asymmetric keys, refer to hteps://msdn.
microsoft.com/en-us/library/bb895327(v=sql.110).aspx.

Encrypting Data During Transit

Protect data during transit by doing the following:

*  Enabling Secure Sockets Layer (SSL) protects data during transit. Refer to https://technet.microsoft.com/
en-us/library/ms189067(v=sql.110).aspx. SSL requires some configuration changes on the SQL server.

*  Using Internet Protocol Security (IPSec). Refer to https://en.wikipedia.org/wiki/IPsec. IPSec does not

require any configuration changes on the SQL server.
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Adding User Groups

You can create user groups as needed to group users by role or some other method.

To add a user group

1. In the Office Manager, from the Maintenance menu point to &% Dentrix Office Manager - American Fork Dental F
te An

Practice Setup > Security Setup, and then click Security Rights
Setup.

The Security Rights Setup dialog box appears. ——
ty g P g pp .SECIJII‘I}I' glghis 021472017 Famiv"\-f"alkﬂutStatemer [Crosby, Brent .
2. Chck the Gl'ouPS tab, sers roups 0341672017 | Continuing Care Display List - Mailing Labels
s roups:
Under User Groups, click New. Biling Coordnators
The New Group Setup dialog box appears. gi":a'
QCTors
4. Set up the following options: Frort Desk
. . Full Access
*  Group Name — Type a name to identify the
group.
. . Mew Edit Delete Copy
*  Rights — Select the check boxes of the rights ( 3 ) | | | |
(categories and/or individual rights) that users New Group Setup
in this security group should have by default.
Group Name: I
5. Click OK.

—Select Security Options Rights
=[] Administration

I:‘ Appointments

[] Certral Clinic Orly

[] Continuing Care
Family File

Chart

Treatment Plans
Completed Procedures
Insurance

Ledger

Billing and Collections
Letters
Office Joumal

Refemrals
Prescriptions/Immunizations
Questionnaire

Office Manager
Practice/Clinic Setup
Document Certer
Emergency Access

Collapse List

Select All

i

Remove All

5 oK Close Apph,
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Assigning Users to Groups

After you have created the necessary user groups, you can assign users to those groups as needed. A user can be
assigned to multiple groups.

To assign users to a group ['Security Rights Setup

1. On the Groups tab of the Security Rights Users  Groups |
User Groups:

Setup dialog box, under Assigned Users, with a

group sselected, click Add.

Clinical
The Assign Groups to Users dialog box appears. Doctors
Frort Desk
2. Set up the following options: Full Access
*  Groups — To select the groups that you
want to add users to, click Add. New Delete [ Copy |
*  Users — To select the users that you want to Assigned Users
add to the selected groups, click Add. @ By Clinic € By User
Clinics

*  Clinics — To select the clinics that you want

the selected user groups to have rights in, _El

ALPINE
click Add. BILLING
. CENTRAI j
3. Click the Add to Queue button ﬂ Users
Click Process Queue.
ROSAB
Click Close.
@Md_‘ Remove |
Assign Groups to Users
Clear All |
Groups Queus
Step 1) User | Group | Clinic
‘What group(s)
do you want to
add users to?
T Clear |
Users 2

D | Last | At | Clinic

ep

t user(s) do
uwant to
assign to the
groups above?

] o |
/

Clinics

Step 3)
‘What clinic(s) do
you want the users
above to have the
assigned groups
for?

Add 4 Remove | Clear

Clear |

@t (5)
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Customizing Security Rights

You can customize a user’s rights whether or not those rights were assigned to that user due to that user being

part of a group.

To customize a user’s rights
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1. On the Users tab of the Security Rights Setup dialog box, under Select User, select a user.

Security Rights Setup

Preview

| Def Clinic
CENTRAL

| P/S

[X] Administration
| Appoirtments

Doctors
Full Access

Clinics

ALPINE

BILLING

CFENTRAI

Add | Remove |

-]

Edit Rights )| Central Clinic Only
EDNA {¥raheta Edna AF s g 2| Coniiing Care
ENTERPRISE CENTRAL [X] Family File
ERICA Byers Erica HIGHLAND |5 — | % ‘;’;:;mem _
FRO3 Lara Leslie ALPINE S : [X] Completed Procedures
FRNA Hrlmes Rhonda Al FINF s = MI Insurance
Iz‘ Ledger
Clinic selected: |CENTRAL 2 List Inactive Change Password | [X] Biling and Collactions
Iz‘ Letters
— Assigned Groups % Office Joumal
- Referals
€ By Clinic By Group |I| Prescriptions,/Immunizations
Groups Iz‘ Questionnaire

|I| (Office Manager

Iz‘ Practice./Clinic Setup
|I| Document Center
Iz‘ Emergency Access

Copy Rights From Other User |

Copy Rights To Other Clinics |

Copy Rights To Other Users |

Copy Rights To Group |

2. From the Clinic selected list, select the clinic that you want to customize rights for.
3. Under Preview, click Edit Rights.
The Edit User Rights dialog box appears.

Edit User Rights - DSMITH

Select Clinic: |CENTRAL

—Select Security Options Rights

@-[X] Administration
|I| Appointments
[X] Certral Clinic Only
[X] Continuing Care

Expand List

Collapse List

Select All

i

Remove All

|I| Emergency Access

Close Lpply
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4. Change the assigned rights as needed by selecting and/or clearing the desired check boxes:

* If the check box of a category has a black X, the rights in that category are assigned by a security
group. All the check boxes of the rights in that category have gray backgrounds.

Select Security Options Rights
[E-[X] Administration

I Password Administration

[ Clinic Admin

7] Reset Locked User

If you clear all the check boxes in a category, the check boxes of the rights in that category will still
have gray backgrounds, and if you then select a check box, the background stays gray.

Select Security Options Rights Select Security Options Rights
Administration

[ Password Administration f| Password Administration
v ¥ Clinic Admin

7] Reset Locked User ¥ Reset Locked User

* If the check box of a category has a gray X, the rights in that category are assigned by a security
group. The check boxes of only the rights in that category that are assigned to the user have gray
backgrounds. The check boxes of unassigned rights are clear.

Select Security Options Rights
E-{1] Administration

I Password Administration
[ Clinic: Admin

[] Reset Locked User

* If the check box of a category has a black check mark, the rights in that category are not assigned by a
security group. All the check boxes of the rights in that category are selected.

Select Security Options Rights
Password Administration
Clinic Admin

Reset Locked User

* If the check box of a category has a gray check mark, the rights in that category are not assigned by
a group. The check boxes of only the rights in that category that are assigned to the user are selected.
The check boxes of unassigned rights are clear.

Select Security Options Rights
Administration
[] Password Administration

[«

[] Reset Locked User

If you clear all the check boxes in a category, the category check box will be cleared automatically.

Select Security Options Rights
B[] Administration

[] Password Administration

[] Cliic Admin

[] Reset Locked User

5. Click OK.

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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Copying Security Rights

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

Preview
Edit Rights |

Expand List |
Collapse List |

[X] Administration

Iz‘ Appointments

[X] Central Clinic Only

Iz‘ Continuing Care

[X] Family File

[X] Chart

Iz‘ Treatmertt Flans

Iz‘ Completed Procedures

Iz‘ Insurance

Iz‘ Ledger

Iz‘ Billing and Collections

Iz‘ Letters

|z| Office Joumnal

Iz‘ Referals

|z| Prescriptions./Immunizations

Iz‘ Questionnaire

|z| Cffice Manager

Iz‘ Practice./Clinic Setup

|I| Document Center
Emergency Access

To copy security rights
1. From the Security Rights Setup dialog box, select a user.
Security Rights Setup
Groups I
Select User
D /| Last | First | Def Clinic | P/ |~
DSMITH Smith 0 CENTRAL
EDNA {i}raheta Edna AF 5 |
ENTERFPRISE CENTRAL
ERICA Byers Erica HIGHLAND 5
FRO3 Lara Leslie ALPINE 5
FRNR Halmes Rhanda Al PINF s d
Clinic selected: |CENTRAL List Inactive Change Password |
—Assi i Groups
" By Clinic £ By Group
Groups
Doct
Full Access
Clinics
ALPINE g
BILLING
CENTRAI =
Add | Remave |

Copy Rights From Other User

Copy Rights To Other Clinics

Copy Rights To Other Users

Copy Rights To Group

From the Clinic selected list, select a clinic.

Note: To show active and inactive users or show only active users in the Select User list, select or clear the

List Inactive check box.
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3. Do any of the following:

*  Copy Rights From Other User — To copy rights from a specified user to the selected user, do the
following:

a.

Click Copy Rights From Other User.

The Security Rights - Copy Rights From
Other Users dialog box appears.

Under Rights to Copy specify if you want
to copy Individual Rights (rights assigned
to a user individually), Group Rights
(rights assigned to a user due to being part
of a group), or Individual and Group
Rights.

Under User to be Copied From, select the
user from whom you want to copy rights.

To prevent disabling the rights that the
user who the Rights will be copied to has
enabled for the Current Clinic, select the
Do Not Overwrite Existing Rights check

box.

Do one of the following:

Security Rights - Copy Rights From Other User

==

Rights will be copied to: [Smith, Dennis

Current Clinic: [CENTRAL

Rights to Copy
" Individual Rights (" Group Rights

User to be Copied From:
User ID User Name ot

EDNA {iHraheta, Edna i
ENTERPRISE
ERICA
FRO3

Byers, Erica
Lara, Leslie -

@+ Individual and Group Rights

™ Do Mot Overwrite Existing Rights

Copy from Clinic: CENTRAL |

Copy from ALL selected Clinics |

Close |

Clinics available for selection:

Clinics selected to copy rights from:

AF =
ALPINE

BILLING

CENTRAL

HIGHLAND

HILL1 -

=

B

e From the Clinics available for selection list, select the clinics that you want to copy rights
from, and then click the right arrow button to move them to the Clinics selected to copy
rights from list box. Then, click Copy from ALL selected clinics.

*  To copy rights from the Current Clinic only, click Copy from Clinic: [Current Clinic].

*  Copy Rights To Other Clinics — To copy rights for the selected user from the selected clinic to

specified clinics, do the following:

a.

Click Copy Rights To Other

Clinics.

The Security Rights - Copy Rights

Security Rights - Copy Rights from Current Clinic te Other Clinics

=

User Name: Smith, Dennis
User 1D: DESMITH

Current Clinic:  |[CENTRAL
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from Current Clinic to Other
Clinics dialog box appears.

b. Under Rights to Copy specify
if you want to copy Individual
Rights (rights assigned to a user
individually), Group Rights (rights
assigned to a user due to being part
of a group), or Individual and
Group Rights.

c. From the Clinics available for
selection list, select the clinics that
you want to copy rights to, and then
click the right arrow button to move

Rights to Copy
{* Individual Rights

Clinics available for selection:

{" Group Rights

" Individual and Group Rights

Clinics selected o copy rights to:

Name

ALPINE
BILLING
HIGHLAND
HILL1
LEHI
ORTHO

FPROVO
SANDYY

-

|
>
<

Name

[ Do Mot Overwrite Existing Rights

OK Cancel

them to the Clinics selected to copy rights to list box.

d. To prevent disabling the rights that the user has enabled for the Clinics selected to copy rights
to, select the Do Not Overwrite Existing Rights check box.

e. Click OK.
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Copy Rights To Other Users — To copy rights of the selected user for the selected clinic to other

users, do the following:
a. Click Copy Rights To Other Users.

The Security Rights - Copy Rights
To Other Users dialog box appears.

b. Under Rights to Copy specify
if you want to copy Individual
Rights (rights assigned to a user
individually), Group Rights (rights
assigned to a user due to being part
of a group), or Individual and
Group Rights.

c. From the Users available for
selection list, select the users who
you want to copy rights to, and then
click the right arrow button to move
them to the Users selected to copy
rights to list box.

Security Rights - Copy Rights To Other Users

User whose Rights are being copied from

User Name: Smith, Dennis
User ID: DESMITH

Selected Clinic: |[CENTRAL

Rights to Copy
" Individual Rights

Users available for selection:

" Group Rights

==

% Individual and Group Rights

Uzers selected to copy rights to:

User ID User Name -
5572 {}Test2, Syste..
SUTHERLAND Sutherdand, Mi...
T-TST2 Test, Test

TC1 BAUTISTA. FR...
TCAT Marsetti, Michelle [
TEMP ik -

=N
=

User ID User Name

[” Do Mot Overwrite Existing Rights

0K Cancel

d. To prevent disabling the rights that the Users selected to copy rights to have enabled, select the
Do Not Overwrite Existing Rights check box.

e. Click OK.

Copy Rights To Group — Click this button to copy the selected user’s rights to other users.

Then, from the Copy Group Setup dialog box, type
a Group Name, sclect the check boxes of the rights

(categories and/or individual rights) that users in this
security group should have by default, and then click

OK.

Copy Group Setup

Group Name: |

Collapse List

Select All

Remove All

i

Select Security Options Rights

Administration
Appointments

Central Clinic Only
Continuing Care
Family File

Chart

Treatment Plans
Completed Procedures
Insurance

Ledger

Eiling and Collections
Letters

Office Journal
Refemals
Prescriptions./Immunizations
Guestionnaire

Office Manager
Practice/Clinic Setup
Document Center
Emergency Access

]
]
]
]
]
]
]
]
]
]
]
]
]
]
]
]
]
]
]
]

QK Close Apply
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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, 8 Dentrix OFfice Manager - American Fork Dental P
from the Maintenance menu point to Practice Setup > Security File View Rep Gitenance
Setup, and then click Secure User Password Setup. Bdel 278|035
The Secure User Password Setup dialog box appears. Date ] Dessription

. . S User P; d 5
2. Set up the following options: eure Hser fassword setup =)
-

e  Password Expiration — If you want passwords to expire R
so that users have to change their passwords after a & Expration
certain length of time, click Expiration, and then select xpresevery [50 v] gaye
a password expiration date in days. If you want users ¥ Wam [7 =] days before expiration
to be forewarned of a pending password change, check € NoExpiration
Warn, and then select the days before the expiration date
that you want the notification to appear. If you do not Set Security Defaults
want passwords to expire (users will never have to change W Lock user out for
passwords), click No Expiration. 5 +] minutes after

*  Set Security Defaults 3 =] taledlogon attempts
*  Lock user out for — To select how many logon ¥ Do not allow use of the past

attempts a user has before that user is locked out of 5 x| previous passwords

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.

3

e’

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

* 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.
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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 > Security Setup, and then click Verify User

Before Access.

02/14/2017  Family "WalkDut Statement [Crosby, Brent]
0341672017 | Continuing Care Display List - Mailing Label

The Verify User Before Access dialog box appears.

Select one or more tasks. Verify Before Access Setup L7 s
Click Verify User Before Access. —
. Appointment Day Notes, Modify -
The selected tasks are flagged and moved to the bottom of the list. Agpoimer Evenis. Dekle o
ppointment Events, Edit
An asterisk (*) appears before a security option that is flagged to Aep oo L Schecki New
. . Appointment Views, Add New
require re-entry of a password every time users attempt to perform Appointment Views, Delets
Appointment Views, Edit
A i t. Late Stah
that taSk' AEEE::tm::L Sz:.lp E?pL:ratnry

Appaintments, Break

. Appointments, Delete
4. Cllck OK Appointments, E dit
Appointments, Purge
Appointments, 5chedule New

Appointments, Set Complete
Appointments, Setup Clinic S

Werify User Before Access

Cancel

Dentrix Enterprise 11.0.2 User’s Guide



62  Chapter 1: Introduction and Initial Setup

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.

ﬁ Dentrix Office Manager - American Fork Dental F
An

File View Repo

®

The Preferences dialog box appears.

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

N21E/P017 | Continging Care Dicolan | ict - Mailing | ahel

[

* 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

Preferences

General Options | Print Options | Statemert Fomns | Paths |

Appt  [15

Length: 24
* By View
" By Clinic

Additional Dptiohs:

Block | Min

size;

™ Perio Beep an Ertry

7 Suspend Patiert Alerts

[ Suspend Treatment Area Flags

7 Autodnsert Name/Date [Clinical Note]

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

T, Leners

" Include Today's Date
& Exclude Today's Date ™ Show Close Message for Tx Planner
V¥ Show Close Message for Doc Center
Spell Check.

by the current Appointment Book view or L, T —
by the current clinic. e O i
*  Apply to Charges for’ Default — To have
charges default to the family of the selected
patient when making a payment or credit Cencel

adjustment, click Family. Or, to have
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:
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e Use ADA Codes in Descriptions — aaads B8
To have ADA codes print with their General Optons  Print Optons | satement Foms | Paths |
. . . Print Formatting
descriptions, select this check box. e e R
¢ Provider ID Column for Statements — To S |6 Fete N R G |
. . Plage of Service NYMEDE |11
have the provider ID printed next to each e i
transaction description on walkouts and PintDislay Options
bllhng statements, select this ChCCk bOX. Ir Use ADA Codes in Descriptions I™ International Tooth Numbering
* No Insurance Flag(*) on Statements — To TR
wx . . ™ Provider ID Column for Statements Iv Sart Claim by 10
remove the text Indlcates thls procedure [ Mo Insurance Flag [*] on Statements I Sant Pretreatment by 1D
has been bllled to Insurance” from bllhng I™ Werity Billing Statements to Send T ome LEBerE - STp petErts wha have
statements, select this check box MU IR RE RS s e
bl .
Y
*  Verify Billing Statements to Send — To ( 4 Cancel
p

preview billing statements before printing

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:
e 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 Duplicate Patients

Dentrix Enterprise 11.0.2 User’s Guide



64 Chapter 2: Family File

The Family File Window

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

e 'The Family Member List

e The Family File Toolbar

The Family File Blocks

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

| & Dentrix Farnily File - (Crosby, Brent) [AF] [UTC -07:00 [MST]] [DESMITH] [CRO004C] =N o
File Edit Help
Mame: Cioshy, Brent Chart #: CRODD4C |@
Address: 1234 Oak 5t Consent: 11/26/2002 Clinic: AF
Patient Inf ti American Fark, UT 84003 First Visit: 11/26/2002 S58: 123456789
atientinformation Last Visit: 11/13/2017 Birthday: 11/11/1573, 44
Block Phone: H [B01)555-6177. W/ (801]555-3563 Missed Appt: 11/08/2017. 3 Provider: DESMITH, MHAYES
Fee Sched: <Prov Default»
Status: Active, M, Mamied, Guar, Ins, H-ofH E-Mail: documentation@henyschein. com
. Medical Employer Cont. 09/15417 Perio Exam L
Medical Alerts Block Alerts E Care 08/02/18 PROPHY gontmlums
i - are Bloc
m— urance: | Dental Primary j Fatient Notes Wiew
Emp\oyer Block ™ Company: Delta PhI
Group Plan: Ca 721
Group #: 123456 Patient Notes
Insurance Ece.Sched Block
Information Block Coverage: 1000000 Used: 0.00 oc
Ded. 5/P/0: 50/0/50 Met: 0/0/0
(0530 [31560 (61590 91> K ded Bal | |ReferedBy D4/15/2015
. | 98500 | w000 | fzo000 | 316100 | 44500 | Gaeron | + Evans, Natalie [Dentist) Referral Block
Billing and Payment Payment Amt N&  Amt Past Due: NA Refered To oA 172075 eterral Blocks
Agreement Block Bill Type: 12 Last Payment: 20.00 04/07/2015 + Oral Surgery Abulsfia, Lewis
Status Name Position | Gender | Patient | Birthday
HotH Guar [ns | Croshy, Brent Martied Male Yes 1111573 -
Croshy, Shirley b arried Female Ves 11114975 |—|
Croshy, Crystal Child Female Yes 1141142002 =
Inz Crosby, Tom Single hale Ves 11112002

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.

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 Poszition | Gender | Patient | Birthday
HofH Guar Ins | Crosby, Brent td arried td ale Ve 11111973 -
Croshy, Shirley tarried Female Ve 11/11.1975 M
Crozhy, Crystal Child Female Yes 11112002 =
Ing Croshby, Tom Single I ale ez 11112002
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The Family File Toolbar

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

EE IS RN e E I R [ B (L I R EE B E AR ]

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

O | (L) | o | (L2 | 651 | [

patient currently being viewed in the Family File.

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 " Dentric Farmity Pl (Crosby, Brent
P e
1. From the File menu, click Patient. REINPEEEE

Name: Crashy, Brent
The Select Patient dialog box appears. e

Select Patient F
2. Type all or the first few letters of the patient’s last name Search By | Appainiments | Advanced Search |
in the Enter Name field to view a list of patients that Patient Info Cinic
match the search criteria. If the clinic setting to allow IS AR Lot TR R AN (e 0
. . h . bl d f h () First Name (First Last) T Chart # (©) Home Phone © All clinics
instant patient searches is not enabled, or if you have e Hame s By —
entered only one or two letters, click Search to view
. . . Enter Last Name (Last, First):
the patients that match your search criteria. ol @ ==
. . . . . [F] Include Archived Patients
Tips: To include archived patients in your search,
select Include Archived Patients. Also, you can HoH Last Name Frst Name i Prefrered N
. . - Cro: Brent
use the wildcard character (%) when performing me Sty @
searches.

3. In the list, double-click the patient.

65
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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 a New Patient with an Appointment

Viewing Patient Records

Before you can work with a patient in Dentrix, such as charting a procedure and submitting a claim, a patient
Y p gap & p
record in the database is needed. For billing and communication, patient records are grouped by “family,”
even for a single patient who lives alone. A family in Dentrix Enterprise must hve at least one person, the

ead of househo uarantor), even if that person is not a patient. en you register a patient in , the
head of household (g t f that p t a patient. When y gister a pat RPMS, th
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.

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.

To add a family member :
| & Dentrix Family File - (Croshy, Brent

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

Name: Crasby, Brent
Address: 1234 Oak 5t
American Fork.

Dentrix Enterprise 11.0.2 User’s Guide



The Patient Information dialog box appears.

Chapter 2: Family File

Patient Information

Birthdate Age

e

S5#

—

Personal

Last First

|Crosby |

Middle Preferred

Suffin Salutation

Title Pat Class

[ Title on Stmt:

pEE Eﬂﬂ: UFIVEFS EICEI"ISE 3

Death Date:

e

Other ID

e

Demographics

Address

T
American Fork, UT, 54003

Effective Date:

Fatient Status Sex

| Patient | [male ~|
Marital Language
|Unknown j |Unspecified ﬂ
Race Other Race
|Unspecified j |Unspecified ﬂ
Ethnicity Other Ethnicity
|Unspecified j |Unspecified j
Poverty Level Religion
|Unspecified j |Unspecified j
Veteran Waorker
|Unspecified ﬂ |Unspecified ﬂ
User Def. Cat. Homeless

|Unspecified ﬂ
Housing Status
|Unspecified j

|Unspecified j
Gender Identity
|Unspecified j

Sexual Crientation

Unspecified -

End Date:
Contact Info Communication
Home Mobile Contact Preference
Unspecified ha
Work Ext. Other ™ Mo phone calls
™ Mo correspondence
FAX Time To Call
’7 I— I Disclosure restriction
Home Email
[ [ Declined
‘Work Email

Copy Patient

Office Info

Provl Prov2

[ DESMITH >>| | >>
Clinic Initial Provider

[aF 22|
Fee Schedule

| <Prov Default>

=
=

Chart #
| <auTo>

Consent Date

11/21/2017

First Visit Last Visit
11/21/2017
Last Missed Appt # Missed

r— [

Patient Alias

Last Name First Mame
Middle Suffix
Mother's Maiden

Last Name First Mame
Middle Suffix

r-— I

Referred

—

OK | Cancel |

2. 'The last name, primary provider, and address of the head of household 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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Adding a New Patient with an Appointment

When you schedule an appointment for a new patient, a patient record does not exist for that patient. It’s not
until the patient arrives for his or her appointment that you want to create a record for him or her in your
patient database, but you don’t want to have to re-enter any of the patient information you entered when you
scheduled the appointment. That’s why Dentrix Enterprise provides a way for you to quickly create a patient
record based on information recorded for a new-patient appointment.

To add a new patient with an appointment

1. Once the patient has been \ Appointment Book <The Dental Group> <MESA>
registered in RPMS and File View Status Setup Apptlists Help
pushed across to Dentrix |
Enterprise, double-click the
new patient’s appointment

in the Appointment Book.

Fote | RYU Fee: 00 ‘wednesday - March 27,2013
| ] MES41 | MESA2 | MESA3 | MES44

(A new-patient appointment

has an “NP” preceding the S00an [P
. 10 Prophyéd
patient’s name.) 20 | [ HifE01 155
30 | [ AMCELUR
40 i
. :50
Important: All T
demographics for the o
patient come from RPMS. it

Do not add a patient or
change patient information
in Dentrix Enterprise.

Click Change Pat, and then select the patient.
Click OK.
The Appointment Book now shows the @

appointment as a regular appointment
(the “NP” is gone), and you can now
post treatment for this patient.
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Working with Employers

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

Assigning Employers

gning Employ

You can attach an employer to an insurance plan to make it easier to find the correct insurance plan (in

a long list of plans) to assign to a patient. You can generate a report that lists employers and employees if

you have a need to see this information in one place. Employers attached to patients can appear on several
reports. Having employer information on hand can also be beneficial in case you need to contact the patient’s
employer.

Additionally, to make the process of assigning an employer faster, Dentrix Enterprise compiles a database of
employers that you can choose from when assigning an employer to any patient, so you only have to enter
information for each employer once. Also, you can add, edit, and delete any of the employers in your database
from the Office Manager.

To assign an employer to a patient

1. In the Family File, with a patient selected, double-click the {25 Dentrc Family Fil - (Crosby, Brent) [AF] [UTC -07:00 [MST]] [DESMITH] [C1
File Edit Help

Employer block.

Name: Crosby, Brent
Address: 1234 Oak 5t Conse
American Fork, UT 84003 First Vi

Last Vi

Phone: H [807]555-8177, W (801)555-3563 Missed Ap

The Employer Information dialog box appears.

2. Type the first few characters of the employer’s name in the
Employer Name field, and then click Select
Employer.

E-M

Employer Information @ Eare
Patie

Select Employer

The Select Employer dialog box appears so that you

: o OR
can verify that the employer does not already exist in

Enter New Employer Information

Dentrix Enterprise. [pended Balance
Employer Name:|Elef M
3. Do one Of thC following: Steet | Bill Type: 13 Last Papment: 20,00 diorszms
| Status | Name [ Position [ Ge
ined M
° If the employer Select Employer @ l‘n;d [_e
already eXiStS, Enter Emploper M ame: * _H
select it, and HSPS 7
then click OK. Mame Address sT [ it Phane #
*  If the patient’s o ] o
employer does of
not already exist,
click Cancel
to return to kA Close
the Employer
Information dlalog bOX, and thCl'l type Enter New Employer Information
the employer’s name, address, and phone Enployer Hame [Focte
number. Strest
Address:|5LEC Dffj
4. Click OK. ’—@7
. . . City 5T Zip
For information about adding an employer from FLE T oo
<« . P
the Office Manager, see the “Adding and editing Enployer Phone: [GETES56785
b2l . . . .
employers” topic in the Dentrix Enterprise Help. T | ok | el |
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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, you can change or clear the employer that is attached to a patient’s record as needed. 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:

* To remove the patient’s employer from his or
her record, click Clear.

EE

| @ Dentrix Family File - (Crosby, Brent) [AF] [UTC -07:00 [MST]] [DESMITH] [CRO004C]
File Edit Help

=] e D e Y R B
Name: Crosby, Brent Ch:

Address: 1234 Oak 5t
American Fork, UT 84003

Consent: 11/26/2002 C
First Visit: 11/26/2002

Last Visit: 11/13/2017 Birtt

Missed Appt: 11/08/2017,3  Prov

Fee S¢

Status: Active, M, ManiWs, H-of-H E-Mail: documentation@heniys:

Medical Emplo Cont. 0915117 Pe
Alerts ’i HsPS y( 1 ) Care 08/02/18 PROF
Insurance: [Dental Prim s~ | Patient Notes
Company: Delta PM|

Phone: H (3015556177, W (801)555-3563

Group Play

. 5
e If the patient’s current employer has changed 50 | e loyer Information =
its name, address, or phone number, make the Coveraq T —
necessary changes. -
*  To assign a different employer to the patient, click Enter New Emploger Informaiion
Clear, and then select the correct employer as Erploger Nare: Flocc
. .« . . » . . -
explained in “Assigning Employers” in this chapter. Street

Click OK.

If you have changed the information in any field (not

cleared the employer and not 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
apply the changes to the employer, click OK.

Address:[SLC Difice

@_

N |

City 5T Zip
OR [sLC [UT [m4002

Emplayer Phane: |[8011555-5739
o Clzar oK | Cancel

S

Working with Insurance

You can add insurance coverage to a head of household or patient in the Family File. This section covers the
following topics about how to add and remove dental insurance for a patient or head of household:
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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




Chapter 2: Family File 71

Assigning Dental Insurance to a Subscriber

To ensure that you can submit claims for patients covered by insurance plans to the correct insurance carriers,
and to ensure that those claims have the correct information on them, you need to properly assign insurance
to each patient’s record. Before assigning insurance to dependents, make sure that the insurance plan has
been assigned to the subscriber and that the subscriber is part of the same family as the patient to whom you
are assigning the insurance plan. If the dental insurance plan that you want to assign to a subscriber doesn’t
already exist, you can create a new dental insurance plan, and assign it to the subscriber.

Notes:

* By default, when you add a family member to a family with a subscriber that already has insurance plans

attached to his or her record, Dentrix Enterprise automatically assigns the subscriber’s insurance plans to

that family member, adding the family member as a dependent to those plans. But, you can change the

family member’s insurance as needed.

*  Even if an insurance subscriber is not one of your patients, you should still create a Family File record for
them, setting their status to “Non-patient” and assigning insurance to them as a subscriber, so you can

add insurance to his or her dependents who are your patients.

To assign dental insurance to a subscriber

Insurance:

Dental Primary

1. In the Family File, with a patient selected, double-click the  Company- Do
oup Plan:
Insurance Information block. o ioup B: 12
Coverage: 1 sed: 0.00
. . Ded. 5/P/0: 50/0. Met: 0/0/0
The Insurance Information dialog box appears. T T
53271
2. From the Coverage Order list, select the None option that B Type: 13 Last Papment 2000 - 04/072015
Status Name Paosition
corresponds to the type of plan that you want to add to the I G o b Bt Tiaied
. . . Ciosby, Shiley Mal_l!ed
subscriber: 1 (primary), 2 (secondary), 3 (tertiary), or 4 N s
(quaternary). -
Insurance Information - (Crosby, Brent)
3. If the current patient is not already | ,_...iineurance e
selected as the Subscriber, click the Plan Information
Search button ﬂ, and then CliCk Subscriber: ‘Crosby, Brent ﬂ
Curl‘ent Patient. Carrier: I Delta PMI >
4. Click the Carrier search button >* Insurance Plans Stizeberjd | 111111111
t fy th t th . l AT Signature on File
0 verl a € 1nsurance p an you 1. = ’7 ¥ Release ofInfoMnent of Benefits
want to add does not already exist. 2. | Delta Dental PPO
3. |Healthnet Last Plan Eligibility CJ
In the Select Dental Insurance 4.|None [

Plan dialog box, type

the first few characters

Select Dental Insurance Plan

'ch By
* Carrier Mame ¢ Group Plan
" Group Mumber

Enter Carrier Mame:

of the carrier’s name fae -
" Employer

(you can also search by

Carrier Mame Group Plan
Aetna Dental HS

Aetna Life and Cas... A

employer, group plan,
or group number), and
then click the search
button *?] to view a
list of all the carriers
that match your search

Employer N ame
HSP

. . Mew Insurance Plan -
criteria. —

acal# | Payor ID

Address

Cancel |

Important: It is very important to search for existing insurance plans before adding a new insurance plan

to prevent adding duplicate insurance plans to your database.
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5. Do one of the following:

e 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.

Insurance Information - (Croshy, Brent) @

Dental Insurance |MedicaIInsurance |

Plan Information

Subscriber: Crosby, Brent ﬂ Insurance Data
Carrier: | Delta PMI ﬂ Coverage Table
Subscriber [d # | 111111111 Payment Table

Ded/Benefits

Insurance Plans

Coverage Order
v Release of Informatid

Last Plan Eligibility Check:
Plan Effective Date: | 01,/01/2010 Plan Expiration Date:

Patient Information

¥ Assignment of Benefits

Delta Dental FPO
Healthnet
Mone

Clear Coverage

p B

Relation to Subscriber:
& Self [~ Nt Eligible [E]
" Spouse Last Eligibility Check: | 1/01/2017

" Child Eligibility Start: 01/01/2010
" Other Eligibility End: 12/31/2018

_—

View Insurance Plan History | 7 Cancel

6. Set up the following options:
e Subscriber Id # — Enter the subscriber’s ID number.

*  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

To ensure that you can submit claims for patients covered by insurance plans to the correct insurance carriers,
and to ensure that those claims have the correct information on them, you need to properly assign insurance
to each patient’s record. In Dentrix Enterprise, you can assign insurance to a patient as a non-subscriber

(dependent).

Notes:
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By default, when you add a family member to a family with a subscriber that already has insurance plans
attached to his or her record, Dentrix Enterprise automatically assigns the subscriber’s insurance plans to
that family member, adding the family member as a dependent to those plans. But, you can change the

family member’s insurance as needed.

Before assigning insurance to dependents, make sure that the insurance plan has been assigned to the
subscriber and that the subscriber is part of the same family as the patient to whom you are assigning the

insurance plan.

Even if an insurance subscriber is not one of your patients, you should still create a Family File record for
them, setting their status to “Non-patient” and assigning insurance to them as a subscriber, so you can

add insurance to his or her dependents who are your patients.

To assign dental insurance to a non-subscriber

1.

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

Insurance Information block.

Company: Delta P!
Group Plan: Ca 7.
Group #: 123;
Fee Sched:

Coverage: 100 sed: 0.00

The Insurance Information dialog box appears. Ded. 57e70- 500 0= et 00

From the Coverage Order list, select the None option that PapmentAMCNA AmE

corresponds to the type of plan that you want to add to the St Foms Fasiion

6130 Balan:
5000 | 178000 | 316100 537

Past Due: NA

Bill Type: 12 Last Papment: 20.00 04/07/2M5

HofH Guar Ins | Crosby, Brent

Married

Ciosby, Shiley

patient: 1 (primary), 2 (secondary), 3 (tertiary), or 4 (quaternary). sty Shicy

If the correct subscriber’s name
is not in the Subscriber field,
click the search button * ! to
select the correct subscriber
(with the correct plan).

Note: Dentrix Enterprise
automatically inserts the rest
of the Plan Information
associated with the selected
subscriber. If you were to
change any of these options,
the change would affect all
other dependents covered
under this subscriber’s plan:
e Carrier

*  Coverage Table

e Subscriber Id #

» Signature on File

Ins  [Crosby, Tom

Marned
Child
Single

Insurance Information - (Crosby, Brent)

Dental Insurance ] Medical Insurance |

Plan Information

Subscriber: Crosby, Brent j Ir
Carrier: | Deita PMI ﬂ C:
Subscriber Id # [ 111111111
Insurance Plans R ainer P
EnEErE AT Signature on File 0
1. [¥ Release of Information ¥ Assignment of Benefits .
2.|Delta Dental PPO
3. |Healthnet Last Plan Eligibility Check:
4. |None
Plan Effective Date: | 01/01/2010 Plan Expiration Date: |—
Clear Coverage - -
4_‘;' Patient Information
Relation to Subscriber:
* Self I Mot Eligible
" Spouse Last Eligibility Check: P
4 ¢ child | ~] Eligibility Start: [
" Other Eligibility End: |_

g—

View Insurance Plan History |

Make sure the patient’s Relation to Subscriber is correct: Spouse, Child, or Other.

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

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 plan with the carrier that

you want to edit.

3. Click Insurance Data.

Insurance: | Dental Primary -

Company: Delta PH|
Group Plan: Ca 721,

Group #: 123
Fee Sched:
Coverage: 10000 ed: 0.00
Ded. S/P/0: 50/0/50 Met: 0/0/0
Balanc

(6130 ]
35000 | 128000 | 316700 53271
Payment Amt: N& Amt Past Due: M&
Bill Type: 12 Last Papment: 20.00 04/07/2M5

Insurance Plans

Coverage Order

Crelta PMI

Delta Dental PPO
Healthnet

Mone

LRl

Clear Coverage |

Dental Insurance | Medical Insurance I

Plan Information

Subscriber: | Crosby, Brent

Carrier: I Delta PMI

Subscriber Id #: I 111311111

>3
=

¥ Release of Information [ Assignment of Benefits

"Signature on File

Last Plan Eligibility Check: I

Plan Effective Date: |01f01.-f2010 Flan Expiration Date: I

Patient Information
Relation to Subscriber:

* Self [ Not Eligible @
" Spouse Last Eligibility Check: |PL/01/2017
coonal < Eligibility Start: [otor200
9 0ther|—;, Eligibility End: [t2pr208

Status | Name Position |
HofH Guar Ins | Crosby, Brent Married
Maried
Insurance Information - (Crosby, Brent) ‘;T'LE‘L

Insurance Data |
Coverage Table |
Payment Table |

Ded/Benefits |

View Insurance Plan History |

6 Cancel |

'The Dental Insurance Plan Information dialog box appears.
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4. Change any of the following options as needed:

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

*  Group Plan — Type the
group plan name. 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.

*  Employer — Click the
search button _**
select the employer that
administers the group

plan.

to

* 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.
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Dental Insurance Plan Information

Carrier Mame: |Aetna Diental >
Gioup Plan [HSPS Astna >
Employer: |HSF'S ﬂ

Street Address: |1 234 Maple Rd.

City, ST Zip:[american Fark [UT [s4003
Phore: |[801)555-1111 Ext:

Eontac;:|
Group #:[123455
Last Update:|01/01/2014  Benefit Renewal |JaN

At Code ADA | Dther Code:

Local: |

Claim Format:| 032012 | Claim Setup @ | 3t -Credit Adjustrment

Fee Schedule: ’W ﬂ
Rl Schedule: | <MOME>
Payor 1D: ’7 ﬂ

Plan External ID: ’—
Mationa| Plan 1D: ’—

Source of Payment: |Eommercial Insurance Co.

=
)

MU Payor S0P |

Insurance Claim O ptions
Diagnostic: Code System: ’W‘

Iv¥ Replace initial character of procedure code with: |D—

-

™ Do Mat Include Group Plan Name

™ 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

ﬂ Provider |0 Setup

==l

Auto Adjustment
* Mo Adjustment
" white OFf E stimated Insurance Portion
| 3 -Credit Adjustment
~
-

=12

-
-
-

=

" Use Insurance Fee Scheduls to Calculate:
[adjustment amaount = provider/patient fee
zchedule amount - insurance fee schedule amount]

=1

=
=
-
-
-

Fiate Code Options:

[™ Send Rate Cade with Claim: J

-
o 0.00

-

[1with & Zero (0,00 Dallar &mount =]
-

Cancel

Cear | 5 ax.

* 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.

e Claim Setup — If the selected Claim Format is DX2012, this button is available so that you can
customize the options for claims for this plan.

* Fee Schedule — (Optional) Click the search button *”! to select a fee schedule to attach to this

insurance carrier.

Note: If you attach a fee schedule to an insurance plan, Dentrix Enterprise uses that fee schedule
instead of the fee schedule attached to the patient’s primary provider. A fee schedule assigned to a
patient overrides any other fee schedule attached to the patient’s insurance plan or provider.

¢ 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.

R
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* Auto Adjustment — Choose from the following automatic adjustment options:

Dentrix Enterprise 11.0.2 User’s Guide

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:

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:

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

If you 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.
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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).

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”.

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).

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.

77
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5. Click OK to save the insurance plan and return to the Insurance Information dialog box.
Click OK.

If the insurance plan is being used by more than one person (subscriber or non-subscriber in any family),
the Insurance Plan Changed dialog box appears. Do one of the following:

e Ifyou want the changes to affect all other subscribers who have the .

same insurance plan, which will, in turn, affect the family members | Insurance Plan ... [~ 8| Sl

of the those subscribers, select Change Plan for All, and then click

OK {* Change Plan for .-’-'-.II@
* Ifyou want the changes to affect only the current subscriber and (" AddAs New Plan

the changed insurance plan to be added as a new insurance plan

without changing the original plan, select Add as New Plan, and Ok | Lancel |

then click OK.
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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.

Note: If you change any of the coverage information, the change affects all other dependents covered under

the plan.

To assign or edit an insurance plan’s coverage table

Insurance: | Dental Primary

. . . N . Company: Delta PM|
1. In the Family File, with a patient selected, double-click the e A2
Insurance Information block. et 1000000 i 000
Ded. $/P/0: 50/0/50 Met: 0/0/0
The Insurance Information dialog box appears. I arir mm o

Payment Amt: N& Amt Past Due: N&
Bill Type: 12 Last Papment: 20.00 04/07/2ms

2. From the Coverage Order list, select the plan whose coverage you e — o
d. HotH Guar Ins E«ﬁv gmt :jllarrieg
want to edit. & Dsb;: t’y'sz Harie
Ins Crosby, Tom Single
3. Click Coverage Table.
Insurance Information - (Crosby, Brent) @

Dental Insurance |MedicaIInsurance|

Plan Information

Subscriber: | Crosby, Brent > Insurance Data |
Carrier: I Delta PMI 3 Coverage Table |
Subscriber Id #: [ 111111111

Insurance Plans ubscriber 14 | Payment Table |

Coverage Order "S|gnature on File Ded/Benefits |

¥ Release of Information v Assignment of Benefits

Delta Dental PPO
Healthnet Last Plan Eligibility Check: |
Mone
Plan Effective Date: I 01,01,/2010 Plan Expiration Date: I

Clear Coverage = g
4-5" Patient Information

Relation to Subscriber:

& self [ Mot Eligible @
" Spouse Last Eligibility Check: | PLO1/2017
cona[ 7 Eligibility Start: [ormi/2000
ol O»therl—;[ Eligibility End: W

—

ViewInsurancePIanﬂistoryl 6 Cancel |

F B e

The Insurance Coverage dialog box appears.
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4. Set up the following options:

*  Deductible — You can assign each

Individual Individusl ~ Family Individual  Family:
range of procedure codes in your Standard |0 % | 2000 [z000

coverage table its own deductible type.

The following types of deductibles are Other |0 0 Vs A S [
i . C Tabl \ 7/
avallable. g\;;rage : eEnd c Cov Ded  Cop Pre
Proc Proc ategory % De o-Pay  Est?
*  Standard (S) — Used for most [pooo [PIEEE [Diagnastic ooo [

insurance coverage tables. 0100 Diagnostic &0 0.00_ N PO
D000 01939 Freventive a0 5 0.0o N ———
. . D2000 012995 Festarative a0 s n.on N = Change
e Preventive (P) — Used if an D3000 D399 Endodantics 805 000 N ‘” —
. T, D4000 014399 Periodontics 8005 000 N Delt
insurance carrier’s coverage has a D5000 D5339 Prostho,remov. 80 5§ 000 N
DEODD D339 Piosthos fived 8005 000 N

separate deductible for preventive/
diagnostic procedures.

Insurance Coverage - (Metropolitan Life/Metropolitan)

Deductible

Lifetime ~ Annual  Annual

M aximum B enefit

Preventive |0 0 ]

[~ Ortho Plan - Use az Ortha Lifetime Max

X5

[6fsi<]

T Clear Table

™ Co-Payment Calculations for Ins Portion:

Select
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Table:

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

Cancel

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

* 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 appear 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. Dentrix Enterprise provides five standard coverage tables that you
can modify from the Office Manager to fit your specific insurance plan needs. When you assign a new
insurance plan to a subscriber, Dentrix Enterprise automatically assigns the first standard coverage
table to the plan. If you do not have or know the insurance company’s schedule of benefits, as you
make insurance payments and estimates in the Ledger, Dentrix Enterprise will provide you the option
to automatically update a payment table for the insurance plan, storing what the insurance company
actually pays for a procedure. Insurance estimate calculations will reflect the payment table amounts
whenever possible, making your estimates very accurate.

You can use one of the standard coverage tables as is or create a custom coverage table (for this plan
only) based on one of the standard coverage tables.

*  To select a different coverage table, click the Select Table search button *”/, select the table that
is most like the coverage for the current insurance plan you are adding or editing, and then click

OK to copy the selected table to this plan’s coverage table. You can modify the coverage table as
needed.
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Note: If you need to modify the plan’s coverage table, keep the following in mind:
*  You must use ADA Procedure Codes.
*  You may not overlap the beginning and ending procedure codes in any given range.

* A procedure code can be in only one range at a time.

*  To modify the coverage table, do the following:

a. Select a procedure code range (either to change it or to add a new range based on it), and
then do the following:change any of the following options for the selected range:

b. Change any of the following options for the selected range:
*  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.
*  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:
* To add the selected range to the coverage table, 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.
Note: To delete a selected procedure code range from the coverage table, click Delete.

e 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. When a message appears and states that the changes you have made will affect all patients
assigned to this insurance carrier., click OK.

You are returned to the Insurance Information dialog box to make other changes as needed.

Click OK.
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Clearing Dental Insurance Coverage

Circumstances may require that you remove a patient’s insurance coverage:

*  To move the patient from one family to another, you must first clear the patient’s insurance information.

*  To switch the patient’s primary and secondary coverage, you must first clear the primary and secondary

insurance.

e The primary, secondary, tertiary, and/or quaternary insurance was assigned to the patient in error, so you

must clear the applicable insurance information.

To clear a patient’s insurance coverage

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 plan whose coverage you

want to clear.

3. Click Clear Coverage.

Insurance:

Company: Delta PM|
Group Plan: C2 721
Group #: 123455
Fee Sched:
Coverage: 10000.00 d: 0.00

Ded. 5/P/0: 50/0/50 Met: 0/0/0

(0530 (31560 [61590 [ ST Fuspended Balan

35000 | 1230.00 | 3167.00 53271
Payment Amt: N& Amt Past Due: MN&

Dental Primary

Insurance Information - (Crosby, Brent)

Dental Insurance | Medical Insurance I

Insurance Plans

Coverage Order

4l e

Clear Cogerage‘ : ’

Plan Information

Subscriber: | Crosby, Brent ﬂ
Carrier: I Delta PMI ﬂ

Subscriber Id #: I 1111313111

Signature on File
’7 |7 Release of Information |7 Assignment of Benefits

Last Plan Eligibility Check: I
Plan Effective Date: IUl.-'(Jl.-"EOlO

Patient Information
Relation to Subscriber:

& self [ Mot Eligible
" Spouse

coid[ < Eligibility Start:
ol 0ther|—;[ Eligibility End:

Plan Expiration Date: I

Last Eligibility Check: | 1/01/2017

Bill Type: 12 Last Papment: 20.00 04/07/2M5
Status Name Pasition
HofH Guar Ins | Crosby, Brent Married
LCirosby, Shirey Mamed
Cioshy, Crystal Chid
Ins | Crosby, Tom Single

Insurance Data |
Coverage Table |
Payment Table |
Ded/Benefits |

|

I 01,/01/2010
I 12/31/2018

View Insurance Plan History

4 Cancel |

Notes:

*  Repeat steps 2 — 3 to clear any of the patient’s other coverage as needed.

* Ifyou are switching the coverage, select the Subscriber and Carrier for the primary insurance and

then for the secondary.

4. Click OK.
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Assigning Continuing Care
Having continuing care (recare or recall) assigned to patients is key to achieving your goal of keeping patients
coming back for routine, scheduled maintenance. As you schedule and reschedule a patient for a specific

type of continuing care (such as an exam, a cleaning, or X-rays) that continuing care type gets attached to

the patient and updated automatically. However, you can assign a continuing care type to a patient’s record
manually, such as to get the patient’s record ready before their appointment or to correct a situation where
continuing care is not attached to the patient’s record after their appointment.

To assign a continuing care type to a patient

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

click the Continuing Care block.

The Patient Continuing Care dialog box appears.

2. 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 continuing care type contains a date,
and the Set button is labeled “Edit.”

3. Click Set.
The Set Continuing Care dialog box appears.
4. Customize the following options as needed:

*  Due Date — To set the interval for the
patient’s continuing care, click the search
button **|. Change the Interval to
reflect the amount of time that elapses
between the patient’s continuing care
visits. Select +1 Day to extend the interval
an extra day to prevent insurance billing
problems for patients with strict interval
requirements.

*  Status — To assign a continuing care status to
the patient, select the desired status. Statuses

are relevant primarily when you generate
continuing care lists.

*  Provider — To assign the patient’s primary
or secondary provider as the provider of
appointments for this continuing care type,
select Provl or Prov2.

Chapter 2: Family File

& Dentrix Family File - (Crosby, Brent) [AF] [UTC -07:00 [MST]] [DESMITH] [CRO004C]

Eile Edit Help
IR EEEE R e R R
MName: Crosby, Brent Char
Address: 1234 Dak St Consent: 11/26/2002 Chi
American Fork, UT 84003 First Visit: 11/26/2002 5
Last Visit: 11/13/2017 Binthe
Phone: H (B01)555-6177, W (801)555-3563 Missed Appt: 11/08/2017. 3 Provi
Fee Scl
Status: Active, M, Married, Guar, Ins, H-ofH E-Mail wnm@h::ysf}
Medical Employ Cont 15/17 Peii
Rl &= (1 o
Insurance: | Dental Primary | Patient
Comnany- Delts Pl
Patient Continuing Care - (Abbott, James 5)
Date Type Appt? Status Prior Treat, Prov
07/21/2012 | PROPHY 044222013+ B 01/20/2012 | Prov2 | »
“Lab- Azpen
“Lab-dlpine
“Lab-Heritag
“Lab-Hi
CALL AMALG
CalLl CROWMN
CALLRC
Fid5
ORTHO
PANORE:
PERIO
PERIO
Frat Promize
PROPHY ¥

Close

Due Date: 1 Treatment:

Type: Drescription:
BITEWINGS Annual Bitewings
Date Set: eduled Appt.:

Set Continuing Care - (Abbott, James 5)

M otivational Mote:

l -

[a/2a2m4 || [mi7at72mz

Status:

| [Mone]
Provider:

" Pravl " Prov2

Default Appt. Time:
™ Time?

|4

T

e Cancel

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

5. 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.

83

Dentrix Enterprise 11.0.2 User’s Guide



84 Chapter 2: Family File

Working with Patient Notes

You can enter internal notes about a patient in Dentrix Enterprise that will not be seen by the patient as
patient notes. A patient note can contain a patient’s interests, hobbies, dislikes, and personal situations or
events to remember. A patient note is appropriate for documenting financial or insurance information that
you don’t want in an account note or insurance plan note or create apatient alert for. A patient note can
include this and any other information you want to be available internally in your office, which may help you
build a relationship with the patient or serve them better.

Note: Patient notes apply to an individual patient, and you can view them only from the patient’s
appointment information in the Appointment Book, from the patient’s Family File, or on the patient notes
report.

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

Each time you log on to Dentrix Enterprise, patient notes are hidden for all patients by default. When you
first open the Family File of a patient with a patient note, the patient note is hidden by default. Afterwards,
for each patient that you select in the Family File, the notes are viewed or hidden depending on the state of
the previously selected patient’s notes.

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

To view and hide patient notes

If the notes are being hidden, you can view the notes P2t Notes [ V=0
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- Det 12, 2007 -
recommended that you hlde the notes by Chcklng K.aren iz divorced fram Harmon D avis wha iz isted in her file as
. . B a nqn-patient to provide insuranc_:e coverage far their children.
Hide after each time the notes are viewed. (When He i also set up in his o Faiy File.

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

3.

In the Family File, with a patient selected, double-click the
Patient Notes block. Patient Notes Tview |

The Patient Note dialog box appears. @

Type the patient’s hobbies, interests, financial arrangements, or — Fe'md - —
W] +Evans, Natalie (Dentist)

any other notes useful to your practice. A patient note is
limited to 4,000 characters.

Referred To 081172015
+ Oral Surgery abulafia, Lewis

Tip: If you want to delete the patient notes for this Patient Note ==
patient, click Clear. The notes will not be deleted until Inset Dateine | 4|
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.

Click OK.

Clear Cancel

Dentrix Enterprise 11.0.2 User’s Guide
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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

1. In the Family File, with a patient selected, from the File menu, click
Print Patient Notes.

The Patient Notes Report dialog box appears.

| & Dentrix Family File - (Crosby, Brent
Edit Help

Name: Crosby, Brent
Address: 1234 Oak St
American Fork,

Patient Motes Report

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 .|03£2?£2013 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 either Send to batch or Print.
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Working with Referrals

To track the effectiveness of your referral sources, you need to first add them to your Dentrix Enterprise
database. Once you have added sources to the database, you can assign them to patients as they are referred
to your office. From the Referred By block in the Family File, you can view and enter information about
the individual or source that referred the current patient to your practice. There are Referred by Patient and
Referred by Doctor/Other referral types.

You can also add other dental providers, professionals, and specialists to whom you refer treatment or services
as referrals. Then, you can attach those outbound referrals to patients and treatment-planned procedures.
Dentrix Enterprise can help you track the patients who have been referred to another doctor or specialist.
From the Referred To block, you can see to whom you have referred a patient.

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

87
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Entering Patient Referrals

To track the effectiveness of your referral sources, you need to first add them to your Dentrix Enterprise
database. Once you have added sources to the database, you can assign them to patients as they are referred to
your office. You can enter a referral from a patient who referred another patient to your practice.

To enter a patient referral

| |Refered By :
1. In the Family File, with a patient selected, double-click the ] e Nadke Dot 1
Rcferred By block + Oral Surgery Abulafia, Levis
Referred By -
The Patient Referrals Narme Date | Ed 5
. Jeff 03 | Analysi \
dialog box appears. Crashy. Brent [Patient) 03/02/1993 _ A |
2. Next to the Referred Select Referral Type @ 9
By list box, click Add oy (et
Referral.
The Select Referral Cancel_|
Type dialog box appears.
Select Patient
3. Select Patient, and then click Sy [ Fopoimana ] Fiaed 5o
OK Patient Info Clinic SN, o
_ . . _ low Un reen Reyboar
. . (@ Last Name (Last, First) () Medicald # () Subscriber 1D (@ This clinic
’The SCICCt Patlent dlalog bOX () First Name (First Last) () Chart# (") Home Phone @) Al clinics
appears- () Preferred Name: T SS# () Birthday (©) My clinics
4. Select the person who referred Enter Last Name (Last, First):
. | —— |
the patient. o
p [ Include Archived Patients 4
Tip: If you cannot find the
referring patient’s name ﬁrSt HoH Last Name First Name Ml Py Name Phone Ch.
> . Crosby Brent 2015651212 CR
check the Spelling; then, if you Crosby Shitey 8015551212 CR
still cannot locate the patient’s
name, he or she has not been
Abbott, James Referred By = o

entered in the Family File yet,

or the referring party is not one of your patients and must be
entered as a non-patient referral (Referred by Doctor/Other).

5. To change the date the patient was referred to your practice or to
change the provider to associate with this referral, with the referring
patient selected in the Referred By list box, click Edit. In the dialog
box that appears, type the correct date in the Patient Referred-By

Date field, and then click OK.

For more information on referral sources, clearing referrals, and referral
analysis, see the “Working with referrals” topic and its subtopics in the

Dentrix Enterprise Help.
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Mame: Dr. Evang, Jeff

Address: 1450 N 500w
Prova, UT 84601

Phone: 555-5622
Total Referrals: 9

Prowider, |DESMITH
Patient Refered-By Date: |03/27/2013

™ Patient Surmmary Record Provided

Edt | ok | cancal |




Chapter 2: Family File

Entering Doctor/Specialist Referrals

You can add other dental providers, professionals, and specialists to whom you refer treatment or services
as referrals. Then, you can attach those outbound referrals to patients and treatment-planned procedures.
Dentrix Enterprise can help you track the patients who have been referred to another doctor or specialist.

To enter a referral to a doctor/specialist

1.

+Ev atalie (D

ans, N V.
Referred To

In the Family File, with a patient selected, double-click the e Swgerﬂbwaﬂgﬁﬂl‘ffﬂ( 1
Referred To block. x| Patint | iy

ale Yes
male Yes  |11/11/1975 ¥

N . nal Y 11/11/2002 —
The Patient Referrals dialog box appears. il Vol ML
NCXt to the Referred TO liSt Patient Referrals -Crosby, Brent [CRO101]
box, click Add Referral.
— Referred By -
The Select Referred To dialog Name Date edt|
bOX appears. Abbott, James [Patient) 09/04/1997 s |
. . Add Refenal
Initially, all doctors/specialists bRt |
are listed. To narrow the Clear et

search, type the first few
characters of the doctor/ =
— Referred Ta

C e s . .
specialist’s name in the Enter Name Date I
Name fOI' Scal'ch ﬁ Cl d an d Charles M. Clark, M.0. [Surgery. Oral & Maillofacial] 0B: 017 Enalysis

3

then click the search button
| to view the doctors/ g
specialists that begin with
those letters.

Select Referred To

— Referal Source

Enter Mame for Search: @
|
TIP: H: the doctor/spec1ahst Send E mail | Frint Label | Quick Letters I PR Seal
is not listed, click New to Chaes - Ciak M.D- ’4\ Sugey- ekt Har
add the doctor/specialist. Mark Tyler, D.D.5 Endodontics

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

Select the doctor/specialist. e S|

Set up any of the following options: Provider

Patient Referred-To Datey
*  Provider — Click the search button ** to select the provider

you want to associate with this referral. ' —
: INotSpemfled VI

Patient Referred-To Date — If necessary, change the date to
reflect the correct date that you referred the patient to a doctor
or specialist.

Scheduled Date — Enter the date of the patient’s next
scheduled appointment, relating to this referral, at your office.

Cancel

Referral Status — Select the current status of this referral.

Completed Date — Enter the date that the referral was
completed. The value in the Days in Referred To box is updated automatically; it is the number of
days since the Patient Referred-To Date up to the Completed Date (if one is entered).

* Reason for Referral — Enter any notes regarding the purpose of this referral.
Do one of the following:
*  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

Referred To Information

7

.1 ~Name
Send to the doctor/speaahst). Last / Referral Mame N~ First il
IBaker IBruce I_
Tip: Do not put a doctor’s credentials in the Title Title ___Spevially
s I I Periodontics LI
field, as that appears before the doctor’s name; —
instead, add credentials after the name in the Last/ | [ Hon Person
1D Number Type 1D Murnber
Referral Name field. [More] =
. —Addre:
e Address — The address, email address, and contact Street Phone
numbers for the doctor/specialist. 1234 Peima Rd “SEDE]SEE'SBB”
. . . #2m
* Notes — Any notes or useful information regarding fram .
L City ST Zip Fax
the doctor/specialist. [Brptown [us [ |
E-mail Other

8. Click OK to save the changes and return to the Referred | [
To dialog box. | DIRECT E-mail Addiess

9. Click OK to return to the Patient Referrals dialog box. Notes

Iz

8 0k Cancel

Sending Correspondence to Referrals

You can quickly send correspondence to a referral.

To send correspondence to a referral

. . . . . Relerred B )
1. In the Family File, with a patient selected, double-click the * Evars Mot Denic

Referred To 05,

Referred By or Referred To block. D1l Sugny Akl Lo

wder | Patient | Birl
. ale Tes 117114573
The Patient Referrals dialog box appears. 2| }i%}%ﬁ;

] »

2. Select the referral you want

. Patient Referrals -Abbott, James S{Jim) [ABB101] [23m]
to correspond with.
. . — Refered By -
3. Click any of the following Name Bee Edt |
. eff [ 013 g |
buttons. Crosby, Brent [Pallw 03/02/1993 CIEES
° Send Email — To £dd Referral |
compose and send an 9 Clear Referal |
email message to the
referral. 4
—Refered To
. . Edit
*  Print Label — To print Weme £ Date [ |
. Charles M. Clar@/M D, 0372772013 -
a single address label for T
the referral. Add Referral |
. Clear Referrl
*  Quick Letters — To EEGEEL
quickly print a letter for
the referral. In the Quick
Letters dlalog bOX’ SCleCt Send Email Print Label Quick Lettersl 3
the appropriate letter, O

and then click Print.

Dentrix Enterprise 11.0.2 User’s Guide



Chapter 2: Family File 91

Assigning Medical Alerts

You can add alerts for problems, medications, allergies, and implantable devices to a patient’s account. You can
customize the list of available problems, 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

| Dentrix Family File - (Crosby, Brent) [AF] [U

block, or click the button in that block. Ble Edt Help
. . . o EHEe 82Tl
The Medical Alerts dialog box appears. Any existing problems, medications, Name: Gty Bert
Address: 1234 Ok St
and/or allergies are listed. imencan k. UT 41
Phone: H [801)555-6177, W 20
Note: You can also view a patient’s medical alerts from the Patient Chart, the o Stotus AN B
Treatment Planner, and the Appointment Book. ”’I"‘ ’in
surance: [0 ety
. N : Medical Alerts - Crosby, Brent [AF] [UTC -07:00 [MST]] [DSMITH] [CRO004C]
2. Click the New Medical Alert bl‘ltton o, - P @E_Lx 5;3 % @’ - 'Y
and then click one of the following o
. Problems:
OpthnS on the menu: Problem Description ‘ Status ‘ Severity Discovered ...
bl ASTHMA Active Unknown 01/07/2014
° Pro em Chronic migraine without... | Active Unknown 01/24/2018
M di . Echinococcus multilocula... | Active Unknown 01/24/2018
° edication
° Allergy Problem Selection E=a @ N

Search | Clear Search |

* Implantable Device

SNOUED e oo -
The selection dialog box that i -

appears varies according to the N~ (
type of medical alert selected. \(Bkml Remove |

3. Add the problem, medication, Problem | SNOMED __[TCD9 | | MediSpan i
or allergy, and then click OK.
Or, for a device, ~
search for the e New Patient Medical Alert(s) =0 ECH |5
UDI, or click ETERIE il Discovery Date: 3/ 7/2019 [E~ End Date:
NO UDI SEIECtEd AIertS: ¥ Mo End Date or End Date Unknown
"[he New Type | Date | Alert Description Select Alert:
. Problem |3/7/2019 | Arthritis Arthritis EES |
Patient I
Problem 3/7/2019 Artificial Joints
Medlcal Severity:
. Unknown
Alert(s) dialog ]
box appears. ~Codes:
. SNOMED: |3723001 Medispan:
4. Specify the date
. ICD-%: First DataBank:
of discovery
ICD-10:
and other —
[ INOtTes:
details as sec
needed, and
then click OK.
For comprehensive fda v Remove T
information about Encounter Number Required;
all the available
A 4 oK | Cancel
options, see the

“Assigning medical
alerts” topic in the
Dentrix Enterprise Help.
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Archiving Patients

If a patient becomes deceased, or there is no possibility that they will be seen in your office again, you can
archive the patient in Dentrix Enterprise to effectively “hide” them but preserve the clinical, financial,
administrative, and other records. You cannot post new procedures or treatment plans, set treatment-planned
procedures complete, or create new prescriptions for archived patients.

Note: Archived patients appear in the following areas:

*  The Family Member List and the Ledger with “<A>” preceding their names.

* The View menu in the Ledger with “(Archived)” preceding their names.

e 'The Appointment Information dialog box title bar with “<A>” preceding their names,

*  The Ledger, Office Journal, and Document Center title bars with “<A>” preceding their names.

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 p atient .f.i Dentrix Family File - (Crosby, Brent) [AF] [UTC -07:00 [MST]] [DESMITH] [CRO004C] =]
1. With a patient selected in the Family = = 5 ~
) : . g paa]E Al ] ‘ E
Flle, double-click the Patient Name: Crosty, Brent Chant #: CRODDAC @
Address: 1234 Oak 5t Consent: 11/26/2002 Clinic: AF
: Y Fork, UT 84003 First Visit: 11/25/2002 SSH: 123456789
Informatlon blOCk. o @ L:;:: v:::::nmzzm? Birthday: 11/11/1973, 44
Phone: H (3015556177, W (801)555-35 Missed Appt: 11/08/2017. 3 Provider: DESMITH, MHAYES
The Patient Information dlalog Stalus: Active, M, Married, Guar, Ins, H-olH E-Mait ducumenlallun@izﬁygf}:::-cérimvDerau“)
bOX appears. Patient Information
2. Under Demographics, from the Personal
. . . Last First S
Patient Status list, select Archived. |“ L =
Craosby | Brent |Ma|e
. i Patient
3‘ Clle OK Middle Preferred Mo Patient Langl.Jage
| | Inactive English
. . . . 5 -
For information on changing a patient’s Suffix Salutation Other Race
| | Unspecified

status, see “Viewing Patient Records” in
this chapter.

Editing Family Relations

In the Family File, you can change the head of household, delete a patient, delete a family, and combine or
separate families. For detailed information on completing these tasks, refer to the “Changing the head of
household,” “Deleting patients,” “Deleting families,” and “Combining and separating families” topics in the
Dentrix Enterprise Help.
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Merging Duplicate Patients

Sometimes someone will add a patient record, and maybe even post some treatment in that record, without
realizing that a record has already been created for that patient. You don’t want to have to re-enter data into
the correct patient’s record and delete the wrong record. Or, maybe a long time has passed since the duplicate
record was created, and you can't delete the wrong patient. So, Dentrix Enterprise provides a way for you to
merge the two patient records into one, using specified criteria, such as last name, birth date, and gender.

Notes:

* Do not have cither 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 your computer.

*  The patients being merge must have a status of Active or Non-patient; but, even if the patients do not
have to have the same status, you cannot merge an active record into a non-patient record.

*  Duplication of patients can occur as a result of a data conversion from another dental practice
management software to Dentrix Enterprise. Duplication can also occur 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.

To merge patients

1. In the Family File, with a patient selected, from the Edit menu, click @.
Merge Patients.

| & Dentrix Family File - (Crosby, Brent) [AF] [UTC

Name: Croshy, Brent
Address: 1234 Dak St

The Merge Patients dialog box appears. i o LT e

Merge Patients - (Abbott, Patricia) [CENTRAL] ==l
2. 'The primary patient is the patient record you want -
Merge Criteria: A

to keep. The SCCOHdary patient’s information Wlll If the patients have the same Last Mame, First Mame, Gender, Date of Birth,
and Zip code, they will be merged. If you would like to modify the merge

be transferred into the primary patient’s record. By criteria, cick the "Advanced" button.
default, the patient currently selected in the Family | seectpatints tomerge: @m}

File is the primary patient. To select a different e e

primary patient, click the the Primary Patient | Adbot, Patric 2)
I f h b B Gender:  Female DOB: 11111963 S5M: 6 666
nto search button - Chart: ABB102 PatEXHD:
. . . City:  American Fork ST uT Zip: 84003
3. 'The secondary patient is the patient record you Homes: 5551111 Works:
do not want to keep. The secondary patient’s el
information will be merged into the primary Secandary Patient Info (to be deleted)
patient’s record. To select a secondary patient, click | 3 =>
the Secondary Patient Info search button **.. e L =
Chart: PatExtID:
City: = Zip:
Note: If the secondary patient is a guarantor, all Home:: Works:
. . . E-Mail:
family members of the secondary patient will be
B : . WARNING: To see the items that will be merged from the Secondary Patient to
moved to famlly Of the P“mar}’ patlent' the Primary Patient, dick the "Merge Info” button, Otherwise Click the "Merge™
button to merge patients.
4. To change the merge criteria, click Advanced. In Merge Info
the Advanced Merge Patients Criteria dialog box, < 5 >—|Merge dose |
select the patient information that must all match

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.
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Note: If you want to view the merge information, click Merge Info. The patient information that will be
transferred from the secondary patient to the primary patient is listed on the left; the information that
will not be merged, on the right. Be aware that the only exceptions to what will and won’t be merged
happen when joining a head of house (secondary) with a head of house (primary):

*  Medical alerts, medications, and allergies are moved from the secondary head of house to the primary

head of house.

* If the primary head of house does not have a referral, but the secondary head of house does, the
secondary head of house’s referral information is moved to the primary head of house.

e If the primary head of house does not have continuing care, but the secondary head of house does,
the secondary head of house’s continuing care information is moved to the primary head of house.

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:

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 for Existing Patients
Scheduling Appointments for New Patients
Scheduling Events

Managing Appointment Book Lists

Using the Scheduling Assistant

Managing Appointments

Managing Events

Generating Appointment Book Reports
Working with Notes in the Appointment Book
Using Perfect Day Scheduling
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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/Cﬂor Bar

Date Bar

/

Qperatory ID

. Appointpent Book < Apfferican Fork Dental Pragbe> <AF> <UTC -07:00 [MST]; EI@
Eile Vi Status JHetup Appt Lists ove to Pinboard  Help Navigation
T - =
|| y | | | |))x | | Buttons
£ =] EE‘ 5 P
Ryl Goal 7 |
ERp AFOFOT AFOF0Z | AFOF03 |
10:00, i
Al T Day View
20
Beii] - i
a0 T Week View
60 .
1T:00am = Month View
A0
:20
30
40 Pin Board
50 A
12:00pm
A0
20 ¥
:30
an =
60 g
1:00prn n
A0 - i
20 ;._“/Fllp Tabs
30 @
:40 g
B ul
-.<n i

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

*  The Appointment Book Toolbar
e Using the Month Calendar

¢ The Time Bar
¢ Provider Colors

e 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 Pinboard

*  Using the Flip Tabs
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The Appointment Book Toolbar

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

R ERVCEEEEEREL

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
j 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 = o —
. . rc
buttons to navigate to the desired month. FSon [Whon— [Tus ™ [Wod [ Toer [ i [ 5ot
¢ (Click Scheduled Production on the menu g 2
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 3 ok
Cancel
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The Time Bar

80| 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.

Provider Colors

You can assign a unique color to each treatment provider in your office. These colors will be used to flag each
appointment so that you can tell which provider the patient is seeing by the color of the appointment.

On the left side of the Appointment Book, a color column for each treatment provider appears. The color
depends on the unique color assigned to that provider. A colored block in a column indicates that the
corresponding provider is scheduled to be working on a patient during that time.

i | 4F-OFOT | AF-OPO2 |
-| Crazhy, Brent @ EHFHR| -| Bbbatt, James P
Hemizect TheiPlpty
H:[801]555-1212 (%] H:[20711565-6655
MHAYFES B

For example, in the blue column you see a blue block from 9:10am to 9:30am, indicating that the “blue”
provider will be involved with a patient during that time. If a provider has been double-booked, the color
block will be white with stripes in the color assigned to that provider. If the provider column is gray, this
indicates that the provider is not available at that time.

For information about changing provider colors, see “Setting Up a Provider” in Chapter 1: Introduction and
Initial Setup.

Operatory IDs

The Appointment Book displays a column for each operatory added to Dentrix Enterprise.
AF-OPO1 | AF-OP02 |

Operatories are displayed in alphabetical order using operatory IDs. There is a limit of 10 operatories per
Appointment Book view. For information about views, see “Setting Up Views” in Chapter 1: Introduction
and Initial Setup.
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Understanding Appointments

Every scheduled appointment is assigned to an operatory and a provider and has a length.

-| Abbatt, James P
TheiPlpty
H:[3011555-6655

MHAYFS 7

*  The color of the appointment depends on the unique color assigned to the provider who has been selected
as the treating/rendering provider for the appointment.

*  The markings in the white column on the left side of the appointment correspond to the chair (blank),
assistant (/), and provider (X) times specified for the appointment.

*  Depending on the length of the appointment, Dentrix Enterprise displays up to nine lines of
customizable information, such as the patient’s name and the appointment reason.

* To quickly change the length of the appointment, click the gray square Z in the lower-right corner of the
appointment so that the cursor turns into double-headed arrow, and then drag the bottom edge of the
appointment up or down.

*  The appointment can have one or more icons on it in the upper-right corner.

*  Avyellow flag indicates that the patient has a patient alert.
* A blue musical note indicates that the appointment has a note.
* Ared plus sign indicates that the patient has a medical alert.

*  To quickly view appointment information, position your mouse pointer over an appointment.

Using the Navigation Buttons

Jel» The navigation buttons are used to move from day to day in the Appointment Book. Click the
“ left arrow button to move back one day. Click the right arrow to move forward one day. Click
the circle button to quickly return the current system date.

The navigation buttons function differently for views other than the day view: if you are displaying the week
view, the navigation buttons will move you forward or backward a week at a time; if you are displaying the
month view, the navigation buttons will move you forward or backward a month at a time.
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Using the Day View

;L] Opening the Appointment Book in the day view allows you to see detailed information pertaining

- t0an individual day and its scheduled appointments. You can schedule appointments by double-
clicking at an available time. If you are on the week or month view, click the Day View button to
switch to the day view.

Using the Week View

| A time-saver when looking for an available appointment time, the week view allows you to see a
week’s worth of appointments at one time. Click the Week View button to switch to the week view.
The week view displays large columns for each day of your work week. Each day column is further
divided into operatory columns that show provider color blocks, which indicate appointments that
have already been scheduled, making it easy to see free scheduling opportunities. To schedule an
appointment, double-click at an available time.

Tip: To see details about an appointment, while pressing the Shift key on your keyboard, right-click the
appointment. A pop-up box appears and displays the patient name, appointment reason, phone number,
provider, appointment date and time, and status.

Using the Month View

| If your schedule is packed weeks in advance, then the month view will make finding a free

L appointment time much easier. Click the Month View button to display an entire month’s worth
of appointment times for each provider. On the left side of the Appointment Book, each provider
is listed by ID and in color for each work day in the month. On the top of the Appointment Book,
the time of day is shown. To view the appointments on a particular day, click in that date’s row to
move to that date in the day view.

Note: Only appointments that have been scheduled using provider time (“X”s will appear on the left side of
each appointment) appear in the month view. See “Scheduling Appointments” in this chapter.

Using the Pinboard

Similar to a real pin board, the Appointment Book Pinboard can temporarily store appointment or event
information until you can find a new appointment or event time. You can have multiple appointments and
events on the Pinboard at any given time.

| TR THbbot, Patic] ~ st . | List
malg.arer uf-.mcrfgﬂ'l:‘erﬂ —

| H:555-1386 | H:555-1586 'T“j—l. '@u

-|O05SS drmnca T !

Dragging an appointment to the pin board Dragging an event to the pin board

=
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Flip tabs act as bookmarks allowing you to jump forward or backward several days, weeks, or
months in the Appointment Book according to a specified length of time, such as seven days, two
weeks, or six months. No flip tabs are set up with the initial installation of Dentrix Enterprise. For
information about defining flip tabs, see “Setting Up Flip Tabs” in this chapter.

Changing a Clinic’s Schedule

Occasionally you will need to change the hours your office is open for a particular date. Dentrix Enterprise
allows you to change your working hours for a single day or to close the office completely on a single day.
Changing the hours of operation for a day or closing the office on a day does not make changes to any
previously scheduled appointments. For example, if you have scheduled patients for March 5th, and then you

close March 5th, those patients remain scheduled on March 5th.

To set up when a clinic is closed for vacation days and holidays

1. In the Appointment Book, from the Setup menu, click Clinic
Schedule.

The Schedule Calendar for Clinic dialog box appears.

2. Click the double left or right arrows to navigate to the correct
month, and then select the day you want to close or open the office.

3. From the Office Closed menu, click one of the following options:

*  Close Office on selected date — Closes the office on the
selected day. The cell for that day will become light gray. Use
this option to close the office for yearly holidays that do not
occur on the same day of the month every year (for example,

Thanksgiving).
*  Open Office — Opens the office on the selected day if it was

previously closed.

e Set Yearly Holiday on selected day — Closes the office on

t Book <American Fork Der

ppt Lists
1 1L I
Schedule Calend, linic <MESA>
Office Closﬁ
<< N\ March 2013 >>
Sun | Mon | Tues | Wed | Thur | Fri | Sat

24 25 26 27 28 29 30

4 Practice Closed: Close
Practice Holidays:

the selected day. The cell for that day will become pink. Use this option to close the office for yearly
holidays that fall on the same day of the month every year (for example, Christmas is always on

December 25).

*  Delete Holiday — Opens the office on the selected day if it was previously closed for a yearly holiday.

4. Click Close.
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Changing a Provider’s Schedule

Occasionally, you may need to change the hours a particular provider is available. In Dentrix Enterprise, you
can change a single provider’s hours for one day or to schedule the provider to be out of the office for one
day. Changing a provider’s hours for a day or scheduling a provider out of the office on a certain day does
not make changes to any previously scheduled appointments. For example, if you have scheduled patients for
March 5th and then set a vacation day for a provider who has patients on March 5th, those patients remain

scheduled on March 5th..

To change a provider’s schedule

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

Setup.

The Provider Setup dialog box appears.

Select a Clinic.

Select the desired Provider.
4. Click Schedule.

The Schedule Calendar for dialog box appears.
5. Click the double left or right arrows to

navigate to the correct month, and then select
the day you want to set or remove a vacation
day.

6. From the Option menu, click one of the
following options:

*  Set Vacation on selected date — Makes
the provider not available on the selected
day. The cell for that day will become
purple.

* Delete Vacation day — Removes the
provider’s vacation day for the selected
day if it was previously set.

¢ Reset Hours to default on selected
date — Returns the selected day to the

O,

u Appointment Book <American Fork Der
File V] s up  fppt Lists

Provider Setup

Clinic: | ME S " :: ’
Provider:

< : )Schedule

Add Provider

Schedule ar for DSMITH at CENTRAL
Optiol 6
<« NS April 2013 >>
Sun | Mon | Tues | Wed | Thur | Fri | Sat
1 2 3 4 5 6
812|812 812|812 B2
1-5 1-5 1-5 1-5 1-5
T 8 9 10 1" 12 13
812 812 812 812 812
1-5 1-5 1-5 1-5 1-5
14 17 18 19 20
812|812 |82
1-5 1-5 1-5
21 23 24 25 26 27
812|812 812|812 B2
1-5 1-5 1-5 1-5 1-5
28 29 30
812|812
1-5 1-5
Practice Closed Close
Practice Holidays:
Provider Vacation:

provider’s default work day for that day of the week.

Click Close to return to the Provider Setup dialog box.

8. C(lick Close.
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Changing an Operatory’s Schedule

Occasionally, you may need to change the hours a particular operatory is available. In Dentrix Enterprise, you
can change a single operatory’s hours for one day. This does not make changes to any previously scheduled
appointments or events. For example, if you have scheduled patients for March 5th and then change

an operatory’s hours, and that operatory has patients scheduled on March 5th outside of the operatory’s
availability, those patients remain scheduled in that operatory on March 5th.

To change an operatory’s schedule

1. While viewing the operatories for a clinic in the Appointment
Book (the view does not have to include all operatories), from the
Setup menu, click Operatory Setup.

The Operatory Setup dialog box appears.
Select the desired operatory.
Click Schedule.

The Schedule Calendar for dialog box appears for the selected operatory.

Setup

4. Chc'k the double left or right arrows to oo Close
navigate to the correct month, and then Reset Hours for Selected Datem

double-click the day to change the hours << March 20— = |
for the selected operatory on that date. Sun | Mon |Tues | Wed |Thur | Fri | Sat
1 B
812
1-5
3 4 5 i) I 8 9
812 812 812 812 812
1-5 1-5 1-5 1-5 1-5
5. If you want to return the selected day to the o # 12 3] 14 15[ 16
s K . . 812 &12 812 &12 812
operatory’s default availability, click Reset 5 |15 |15 |15 |15
17 18 19 20 21 22 23
Hours for Selected Date on the menu bar. &12 |12 (812|812 |82
6. Click Close to return to the Operatory
Setup dialog box.
7. Click Close.
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Switching Between Views

You can quickly switch between views by pressing the shortcut key (F1, F2, F3, and so forth) that corresponds
to the shortcut key that is assigned to the desired view. However, if you don’t know the view’s shortcut key, the
view doesn’t have a shortcut key, or you don’t want to use the view’s shortcut key, you can select the view that

you want to switch to from a list.

For information about adding and editing views, see “Setting Up Views” in Chapter 1: Introduction and

Initial Setup.

Alternatively, to switch to another view

1. In the Appointment Book, click View on the menu bar.

The Select View dialog box appears.
Select the view you want to use.

Click Select.

Enter View Name: I

View Name 4|

Central

| Short-cut ’Qeleﬁt
F5 lanage Views

Highland

HIGHTRND

F2

Test View

* Default View of the Clinic

AF

F

3
ok |
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Finding Open Appointment Times

Dentrix Enterprise provides you with multiple ways to search for an available appointment time as explained
in the following topics:

Manually Finding an Appointment Time

Using the Find Appointment Tool

Manually Finding an Appointment Time

Dentrix Enterprise provides the following features to help you search for an available appointment slot manually:

Day view — For information about this feature, see “Using the Day View” in this chapter.

Week view — For information about this feature, see “Using the Week View” in this chapter.

Month view — For information about this feature, see “Using the Month View” in this chapter.

Month calendar — For information about this feature, see “Using the Month Calendar” in this chapter.

Flip tabs — For information about this feature, see “Using the Flip Tabs” in this chapter.
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Using the Find Appointment Tool

When a patient with very specific scheduling needs calls to make an appointment, combing through your
schedule and looking for any available time slot that both meets the needs of your office and the patient can
be complicated and a little stressful. To help you find available openings in the Appointment Book, Dentrix
Enterprise provides an effective tool that allows you to quickly plug in as many or as few search parameters as
you desire and then presents possible openings that meet those criteria.

To search for an available appointment time

1. In the Appointment Book, from the File menu, click Find New

(%% Appoi it Book <American Fork Der

Appointment Time. e | Views Status Setup mAppt Lists
The Find New Appointment = e
Time dlalog bOX appeafS. Find New Appointment Time ==
. . . S elect Provider(s) Select Days Start Date Select Time Black.

Set up the following options: weave | o, || e

-
*  Select Provider(s) — Select W Mondy g € Dats) 4 5] 5 {

. VT 1 7 wWesk(s)
the providers whose C oy 4 5 8
‘wednezdap
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availability you want to
search for. By default, the
providers assigned to the
current view being used

T hursday Time Range

[ Saturday I~ Time Pattern Search

Clear A1l Start: l:l ﬂ

in the Appointment Book e [ 1]
appear in the hSt raviders/operataries in
View  |Main -
Select Op(s) — Leave e et

Select All Ops selected to Appt Type: [Hiah Preducton -

search for open times in all o Dupicats Dpsratary Timss @SealchNiew | [(Sewch | concel |
operatories, or deselect the —

operatories that you do not

want to search for open times in. By default, the operatories assigned to the current view being used
in the Appointment Book appear in the list.

¥ Select &l Ops

Select Days — Select the days of the week that you want to include in the search.

Start Date — Type the date from which you want to start searching, or click the search button **/ to
select the date from a calendar. By default, this is today’s date.

Note: Alternatively, to advance the Start Date by a specified interval relative to the date currently
entered, select an interval type (Day(s), Week(s), or Month(s)), and then click a number button. For
example, if you want to look for an available appointment time starting six months from today, click
Month(s) and then 6 to advance the starting date by six months.

Appt Length — Leave the default length selected, or click the search button **| to set the amount of
time needed for the appointment. You can also indicate a time pattern: chair (blank), assistant (/),
and provider (X) time.

No Duplicate Operatory Times — If the search finds the same open time in multiple operatories on a
given date, and you want only the first of those duplicate times to be listed, select this check box.
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3. Click Search/View.

The Available Appointment Times dialog box appears and T ==

lists the first 10 available times that match your search criteria.
Thu 03/28/2013 T-00pm- 500pm  AMCCLURE : MRGAT

i W iew i Fi 03/29/2013 800am-1200pm  AMCCLURE : b
4. Select the date and time that you want to preview in the B L e
i ick Vi i Mon D4/01/2013 &00am-12.00pm  AMCCLURE : b
Appointment Book, and then click View. The Appointment v P ER T T SE
; ; ; Tue 04/02/2013 E00am-12.00pm  AMCCLURE - M
Book displays that date and outlines that time. Ol i S it Mt

Wwied 04/03/2013 8:00am - 12:00pm  AMCCLUB MESAT
Wwied 04/03/2013 1:00pm - 5:00pm  AMCCLAE : MESAT

Tip: If none of the 10 displayed dates and times will work,
click More to list the next 10 available dates and times.

I Mare | Wi | Yigw Mext | Select | Cancel
5. To use the selected date and time to schedule the ( 5 )

appointment, click Select; otherwise, click Cancel to change
your search criteria.

For comprehensive details about all the search options available, see the “Using the Find Appointment Tool”
topic in the Dentrix Enterprise Help.

Scheduling Appointments

Keeping the schedule organized can create harmony for the whole team just as a messy and disorganized
schedule can create a ripple effect of unnecessary stress and chaos throughout the day. Since the most common
operation performed in the Appointment Book is simply scheduling an appointment, it’s important that they
are scheduled correctly and include all pertinent information so that you not only serve your existing patients,
but also make sure the office reaches any daily production goals.

Dentrix Enterprise provides a flexible framework for scheduling various types of appointments:
*  Scheduling Appointments for New Patients
*  Scheduling Appointments for Existing Patients

e Scheduling Continuing Care Appointments
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Scheduling Appointments for New Patients

Scheduling an appointment is often a new patient’s first experience with your office. Since this is a potential
new customer, you need to make a good impression, so you will want to ask for only enough information

to schedule the initial appointment rather than asking for the patient’s entire health history over the phone
(according to your organizations procedure). Also, a benefit of scheduling a new-patient appointment is that
doing so does not create a patient record in your database, so if the patient cancels or doesn’t show up, you
don’t clutter up your patient database with a patient who you might never hear from again.

Notes:

*  When you create an appointment for a new patient, the patient’s contact information is stored only in the
Appointment Book. Dentrix doesn’t automatically create a patient record in the Family File. Instead, you
must create a patient record in the Family File record when the patient arrives for the appointment, but
Dentrix Enterprise uses the information entered for the appointment to create that patient record to make
it so that you don’t have to re-enter anything.

* If the new patient fails to show up for his or her first visit, you can delete the appointment from the
Appointment Book.

*  Be aware that your organization’s standards and policies may require you to collect or not collect certain
information when scheduling a new-patient appointment.

To schedule a new-patient appointment

1. In the Appointment Book, locate an available time on the schedule as ;‘*“

double-click in the desired operatory at the desired time. 2

explained in “Finding Open Appointment Times” in this chapter, and then ~ %n @

The Select Patient dialog box appears.

2. Search for
the patient to
make sure that

Select Patient @

Search By | Appointments ‘ Advanced Search

Patient Info Clinic
he or she does @ Last Name (Last, First) ) Medicald # () Subscriber ID @ This clinie. | 0% On Sereen Keyboard @
not already (T First Name (First Last) ) Chart# (©) Home Phone (&) All clinics
have a Famlly (7 Preferred Name o ss# () Birthday () My clinics
Flle record. Enter Last Name (Last, First):
. Search
Then, if the [ seoh ]

t- t d [7] Include Archived Patients
pa en o¢es

not exist in HoH Last Name First Name M Preffered Name | Phone Chart # ss#
your database,

click New
Patient.

4 L4

Previcusly Selected Patients:

HoH Last Name First Name Mi Preffered Name Fhone Chart # 55#
: Walker Borinie 6196977808 WADD16E
: Crosby Brent 8015551212 CR93 mnnn
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The Enter New Patient Information dialog box appears.

Enter New Patient Information @
3. Enter the following information: Last First MI
Marne: || | |—
e Name — Type the patient’s last name, first name, and Prone|
mlddle initial. Strest
Address:l 3
*  Phone - Type the patient’s home phone number. |
. Ci 5Tz
*  Address — Type the patient’s address. | 2 i £
* Referred By — If the patient was referred to your office, L
click the search button **|to select the referral source. A Carcal
4. Click OK. Nt

The New Appointment Information dialog box appears.
5. Select the reasons for the appointment:

* Initial — If the patient is
being seen for work that is
part of an initial visit, such
as an exam and cleaning,
click Initial. The Select
Initial Reasons dialog box @
appears. Select the desired
reasons, and then click OK.

Select Initial Reasons @

dEx.Pro Emera Ex
NP Exam Consult
Comp. Eval

Ext. Eval
Periodic
A 1st
2 B
4 B

an
Prophy-Adult
Prophy-Child
Frophyp/FI-Ch

Cancel

e Misc — If the patient is
being seen for something
else, click Misc. The
Procedure Codes dialog
box appears. Select the
desired procedure code, and then click OK.

Procedure Codes @
Category Procedure Code List
[None] A D3921  Apicosct/Perradbicus/Tst oot
Diagnostic B 03425 Apicoect/Perirad-malars1st roat
Preventive D3428  Apicoect/Perirad (each + root]
Restorative D3430  Retrograde filling-per root

03450  Aoot amputation-per root

Periodontics D34E0  Endodontic endosseous implant
Frosth, remov D3470  Intentional replant, inc splint

Maxilla Prosth D330 Surgisolation of th w/ub dam  —
Implant Sery I D3920  Hemisection, no root can ther r
Prostho, fixed D3350 Canal prep/fit of dowel/post 0
Oral Surgery D3360  Bleaching of discolored tooth -
Orthodantics ad Unspecitied endo procedure, B /R

6. Set up any other options as needed as explained in “Scheduling Continuing Care Appointments” in this
chapter.

7. Click OK.
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Scheduling Appointments for Existing
Patients

You can schedule appointments for your patients of record. You can schedule an appointment for any
procedure codes and for treatment-planned procedures.

To schedule an appointment

1. In the Appointment Book, locate an available time on the schedule as 0 |
explained in “Finding Open Appointment Times” in this chapter, and then "4
. . . . . 20
double-click in the desired operatory at the desired time. a0
40
The Select Patient dialog box appears. Select Patient
. . . Search By | A tments | Advanced Search
2. Search for the desired patient, and then double-click the erch By [ Agpoiriments [ Advanced Scerc
. . . Patient Info
patient name in the list of matches. ® LastName (Last First) ) Other D ) Subscriber ID
. . . @ First Name (First L ©Chari#  © Home Ph
The New Appointment Information dialog box appears. - Frstleme (Firstlest) ) Cherts () Home Phene
() Preferred Name OS5 () Birthdate

3. Select the reasons for the appointment: ST ———

e Tx - If the patient is going to be seen for treatment-
planned work, click Tx. The Treatment Plan dialog box

[ Include Archived Patients

. . HoH | Last Name First Nai M| Prefemed Name
appears. Select the desired procedures, and then click Tty b
Close.
Treatment Plan @
Odr Date Code Diescription Toaoth  Surf

? 04/12/2002 D710 Extraction-single tooth A 30

? 01/15/2009 D5214 Mand partial-metal base w/sdls 2526

? 01/15/2009  DE970 Post/core + brdg retainer, fabr 5 10

? 01/15/2009  DE970 Post/core + brdg retainer, fabr 7 10

? 01/15/2009  D6971 Cast post/part of brdg retainer 23 10

? 01/15/2009 D697 Cast post/part of brdg retainer 24 10

? 01/15/2009  DE971 Cast post/part of brdg retainer 25 10

1 01/09/2009 D5213 Maxil partial-metal Base W/sdls 12714

1 12/15/2008 D7140 Extract.erupted th/exposed rt 1 10

2 01/09/2009 DE210 Pontic-cast high noble metal 19 10

2 01/09/2009 D6210 Pontic-cast high noble metal 20 10

2 01/09/2009 D6210 Pontic-cast high noble metal 21 10

Tip: To add to the treatment plans listed in the Treatment Plan dialog box, click New Tx.

*  Misc — If the patient is being seen for treatment that has not been treatment-planned, click Misc. The
Procedure Codes dialog box appears, select the desired procedure code, and then click OK.

Procedure Codes (=53]

Category Procedure Code List

[Mone] - D3421  Apicoect/Perirad-bicus/1st oot
Diagnastic i 03425 Apicosct/Perirad-malard1 st roat
Preventive D3426  Apicoect/Perirad [each + root]
Restorative D3430  Retrograde filling-per root

D34E0  Fioot amputation-per oot

Periodontics 03460  Endodontic endozseous implant

Prasth, remoy D3470  Intentional replant, inc splint

Masilla Prosth D310 Surgisolation of th wiub dam
Implant Sery I D3320  Hemisection, no root can ther 2
Prastho, fixed Canal prep/fit of dowel/post T
Oral Surgerny Bleaching of discolored tooth
Orthodantics o Unispecified endo proced /i
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Set up the following options as needed:

Mew Appointment Information - (Crosby, Shirley)

g

- . E: Ak
Provider — By default, Dentrix Frov|DESMITH | | =
i i H Attached:
Enterprlse aSSlgnS the patlent’s Ey A 2 e I¥ Use Reason ToAuto Update CC Patient Infa I

£azon

primary provider, but you can Other Appis)

K Iritial Delete -
select another provider for the - @ . Ins Clar Info
" el
aPPOIHthHt. Misc. Schd. Mext

Appointment Desc — Dentrix -y Wait/wil Cal
[=2:1e8
Enterprise updates the

e e Bl

L . Length: [0 min >>| Stetws: [<rone> =] Op[aFOP02 | Find
description automatically as you arount | Schedule:[FIED v Date: [1172272017 3] Pin Board
add an appointment reason, but D T E oy
you can change it as needed. st [ Tu Reuest | »] 5)
Length _ Dentl‘ix Enterprise Not::g Sched. Operator:  |DSMITH Date Sched.: 1s22/2my —
updates the length automatically Inset Dateline
as you add an appointment reason. .

If more or less time is needed to | || Cher Puled
complete the appointment, you can

Change the length You can alSO set I” Main Concem? [~ Policy Holder Mame? [~ Last Dental Exam?

up the time pattern for each unit of [~ 1§ Pain, HowLong? [ Subs. 55#7 DOB? [~ Palient's DOB Age?

™ Insurance Name? ™ Employer Name? Grpt [ Referred By?

the length (chair time |_, assistant’s
time I7, or provider’s time ) to help you maximize your productivity and the use of all operatories.

Amount — Dentrix Enterprise updates the amount as you add an appointment reason, but you can
change it as needed.

Staff — If applicable, click the search button *?| to select the staff member who will assist with this
appointment.

Schedule — You can categorize appointments into three groups. Select one of the following options:
*  FIXED - The patient has an inflexible schedule and can only be seen at the scheduled time.

*  OPEN - The patient is willing to change the date and time of the appointment if necessary.

*  ASAP - The patient want to be seen earlier if an appointment time becomes available.

Type — If you are using Perfect Day Scheduling, select an appointment type. For an explanation of
Perfect Day Scheduling and appointment types, see “Using Perfect Day Scheduling” in this chapter.

Op, Date, Time — Dentrix Enterprise automatically inserts the operatory, date, and time for the
appointment that corresponds to the time slot where you double-clicked to begin scheduling this
appointment. You can change the Op, Date, and/or Time as needed.

Note — If clarification is needed or to add other details about the appointment, type a note.

Chart Pulled, Check List — If you have pulled the patient’s paper chart, select Chart Pulled. Also,
you can select any of the check boxes (the check list items as set up in the Practice Definitions) at the
bottom of the dialog box as needed.

5. Click OK.
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Scheduling Continuing Care Appointments

To schedule a continuing care appointment

1. In the Appointment Book, locate an available time on the schedule as 5 |
. . T . . . . 1:00pm
explained in “Finding Open Appointment Times” in this chapter, and then 1
double-click in the desired operatory at the appropriate date and time. ig
The Select Patient dialog box appears. Select Patient
. . . Search By | Appointments | Advanced Search
2. Search for the desired patient, and then double-click the it |
atent Into
patient name 1n the llst of matches. @ Last Name (Last, First) () Other ID ) Subscriber ID
. . . ) First N (First Last) () Chart # @H Ph
The New Appointment Information dialog box appears. ommm R oo e
(") Preferred Mame 858 () Birthdate
3. 'The initial reasons are the most common procedures that T e ——
your office performs, typically for initial and recurring visits,
such as exams and cleanings. To select the continuing care ) Include Archived Patients
appointment reasons, click Initial. The Select Initial Reasons e s e e
. . - Crosby Brent
dialog box appears. Select one or more reasons, and then click
OK.
Select Initial Reasons =3
dE . Pro Emerg Ex
NP Exam Corsult
Comp. Eval
Ext Eval
Perindic3
PA 1st
2 B
A B
an
Frophyp-Adult
Frophy-Child
Prophy/FI-Ch
Cancel

Note: If any of the selected procedures corresponds to a continuing care type that is not attached to the
patient’s record, and the Use Reason to Auto Update CC check box is selected, a message appears and
asks if you want to attach the missing continuing care to the patient’s record using the default settings.
Click Yes to attach the continuing care to the patient’s Family File.
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Set up the following options as needed:

*  Provider — By default, Dentrix
Enterprise assigns the patient’s
primary provider, but you can
select another provider for the
appointment.

* Appointment Desc — Dentrix
Enterprise updates the description
automatically as you add an
appointment reason, but you can
change it as needed.

*  Length — Dentrix Enterprise updates
the length automatically as you add
an appointment reason. If more or
less time is needed to complete the
appointment, you can change the
length. You can also set up the time
pattern for each unit of the length
(chair time |_, assistant’s time |# , or
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£azon

MNew Appointment Information - (Crosby, Shirley)

Cantinuing
Prov[DESMITH »>|Care | »
Altached:
Yl ﬂ ¥ Use Reason Ta Auto Update CC Patient [rfo I

g

Other Appt(s)

Initial
=
Misc.

Delete

Del Al

Ing Claim Info

®

Schd. Next

it Ml Call

Desc: |

Length: | 0 minﬂ Status:

Motes

3 |<n0ne>

Amount: Schedule: |FI><ED

| Date: [T17zz72017 33 Pin Board
RL: ’7 Type:|<none> j Time: |2:30pm ﬂ Histar )_
Staff: ﬂ T« Request: | ﬂ 5)
Orig. Sched. Operator:  [DSMITH Date Sched.: ’W

| op:JaF-0P02 »|

Find

e e Bl

Cancel

Inzert Dateline

-

[ Chart Pulled

[™ Main Cancem?

I 1 Pain, How Long?
mml] Il W]

-

[~ Policy Holder Mame? [ Last Dental Exam?
[~ Subs. S5#7? DOB?

[~ Patient's DOB Age?

Bemerell b Gt ol el =yt leven]

provider’s time f) to help you maximize your productivity and the use of all operatories.

*  Amount — Dentrix Enterprise updates the amount as you add an appointment reason, but you can

change it as needed.

e Staff - If applicable, click the search button **! to select the staff member who will assist with this

appointment.

* Schedule — You can categorize appointments into three groups. Select one of the following options:

*  FIXED - The patient has an inflexible schedule and can only be seen at the scheduled time.

*  OPEN - The patient is willing to change the date and time of the appointment if necessary.

*  ASAP - The patient want to be seen earlier if an appointment time becomes available.

* Type - If you are using Perfect Day Scheduling, select an appointment type. For an explanation of
Perfect Day Scheduling and appointment types, see “Using Perfect Day Scheduling” in this chapter.

*  Op, Date, Time — Dentrix Enterprise automatically inserts the operatory, date, and time for the
appointment that corresponds to the time slot where you double-clicked to begin scheduling this
appointment. You can change the Op, Date, and/or Time as needed.

*  Note — If clarification is needed or to add other details about the appointment, type a note.

*  Chart Pulled, Check List — If you have pulled the patient’s paper chart, select Chart Pulled. Also,
you can select any of the check boxes (the check list items as set up in the Practice Definitions) at the

bottom of the dialog box as needed.
5. Click OK.

For a comprehensive description of all the options available for scheduling appointments, see the “Scheduling
appointments” topics in the Dentrix Enterprise Help.
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Scheduling Events

The Dentrix Enterprise Appointment Book is not just for managing patient appointments. It also allows you
to schedule events, such as staff meetings, vacations, and activity reminders. You can use an event to block out
time or close one or all operatories in the Appointment Book, so you have a visual reminder that you cannot
schedule during that time. An event can be for a single day or be a recurring event for up to one year.

To schedule an event or a series of events

1. In the Appointment Book, navigate to the starting date of the 0 Anpomtment Baok <American Fork Dental Practce>

event, right-click in the desired operatory at the desired starting Filem\iswmStatismSstu AR b mMoTEaIRint
time for the event, and then click Schedule Event. i ] &= [[E EE
The Schedule Event dialog box appears. J”Tj J.HVU -
2. Set up the following options: 10'02012? @

* Time, Days, Operatores — By default, EE

Dentrix Enterprise uses the operatory, date, Schedule Event ==

and time for the event that corresponds to Event Tine Opsratories

the time slot where you right-clicked to begin Stat[820am  >»| End[E30am 5

scheduling this event. You can change the ™ Close Operator (4l Day Event ap3

Event Time, Event Days, and/or Operatories Event Days i

as needed. If the event will last the entire day, Stat [0471672013 >»| Enc:[0471672013 | iz

select Close Operatory (All Day Event). seselbeo b

W Sun. ¥ Mon V¥ Tues M ‘Wed.

Notes: W Thuws. v Fi. v Sat Clear Al

*  You must select at least one day. If the
event starts and ends on the same day,

|Event
select that day of the week. (E—

I™ Center Description on Scheduled Evert

I al

D escription: Ewent Color

Motes

*  You cannot schedule an event that overlaps et Datene | 5|

a scheduled appointment or another event. ”

*  Description — Type a description for the

event or series. To center the description _
horizontally at thC tOp Of thC event blOCk MOTE: If multiple operatories and/or davs are specified for the Event, separate Events
. . [one per day per operatory] will be created/displayed in the Appointment Book. The
1n thC Appolntment BOOk, SClCCt Centel‘ E vent creation process may take several minutes depending on the criteria specified.

Description on Scheduled Event. With
this check box cleared, the description is left
aligned.

Cancel

¢ FEvent Color — Click the button to choose a color for the event.

Tip: When choosing a color for the event, choose a light color that contrasts with the black text
of the event description, so you can see the words easily. For example, black text will not be easily

readable on a dark blue background.
* Notes — Type any notes that apply to the event.

Important: If you create a repeating event, be aware that if you want to delete the whole series, you must
delete each event in that series one at a time.
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3. Click OK.

Notes:

e ThC event creation process ma
p Y File View Status Setup Apptlists Moveto Pinboard Help

take several minutes, depending on =
I MR EDYV-EEEEERE RIS E M
Maote |RYU Fee: 00 |RYL Goal ‘Wednesday - November 22 2017
of the week selected, the number P
of operatories selected, and the

number of future appointments

scheduled.

e Ifyou attempt to schedule a single
event that overlaps with an existing
appointment or event, a message
appears and states that the operatory
is already scheduled at the requested
time.

P-4

* If Dentrix could not create an event that is part of a series because that event overlaps with an existing
appointment or event, a log file appears for your reference. You can correct the conflicts and then
schedule events to match those in the series you created previously.
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Managing Appointment Book Lists

Failed or canceled appointments can cost a dental office thousands of dollars a year in lost production time.
Dentrix Enterprise helps you avoid that missed revenue by providing you with several types of appointment
lists that can be used to fill open blocks of time in your schedule. This section covers the following topics
about how to use these lists:

*  Using the Appointment List
e Using the ASAP List

*  Using the Open List

*  Using the Unscheduled List
*  Using the Pinboard List

Using the Appointment List

The Appointment List displays all appointments scheduled in the Appointment Book for a selected date.
As a useful tool to confirm appointments, the Appointment List displays the time, status, name of patient,
provider, operatory, reason, length, and patient phone number for the appointment.

To use the Appointment List

1. In the Appointment Book, from the Appt Lists menu, point to @_ \ Appointment Book <American Fork Dc-
Appt List, and then click either Current Clinic (to view '
appointments for the clinic currently being viewed) or All
Clinics (to view appointments for all clinics). Appointment List View (5

. Bu Provider: By Operatorny:
The Appointment List View dialog box appears. AMCCLUFE McClreAngel »  [JEFFT A
DDST  Srith Denris D MESAT

2. Make your provider and operatory selections to filter the e —
appointments in the list, and then click OK. S
The Appointment List window appears. 2 Cancel |

T

3. DPerform any of the following tasks:

o - L eno Aty

. . . .
To see more information regarding | | 3] View Aot Satus Oficeloums I‘(:D,
ed - Nov 22,2017

an appointment or to make changes

Time | Time Zone Status | Name Prov/Op

to an appointment, double-click it to | T T—————
. . 240p UTC -07:00 [MST] Crosby, Tom DESMITH/AF-0P01
Open the APPOIntment Informatlon 3:00p UTC -07:00 [MST] Abbott, James DESMITH/AF-QPO1

dialog box.

* To move back one day at a time or
forward one day at a time, click the
left or right arrow button. To select a specific date, click the calendar button.

*  To move a selected appointment to the Pinboard for quick rescheduling, from the Appt menu, click
Move Appointment to Pinboard.

*  To break a selected appointment and move it to the Unscheduled List, from the Appt menu, click
Break Appointment.

* To delete a selected appointment permanently, from the Appt menu, click Delete Appointment.

*  When confirming a selected appointment, from the Status menu, select the appropriate status type to
indicate the last contact with the patient.

*  To open the Office Journal of the patient that corresponds to a selected appointment, on the menu

bar, click Office Journal.
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Using the ASAP List

Many times patients call wanting an appointment sooner than your next available time. In these situations,
you can offer to call the patient if an appointment time becomes available. With Dentrix Enterprise, you can
flag scheduled appointments as ASAP (As Soon As Possible).
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Once you have flagged an appointment as ASAP, it appears on the ASAP List. This satisfies the patient’s
request for a sooner appointment, while benefiting the office at the same time, by providing a list of patients
who can fill holes in an otherwise full schedule.

In addition to providing you with names of patients who can fill open appointment times, the interactive
nature of the ASAP List makes it simple to contact a patient and then create or move an appointment as

needed.

To use the ASAP List

1.

In the Appointment Book, from the Appt Lists menu, point to

®

ASAP List, and then click either Current Clinic (to view

appointments for the clinic currently being viewed) or All

Clinics (to view appointments for all clinics).

The ASAP List View dialog box appears.

Make your provider, operatory, and day span selections to
filter the appointments in the list, and then click OK.

The ASAP List window appears.
Perform any of the following tasks:

* To see more information regarding
an appointment or to make changes
to an appointment, double-click
it to open the Appointment
Information dialog box.

* To change the start date for the
view, click the calendar button.

*  To move a selected appointment to

kLE

ClE@
ASAP List View (=2
By Provider: By Operatory:
AMCCLURE McCluredngela - JEFF1 -
DDST  Smith.Dennis D MESAT
pDs2 Brown Mary D e MESAZ 7
W igw Al
Span of Search 7 - "
vpe of Searcl
Dayps '?_
f* ASAP © Open
Save zefting
2 Cancel
N?
(53
B View Appt Refresh Status Office Journal 3
ed - Nov 22,2017
Date Time Zone Status | Name S | prov/Op Cli
urc o7.00{msT) [ ] Crosby Bruat IDESMITH/AF-0POL__________[AF.
11/22/2017  UTC -07:00 [MST] Crosby, Tom DESMITH/AF-OPO01 AF
11/22/2017  UTC -07:00 [MST] Abbott, James DESMITH/AF-OP01 AF

the Pinboard for quick rescheduling, from the Appt menu, click Move Appointment to Pinboard.

* To delete a selected appointment permanently, from the Appt menu, click Delete Appointment.

* Ifyou or someone else changed an appointment in another module or on another computer, to
update the ASAP List to reflect the most recent changes, on the menu bar, click Refresh.

*  When confirming a selected appointment, from the Status menu, select the appropriate status type to
indicate the last contact with the patient.

*  To open the Office Journal of the patient that corresponds to a selected appointment, on the menu

bar, click Office Journal.
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Using the Open List

When a patient calls to cancel at the last minute, the office must either scramble to find a patient willing

to come in on short notice or else lose valuable production. The Open List can help you quickly fill those
available slots by providing you with a list of scheduled patients who have more flexible schedules and may be
willing to come in at the last minute.

In addition to providing you with names of patients who can fill open appointment times, the interactive
nature of the Open List makes it simple to contact a patient and then create or move an appointment as

needed.

To use the Open List
\. Appointment Book <American Fork Der
1. In the Appointment Book, from the Appt Lists menu, point to @. proint _
ASAP List, and then click either Current Clinic (to view

appointments for the clinic currently being viewed) or All —
.. . . L ASAP List View
Clinics (to view appointments for all clinics). By Provider By Operatary

. o . AMCCLURE McClurefngela .« JEFF1 -~
The ASAP List View dialog box appears. DDST  SmithDennis D MESAT
pDs2 Brown Mary D ki MESAZ 57
2. Make your provider, operatory, and day span selections to
. . . IV iew &l
filter the appointments in the list; under Type of Search,
. Span of Search
select Open; and then click OK. Days: [T =ty

" ASAP & Dpen

The ASAP List window appears, displaying appointments Save setting
that are flagged as Open.

3. DPerform any of the following tasks:

[0 ncap iy i AL

EI View Appt Refresh Status Office Journal

* To see more information regarding ed - Nov 222017

: [Date  [TimeZone [ Status [Name " | Prov/Op Clinic
an appointment or to make changes UTC 0700 V5T | [Crosby Bre-. DESMITH/AF-OROL _____ |AF
11/22/2017 UTC -07:00 [MST] Crosby, Tom DESMITH/AF-0P01 AF

to an appointment, double-click
it to open the Appointment
Information dialog box.

11/22/2017 UTC -07:00 [MST] Abbott, James DESMITH/AF-OPOL AF

* To change the start date for the
view, click the calendar button.

* To move a selected appointment to the Pinboard for quick rescheduling, from the Appt menu, click
Move Appointment to Pinboard.

* To delete a selected appointment permanently, from the Appt menu, click Delete Appointment.

* Ifyou or someone else changed an appointment in another module or on another computer, to
update the Open List to reflect the most recent changes, on the menu bar, click Refresh.

*  When confirming a selected appointment, from the Status menu, select the appropriate status type to
indicate the last contact with the patient.

*  To open the Office Journal of the patient that corresponds to a selected appointment, on the menu

bar, click Office Journal.
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Using the Unscheduled List

The Unscheduled List provides you with an easy way to view broken or wait/will call appointments.

To use the Unscheduled List

1. In the Appointment Book, from the Appt Lists menu, point to
Unscheduled List, and then click either Current Clinic (to view
appointments for the clinic currently being viewed) or All Clinics

(to view appointments for all clinics). [ unschecuiea it View
A0 By Provider:

AMCCLURE MeClurefingel »

DDS1  Smith.Dienniz D

DDS2  BrownMay D e

The Unscheduled List View dialog box appears.

2. Make your provider selections to filter the appointments in the list,

and then click OK. = oAl
The Unscheduled List window appears. 2 Cancel

3. DPerform any of the following tasks

° TO s€e€ more information View Appt Refresh Office Journal
regarding an appointment LLLE— el S
Date | Time Zone | Status yName | Prov/Op Clinic
or to make Changes to an 10/22/2003 UTC -06:00 [MDT] Brokef  Baber, Kitk 0 DESMITH AF
intmen le-click 10/22/2003 UTC -06:00 [MDT] Broyen  Riobinsan, Hamy C DESMITH AF
flp pointment, double-clic 11/14/2003  UTC -07:00 [MST] Call  Abbott, Patricia DESMITH AF
it to open the Appointment 12/17/2003  UTC -07:00 [MST] /Call  Cox, Arthur DESMITH AF
f . il : Broken [ Crosby, Crystal _[DESMITH _____[aF |
Information dia og box. 05/25/2015 UTC -06:00 [MDT] Broken Abbott, James DESMITH AF
11/08/2017 UTC -07:00 [MST] Broken Winters, Carl DESMITH AF
e To move a selected 11/09/2017 UTC -07:00 [MST] W/Call  Crosby, Brent DESMITH AF
. he Pinboard 11/21/2017 UTC -07:00 [MST] W/Call  Winters, Carl DESMITH CENTRAL
appointment to the I'inboar 11/21/2017 UTC -07:00 [MST] W/Call  Winters, Carl DESMITH CENTRAL

for quick rescheduling, from
the Appt menu, click Move
Appointment to Pinboard.

*  To delete a selected appointment permanently, from the Appt menu, click Delete Appointment.

* Ifyou or someone else changed an appointment in another module or on another computer, to
update the Unscheduled List to reflect the most recent changes, on the menu bar, click Refresh.

*  To open the Office Journal of the patient that corresponds to a selected appointment, on the menu

bar, click Office Journal.
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Using the Pinboard List

The Pinboard List provides you with an easy way to view appointments and events that are on the Pinboard of
users in all clinics.

To use the Pinboard List
1. In the Appointment Book, from the Appt Lists menu, click ;
Book <A an Fork Der
Pinboard List.

The Pinboard List window appears.

RYU Goal

AF-OFO!
Notes:
*  An appointment with a date and ( Dot Pbonrd Lt
time was put on the Pinboard oo Offes ouma
by clicking one of the Move
t P. b d t. f th Time Zone Reason
0 Tinboard options trom the
shortcut menu that appears when 11/22/2017 2:40p UTC -07:00 [MST] Crosby, Tom EnamMecrAb
) . : 11/22/2017 300p UTC -07:00 [MST] Abbott, James FMX
you right-click an appointment, 07/28/2014 9:00a UTC -06:00 [MDT] Event
S 05/20/2015 §00a UTC -06:00 [MDT Event
by clicking one of the Move to i : Mt e
Pinboard menu options with

an appointment selected, or by
clicking the Pin Board button that is available from an appointment’s Appointment Information dialog
box appears only on the Pinboard or in the Pinboard List window.

* An appointment without a date and time that was put on the Pinboard by dragging it there, still appears
on the schedule.

* Ifyou close the Appointment Book or click Refresh from the File menu, any appointment or event that
was dragged to the Pinboard remains on the Pinboard and is still scheduled at its original date, time, and
operatory.

2. DPerform any of the following tasks:

*  To see more information regarding an appointment or to make changes to an appointment, double-
click it to open the Appointment Information dialog box.

* To delete a selected appointment permanently, from the Appt menu, click Delete Appointment.

* Ifyou or someone else changed an appointment in another module or on another computer, to
update the Pinboard List to reflect the most recent changes, on the menu bar, click Refresh.

*  To open the Office Journal of the patient that corresponds to a selected appointment, on the menu

bar, click Office Journal.
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Using the Scheduling Assistant

The Scheduling Assistant module enhances the scheduling workflow by combining the Continuing Care,
Unscheduled Appointments, ASAP, Unscheduled Treatment Plans, and Treatment Request Manager lists into
one window. Also, the Scheduling Assistant includes quick access to a patient’s details and Office Journal
entries, and you can schedule appointments directly from the Scheduling Assistant. This section covers the
following topics about the Scheduling Assistant:

*  Viewing Patients in the Scheduling Assistant

e Scheduling Appointments from the Scheduling Assistant

Viewing Patients in the Scheduling Assistant

You can open the Scheduling Assistant from the Office Manager module, and filter the list of patients in that
window to suit your preferences.

To view patients in the Scheduling Assistant ;
& Dentrix Office Manager - American Fork Dental P

1. In the Office Manager, from the File menu, click Scheduling [Fic]view Reports Letters Maintenznce 4n

Assistant. N EEVEEC R
——
The Scheduling Assistant opens.

Description
021472017 Family ‘#WalkOut Statement [Crosby, Brent]
03416/2017 | Continuing Care Display List - Mailing Labels

2. Set up the following filters as needed::

*  List — Select the type of list that you want to view: R
. . . . . . Patient Name | Ch
*  Continuing Care — The list displays patients with Py—— Crosby brent |cRe
continuing care attached to their records and/or who need I Due wout Appointments e
Crosby Tom CRO
continuing care appointments scheduled. The number ™ Overdue 1-30 Days CrosbyTom | cRe
in square brackets is a count of patients that meet the Sl R
. . . ™ Overdue 61-90 Days SM.CIELLCEH W
Continuing Care filter settings. P Smih angela |51
Crosby Brent | CRO
If none of the check boxes under Continuing Care are € Unscheduled Apportments (0] | | Croshy Brent | cRe
. . . . . . ¢ ASAP Appointments [275] Croshy Brent | CR
selected, the list displays patients with continuing care T abbotJame., |46:
Unscheduled Tx Plans  [0]
. . Abbott James | ABC
attached to their records, whether or not appointments o insctedsed e reaess o | acan o
have been scheduled for those continuing care types. To
. . . .. Clinics: I all |
view patients with unscheduled continuing care types
. . . . Prov. W all LI
that will be due starting at a certain time and/or that have
been overdue for a certain length of time, select any of the [ > \
following check boxes: \Z2/
*  Due w/out Appointments — Any continuing care
types that will be due.

have been overdue for one to 30 days.

*  Overdue 1-30 Days — Any continuing care types that
S

*  Overdue 31-60 Days — Any continuing care types
that have been overdue for 31 to 60 days.

*  Overdue 61-90 Days — Any continuing care types that have been overdue for 61 to 90 days.
e Overdue >90 Days — Any continuing care types that have been overdue for more than 90

days.

Note: A continuing care type is considered due or overdue according to the specified Due w/out
Appointments Date Range of the Continuing Care filter.
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*  Unscheduled Appointments — The list displays patients who have broken appointments that
need to be rescheduled. The number in square brackets is a count of patients that meet the
Unscheduled Appointments filter settings.

e ASAP Appointments — The list displays patients who have appointments that are marked as
ASAP. The number in square brackets is a count of patients that have appointments on the ASAP
List.

*  Unscheduled Tx Plans — The list displays patients who have unscheduled treatment plans. The
number in square brackets is a count of patients that meet the Unscheduled Tx Plans filter
settings.

*  Unscheduled Tx Requests — The list displays patients who have unscheduled treatment requests.
The number in square brackets is a count of patients that meet the Unscheduled Tx Requests
filter settings.

*  Clinics — To view patients in all clinics, select the All check box. Or, click the search button **/ to

select the clinics whose patients you want to view. By default, the patients for the clinic that you are
currently logged in to are displayed.

>

*  Prov - To view patients for any provider, select the All check box. Or, click the search button *” to

select the providers whose patients you want to view.
3. Click the Refresh/Apply filter settings button Q.

For comprehensive information about customizing the filter settings for the lists in the Scheduling Assistant,
see the “Customizing the Scheduling Assistant Filters” topic in the Dentrix Enterprise Help.
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Scheduling Appointments from the
Scheduling Assistant

You can schedule an appointment from the Scheduling Assistant.

To schedule an appointment

1. In the Scheduling Assistant, select a ‘ : —
d Patient Name Care Type Date * | Length
record. & Continuing Care [L3] Crosby Brent 1 PROPHY 8/2/2018 4 Unit(s)
. . _ Smith Angela | 5| EXAM 1/2/2018 1 Unit(s)
2. Click the Create Appointment button I B B Crosby Tom | cros PROPHY  |9/21/2017 |4 Unitts)
I Overdue 1-30 Days Crosby Tom | CR95 Perio Exam  |9/21/2017 |3 Unit(s)
I™ Overdue 31-60 Days Winters Barb... |WI212 PROPHY 9/17/2017 |4 Unit(s)
I™ Overdue 61-30 Days winters Carl | Wi211 PROPHY 9/17/2017 |4 Unit(s)
The Select View dialog box appears. I overee 250 Doy SmihAngels |SMOGOSC | PROPHY |o/17/2017 |
) . Crosby Brent | CROO04C Perio Exam | 9/15/2017 |3 Unit(s)
Also, the Appomtment BOOk opens 1n " Unscheduled Appointments 2] Crosby Brent | CRO3 PROPHY 8/1/2017 4 Unit(s)
e s " ASAP Appointments [275] Crosby Brent | CRO3 Perio Exam  8/1/2017 3 Unit(s)
the baCkground 1f 1t 1s not already Open. - —— ‘ Abbott Jame... |AB31 Perio Exam | 7/26/2017 3 Unit(s)
IEEENEWIRTS [ Abbott James | ABO030 PROPHY 4/11/2017 |4 Unit(s)
ﬁk“ @ abbottisn  |Asa2 Peric Bxam 3162017 | Unitts)
Enter View Name: I
View Name | Clinic | Short-cut Select |
Central CENTRAL® F12 Manage Views |
Highland HIGHLAND F2
My Cliric View AF s e

Edit |
Delete |

7\
)
%
)

* Default View of the Clinic
( 4 > oK Cancel

3. Select an Appointment Book view.
4. Click OK.
The New Appointment Information dialog box appears.

Notes:

* Ifyou are scheduling a continuing care appointment, the continuing care type and assigned provider
are attached to the appointment automatically.

* Ifyou are rescheduling a broken appointment, the original appointment details, such as the provider,
reason, description, length, and amount, are entered automatically in the new appointment.

* Ifyou are scheduling an ASAP appointment, the original appointment details, such as the provider,
reason, description, length, and amount, are entered automatically in the new appointment.

* Ifyou are scheduling a treatment-planned procedure, it is linked to the appointment automatically
along with the assigned provider and any corresponding continuing care.

e Ifyou are scheduling a treatment request, it is linked to the appointment automatically along with
the patient’s provider.
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Set up the appointment details, such as the provider, encounter number, and reason.
Click Pin Board.

7. Navigate to the desired date for the
appointment, and then drag the
patient’s appointment from the
Pinboard to the desired time slot in
the correct operatory. On the

confirmation message that appears, <5>

click Yes.

-| Abbott, Patricia - &bbott, P t- i - |je
HAmalgBPermS - Pt f o
-| H:555-1586 -|H:555-

psss : HEEEHBB ]

Managing Appointments

With Dentrix Enterprise, you can not only schedule appointments, but you can quickly perform other
appointment-related tasks. This section will explain the following tasks:

* Locating Existing Appointments

* Editing Appointments

*  Moving Appointments

*  Breaking or Canceling Appointments

*  Rescheduling Broken or Canceled Appointments
*  Posting Scheduled Work

*  Deleting Appointments

Dentrix Enterprise 11.0.2 User’s Guide



Chapter 3: Appointment Book

Locating Existing Appointments

You have several options for finding existing appointments:

*  Using the Locate Existing Appointment option

1.

In the Appointment Book, from the File menu, click Locate

Existing Appointment.
The Select Patient dialog box appears.
Note: On the Appointments tab, you can locate a patient’s

appointment for a specified date. Then, to go to that
appointment in the Appointment Book, double-click it.

Select Patient

Search By [: Appointments }| Advanced Search ‘

Show appointments for:

10202015

Always start with "Today”

Preffered Name Phone

8015551212

First Name Mi
Brert

Last Name
Crosby

Select Patient
Search By | Appointments | Advanced Search |
Patient Info
(@ Last Mame (Last, First) () Other 1D ") Subscriber ID
() First Name (First Last)  0) Chart # (©) Home Phone
() Preferred Name ©5s5# () Birthdate
Enter Last Name (Last, First):

[ Include Archived Patients

HoH | Last Name

First Mar
Brent

M| Prefemed Name
Crosby

Search for the desired patient. (If you are looking for a new patient, in the results list an “NP-”
precedes the last name of that patient.) Then, double-click the patient name in the list of matches.

The Appointments for dialog box appears.

Appointments for Abbott, James

Note: By default, the

Time Status

Date Day

Clinic Date scheduled

appointments for this patient in

Past appointmert:

the Current clinic appear in the
list. To view appointments for
this patient in any clinic, under

Clinic, select All.

02/02/2003  Mon
01/20/2003  Tue
01/13/2003 Tue
12418/2008 Thu
1241572008 Mon
12/08/2008 Mon

:30a
300a
310a
&40a
11:00a
1:00p

NOansw
NOansw
NOansw
<Crapl>

Select the appointment that you
want to view or edit.

Clinic

& Cunent

=l

CENTRAL
CENTRAL
CENTRAL
CENTRAL
CENTRAL
CENTRAL

02/02/2003
01/20/2003
01/13/2003
12/18/2008
12417/2008

DEF_OP1 12/15/2008

oAl

125

Click either Locate appt (to go to
the selected appointment in the

Appointment Book) or Edit appt

&

(to open the Appointment Information dialog box for the selected appointment).
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* By right-clicking an appointment

1. To find other appointments a patient has, with one of that patient’s
appointments selected in the Appointment Book, right-click it, and

then click Other Appointments.

The Family Appointment List dialog box appears.

&hbatt, James F;@

H:[8011555-665

Notes: Family Appointment List

* 'This dialog box also
displays appointments for
other family members of

the selected patient. To Appainiment

Continuing Care

i ; Mo Appointment
switch between family No Appaintment]

CC: PROPHY 07/21/2012

family member from
the top list box. To view

. =01/20/2012 Fr 1:00pm DROEE
members, select a different 01132012 Fi 1:00pm DROEB

Treatment Plan

4]

®

appointments for all family
members at the same time,

click Select All. o~

7 04A2/2002 DF10 - Estraction-single toath

il 30 miir

Cloze I

e To create a new (3

N

appointment, select a o
family member, click Create New Appt.

2. Select the appointment that you want to view.

3. To go to the selected appointment in the Appointment Book, click View Appt.
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1. Open a patient’s More Information window as explained in “Viewing More Patient Information” in
Chapter 11: Other Features.

2. 'The Summary tabs shows the patient’s Next Appointments. To view an appointment, select it, and
then click the Locate Appointment button i

3. You can also view this patient’s appointments on the Appointments tab. To view an appointment,
select it, and then click the Locate Appointment button =

4. You can also view appointments for other family members. Double-click any family member who is
listed to view that patient’s information in the More Information window.

Family ¥

Status MName Age
Guar Croshy, Brent 43
Married Croshby, Shirley H. 42
Single Crosby, Tom N, 16
Child Crosby, Crystal 14
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Editing Appointments

You change any information pertaining to an appointment (provider, reasons, time, notes, and so on) as

needed.

To quickly change an appointment length

To quickly change the length of the appointment, click the gray H:B55-1111

square in the lower-right corner of the appointment so that — X
the cursor turns into double-headed arrow, and then drag the FEB James m
bottom edge of the appointment up or down. While you are Wt e
dragging, a small box appears and shows the length, in minutes, o8

of the appointment.

To edit an appointment

Abbott, James 5 He
ApicPosFl, Prophyad

o

1. In the Appointment Book, double-click an appointment. ﬁ!i‘«ﬁl;?étlbfyames F @ |

The Appointment Information dialog box appears. B0
2. Make any necessary changes to the options

. .« . . New Appointment Information - (Abbott, James) @
explained in “Scheduling Appointments T
.. . » . . . FROPHY 0411/2M7
for Existing Patients” in this chapter. Pov [DESMITH — »|cae | 2|
) ENCH ,7 ﬂ [V Use Reason To Auto Update CC Patient Info

3. Click OK. Reason

Other Appt(s]
Iniial ||Pc Prophwlasis-adult Delete
Ing Claim Info

T Del. &l
Misc. Schd. Next
“waitAwill Call
Desc: |Pr0ph}\Ad

Length: | B0 minﬂ Status: |<n0ne> ﬂ Op: |AF-UF’U2 ﬂ Find
Amount; [165.00 Schedule: [FIXED | Date [1172202007 5| Pin Board
Fl: |2.00 Type:|GeneraI ﬂ Tirne: |2:30pm ﬂ

-

History

Staff: ﬂ T Request: ﬂ
Orig. Sched. Operator:  |DSMITH Date Sched:  |11/22/2017

Motes
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Moving Appointments

Whether a patient needs to reschedule or the office needs to lighten the schedule, from time to time you will
need to move an appointment to a new date or time:

*  On the same date — In the Appointment Book, click and drag the appointment to a new time and/or
operatory. On the confirmation message that appears,

click OK.

Abbaott, James S
ApicPosFl, Fpdid

H:555-111
DRARR T

_

i, James 5
Apic hydd
H:555-111 ‘@
DREOBR

Ebbatt, Pa?ric'g{rﬂ o=
i il

HAbbo@ -

Amnal —

- H:55 f s W7
-\ nnss [z HEE —

e To a different date

1. In the Appointment Book, click and drag the
appointment to the pin board.

TSIy BT

Tip: To return an appointment on the pin
board to its original date and time, from the
File menu, click Refresh.

2. Once you find a new date and time for the
appointment, click and drag the appointment
to the desired spot on the schedule. On the
confirmation message that appears, click OK.

-| H:555-1586

-| &bbott. Patricia - &Bbatt F'a?lic:' = | EE
HAma|g3PBfm3 -+ Pl Lo GIHIW o
-Innsa eI —

* By double-clicking an appointment

1. If you know the exact date and time to which you want to move an

*| sbbatt, James P
. R . TherPlpty
appointment, in the Appointment

H:[2011555-6655

Book, double-click the
appointment you want to move.
The Appointment Information
dialog box appears.

New Appointment Information - (Abbott, James)

Continuing

Prov: |DESMITH ﬂCare
ENCH ﬁ ﬂAttached:

Reason

| PROPHY 04/11/2M7 ﬂ

¥ Use Reason To Auto Update CC Patient Info

Other Appt(s)

Iniial ||Pc Prophwlasis-adult Delete
Tx Del. Al
Misc.

(2)

Desc: |Prophy\Ad

Length: | B0 minﬂ Status: | <none> v | §Op: |&F-0P02 ﬂ Find

Ins Claim Info

2. Type the new Date and Time, and
if necessary, select the desired Op.

3. Click OK.

ERRY

Schd. Next
“wéaitAwill Call

i

Amount: [165.00 Schedule: [FIXED | foate: 117222007 5| Pin Baard
RyU; |2.00 Type: | General | Jime: | 2:30pm »| e |
Staff. > T Request: t

! ' 7]
Orig. Sched. Operator: — [DSMITH Date Sched.:  [11/22/2017 |
I Cancel

Tip: To move multiple appointments to the pin board, from the Move to Pinboard menu, click one of the
following options:

* All Appts for Displayed Date — To move all the appointments scheduled on the date being displayed.

*  Family Appts for Displayed Date — To move all the appointments for all patients in the same family
with appointments on the date being displayed.

* Provider’s Appts for Displayed Date — To move all the appointments with the same provider as the
selected appointment.

*  Operatory Appts for Displayed Date — To move all the appointments in the same operatory as the
selected appointment.
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Breaking or Canceling Appointments

When a patient calls and cancels an appointment, to prevent these broken appointments from being
forgotten, Dentrix Enterprise moves them to the Unscheduled List, where they can be reviewed on a regular
basis. When you break an appointment, Dentrix Enterprise moves all of the entered information to the
Unscheduled List so that you don’t have to re-enter it later. If the patient fails to call back and confirm a
date and time, the appointment remains on the Unscheduled List where you can access it to fill last-minute
cancellations or to increase production during slow months.

Also, when you try to schedule an appointment for a patient with a broken appointment, Dentrix Enterprise
displays a message that states that the patient has a broken appointment and prompts you to reschedule it.
To break or cancel an appointment

1. Code/complete the canceled or broken appointment.

2. In the Appointment Book, select the appointment, and then click the Patient Chart button on the
toolbar to open the Patient Chart module.

3. Verify that the provider with whom the patient was scheduled is displayed on the title bar of the Patient
Chart window. If the correct provider is shown, skip step 4.

4. If you need to change the provider being displayed in the Patient Chart, from the File menu, click
Change Provider to open the Select Provider dialog box. Select the correct provider, and then click OK.

5. Click the IHS - Other procedure code category button to open the Select Procedure Code dialog box.
Select the broken or canceled appointment code, and then click OK.

6. Click Comp to complete the code. The code and description are displayed in the progress notes, and the
code will be sent to RPMS like any other completed code.
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7. Update the appointment note:

8. Double-click a patient’s appointment to open the Appointment Information dialog box.

9. Under Notes, click Insert Dateline, and then type the reason for the broken or canceled appointment. Be
sure to add your initials at the end of the note.

10. Also, as part of the note, type the number of times this appointment has been missed and the next date
the patient is allowed to be seen.

11. Click OK to save the note. The information in the note will stay with this appointment, for your
reference, when you reschedule the patient.

12. Move the appointment to the Unscheduled List:
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Break the appointment — For no shows, last-minute cancelations with short notice, and patients

arriving too late to be seen, use this method to move the appointment to the Unscheduled List.

a.

In the Appointment Book, select the appointment.

From the File menu, click Break Appointment. |
TherPlpty
H:(B01 1555-6655

\L Appointment Book <American Fork Der

The Break Appointment dialog box appears.

Select a Reason.

Click OK.

Break Appointment

l The appointment will no longer be displaved from the Appointment List.
% It will be moved to the Unscheduled List EREAK appointment?

@ Cancel

Flag the appointment as “Wait/Will Call” — When a cancellation is made with advanced notice or

you must reschedule the appointment, use this method to move the appointment to the Unscheduled

List

a.

b.

In the Appointment Book, double-click the appointment.

The Appointment Information dialog box appears. TAbboH, James P
TherPlpty
Click Wait/Will Call. H IRTISAS-ERRS
MNew Appointment Information - (Abbott, James) @
o
Frov. [DESMITH »|Care |F'F‘UF'HY 0471142017 5]
Attached:
Er;[:ﬂ ,7 ﬂ [V Use Reason To Auto Update CC Patient Info
£azon

Other Appt(s]
Ing Claim Info

Initial | |Pc Prophylaxis-adult
B
Misc.

Desc: |Pr0ph}\Ad

Delete

Del Al

Schd. Next

| ernathe | B0 ; N Chaby e nARe - ! An AFAPOT N | Find |

Note: Dentrix Enterprise moves the appointment from the Appointment Book window to the Unscheduled
List and updates the last missed appointment information in the Family File to reflect the date the patient
broke the appointment and the number of times the patient has broken appointments.
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Rescheduling Broken or Canceled
Appointments

To help keep missed or canceled appointments from falling through the cracks, Dentrix Enterprise stores
appointments that have been broken and appointments that have been flagged as Wait/Will Call on the
Unscheduled List. You can use the Unscheduled List to fill gaps in your schedule to avoid missing out on
valuable production. Also, if you contact a patient, or if a patient contacts you, to reschedule a broken or
canceled appointment, you can quickly reschedule it from the Unscheduled List without having to re-enter
the main details of that appointment.

Tip: If you attempt to schedule an appointment for a patient who has an appointment on the Unscheduled
List, Dentrix Enterprise will ask if you want to view a list of that patient’s appointments, which will include
the unscheduled appointment. You can then reschedule that appointment without having to create a whole
new appointment from scratch. However, if you don't take care of the unscheduled appointment, you will
continue to receive messages that the patient has unscheduled appointments, and the Unscheduled List will
have an appointment for treatment that may have already been scheduled or even performed. And, if the
patient is contacted about rescheduling that treatment, it can make your office or the staff member doing the
contacting seem somewhat unprofessional.

To reschedule a broken or canceled appointment
*  When attempting to schedule an appointment (from the Family Appointment List)

1. In the Appointment Book, double-click an open time slot.

The Select Patient dialog box appears. 1:02%m
2. Search for the desired patient, and then double-click the patient name §3 @

in the list of matches. If the patient has an unscheduled appointment,
a message appears. To view the appointment list for the patient and
other family members, click Yes.

The Family Appointment List dialog box appears.

Family Appointment List @

Guar  Ahbott, Patricia 43 CC: PROPHY 05/22/2002
5 bbo 50 ROFPH:
Child  Srnith, Tirmothy & CC: PROPHY 05/08/2002

Clinic Continuing Care

Appointrent
<Unscheduled Appt>
[Ma Appaintment]
[Mo Appaintrment]

[

Treatment Plan

3 04A2/2002 DY110 Extraction-single toath kil 30 min
1 1241542008 D140 Extracterupted th/exposed rt 1 10 min
1 01/09/2009 D5213 Maxil partial-metal Base Wisdls 12414 40 min
2 01/0942003 DE210 Pontic-cast high noble metal 19 10 min
N
( 4 ) Wiew Appt. | Create Mew Appt. | Cloze I
N

3. Select an unscheduled appointment (with “<Unscheduled Appt>” instead of a date and time) in the
middle list box.

4. Click View Appt.
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'The Appointment Information dialog box for the selected appointment appears.

New Appointment Information - (Abbott, James)

i

Continuing

Prov: [DESMITH »5| Care IF'HDF'HY 04/11/2017 2| | ChangePat
Aftached:
Ef;ﬁﬂ I ﬂ IV Use Reason To Auto Update CC Patient Info | F
eason

Other Appt(s]

Initial | Pc  Prophylasis-adult Deletel
Tx | Del. &ll
Misc. | Schd. Next

Ins Claim Info

fre Bk

Wiait/will Call
Desc: |Proph}\Ad

Length: | 60 minﬂ Status: |<none> EI Dp:lAF-DPU? ﬂ Find

Amount: [165.00 Schedule: |FIXED ~| Date [1172222m7 5| Pin Board

RYU: |2'DD T}'De:IGeneraI EI Time: | 2:30pm ﬂ it
Staff: I ﬂ Tx Hequest:l ﬂ

Orig. Sched. Operator:  [DSMITH Date Sched.: |11.-’22.-’2D1?

[T Cancel

0K

5. Click Pin Board to move the appointment to the Pinboard.

6. Drag the appointment to the desired date, time, and operatory on the schedule.

-| Abbott, Patricia -[&bbatt, P F i i
HAmalgBPertﬂB - " ISP

-| H:555-1586 -| H:555-

il e

¢ From the Unscheduled List

1. In the Appointment Book, from the Appt Lists menu, point
to Unscheduled List, and then click either Current Clinic (to
view appointments for the clinic currently being viewed) or All
Clinics (to view appointments for all clinics).

t Book <American Fork Der

nscheduled List View
. . . 10 o
The Unscheduled List View dialog box appears. By Provider:
AMCCLURE  McClureAngel.
. . . . DDs1 Smith.Dennis O
2. To filter the list by provider, select the desired providers; DDS2  BrownMaw D ©
otherwise leave View All selected to not filter the list by provider. Then,
click OK ¥ View Al
N . -DK Cancel
The Unscheduled List window appears. (Zh—l
N”
[@ Unscheduled List <Clinic: ALL> =N o=
View Appt Refresh Office Journal
DESMITH ‘Wed - Nov 22,2017
Date | Time Zone | Status | Mame | Prov/Op I Clinic Reason | Ln | Phone Break Reason | -
10/22/2003 UTC -06:00 [MDT] Broken Baber. Kirk 0 DESMITH AF consult for new b... 40 585-3776
10/22/2003  UTC -06:00 [MDT] Broken Rohinson, Hany C DESMITH AF Compr Exa, 4BWX 40  (619)474-5581
11/14/2003 UTC -07:00 [MST] W/Call Patricia DESMITH AF Try In, Waxbite 30 (619)474-6755
12/17/2003 UTC -07:00 [MST] W/ Call DESMITH AF PeriodicX, 4BWX 60 656-4410
[DESMITH  JAF  [EdEval [0 [@01)555-6177  [NoShow [
05/25/2015 WUTC -06:00 [MDT] Broken mes DESMITH AF Waxbite 20 (801)555-6320 In-Office Cancellation
11/08/2017 UTC -07:00 [MST] Broken DESMITH AF UnspcAdiP 10 In-Office Cancellation =
11/09/2017 UTC -07:00 [MST] W/Call Crosby, Brent DESMITH AF PROPHY 40 b
11/21/2017 UTC -07:00 [MST] W/Call  Winters, Carl DESMITH CENTRAL ExtSingTh#3 30
11/21/2017 UTC -07:00 [MST] W/Call  Winters, Carl DESMITH CENTRAL ExtSingTh#3 30 ™

3. Double-click an appointment.
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The Appointment Information dialog box for that appointment appears.

MNew Appointment Information - (Abbott, James)

Continuing T
Prowy: IDESMITH »»|Care PROPHY n41/2m7 ﬂ Change Pat |
ENCH Attached: -
| ﬂ IV Use Reason To Auto Update CC Patient Info | F
Reaszon

Other Appt(z)

|itial | Pz Prophylasis-adult Deletel
Ing Claim Info

Tx | Del. Al
Misc. | Schd. Next

it Al Call

Desc: IProph}\Ad

Length:[ 60 min 3| Status: [<none> ~| op[sFoP02 B Find @
Amount: [185.00  Schedule: [FIXED | Date [1172222m7 | Pin Board A7
AU 200 TopefGenersl  w| Time [2300m |
Staff: I— ﬂ Tx Hequest:l ﬂ
Orig. Sched. Operator: W Date Sched.: IW

- Cancel

i

History

0K

4. Click Pin Board to move the appointment to the Pinboard.

5. Drag the appointment to the desired date, time, and operatory on the schedule.

-| &bbott, Patricia [ Abbatt, F'a?lic:' = | BEE
H ﬁn%as'gsjlpsgg‘l ER T SEErH @hl
-lnnss B2 -

Deleting Appointments

You can permanently delete an appointment from the Appointment Book. The only time you should
delete an appointment for patient of record is if you scheduled the appointment for the wrong patient or
the appointment should not have been scheduled in the first place. The only time you should delete an
appointment for a new patient is when that patient will not be coming to your office at all.

To delete an appointment
1. In the Appointment Book, select the appointment you want to delete.

2. From the File menu, click Delete Appointment. On the confirmation message that appears, click Yes.
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Managing Events

WithDentrix Enterprise, you can not only schedule events, but you can quickly perform other event-related
tasks. This section will explain the following tasks:

*  Rescheduling Events Using the Pin Board
* Editing Events

e Deleting Events

Rescheduling Events Using the Pin Board

You can drag a partial-day or all-day event to the pin : _

board as a means to reschedule the event. A copy of the ~ [List

event will appear as an event icon on the pin board. To @.
1

reschedule that pin board event, drag the icon to the
desired date, time, and operatory.

Editing Events

You can edit an event’s details as needed. If the event is part of a series (an event that repeats at regular
intervals), only the occurrence you are editing is affected.

To edit an event

1. In the Appointment Book, double-click the event you want to edit.
The Edit Event dialog box appears.
2. Edit the various event options as needed. For s ( 2 )
— Operatarie

information on setting up event options, see - Event Time

N
“Scheduling Events” in this chapter. B> Ed[s00en ]| | 0P
3. Chck OK_ [ Close Operatary (41l Day Event)
— Event Day:

Stat: [14716/2013 >3 | Enat [0471672013 > |

Select Days of the Week ——

[T Sun. I Mon W Tues [ Wed

7 Thus [ Fi. [ Sat Clear Al |

[ al

— Event Color

D escription:

B [—
[ Center Description on Scheduled Event
Insert Dateline |ﬂ

M ote:
A

MOTE: If multiple operatories and/or days are specified for the Event, separate Events
[one per day per operatory] will be created/displayed in the Appointment Book. The
E vent creation process may take several minutes depending on the criteria specified.

Delete | Cancel |
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Deleting Events

You can delete a single event or an event that is part of a series. You cannot delete a whole series of events at

one time; you must delete each occurrence separately.

To delete an event
1. In the Appointment Book, double-click the event you want to delete.

The Edit Event dialog box appears. 0
2. Click Delete. On the confirmation message that appears, click Yes.

=

I Center Description on Scheduled Event

Mote
Insert D ateline |ﬂ

.

MNOTE: If multiple operatories and/or days are specified for the Event, separate Events
[one per day per operatory] will be created/displayed in the Appointment Book. The
Event creation process may take several minutes depending on the criteria specified.

Delete aK Cancel
‘ 2 ) I
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Generating Appointment Book
Reports

There are two reports that can be printed directly from the Appointment Book:
e Appointment Book View Report

* Routeslip

Appointment Book View Report

The Appointment Book View Report shows your daily schedule.

To print the Appointment Book View Report

t Book <American Fork Der
View Status Setup ApptLists

1. In the Appointment Book, from the File menu, click Print

Appointment Book View. e ERVGEEEE
. : [Hote |RVU Fee: 00 RV Goal
The Select View dialog box appears. T h ‘@
2
Sel - PintVie
Notes: Providers) P

—Appointment Display Info ¥ Print Armaunt

*  The current view in the Appointment Book P Line 1: [Name =] | I Pt st Colos

determines the default settings for the report. Line2 [Apptesson ] | | PitDayMote

. I{: h . t tt. d th. t [ Prirt Perfect Day
Ou have print settings saved on 1S computer, ine 3 I vl
Y p 8 puter, b o EEd I Pint Time at Right

you can click Load Print View to apply those F e [Proider =] [ 1™ :iewl_
tat Hr: |8

saved settings.
Line &: IAmount vl & am O pm

*  Saved print settings do not include provider or v e || [
: )  am & pm
operatory selections. Des
P y [04762013 »»| || Line7: [stat Sl snve Pt vices 3‘ )
2. Change any of the following options as needed: Lne® [wokPhone ] | L oad Print view Nt
*  Select Provider(s) — Select up to 10 providers to Line S [Fret Name ~|

include on the report.

4 Print | Batch I Cancel |

e Select Op(s) — Select up to 10 operatories to
include on the report.

e Date — By default, the current date is used as the date for which the schedule will be printed, but you
can type a new date in the Date field or click the search button >*| to select a date.

* 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.

* View Options — Select any of the following:
*  Print Amount — To print the scheduled production amount for the day, week, or month.
e Print Appt Colors — To print in color if you are using a color printer instead of in grayscale.
*  Print Day Note — To print the Appointment Book day note for the date being printed.
e Print Perfect Day — To print the perfect Day Scheduling time blocks.

*  Print Time at Right — To include the time bar on the right side of the appointments in addition
to the time bar along the left side.

e Time View — Type the earliest hour of appointments that you want to print in the Start Hr field.
Type the latest hour of appointments that you want to print in the End Hr field. Click am or pm
for both fields.
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3. If you want to save the current settings, except for the provider and operatory selections, for the next time

you print the Appointment Book View, click Save Print View. You can save only one set of print options
per computer.

4. Click Print to print the report to the default printer for the Office Manager, or click Batch to send the
report to the Batch Processor in the Office Manager.

Route slip

The route slip provides up-to-date, comprehensive information for a patient. You can use the route slip as a
reminder of medical alerts, patient notes, collection information, and so forth for patients being seen that day.

To print a single route slip for a patient Hﬂbbott, James P @ |
TherPlpty
1. In the Appointment Book, select an appointment. H:[3011555-E655

it Book <American Fork Der
Appt Lists

)i [c]

2. From the File menu, click Print Route Slip.

The Print Route Slip dialog box appears.

3. Click Print to send the route slip to the default printer for the
Office Manager, or click Batch to send the route slip to the Batch
Processor in the Office Manager.

Tip: To generate route slips for all scheduled patients, in the Office Manager, from
the Reports menu, point to Lists, and then click Daily Appointment List. Set
up the options, making sure the Patient Route Slips check box selected, and then
click OK. For more information, see the “Daily Appointment List” topic in the
Dentrix Enterprise Help.

Cancel
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Working with Notes in the
Appointment Book

You can attach important information directly to an appointment or date. This section covers the following

topics on Appointment Book notes:
* Adding Appointment Notes
e Adding Appointment Book Day Notes

Adding Appointment Notes

Appointment notes are attached directly to an appointment and usually reference special situations the office

“| Abbatt, James P
TherPlpty
H:[8071555-6655

should be aware of before a patient is seen.

To add an appointment note

1. In the Appointment Book, double-click an appointment.

The Appointment Information dialog box appears.

2. Type a new note or change an existing
note in the Notes field. Click Insert
Dateline to date stamp the note.

Tip: To insert a blank line or start a new
line, while pressing the Ctrl key, press
the Enter key.

3. Click OK.

‘The appointment now as a blue
musical note in the upper-right corner,
indicating that the appointment has a

note.
Wﬂuj

Crazhy, Brent L
Periodick, Amalg3Pri
H:- 2255959

MNew Appointment Information - (Abbott, James)

Continuing

Provw: IDESMITH »»| Care
ENCH l— ﬂAttached:

PROPHY

044112017

¥ Use Reason To Auto Update CC

=

Change Fat

Patient Info | r

Reazon

Initial | Pc Prophylasis-adult
L]
Misc. |

Delete |

Del Al

Desc: IProph}\Ad

Length: | 60 minﬂ Status: |<n0ne>

| OpaF-0P02

»|

Other Appt(s]

Ing Clairn Info

Schd. Mext
waitAwill Call

¢ [k

Find

Amount: [165.00 Schedule: [FIKED | Date: [1172272017 PinBoard |
RvU: |2.DD Type:IGeneraI LI Timne: | 2:30pm ﬂ Histary |
Staff: I ﬂ T= Hequest:l >>< 3

Orig. Sched. Operator: W Date Sched.: IW

Mote:

Ingert D ateline |

77\
--------------- ‘Wed - Nov 22,2017 -t 2 -
patient iz sensistivel

Cancel

L
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Adding Appointment Book Day Notes

An Appointment Book day note can be created for each day of the year and is generally used as a reminder
for a specific date (for example, to order supplies, to call a school about a hygiene class, or to attend a dental
society meeting).

To add an Appointment Book day note

1. In the Appointment Book, click the Note icon located in the upper-left corner
of the schedule.

. . 0
The Appointment Book Note dialog box appears. e s =
Type a note or reminder for the day. 5
Clle OK. Fieorder supplies P
'The Note icon is now has a yellow background,
indicating that the day has a note. @

M ate
Clear | 3 QK Cancel
w4
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Using Perfect Day Scheduling

Many practice management consultants advocate a strategy of scheduling a day that consists of just the right
balance of high production, medium production, and low production procedures. Dentrix Enterprise helps
you achieve that perfect balance by allowing you to reserve certain times during the day by blocking those
times for the scheduling of specific procedure types (for example, crowns or exams).

This section covers the following topics about setting up and using Perfect Day Scheduling:
*  Customizing Appointment Types

*  Customizing Procedure Codes

e Setting Up Perfect Day Scheduling Time Blocks

*  Activating Perfect Day Scheduling

*  Finding an Available Time Block

Customizing Appointment Types

The initial installation of Dentrix Enterprise includes four appointment types: General, High Production,
Medium Production, Low Production. If necessary, you can delete or change these type and add more (up to
a total of 10) in Practice Definitions. For information about setting up appointment types, see the “Practice
Definitions” and “Customizing Appointment Types” topics in the Dentrix Enterprise Help.
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Customizing Procedure Codes

Each procedure code in Dentrix Enterprise can be assigned a default appointment type. Once a type has been
properly designated for a procedure, Dentrix Enterprise automatically assigns the correct appointment type to
any appointments scheduled using that procedure code. When you schedule an appointment in a Perfect Day
Scheduling time block, Dentrix Enterprise verifies that the appointment’s type matches the type permitted for

that reserved time block.

To edit a procedure code

1.

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

The Procedure Code Setup dialog box appears.

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

box to the right.

Select a procedure code, and then click Edit.

The Procedure Code Editor - Existing dialog box

appears.

Select an Appointment Type.

Click Save.
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@ ﬁ Dentrix Office Manager - American Fork Dental F

aintenance A

Procedure Code Setup

ADACDT Codes | Dental Diagnostic Codes | AMA-LPT Codes | ICD-3CM Diagnostic Code:

Procedurs Code
Category

Endodontics'
Perindontics
Prosth, remoy
Maxillo Prosth

Orthodontics

ADA User Code Description

h
Prophylaxis-child
Prophylaxis with fluo
Fluoride w/o prophy!
Fluoride w/a prophy
Prophylazis with fluo

hyéd
01120 PiophyCh
1201 ProphFIC]
D1203 FluoridCj
D1204 FlouridgA

Topical fluoride varr
Nutitional counselin
Tobacco counzeling
Oral hygiene instruct
Sealant-per tooth

Preventive Restorat

01330 OralHuRn
01351 Sealant
S 01382 PrevR esh

Procedure Code Editor - Existing

Description: [Prophylasis-adult

Patient Friendly Description

Cleaning of adult's teeth to help prevent dizease -
Code Mames Treatment Flags
01110 ADA Code r leflcy!t Proc.
[ Condition
Frophyad Abbrev Desc ™ Remove Tooth
W Show in Chart
CPT .
Auto Continuing Care
Medicaid PROPHY > |
Procedure Time
BeeloE 5 Uritls) >
Procedure Eategor}l:| Freventive j

Appointment Type: | Laoww Praduction

Treatment Area: | Mouth v| Flags
Faint Type: | [Mane] j

Educational ¥ideo

Edit Mate Mew Code | Mext Code |

Fee Schedule l AU Schedule |

[ EdtFee

1. Office
2, PULLEM
3. DONTIST
4. DMO

5 FEES

. BSofPA
7. DELTA

8. UPto333

®penses

Lab

I” Flag for Medical Cross Coding
[~ Do Mot Bill ta Dental Insurance
™ Da Mot Send Over HL?

I” Require Start/Completion Dates
™ Implantable Device

I™ Eclaims: Require Attachment

Save

M aterials

Cloze

)
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Setting Up Perfect Day Scheduling Time
Blocks

You can set up Perfect Day Scheduling time blocks for each provider. Each provider can have up to six time
blocks. Also, be aware that each operatory can have up to 12 time blocks.

Note: The practical limit of time blocks between all providers in all clinics is 20; anymore than that can cause

€rrors.

To set up a time block

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

The Provider Setup dialog box appears.

Select a Clinic.

Select the provider for which you want to set a time block.

4. Click Setup.
. . Schedul
The Provider Setup dialog box appears. i
. ) Add Provider |
5. Unde.r Set Time Blocks, click Add to add a o a0 TAVICCURE e = =
new time blOCk. Default Schedule Set Time Blocks 4
7\
™ Sunday || | [Staifrig 5 )
Note: A provider can have up to six time blocks % Mondey | Edi
per clinic. W Tuesday ﬂ Delete
v Wednesda}lﬂ
The Block Settings dialog box appears. P Thusday
6. Set up the following options: P ridy 2|
™ Saturday J
* Time Block Name — Type a short _
.. s Prowvider Color
description of the block’s purpose (for —
example, “Crowns” or “Exams”). 8 Yox | conce
. N
Note: The name must be different than any
other time blocks for this provider in the
selected clinic only.
y Block Settings (23]
*  Color — Click the color button to the right of the Time Time Block Mame: Sttt [NN] |
Block Name field to choose a color to represent the time WeekDays St EE
block. [ Sunday J J
™ Monday J J
*  Week Days — Select the days of the week for which you want P Tuesd | 100 | »|| 2300 | »]
to set the time block. Then, for each selected day, click the [ ‘wWednesday B B
Start and End search buttons **/ to set the time range. I Thusday 2 £
™ Friday J J
Note: A given time block can occur only once per day. I Satudsy E E
. Aszszigned Op Block Appt Type
* Assigned Op - S.elef:t the operatory where the types of fors el =3 =
procedures for this time block are performed. ) e | |
ANCEl
*  Block Appt Type — Select the appointment type you want to /
assign to this time block.
7. Click OK to return to the Provider Setup dialog box.
8. Click OK.
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Activating Perfect Day Scheduling

To display the Perfect Day Scheduling time blocks in the Appointment Book, you must activate Perfect Day
Scheduling. If Perfect Day has not been activated, the defined time blocks do not appear in the Appointment
Book, and no warning will appear if anyone tries to schedule appointments during reserved time blocks.

To activate Perfect Day Scheduling

From the File menu, click Perfect Day Scheduling. If the Perfect Day Scheduling menu option has a check
mark next to it, the feature is already activated.

Once Perfect Day Scheduling has been activated, Dentrix Enterprise will display the defined provider time
blocks in the Appointment Book. When you schedule an appointment in a defined time block, Dentrix
Enterprise will check both the provider and the appointment type to verify that the provider and appointment
type match what is allowed for that time block. If either the provider or the appointment type do not

match, a warning message appears and asks if you want to override the time block setting and schedule the
appointment.

To move a time block

Individual time blocks can be moved within their respective operatory by dragging the time block to the
desired time.

To resize a time block

You can increase or decrease the size of the time block by clicking the bottom border of the time block and
dragging up or down.

Finding an Available Time Block

You can locate the first available blocked time for the type of appointment you are scheduling.

To find the first available time block

1. In the Appointment Book, from the File menu, click Find New
Appointment Time.

\ Appoi t Book <American Fork Der
[File | View Status Setup Appt Lists

EELEEEE

Hole | RVL Fee: 00

The Find New Appointment Time dialog box appears.

2. Set up your search criteria as Find New Appointment Time I Arnpm@l
explained in “Using the Find SeectPovdis) [ SsectDags— Sl Dat P
Appointment Tool” in this DADEE Csindey | | ozsans | | -
chapter. If you have Perfect Day z T::;:y 2 \[,);:i:[s] ClEIE e
Scheduling time blocks set up, % wednesdsy | | Morthis EIEE
select Search By Time Block, W Thusdss | Tine Rangs
and then select the desired time ity appt Lengthy [ T8 | 5|
block; or, select Search By Appt | ooy | 5 B T iz e ( 2 \
Type, and then select the desired Oeaa] || s [ | \_/
Appt Type. s [ 1]
Providers/operatories in
3. Click Search/View to see the e [Man =
available times for scheduling Cocinc s W S B g
the appointment. ¥ Select Al Ops Appt Type: |High Pracustion =
For information on previewing and ™ Mo Dupiicate Operatory Times 3 Searchiew | [ Seach |  Cancel

scheduling appointments using the
Find Appointment Tool, see “Using
the Find Appointment Tool” in this chapter.
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Chapter 4: Patient Chart

The Dentrix Enterprise Patient Chart can be used for entering and maintaining clinical records for your
patients. Its complete chair-side integration makes it the perfect tool to simplify record keeping while giving
you opportunity to take advantage of the newest technical innovations in dentistry. The Patient Chart module
consists of the following:

e Patient Chart — The Patient Chart provides a quick and easy way to enter existing, recommended, and
completed treatment or conditions. Dentrix Enterprise uses standard, easy-to-recognize textbook charting
symbols. Treatment is color coded so that with a single glance at the patient’s graphic chart, you can tell
whether a procedure is a condition, existing, treatment-planned, or completed.

* Clinical notes — You can use clinical notes to document and track patient care. These notes can be
attached to a patient as a clinical record. Dentrix Enterprise provides several template options (including
customizable templates) to help make entering notes a simple process.

e Treatment Planner — You can use the Treatment Planner to help explain and demonstrate proposed
treatment to patients. The Treatment Planner can be opened from the Patient Chart and the Ledger. For
more information about the Treatment Planner, see Chapter 6: Treatment Planner.

*  Perio Chart — Using customizable script settings, you can enter periodontal treatment information
quickly and completely in the Perio Chart. Information can be displayed graphically in the Perio Chart,
making it possible for patients to visually understand perio data. The Perio Chart also provides a variety
of letters for you to generate correspondence quickly for patients, referring dentists, and insurance
consultants. For more information about the Perio Chart, see Chapter 5: Perio Chart.

This chapter covers the following topics:

*  The Patient Chart Window *  Changing the Displayed Dentition
*  Setting Up Procedure Buttons e Setting the Default Dentition
*  Clearing the Patient Chart * Entering Chart Notes

*  Changing the Provider for a Charting Session *  Working with Clinical Notes

*  Entering Treatment *  Completing Oral Health Status Surveys
* Editing Treatment *  OHSS - Electronic Screening Form and Report
e Deleting Treatment *  Printing from the Patient Chart

* Invalidating Procedures in History
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The Patient Chart Window

The Patient Chart window consists of the menu bar, toolbar, graphical chart, procedure buttons, procedure
code category buttons, status buttons, and progress notes.

£ Dentrix Chart - (Crosby, Brent) [AF] [UTC -07:00 [MST]] [] [CRO004C] [11/11/1973] [45]
File

Opticns  View Prim/Perm Procedures Multi-Codes  Dental Diagnostics

Help

Graphical Chart =

Diagnostic Fieventive
Restorative Endodantics
Perindontics Frosth remoy
taxilla Prosth Implant Serv
Prostho fired Oral Surgery
Oithodantics Adunct Serv
Conditions Products
I B\ Other
|12 22| 0 | Ex| Treat Plan | Camplete | +4—

Clear ”

Chart Notes

s

viE |

F’rocedure\Buttons Procedure Code 'Category Buttons

= o |

- Status Buttons

P Clinic t |
05" 3 2952 [DE! AF Cast post fcore in add to crow .00 - « IAP] f‘ IQ]
03/ 7 0120 [DE! AF Periodic oral evaluation .00 v Treat Plan
03/ 7 1110 |DE: AF Prophylaxis-adult ] ¥ Completed
D4A0/2007] 1 140 [DESMIT| AF . -erupted tooth of exp.o0t F 200,00 [ Existrg
04/10/2017] 16 7140 [DESMIT| &F Exterupled tooth or exp oot F 200.00 [~ Condtions
04710/2017] 17 7140 [DESHIT] AF Extenipted tooth or exp.root F 500,00 T Eisa
0410/2m7[ 0D 2393 |DE! AF Resin-3 surtace, poster P 220.00 I Proc. Motes
041072017 7140 [DE! AF Ext.-erupted tooth or exp.root P 20000 I~ Clinic Motes
07/27/2017 i) 2392 |DE CENTRAL | Resin-2 surtace, poster P 210,00 ™ Consent Forms
07/27/2m7 MO 15105 |DE: CENTRAL | Caries/decay COM
114137207 03110 |DE AF Pulp cap-direct, [+rest] E 160.00 e
11A13/208 D 02351 |DE AF Fiesin-1 suface, poster C 150.00 [
11/30-2ma] 6 279! MITHI CENTRAL i Feprep TP _|APR § 100,00 i

Chart Notes

Progress Notes

This section covers the following topics to help you understand how to

*  The Patient Chart Toolbar

e The Graphical Chart

e The Procedure Buttons

e The Procedure Code Category Buttons
*  The Status Buttons

*  The Chart Notes

*  The Progress Notes Panel

use the Patient Chart window:
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The Patient Chart Toolbar

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

The function of the buttons specific to the Patient Chart are explained in the following table.

Click the DentriXlink button to open third-party software, such as a digital X-ray or imaging
program, that has been installed and set up to work with Dentrix Enterprise.

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

Chart.

Click the Print Dental Chart button to print the patient chart for the selected patient.

Click the Work Chart button to display the work chart view.

Click the Full Screen Chart button to display the full screen chart view.

Click the Progress Notes button to expand the Progress Notes panel to fill the Patient Chart
window.

Click the Treatment Planner button to open the Treatment Planner module.

Click the Perio Chart button to open the Perio Chart module.

B T=EEEEN AN

Click the Clinical Notes button to display any clinical notes for the selected patient.

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

149

Dentrix Enterprise 11.0.2 User’s Guide



150 Chapter 4: Patient Chart

The Graphical Chart

The graphical chart visually depicts the condition of the patient’s mouth. Treatment is shown on the chart
using textbook charting symbols. In addition, treatment is color-coded to indicate the status of the treatment.
For example, completed work can be displayed in blue while recommended treatment can be displayed in red.
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Permanent

In the graphical chart, you can select the teeth you want
to post treatment to by clicking the appropriate teeth.
Selected teeth have a dotted box around each one.

Tip: To deselect teeth, click each tooth you want to
deselect to remove the dotted box, or click Clear below
the procedure buttons.

The Procedure Buttons

p4] = [72]  You can select the treatment to post with the procedure buttons. The 24 procedure buttons
| [{g=lige] collectively represent the most common procedures performed in an operatory. Each user-
% lig=|{p=| definable button can represent a single ADA Procedure Code, Dental Diagnostic Code,
W | @ multi-code, or condition.
DIl
5|8 (=
hd(R)\Y
() || 2
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The Procedure Code Category Buttons

Diagnostic | Preventive |  YOU can select treatment to post from the procedure code category buttons.

Restorative Endodontics

Each of the procedure code category buttons opens a Select Procedure Code dialog
box that displays a list of specific procedure codes
for that category. For example, exam and X-ray
codes are accessed from the Diagnostic category

Periodontics | Prosth, remov

Maxillo Prasth | Implant Serv Select Procedure Code @

Prostho, fixed | Oral Surgerp Code D escription

Peri oh

0 u]
Oithedonties | dkret®=v | since those are diagnostic procedures. N
omp oral eval-new/estab pat
Conditions Misc. D160 Detail/estensive oral eval, B/R
pmyo Limited re-evaluation estab pat
Dmao Comprehensive perio evaluation
D210 Intracral-complete series [bw]
Dozzo Intraoral-periapical-1st film
Do230 Intracral-periapical-each add'l

Dozyz Bitewingz-two films

Doz74 Bitewingz-four films

D277 ‘Yertical bitewings-7 ta 8 films
D020 Skull &facial bone survey film
00330 Panorarnic: film

D350 Oral/Facial Photographic Images
D0460 Pulp witality tests

D470 [riagnostic casts

ak | Cancel

The Status Buttons

The status buttons and fields are used to specify the type of treatment being posted. Once posted, a treatment
appears in the Progress Notes panel and is painted on the graphical chart (if a charting symbol is used in
conjunction with the posted procedure) in the color assigned to that status.

ED | Ex| Treat Plan | Complete | +

The status buttons consist of the following options:

*  Existing Other — The EO button is used when entering existing work performed by a provider outside of
your practice. (Used almost exclusively when charting existing work for new patients).

* Existing — The Ex button is used when entering existing work performed by a provider within your
practice. (Used almost exclusively when charting past work done by your office).

*  Treatment Plan — The Treat Plan button is used to enter recommended treatment for a patient.
*  Completed — The Complete button is used when entering completed work and conditions for a patient.

*  Auto-State — This button is used to quickly assign several procedures the same status. After clicking the
Auto-State button, the next button selected will remain selected until another procedure status buttons is
selected. While the auto-state is turned off, the button has a plus sign (+). While the auto-state is turned
on, the button remains depressed and has a minus sign (-).

Important: If you do not turn off the auto-state when you finish charting for a patient, whatever status
was selected will remain selected for the next patient’s charting.

*  Surfaces — This box shows the surfaces, if applicable, for the procedure being posted. You can type a
surface(s) in the field (multiple surfaces must be separated by commas).
* Procedure Code — This box shows the procedure code being posted. You can type a procedure code in the

field.

Tip: To clear the procedure code and treatment area(s) from the boxes and deselect any tooth/teeth that are
selected on the graphical chart, click Clear below the procedure buttons.
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The Chart Notes

The Chart Notes box can contain general notes regarding a patient’s clinical chart. The notes will always be
visible to anyone who opens the patient’s Chart.

The Progress Notes Panel

Progress notes centralize documentation and exam information to help you quickly review a patient’s history.
If you are viewing the work chart view, the Progress Notes panel is located below the graphical chart. Progress
notes are displayed in chronological order.

Each time a procedure, exam, condition, treatment plan, referral, or clinical note is posted in the Patient
Chart, Dentrix Enterprise adds a line to the progress notes. For each item recorded in the progress notes,
you will see the date the treatment was entered, treatment areas (if applicable), the procedure code, provider,

a description, treatment

Date Tooth| Surf | Proc | Provy Clinic D escription Stat | AP |Amount| | J |AP | [' |Q ‘
1142642003 60| TOr AF Comp oral eval-hew/estab pat C 000 | - L
status, treatment approval T1/25/2003 D210 TDT_[AF Iriraaral-complete series (bw] | € 00 | [ e re
U5/18/2006 10| 101 _[ALPINE Prophylakis-adult T SR e [ A
status, and the dollar 05/18/2006] 67 [M 2336 | TD1 | CENTRAL | Comp Abrasion 1-Suiface E 00| (1 Evstrg
. . 05/27/2015 0272 [DESMIT|AF itewings-two fims P 136.00 ™ Conditions
amount associated with that 05/27/2015] 13_|0 2357 |DEGMIT|AF Resin-1 surface, poster B 19000 |7 Exams
d 037842007 7295 IDESMITYAF ote Harvest for Grafting C 200.00 ™ Proc. Motes
prOCC ure. [ Clinic Motes
™ Consent Farms
Notes:

* Ifaprocedure has a note attached to it, a double arrow (>>) is visible to the right of the description.

* Ifa procedures has a referral attached to it, an “R” is added to the beginning of the treatment status.

You can use the controls on the Progress Notes panel to work with the items in the progress notes. The
following table explains each control.

J Click the Set Complete button to mark the selected treatment-planned
procedures as completed.

0] Click the Delete button to remove the selected treatment-planned or existing
procedures from the Patient Chart.

v e[ 5]
E e Q Click the Print Progress Notes with Chart button to print the progress notes
e . . .

[ Eristng and graphical chart currently being viewed.

[ Exams

[ Proc. Motes |

" Cliic Notes Select the check boxes that correspond to what you want to have show in the progress

™ Consent Farms L. L.
notes: treatment-planned procedures, completed procedures, existing and existing other
work, conditions, perio exams, procedures notes, clinical notes, and/or consent forms.

Note: The next time the Patient Chart is opened, those same options will be used as the
default view settings. Each computer on your office network can have different settings,
and each Dentrix Enterprise user can have different settings on any given computer.

Setting Up Procedure Buttons

Dentrix Enterprise provides you with 24 procedure buttons that can be used to quickly post procedures in the
Patient Chart. This section covers the following topics about customizing the procedure buttons:

*  Selecting Your Procedure Button Set

e Creating Your own Custom Procedure Button Set
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Selecting Your Procedure Button Set

Each user can choose which procedure button template to use as the default button set in the Patient Chart,
unless a specific template has been set as the default for all users.

To select your procedure button set

1. In the Patient Chart, from the File menu, click Setup Procedure Buttons. " ik Dentri Chart - (Crosby, Brem)(AF) (UTC -

Pptions  View Prim/Perm  Proc

The Chart Button Template dialog box appears.

From the Select Template list, select a template.

Click OK.
Chart Button Template
Select Template:  |[RELRANEEN S 9 -
- Assigned Codes

P B |07 [pza [p2160 [2330

M =l e [ooiz0 [oora0

& |{fel{f=| o270 [poi50 [potsn

W |Dazto |Do210 |D0220

( |D1351 |D0274 |D0272

|p1110 |p1120 |psi10

J15110 |ps110 |ps120

|15009 |Ds240 |D6750
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Creating Your own Custom Procedure

Button Set

In the Patient Chart, each user can create a custom procedure button set from an existing template or the
Dentrix Default template, unless a specific template has been set as the default for all users.

Note: If you edit an existing procedure button template from the Patient Chart, when you save the changes,
that button set becomes your Custom template, overwriting any customizations you might have made
previously to the Custom template. The original source template, which was set up from the Office Manager,

is not affected.

To create your custom procedure button set

1. In the Patient Chart, from the File menu, click Setup Procedure Buttons.

The Chart Button Template dialog box appears.

From the Select Template list, select a template or Custom.

For each button that you want to customize, do the following:

a. Click the button, such as .

The Edit Procedure Button Setup dialog box

appears.

{jz Dentrix Chart - (Croshy, Brent) [AF] [UTC -

Pptions  View Prim/Perm  Proc

Edit Procedure Button Setup

—Select Code
% Procedure:
|DZ141]- 3 |
" Dental Diagnostic:

—Select Tooltip Text

* Use Procedure Description

" Use Custom Text

=l

I}\malgam-‘l surf. prim./perm

—Select Button Face

& Use Image

"

" Use Code Text

Font: I

Chart Button Template @
Select Template: DentnxDee -
Assigned Codes
M B [ |oza [ozie0 [oz330
_H ﬁ.‘“ ﬁ.‘“ [p7140 [pot20 [po140
@fj.‘“ f']'_'“ |p2750 |poi50 [potsn
/ |pazio |po210 |po220
[ [o13s1 [oz72 [poz72
.Ef?" |p1110 [p1120 [ps110
‘@’U J15110 |ps110 |D5120
] e ez e
4 oK Cancel |

b. Under Select Code, select one of the following options:

*  Procedure — To assign a procedure code to the button. Then, either type the desired procedure
code (ADA, administrative, condition, or product code) or multi-code, or click the search button

ﬂ to select the desired code.

*  Dental Diagnostic — To assign a dental diagnostic code to the button. Then, either type the
desired dental diagnostic code, or click the search button ﬂ to select the desired code.

Notes:

*  Dentrix Enterprise uses a smart-code feature. When you are charting a procedure code,
depending on the surfaces or roots selected, the procedure will be updated when it is posted.
For example, if you chart a one-surface amalgam (D2140) but select three surfaces, Dentrix
Enterprise will automatically post the three-surface amalgam (D2160).
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e With the smart-code feature, Dentrix Enterprise not only updates procedure codes based on
surfaces and roots when posting resins and amalgams but also updates them by tooth number.
For example, if you use a one-surface anterior resin procedure button when posting a three-
surface resin to tooth 28, Dentrix Enterprise will update and post the procedure to reflect three
surfaces and the posterior tooth.

*  Because of the smart-code feature, you do not need to assign multiple variations of the same
code, such as for amalgams or root canals, to your procedure buttons.

c. Ifyou position your pointer over a procedure button, a tooltip will appear with identifying text for
that button. Under Select Tooltip Text, select one of the following options:

*  Use Procedure Description — To use the procedure or diagnostic code’s description in the
tooltip.

*  Use Custom Text — To use custom text in the tooltip. Then, type the desired description in the
field provided.

d. Under Select Button Face, select one of the following options:

*  Use Image — To use a pre-defined graphic to identify the button. Then, from the button menu,
click one of the 65 charting symbols that represent procedure codes.

PepicokikeEBm@

—1RBRERESc e s 8&
geanedadda ey g

=il ieonAViie
s=2€jlpesls i BRE
b EEDSEs=0FP

*  Use Code Text — To use the procedure or diagnostic code to identify the button. Then, select the
desired Font.

Tip: For best results, use a 6-point Arial font.

e. Click OK.
4. In the Chart Button Template dialog box, click OK.

Clearing the Patient Chart

To protect the privacy of an individual patient, it may be wise to display a blank chart in your operatories
while waiting for patients to arrive.

To display a blank chart
In the Patient Chart, from the File menu, click Clear Patient.

No patient information is displayed in the Patient Chart until another patient is selected.
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Changing the Provider for a Charting

Session

By default, Dentrix Enterprise assigns all treatment posted in the Patient Chart during a patient’s charting
session according to the default chart provider setting in the Practice Defaults dialog box. However, you can
select a different provider for the current charting session. All procedures posted during the current charting
session will be assigned to the selected provider. The next time a patient is selected, work will automatically

return to the default chart provider.

To change the provider for a charting session

1. In the Patient Chart, with a patient selected, from the File menu, click

Change Provider. The Select Provider dialog box appears.

2. Select the provider to whom all work posted
during this session should be assigned.

3. Click OK.

Note: You can change the provider for an
individual procedure by editing it after it has been
posted.

44 Dentrix Chart - (Crosby, Brent) [AF] [UTC -

Prim/Perm  Proc

Select Provider

Last Mame:

Search By:
& Thiz Clinic | & A&l Providers
" AllClinics | InApptBook

Mame
e Smith, Dennis D

Brawn, bary D
Hewitt, Mark 0
Robb, David
Kimball, Jacob &
McClure, Jeffrey

‘ 3 ’DK | Cancel

Cliric: 1D

Entering Treatment

This section covers the following topics on how to chart treatment in the Patient Chart:

e Charting Treatment with Procedure Buttons

e Charting Treatment with Procedure Code Category Buttons

e Charting Treatment with the Auto-State Button
*  Charting Supernumerary Teeth

e Charting Conditions and Existing Treatment
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Charting Treatment with Procedure Buttons

You can chart treatment, with the procedure buttons if the procedure (an ADA code, a condition, a Dental
Diagnostic code, or a multi-code) for the treatment you want to enter is assigned to a procedure button.
Procedure buttons are customizable and user specific, so any procedures you use frequently are readily
accessible at the click of a button.

To chart treatment with a procedure button

1. In the Patient Chart, with a patient selected, if the ,
. . [CROODAC) [11/11/1973] [45] = )
treatment you are entering requires a tooth number,  coses ventsiDagnostes e

select the appropriate tooth/teeth in the graphical o6 balc| [ T#]0]40l 8] 2] [ #PoFET (Eo]
h - Diagnostic Preventive
chart. Restorative Endodontics
. Periodontics Prosth remoy
Click a procedure button. Moo st | tnpliSar
. Prastho fised Oral Surgery
Do one of the following: tvatrics | #cnet S
. . Conditions Froducts

* If the selected procedure requires the selection e

ED | Ex| Treat Plan Complete +

of quadrants, sextants, or arches, the Quadrant

Clear

Selection, Sextant Selection, or Arch Selection | [ chart Notes 4 ]|

dialog box appears. Select the applicable )
treatment areas, and then click OK.

" Desciplion | Stat| AP |Amoun

T . |2 21| A\C o) v lapm ]
T UR| ™ UL s sz 53
FLwR|T L [C sg|| T s5| T s4

ok | Cancel | ok | Cancel |

Arch Selection

Cancel |

* If the selected procedure requires the selection of surfaces, the Surface Selection dialog box appears.
Do one of the following:

¢ If one tooth is selected:

Surface Selec...

[~ Mesial

[ Incizal/Dcchusal
I Distal

™ Lingual

™ Facial/Buccal
[ Clags Five

Surfaces add

I—
0K | Cancell

a. Select the applicable treatment areas.

b. Click OK.
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e If multiple teeth are selected:

a.  With the first tooth selected in the list on the left, select the check boxes of the applicable
surfaces, and then click Add.

b. Do one of the following for the other teeth listed:

*  To apply the specified surfaces to all the other
teeth listed, click Apply to all teeth. On the
confirmation message that appears, click either
Yes to apply the surfaces to all the teeth listed
(you can change the surfaces of any tooth as
needed before you click OK) or No to apply the
surfaces to only the selected tooth (you must
then add surfaces to each tooth separately before

you click OK).

*  To add surfaces to each tooth separately, select
a different tooth in the list on the left, select the
check boxes of the applicable surfaces, and then
click Add. Repeat this process as needed for the
other teeth listed.

Notes:

*  You can also change the surfaces for any tooth in the
list by selecting that tooth.

* To continue, every tooth in the list must have at
least one surface applied.

c. Click OK.
4. Click the applicable status button for the procedure being entered:
* EO - Use when entering existing work performed by a provider outside of your practice.
*  Ex - Use when entering existing work performed by a provider within your practice.
*  Treat Plan — Use when entering recommended treatment for a patient.
e Complete — Use when entering completed work and conditions for a patient.
The procedure is posted to the selected tooth/teeth. The procedure is added to the graphical chart (if a

charting symbol is used in conjunction with the posted procedure) and the progress notes.

Note: All completed work posted in the Patient Chart is automatically posted to the Ledger, and
the appropriate charges are listed on the patient’s account. Similarly, all treatment-planned work is
automatically posted to the Ledger-Treatment Plan.
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Charting Treatment with Procedure Code
Category Buttons

You can chart treatment with procedure code category buttons if the procedure for the treatment you want to
enter is not assigned to a procedure button but is assigned to a procedure code category button.
To chart treatment with a procedure code category button

1. In the Patient Chart, with a patient selected, if the treatment you are entering requires a tooth number,
select the appropriate tooth/teeth in the graphical chart.

2. To select a procedure
p ’ [CRO004C] [11/11/1973] 45] [E=8Eon ==

Click a prOCedqu -Codes Dental Diagnostics Help

code category button.  L@IEIS] ka2 [T+ 41 _

- Diagnostic Pre:
The Select Procedure ] Endodontis
Code dialog box fiofio| e e
: = v
appears. Select the LEE oG i Select Procedure Code
d ir d r d I AE fiiecons Adiunct Serv Code Description
esire p ocedure E-&H: Conditions Products L0120 Periodic arZi evaluation
COde, and then click A (AINY) Other IEn] Limited oral evaluation
7 D150 Comp oral eval-new/gstab pat
OK. [Blleaza o] o] tearin | comiee Jo| 0015 G inenye oeval EF
Clear || P NIy Dolyo Limited re-evaluation estab pat
| Chart Nates g‘ﬁ Dol an Comprehengive pegio evaluation
N . P d — 4 7 Loz210 Intraoral-complete feries [bw)
ote: I’rocedures Do220 Intracral-periapicl-1st film
l l bl Do230 Intracral-periapichl-each add!
are on y avaitlable on Doz27z2 Bitewings-two fiffns
= o274 Bitewings-four films
thC Pl’OCCdul’e COde Dsseipton - Do277 ‘Yertical bitewifigs-7 to 8 films
. . Cast post Seolsinacd oW’ |-TP" | - ‘IJ'AF’“"V’“ 00290 Skull &facial pone survey film
Categories panel if D033 Panoramic fjm
o350 Dral.-"Fgc:i_aI hatographic: Images
those procedures have DOAED  Puip vitsith tests

D470 Diagnostig casts

been assigned to a procedure code category other than “None” and set
up to be shown in the Patient Chart from the Procedure Code Editor
dialog box. For details about setting up procedure codes, see “Editing
Procedure Codes” in Chapter 1: Introduction and Initial Setup.

Cancel

3. Do one of the following:

* If the selected procedure requires the selection of quadrants, sextants, or arches, the Quadrant
Selection, Sextant Selection, or Arch Selection dialog box appears. Select the applicable treatment
areas, and then click OK.

Quadrant Selec...

TuR| T WL [~ s s2|C 53

C LR LW " 6| 5| ™ s4
0K | Cancel | ok | Cance! | 0K | Cancel |

e If the selected procedure requires the selection of surfaces, the Surface Selection dialog box appears.

Do one of the following:
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¢ Ifone tooth is selected:

Surface Selec.. X

™ Mesial

I Incizal/Dcclusal
[~ Distal

™ Lingual

[ Facial/Buccal
[ Class Five

Surfaces it

,7
(] 8 Cancel

a. Select the applicable treatment areas.
b. Click OK.

e If multiple teeth are selected:

a. With the first tooth selected in the list on the left, select the check boxes of the applicable
surfaces, and then click Add.

b. Do one of the following for the other teeth listed:

*  To apply the specified surfaces to all the other
teeth listed, click Apply to all teeth. On the
confirmation message that appears, click either
Yes to apply the surfaces to all the teeth listed
(you can change the surfaces of any tooth as
needed before you click OK) or No to apply the
surfaces to only the selected tooth (you must

then add surfaces to each tooth separately before
you click OK).

* To add surfaces to each tooth separately, select
a different tooth in the list on the left, select the
check boxes of the applicable surfaces, and then
click Add. Repeat this process as needed for the
other teeth listed.

Notes:

*  You can also change the surfaces for any tooth in the
list by selecting that tooth.

* To continue, every tooth in the list must have at
least one surface applied.

c. Click OK.
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4. Click the applicable status button for the procedure being entered:

*  EO - Use when entering existing work performed by a provider outside of your practice.

*  Ex - Use when entering existing work performed by a provider within your practice.

e Treat Plan — Use when entering recommended treatment for a patient.

*  Complete — Use when entering completed work and conditions for a patient.

The procedure is posted to the selected tooth/teeth. The procedure is added to the graphical chart (if a

charting symbol is used in conjunction with the posted procedure) and the progress notes.

Note: All completed work posted in the Patient Chart is automatically posted to the Ledger, and
the appropriate charges are listed on the patient’s account. Similarly, all treatment-planned work is
automatically posted to the Ledger-Treatment Plan.

Charting Treatment with the Auto-State
Button

In most offices, charting is entered in order by treatment status. For example, during a new patient exam, the
treatment provider might first chart existing work and conditions. Once existing work has been charted, the

provider might then enter work that needs to be completed (treatment-planned). Finally, work completed that

day will be entered.

To make charting in this manner easier, Dentrix Enterprise provides the Auto-State button. To save you the

extra step of entering the status for each procedure individually, the Auto-State button keeps the status button

of the type of treatment you are charting selected and assigns that status to procedures entered.

To chart treatment with the Auto-State button

1.

In the Patient Chart, with a patient selected, click

the Auto-State button (+). [CROOO4C) (117112673 451 (==

-Codes Dental Diagnostics Help

Leave the Treat Plan button selected, or click the
status button that corresponds to the type of work

=z Diagnastic Freventive
I f;m Iiuo Restorative Endodonics

you want to chart: , Vs 7 i i

%

Periadontics Prosth remoy

Makillo Prosth Implant Sery

Prastho fixed Oral Surgery

*  EO - Use when entering existing work
performed by a provider outside of your

Orthodontics Adjunct Serv

Conditions Products

Other

practice.

E0| Ex| TieatPlan | Complete |+ |
|

\ I /

Chart Notes >>

*  Treat Plan — Use when entering recommended @

treatment for a patient. [ Dewciston [ Stet[ AP Anow v ar]m ]

Cast post Reore in add to cron T 35n.00 -

Clear

*  Ex - Use when entering existing work
performed by a provider within your practice.

*  Complete — Use when entering completed
work and conditions for a patient.

qu Exl T|7al Plan Complete | i

o6 halcy] [ Te[0] s el SRA [« [C]+PE Eo]

Note: The selected status button will remain selected until another L\ / & /

procedure status buttons is selected. @/

If the treatment you are entering requires a tooth number, select the
appropriate tooth/teeth in the graphical chart.

Specify the desired treatment by using a procedure button (or a procedure
code category button, the Procedures menu, or the Multi-codes menu).
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5. Do one of the following:
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If the selected procedure requires the selection of quadrants, sextants, or arches, the Quadrant
Selection, Sextant Selection, or Arch Selection dialog box appears. Select the applicable treatment
areas, and then click OK.

Quadrant Selec...

[ uR| I~ UL [T s1|C 52| 53

TR L T se| T 5|1 54
0K | Cancel | ok | Cance! | 0K | Cancel |

If the selected procedure requires the selection of surfaces, the Surface Selection dialog box appears.
Do one of the following:

¢ Ifone tooth is selected:

Surface Selec...

[ Mesial

[~ Incisal/Declusal
™ Distal

™ Lingual

[ Facial/Buccal
[ Clags Five

Add

Surfaces

I—
0K | Cancell

a. Select the applicable treatment areas.
b. Click OK.

e If multiple teeth are selected:

a. With the first tooth selected in the list on the left, select the check boxes of the applicable
surfaces, and then click Add.
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b. Do one of the following for the other teeth listed:

C.

To apply the specified surfaces to all the other
teeth listed, click Apply to all teeth. On the
confirmation message that appears, click either
Yes to apply the surfaces to all the teeth listed
(you can change the surfaces of any tooth as
needed before you click OK) or No to apply the
surfaces to only the selected tooth (you must
then add surfaces to each tooth separately before

you click OK).

To add surfaces to each tooth separately, select
a different tooth in the list on the left, select the
check boxes of the applicable surfaces, and then
click Add. Repeat this process as needed for the
other teeth listed.

Notes:

You can also change the surfaces for any tooth in the
list by selecting that tooth.

To continue, every tooth in the list must have at
least one surface applied.

Click OK.

6. Once you have posted all work for the selected status, click a different status button to enter work for that
status, or click the Auto-State button (-) to turn off auto-state for the status buttons.

Charting Supernumerary Teeth

Because it is not possible to select a supernumerary tooth in the graphical chart, it is necessary to post the
procedure to the nearest tooth and then edit the posted procedure with the appropriate supernumerary tooth
number, based on the following ADA recommendations:

*  Permanent Teeth — Add 50 to the tooth number nearest the supernumerary tooth (for example, 1 = 51, 2
=52,3=53,and 32 = 82).

*  Primary Teeth — Add an “S” after the tooth letter nearest the supernumerary tooth (for example, A = AS,
B=BS,C=CS,and T =TS).
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Charting Conditions and Existing Treatment

Charting a condition, such as an open contact or missing tooth, helps to provide an accurate representation of
the patient’s oral cavity in the graphical chart. For further accuracy, you can also chart existing treatment that
was completed within or outside of your clinic network.

To chart a condition or existing treatment

1.
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In the Patient Chart, with a patient selected, if the
condition or existing treatment you are entering
requires a tooth number, select the appropriate
tooth/teeth in the graphical chart.

Do one of the following:

*  For existing treatment, specify it by using a
procedure button (or a procedure code category
button or the Procedures menu).

¢ For a condition, click the Conditions
procedure code category button, and then
double-click a condition. (Or, click Procedures
on the menu bar, click the Conditions category,
and then double-click a condition.)

Do one of the following:

[CRO00AC] [11/11/1973] [45]
-Codes Dental Diagnostics Help

=8 En )

a3 pal) ﬂDJﬁ_

DR ABECEZEEEEY

Diagnostic Freventive

Restarative Endodontics

fj!?“ f’;r»

Periadontics Prosth remov

Maxillo Prosth
Prostho fised

Implart Serv

Oral Surgery

Orthodontics Adjunct Serv

Conditions Froducts

Other
72| £0| Ex| TicatPlan | complete | + |
|

| Cast post eore in add b crow | TP | [ 3s0.00]

* If the selected condition or procedure requires the selection of quadrants, sextants, or arches, the
Quadrant Selection, Sextant Selection, or Arch Selection dialog box appears. Select the applicable

treatment areas, and then click OK.

Cuadrant Selec...

[ uR| I~ UL [T s1|C 52| 53
LWL [T se| T 55| 54
0K | Cancel | ok | Cance! |

ak I Eancell

* If the selected condition or procedure requires the selection of surfaces, the Surface Selection dialog

box appears. Do one of the following:

¢ Ifone tooth is selected:

Surface Selec..

[ Mesial

[ Incizal/Dcchusal
™ Distal

™ Lingual

[ Facial/Buccal
[ Clags Five

Add

Surfaces

l—
0K | Cancell

a. Select the applicable treatment areas.

b. Click OK.
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e If multiple teeth are selected:

a.  With the first tooth selected in the list on the left, select the check boxes of the applicable
surfaces, and then click Add.

b. Do one of the following for the other teeth listed:

*  To apply the specified surfaces to all the other
teeth listed, click Apply to all teeth. On the
confirmation message that appears, click either
Yes to apply the surfaces to all the teeth listed
(you can change the surfaces of any tooth as
needed before you click OK) or No to apply the
surfaces to only the selected tooth (you must
then add surfaces to each tooth separately before

you click OK).

*  To add surfaces to each tooth separately, select
a different tooth in the list on the left, select the
check boxes of the applicable surfaces, and then
click Add. Repeat this process as needed for the
other teeth listed.

Notes:

*  You can also change the surfaces for any tooth in
the list by selecting that tooth.

* To continue, every tooth in the list must have at
least one surface applied.

c. Click OK.
4. Click the desired status button for the procedure being entered:
*  EO - Use when entering existing work performed by a provider outside of your practice.
*  Ex - Use when entering existing work performed by a provider within your practice.

The condition or existing treatment is posted to the Patient Chart. The procedure is added to the
graphical chart (if a charting symbol is used in conjunction with the posted condition or existing
treatment) and to the progress notes as a condition or as an existing treatment.
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Editing Treatment

After treatment has been entered into the Patient Chart, you can make changes to the procedure, as needed,
as long as the procedure is not in history or attached to a claim. For an IHS-completed procedure, do not edit
the procedure; delete it, and then re-enter it.

To edit treatment

1. In the Patient Chart, with a patient selected,

from the Progress Notes panel, double-click ﬁLi

Stat | AP_|Amount
the treatment item you want to change. T T -
C 185,00
. . root P 200.00
The Edit or Delete Procedure dialog box T )
Resin ace. poster P 22000
appears. Ext erupted tooth of exp ool P
Edit or Delete Procedure @
2. Make any necessary changes:
Operator: | DSMITH Encounter #:
° Date — Type the correct date Of the Date: 034072014 Start Date: Completion Date:
pI‘OCCduI‘e_ Procedure: |D1110 ﬂ Frophylaxis-adult (Iiro:edure Sta::s
li k
e Clinic — To ch he clinic. dlick Clinic: |&4F ﬂ A:DE:D“;‘:"‘S;:S
1mnic— loc ange the clinic, clic Overide Ins. estimate Mare -
the search button _**| to select the I Piim Ins & Completed
correct CliniC. AT 2800 [~ Sec. Ins. " Exigting-Curent Proy
¢ Procedure - TO Change thC 2 o 200 [™ DaMat Bill Dental Insurance oy M
pI'OCCdul‘C COdC, CliCk the Search Provider: |DSMITH ﬂ ™ Require Start/Completion Date  Modifier:

button *?| to select the correct

COdC. onditions
|
° Treatment area — TO Change Invalidate Upon Completion: i r
the treatment area do one of the Diag¥gses: > |
following:

Motes: \General scaling with hand instruments. Ultrasonic scaler on lower anteriors-ingual. — «
° FOI a tOOth’ tYPe the correct y king zoda used on upper and lower arch. Flossed all contacts. Patient rinsed
Tooth number or letter (or

with & medicated rinse after Px.
supernumerary tOOth number

Credits > il

Related Referral
or lettef). Referred: 1D Murnber Type 1D Murnber

|BY: Dr. Evans, Jeff ﬂ Remove -
e For a Surface, Quadrant,
Arch, or Sextant, click the _ Deete | e Cancel

corresponding search button
** | to select the correct area.

*  Amount — Type the correct amount charged for the procedure.

*  Provider — To change the provider attached to the procedure, click the search button ! to select the
correct provider.

*  Notes — Make any necessary changes to the note, and specify the reason for the procedure needing to
be changed (for auditing purposes)

3. Click OK.
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Deleting Treatment

You can delete completed, treatment-planned, or existing procedures that were posted incorrectly unless the
procedure is in history or attached to a claim. You can also delete conditions.

To delete a completed, treatment-planned, or exis

1. In the Patient Chart, with a patient selected, on
the Progress Notes panel, double-click the
completed, treatment-planned, or existing

procedure you want to delete.

The Edit or Delete Procedure dialog box
appears.

ting procedure
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Click Delete. On the confirmation
message that appears, click OK.

To delete treatment-planned or
existing procedures

1. In the Patient Chart, with a

patient selected,

Operator: | DSMITH
Date: ID3.#‘D?:’2D1 3

Encounter # I
Start Date: I Completion Date:l

ipti Stat | AP | Amount

AF Cast post kcore in add to crow P 350.00

AF Peri evaluation 3 C 155.00

AF Pi It C 165.00

AF E) 1 h of exp.root 200.00

AF ih or exp.root 200.00

04107201 7140 [DESMIT|AF E: h of exp.root 200.00

04110/201 MOD 2333 [DESMIT|AF Resn ace, poster 220.00

04107201 7140 [DESMIT|AF Ext -smupted tooth or exp. oot 200.00

077277201 MO 12332 [DESMIT|CENTRAL | Resn-2 suface, poster 210.00
077277201 MO 15105 |DESMIT|CENTRAL | Caries/decay CON

11137201 D3110 [DESMIT| AF Pulp cap-direct, [+est] [ 160.00

11 492201 D 02351 IDFSMITIAF Besind suface noster I 1900 |

Edit or Delete Procedure @ =

Procedure: |D1 110 ﬂ | Prophylaxiz-a

Cliric: | AF ﬂ

Amaunt: W
Ro[ zoo

Overide Ins. estimate

I Frim. Ins I
[C Sec. Ins.l

™ Do Mot Bill Dental Insurance

Procedure Status
" Treatment Flan

Approval Status
INUFIE ir I

i Completed

dult

" Esisting Current Prov

 Esisting-Other Proy

|DSMITH > i i b odifi
on the PI'Ogl'CSS equire Start/Completion Date  Modifier. ‘
Notes panel, click CCI, 2R o—— m0F CZ
05/11/2005] 13 Cast post bcore n add P 350,00 R g
the treatment- 03/14/2017 Peigmerdigion | C 155,00
0314/2017 Py C Te5.00 o =
P 0471072017 h ool P 200,00 :
Plaﬂned or existing 04/10/2017 1 Fiorexc oo P 20000 mETE
d B A i
esine ace, poster Pioc. N
procedure you 0471072017 [6F .-erupled tooth of exp.ro0l P 200,00 ™ Gl Notee
del 0772272017 CENTAAL _| Resin'2 surtace, poster P 210,00 Consent Foims
want to delete. (0772772017 CENTRAL | Caries/decay CON
[M/13/2m7 AF Pulp cap-direct, [sresi] C T60.00 L
T1/1%/208 AF Resin-| sulace, poster C 130.00 [
T_ T l H|CENTRAL | Re-prep TP_|APA | 10000 Z
IP: o select 21 it a medicated rinze after Px
multiple Cresis »» | i
procedures, Whlle Felated Referral
. Refered: 1D Mumber Type 1D Mumber
preSSlng the Ctrl IBY: Dr. Evang, Jeff ﬂ Flemovel [Mane] -

key, click each procedure.

Click the Delete button [® next

Delete

Cancel |

to the progress notes. On the
confirmation message that appears, click OK.
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Invalidating Procedures in History

Dentrix Enterprise saves your office from repetitive data entry by posting procedures to both the Ledger and
Chart at the same time. However, a different standard regarding record keeping exists for each module. The
Ledger, as a financial record, uses generally accepted accounting principles (GAAP). In contrast, the Patient
Chart is a clinical record of patient care. Then, what do you do when you discover a posting error for

a procedure in a month that has been closed out? The procedure has been locked to prevent deletions and
changes, which is good for a financial record, and you can simply enter an adjustment in the Ledger to correct
the problem. However, the clinical record needs to accurately represent the actual care given, but you can’t
delete or change the procedure or “adjust” the clinical record in the Chart. To solve this discrepancy, Dentrix
Enterprise allows you to invalidate a procedure in history (in closed out months). Invalidating a procedure
removes it from the Chart while leaving it in the Ledger.

To invalidate a procedure

1. In the Patient Chart, with a patient selected, on

the Progress Notes panel, double-click a ammmamsus e wew
[ _Date | . ini ipti

procedure in history. e
1110 [DESMIT| AF Py It C 165.00
. . . . 7140 [DESMIT| AF 7 h or root 200.00
The Validate/Invalidate Procedure in History G i1 e ot
F EN, o exp.oot
dialog box appears. S 1171111 S eSS T ol
MO ﬁi%:EE.NTHAL jes?i'rz uface, poster 210.00
2. Under Validate/Invalidate Pl'OCCdul'e, Validate / Invalidate Procedure in History @
CliCk Invalidate Procedure. Yalidate / Invalidate Procedure r —
3 Clle OK + “alidate Procedure  Invalidate Procedure@ Start Date:
’ ’ Completion D ate:
The invalidated transaction is removed Operator ESME Clic: [oF
from the Patient Chart but left in the Date: [11/03/2000  Encounter # :'“CEd“'ES‘a‘“S
Ledger as a history transaction. In the Procedure: |DE750 Retainer crg-porcdfulsed-hi niob
. vernde Ins. estimate e
Tooth: | 5
Ledger, a plus sign (+) appears to the left of oot 5 . —l s
the transaction description to indicate that - — | |e
the transaction has been invalidated. Amavnt B1300 -
RWU: 0.00 Maofier: _
Important: Provider: 'W ™ Da Mot Bill Dental Insurance
. . one |53
*  Dost an offsetting adjustment equal to e bl
the amount of the procedure, as the Diagnoses: 5| |
account has already been billed for that Notes: ‘
procedure. Credits »>
* If needed, post the procedure again RO
using the correct information. Be sure Referred: = |'D Number Type 5 |'D Number
to change the date to reflect the date Lenore]
the procedure was originally posted, e Cancel

and change the charge amount to zero
because the account has already been

billed for the procedure.
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Changing the Displayed Dentition

Whether the patient you have in the chair has all primary teeth, all permanent teeth, or mixed dentition, you
want your charting software to show a true representation of each patient’s mouth. To achieve this accuracy in
a patient’s clinical record, the Dentrix Chart allows you to customize the dentition that appears on a patient-
by-patient basis. You can quickly switch between primary and permanent dentition for all teeth at once or for
selected teeth.

To change the dentition being displayed in the graphical chart

1. In the Patient Chart, with a patient selected, if you are changing the dentition for certain teeth, select
those teeth. If you are changing the dentition for all teeth, you do not have to select any teeth.

2. From the Prim/Perm menu, click one of the following options:

*  Change All — Reverses the primary/permanent state for all teeth. For example, if all teeth have been
changed to primary and the Change All option is clicked, all the teeth in the mouth will change to
permanent.

*  Change Selected — Reverses the primary/permanent state for the selected teeth in the graphical chart.

Setting the Default Dentition

You can indicate whether you want the Patient Chart to open with primary or permanent dentition that is
being displayed in the graphical chart for all patients by default.

To set the default dentition

In the Patient Chart, with a patient selected, from the Prim/Perm menu, click one of the following options
(the option with the check mark is the default dentition currently being used):

*  Default to Permanent — Changes all the teeth in the graphical chart to permanent dentition. Also, every
time you open the Patient Chart, the graphical chart will display all permanent teeth, even if you select a
patient that does not have any permanent teeth or that has mixed dentition.

*  Default to Primary — Changes all the teeth in the graphical chart to primary dentition. Also, every time
you open the Patient Chart, the graphical chart will display all primary teeth, even if you select a patient
that does not have any primary teeth or that has mixed dentition.

Then, on a patient-by-patient basis, you can change the dentition as explained in “Changing the Displayed
Dentition” on this page.

Entering Chart Notes

You can enter a general note regarding a patient’s clinical chart directly in that patient’s Chart while
performing work on that patient. The note will always be visible to anyone who opens that patient’s Chart.

To enter a chart note
With a patient selected in the Patient Chart, in the Chart

Notes box, enter notes for the patient.

Note: Alternatively, you can click the More button ﬂ, enter
notes in the Edit Chart Notes dialog box that appears, and
then click OK.
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Working with Clinical Notes

Keeping accurate and thorough documentation of each procedure performed in the dental office is an essential
part of clinical dentistry. In Dentrix Enterprise, you can enter a clinical note to store information about a
patient’s exam and treatment that are not specific to a procedure.

Tip: You can access a patient’s clinical notes from not only the Patient Chart but the Ledger and Family File.

This section covers the following topics about clinical notes:

* Adding Clinical Notes * Adding an Addendum to a Clinical Note
* Adding Clinical Notes Using Templates *  Printing Clinical Notes
* Editing Clinical Notes *  Signing Clinical Notes

Adding Clinical Notes

Clinical notes are notes for a patient’s exam and/or treatment that are not specific to a procedure. You can add
notes by typing them from scratch. Once a clinical note has been signed or is in history, it cannot be edited or
deleted. However, an addendum can be made to a clinical note in history.

Notes:

* A clinical note was automatically started when information was entered into a patient health assessment
and/or a medical history review.

*  'The clinical notes are arranged by date, note number, and then page. You can have as many notes as you
want, with a maximum of 10 pages per note.

To add a clinical note

£ Dentrix Chart - (Croshy, Brent) [AF] [UTC -

gptions View  Prim/Perm  Proc

1. In the Patient Chart, with a patient selected, from the File menu, click
Clinical Notes.

The Clinical Notes window appears. @
2. Do one of the following:

*  Click the New Clinical Note button .
The Change Date and Time dialog box

, é{éc | Notes - (Abbot}, James 5) [CENTRAL] [AM{ CLURE] [ABB101] [11/11/1962] [50]

e B IE S Wi

Notes: [= “ Y

appears. Leave the current system date = = kg

K . A B 0372572013 Patient experiences pain but ha:
and time entered, or specify a different £ 0172412012 UR quadrant, The pain saems b

. . B Note#1 [] tooth 1.
date and/or time; and then click OK. e ————— |
L. Pg2 - 12:43:32 PM [DROBE] [CENTRAL]
* Ifyou want to add a page to an existing @ Noter2[]
.. . B 1112472011

clinical note, expand the appropriate date
and note in the left pane, and then click

the New Clinical Note Page button =,
The Change Time dialog box appears.
Leave the current system time entered, or type a different time; and then click OK.

3. Type a note you want to attach to this patient regarding an exam or treatment given.

4. To assign a different clinic than the clinic currently selected for the clinical note, click the Change Clinic
for Selected Note button # to select the appropriate clinic.

5. Click the Save Clinical Note button .
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Adding Clinical Notes Using Templates

Using a clinical note template as a guide, you can quickly and accurately document a patient’s visit with
minimal typing or editing. Once a clinical note has been signed or is in history, it cannot be edited or deleted.
However, an addendum can be made to a clinical note in history.

To add a clinical note using a template

4 Dentrix Chart - (Crosby, Brent) [AF] [UTC -

gptions View  Prim/Perm  Proc

1. In the Patient Chart, with a patient selected, from the File menu, click
Clinical Notes.

The Clinical Notes window appears.

@_ Mote Template

Oragix
Procaine
Topicaine anesthetic gel |
Topex anesthetic gel
Topex anesthetic spray

[ ok ] [ cancel

2. Do one of the following:

*  Click the New Clinical Note button ¥, The Change Date and Time dialog box appears. Leave the
current system date and time entered, or specify a different date and/or time; and then click OK.

* Ifyou want to add a page to an existing clinical note, expand the appropriate date and note in the left
pane, and then click the New Clinical Note Page button “". The Change Date and Time dialog
box appears. Leave the current system time entered, or type a different time; and then click OK.

Note: If a clinical note page is not selected when you choose a template, a new clinical note will be added.
So, to add a template to an existing note, make sure the correct page of that clinical note is selected.

3. In the template pane (on the right), expand a category to view the list of available templates for that
category by clicking the plus sign (+) next to the category name, and then double-click the desired
template.

4. Respond to the prompts associated with the template, if applicable.

The template text and any responses you entered appear in the note field (in the middle).
Note: You can edit the note or add additional information as needed.

5. Click the Save Clinical Note button 2.

For more information about clinical note templates, see the “Creating clinical note templates,” “Creating

clinical note prompts,” and “Setting up clinical note template categories” topics in the Dentrix Enterprise
Help.
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Editing Clinical Notes

You can edit a clinical note that has not been placed into history after the month-end process, that has not

been signed, or that has not been locked.

To edit a clinical note

1. In the Patient Chart, with a patient selected, from the File menu, click
Clinical Notes.

The Clinical Notes window appears.

2. Expand the
appropriate date @ @ @

{i Dentrix Chart - (Croshy, Brent) [AF] [UTC -

category in the left ;
Clinical Notes - (Abbot}, Ja CENTRAL] [AMCLURE] [ABB101] [11/11/1962
pane, and then IT:KE:‘ s (@DTSS” ” [ ?-[ s s
= e | o
select the page of “dhfls o cg &
- : R
the clinical note you Notes: (2 B rv
di [ 03/25/2013 Patient experiences pain but has no swelling in the
want to edit. - 0172472012 UR quadrant. The pain seems to be associated with
' Fote1 [] tooth 1.
3. Ifyou are adding to Pol - 12:41:37 PM [DROBE] [CENTRAL]
Pa2 - 12:43.32 PM [DROBE] [CENTRAL]
the note at a date - Note#2 []
other than when mi sl
the clinical note was

originally entered,
click at the end of
the text, press Enter, and then click the Insert Date/Time button % (o insert a date and time stamp.

Add to, change, or remove a part of the clinical note as needed.

5. To assign a different clinic than the currently selected clinic for the clinical note, click the Change Clinic

for Selected Note button # to open the Select Clinic dialog box and select the appropriate clinic.
6. Click the Save Clinical Note button 2.
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Adding an Addendum to a Clinical Note

You cannot edit a locked clinical note (a note that has been moved into history after the month-end process,
has been signed or approved, or has been locked automatically). However, you can add an addendum to a

clinical note that has been locked.

To add an addendum to a clinical note

1. In the Patient Chart, with a patient selected, from the File menu, click

Clinical Notes.

The Clinical Notes window appears.

2. Expand the appropriate
date category in the left
pane, and then select the
page of the clinical note
to which you want to

4 Dentrix Chart - (Croshy, Brent) [AF] [UTC -
x ons  View Prim/Perm  Proc

Clinical Nu% - (Abbott, James 5) [CENTRAL] [AMCCLURE] [ABB101] [11/11/1962] [50]

IEE S e (Y @M L] o bl cg ()
Mokes: E ‘B r ’
= 5/13/2010 Ferformed general scaling with hand instruments, Flossed all contact:
= Note#l

“Pg1 - 12:41:37 PM [DROBB] [CENTRA

add an addendum. @
3. Click the New
Addendum button =,

The New Addendum
dialog box appears.

4. Type the text of the
addendum.

5. Click OK. On the confirmation

message that appears, click Yes.

Pg2 - 11:05:28 AM [DDS1] [CENTRAL]
- Note#2
®-1/412/2010

Patient rinsed with Peridex after reatment.

Proper technique of brushing demonstrated. Flossing with fingers an:
holder demonstrated. Patient given 2 soft toothbrush and floss.

ZMNR Y

MNew Addendum - 01/24/2012 - Note#1 - *Pgl - 12:41:37 PM [DROBB] [CENTRAL]

Proper technigue of brushing demonstrated. Flossing
with fingers and a floss holder demonstrated, Patient
given & soft toothbrush and floss,

(2 e = e e O e O e O
-
E
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Printing Clinical Notes

From the Clinical Notes window, you can print all clinical notes within a certain date range for the current
patient and/or all members of that patient’s family. For instructions on how to print the Clinical Notes Report
from the DXOne Reporting module, see “List Reports” in Chapter 9: DXOne Reporting.

To print clinical notes

1. In the Patient Chart, with a patient selected, from the File menu, click

Clinical Notes.

The Clinical Notes window appears.

2. Click the Print button 4.

The Print Clinical Notes dialog
box appears.

3. Set up the following options:

Select Date Range — Select
Date Range, and then type
a range in the From and To
fields. Or, select Relative
Date Range, and then select
a range. The clinical notes
within that date range will
appear on the report.

Tip: Using a relative date
range is recommended if
you are saving your report
settings as the default so that
you do not have to manually
type a date range each time
you run the report.

{jz Dentrix Chart - (Croshy, Brent) [AF] [UTC -

tions  View Prim/Perm  Proc

[L&¥]

[TICY B (Y [T o, g [
VR Iy ¥

Notes: g

 Clinical Notes - (Abbott, James 5) (CENTRAL] [AMCCLUR}Z [ABB101] [11/11/1962] [50]

[ 03/25/2013
C1- 01/24/2012
B Note#f1 []

R Pgl-12:41:37 PM [DROBB] [CENTRAL]

Pg2 - 12:43:32 PM [DROBE] [CENTRAL]

i [ Note#2 []
B 11/24/2011

tooth 1.

Patient experiences pain but has
UR gquadrant, The pain seems to |

2.2 Print Clinical Notes - (Abbott, James 5) [CENTRAL] [AMCCLURE] [ABB101] [11/11/1962] [50]

Select Date Range
f* Date Range

From: [0a/16/2013
To |p4Ac/2013

" Relative Date Range

| Current Day

-

Patient Selection
&+ Current Patient

All Member's of Current Patient's
Family

G

Feport Type Selection
+ AllMotes
™ Motes Already Approved
" Motes Needing Appraval

‘ 4 ’ Save az Default | Clear Defaults |

Cliriz: S election @
ﬂ v Al

Prowvider /Staff S election
ﬂ v Al

Encounter # 5 election

ﬂWAII

Cancel

Patient Selection — Select whether you want to include clinical notes for the patient currently
selected or for the current patient and anyone else in that person’s family.

Report Type Selection — Select whether you want to include all clinical notes, clinical notes that have
already been approved or signed, or clinical notes that have not been approved or signed.

Clinic Selection — Click the search button **/ to select the clinics you want to include on the report,

or leave All selected to include all clinics.

Provider/Staff Selection — Click the search button *?/ to select the providers you want to include on
the report, or leave All selected to include all providers.

4. To save the current settings for the next time you run the report, click Save as Default.

5. Click OK to preview the report.
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Signing Clinical Notes
A provider can digitally sign a clinical note to indicate his or her approval of the note. Signing a clinical locks

it to prevent changes from being made to the text and to prevent the note from being deleted; however, a
signed or locked note can be appended to.

Chapter 4: Patient Chart

Tip: You can sign multiple clinical notes at once from the Office Manager.

To sign a clinical note

1. In the Patient Chart, with a patient selected, from the File menu, click
Clinical Notes.
The Clinical Notes window appears. m
2. Expand the appropriate date _ , 3
category in the left pane and Clinical Motes - (Abbott, James 5) [CENTRAL]
then select the page of clinical | L 8 &
note you want to sign. Motes: =
3. Click the Sign Clinical @ 1_’?‘::3& E
Note button £, 2 : q M [DROBE] [CENTRAL]
. Pg2 - 124332 PM [DROBE] [CENTRAL]
The Approval Verification | Moieit
dialog box appears i+ | Clinical Notes, Approve
4 T U ID d User Name: |Cardon, Thomas
. Type your User ID an
. User ID:|DDS9
Password, and then click OK. - |
Password:
The Sign Clinical Note dialog
box appears. K | _cored |
5. In the signature box, sign your S
name using a mouse, light pen, finger on a touch
screen, or stylus on a writing tablet.
Tip: If you need to clear the signature to re-sign,
click Clear. Name: [ Diernis Smith (D.0.5.)
6. Click OK.
Notes:

4 Dentrix Chart - (Croshy, Brent) [AF] [UTC -
x Prim/Perm  Proc

MCCLURE] [ABB101] [11/11/1962] [50]

AnE=Resp AlerPg o= = i

;'}F,

Patient experiences pain but has no swelling ir
LR quadrant, The pain seems to be associated
tooth 1.

AN O ="

Date: [04/16/2013

(WARNING: Adding a signature to Clinical M ‘-\
will prohibit ary editing of the Clinical Note. 6 ) OK ] [ Cancel ]
/

When a signature has been added to the clinical note, a “Signed on [date]” stamp is added to the end of

the clinical note.

If you select a clinical note that has been signed, the Sign Clinical Note button '# changes to the
Signature button ‘4. To view a signature for the selected clinical note, click the Signature button.
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Completing Oral Health Status
Surveys

The primary goal of a continuous assessment of a patient’s oral health status (OHS) is to reduce the likelihood
of a patient suffering a preventable urgent or life-threatening oral health condition. Most dental “emergencies”
are due to an acute flare-up of an existing condition—usually a periapical or periodontal abscess.

From the standpoint of overall healthcare system cost effectiveness, this prevention-oriented program, which
provides a way to record and track oral health, leading to early diagnosis and timely intervention, should
decrease the number of emergency room visits for evaluation and/or treatment of serious oral infections.

From a program implementation perspective, the OHS survey makes the process of entering OHS metrics
as efficient and consistent as possible. The simplified objective data collection and criteria may also prove to
be appropriate for oral assessments done in “visual exam only” scenarios, which may increase its use in non-
clinical, oral health evaluation settings.

OHS dlassifications (a classification is current if an OHS survey has been done within the past 24 months):

*  OHS 1 — Excellent. No dental treatment is required.

*  OHS 2 — Moderate/Good. The patient has moderate dental treatment needs.

*  OHS 3 — Compromised. Urgent dental treatment is indicated.

e OHS 4 — Poor. Very urgent dental treatment is indicated.

*  OHS 5 — Poor. For a class 4 patient, it has been 24-36 months since the last completed OHS survey.
Note: This classification allows you to track class 4 patients for another 12 months for continued
identification and, therefore, treatment.

*  OHS 6 — Unknown. One of the following conditions is met:

*  The patient does not have a completed OHS survey.
* Foraclass 1, 2, or 3 patient, it has been 24 months since the last completed OHS survey.

*  Foraclass 5 patient, it has been 36 months since the last completed OHS survey.

To enter or update OHS
1. Sign a clinical note.

If the patient has a prior completed OHS survey, a message appears and displays the date of that OHS
survey and the classification that was calculated from that survey. Proceed to step 2; otherwise, skip to

step 3.

2. To update the OHS, click Yes.
The OHS Oral Health Status dialog box appears.
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Patient does not have a completed OHS survey
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Patient has a prior completed OHS survey

3. Enter responses for the following:

#1 Was a complete examination including charting of abscessed teeth, carious lesions and needed
restoration completed at this appointment? — Select No or Yes.

Notes:

*  Charting of all conditions is not required. Treatment planning of proposed procedures by specific
appointments is not required. An immediate treatment/restoration query applies to caries-related
procedures and elective (non-caries related) restorative, endodontic, surgical, or prosthetic

procedures.

*  Your response does not affect the overall OHS status.
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If you select No, other options become available.

When was the date of last complete exam? — Enter or select the Last Exam date.

Note: You cannot select New Patient manually, so it is always unavailable. New Patient is
selected automatically if the patient does not have a prior completed survey or a survey was not
completed on the specified Last Exam date.

Number of remaining teeth — Enter a value, or click the search button to select the missed
teeth (the correct number of remaining teeth will be inserted into the Number of remaining
teeth box automatically).

Note: The options in the tooth selection dialog box vary according to the age of the patient.

Are there any abscessed teeth? — Select No (class 1) or Yes (class 4).

Please estimate how many teeth have active carious lesions? — Select all that apply: 0 (class 1),
1-3 (class 2), 4-10 (class 3), and 11+ (class 4).

Do any teeth require immediate treatment/restoration? — Select No (class 1) or Yes (class 4).

Note: If you select Yes for this survey, if No is selected for the next survey, the current date will be

inserted as the Last Exam date.

If you select Yes, other options become available.

Number of remaining teeth — Enter a value, or click the search button to select the missed
teeth (the correct number of remaining teeth will be inserted into the Number of remaining
teeth box automatically).
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Note: The options in the tooth selection dialog box vary according to the age of the patient.

Note: If you select Yes for this survey, if No is selected for the next survey, the current date will be
inserted as the Last Exam date.
*  Are there any abscessed teeth? — Select No (class 1) or Yes (class 4).

*  How many teeth have active carious lesions? — Select all that apply: 0 (class 1), 1-3 (class 2),
4-10 (class 3), and 11+ (class 4).

* Do any teeth require immediate treatment/restoration? — Select No (class 1) or Yes (class 4).
#2 Are any teeth identified for extractions due to caries, periodontal disease or abscesses? — Select No

or Yes.

Note: This includes any teeth that are recommended for extraction due to problematic exfoliation
(deciduous teeth), non-restorable caries, periodontal bone loss, periodontal or periapical abscess, or
any other non-elective reason. This includes third molars with probability for urgent treatment within
24 months.

#3 Soft Tissue Exam:
#3a Any definitively diagnosed oral or pharyngeal cancer? — Select No or Yes.
#3b Any abnormal oral lesions indicated for biopsy? — Select No or Yes.

Note: A Yes response to oral or pharyngeal cancer requires definitive diagnosis by biopsy.

#4 Community Periodontal Index (CPI):

* Ifthere is a prior OHS survey for the patient, Accept Previous Entry? is available, and the
community periodontal indexes (CPI) that were entered in the previous survey appear. If no
changes are needed, select Yes. To update any of the entries, select No, and then enter the one of
the following community periodontal indexes for the applicable sextants:

* X - No teeth in sextant.

* 0 - No pockets > 3.5mm (black band fully visible).

* 1 - No pockets > 3.5mm, bleeding on probing (black band fully visible).
e 2 - No pockets > 3.5mm, calculus present (black band fully visible).

* 3 —Pocket > 3.5mm but < 5.5mm (black band partially visible).

e 4 —Pocket > 5.5mm (blank band not visible).

e If there is not a prior OHS survey for the patient, Accept Previous Entry? is not available. Enter
one of the following community periodontal indexes for each sextant:

¢ X —No teeth in sextant.
* 0 - No pockets > 3.5mm (black band fully visible).
* 1 - No pockets > 3.5mm, bleeding on probing (black band fully visible).
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e 2 - No pockets > 3.5mm, calculus present (black band fully visible).
* 3 —Pocket > 3.5mm but < 5.5mm (black band partially visible).
e 4 _Pocket > 5.5mm (blank band not visible).

The class is determined according to the following criteria:

Class 1 — No more than one CPI score of 3 and no CPI score of 4.
Class 2 — Three or fewer CPI scores of 3 and no CPI score of 4.
Class 3 — Four or more CPI scores of 3 and three or fewer CPI scores of 4.

Class 4 — Four or more CPI scores of 4.

Notes:

Third molars are excluded unless they are in the functional position of second or first molars. As
a general rule for scoring, if in doubt, enter the lower score. When heavy extrinsic stain is present
in the absence of calculus or pockets, the sextant may be scored as 2 if dental services are needed
to remove the stains.

The CPI options are available only if the patient is 15 years old or older.

#5 Active Caries Depth Metric:

If there is a prior OHS survey for the patient, Accept Previous Entry? is available, and the active
caries depths that were entered in the previous survey appear. If no changes are needed, select Yes.
To update any of the entries, select No, and then enter one of the following active caries depths
for the applicable sextants:

e X —All teeth in sextant are missing.

* 0 — No caries are present in sextant.

* 1 - Caries present; deepest caries does not penetrate past DE].

* 2 — Deepest caries penetrating past DE]J (includes any root surface caries).

* 3 — Deepest carious lesions encroaching on pulp chamber (from any surface).
* 4 — Deepest carious lesion penetrating into pulp chamber.

If there is not a prior OHS survey for the patient, Accept Previous Entry? is not available. Enter
one of the following active caries depths for each sextant.

e X — All teeth in sextant are missing,.

* 0 — No caries are present in sextant.

* 1 — Caries present; deepest caries does not penetrate past DE].

* 2 — Deepest caries penetrating past DE]J (includes any root surface caries).

* 3 — Deepest carious lesions encroaching on pulp chamber (from any surface).

* 4 — Deepest carious lesion penetrating into pulp chamber.

The class is determined according to the following criteria:

Class 1 — All depth scores are X or 0.

Class 2 — All depth scores are X, 0, 1 or 2 (no 3 or 4).
Class 3 — All depth scores are X, 0, 1, 2 or 3 (no 4).
Class 4 — Any depth score of 4.

Note: As a general rule for scoring, if in doubt, enter the lower score.
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#6 Caries Risk — Select an option:
*  Unspecified.
*  Low — No restorations or new active carious lesions within last 36 months.
*  Medium — 1-2 replacement restorations or new active carious lesions within 36 months.

*  High — 3 or more replacement restorations or new active carious lesions within 36 months.
Note: Your response does not affect the overall OHS status.

#7 Smoking — Select an option:
*  Unspecified
*  Never smoked tobacco
* Tobacco smoking consumption unknown
*  Occasional tobacco smoker (does not smoke every day but smokes almost every week)
* Light tobacco smoker (1 cigar or fewer than 10 cigarettes per day)
* Heavy tobacco smoker (more than one pack per day)
*  Smokes tobacco daily
*  E-cigarette user
*  Smokeless tobacco user

¢ Ex-smoker

Notes:
*  Your response does not affect the overall OHS status.

* The smoking option is available only if the patient is 10 years old or older.

#8 Diabetes? — Select an option:
*  Unspecified
* No patient history of diabetes
*  TypeI; well controlled
*  Type I; not well controlled
e Type II; well controlled
* TypeII; not well controlled

Notes:

*  Alaboratory test/report is not required. Input is based on the provider’s discussion with the
patient.

*  Your response does not affect the overall OHS status.

*  The diabetes option is available only if the patient is 5 years old or older.

#9 Dry Mouth? — Select an option:
*  Unspecified
*  Normal saliva
*  Reduced saliva flow
*  Very dry mouth
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 Datient using saliva substitute

*  Patient Using fluoride rinse

* DPatient using prescription strength fluoride toothpaste
* Patient using fluoride trays

e None

Notes:
* A laboratory test/report is not required. Input based on the provider’s discussion with the patient.
*  Your response does not affect the overall OHS status.

e The dry mouth option is available only if the patient is 7 years old or older.

The indicator reflects the OHS status as determined by the responses on the survey.

4. Click OK. This button is available only if the survey is complete.

Notes:

* Ifyou attempt to close the dialog box before the survey is complete, a message appears and asks if you
want to close without saving or if you want to return to the survey to complete it.

* Ifyou close the module from which you opened the Clinical Notes window (Family File, Ledger, Chart,
or Appointment Book), the OHS Oral Health Status dialog box closes too.

* Ifyou close the Clinical Notes window, the OHS Oral Health Status dialog box remains open.
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OHSS - Electronic Screening Form
and Report

With the electronic Oral Health Screening Survey (OHSS) form, you can collect details regarding a patient’s
oral health, such as the condition of his or her teeth and the urgency of treatment. Also, you can export the
data from screenings to a file that you can view in a spreadsheet program, such as Microsoft Excel.

This section covers the following topics:

*  Prerequisites

*  Setting Up Clinics

*  Completing Electronic Screening Forms

*  Generating Electronic Screening Reports

(] L]
Prerequisites
*  These features are available in Dentrix Enterprise versions 8.0.5.257, 8.0.7.553 (CU7), 8.0.9, and later.

*  These features are available only if the “Electronic Collection Reports” global setting has been enabled.
Contact Dentrix Enterprise Customer Support to have a technician enable this global setting. Then, you
can activate the functionality per clinic.

(] (] [
Setting Up Clinics
With the correct global setting enabled, you can activate the electronic screening form and report on a clinic-
by-clinic basis.
To set up a clinic

1. While logged in to the Central clinic, in the Ofhice Manager, on the Maintenance menu, point to
Practice Setup, and then click Enterprise Setup.

In the Enterprise Setup dialog box, select a clinic in the Clinics list, and then click Edit.

In the Clinic Information dialog box, select the Settings
tab.

4. Under Electronic Collection, select the Screening Data
check box. With the electronic collection of screening

Clinic Information - AF

e Settings DptionalSettingsI Subscriptionsl Export Settings
Administrative Contact: I .d

data activated, the buttons to access the screening form T B
and report appear on the Patient Chart toolbar. W Scresning Dats 4
5. Clle OK ~ Inzurance Automated Resolution for Over/Under Chrgs

¥ Use Central Clinic: Option ¥ 535 Auto Post

 Cloge Claim
¥ Claim bust Be Zero to Close

¥ Ee-caloulate Insurance Estimate

[T &lways Calculate Insurance Overids

N
( 5 ' (] 8 I Cancel
N’

Dentrix Enterprise 11.0.2 User’s Guide



Chapter 4: Patient Chart 185

Completing Electronic Screening Forms

If electronic screenings are activated for your clinic, you can complete an electronic screening form for a
patient.

To complete an electronic screening form

1. With a patient selected in the Patient Chart, change the provider for the charting session if applicable. On
the File menu, click Change Provider. In the Select Provider dialog box, search for and select a provider,
and then click OK.

2. Click the Screening Forms button .

Note: This button is available only if the electronic collection of screening data has been activated for the
clinic that you are logged in to.

The age-appropriate Screening Survey dialog box appears.

For a patient who is 0 to 5 years old
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For a patient who is 6 to 9 years old

For a patient who is 10 to 15 years old
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For a patient who is 16 or more years old

Specify the following information:

IHS Area — The state where the patient is being screened.

Clinic Name — The clinic where the patient is being screened. By default, this is the patient’s
preferred clinic, but you can change it as needed.

Date of screening — The date of the screening. By default, this is today’s date, but you can select a
different date as needed.

Age — The patient’s age at the time of the screening. To change the age, you must change the patient’s
Birth date in the Family File.

Gender — The patient’s gender. To change the gender, you must change the patient’s Sex in the Family
File.

Race — The patient’s race. By default, this is the Race that is entered in the patient’s Family File
record, but you can select a different race as needed.

Note: Selecting a different race for the form does not update the patient’s record, but the next time
you screen the patient, the prior Race selection will be selected by default on the form.

Grade — The patient’s grade level in school.

Note: This question is available only if the patient is 6 to 15 years old.

Dentrix Enterprise 11.0.2 User’s Guide



188  Chapter 4: Patient Chart

* Do you have Diabetes? — Select the patient’s response to this question.
Note: This question appears only if the patient is 16 or more years old.

* Do you use chewing tobacco or snuff? — Select the patient’s response to this question.
Note: This question appears only if the patient is 16 or more years old.

* Have you smoked at least 100 cigarettes in your entire life? — Select the patient’s response to this
question.

Note: This question appears only if the patient is 16 or more years old.
* Do you currently smoke cigarettes? — Select the patient’s response to this question.

Note: This question appears only if the patient is 16 or more years old, and this question is available
only if Yes is selected for the Have you smoked at least 100 cigarettes in your entire life? question.

* Tooth Status — For each tooth, right-click the corresponding box, and then click one of the following
statuses:

¢ None — Clears the tooth box.

¢ Sound — Inserts a check mark in the tooth box.

e Sealant — Inserts “S” in the tooth box.

*  Decayed — Inserts “D” in the tooth box.

e Filled — Inserts “F” in the tooth box.

¢ Crown — Inserts “C” in the tooth box.

*  Extracted due to decay — Inserts “X” in the tooth box.

*  Unerupted — Inserts “UE” in the tooth box.
Note: This status is available only if the patient is 0 to 15 years old.
*  Missing — NOT because of decay — Inserts “Z” in the tooth box.
Note: This status is available only if the patient is 0 to 9 years old.
*  Ortho extraction — Inserts “O” in the tooth box.
Note: This status is available only if the patient is 10 to 15 years old.
* Missing for any other reason — Inserts “M” in the tooth box.
Note: This status is available only if the patient is 16 or more years old.
*  Fractured or restored (injury/trauma) — Inserts “I” in the tooth box.
Note: This status is available only if the patient is 0 to 5 years old or 10 or more years old.
* Hypoplasia — Inserts “H” in the tooth box.
Note: This status is available only if the patient is 0 to 5 years old or 10 or more years old.
* Fixed dental prosthesis/crown abutment — Inserts “P” in the tooth box.

Note: This status is available only if the patient is 16 or more years old.
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Notes:

*  You can select a status only one tooth at a time. There is not a way to select a status for multiple
teeth at the same time.

e If the patient is 6 to 9 years old, you can “double enter” statuses on primary and permanent teeth.
Teeth with pulpal involvement, abscess, fistula — Select Yes or No.
Note: This option is available only if the patient is 0 to 5 years old.

Treatment Urgency — Select No obvious problems, Early care needed, or Urgent care needed.

Comments — Enter any comments regarding the screening.

4. Click OK.

Generating Electronic Screening Reports

If electronic screenings are activated for your clinic, you can generate a report that contains screening data for
patients. The report contains patient information, such as ages and genders, and contains details regarding
each patient’s oral health, such as the condition of his or her teeth and the urgency of treatment. The report
does not contain any patient names or birth dates.

Tip: You may want to view the report every day to ensure that data is being entered correctly.

To generate the report

1.

With or without a patient selected in the Patient Chart, click the Screening Forms Report button .

The Screening Data dialog box appears.

Set up the following options:

Clinic Selection — Click the search button @

to select the clinics where patients were screened
to include their screening data, or select the All
check box to include screening data for patients

who were screened in any clinic.
Select Patients — Click the From and/or To
search buttons to select the range of patients who may have been screened in the specified clinics

to include their screening data (the range can be open-ended), or select both All check boxes to
include screening data for all patients who were screened in the specified clinics.

Report Type — Select whether you want to include screening data for patients who were 0 to 5, 6 to
9, 10 to 15, or 16 or more years old at the time of screening.

Click OK.
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The Save As dialog box appears.

4. Select where you want to save the file, change the File name (which contains the age range, clinic name or
“Multiple”, and date by default) as needed, make sure that the Save as type is .csv, and then click Save.

5. You can open the file in a spreadsheet program, such as Microsoft Excel.
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Printing from the Patient Chart

You can print the following from the Patient Chart:
e Patient’s Chart

*  Patient’s Progress Notes and Chart

*  Referral Recap Report

e Referral Slip

Patient’s Chart

You can print a patient’s dental chart.

To print a patient’s chart

1. In the Patient Chart, with a patient selected, from
the File menu, click Print Dental Chart. The Print
Options dialog box appears.

& Dentrix Chart - (Crosby, Brent) [AF] [UTC -
1 plildmmpptions View  Prim/Perm  Proc
|\ &)= G

Print Options

2. Select the desired print option(s):

*  Print Todays Work — To print completed work B3

posted on the current system date. Top Margin inInches): [ 0

. . V' Prirt Todays Work
e Print Treatment Plan — To print treatment-planned work e

X [¥ Frint Treatment Flan
that was posted on the current system date. Then, to include W Piint TP Estinate Detal (2
a list of treatment-planned work and the billed amount, ¥ Pt Chat 55 Displayed
patient portion, and insurance portion of each, select Print TP V. Print Sefected Images

. . v Include Notes
Estimate Detall. ¥ Include Annatation

¥ Include Prev. [1.%] Annaotation

*  Print Chart as Displayed — To include the graphical chart.
*  Print Selected Images — To include patient images if you are < _Carcel |

using Image. You can also include notes and/or annotations.

3. Click OK.

Dentrix Enterprise 11.0.2 User’s Guide



192  Chapter 4: Patient Chart

Patient’s Progress Notes and Chart

You can print the progress notes and graphical chart as they are currently being viewed in the Patient Chart.

Tip : If you want to print the progress notes without the graphical chart, switch to the progress notes view in
the Patient Chart, and then complete the steps that follow. For instruction on how to switch the Patient Chart
view, see the “Working with views” topic in the Dentrix Enterprise Help.

44 Dentrix Chart - (Crosby, Brent) [AF] [UTC -
1 plllammpptions View  Prim/Perm Proc
|\ olollElE

To print the progress notes with the chart

1. In the Patient Chart, with a patient selected, from
the File menu, click Print Progress Notes With
Chart. The Print Progress Notes with Chart dialog

box appears.

2. Set up the following options:

| print Progress Motes with Chart @

*  Note Range — To print all displayed progress Note Range

notes, select All Progress Notes; or, to print notes specific to & Al Progress Notes

a certain date range, select Date Range, and then type a date € Date Range

range. GaE2m2 -[04r12013

l_ Show Encounter Murmbers

e Print Procedure Amounts — To include amounts for

procedures that appear on the report. e s

NNt Frocedure Amounts

3. Click OK. @)ﬁ =

Referral Recap Report

The Referral Recap Report shows any completed work within a specified date range that has been flagged as
“Referred By Doctor.” Treatment-planned work that has been referred to the practice by the same provider is
also included. For information about attaching a referral to a procedure, see the “Editing treatment” topic in
the Dentrix Enterprise Help.

To print a referral recap

1. In the Patient Chart, with a patient selected, from
the File menu, point to Print Referral, and then
click Referral Recap. The Print Referral Recap

B Dentrix Chart - (Crosby, Brent) [AF] [UTC -
: Pptions  View Prim/Perm  Proc

dialog bOX appears. Print Referral Recap @

2. Under Completed Work Date Range, type the date e ———
range for the completed referred procedures you | CEEEE T GEER (2)
want to print. Only procedures that were completed At Notes .
within the specified date range and are flagged as “RC” (Referred v

-

Completed) will be included on the report.

3. Type any necessary Additional Notes that you want to have print
on the report.

4. Click Print to send the report to the Patient Chart printer or
Print 4 Batch Cancel

Batch to send the report to the Batch Processor.

N V.
N
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Referral Slip

You can print a referral slip for patients to give to the doctor they are being referred to. All procedures that
have been flagged as “RTP” (Referred Treatment Planned procedure) and are within the specified date range
will be included on the slip. The referral slip will also include the patient, provider, and referral’s information,
as well as any notes you have entered. For information about attaching a referral to a procedure, see the
“Editing treatment” topic in the Dentrix Enterprise Help.

To print a referral slip

44 Dentrix Chart - (Crosby, Brent) [AF] [UTC -
" ptions  View Prim/Perm  Proc

1. In the Patient Chart, with a patient selected, from
the File menu, point to Print Referral, and then
click Referral Slip. The Print Referral Slip dialog

box appears.

Print Referral Slip

2. Under Date Range, type the date range for the

referred procedures you want to print. Only Date Range
procedures that fall within the specified date From: [04/16/2053  To: [04/16/2013 <2>
range and are flagged as “RTP” (Referred Treatment Planned

procedure) will be included on the referral slip. Sidtenaets

-

3. Type any necessary Additional Notes that you want to have
printed on the slip.

4. Click Print to send the slip to the Patient Chart printer or Batch

to send the slip to the Batch Processor. /\
Print 4 Batch Cancel
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Chapter 5: Perio Chart

The Dentrix Enterprise Perio Chart is a clinical tool that allows you to record mobility, furcation grades,
plaque, calculus, bone loss, pocket depths, bleeding and suppuration points, gingival margins, CAL levels, and
MG] measurements. Automatic calculation formulas allow you to expedite the charting process by eliminating
the need to measure multiple indicators.

Once entered, you can view data numerically or graphically. Also, you can print custom reports, charts, and
letters for an insurance consultant or the referring dental professional.

This chapter covers the following topics:
*  Opening the Perio Chart Window
e The Perio Chart Window

*  Entering New Perio Exams

*  Viewing Perio Exams

*  Changing the Perio Exam View

*  Comparing Perio Exams

*  Printing Perio Chart Reports

Opening the Perio Chart Window

You can open the Perio Chart from the Patient Chart.

To open the Perio Chart

In the Patient Chart, with a patient selected, from the Options menu, click Perio.

Tip: If the selected patient does not have an exam, the Perio icon on the Patient Chart toolbar is gray [ 1
the selected patient has an existing exam, the icon is blue [,

The Perio Chart opens and displays the data for the last exam performed (if one exists) or displays a blank data
chart for you to start a new exam.
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The Perio Chart Window

The Perio Chart window is divided into the following areas: the data chart, tooth indicator controls,
navigation controls, and data entry controls.

Data chart Tooth indicator controls

R Dentrix Perio Chart - Abbott, Jaries S(im) - DDSL [04/16/2013]CENTRAL(NEVY) [11/11/1962] [50] [ = | & |34
File Options PerioScore Setp Date Provider Diagnostics Summafy Help
TH| 1| 2| 3[4 |56 F| 8| 9|10 11 [12]13[14[15]|16 Tooth # I ability
PO [1] [Focicacsc {
Bid Tooth Code Furcation Grade(z)
Sup

| [none] ” | B |
MG Flague Bone Lozs
FG 0-M > ||0-M hd
e cle|e|c |10 Nere =llo-Nore ]
PhBL | Serpt <- Arch >

EBld Prev | Hfme | Mext
/

.

MG

Probing Depth

MG l:l l:l l:l th: PESLPE

T#|32 |31 30(29]es |27 |26 |2a]24(23]22 |21 (201918 |A7

Navigation controls Data ent?y controls
This section covers the following topics about how to use the Perio Chart window:
e The Data Chart
e The Tooth Indicator Controls
*  The Navigation Controls

e The Data Entry Controls

The Data Chart

AT 2737475767778]  You can use the data chart to input and display all

Bl periodontal data relevant to the current perio exam in a
g numerical format. The column that extends down the left
Fa side of the data chart indicates each measurement type.

The following list provides an explanation of the abbreviations used in the left column:

e T# (Tooth Number) — Indicates the tooth number to which the displayed information belongs.
¢ PD (Pocket Depth) — Indicates the depth of the periodontal pocket in millimeters.

* Bld (Bleeding) — A red oval in this row indicates a bleeding point.

*  Sup (Suppuration) — A yellow oval indicates suppuration (infection) at that site.

* GM (Gingival Margin) — Indicates the gingival margin (recession) measurement in millimeters.
e CAL (Clinical Attachment Level) — Indicates the CAL measurement in millimeters.

*  MG]J (Mucogingival Junction) — Indicates the MGJ measurement in millimeters.
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¢ FG (Furcation Grade) — Indicates the furcation involvement for the tooth.

* TC (Tooth Code) — Indicates special conditions relevant to the tooth. Conditions can include the
following: C for crown, P for pontic, I for implant, U for unerupted, M for missing, ID for impacted
distal, and IM for impacted mesial.

e  PMB (Plaque, Mobility, and Bone Loss) — Indicates plaque, mobility, and bone loss measurements
specific to the tooth.

The shading within the data chart has special significance:

*  Yellow areas — Represent measurements taken from the facial (buccal) side of the tooth.
*  Blue areas — Represent measurements taken from the lingual side of the tooth.

*  White areas — Represent measurements that correspond to the tooth in general.

Within the yellow and blue areas, you can input six measurements (three on the facial side and three on the
lingual side) for each tooth.

The Tooth Indicator Controls

Tooth Mokilly The tooth indicator controls provide options for inputting data specific to a
[1] [focica2csc 4 . Lo ST
TosthCode  Fuoation Bradeld selected tooth. The information input through the tooth indicator controls
[ fonel ] ||| is displayed in the white areas of the data chart. From the tooth indicator
Plague Bone Loss . . .
l = <]| controls, you can input mobility, furcation grade, plaque, and bone loss. In
Soit < | Awh | - addition, you can reference the tooth number currently selected and a text
Prev | Home | Neut description of any codes associated with that tooth (for example, a crown,

pontic, or implant).
The following list explains the function of each control:
*  Tooth # — This field references the current tooth being charted.

*  Mobility — Click the desired mobility classification. The number appears in the center placement of the
PMB line on the data chart.

*  Tooth Code — This field displays applicable condition information about the tooth.

*  Furcation Grade — Click the search button **| to open the Furcation Grade dialog box, which displays

the furcation grades relevant to the selected tooth. Select the appropriate furcation, and then click OK.

* Plaque — From the list, select the appropriate plaque classification. A corresponding number appears in
the left placement of the PMB line on the data chart.

e Bone Loss — From the list, select the appropriate bone loss classification. A corresponding number
appears in the right placement of the PMB line on the data chart.
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The Navigation Controls

For quick entry of perio exam data and to facilitate different charting styles, the Perio Chart allows you

to set up a “paths” and “scripts” to indicate the tooth order, site to site movement on each tooth, and the
measurement to be taken (for example, PD, GM, or CAL) at each site. For information about setting up
charting paths and scripts, see the “Customizing perio entry settings” topic in the Dentrix Enterprise Help.

Script <- Arch -»
Prev Home Mext

The navigation controls work in conjunction with the script settings. The following list outlines the function
of each control:

Script — This box displays the tooth number of the current position of the active script. It is a reference
point in case the script is overridden by a different selection, so you know where the script stopped and
where to recommence.

Left Arrow (<-) — Click this button to move from the current tooth to the previous tooth.

Right Arrow (->) — Click this button to move from the current tooth to the next tooth.

Arch — Click this button to switch between the upper and lower arch (or vice versa).

Prev — Click this button to rewind the script from the current tooth to the previous tooth.

Next — Click this button to advance the script from the current tooth to the next tooth in the script.

Home — Click this button to return to the first tooth in the script.

The Data Entry Controls

I:I I:I I:I Path: PESLPE |

“Facial/Lingual The data entry controls allow you to input data specific
71891

Probing Depth to different sites on the selected tooth: pocket depths,
- blF:efilng and suppuration points, gmg.lva'l margins,
E B * clinical attachment levels, and mucogingival junction

Gingival Margin

112]3 measurements.

st

Clinical &tt, Level 0 | Clear

| ow | >
MG

The following list outlines the function of each control:
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Facial/Lingual — Click this button to switch from the facial side to the lingual side of a tooth (or vice
versa).

Probing Depth — Enter the pocket depth measurements.

B (Bleeding) — Click the “B” oval, or press “B” on your keyboard, to indicate a bleeding point on the
tooth. A red oval that corresponds to the selected tooth and site appears on the data chart.

S (Suppuration) — Click the “S” oval, or press “S” on your keyboard, to indicate an infection point on
the tooth. A yellow oval that corresponds to the selected tooth and site appears on the data chart.

Tip: To add both suppuration and bleeding to the same tooth, while hold down the Ctrl key, press “B”.

Gingival Margin — Enter the gingival margin measurements.
Clinical Att. Level — Enter the clinical attachment level.
MG] - Enter the mucogingival junction measurements.

0 — 9 — Click these buttons to enter charting measurements.
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e 1-—To enter a measurement that is greater than nine millimeters, click 1- button followed by the
appropriate number (for example, to enter a pocket depth of 12 millimeters, click the 1- button followed
by the 2 button). Measurements greater than nine millimeters appear as a greater than sign (>) on the
data chart.

* +—To record a gingival margin that is above the CEJ, click the + button followed by the appropriate
number. To indicate that the GM is a positive number, the number appears on the data chart as a white
number in a black square.

e Nxt — Click this button to move from the current site to the next site of the script.
e Clear — Click this button to clear all entries on the current tooth.

* Left, Down, and Right Arrows (<-, v, ->) — Click these buttons to move around the data entry area
(Probing Depth, B, S, Gingival Margin, Clinical Att. Level, and MG]J) without advancing to another
tooth.

e Path — This button always displays the current path being used (for example, PBSL, PBSR, or none).
To manually switch between paths while charting, click the button until the desired path appears on the
button.

Entering New Perio Exams

Dentrix Enterprise offers a great deal of flexibility for entering data into a perio exam. You can enter only the
most basic information, such as pocket depths. Or, if you want to do a more comprehensive exam, almost
every perio classification and measurement is available to be charted and noted.

To enter perio measurements

1. In the Patient Chart, with a patient selected, from the Options menu, clic
Perio.

The Perio Chart opens.

Tip: If a patient has an ,
existing perio exam, Dentrix Dentrix Perio Chart - Abbott, ) me&(@( DDS1 [04/16/2013]CENTRAL(NEW) [11/11/1962] [50] | = | & [[wZa]
m Dat

Enterprise automatically File | Options Perio Score m Provider Diagnostics Summary Help
h A Z[S[e[] ] 7] e[ 3[NT[2[B[[E[®] Tesh Mobiity
opens the most recent exam || [1] Foriczcary
as a reference. You can save  ||£8 \ ToothCode _Furcation Gradels]
. b . l h Gk \ | [none] | >>|
time by entering only the | Plaque Bon Loss
measurements that have EK 3) clelele \ w [1ONere  xflo-None -]
H P Script
changed since the last exam. [P0 \ B < | Awh | o
g SBld \ Prewv | Home Mext
up
. &M -
2. To choose the script that CaL N *Facial/Lingual
matches your charting style o Picting Depth
) y g ty b4 Eld
click Setup on the menu i
. CAL +
bar. To select the desired M
path, click the Path button |} L] Mt
. , FD
until that path’s name i
up >
appears on the button. e MG !
. MG HEN
3. Enter perio measurements, T# |32 |31 (30|29 28|27 |25 | 25 [ 24| 23] 22 | 21 |20 [ 19| 18] 17

following the selected path
and script. To enter information not included in the script, use the controls located on the right side of
the Perio Chart.
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The following list contains the keyboard commands that can be used if you prefer using the keyboard for
data entry:

*  Numeric key pad — Works the same as the number buttons on the data entry controls.
*  Number keys — Work the same as the number buttons on the data entry controls.

*  PAGE UP — Works the same as the Prev button on the data entry controls.

*  PAGE DOWN - Works the same as the Next button on the data entry controls.

*  HOME - Works the same as the Home button on the data entry controls.

¢  DELETE — Clears all entries in the current selection. Works the same as the Clear button on the data
entry controls.

*  Arrow keys — Works the same as the arrow buttons in the data entry controls.

*  Asterisk (¥) — Works the same as the Facial/Lingual button on the data entry controls. It toggles
between the two surfaces of the selected tooth.

* ENTER - Advances the selection through the current script settings.

4. From the File menu, click Save Exam.

Viewing Perio Exams

Once an exam has been saved, it can be viewed at any time.

To view an existing exam

[M Dentrix Perio Chart - Abbo

Options  Perio Score

1. In the Perio Chart, from the File menu, click Open Existing

Exam. ’
Perio Chart Open
The Perio Chart Open dialog box appears.
o 32532012
Select the exam that you want to view.
Click OK.

Delete
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Changing the Perio Exam View

From the Perio Chart, you can view perio data in several different formats. This section covers the following
view options:

*  Viewing the Graphic Chart
*  Viewing the Combined Graphic and Data Chart

*  Viewing Quadrants

Viewing the Graphic Chart

Unlike the data chart, which displays perio data numerically, the Perio Chart’s graphic chart view displays
numeric perio data in a graphical representation. You cannot add or change data while in the graphic chart

view.

To view the graphic chart
In the Perio Chart, from the Options menu, click Graphic Chart.

—— e N

o

— Gingival Margm —— Clmical Attachment Level —— Mucogmgival Junction
¢ EBleedimg © Suppuration ¢ Bleedmg and Suppuration
Furcation: F1 +» F2 < F3 w F4 w Mobility: 1 2 2 4 [ Prb Depth

201
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Viewing the Combined Graphic and Data
Chart

In the Perio Chart, you can view a combination of the data chart and graphic chart. Numerical data appears
above the graphic portion of the chart. You cannot add or change data while in the data and graphic chart view.

To view the combined graphic and date chart

In the Perio Chart, from the Options menu, click Combined Graphic & Data Chart.

—— [CAL = Climcal Attachment Level
[ = Central @ Bleeding 2 Suppuration = Bleedmg and Suppuration
M = Mesial Furcation: F1 - F2 =~ F3 w F4 ~w Mobility: 1 2 3 4 B PD="PrbDepth

© Dentrix 1990 - 2008

Viewing Quadrants

You can enlarge a quadrant to view that area close up.

To zoom in on a quadrant
1. While viewing the data chart or graphic chart, click in the quadrant you want to view.
2. From the Options menu, click Quadrant Zoom.

3. If you want to zoom back out to see all quadrants or to select a different quadrant to zoom in on, while
in the quadrant zoom mode, right-click anywhere in the window to zoom out so that all quadrants are
being viewed in the graphic chart (the pointer changes to a magnifying glass), and then click the desired
quadrant.

4. When you are finished using the quadrant zoom feature, from the Options menu, click Quadrant Zoom
again to get out of the quadrant zoom mode.
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Comparing Perio Exams

To help you educate your patients regarding periodontal disease progression, you can compare up to four
saved perio exams with the current exam.

To compare exams

1. In the Perio Chart, from the Options menu, click Exam Comparison. ¥ Dentrix Perio Chart - Abbe
—Fi-h-lml Perio Score
The Perio Comparative Selections dialog box appears. ’Tn 1[2]3 ’ a[5]¢
FD
2. Under Compare, SClCCt the type Of Comparison Peric Comparative Selections - @
that YOU want ViCW: Comnpare Select Comparizon Exam
. . * Probing Depths (Data) 10/16/1995
* Probing Depths (Data) — To review B 01/25/2012
a data comparison of probing depth 2 g c @
—
measurements. E_I]nlcal Attachmlint Lewvel
*  Gingival Margin — To review a comparison ® iy (et

" Furcation Involvement [Data)

of gingival margin measurements. Select
whether to view a Graphic or Data

- -
representatlon.

Dizplay

= Cancel
* Clinical Attachment Level — To review a 3)'— o
. . |— =0
comparison of CALs. Select whether to view -

a Graphic or Data representation.

*  Mobility — To review a data comparison of
mobility measurements.

*  Furcation Involvement — To review a data comparison of furcation grades.

3. Under Display, select what you want to display: MGJ Line, Bleeding, Suppuration, Mobility, or
Furcation Involvement. These options are not available if Probing Depths (Data) is selected under
Compare.

4. Under Select Comparison Exam, select the exams you want to compare to the current exam.

Click OK.

[B Dentrix Perio Chart - Abbott, James S(lim) - DDS1 [04/16/2013]CENTRAL(NEW) [11/11/1962] [50] o] @ (=
File Options Perio Score Setup Date Provider Diagnostics Summary Help
Probing Depth Comparison

MAXILLARY TOOTH # 1 2 3 4 5 b 7 ] 9 [10 [11 (12 |13 |14 |15 |16
| DCM DCM DCM DCM DCM DCM DCM DCM MCD MCD MCD MCD MCD MCD MCD MCD
_ Facial _05£12f2010 123123412364612354675123746712354761235465125536
Change T X TR + + T
| 05{13f2010 234671234871263647(612374273614551511231231234676
_ Lingual 05£12f2010 145362155453214321(323213213255155325614563216/554
Change TR IEED A T T I IR
05{13f2010 764372[167632614321(876[413872643[261/864362[176/231[321

MANDIBULAR TOOTH # 32 |31 |30 |29 (28 |2
DCM DCM DCM DCM DCM DC

~

26 (25 |24 (23 (22 |21 |20 [19 [18 |17
DCM DCM MCD MCD MCD MCD MCD MCD MCD MCD

=

_ Facial 05/12f2010 235455465231 654712(354651235465123566125364255(345
Change L Mokt bkt H L otk ot
| 05/13/2010 128364123417 236617236(471234[123451236412534523[155
_ Lingual 05/12f2010 212435P264532157432156/432564/321432154631527453]215
Change T IEY YT t b
05/13/2010 212[154553(251/455/321(453[216/456(321[545/135[245532[145321
LEGEND
[_TOOTH CODES
M Missing 0to 9 mm below the CE.J )+ >1mm and 2mm worse
U Unerupted > >»9 mm below the CEJ - >2mm worse
P Pontic A 1 mm above the CEJ 4~ >1mm and 2mm better
I Implant B 2 mm above the CEJ >2mm better
C Crown C 3 mm above the CEJ
IC Implant+Crown D 4 mm above the CEJ
ID Impacted Distal E >4 mm above the CEJ

IM Impacted Mesial
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Printing Perio Chart Reports

From the Perio Chart, you can print a variety of different charts and letters with periodontal exam
information.

To print the Perio Chart reports

1. In the Perio Chart, while viewing the exam you want to

].I Dentrix Perio Chart - Abbott, James S(Jim) - DDS1 [01/
print, from the File menu, CliCk Print. @- File | Options Perio Score Setup Date Provider
TR 1| 2| 3[4[5[6 78 3[M0][T[
The Perio Print Selections dialog box appears. po, 12 111 221 22{ 12 BN O e
2. Specify the letters and information you want to print: & ¢
CAL|NR| 111|221 |222] 212 211|z1z|1z1 [ |2
*  Letters — Select any of the following letters P ==
that you want to print (Microsoft Word Lstters Charts R e
. I Insurance Consultant ™ Data Chart
must be installed): B Eere
™ Pocket Depths Only il
. [ Patient Initia - Z
* Insurance Consultant Letter — Printsa | - 22000 @l— Graphic Chart 1
letter that can be sent as documentation | | Patient Completion I Combined GraphicDataChat | - (IS
{,‘P : d d B [ Refering Dentist |nitial ™" Exam Comparison S BT
of Perio disease diagnosis to an e 221(212|2
Refering Dentist Progress
insurance carrier. I™ Refering Dentist Completion Print Cancel
e Patient File — Prints a document that ekl QST b Bl e Gl
. . ) Sup 0
B
can be placed in the patient’s chart that gaL| 111|121 [212{111 | 112|121 |211 212 ] 221 |2n2 121 |
documents the perio diagnosis for the -
lected exam |32 (31|30 20| 28|27 |28 | o5 | 2a | 23] 22| 2
selected exam.

*  DPatient Initial — Prints a letter that can be sent
to the patient to remind him or her of perio diagnosis and to suggest home care aids.

*  Patient Progress — Prints a follow-up letter that can be sent to provide an update for the patient
on his or her perio status.

*  Patient Completion — Prints a congratulatory letter that can be sent to a patient on the
completion of his or her perio treatment. The letter contains several helpful reminders to aid the
patient in maintaining perio health.

*  Referring Dentist Initial — Prints a letter that can be sent as documentation of Perio disease
diagnosis to the referring dentist.

*  Referring Dentist Progress — Prints a letter that contains updated diagnostic information for the
referring dentist.

*  Referring Dentist Completion — Prints a letter that contains final diagnostic information and
explains that the patient should be returning to the referring dentist for general dental care.

*  Charts — Select any of the following perio chart information that you want to print:
* Data Chart — Prints the data chart.
*  Pocket Depths Only — Prints the data chart but only includes pocket depths.
*  Graphic Chart — Prints the graphic chart (will print in color if sent to a color printer).

* Combined Graphic & Data Chart — Prints the graphic and data chart (will print in color if sent
to a color printer).

*  Exam Comparison — Prints the exam comparison chart. This option is available only if you are
viewing an exam comparison.

3. Click Print.
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Chapter 6: Treatment Planner

The Treatment Planner can help you provide your patients with easy-to-understand treatment options. When
the Treatment Planner is opened for a selected patient, his or her entire treatment plan is used to create a
default treatment plan case. You can set up additional cases and visits, and you can view detailed treatment
and insurance information. Also, you can group procedures in a treatment plan case by visit or by case to
provide patients with different treatment options.

This chapter covers the following topics:

Opening the Treatment Planner

The Treatment Planner Window
Customizing Case Settings

Selecting the Case Details to Display
Working with Treatment Plan Cases
Viewing Case Status History
Adding Consent Forms to Cases
Signing Consent Forms

Treatment Consent Forms (Enhanced)
Editing and Deleting Procedures
Posting Completed Procedures
Updating Treatment Plan Fees

Generating Treatment Planner Reports

Opening the Treatment Planner

You can open the Treatment Planner from the Family File, Patient Chart, Ledger, and Appointment Book.

To open the Treatment Planner

Do one of the following:

In the Patient Chart or Ledger, with a patient selected who has treatment-planned procedures, from the
Options menu, click Treatment Planner.

With a patient’s appointment selected in the Appointment Book, from the File menu, click Treatment
Planner.

In the Family File, with a patient selected from the File menu, click Treatment Planner.
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The Treatment Planner Window

The Treatment Planner window consists of a menu bar, toolbars, the Navigation panel, the case details, and
the graphical chart or progress notes.

Navigation Panel Case Details Graphilca\ Chart

'

=# Dentrix Enterprise [Treatment Planner - Baber, Kirk O [BA0001] [06/23/1964] [48]

i File Edit Optiony Wiew Insurance Help
I RNGEEYAC O EET 4 I!Bﬁ Chg B @ eaber, Kirko

Treatment Plan Case Setup

Case Status: Created: 5/1 Case Severity: Mone
(¥ VisitNot Se
Code Th| Surf Description Fee Pat. Portion
Dz110 4 O, Armalgarn-1 surface, primary 123,10 123,10
o 123,10 $0.00
o Caze 2 f
- [® Created 5172010
B Treatment Plan
Created: 5177200 Treatment Plan Case Total $123.10
Estimated Deductible Applied $0.00
Estimated Insurance Payment $0.00
Estimated Guarantor Portion $123.10

[ Include Rejected Cases

= Treatment Plan Case Setup

£l Insurance/Case Amounts
o Supporting Information
() Case Status History

©) settings

M08 ¢cn~

This section covers the following topics on how to use the Treatment Planner window:

¢ The Treatment Planner Toolbar

*  The Navigation Panel
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The Treatment Planner Toolbar

The Treatment Planner includes toolbars with buttons you can click to access certain areas or features of
Dentrix Enterprise.

D $ 0052830

The function of the buttons specific to the Treatment Planner are explained in the following table.

@ Click the Refresh button to update the data from other modules, such as the Ledger or Patient
Chart.

§£ Click the Update Treatment Plan Fees button to update the treatment plan fees manually to
reflect any fee schedule changes.

Click the Primary Dental Insurance Notes button to view the primary dental insurance plan
note for the primary dental insurance plan of the patient currently being viewed in the Treatment
Planner. You also have buttons for secondary, tertiary, and quaternary dental insurance if the
current patient has those particular types of insurance coverage.

oy

Click the Insurance Benefits button to view a summary of the current patient’s insurance benefits.
You also have the option to include all family members.

Click the Print button to print one of the Treatment Planner reports.

Click the Treatment Planner View button to select a Treatment Planner view.

Click the Copy Case Detail to Clipboard button to copy the case detail currently being displayed
to the Windows Clipboard so that you can paste the information into a word processing program.

Click the Other Appointments button to view appointments that have been scheduled for the
patient selected in the Treatment Planner and that patient’s family members.

CHLOH TR oS

For a comprehensive explanation of all the Treatment Planner toolbars, see the “Using the Treatment Planner
toolbars” topic in the Dentrix Enterprise Help.
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The Navigation Panel

From the Navigation panel, you can assign treatment to cases, set the order of the visits, create alternate
cases, view insurance estimates, add supporting information, view case history statuses, and set up the default
settings and required consent forms for new cases.

The Navigation panel consists of several sections that you can open by clicking the corresponding section
button.

w2 ORItV IEE

Coostad: 5772010
Cooeiad: 51772010
o
et Al L
—‘_-'/f El

Treatment Plan
B 1PN p(orosed: 05713/2008

Include Completed Cases
[ Include Rejected Cases [ Include Completed Cases
[ Include Rejected Cases

|z Treatment Plan Case Setup

£l Insurance/Case Amounts |ix Treatment Plan Case Setup

- Supporting Information Section ﬂ Insurance/Case Amounts Section
Buttons - N . Buttons

(&) Case Status History - Supporting Information

@ Settings @ @ ]

Note: If you resize the button area so that not all the buttons fit on the panel, a smaller version of any section
button that does not fit on the panel in its full size appears at the bottom of the panel.
The following is a brief explanation of each section;

*  Treatment Plan Case Setup — Open this section to assign treatment to cases, create and link alternate
cases, set a recommended case, change the status of a case, set the severity level for a case, set the order of
visits for a case, add and sign consent forms, complete procedures, and print Treatment Planner reports.

* Insurance/Case Amounts — Open this section to view insurance estimates, treatment plan case totals,
insurance plan notes, and patient and family benefit details.

*  Supporting Information — Open this section to add notes and consent forms to a case.

*  Case Status History — Open this section to assign and view status changes for a case. You can also create a

referral.

*  Settings — Open this section to set the defaults for all new cases that are created and to manage consent
forms.
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Customizing Case Settings

Before treatment planning a case, set up the case defaults. Changes made to the default case settings affect all
other computers on your practice’s network, and the selected settings will be used for every new case that is

created.

To customize case settings
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In the Treatment Planner, on the Navigation panel, from the Settings section, set up the following options:

*  Default Settings for New Cases

Estimate Expires — Select the default expiration date for all cases: Default Settings for New Cases

“1 year from current date,” “3 months from current date,” “1 Estimate Expires:

» « . . »
month from current date,” “Beginning of next calendar year, Dl Case Nete Templste

“Beginning of next fiscal year,” “Beginning of next month,” or [INDNE] =] [[Template Setup

“Prim. Ins. Benefit renewal month.”

Default Case Note Template — Select the default that will be

used to create case notes from a template. “[NONE]” is the only option that is available until another

template has been set up. To add, modify, or delete a template, click Template Setup.

*  Automatic Case Status Updates — Select the case statuses that you want to be added automatically to the
case status history:

Automatic Caze Status Updates

Select which Case statuses should be

Printed — A case will be updated with the “printed” status when the  Ziamaticsiy appied

case is printed.

Frinted

Proposed — A case will be updated with the “proposed” status to

present or propose the case to the patient.

Note: If you select a status, the status is automatically applied to the current case.

*  Setup Consent Forms — Any existing consent forms that will be used for new cases appear in the list box.
Do any of the following:

Setup Conzent Forms

New — To add a consent form, click New. Cansent Forms:

Edit — To edit an existing consent form, select that consent form,

and then click Edit.

Delete — To delete a consent form, select that form, click Delete,
and then click Yes to confirm the deletion.

Mew...

[ Select Procedure Information

Select Procedure Information — To select what procedure

Select Electronic Signature Device:

information is allowed on consent forms by defaul, click Select [Pointing Device
Procedure Information.

Select Electronic Signature Device — Select the device that will be used to sign cases at this
computer.

Important: If you are using Terminal Services or Citrix on this computer to connect remotely to a
computer with Dentrix Enterprise installed, an ePad will not work for signing consent forms from

this computer.

For a comprehensive explanation of all the available case settings, see the “Customizing case settings” topic in
the Dentrix Enterprise Help.
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Selecting the Case Details to Display

You can specify what, if any, procedure information you want to be displayed in the case details area.

To select the procedure information to display
1. In the Treatment Planner, from the View menu, click Procedure Information.

The Procedure Information dialog box appears.

= Dentrix Enterprise Treatment Planner - Baber, Kirk O [BA0001] [06/23/1964] [4ij
: £or—Er Insurance  Help
N EYEC JseBET L@ 0ig 8 @ e ko ]
HE (VI > B .. 5 h
Procedure Information :
Select the columns you want to display for each Case. le Status: Created: 5/13/2010 Case Severity: None
m SelectAl | |(3)  Visit Not Set
L] Procedure Date Code Th Surf Description Fee Pat. Portion
Procedure Code Remave All D2110 4 D, Amalgam-1 surface, primary 123,10 123.10
Tooth $123.10 $0,00
Surface
Provider
Clinic Treatment Plan Case Total $123.10
Description Estimated Deductible Applied $0.00
AP Status Estimated Insurance Payment $0.00
[] Procedure Progress Notes —
%3 Estimated Guarantor Portion $123.10
[] Other Fee () v
Patient Portion
[] Primary Dental | timate
[] Secondary Dental Estimate
[] Pre-Est
o

2. Select the information you want to display in the case details. The case details will have a column for each
information item that is selected.

3. Click OK.

Working with Treatment Plan Cases

Treatment-planned procedures can be grouped into a case. This section covers the following topics about
treatment plan cases:

e The Treatment Plan Case Setup Section
*  Creating New Cases

*  Creating Alternate Cases

* Linking Alternate Cases

e Setting the Recommended Case

*  Ordering Procedures by Visit
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The Treatment Plan Case Setup Section
The Treatment Plan Case Setup section on

g Il td aEE the Navigation panel displays the treatment

o Treatment Plan 1 plan cases that have been created for a
SN Created: 01252012 .
D0150: Comp oral eval-new/estab pat Patlent-
[D1207: Prophylasis with fluoride-child . .
Bl D2160: Amalgom3 su. prin/perm [#13 MOD] As you select a case in the list, the other
3 D220 Amalgam-2 suface, primary (R>] [#14 D, L] . .
py Case2 sections (except for Settings) on the panel
* Created: 5/17/2010 .
o and the case details are updated to reflect
aze ) . .
'S Created: 51772010 the information for the selected case.
Treatment Plan

/ Created: 5142010

Include Completed Cases
[ Include Rejected Cases

The function of each button on the section’s toolbar is explained in the following table.

Click the New Case button to create a new treatment plan case you can use to group treatment-
Y g
planned procedures.

n Click the Delete Case button to delete the selected treatment plan case.

Click the Link Alternate Cases button to link alternate treatment plan cases together so that,
e when one of the cases is accepted, the others are automatically rejected. You can also set the
recommended case.

L Click the Update Case Status button to change the status of the selected treatment plan case.

@ Click the Set Case Severity button to specify a severity for the selected treatment plan case.

Click the consent forms button to add, sign, or view consent forms for the selected case. The
appearance and functionality of the button varies depending on the status of the consent forms
for the case:

?‘ There are no consent forms attached to the case. Click the No Consent Forms button to
¥ add consent forma to the selected case.

The case has at least one unsigned consent form. Click the Case Has Unsigned Consent

Forms button to sign the consent forms.

The case has at least one consent form that is missing one of the two required signatures.
Click the Consent Forms Missing Signature button to sign the consent forms.

All the consent forms for the case have been signed. Click the All Consent Forms Have

Been Signed button to review the consent forms.

t ‘ Click the Move Case Up button to move the selected case up one place in the list. Click the

Move Case Down button to move the selected case down one place in the list.
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i Click the Print button to select a Treatment Planner report you want to print.

Click the Expand All button to view all the treatment-planned procedures for every case listed.

= Click the Collapse All button to show only the name and date of every case listed.

You also have the following options at the bottom of the Treatment Plan Case Setup section:
* Include Completed Cases — Selecting this option includes completed treatment plan cases in the case list.
* Include Rejected Cases — Selecting this option includes rejected treatment plan cases in the case list.

*  Create Visit — When procedures that have not been assigned a visit number are selected, clicking this
button [Z] creates a new visit that is given the next available number for the corresponding case.

*  Delete Visit — When procedures that have been assigned a visit number are selected, clicking this button
(5] deletes the visit from the corresponding case.

Creating New Cases

To maximize the patient experience, you want make treatment planning customized and personal, but you
also want to maintain efficiency. When you post treatment-planned procedures in the Ledger or the Patient
Chart, Dentrix automatically places those procedures into a default treatment plan case in the Treatment
Planner. However, you can create additional treatment plan cases to group and organize procedures. This
allows you to track the status of or prioritize various courses of treatment, create alternative treatment options,
or provide different patient payment estimates, for example. You can create a customized patient experience all
while maintaining an efficient workflow.

To create a new case Treatment Plan Case Setup

1. In the Treatment Planner, on the Navigation panel, from a
the Treatment Plan Case Setup section, click the New
Case button * . The new case appears in the case list.

2. Type a name for the case, and then press Tab or Enter to
apply the name.

Treatment Plan [1]

3. All treatment-planned
procedures are automatically ls
added to the default case
(“Treatment Plan” is the
name if it has not been renamed). Select the desired procedures in the default case (to select multiple
procedures, while holding down the Curl key, click the procedures), and then drag the selected procedures
to the new case.

MHew Caze

Tip: If all the procedures in the default treatment plan case will be put into the same case, you can rename
the default case to avoid having to create a new case and move the procedures into the new case.
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Creating Alternate Cases

Customizing the patient experience is a huge part of providing customer service. One way to give your
patients options in their treatment is to use alternate cases in the Treatment Planner. You can create alternate
cases for a treatment-planned procedure in order to provide the patient with multiple treatment options,
such as root canal therapy and a crown, versus an extraction, an implant, and a crown. When you create an
alternate case, it is linked to the original case as an alternative treatment option.

To create an alternate case

In the Treatment Planner, on the Navigation panel, from the Treatment Plan Case Setup section, the default
treatment plan folder (“Treatment Plan,” if it has not been renamed) currently includes all of the possible
treatment options that are not already assigned to a case. Use one of the following methods to create an
alternate case:

To create an alternate case if each case has different treatment options

1. Create a new case folder for the alternate case (such as “Extraction and Implant”).

2. Select the procedures in the default treatment plan folder that need to be moved to the alternate case
folder. Then, drag those procedures to the alternate case.

3. Rename the default treatment plan folder to be more descriptive (such as “Root Canal and Crown”

To create an alternate case if the cases have one or more treatment options in common

1. Select the case for which you want to create an alternate case. R ARILT T
Right-click that case, and then click Create Alternate Case. FWIEX MIFEE

D.» Treatment Plan 1

el

Renarme Case
B ootsn:

B o1zm:

E D2160: Set Case as Patient's Defaulk Treatment Plan

3 D20 Consent Forms...
e @)
Nk Alternate Cases
Note: The selected case is the case that will be flagged as the Set as Recommended Case
. Unlink, Selected Case
recommended case. If you do not want this case to be the

recommended one, you can select a different case while
in this dialog box, or you can change the recommended

The Create Alternate Case dialog box appears.

Delete Case

2. Verify that the case being displayed in the Create Alternate
Case For list is the case for which an alternate case is being
created.

Create Alternate Case @

Create Alternate Case for: N
case later' |Treatment Plan 1 2 ﬂ

IName of Alternate Case:
3. In the Name of Alternate Case text field, type a name (3 zneatment Plan 1 Altemate

lect procedures to copy into alternate Case:

for the alternate case.

v| 08090 Comprehensive ortho, adult dent

4. Leave the check boxes selected for the procedures that 2 Derc: Crownful cesthich notle i 14131
. w| D3330: Root canal therapy - molar [#19]
need to be completed regardless of which of the other D1110: Prophylasis-aduk

treatment options the patient chooses. Deselect the @
others. For example, a restoration (such as a three-surface
composite filling) may need to be placed on a tooth
regardless of whether the patient chooses to have a crown @ w

oK Cancel

or an implant on a different tooth.

5. Click OK.

213
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Linking Alternate Cases

When you create alternate cases with shared treatment, the alternate case is automatically linked to the
original case. If you have created cases that are all alternate cases for each other but are not linked, you can
link them manually. You can link as many treatment plan cases together as is necessary; however, if you want
to link several cases together, make sure each case is functioning as an alternate treatment plan being offered to
a patient.

Additionally, linking cases can be beneficial for updating statuses. For example, if a case is applied an Accepted
status, the other linked cases are automatically given a Rejected status.

To link alternate cases

Treatment Plan Case Setup

w2 ORItV IEE

Renarme Case

1. In the Treatment Planner, on the Navigation panel, from the
Treatment Plan Case Setup section, either select the case that
is already linked to another cases, or select the case that you
want to be the recommended case and link to other cases.
Right-click that case, and then click Link Alternate Cases.

The Linked Cases dialog box appears.

31012310 Delete Case
E D2160: Set Case as Patient's Defaulk Treatment Plan

3 D20 Consent Forms...
eate Altermate

Link alternate Cases

2. Ifyou right-clicked a case that is not already linked, from
the Recommended Case list, select the recommended

Unlink. Selected Case

case; otherwise, this list is unavailable and displays the il (e ==
recommended case you right-clicked or the recommended case for Recommended Case: g
the case you right-clicked. == ‘ 2 ’ =l

Linked Cases:

3. Select the cases you want to link. At least two cases must be selected.
. v Treatment Plan
4' Cth OK' w| Treatment Planl

v| Treatment Plan2

Notes:
*  Linked cases have link icons (B or Bl) after them. The background

color of the icon varies, depending on how many sets of linked cases
exist for the patient; for example, you could have two cases linked
together and two other cases linked together, and the background
color of the link icon for both of those sets will be different

e When linked treatment cases exist, the recommended case will appear in the Patient Chart.

Setting the Recommended Case

The recommended case is the case that contains the recommended treatment plan. The recommended case
can be changed after alternate cases have been created.

To set the recommended case

Treatment Plan Case Setup

w2 ORItV IEE

Renarme Case

In the Treatment Planner, on the Navigation panel, from the
Treatment Plan Case Setup section, select the case you want to set
as the recommended case. Right-click that case, and then click Set
as Recommended Case. This option is available only if the case is
linked to an alternate case.

31012310 Delete Case
E D71 BD: Set Case a5 Patient's Defaulk Treatment Plan

3 D20 Consent Forms...

Note: The link icon Bl after the case becomes starred E. The Create Alternate Case
g ulrerpare L ase
starred link icon after the prior recommended case becomes a

normal link icon.
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Ordering Procedures by Visit

Sometimes a course of treatment requires multiple visits. For example, a patient could have a root canal
performed and a temporary crown placed on the first visit and then the final crown seated on another visit.
When more than one visit is required to complete a treatment plan case, you can organize the procedures in
that case into visits, so you know which procedures will be done in each visit.

To order procedures by visit

215

1. In the Treatment Planner, on the Navigation panel, Treatment Plan

from the Treatment Plan Case Setup section, expand Created- 5/17/2010
L2750: Crown-pore fuse high noble mil [#3 1

02150 Ams
2. Select the procedures that will be completed in one D51 20 Zor

visit (to select multiple, while pressing the Ctrl key,
click each procedure). Next, right-click one of the
selected procedures, and then click Create Visit. The visit number Move to Visit 1 (NEW)
appears next to the procedures.

the appropriate case by clicking the plus sign (+).

Delete Procedurels)
Set Complete

Create Yisit

Repeat this step for all subsequent visits of the T Plan :
.. = ; & reatment &
treatment plan. As visits are created, the number of - Created: 51972010
the visit increases (1, 2, 3, and so forth). D150 Comp oral eval-new/estab pat
02140 Amalgam-1 surf. primdperm [#13 B,
E D2160: Amalgam-3 surf. primAperm [#13 MOD]
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Viewing Case Status History

As a case is created and modified, the Treatment Planner tracks the changes in status and provides a way for
you to view those changes. After reviewing the status history of a case, you can update the case status.

To view and update the status history of a case

Treatment Plan Case Setup

1. In the Treatment Planner, on the Navigation panel, from the
Treatment Plan Case Setup section, select a case.

2. Open the Case Status History section for the selected case,
which is shown at the top of the section.

. . . Case: Ested: 5772010
The Case Status History table displays the status history for T
aze Status Histony:
the selected case, which includes the date of the change, the Date Status Comment
05/417/2010 Created Case was set
current status of the case, and any comments made at the o Coated R

time of that particular change.

3. If necessary, to update the status of the case, under Update @
Current Case Status, from the New Case Status list, select
the appropriate status, and then click Update.

Tip: You can also update the status for a selected case
by clicking the Update Case Status button ' on the
Treatment Plan Case Setup section’s toolbar. < i |

Update Current Case Status

Mew Caze Status:  |Proposed 3
Comment:

| /

]

Dentrix Enterprise 11.0.2 User’s Guide



Chapter é: Treatment Planner

Adding Consent Forms to Cases

You can add consent forms to cases for a patient and provider to sign. You can set up consent forms from the

Settings sections of the Navigation panel.

To add a consent form to a case

1.

In the Treatment Planner, on the Navigation panel, from the
Treatment Plan Case Setup section, select a case. Next,
right-click the case, and then click Consent Forms. The
Dentrix Consent Forms dialog box appears.

From the Select Consent Form list, select the form you want

Treatment Plan Case Setup

v ORItV HIEE

Renarme Case

E 81012310 Delete Case
E DZ1E0: Set Case as Patient's Dekagllt Treatment Plan
3 D21zn

217

to add to the selected case.
Click Add.

The Consent Form dialog box appears.

Consent Forms... a

Create Alternate Case
Link Alternate Cases
Set as Recommended Case
Unlink Selected Case

. . . . . Dentrix Consent Forms
Under Patient/Representative signature, the patient selected in
. . F ki lected Case:

the Treatment Planner is entered in the Name field but can be Pl
changed. Also, the Relationship to patient has “Self” entered by Form:
default but can be changed (for example, you can type “Spouse” Date | Consent Fom | Signatures

« » . -y . s
or “Parent” if the person signing the form is the patient’s spouse Consent for Tr..
or parent). The name and relationship can be edited at a later
time (for instance, when the consent form is going to be signed).
Under Practice signature, click the Name search button to [ Remove Selected Form _|
select the provider (primary or secondary) who will sign the form, Select Consent Form:
or you can type the provider’s name in the field. The name can il < : ’ (a3
be entered at a later time (for instance, when the consent form is
going to be signed).
Tip: The consent form can Consent Form = [-=- s
be signed by the patient and Conaent for Treatment e
prov1der ata later tme. AlSO, |, the undersigned patient, hereby authorize the undersigned provider to perform the procedure(s) or course(s) of -

both signatures do not need to
be acquired at the same time.
For information about signing
consent forms, see “Signing
Consent Forms” in this chapter.

instructions.

Patient/Representative signature

Click Save. Clear Clear
To print the consent form, click Name: | Kirk O. Baber Name:
Print. You can print any consent Date: | 041612013 @ Date: | 04/16/2013

form, signed or not. Relationship to patient Self

treatment listed below. | understand my dental condition and have discussed several treatment options with the M
undersigned provider. | have been given a printed copy of the procedure or treatment details and any post-op =

| understand the rigks inherent in the treatment(s). | have discussed these risks with the dentist. The dentist has

Addressad all nnestions and concems | have nreserted | nnderstand the exnected results of the noceduredz) or

Practice signature

Dentrix Enterprise 11.0.2 User’s Guide



218 Chapter 6: Treatment Planner

Signing Consent Forms

The patient and provider can electronically sign consent forms attached to a treatment plan case. Once a
signature is added to a consent form and the form is saved, the signature cannot be removed. The consent
form is considered locked once both parties have signed it (both parties do not have to sign on the same date).

To sign a consent form

Treatment Plan Case Setup
1. In the Treatment Planner, from the Treatment Plan Case e | P td HEBE
Setup section of the ‘NaV1g:jlt10n panel, select a case that needs qo) [reatment Plan 1
to be signed. Next, right-click the case, and then click I DOT50: Comp oral evabnew/estab pat
Consent Forms.

il D1201: Prophylasis with fluoride-child
EN 02160 Agalgan: piimoe

Create Alternate Case

o]
[#14D, 1]

The Dentrix Consent Forms dialog box appears.

2. Double-click the consent form you want to sign. The Dentrix Consent Forms
Consent Form dialog box appears. Forms for selected Case:
Informed Consent

3. Under Patient/Representative signature, if the Form

correct patient is not already entered in the Name Date | Consert Fom s
field, type the name of the person who will sign the AL e

form. Also, if the correct Relationship to patient is
not already entered, type a relationship (for example,
“Self,” “Spouse,” or “Parent”). Then, have the patient or [ Remove Seecied Form |
patient’s representative sign in the box using an input

Select Consent Form:

device. Consert for Anesthesia LI
Note: You can click Clear if the patient needs to re-sign.

‘This button is unavailable if the consent form has been
saved with a signature (even
the slightest mark registers as a
signature) or no signature has

been added yet. Once the form is @ @
. Clea Clea
saved, the signature, name, and ' '

Patient/Representative signature Practice signature

relationship cannot be changed. o et Name:
Date | 04762013 Date: | 04162013
4. Under Practice signature, if the Relatienship to patient Seif

correct provider is not already
entered in the Name field, click
the search button [2..] to select
the provider (primary or secondary) who will sign the form, or you can type the provider’s name in the
field. Then, sign in the box using an input device.

Note: You can click Clear if you need to re-sign. This button is unavailable if the consent form has been
saved with a signature (even the slightest mark registers as a signature) or no signature has been added yet.
Once the form is saved the signature and name cannot be changed.

5. Click Save.

To print the consent form, click Print.
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Treatment Consent Forms (Enhanced)

With a certain global setting enabled, there are changes to the consent form interface and functionality in the
Treatment Planner. Using a consent form template as a guide, you can quickly and accurately create a custom
consent form with minimal typing or editing. Dentrix Enterprise comes with a default template, but you

can modify it to suit your needs or create new ones. Templates are grouped by category. Also, each template
can have any number of prompts, which are messages that prompt you to enter responses to user-defined
questions.

Important: Enable this functionality only if your workflow allows for creating a form and immediately
signing it. With this functionality, when you add a consent form to a case, before you can save the form,
the patient (or his or her representative), someone from the practice (such the dentist), and a witness (or

interpreter) must sign it.

Setting Up Consent Form Template Categories

You can customize the categories for organizing consent form templates.

Note: Only users with the “Consent Forms, Template Setup” security right enabled can set up consent form
categories.

To set up a consent form template category

1. In the Treatment Planner, on the Navigation panel,
open the Supporting Information section.

2. Under Informed Consent, click Add.

The Consent Form dialog box appears.

_@
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3. Click the Template Setup button .
The Template Setup dialog box appears.
4. Click Category Setup.
The Category Setup dialog box appears.
5. Do any of the following as needed:

* Create a new category — Click New
Category, enter the category name in @
the box that appears at the bottom of
the list, and then press Tab (or Enter
if you want to close the Category
Setup dialog box after making the

new category). {5)

©

*  Rename a category — Select the category that you
want to rename, click Rename Category to make the name
editable, change the name, and then press Tab (or Enter if
you want to close the Category Setup dialog box after
making the change).

* Delete a category — You can only delete a category if it does
not contain any templates. Select the category that you want
to delete, click Delete Category, and then click Yes to
confirm the deletion.

*  Change the order of the categories — Select a category, and
then click Move Up or Move Down until you achieve the
desired order. Repeat this process for any other categories
that you want to move.

6. If the Category Setup dialog box is still open, click Close.
In the Template Setup dialog box, click Close.

8. In the Consent Form dialog box, click Close because you do not want to attach the consent form to the
case; you were only accessing a form so that you could set up template categories.
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Creating Consent Form Templates

You can create consent form templates to use for adding consent forms to treatment plans.

Note: Only users with the “Consent Forms, Template Setup” security right enabled can create consent form
templates.

To create a consent form template

1. In the Treatment Planner, on the Navigation panel,
open the Supporting Information section.

2. Under Informed Consent, click Add.

The Consent Form dialog box appears.

_@

@

3. Click the Template Setup button .
The Template Setup dialog box appears.

4. Optionally, select the category that you want to add the
template to. (Or, you can select a category later on.)

5. Click New Template.
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10.
11.

Dentrix Enterprise 11.0.2 User’s Guide

The New Consent Form Template dialog box appears.

If you selected a category in step

4, that category is selected by @ @
default in the Category list, but

you can change it; otherwise,
select the Category that you
want to add the template to.

In the Template Name box,

enter a name for the template.

Do any of the following as
needed:

Add prompts to the
template (see “Adding
Prompts to and Removing
Prompts from Consent

Form Templates”). @

Note: A consent form

template can have multiple prompts with an odontogram to select teeth, quadrants, or sextants,

but the text of a consent form can have only one odontogram. If you use a template with multiple
odontograms, one consolidated odontogram will be inserted into the form text with all the applicable
selections. If an odontogram has already been inserted into the form text, you cannot use another
template with an odontogram for the same form.

In the Consent Form Text box, enter the default text of the consent form template.

Note: You can click the Check Spelling button ¥ to check the spelling of the text. This button is
available only if a certain preference setting has been enabled.

To insert a prompt where the text cursor is located in the Consent Form Text box, select a prompt
from the Consent Form Prompts list, and then click Insert Prompt in Text.

Tip: You may need to add a space before and after the prompt placeholder (which uses the format
“~[prompt name]-"), so the completed consent form will be displayed properly.

If you have added multiple prompts to the template, to change the order of the prompts, under
Consent Form Prompts, select a prompt, and then click Move Up or Move Down to move the
prompt up or down by one item in the list. When you add text to a form using this template, the
prompts will appear in the specified order regardless of where they are inserted in the text.

Click OK.
In the Template Setup dialog box, click Close.

In the Consent Form dialog box, click Close because you do not want to attach the consent form to the
case; you were only accessing a form so that you could set up a template.
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Editing Consent Form Templates

You can edit consent form templates as needed. Any changes will not affect consent forms that have already
been added to patient records using the same template.

Note: Only users with the “Consent Forms, Template Setup” security right enabled can modify consent form
templates.

To edit a consent form template

1. In the Treatment Planner, on the Navigation panel,
open the Supporting Information section.

2. Under Informed Consent, click Add.

The Consent Form dialog box appears.

_@

®

3. Click the Template Setup button .
The Template Setup dialog box appears.

4. Expand a category, and select the template that you want
to edit.

5. Click Edit Template.

Note: This button is available only if a template is

selected.
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The Edit Consent Form Template dialog box appears.

6. Do any of the following as

needed:

Select a different Category
to move the template to that
category.

In the Template Name box,
change the name for the

template.
Add or remove prompts (see @

“Adding Prompts to and
Removing Prompts from
Consent Form Templates”).

Note: A consent form
template can have

multiple prompts with an @
odontogram to select teeth,

quadrants, or sextants, but the text of a consent form can have only one odontogram. If you use a
template with multiple odontograms, one consolidated odontogram will be inserted into the form

text with all the applicable selections. If an odontogram has already been inserted into the form text,
you cannot use another template with an odontogram for the same form.

In the Consent Form Text box, change the default text of the consent form template.

Note: You can click the Check Spelling button ¥ to check the spelling of the text. This button is
available only if a certain preference setting has been enabled.

To insert a prompt where the text cursor is located in the Consent Form Text box, select a prompt
from the Consent Form Prompts list, and then click Insert Prompt in Text.

Tip: You may need to add a space before and after the prompt placeholder (which uses the format
“~[prompt name]-"), so the completed consent form will be displayed properly.

To change the order of the prompts, under Consent Form Prompts, select a prompt, and then click
Move Up or Move Down to move the prompt up or down by one item in the list. When you add
text to a form using this template, the prompts will appear in the specified order regardless of where
they are inserted in the text.

Click OK.
In the Template Setup dialog box, click Close.

In the Consent Form dialog box, click Close because you do not want to attach the consent form to the
case; you were only accessing a form so that you could edit a template.
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Deleting Consent Form Templates

You can delete a consent form template as needed. This does not affect any consent forms that were entered
using that template.

Note: Only users with the “Consent Forms, Template Setup” security right enabled can delete consent form
templates.

To delete a consent form template

1. In the Treatment Planner, on the Navigation panel,
open the Supporting Information section.

2. Under Informed Consent, click Add.

The Consent Form dialog box appears.

_@

® ONNG

3. Click the Template Setup button .
The Template Setup dialog box appears.

4. Expand a category, and select the template that you want
to delete.

5. Click Delete Template (this button is only available if a
template is selected). Then, on the confirmation message

that appears, click Yes. @

In the Template Setup dialog box, click Close.

In the Consent Form dialog box, click Close because you do not want to attach the consent form to the
case; you were only accessing a form so that you could delete a template.
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Creating Consent Form Prompts

You can create a consent form from a template dynamically using consent form prompts. When you add text
to a consent form using a template that has prompts, Dentrix Enterprise will show messages that prompt you
to enter responses to user-defined questions.

Note: Only users with the “Consent Forms, Template Setup” security right enabled can create consent form

prompts.

To create a consent form prompt

1. In the Treatment Planner, on the Navigation panel,
open the Supporting Information section.

2. Under Informed Consent, click Add.

The Consent Form dialog box appears.

_@

@

3. Click the Template Setup button .
The Template Setup dialog box appears.
4. Do one of the following:

*  Expand a category, select a template, and then click
Edit Template.

*  Click New Template.
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The Edit Consent Form Template or New Consent form Template dialog box appears.

Under Consent Form
Prompts, click Select/
Setup.

The Consent Form

Prompts dialog box @
appears.

Click New.

The New Prompt dialog
box appears.

Set up the following
options: @

*  Prompt Name — This
name is used to identify

the prompt in the list @
and template text.

Note: When you insert

a prompt into the text of a template,

a placeholder (which uses the format
“~[prompt name]~") appears in the

text. @
e Prompt Text — This is a question
or statement that explains how to
respond to the prompt. When you are adding text to a @

consent form using a template with this prompt, you will
see this text when the prompt appears. This text does not
get inserted into the consent form text.

* Response Type — The selected type and its
corresponding options (if applicable) determine how you
can respond. Select one of the following types, and then
set up the options for it as applicable:

*  Confirmation Only — To provide a yes or no
response to the prompt text.

*  One Response from List — To provide a list of
options from which you can select only one response
to the prompt text. Enter a list of possible responses
(one per line) in the lower box.

*  Checkbox Responses — To provide a list of options from which you can select one or more
responses to the prompt text. Enter a list of possible responses (one per line) in the lower box.

*  Date — To provide a date response to the prompt text. Do one of the following: enter a date in
the Select a default date box if you want the prompt to use that date, clear the date from the
Select a default date box if you want the prompt to not have a default date, or select the Default
to “Today” check box if you want the prompt to use the system date by default. When you are
adding text to a consent form using a template with this prompt, you will be able to change the
date.
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e Number/Amount — To provide a number or an amount as a response to the prompt text.
Optionally, enter a number that you want to be the default response to the prompt text. When
you are adding text to a consent form using a template with this prompt, you will be able to
change the number.

*  Text — To provide text as a response to the prompt text. Optionally, enter the text you want to
be the default response to the prompt text. When you are adding text to a consent form using a
template with this prompt, you will be able to change the text.

*  Select Tooth — To provide a way to select teeth as a response to the prompt text. To allow only
one tooth to be selected, leave the Allow multiple selections check box cleared. To allow more
than one tooth to be selected, select the Allow multiple selections check box.

*  Select Surfaces — To provide a way to select surfaces as a response to the prompt text.

*  Select Quadrant — To provide a way to select quadrants as a response to the prompt text. To
allow only one quadrant to be selected, leave the Allow multiple selections check box cleared. To
allow more than one quadrant to be selected, select the Allow multiple selections check box.

*  Select Sextant — To provide a way to select sextants as a response to the prompt text. To allow
only one sextant to be selected, leave the Allow multiple selections check box cleared. To allow
more than one sextant to be selected, select the Allow multiple selections check box.

Click OK.
9. In the Consent Form Prompts dialog box, click OK.

10. In the Edit Consent Form Template or New Consent form Template dialog box, click Cancel because
you do not want to attach the prompt to the template; you were only accessing a template so that you
could create a prompt.

11. In the Template Setup dialog box, click Close.

12. In the Consent Form dialog box, click Close because you do not want to attach the consent form to the
case; you were only accessing a form so that you could create a prompt.
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Editing Consent Form Prompts

You can edit consent form prompts as needed. Any changes to a prompt will not affect consent forms attached
to patient records that used the same prompt.

Note: Only users with the “Consent Forms, Template Setup” security right enabled can modify consent form
prompts.

To edit a consent form prompt

1. In the Treatment Planner, on the Navigation panel,
open the Supporting Information section.

2. Under Informed Consent, click Add.

The Consent Form dialog box appears.

3. Click the Template Setup button . _@

The Template Setup dialog box appears. @
4. Do one of the following:

*  Expand a category, select a @
template, and then click Edit
Template.

*  Click New Template.
The Edit Consent Form Template or @

New Consent form Template dialog
box appears.

®

5. Under Consent Form Prompts, click Select/Setup.
The Consent Form Prompts dialog box appears.

6. Select the prompt that you want to edit, and then click Edit (this button is only available if a prompt is
selected).
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The Edit Prompt dialog box appears. @

7. Make changes to any of the following options as

needed:

*  Prompt Name — This name is used to
identify the prompt in the list and consent
form text.

Note: When you insert a prompt into the
text of a template, a placeholder (which uses
the format “~[prompt name]~") appears in

the text.
*  Prompt Text — This question or statement
explains how to respond to the prompt. e

When you are adding text to a consent form
using a template with this prompt, you will see this text when the prompt appears. This text does not
get inserted into the consent form text.

*  Response Type — The selected type and its corresponding options (if applicable) determine how you
can respond, but you can change them as needed:

Confirmation Only — To provide a yes or no response to the prompt text.

One Response from List — To provide a list of options from which you can select only one
response to the prompt text. Enter a list of possible responses (one per line) in the lower box.

Checkbox Responses — To provide a list of options from which you can select one or more
responses to the prompt text. Enter a list of possible responses (one per line) in the lower box.

Date — To provide a date response to the prompt text. Do one of the following: enter a date in
the Select a default date box if you want the prompt to use that date, clear the date from the
Select a default date box if you want the prompt to not have a default date, or select the Default
to “Today” check box if you want the prompt to use the system date by default. When you are
adding text to a consent form using a template with this prompt, you will be able to change the
date.

Number/Amount — To provide a number or an amount as a response to the prompt text.
Optionally, enter a number that you want to be the default response to the prompt text. When
you are adding text to a consent form using a template with this prompt, you will be able to
change the number.

Text — To provide text as a response to the prompt text. Optionally, enter the text you want to
be the default response to the prompt text. When you are adding text to a consent form using a
template with this prompt, you will be able to change the text.

Select Tooth — To provide a way to select teeth as a response to the prompt text. To allow only
one tooth to be selected, leave the Allow multiple selections check box cleared. To allow more
than one tooth to be selected, select the Allow multiple selections check box.

Select Surfaces — To provide a way to select surfaces as a response to the prompt text.

Select Quadrant — To provide a way to select quadrants as a response to the prompt text. To
allow only one quadrant to be selected, leave the Allow multiple selections check box cleared. To
allow more than one quadrant to be selected, select the Allow multiple selections check box.

Select Sextant — To provide a way to select sextants as a response to the prompt text. To allow
only one sextant to be selected, leave the Allow multiple selections check box cleared. To allow
more than one sextant to be selected, select the Allow multiple selections check box.

8. Click OK.
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In the Consent Form Prompts dialog box, click OK.

In the Edit Consent Form Template or New Consent form Template dialog box, click Cancel because
you do not want to attach the prompt to the template; you were only accessing a template so that you
could edit a prompt.

In the Template Setup dialog box, click Close.

In the Consent Form dialog box, click Close because you do not want to attach the consent form to the
case; you were only accessing a form so that you could edit a prompt.

Deleting Consent Form Prompts

You can delete a consent form prompt that is not attached to a consent form template. Any deletion of a
prompt will not affect consent forms attached to patient records that used the same prompt.

Note: Only users with the “Consent Forms, Template Setup” security right enabled can delete consent form

prompts.

To delete a consent form prompt

1.

3.

In the Treatment Planner, on the Navigation panel,
open the Supporting Information section.

Under Informed Consent, click Add.

The Consent Form dialog box appears.

_@

Click the Template Setup button .
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10.
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‘The Template Setup dialog box appears.
Do one of the following:

*  Expand a category, select a template, and then click

Edit Template.
e Click New Template.

The Edit Consent Form Template or New Consent
form Template dialog box appears.

Under Consent Form Prompts, click Select/Setup.

The Consent Form Prompts dialog box appears.

Select the prompt that you want to delete, and
then click Delete (this button is only available
if a prompt is selected). If the prompt is not
being used by a template, on the confirmation
message that appears, click Yes.

Note: You can delete a prompt only if it is

not attached to a consent form template. If
you try to delete a prompt that is attached to
any templates (inserted in the text or not), a
message will appear with a list of templates that
are using the prompt; you must remove the
prompt from those templates before you can
delete the prompt.

Click OK.

In the Edit Consent Form Template or New Consent form Template dialog box, click Cancel because
you do not want to attach the prompt to the template; you were only accessing a template so that you

could delete a prompt.

In the Template Setup dialog box, click Close.

In the Consent Form dialog box, click Close because you do not want to attach the consent form to the
case; you were only accessing a form so that you could delete a prompt.
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Adding Prompts to and Removing Prompts
from Consent Form Templates

You can add prompts to and remove prompts from a consent form template as needed. This does not affect
consent forms that were created previously using the same template.

Note: Only users with the “Consent Forms, Template Setup” security right enabled can modify a consent
form’s prompts.

To add and remove prompts

1. In the Treatment Planner, on the Navigation panel,
open the Supporting Information section.

2. Under Informed Consent, click Add.

The Consent Form dialog box appears.

_@

3. Click the Template Setup button .
The Template Setup dialog box appears.
4. Do one of the following:

*  Expand a category, select the template that you want

to modify, and then click Edit Template.

*  Click New Template. @
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The Edit Consent Form Template or New Consent form Template dialog box appears.

N

©

5. Under Consent Form Prompts, do any of the following as needed:
* Add a prompt:
a. Click Select/Setup.
The Consent Form Prompts dialog box appears.

b. Select the correct prompt, or create a prompt (see
“Creating Consent Form Prompts” on page 226).

Note: A consent form template can have multiple
prompts with an odontogram to select teeth, quadrants,

or sextants, but the text of a consent form can have only
one odontogram. If you use a template with multiple
odontograms, one consolidated odontogram will be
inserted into the form text with all the applicable
selections. If an odontogram has already been inserted into
the form text, you cannot use another template with an
odontogram for the same form.

c. Click OK.

Note: The prompt is added to the bottom of the Consent Form Prompts list. To change the
order of the added prompt, select the prompt, and then click Move Up or Move Down to move
the prompt up or down by one item in the list. When you add text to a form using this template,
the prompts will appear in the specified order regardless of where they are inserted in the text.

d. To insert the added prompt into the text where the text cursor is located, select the prompt from
the Consent Form Prompts list, and then click Insert Prompt in Text.

Tip: You may need to add a space before and after the prompt placeholder, so the completed
consent form will be displayed properly.
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* Remove a prompt:
a. Select the prompt that you want to remove, and then click Remove.
A confirmation message appears.
b. Click Yes.
In the Edit Consent Form Template dialog box, click OK.
In the Template Setup dialog box, click Close.

8. In the Consent Form dialog box, click Close because you do not want to attach the consent form to the
case; you were only accessing a form so that you could modify a template.

Setting Up the Consent Form Template
Preference

You can customize an option for handling consent form template prompts.

Note: Only users with the “Consent Forms, Template Setup” security right enabled can modify the template
preference.

To set up the preference

1. In the Treatment Planner, on the Navigation panel,
open the Supporting Information section.

2. Under Informed Consent, click Add.

The Consent Form dialog box appears.

© ®
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3. Click the Template Setup button .
‘The Template Setup dialog box appears.

4. Select or clear the Grouped Prompts check box. With
this check box clear, if a template has multiple prompts,
each prompt will appear in separate dialog boxes for you
to respond to in the specified order. With this check box
selected, all the prompts for a template will appear in one
dialog box.

5. Click Close.

In the Consent Form dialog box, click Close because you
do not want to attach the consent form to the case; you
were only accessing a form so that you could set up the
preference.

—®» O

Default Consent Form Template and
Prompts

There are default text and prompts for the consent form template that gets installed with Dentrix Enterprise.

Note: The template text contains prompts, which are enclosed in tildes (-).

Template
*  Template Name — Oral and Maxillofacial Surgery
*  Category — Oral Surgery
e Template Text:
“Possible Risks or Complications:
~Possible Risks or Complication~
Anesthetic Risks:
~Anesthetic Risks~
Risks to my health if this procedure is not performed include, but are not limited to:
~Risks to my health-
Patient Consent/Understanding:
~Patient Consent/Understanding-
Disposal/Use of extracted teeth and/or other tissues:
~Disposal/Use of extr teeth-~
Teeth to be extracted:

~Select teeth to be extracted-”

Dentrix Enterprise 11.0.2 User’s Guide



Prompts

Chapter é: Treatment Planner

Prompt #1:

Prompt Name — Possible Risks or Complication

Prompt Text — “Possible Risks or Complications:”

Response Type — Checkbox Responses

Items:

«c

Dry socket’ or slow healing of an extraction site
You may experience local swelling, bleeding, bruising, and/or pain after the procedure

Possible infection and/or hospitalization and/or death and/or referral to a specialist for further
treatment

Injury to nerves in or around the mouth that could cause temporary or permanently numb lips,
chin, tongue, or loss of taste sensation

Decision to leave a small piece of root in the jaw when its removal would require extensive
surgery and an increased risk of complications

Sinus involvement that may require surgery at a later date
Injury to nearby teeth, soft tissues, or fillings

Sore jaw or restricted mouth opening or jaw joint problems
Unusual reaction to medications given or prescribed

Impaired healing of the bone due to drugs, radiation therapy, or infection”

Prompt #2:

Prompt Name — Anesthetic Risks

Prompt Text — “Anesthetic Risks:”

Response Type — Checkbox Responses

Items:

“Include discomfort, rapid pulse, swelling, bruising, infection, anxious feelings, allergic reactions,
and lip chewing

Anesthetics occasionally are not effective in some patients”

Prompt #3:

Prompt Name — Risks to my health

Prompt Text — “Risks to my health if this procedure is not performed include, but are not limited to:”

Response Type — Checkbox Responses

Items:

“Pain

Infection

Cyst or tumor formation in the area of infected tooth

Loss of bone around the teeth causing their loss

Increased risk of complications if surgery is postponed to a later day
Possible delay of permanent tooth eruption

Other

237
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* A perfect result from recommended treatment cannot be guaranteed. If unexpected problems
arise during the procedure the doctor will do what is deemed necessary to correct the condition

*  Medications given or prescribed for pain may cause drowsiness”
*  Prompt # 4:
*  Prompt Name — Patient Consent/Understanding
*  Prompt Text — “Patient Consent/Understanding:”
*  Response Type — Checkbox Responses

e Jtems:

*  “I consent and understand to the above and agree to cooperate with Dr. for
proposed treatment

* I will follow post-operative instructions to the best of my ability for my own comfort and safety
* [ have had an opportunity to ask questions about the above treatment

* I have been counseled not to drive or perform hazardous chores until I have recovered from the
effects of these medications”

*  Prompt#5:
*  Prompt Name — Disposal/Use of extr teeth
*  Prompt Text — “Disposal/Use of extracted teeth and/or other tissues:”
*  Response Type — One Response from List
e Items:

*  “I consent to the disposal of my extracted teeth, including other tissues and possible use of my
extracted teeth by qualified authorities for scientific or educational purposes

* I consent to the disposal of my extracted teeth, including other tissues in accordance with clinic
policy and regulations. However, I do not authorize the use of my extracted teeth or other tissues
for scientific or educational purposes”

*  Prompt #6:
e Prompt Name — Select teeth to be extracted
e Prompt Text — “Select tooth/teeth to be extracted:”
*  Response Type — Select Tooth

e Allow multiple selections — Yes

Dentrix Enterprise 11.0.2 User’s Guide



Chapter 6: Treatment Planner 239

Adding Consent Forms (Enhanced) to Cases

In the Treatment Planner, from the Supporting Information and Treatment Plan Case Setup sections on
the Navigation panel, you can add a consent form to a case, enter or modify the text of the form as needed,
and then have all parties digitally sign it.

Important: When you add a consent form to a case, before you can save the form, the patient (or his or her
representative), someone from the practice (such the dentist), and a witness (or interpreter) must sign it.

Note: The consent form symbol next to a case varies depending on the status of the consent forms for the case.

%} No consent forms are attached to the case.

Signed consent forms are attached to the case.

To add a consent form to a case

1. In the Treatment Planner, in the Treatment Plan Case Setup section

on the Navigation panel, select the case to which you want to add a @

consent form.
2. Do one of the following:

* In the Treatment Plan Case Setup section, right-click the
selected case, and then click Consent Forms. The Dentrix
Consent Forms dialog box appears.

®

e Open the Supporting Information section on the Navigation panel, and then scroll down to
Informed Consent.
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®
® 5 O

3. From the Select Consent Form list, select the form that you want to add to the selected case.

Note: You can manage the default consent forms from the Settings section of the Navigation panel.

4. Click Add.
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The Consent Form dialog box appears.

® ®

®
® OO

Note: The patient’s name, birth date, and chart number appear in the lower-right corner for your
reference.

Do any of the following as needed:
*  Enter the text of the consent form, or modify any existing text.
*  Use a template to enter text for the consent form:

a. In the template pane (on the right), expand a category to view the list of available templates

for that category by clicking the plus sign (+) next to the category name, and then locate the
template that you want to use.

b. Double-click the desired template.

Dentrix Enterprise 11.0.2 User’s Guide



242 Chapter 6: Treatment Planner

Any prompts that are associated with the template and that require responses appear. The
prompts may appear one at a time in individual dialog boxes, or they may appear grouped
together in one dialog box.

Note: A consent form template can have multiple prompts with an odontogram to select teeth,
quadrants, or sextants, but the text of a consent form can have only one odontogram. If you use
a template with multiple odontograms, one consolidated odontogram will be inserted into the
form text with all the applicable selections. If an odontogram has already been inserted into the
form text, you cannot use another template with an odontogram for the same form.

c.  Respond to the prompts that are associated with the template. If no prompts appear, skip this
step.
The template text is automatically appended to any existing text for the consent form.
d. After entering a clinical note using a template, edit the text, or enter additional text as needed.
Note: To save the consent form, it must have text. The text, including procedure information, can be up
to 10,000 characters in length.
6. Set up the following signature options:

* Patient/Representative signature — The patient selected in the Treatment Planner is entered in the
Name box. Also, “Self” is entered in the Relationship to patient box by default. If necessary, edit
the patient information (for example, if the person signing is not the patient, enter the name of the
patient’s spouse or parent, and enter “Spouse” or “Parent”).

Note: The signature, name, and relationship to patient are required to save the form. Once you save
the form with a patient or patient representative signature (even the slightest mark registers as a
signature), you cannot change the signature, name, and relationship.
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*  Practice signature — If the correct provider is not already entered in the Name box, click the search
button to select the provider (primary or secondary) who will sign the form, or you can enter the
provider’s name in the box.

Note: The signature and name are required to save the form. Once you save the form with a practice
signature (even the slightest mark registers as a signature), you cannot change the signature and name.

*  Witness/Interpreter signature — In the Name box, enter the name of the witness or interpreter who
will sign the form.

Note: The signature and name are required to save the form. Once you save the form with a witness
or interpreter signature (even the slightest mark registers as a signature), you cannot change the
signature and name.

Have the patient or patient’s representative, the provider or staff member, and the witness or interpreter
sign the consent form. All parties must sign before you can save the consent form.

Notes:
* If someone needs to re-sign, you can click the corresponding Clear button to clear the signature.

* If there is at least one signature, you cannot change the text of the consent form.
Click Save.

Note: You can save the consent form only if it has text, all three names, the relationship to the patient,
and all three signatures.

Click Print.
Note: You can print the consent form only if it is signed.

Click Close.

The signed consent form appears in the list of forms for the selected case, and a copy is saved to the
g pp Py
patient’s record as a Document Center document.
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Viewing and Printing Consent Forms
(Enhanced) for Cases

In the Treatment Planner, from the Supporting Information and Treatment Plan Case Setup sections on
the Navigation panel, you can view and print a consent form that is attached to a case.

Note: When you view a consent form for a specific case, the information about that case that is listed in
the case detail is shown at the bottom of the consent form if the form allows the viewing of procedure
information, so patients know exactly which procedures they are giving consent to have performed.

To view and print a consent form for a case

1. In the Treatment Planner, in the Treatment Plan Case Setup section

on the Navigation panel, select the case with the consent form that
you want to view. @
2. Do one of the following:

* In the Treatment Plan Case Setup section, right-click the
selected case, and then click Consent Forms. The Dentrix
Consent Forms dialog box appears.

®

e Open the Supporting Information section on the Navigation panel, and then scroll down to
Informed Consent.
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The consent forms that are attached to the case appear in the Form list.

© ©,

Note: For each attached consent form, the date when it was signed (if applicable), its name, and who
signed (patient and/or provider, if applicable) appear for your reference.

3. Double-click the correct form.

The Consent Form dialog box appears.

@_

® O©

4. If any of the text of the consent form was entered using a template with prompts, to view the
corresponding responses, click the View Prompts button 5.
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You cannot edit any of the responses. When you are finished viewing the responses, click OK.
5. To print the consent form, click Print.

6. Click Close.

Editing and Deleting Procedures

You can edit or delete existing treatment-planned procedures that are not in history.

To edit or delete a treatment-planned procedure

1. In the Treatment Planner, on the Navigation panel, = [& g::;n;nﬁtﬁ%zmu
from the Treatment Plan Case Setup section, expand 2750 Crawn-pars fuzse high hobls mil [#3 ]
the appropriate case by clicking the plus sign (+), and D2150; Amalgam-2 surf. primperm [#14 MO ]
then double-click a procedure. D5120; Complete denture - mandibular [#18-31 ]
The Edit or Delete Procedure dialog Edit or Delete Procedure ==
bOX appears' Operator: | ENTERPRISE ncounter #: ||
. Date: lm Start D ate: li Comnpletion Date: li
2. Do one of the followmg: ocedue:[D2391 >5[ [Riefin compasite-1s, postericr Procedure Status
o + Treatment Plan
*  Make any necessary changes, and Cinic:| CENTRAL > _ _ Approval Status
then click OK. For information Su;::;:,'fi . D\:ms:::m,i - ct?nr:ete ; =l
about the options that are Amount’w — r — ® Bt Pt
available for editing, see “Entering AvLl — - _ © Evisting Other Frow
. . . Do Mot Bill Dental Insurance
Treatment n Chapter 4: Patlent @ PfUVide“’Wﬂ I” Require Start/Completion Date  Modifier: ’_
Chart' ™ Ovenide Proc Flags

¢ (Click Delete and then OK to delete

the procedure. The treatment-

l d d . d f- Motes: bs?\ral scaling with hand instruments. Ultrazonic scaler on lower anteriors-ingual.— »
planned procedure 1s removed rrom OR % B kMg soda used on upper and lower arch. Flossed all contacts. Patient rinsed
. with a medicated rinse after Px.
the Treatment Planner, Patient Craditers
Rielated Referal
. . , . Refered: 1D Mumber Type 1D Mumber
Dentrix Enterprise 11.0.2 User’s Guide [BY: O, Evans, Jof | Femove | ST -]

(2) os | o] coned |
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Chart, and Ledger-Treatment Plan.

Tip: To delete multiple procedures at the same time, in the Treatment Plan Case Setup scction, while
pressing the Ctrl key, click the procedures you want to delete. Next, right-click one of the selected procedures,
and then click Delete Procedure(s). Then, on the confirmation message that appears, click Yes.

Posting Completed Procedures

After you complete procedures, you can post those procedures from the Treatment Planner.

To post a completed procedure

Treatment Plan
In the Treatment Planner, on the Navigation panel, from f Created: BA7/2010
the Treatment Plan Case Setup section, expand the D2750: Crown-porc fuse high noble mil [#3 ]
appropriate case by clicking the plus sign (+), right-click DTS Amz L orcedurete
the procedure you want to complete, and then click Set DET20: Cor |
Complete. Create visit
Tips: Mave: ta Visit 1 (NEW)

*  To complete multiple procedures at the same time, while pressing the Ctrl key, click the procedures that
you want to complete. Next, right-click one of the selected procedures, and then click Set Complete.

*  To set all the procedures in a selected case complete at the same time, click the Update Case Status
button * on the Treatment Plan Case Setup section’s toolbar, and then click Completed.

* In the case details, a blue check mark appears next to any completed procedures.

Updating Treatment Plan Fees

To maintain the integrity of treatment plan estimates, Dentrix Enterprise does not automatically update the
fees for procedures assigned to a treatment plan. If your fees have changed since the time a treatment plan
was given to a patient, that treatment plan can be manually updated for that patient from the Treatment
Planner to reflect any fee schedule changes if certain criteria you specify for the procedures are met. You can
also update treatment plan fees for all patients with treatment-planned procedures matching the criteria you

specify.
To update treatment plan fees

. . = Dentrix Enterprise Treatment Planner - Baber
1. In the Treatment Planner, from the Edit menu, click Update S e
thions View Insurance Help

Treatment Plan Fees.

WBEDSC I e

The Update Treatment Plan Fees dialog box appears.

RN A/ NONENN s B T

2. Set up the following options: Treatment Plan Case Setup

* Update Treatment Plan Fees For — To update the fees for IR TR
the currently selected patient only, select “Current Patient.” - = =
To update the fees for all patients with treatment plans,
select “All Patients.”

o . Update Treatment Plan Fees
¢ Procedure Information — This tab =

provides the following options for > pcate Treatment Plan Fees For|Cur=t Patint =]
updating treatment plan fees: ,‘ [Procedire Information || Case Information |

T T T T T T UL e e ey
¢ Procedure Code(s) — Select

Procedure Code(s) From: | «al|= lz‘ To: | <Al lz‘

the procedure or range of the Procedure Dete Before: | 462013 [o]

Tx Clinics: Tx Providers: Billing Type for Patient's Guarantor:

AF AMCCLURE . 1: Standard Billing - finance charges Lo
CENTRAL DDs1 — |2: Standard Biling - no finance charge buide
DRAFPER pDs2 3: Insurance Family - delay finance ch:

MESA DEF_PROW 4: Insurance Family - finance charges

Mo_Clinic DESMITH £ 5: Payment Plan -finance charges

PINEFNAI E NHAYEFS & Paumert Plam - rin finanre ~hames
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procedures to update for From and To. To update all procedures, leave From “<All>” To
“<All>"selected.

Procedure Date Before — Select the cut-off date to use for updating fees for treatment-planned
procedures. Only treatment-planned procedures dated on or before the selected date will be
updated with the new fees.

Tx Clinics — To update treatment-planned procedures performed in specific clinics, select the
desired clinics (to select multiple clinics, while pressing the Ctrl key, click each clinic), or leave
All selected to update procedures for all clinics.

Tx Provider — To update treatment-planned procedures performed by a specific provider, select
the providers (to select multiple providers, while pressing the Ctrl key, click each provider), or
leave All selected to update procedures for all providers.

Billing Type for Patient’s Guarantor — If you are updating treatment plan fees for all patients,
to update treatment-planned procedures for patients with specific billing types, select the billing
types (to select multiple billing types, while pressing the Ctrl key, click each billing type), or leave
All selected to update procedures for patients with any billing type.
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*  Case Information — This tab provides the following options for updating treatment plan fees:

*  Current Status — To update treatment-

. . Update Treatment Plan Fees
planned procedures in cases with =
. Update Treatment Flan Fees For: |Cumsrt Patisnt e

specific statuses, select the case poate Trestment Flan Fees For
statuses, or leave All selected to update Etocedure hjorpotiog, | s Informaton
treatment-planned prOCCdureS il’l cases Update Treatment Planned Procedures in Cases With

. Current Status: Case Financing Flag:
with any status.

Created - In Progress
. . Printed K Needed
*  Case Financing Flag — To update Prefuth (Frm) |5 Not Necessary
. Pre-Auth (Sec) F- Pending More Information

treatment-planned procedures in cases Folow-Up Made

. . . Refemed 2
with specific financing flags, select the = il
financing types, or leave All selected to ety
U»Pdate treatment’planned pfOCCdUJ'CS Immediate [] Exclude Default Treatment Plan
. . . Eventual . L.
in cases with any financing flag. Optiona] [F] Estimate Expiration Date Before:

None
e Severity — To update treatment- A

planned procedures in cases with
SPCCiﬁC case SCVCl'itiCS, SCIeCt the Treatment plan fees wi updated from the current fee schedules.
severity levels, or leave All selected to 3 Yuese ) [ Conce
update treatment-planned procedures

in cases with any severity.

*  Exclude Default Treatment Plan — To exclude all procedures added to a default treatment plan,
select this option.

* Estimate Expiration Date Before — To update fees for procedures in cases created prior to but
not on the date specified, select this option, and then select a cut-off date.

Click Update.

Important: Depending upon which fee schedule is assigned to the patient, the fee for the patient’s
treatment-planned procedures might not have been updated or not updated with the fee you might have
expected. For more information about fee schedule hierarchy, see the “Updating treatment plan fees”
topic in the Dentrix Enterprise Help.
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Generating Treatment Planner Reports

You can print the following Treatment Planner reports:

To generate a Treatment Planner report

Treatment Case Report — To report on a specific case.

Patient Treatment Case Report — To report on the current patient.

Patient Proposed Treatment Case Report — To report on the current patients proposed cases.

Practice Treatment Case Report — To report on the whole practice.

1. In the Treatment Planner, on the Navigation panel, from the Treatment Plan Case Setup section, select a
case.

2. From the File menu, point to Print, and then click the report you want to generate. (For the Patient
Proposed Treatment Case Report, ignore steps 3 — 4.)

3. Set up the report options. The options for each report are explained in the sections that follow.

4. Click OK.

Treatment Case Report Options

From the Print Treatment Case dialog box, set up any of the following options:

Print — Select the information you
want to include.

Insurance — Select the insurance
information you want to exclude.
To include the amount of any
deductibles applied, select Use
Dental Plan Maximums and
Deductibles.

Patient Privacy — Select the
patient information you want to
exclude.

Print Treatment Case
Select Report Options:

| Default [Modfied]
Print
[] Treatment Plan Total

7] Finance Status

[ Patient Balance

[ Family Balance

[ Fee Expiration Date
[ Treatment Case Note
7] Graphic Chart

[] Signed Consent Forms

Insurance
[ Hide Dental Insurance Benefits

[7] Hide Insurance Estimates

[7] Hide Family Insurance Benefits

B Use Dental Plan Maximums
and Deductibles

Patient Privacy

[] Hide Patient S5N

[ Hide Patient Chart Number
[ Hide Patient Birthday

Case Procedure Options
Select Visits:
<AlL=

Enter wisit numbers and/or visit
ranges. Example: 1,3, 5-7

[ Print Subtotals by Visit

[] Use Patient Friendly Descriptions
[ Include Procedure Notes

7] Exclude Completed Procedures

[F] Compare to Fee schedule:

1. Office
*  Case Procedure Options
Appearance Options
*  Type a visit or range of visits Tooth Style: [Shaded | Website Address:
(for example, 1, 3, 5-7) you Report Style: [Contemporary v
. E-mail Address:
want to include on the report Header Style: [Provider Name | 1
in thC Select ViSitS ﬁeld, or [[] Use Cover Page
leave “<ALL>" entered to
[ SaveOptions... | [ Manage Options... | [ Print Preview [ ok ][ coneal |

include all visits.

e Select the visit-specific information you want to include.
* To include a comparison of the current fee schedule to a selected fee schedule, select the Compare to
Fee Schedule search button (], and select a fee schedule.
Tips:
* To save the current report settings as a set for the next time you run this report, click Save Options.

* To preview the report before printing it, select Print Preview.
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Patient Treatment Case Report Options

From the Patient Treatment Case Report dialog box, set up any of the following options:

Procedure Code Date Range — Enter a
date or date range of treatment-planned
procedures posted in the range to include.
To include all dates, select All Dates for
From and To.

Case Fee Expiration Date Range —
Enter a date or date range of cases with
an expiration date within that range to
include. To include all dates, select All
Dates for From and To.

Select Provider — To select a provider

or range of providers for the patient’s
treatment-planned procedures to include,
click the From and To search buttons
, and select the providers. To include
all providers, leave From “<ALL>" To
“<ALL>” entered.

Report Options

e Select the options that correspond to
the information you want to include.

* To include a comparison of the current

Patient Treatment Case Report

Procedure Code Date Range

Fram: © :l Ta © :l
(®) &l Dates (@ &l Dates
By (&) O Procedure Date
Caze Fee Expiration [ ate Fange
Fromm: o :l To o :l
(®) &l Dates (@ &l Dates

Select Provider

Eeport Options
Primt Subtotals by Wisit

Inzlude Finance Status

[[] Use Patient Frisndly Descriptions

[] Exclude Completed Procedures from Case
Include Patient B alance

Include Farmily Balance

[] Use Dental Plan Maximums and Deductibles

Compare to Fee Schedule: | 1. FEE1
Select Columns...

[ Save as Default
[ Print Preview

Include Cazes With

LCasze Status:

Created

Printed

Pre-Auth [Prim]
Pre-Auth [Sec]
Follow-Up Made
R efered
Fropozed
Accepted
Fiejected
Completed

All

Caze Severity:

Immediate
Eventual [Future]
Optional

MOME

All

Fatient Privacy
[] Hide Patient S5M
[] Hide Patient Chart Mumber
[] Hide Patiert Birthdate

[ (0]8 ][ Cancel ]

fee schedule to a selected fee schedule, select the Compare to Fee Schedule search button , and

select a fee schedule.

Include Cases With — Select the case statuses that you want to include, or select All to include all

statuses. Also, select the case severities that you want to include, or select All to include all severity levels.

Patient Privacy — Select the options that correspond to the patient information you want to exclude.

Tips:

To save the current report settings as a set for the next time you run this report, select Save as Default.

To preview the report before printing it, select Print Preview.

Patient Proposed Treatment Case Report

There are no options to set up for this report.
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Practice Treatment Case Report Options

From the Practice Treatment Case Report dialog box, set up any of the following options:

*  Select Patient — To select a patient or -
Practice Treatment Case Report

range of patients with treatment-planned clade Canes it
ncluge Lases \With:

d . h h . 1 d Include Clinic: Choose Patient Clinic By:
pr‘oce ures within the range to include, - R Case Simte.
click the From and To search buttons (-] PO € Trastmon Case e
and select the patient(s). You can also type Seloct Pationt oy AN
. = Pre-futh (5
names or partial last names (for example, From: | <ALL> FetowLp tade
. . . Refemed
From “a” To “¢”) in the fields. To include Tor | kALL> Proposed
. Azcepted
all patients, leave From “<ALL>” To Procedure Code Date Ronae Rejected
« ALL 3 d = g Completed
< >” entered. o a
rom:
* Procedure Code Date Range — Enter a © All Dates
Tre@mmy
date or date range of treatment-planned By, @ Enry Date  Procedure Dat lased =y
. . mmediate
procedures posted in the range to include. . Evertual (Future)
. Case Fee Expiration Date Range Optional
To include all dates, select All Dates for ) ] NONE
From: To: A
From and To. Also, select whether you K P —— Al

want to include procedures by Entry Date

Select Provider Patient Pris
or Procedure Date. afient Privacy

From: | <ALL» Too | <ALLs [7] Hide Patient SSN

[ Hide Patient Chart Number
[] Hide Patient Birthday

e  Case Fee Expiration Date Range —
. Select Billing Type
Enter a date or date range of cases with
. . L. From: | <All> To: | <ALl
an expiration date within that range to
include. To include all dates, select All Report Options

[] Print Condensed Report [ Print Preview
Dates for From and To. _ _
[ Print Subtotals by Visit

7] Include Finance Status

[[] Save as Default

*  Select Provider — To select a provider
or range of providers for the patients’
treatment-planned procedures to include,
click the From and To search buttons
, and select the provider(s). To include
all providers, leave From “<ALL>” To

7] Include Procedures for Treatment Case

Use Patient Friendly Descriptions 0K ] [ Cancel

[ Use Dental Plan Maximums and Deductibles
7] Exclude Completed Procedures from Case
[T Include Case Status History

“<ALL>” entered.
e Select Billing Type — To select a billing type or range of billipes of patients with treatment-planned

procedures to include, click the From and To search buttons [>=-J, and select the billing type(s).
*  Report Options — Select the information you want to include.

* Include Cases With — Select the case statuses that you want to include, or select All to include all
statuses. Also, select the case severities that you want to include, or select All to include all severity levels.

* DPatient Privacy — Select the patient information you want to exclude.
Tips:
* To save the current report settings as a set for the next time you run this report, select Save as Default.

* To preview the report before printing it, select Print Preview.
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The Dentrix Enterprise Ledger displays a wealth of information in an easy-to-read format. Also, from the

Ledger, you can enter payments, file claims, print statements, and much more.

This chapter covers the following topics about using the Ledger:

The Ledger Window

Selecting Ledger Views

Changing an Account’s Billing Type
Entering Transactions

Editing Current Transactions
Deleting Current Transactions
Invalidating Transactions in History
Processing Dental Insurance Claims
Processing Medical Insurance Claims
Working with Treatment Plans
Generating Ledger Reports

Using Fast Checkout

Posting Batch Guarantor Payments
Posting Batch Insurance Payments
Searching for Payments

Working with Payment Plans

Using the Suspended Credits Manager
Working with Notes in the Ledger

Performing Month-end Routines
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The Ledger Window

The Ledger window consists of the menu bar, toolbar, transaction log, and various sections containing
financial information.

Transaction log
/

|4 Dentrix Ledger - (Crosby, Brent) [AF] [UTC -07:00 [MST]] [DESMITH] [C|

File Options View Transaction Insurance Print Month End H;

[11/11/1973] [44]

)

i 5 v 1[G ST )

X EEFE S = I EE A E R

==

Expected from Dental lnsurance
Guarantor Portion of Tétal Balance

126.00
315.00

Date Mame Surface | Tooth | Check Code Description N|R|D|[M|S| Amount| Provider | Clinic | Ins | AP Balance
03/31/2003 Brent Croshy 7 Adjust.. * Initial Balance Forward 30,00 DESMITH AF 30,00
03/31/2003 <Famiby> Adjust.. * Credit Adjustment -30.00 DESMITH AF 0.00
04/01/2003 Brent Crosby D4355 * Full mouth debridemnt, eval/di... 50.00 MHAYES AF Mo 50,00
04/01/2003 Brent Crosby UR D9630 * IRRIGATION PER QUAD 30.00 MHAYES AF Mo 80.00
04/01/2003 Brent Crosby uL D3630  * IRRIGATION PER QUAD 30.00 MHAYES AF Mo 110,00
04/01/2003 Brent Crosby LL D9630 * IRRIGATION PER QUAD 30.00 MHAYES AF No 140,00
04/01/2003 Brent Croshy LR 09630 * IRRIGATION PER QUAD 30.00 MHAYES AF Mo 170,00
04/01/2003 Brent Crosby REFOS * Referred To Oral Surgery 0.00 MHAYES AF Mo 170,00
06/19/2003 <Famiby> Payme.. * Care Credit -1495.00 DESMITH AF -1325.00
06/19/2003 <Family> Adjust.. * Special Adj S -1495.00 MHAYES AF -282000
06/19/2003 Brent Crosby Adjust... * Special Adj 149500 DESMITH AF -1325.00
12/03/2013 Brent Crosby D 14 DBQI Resin-1 surface, poster R 90.00 DESMITH AF X -1235.00
05/15/2014 Erent Crosbv Amalgam-2 surf. prim/perm 125.00 DESMITH CENTRAL -1110.00

--_m------___--
| 0530 | 31-»60 | 61->90 | 91-> | Suspended | Patient Balance | Today's Charges 125.0
[zts00 [ oo [ ooo [ oo [ ood | 21500 Est. Dental Ins. Portion 12500

Est. Patient Portion 0.00
| 0530 | 3160 | 61->90 | 91-> | Suspended | Family Bance
T [ om | oo | oo | oon | s\ ’—PEMQM”—
Pmt Amount A Pmt Due I,
Billing Type [13) Managed Care Account Amt Past Due & Due Date &
IL_::: ﬁ";é;;?.':"ﬁ"t 1493'88 g::: LD Future Due Payment Plans Summar
Last Statement Date 04/15/2003\ | Unginal Bal. 0.00 Payment
Dutstanding Billed to Medical/Dental 000412600 '\ Femain Bal. n.oo Due Date

| Today's
charges
Payment

- agreement
summary

Future due
| payment

plan

Account information

\
Aged balances

This section covers the following topics to help you understand how to use the Ledger window:
*  The Ledger Toolbar

e The Transaction Log

*  Viewing Aged Balances

*  Viewing Account Information

*  Viewing Today’s Charges

¢ Viewing Payment Agreement Information
g lay g

*  Viewing Future Due Payment Plan Information
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The Ledger Toolbar

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

PR EEEEEEE R

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

Click the Patient Financing button to go to the Citi website to sign up and manage patient
financing options.

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

D B =

Click the Patient Finances button to view and add payment plans and change account billing types.

Click the Guarantor Notes button to enter notes for an account and/or that account’s billing
statements.

Click the Enter Payment button to enter patient payments.

Click the Enter Procedure button to post procedures to a patient’s Ledger.

Click the Ins. Today’s Proc button to create and then display and/or batch (according to the setup
options selected) an insurance claim for any procedures posted on the current system date.

@ [t o] &

=
=

Click the Ins. Selected Proc. button to create and then display and/or batch (according to the setup
options selected) an insurance claim for the selected procedures.

Click the Print Walkout button to display and/or batch (according to the setup options selected) a
family walkout statement.

Click the Print Statement button to display and/or batch (according to the setup options selected) a
billing statement.

Click the Print Family Ledger button to display and/or batch (according to the setup options
selected) a family ledger report.

Click the Fast Checkout button to perform a fast checkout (according to the setup options selected).
Click the Patient Alerts button to enter or manage the alerts for the patient currently being viewed
in the Ledger.

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

] &= B @ 2 B E
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The Transaction Log

The transaction log is a written record of all transactions posted to a patient/family’s account. For each
transaction, the date, patient or guarantor name, tooth number and surface (when applicable), procedure code
or type, a description, amount, provider, and clinic are shown and whether or not insurance has been billed is

indicated.

I Name I Sun‘acal Toothl Check # I Code I & I Description I Nl RI DI MI SI Amount | Provider I Clinic IIns IAP I Balance
05/15/2014 Shirley Crosby MO 4 D2150 Amalgam-2 surf. prim/perm 125.00 DESMITH CEWTRAL 125.00
05/15/2014 Shirley Crosby ] D321 Pulpal debridemnt-prim/perm ... J 0.00 DESMITH CEMTRAL X 125.00
05/15/2014 Shirley Crosby uL D4220 Gingiv curettage,surgical /quad 180.00 DESMITH CENTRAL X 315.00
05/15/2014 Shirley Crosby D1110 Prophylaxis-adult iy 65.00 DESMITH CENTRAL X 380.00
05/15/2014 Shirley Crosby 00150 Comp oral eval-new/estab pat R i 85.00 DESMITH CENTRAL X 465.00
05/15/2014 <Family> 1234234 Payme... Check Payment - Thank You -1000.00 <Multipl... -535.00

—-—mI-----———---@

Each column provides useful information about a financial transaction or procedure:
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Date — The date of the transaction or procedure.

Entry Date — The date that the transaction or procedure was entered. This may be different than the
Date; for example, if you backdated or postdated the transaction or procedure.

Name (Patient Name) — The name of the patient associated with the transaction or procedure. For a
financial transaction (payment, adjustment, and so forth), if it has been applied to the family, “<Family>"
appears, or if it has been applied to the guarantor, the guarantor’s name appears.

Surface (Tooth Surface(s)) — The surface associated with the procedure.
Tooth (Tooth Number) — The tooth associated with the procedure.
Check # — The check number associated with the payment.

Code (Procedure/Transaction Code) — The associated procedure code, financial transaction type
(payment, adjustment, or so forth), or “Ins” for claims.

* (Transaction Flags) — In this column, any of the following symbols may appear:

— An asterisk indicates that the transaction has been moved to history. History transactions cannot

be edited or deleted.

+ — A plus sign indicates that the procedure has been invalidated. Invalidated procedures still show on
the Ledger but no longer appear in the Patient Chart.

— A carat indicates that the procedure has been back dated to a month that has been closed out.
When the procedure is moved to history, the carat will change to an asterisk.

Description — The description of the transaction or procedure.
N (Has Note) — A musical note in this column indicates that there is a note attached to the procedure.
R (Has Referral by) — A letter R in this column indicates that a referral is attached to the procedure.

D (Has Diagnosis) — A letter D in this column indicates that the procedure has been cross coded with a
dental diagnostic code.

M (Has Medical Cross Coding) — A triangle (appearance varies) in this column indicates that a certain
stage of medical cross coding has been done for the procedure.

S (Payment Contains Suspended amount) — A letter S in this column indicates that the payment has a
suspended amount.

Amount — The amount of the transaction.
Provider — The provider associated with the transaction.

Clinic — The clinic associated with the transaction.
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* Ins (Insurance Claim Created) — Any of the following may appear:
X — An X in the Ins column indicates that the procedure is flagged as “Do Not Bill To Insurance.”
No — A No in the Ins column indicates that the procedure is not attached to a claim.

* AP (Approval) — If you are viewing the Ledger-Treatment Plan view, an approval status associated with
the treatment-planned procedure may appear.

e Balance (Running Balance) — The patient’s or family’s running balance (depending on the Ledger view).
This column only shows amounts if the transaction log is being sorted chronologically (in ascending
order) by the Date column.

Viewing Aged Balances

The aged balances and the total balances for the current patient and family are displayed. Any suspended
amounts are also shown.

0->20 [ 31-»60 | 61->90 [ 91> | Suspended | Patient Balance

|

| 4000 | 3000 [ 1zsooo | 2omo0 [ oo0 | E1EL00

[ 0->30 [ 31560 [ 61590 | 91> |[Suspended | Family Balance
[ ssso0 | 35000 | 128000 | 316100 [ 44300 | 532700

Viewing Account Information

The account information displayed includes the billing type, amount and date of the last guarantor payment,
amount and date of last insurance payment, date of the last statement, total amount of all outstanding claims,
estimated amount insurance will pay, and estimated amount of the patient portion.

Billing Type (13] Managed Care Account

Last Guar. Payment 2000  Date 04/07/2015
Last Inz. Payment 140,00  Date 03/24/2015
Last Statement Date 07/15/2015
1} ing Billed to Medical/Dental 165.00/0.00
Expected from Dental Insurance 0.00
Guarantor Portion of Total Balance 5776.00

Viewing Today’s Charges

For the current system date, the total of all transactions, the estimated amount that dental insurance will pay
according to the coverage setup in the Family File, and the estimated amount the patient owes according to
the coverage setup in the Family File are displayed.

Today's Charges 125.00
Est. Dental Ins. Portion 125.00
Ezt. Patient Portion 0.oo

Viewing Payment Agreement Information

If a payment agreement exists for the account, the current status of the agreement appears. For information
about setting up payment agreements, see “Creating Payment Agreements” in this chapter.

Payment Agreement Summar:
Monthly Pmt 44817 Pmt Due 44817
Amt Past Due 0.00 Due Date 1242042008

Note: Any existing payment agreements from versions of Dentrix Enterprise prior to 11.0.2 Update 4 are
converted to payment plans during the upgrade of Dentrix Enterprise to the current version.

257
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Viewing Future Due Payment Plan
Information

If a future due payment plan exists for the account, the current status of the payment plan is shown. For
information about setting up future due payment plans, see “Creating Future Due Payment Plans” in this
chapter.

Original Bal. 3000.00 Payment 2500.00
Remain Bal. 2500.00 Due Date Thu, 15th

Selecting Ledger Views

While in the Ledger, you can choose to display account information in several different ways.

To switch between the Ledger views
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Options — In the Ledger, with a patient selected, from the Options menu, select a view option. The
option with a check mark is the view currently being used. The Ledger title bar also indicates the current
view.

*  Ledger — When first opened, the Ledger displays all transactions posted during the current month for
the selected patient.

*  Ledger + History — You can see all transactions for the selected patient, including history
transactions.

*  Treatment Plan — You can view and work with a patient’s treatment plan.

View — In the Ledger, with a patient selected, from the View menu, select a view option. The checked
option is the view currently being used.

e Show Transaction Links — When the transaction for which you want to find links is selected,
you can see all of the procedures that are linked to an insurance claim and all of the payments and
adjustments that are linked to a procedure.

*  All With Running Balance — You can view transactions for the entire family. In addition, a column
is added to the right side of the transaction log that displays a running balance for the account.

e Family Members — You can quickly switch to any family member’s ledger by selecting that family
member.




Chapter 7: Ledger 259

Changing an Account’s Billing Type

You can use billing types to group accounts into categories for billing and reporting purposes. For example,
if you do not want to bill certain families, or if you need to indicate that you sent an account to collections,
you can assign them a distinct billing type to keep them separate from other patients when you run reports or
print statements. You can easily change an account’s billing type as needed (for instance, when the account has

been sent to collections).

You assign billing types per account. When you assign a billing type to a patient, Dentrix Enterprise assigns
everyone in that patient’s family in the Family File that billing type.

To change an account’s billing type

f |14 Dentrix Ledger - (Crosby, Brent) [AF] [UTC -07:0

1. In the Ledger, with a patient selected, on the File menu, click
Patient Finances.

The Patient Finances window opens.

|03f31f2003 Brent Crosby
03/721/2003 <Famihy>

2. Under Billing Type, click Edit.

The Billing Type Selection dialog box appears.
3. Select a billing type.
4. Click OK.

Tip: To add a note about the change in the billing type, enter an Account Note.
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Entering Transactions

This sections covers the following topics about posting transactions in the Ledger:
*  DPosting Procedures

*  Posting Payments

*  Posting Payments to Payment Plans

*  Applying Suspended Credits

*  DPosting Adjustments

*  Posting Finance and Late Charges

Dentrix Enterprise 11.0.2 User’s Guide



Chapter 7: Ledger 261

Posting Procedures

All charges listed on an account are posted through the use of a procedure code. Typically, the procedure code
used is one of the ADA codes that come pre-loaded with Dentrix Enterprise. However, dental offices often
perform procedures or assess charges that don’t have a standard procedure code (sometimes referred to as
“administrative codes”). You need to add these charges and assign them to a procedure code. Most of the time,
you post treatment in the Patient Chart; and then, when the procedures are completed, they are automatically
posted to the Ledger. In some cases, however, you may need to post a procedure (such as an administrative
code) directly in the Ledger.

Note: According to your organization’s policies and standards, you may be required to enter and edit only
administrative codes (such as those for missed or broken appointments) from the Ledger. That being the case,
you would have to enter and edit procedure codes related to patient treatment from the Patient Chart.

To post a procedure

1. In the Ledger, with a patient selected, from the Transaction menu,
click Enter Procedure. This option is available only if a patient is

4 Dentrix Ledger - (Croshy, Brent) [AF] [UTC -07:C

selected, the selected patient is not archived, and you are not 1 T S e F—
viewing the running balance for all family members. EECREEEEEEE
. Date Name Surface | To
The Enter Procedure(s) dialog box appears. 0373172003 Brent Crosby
2. Enter the procedure information: Enter Procedure(s) =
a. By default, the procedure’s Operator: ENTERPRISE Encounter ﬂ:|
Date iS today’s date, bU,t YOU, Date: |D4£1 B/2013 Start Date: Completion D ate:
can Change it. Pracedure: |[D21201 ﬂ Amalgam-2 suface, primary WL
Clivic: | CENTRAL »| Ehart Status CCAdht
b. Click the Procedure search Tonth £ Treatment Plan CCChid
sy ool ’_ Approval Status Cmimp
button *?.. The Procedure sutsces| ] e — [0
. D0 Amalg.
Codes dialog box appears. Amount 8800 & Completed DO Com.
malg
Select a procedure code RVL: 0o ™ DoNot8il Dentllnuree | [}D Come
Category to see a list of the Provider: [MCCLURE > ™ Overids Proc Flags Oamalg
. Oresin
corresponding procedure Madiier:| [ Require Start/Completion Date | |Partiland
. Partbd ax
codes. Select the desired Rielated Rsferal PericE #am
Feferred: 10" Mumber Tupe 10 Mumber RC/Crvn
procedure code, and then | 5l | =l Scale
click OK. | | |
\-Add Change Delete
. Frocedure List
c.  Other fields will appear
if the selected code requires
additional treatment
information. If required Add
fOf thC procedure COdC, *Procedure requires addity treatment information.
enter additional treatment Carcel |
information:

*  Tooth —Type the
appropriate Tooth number or letter. You can also enter a supernumerary tooth number or letter.

* Range of Teeth — Type the first tooth number or letter in the range, a dash, and then the last
tooth number or letter in the range.

*  Surfaces — Click the Surfaces search button *?|. The Surfaces Selection dialog box appears.

Select the applicable treatment areas, and then click OK. If multiple teeth have been entered, the
treatment areas you specify will be applied to all those teeth.

*  Quadrants — Select the appropriate quadrant.
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*  Sextants — Select the appropriate sextant.
*  Arch - Select the appropriate arch.

d. Dentrix Enterprise automatically enters the Amount for the Procedure being posted. But, you can
change the amount as needed.

e. Set up any of the following options:

> | to select the correct

*  Clinic — To change the clinic for the procedure, click the search button
clinic.

b

*  Provider — To change the provider attached to the procedure, click the search button >*! to select

the correct provider.

f. Click Add to add the procedure to the Procedure List.
Note: Repeat these steps for any other procedures that you want to post.

3. Click OK/Post. The procedures posted in the Ledger automatically appear in the Patient Chart as well.

Posting Payments

Dentrix Enterprise uses line-item accounting to calculate account balances. You can view balances for the
entire family and for individual patients within the family. When a patient makes a payment, you can credit
the payment to individual patient charges or to the entire family balance (oldest balance first). Dentrix
Enterprise allows the posting of pre-payments and suspended payments that are not immediately allocated to
a charge. Also, Dentrix Enterprise has a feature that allows you to quickly view linked charges and credits.

All payments made by patients are classified as guarantor payments and will be listed under the guarantor’s
name. Keep in mind that, even though you may have selected a family member other than the guarantor,
guarantor payments are always displayed in the Ledger view, so you can easily see when the last time a
payment was made to the account.

To post a payment
4 Dentrix Ledger - (Crosby, Brent) [AF] [UTC -07:C

1. In the Ledger, with a patient selected, from the Transaction menu,
click Enter Payment.

. |4 Enter Payment
The Enter Payment dialog box
Operator. [DSMITH Collecting Clinic: [AF > A Check P
appears . Cash Payment - Thank You I
Date: [11/22/2017 Encounter H: Ldedit Card Payment - Thark Youlee] =
. . Master Card
2. Set up the following options: 2) 0 Chec it e
- ARl Care Credit
. ank/Branch H: Capitation Payment <
¢ Collecting Clinic — Click
g Apply to Charges ‘<Fami\y> ﬂ Credit Card Teminal: | E. T erminal g
E3
the search button *?/ to select |
a clinic. Nale: 7
s
*  Date — Payments are .
automatically assigned the #pply Remaiing | Remave fppiied | [~ Do not automatically aloate I 4 Fost | Cancel |
current System date, but you Date ‘ Encounte... | Code |Th | Patient Provider ‘ Clinic | Charge | Other .. | Guar ... | Applied | Balanc =
12/03/03" D2385 15 Crystal Croshy MHAYES  AF 13000 4000© 1000 000 900
07/20/14* D640 6 BrentCrosby DESMITH  AF 75000 000 75000 000 7500
can change the date as needed. 07/29/14" D6240 7 BrentCroshy DESMITH  AF 75000 000 75000 000 7500
07/20/14* D6750 5 BrentCrosby DESMITH  AF 75000 000 75000 000 7500
° T}’Pe — Select the correct 07/29/14% D6750 &  BrentCrosby D AF 75000 000 75000 000 7500
07/20/14* D711l 31 Brent Crosby AF 7100 000 1420 000 7LD
H H 03/10/15" D010 Brent Croshy CENTRAL 16500  0.00 000 000 1650
payment type. For information 03/10/15* D7285 Brent Crosby CENTRAL 16500 000 16500 000 1650
03/30/15" D2750 4  BrentCroshy  DES) CENTRAL 85000  0.00 000 000 8500
about how to set up payment 03/30/15" POCHK  BrentCrosby DESMITH  CENTRAL 10000 000 10000 000 1000
he “C - 04/17/15" D150 Brent Croshy ~ DESMITH  AF 18500 000 18500 000 1850
types, see the Lustomizing 04/17/15¢ D1110 Brent Crosby  DESMITH  AF 16500 000 16500 000 1650
» .. 03714117 D0120 Brent Croshy ~ DESMITH  AF 15500 0.00 000 000 1550
Payment Types tOplC n the 03/14/17 D1110 Brent Crosby ~ DESMITH  AF 16500 0.00 0.00 000 1650
. . 0372017 D0120 Tom Crashy ~ DESMITH  AF 15500 0.00 000 000 1550
Dentrix Enterprlse Help 03/2017 D0210 Tom Crosby  DESMITH  AF 18500 0.00 000 000 1850~
4 1 ] *
Total Remaining Total Charges | Total Other Cr| Total GuarEst| Total Applied | Family Charges Balance
0.00 5816.00 40.00 3639.20 0.00 5776.00
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Amount — Type the dollar amount of the payment.
Check # — If the patient is paying with a check, type the Check # and Bank/Branch # of the check.

Apply to Charges for — Select “<Family>" to list charges for the entire family with the amount owed
to each provider; or, to list only a specific patient’s charges, select that patient. For information about
how to set up the Apply to Charges for list default selection, see “Setting Up Program Preferences”
in Chapter 1: Introduction and Initial Setup.

Note — Document any unusual circumstances surrounding the payment.

When you enter an amount, Dentrix Enterprise will automatically allocate the payment to the oldest
provider balances, according to the charges listed. The amount applied appears in the Applied column.
You can apply any remaining amount or edit the applied amounts as needed:

To apply a remaining amount, select the desired charges (to select multiple charges, while holding
down the Ctrl key, click each charge), and then click Apply Remaining. The amount in the Total
Remaining field is applied to the selected charges.

Note: If the amount exceeds the guarantor estimate, a dialog box will appear. Select either Do not
apply the remaining amount (to only apply an amount equal to the guarantor estimate) or Apply
the remaining amount to the balances (to apply the remaining amount but not exceed the total
charge, which can be paid by insurance and will result in overpayment), and then click OK.

To remove applied amounts, select the desired charges, and then click Remove Applied.

To edit an applied amount, double-click the desired charge to enable the applied amount to be
edited, type the correct amount to be applied, and then click the check mark £

If a credit results from how you have applied or unapplied amounts, to have the credit not be applied
to any listed charge when anyone attempts to apply suspended credits to the account, select Do Not
Automatically Allocate.

Click OK/Post.

If all or a portion of the payment has not been applied to any charges, a message appears and ask if you
want to suspend the amount. Click Yes. The unapplied amount will be suspended but can be applied at a
later time as explained in “Applying Suspended Credits” in this chapter.
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Posting Payments to Payment Plans

You can credit a payment toward a payment plan balance.

To post a payment to a payment plan

1.

Dentrix Enterprise 11.0.2 User’s Guide

|4 Dentrix Ledger - (Croshy, Brent) [AF] [UTC -07:C

File T UPTD - Insurance

Date Name Surface | To

loa_@l;zooa Brent Crosby

372172003 <Eamihss

In the Ledger, with a patient selected, from the Transaction menu,
click Enter Payment.

The Enter Payment dialog box appears.

Enter the
payment
information. For
details on posting
payments,

see “Posting

Payments” in this
chapter. @

Under Apply to,
select Payment

Plan, and
then select the
payment plan

to which you
want to apply the
payment.

Click OK/Post.




Applying Suspended Credits

Since Dentrix Enterprise uses line-item accounting, payments and adjustments should be applied to posted
procedures. However, for times when it is necessary to suspend a payment or credit (such as for a pre-payment
or an overpayment), you may do so. Then, once charges are posted, you can apply the suspended amount

toward those charges.

To apply a suspended credit

1. In the Ledger, with a guarantor or patient selected, from the
Transaction menu, click Apply Suspended Credits.

The Apply Suspended Credits dialog box appears.

|14 Dentrix Ledger - (Croshy, Brent) [AF] [UTC -07:C
Hile™ O = Transaction flnsurance
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FERPEEEEE
Date Name | Surface! To
’03;’31/2003 Brent Crosby

N3/91 /9013 - Eommikes

2. Select the credits to be applied,

|14 Apply Suspended Credits

Mote. |

o =S
Operator: |DSMITH

| Clinic | Descript... |/| Credit' Allocated I App\iedl Balancal

or click Select All to select all Selectal
. Select Suspended Credit(s] to Apphy:
SuSanded CredltS. Date | Encounte... | Chec... |, ‘Patiant
05/15/14* 12342... 2 <Family>
07/29/14% <Family>

Tip: To view or update the
payment note for a selected
credit, click Note.

CEN...
AF

CheckP...
Check P...

1000.00  585.00% 0.00 41500
34.00 0,00 0.00 34.00

Total Credits | Total Allocat... | TntalApphedl Family Credits Balance‘

1034.00

5850gsm~ 000 449.00 |

3. From the Apply to Charges |
for list, select “<Family>” ( Gl l )
’ y 4 Apply Creditfs) | Remove épplied I + Flagged to not autamatically a\lnc( 5 K./Post Cancel

to list charges for the entire
Date | Encounte... | Code | Th | Patient |

Provider

[ clinic

| chorg®=fhicr ... [ Guar ... [ Applicd [ Balance ~

family with the amount owed 12/03/03° 02385 15 Crystal Crosty
D7111 31 Brent Crosby

MHAYES
DESMITH

AF
AF

13000  40.00% 10.00 0.00 90.0C
71.00 0.00 14.20 0.00 71.00

to each pI'OVidCI‘; or, to list only o7/20na-1 [ D6750 |5 ] Brent Crosby | DESMITH _JAF | 75000 000 | 75000] 000 750.00
07/29/14 D6750 8  BrentCrosby DESMITH  AF 75000 000 75000 000 750
H H 2 07/29/14 D6240 6 BrentCrosby DESMITH  AF 75000 000 75000 000 75000
asp ecific patients Charges’ select 07/29/14 D6240 7  BrentCrosby DESMITH  AF 75000 000 75000 000 750
. : . 03/10/157 D010 BrentCrosby ~ DESMITH  CENTRAL 16500 000 000 000 165.C
that patient. For information 03/101157 D7285 BrentCrosby  DESMITH  CENTRAL 16500 000 16500 000 16500
03/30/157 D2750 4  BrentCrosby DESMITH  CENTRAL 85000 000 000 000 85000
about how to set up the APPIY to 03/30/15" POCHK BrentCrosby ~ DESMITH  CENTRAL 10000 000 10000 000  100.0C
h for list defaul lecti 04/17/157 DO150 Brent Crosby ~ DESMITH  AF 18500 000 18500 000 185.C
C arges ror list derault selection, 041715 D110 Brent Crosby ~ DESMITH  AF 16500 000 16500 000 1650C
« . 03/14117 D0120 Brent Crosby ~ DESMITH  AF 15500 0.00 000 000 155.C
see Settmg Up Program nm"um D110 Rrent Croshv  DESMITH  AF 16500 0.00 000 000 1‘ﬁinr &
‘ [ L3
3 .
Preferences” in Chapter I: [ Total Charges | Total Other Cr| Total GuarEst| Total Applied | Family Charges Balance |
. e 5816.00 40.00 363920 0.00 5776.00
Introduction and Initial Setup.. ' ‘
Click Apply Credit(s).
Click OK/Post.

Tip: To see which charges and credits are linked, select a transaction in the Ledger, and then, from the
View menu, click Show Transaction Links. All linked transactions will be selected.
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Posting Adjustments

Dentrix Enterprise aligns itself with generally accepted accounting principles (GAAP), which recommends
that you enter adjustments to correct posting errors, record refunds, and offer discounts. Posting adjustments
instead of just editing procedure amounts will allow you to accurately track how those adjustments

(like friends and family discounts) affect revenue. In Dentrix Enterprise, you can enter the two types of
adjustments: a credit adjustment, which lowers an account balance; and a charge/debit adjustment, which
raises an account balance. Additionally, since Dentrix Enterprise uses line-item accounting, you allocate a
credit adjustment to one or more procedures (line items). For information about setting up adjustment types,

see the “Customizing Adjustment Types” topic in the Dentrix Enterprise Help.

To post an adjustment

1. In the Ledger, with a guarantor or patient selected, from the B S B o P i
Transaction menu, click Enter Adjustment.
The Select Adjustment Type dialog box appears. s pee | T
2. Select either Credit Adjustment (-) (if the adjustment reduces the & Codtidh
. . + Credit Adjustment [-],
?ccount balance) or Charge Adjustment (+) (if the adjustment £ Chargo Atmont s 2)
increases the account balance).
3. Click OK. Then, post the adjustment. 3 ) Concel |
For a credit adjustment, do the following:
a. In the Enter Credit Adjustment dialog box, set up the following options:
*  Collecting Clinic — Click
the search button **/ to ‘ WAl Enter Credit Adjustment ===
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select a clinic. Operator, [ENTERPRISE Cellecting Clinic: [CENTRAL > ATEY Frofessional D
-Cash Discount
[o7emz T Credit Adyustment
° Date _ By default, the Date: 0441772013 Encounter #: _\’Jﬁt;_D"IUS syl
. 5> . Amount: 0.00
adjustment’s date is a
> -
tOdayS date’ but you can Apply to Charges lor:l(Famin> j
change it. et | .
|
*  Type — Select the correct ¥
adjustment type.
Apply Remaining ‘ Remove &pplied ‘ [~ Do not automatically aungatal OK./Post | Cancel |
*  Amount — Type the dollar
. Date ‘ Encounte... | Code | Patient Provider | Charga‘ Other ... | Guar ... |App\|ed | Balance|
amount of the ad) ustment. 12/15/05% D1120  Timothy Smi.. HYGL 3400 2680 0.00 0.00 7.20
10/15/96™ D260  James S Abb.. DDS2 90.00 0.00 0.00 000 90.00
01/09/00% D750  James S Abb.. DROBEB CENTRAL  613.00 0.00 0.00 000 61300
° Apply to Charges for — 01/09/12 DE240  James S Abb.. DROBE CENTRAL  620.00 0.00 0.00 000 62000
« . » . 01/09/12 D6240  James S Abb.. DROBEB CENTRAL  620.00 0.00 0.00 000 62000
Select <Fam11y> to list 01/09/12 D6750  JamesS Abb.. DB@RE CENTRAL  613.00 0.00 0.00 000 61300
. . 01/20/12 DI110  James § Abb... PROVO 48.00 0.00 0.00 000 4800
charges for the entire famlly 01/21/12 DO140  James S Abb... CENTRAL 3500 0.00 0.00 000 3500
. 01/31/12 DO160  James § Abb... CENTRAL 3800 0.00 0.00 000 3300
with the amount owed to 02/27/12 DZ150  Patricia Abb... CENTRAL  75.00 000 1500 000 7500
each provider; or, to list
only a specific patient’s
charges, select that patient.
For information about Total Remal... | lotal Charges | | otal Other Cr| lotal Guar Est| | otal Applied | Family Charges Balan...
0.00 2786.00 15.00 0.00 2759.20
how to set up the Apply

to Charges for list default

selection, see “Setting Up Program Preferences” in Chapter 1: Introduction and Initial Setup.

*  Note — Type the reason for the adjustment.
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b. When you enter an amount, Dentrix Enterprise automatically allocates the adjustment to the oldest
provider balances, according to the charges listed. The amount applied appears in the Applied column.

You can apply any remaining amount or edit the applied amounts as needed:

To apply a remaining amount, select the desired charges (to select multiple charges, while holding
down the Curl key, click each charge), and then click Apply Remaining. The amount in the Total
Remaining field is applied to the selected charges.

Note: If the amount exceeds the guarantor estimate, a dialog box will appear. Select either Do not
apply the remaining amount (to only apply an amount equal to the guarantor estimate) or Apply
the remaining amount to the balances (to apply the remaining amount but not exceed the total
charge, which can be paid by insurance and will result in overpayment), and then click OK.

To remove applied amounts, select the desired charges, and then click Remove Applied.

To edit an applied amount, double-click the desired charge to enable the applied amount to be
edited, type the correct amount to be applied, and then click the check mark £

If a credit results from how you have applied or unapplied amounts, to have the credit not be applied
to any listed charge when anyone attempts to apply suspended credits to the account, select Do Not

Automatically Allocate.

c. Click OK/Post.

For a charge adjustment, do the following:

a.

In the Enter Charge Adjustment dialog box, set up the following options:

Clinic — Click the search

button | to select a clinic.

Date — By default, the
adjustment’s date is today’s
date, but you can change it.

Type — Select the correct
adjustment type.

Amount — Type the dollar

amount of the adjustment.

Provider — Click the search
button >

Enter Charge Adjustment

Operator: ‘ENTEHPHISE Cliriic: |CENTF|AL ﬂ
Date: |04/17/2013 Encounter #:
Amnaunt; 0.00 Provider: |DDS1 ﬂ

Apply Charges: \<Fam\|y> ﬂ

Type:

+Patient Refund

Hete: ||

‘ b ’DKI’PDSI Cancel

to select the appropriate provider for the adjustment.

N

Apply to Charges for — Select “<Family>" to apply the charge to the entire family’s balance; or, to
apply the charge to only a specific patient’s balance, select that patient. For information about how
to set up the Apply to Charges for list default selection, see “Setting Up Program Preferences” in

Chapter 1: Introduction and Initial Setup.

Note — Type the reason for the adjustment
Click OK/Post.
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Posting Finance and Late Charges

Dentrix Enterprise aligns itself with generally accepted accounting principles (GAAP), which recommends
that you enter late charges and finance charges instead of editing a procedure amount. This will allow you to
accurately track how those late charges and finance charges affect revenue.

To post a finance or late charge

1. In the Ledger, with a guarantor or patient selected, from the A e
Transaction menu, click Enter Finance Charge or Late Charge. 1 e —opreme—pe] [ ercacion_Josurence
The Enter Finance Charge or Late Charge dialog box appears. Sy £

. . [03/31/2003 Brent Crosby
2' Set up the fOHOWIHg OPUOHS: Enter Finance Charge or Late Charge
° Clinic — Click the search Operatar. [ENTERPRISE Clinic: [CEMTRAL »| Type: & Finance Charge
button ¥y to select the Date: 041742013 Encounter #: " Late Charge
correct Clinic. Amount: 0.0o Provider: |DD51 ﬂ
#pply Charges: [<Family> |
e Date — By defaulg, the o
[ | -
. b . >
adjustment’s date is today’s & N\
date, but you can change it. \ 2 ) i
*  Amount - Type the dollar < 3 )DK/PDSI | cans

amount of the charge.
*  Provider — Click the search button **/ to select the appropriate provider for the charge.
*  Type — Select the correct type of charge: Finance Charge or Late Charge.

*  Apply to Charges for — Select “<Family>” to apply the charge to the entire family’s balance; or, to
apply the charge to only a specific patient’s balance, select that patient. For information about how
to set up the Apply to Charges for list default selection, see “Setting Up Program Preferences” in
Chapter 1: Introduction and Initial Setup.

*  Note — Type an explanation for a finance or late charge.

3. Click OK/Post.
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Editing Current Transactions

From time to time, a posting mistake will be made, and you will need to correct it. You can edit and delete
procedures, payments, and adjustments that have not been moved to history (when closing a month).
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Procedures attached to an insurance claim cannot be edited until the claim has been deleted. For information
about how to delete a claim, see “Deleting Dental Insurance Claims” in this chapter.

To edit a current transaction

1. In the Ledger, with a

Date I Marme

I Surface I Toothl Check # I Code | * I Description

patient selected,
double-click a

transaction.

07/29/2014 Brent Crosby
07/29/2014 Brent Crosby
07/29/2014 Brent Croshy

D&750
Da750
D6240

Retainer crn-porc fused-
Retainer crn-porc fused-
Pontic-porcelain fused t

The Edit Or Delete
Procedure dialog box
appears.

2. Make any necessary
changes to the transaction.
For an explanation of the
options available for editing
transactions, see “Editing
Treatment” in Chapter 4:
Patient Chart.

3. Click OK.

Brent Croshy

5
8
6
7

Pontic-porcelain fused t4

Edit or Delete Procedure

Operator: | DSMITH

Date: IDS.-"D?.-'?D‘I |
»]

Frocedure: ID‘I 110

Clinic: | &4F >

Amount: IW
RO 2o

Provider: [DSMITH ﬂ

Prophylaxis-adult

Overide Ins. estimate

™ Prim. Insl
[ Sec. Ins.l

o Mot Bill Dertal Insurance

uire Start/Completion D ate

II'H

2

Encounter #: I
Start Date:l Completion Date:l

Procedure Status
© Treatment Plan

Approval Status
I MHone ar l

' Completed

" Esisting-Current Prov

" Esisting-Other Proy

Modiier [

Condition:
iad |
Invalidate Upon Completion:

© Automatic

 None

\N_/
N
o Wfication
/

Diagnoses: ﬂ I

Motes:

with

Credits »> |

General zcahhg with hand instruments. Ultrazonic scaler on lower anteriors-ingual. =
y Baking gefia uzed on upper and lower arch. Flossed all contacts. Patient rinzed
edicated ringe after P

Related Referral
Refered:
|6 Dr. Evans, Jeff

1D Mumber Type

ﬂ Hemovel -

1D Mumber

Delete |

e Cancel |
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Deleting Current Transactions

You can delete a transaction that has been posted in the Ledger or Patient Chart and has not been moved to

history (when closing a month).

Before you can edit or delete a procedure, you must delete any claims linked to that procedure.

To delete a current transaction

1. Inthe Ledger, with a Date I MName I Surface I Toothl Check # I Code | * I Description
patient selected, 07/29/2014 Brent Crosby 5 D&750 Retainer crn-porc fused-
double-click a 07/29/2014 Brent Crosby 8 D&750 Retainer crn-porc fused-
. 07/29/2014 Brent Croshy 3] 06240 Pontic-porcelain fused t
transaction. Brent Croshy Pontic-porcelain fused t4

The Edit Or Delete
Procedure dialog box

Notes: |General scaling with hand instruments. Ultrasonic scaler on lower anteriors-lingual. — «
aPPeal'S- w Baking soda used on upper and lower arch. Flossed all contacts. Patient rinsed
with a medicated rinse after P
2. Click Delete in the lower-left Ciedits >> | i
corner of the dialog box. On Related Referal
h ﬁ . h Referred: 1D Number Type 1D Mumber
the confirmation message that [BY: Dr. Evans, Jeff 2] Remove -
appears, click OK. =

&@ Cancel
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Invalidating Transactions in History

Dentrix Enterprise saves your office from repetitive data entry by posting procedures to both the Ledger

and Chart at the same time. However, a different standard regarding record keeping exists for each module.
The Ledger, as a financial record, uses generally accepted accounting principles (GAAP). In contrast, the
Patient Chart is a clinical record of patient care. Then, what do you do when you discover a posting error for
a procedure in a month that has been closed out? The procedure has been locked to prevent deletions and
changes, which is good for a financial record, and you can simply enter an adjustment in the Ledger to correct
the problem. However, the clinical record needs to accurately represent the actual care given, but you can’t
delete or change the procedure or “adjust” the clinical record in the Chart. To solve this discrepancy, Dentrix
Enterprise allows you to invalidate a procedure in history (in closed out months). Invalidating a procedure
removes it from the Chart while leaving it in the Ledger.

To invalidate a history transaction

. N g S D PR AL LR P ) A
L. In the Ledger, witha  |03/21/2003 <Family> Adjust.. * Credit Adjustment
patient selected, 04/01/2003 |Brent Crosb: BEZ TH D4355 | * |Full mouth debridem
double-click a 04/01/2003 Brent Crosby UR D9630 * IRRIGATIOM PER QUAL
Procedure in hiStOTY Validate / Invalidate Procedure in Histol
Note' If to the left Of the procedure Walidate / [nvalidate Procedure ™ Require Start/Completion D ate
d . h . . l( (*) h ’7 @ Walidate Procedure ¢~ Trvali focedure StartDate:I
eSCrlPthn, there 1s an asteris , the .
Completion Date:l
transaction 1s 1n hlStOfy. Dperator:lw Clinic:h
Frocedure Status
[t :IU'I.-"US.-‘?UUU E b ﬂ:l
The Validate/Invalidate Procedure in * e € Treatment Plan
Procedure: IDB?SD Fietainer crn-porc fused-hi nob Approval Status
History dialog box appears. oo [E] Dverride Ins. estinate e =]
. . i ™ Frim. Ins I ' Completed
2. Under Validate/Invalidate Procedure, -
l‘ k I a_l'd P d Amount'lm O] S e I—  Existing-Cument Proy
clic nvalidate I'rocedure. ) - " Existing-Other Prov
. R 0.00 Madifier: |
3. Clle OK F'rovideer [~ Do Nat Bill Dental Insurance
The invalidated transaction is removed Bt o]
from the Patient Chart but left in the Disgpases: ||
Ledger as a history transaction. In the . :

Ledger, a plus sign (+) appears to the left of
. .. . . Credit
the transaction description to indicate that EEE i

the transaction has been invalidated. Related Referal
I ’7 Referred: 10" Mumber Type 10" Humber
mportant: »»| Remove -
p L |
*  DPost an offsetting adjustment equal to 3 Cancel |

the amount of the procedure, as the
account has already been billed for that
procedure.

* Ifneeded, post the procedure again using the correct information. Be sure to change the date to
reflect the date the procedure was originally posted, and change the charge amount to zero because
the account has already been billed for the procedure.
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Processing Dental Insurance Claims

For most offices, handling insurance claims is a big part of the practice management routine. Therefore,
Dentrix Enterprise includes many features to help you generate claims for insured patients when they receive
treatment. You can print claims or send them electronically. Also, you can post payments for claims submitted
to insurance carriers.

Additionally, billing dental insurance can be a complicated operation because of the inconsistent way different
insurance carriers handle claims. Fortunately, Dentrix Enterprise has the tools to handle most insurance
situations.

This section covers the following topics about processing dental insurance claims:

Understanding Insurance in the Ledger

Creating Primary Dental Insurance Claims

Changing Dental Claim Information

Including Attachments with Dental Insurance Claims
Reprinting Dental Insurance Claims

Deleting Dental Insurance Claims

Posting Dental Insurance Payments

Creating Secondary Dental Insurance Claims

Editing or Deleting Dental Insurance Payments

Indicating Dental Insurance Benefits Used and Deductibles Met

Understanding Insurance in the Ledger

The Ledger module provides much insurance information at a glance:

Dentrix Enterprise 11.0.2 User’s Guide

Insurance coverage — You can easily tell if a patient has insurance coverage by looking at the Ledger
menu bar. The Insurance option is available if a patient has been assigned insurance in the Family File. If
the Insurance option is unavailable but the selected patient has insurance, on the View menu, make sure
that All (with running balance) does not have a check mark.

Procedure or claim status — From the transaction log, you can quickly see the status of a procedure or

claim. The Ins column indicates whether or not a procedure has been billed to insurance: if the column
is empty, the listed procedure has been attached to an insurance claim; if the column displays “No,” an

insurance claim has not been created for the procedure.

Claim amounts — Once a dental insurance claim has been created, the Outstanding Billed to Insurance,
Expected from Dental Insurance, and Guarantor Portion of Total Balance amounts will change to
reflect the amount of the procedures on the claim and the insurance coverage percentages.

Note: The insurance estimates in the Ledger and on billing statements only include procedures that have
been billed to dental insurance. The entire procedure cost is allocated to the Guarantor Portion of Total
Balance until a dental claim is created for the procedure.

Submission status — An insurance claim will have “Not Sent,” “Sent,” or “Received” as part of its
description in the transaction log. A claim is considered “not sent” until it is sent to the Batch Processor
or printed. A claim is considered “sent” once it has been sent to the Batch Processor or printed. A claim is
considered “received” when a payment is entered.
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Creating Primary Dental Insurance Claims

You will create an insurance claim each time an insured patient receives treatment. You can create a claim
immediately after a patient checks out, or you can create a batch of insurance claims at the end of the day. In
Dentrix Enterprise, creating and sending a claim can be as simple as clicking one button. Determine which of
the following methods for creating claims you want to use in your office.

To create a claim

1. In the Ledger, with a patient selected, do one of the following:

& Dentric Ledger - (Croshy, Brent) [AF] [UTC -07:00 [M*

Create a claim for today’s procedures. This option is the

simplest way to create a claim. Use this method for creating
a dental insurance claim immediately after procedures have
been posted. From the Insurance menu, click Today’s
Procedures, Today’s Procedures - Direct Print, or Today’s Procedures - Batch. Or, you can click
the Ins. Today’s Proc. button U] on the toolbar.

Date Surface | Tooth

03/31/2003 Brent Crosby

03/21/2003 <Famihy>

Dentrix Enterprise creates a dental claim that includes all procedures posted on the current system
date.

Create a claim for specific procedures. Use this method for creating a dental insurance claim for a

specific procedures or procedures that were posted on another date.

a. Select the procedures for which you want to create a dental claim (to select multiple procedures,
while holding down the Ctrl key, click the desired procedures).

b. From the Insurance menu, click Selected Procedures, Selected Procedures - Direct Print, or
Selected Procedures - Batch. Or, you can click the Ins. Selected Proc. button

on the toolbar.

Dentrix Enterprise creates a dental claim that includes all selected procedures.

Note: For information about how to set the printing default for the Ins. Today’s Proc. button and Ins.
Selected Proc. button, see “Setting Up Direct Print Options” in Chapter:1 Introduction and Initial
Setup.

One of the following occurs:

If, from the Insurance menu, you select Today’s Procedures or Selected Procedures to create
a dental claim, before the claim is sent, the Primary Dental Insurance Claim window appears,
allowing you to edit the claim information.

Note: You only need to edit a claim when it requires special handling, such as the addition of a
narrative or to indicate that you are attaching X-rays.

Dentrix Enterprise sends the claim to the Batch Processor or prints it immediately. Ignore the steps
that follow.

2. Make any necessary changes to the dental 4 Primary Dental Insurance Claim (02/13/2012) Sent
claim as explained in “Changing Dental Claim T e et Prc] Help
. » . . Patient: Abbott, James 5 Carrier: Aetna Dental
Informatlon n thlS cha ter. Subscriber: Abbott, James 5 Group Plan: HSPS detna
P
Employer: HSPS fé\ [Release of Info/Assiar
3. To batch, send, or print the dental claim, on the menu Billng Provider: Smih, Der\ '~/ Claim Information
bar, CliCk P rint. Rendering Provider: Smith, Dennis D Diag. Codes:
Pay-To Provider: Smith, Dennis D
?ooth Surface Description Date Code |
Limited oral evaluation 01/31/2012 | DOT40 |
D etail/extensive oral eval, 01/31/2012 | DOTED

273
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The Insurance Claim Print dialog box appears.

4. Under Include, Claim is selected by default and unavailable if there are no
attachments. If there are attachments, Claim and Attachment(s) are both selected
by default. You can clear Attachment(s) if you are not including any attachments.

3 Insurance ... @

Include
¥ Claim

4 v Attachment{z)

5. Do one of the following:

I Send to batch |

¢ (lick Send to Batch to send the claim to the Batch Processor.

Send Electronically |

Cancel

e Click Send Electronically to send the claim through electronic filing.

e Click Print to print the claim now.

Note: If you click Cancel, the claim status will be “Not Sent.” (This is not
recommended.)

Changing Dental Claim Information

When a dental insurance claim is created, a standard set of information is used to fill out the claim. If you
need to add non-standard information to a dental claim, you can edit the claim information from the
insurance claim window. You can access the insurance claim window from the Ledger using one of the
following methods:

*  Double-click an existing claim in the Ledger transaction log.

* Ifyou have not yet created a dental claim for procedures posted today, from the Insurance menu, click
Today’s Procedures.

* Ifyou have not yet created a dental claim for procedures posted on a day other than the current system
date, select the procedures, and then, from the Insurance menu, click Selected Procedures.

The Insurance Claim window is made up of the following boxes called “blocks”: Subscriber Information,
Billing Provider, Rendering Provider, Pay-To Provider, Claim Information, Diagnostic Codes,
Procedure Information, Payment Information, Claim Status, and Insurance Plan Notes.

Subscriber Information Diagnostic Codes Claim Information
3 Primary Dental Insurance Clainp (02/13/2012) Sent @
File Claim Enter Payment Npte Print Help
Patient: Abbott, James S Carrier: Aetha Derta)
Subscriber: Abbott, James 5 Group Plan: H5PS Aetng
Employer: HSFS [Release of Info/Azzign of Benefits] [Sefondary Insurance]
Billing Prowider: Smith, Dennis Claim Informatiof: Mon-Standard
Providers Rendering Prowider: Smith, Dennis Diag. Codes:
Pay-To Provider: Smith, Denniz D
?oolh Surface Description Date Code Fee Ins Amt
Limited oral evaluation 01/3/2012 | Do140 35.00) 0.00 -
Procedure Detail/extensive oral eval, 01/31/2m2 | DOED 38.00 0.00 i
Information il
Total Billed: 73.00| Pmt Date Pmt Amt Description Check #
Payment E st Ins Portion: Fa00 ~
and Ins Amt Total: 0.on [
Adjustment Total Paid: 000 -
Information Total Credit Adj: 2300 Adj Date Adj Amt Type
Total Chrg Adj: n.on ~
Ded 5/P/0: 2/0/0 |
Status Invoice #: 010000360 Insurance Notes
Create Date: 02/13/2012  Tracer: Aszk for Debbie if you have coverage questions.
Date Sent : 02/13/2012 On Hold:
Re-Sent:
Yoided:
Claim Status Mote:

Claim Status Insurance Plan Notes

To edit the information in any of these blocks, double-click the desired block.
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Editing Patient and Subscriber Information

The Subscriber Information block displays the patient name, subscriber name, employer, insurance carrier
name, and group plan name. If Release of Information and/or the Assignment of Benefits were selected
in the Family File when assigning insurance, “Release of Info” and/or “Assign of Benefits” are listed in

parentheses.

To edit subscriber information for the claim

1. Double-click the Subscriber Information

block.

Z Primary Dental Insurance Claim (02/13/2012) Sent

The Patient/Insurance Information dialog
box appears.

2. Edlt the following information: 4 Patient / Insurance Inf @
e Signature on File — Whatever options
are selected in the patient’s Family File are the defaults for W ssignment of Benefis
all insurance claims created for the patient. Changes made 10 N (55845 [T
to the Signature on File options in the Patient/Insurance ZETE =
. . . Lifetime Annual Annual
Information dialog box affect the corresponding dental Individual Indvidual Famiy
. . Standard Required: | 0.00 R00.00 1500.00
claim only. Select or clear the options as needed.
Met: [0.00 |n.oo |0.00
* Release of Information — Select this option to indicate Preventive Required: |0.00 100000 |3000.00
to the insurance carrier that the patient has signed release Met [000  fooo oo
forms authorizing the office to submit information on Other Requiredt (000 150000 [4500.00
the patient’s behalf. Met: [0.00 |0.00 |0.00
Individual F arnily
* Assignment of Benefits — Select this option to indicate Masimum Benefits: |50000.00 | 15000.00
to the insurance carrier that the patient has signed el it B L]
release forms authorizing the insurance carrier to send
reimbursement to the office rather than the patient. 3 —

File Claim Enter Payment Note
Patient: Abbott, James 5

Subscriber: Abbott, James 5
Employer: HSPS

Print Help

O,

Carrier: Aetha Dental
Group Plan: HSPS Aetna

[Release of Info/Assign of Benefits]

Billing Provider: Smith. Denniz 0 [ Claim Information: Mon-Gtanday

N’

ID Number (SS#) — The subscriber’s ID number from the
Family File is automatically put into the dental claim. You
can change the subscriber ID that appears on this claim.

Deductible and Benefits — In the Family File, you can indicate a subscriber’s maximum benefits and
deductible(s). With this information, Dentrix Enterprise can provide you with accurate insurance
estimates, which take the plan maximums and deductibles into account. The Patient/Insurance
Information dialog box displays both the entered maximum benefits and deductibles for the carrier,
as well as the benefits used and deductible met amounts. If necessary, you can edit deductibles

met and benefits applied in the appropriatefields. Once the information has been posted, Dentrix
Enterprise will use the updatedinformation for calculating all future insurance estimates for the
patient or family.

Update Secondary — If the secondary (or tertiary or quaternary) dental insurance information

was entered after the primary dental claim was created, the dialog box has an Update Secondary
Insurance (or Tertiary or Quaternary Insurance) check box. Dentrix Enterprise will not use the new
secondary (or tertiary or quaternary) dental insurance information until this check box has been
selected.

3. Click OK.
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Changing Providers

You can change the billing provider, rendering provider, and/or pay-to provider for the dental claim. For
information about setting up the default providers for these blocks, see “Setting Up Practice Defaults” in
Chapter 1: Introduction and Initial Setup.

To change a provider for the claim

z Primary Dental Insurance Claim (02/13/2012) Sent
1. Double-click the Billing Provider, Rendering File Claim EnterPayment Note Print Help
1 . 1 Patient: Abbott, James 5 Carrier: Aetna Dental
Pl‘OVldCl‘, or Pay TO Pl'OVldCl‘ bIOCk' Subscriber: Abbott, James S Group Plan: HSPS Aetna
. . Employer: H5PS [Release of Info/éssian of
The Select Provider dialog box appears. — T T— - -
Billing Provider: Smith, Dennis D P Claim Information: N
Search for and select the appropriate provider. Rendering Provider: Srih, Derris D (1] ) Diag. Codes:
Clle OK Pay-To Provider: Smith, Dennis D
Tooth|Surface| Description Date Code
| IE S e e 01/31/2012 | DO140
Select Provider 01/31/2012 | DOTED

Search By:

@ This Clinic | &l Providers

1] Lazt Mame:
Al Clinics | In ApptBook.

Cliic |D

. Bngela
hinis

Srith, Denriz D
Erown, Mary D C
Hewitt, Mark O C
Robb, David MESA
Kimball, Jacob & MESA
MeClure, Jeffrey AF
( 3 ' 0K | Cancel
VA
S
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Editing Claim Information

The Claim Information block displays information that is specific to a patient and a dental insurance claim.
Those items are found on a standard ADA insurance claim form. The standard information prints on the
dental claim unless it has been edited.

The block displays “Standard” unless the information has been changed, in which case, “Non-Standard” is
displayed.

Note: When dental claim information is entered or cleared from the insurance claim window, the changes
apply only to the claim currently being displayed and the associated primary, secondary, tertiary, quaternary,
or medical claim. When a new dental claim is created, Dentrix Enterprise uses the default claim information
that was defined for the patient from their appointment. For information about how to set up claim defaults,
see the “Scheduling appointments for existing patients” topic in the Dentrix Enterprise Help.

To change claim information for this claim Sent
Help
1. DOUblC—CliCk the Claim Information block. Carrier: 4etna Dental
Group Plan: H5PS Aetna
The Insurance Claim Information dialog box appears. (Release of Info/Assign of Benefits) _ Jiagendary Insurc

Claim Information: Non-Standal{ 1 )

2. Edit the following information:

Diag. Codes:
* Place of Treatment — To indicate where the treatment
for this claim was performed, click Office, Hosp,
ECEF, or Other. If you
select Other, type the (2)
appropriate COdC. Elnsurance Claim Information U @
Flace of Treatment o For Special/Medicaid Claims
° Pl'e-AuthOl'iZatiOn @ Office " Hosp Pre-Authorization Mumber: Referting Prov: ’7

€ ECF 7 Other First izt D ate Current 5 enies: Fieazon for Pre-Auth:
Number — If a treatment | | ————— ‘0 R
Original Reference Mumber [#]:

" Services Exceed Max.

pre-authorization was

d f h l . Student Status Service Authaorization- E xeeption Code
approve Oor tnis claim MNOME -
pp . > & Mone  Part-Time  Ful-Time | |< ’ = J
type the appropriate pre- A2 aslhilzc
authorization number. Atschments N> =
: ¥ Radiographiz] Enclosed : How Many? |4— [~ Other Attachments I Oral Surgery ™ ReEvaluation
. . o I” Special Case/EPSDT [~ CHDP
*  First Visit Date Current ™ Oral Imagels) Enclosed - r I Moo F ocs
Series — If this claim is [ Modelis) Enclosed: r P Eligibilty Pending
. Fietroactive Eligibility
for treatment that is part Include Attachment(s] | Insurance Ref # ——
. eferring Physician
of a multi-visit treatment, |  puaes Relerred
e the ﬁI'St date Of Dates Drescriptions ﬂé
typ . . . [~ Occup. lliness Or Injury : | | 10 Humber Type 10 Mumber
service for this series of = ap— | | S —
[ Other Accident i LImAET IS S WSSy
treatments. |
[ Services Covered by Another Plan: e —— =
L) : ther Subscrber Information
° Prasth
Orlglnal Reference rasiesis Fiemaining Patient Liability Amount:
Number (#) —Fora # No " Iniial (" Replacement | | Total NonCovered dmount|
voided or resubmitted r | |
Medicaid Claim, type I Orthodantic Treatment-
P Cl ok L. |
the original reference [ Es | 3 )k | consl |
number.

e Attachments — To add, edit, or remove claim attachments, select or clear the appropriate option.
For more information about claim attachments, see “Including Attachments with Dental Insurance
Claims” in this chapter.

3. Click OK.

For comprehensive details about all the options available for changing claim information, see the “Editing
claim information” topic under “Dental” in the Dentrix Enterprise Help.
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Editing Procedure Information

The Procedure Information block lists all of the procedures attached to the dental claim and shows the
tooth, surface, description, date, procedure code, fee, and amount insurance has paid or pre-authorized for
each procedure. The Date column shows the date of completion for the dental insurance claim (or the date
recommended for the pre-treatment estimate—the recommended date does not print on a pre-treatment
estimate). The block can only show up to six procedures at one time, but you can use the scroll bar to view
any additional procedures.

To edit a procedure amount

| == m— =
. . Tooth|Surface Description Date Code Fee Ins Amt
1. To edit the amount the insurance plan Cinited oral evalugtion [ 1 N [ Ti7t/z0iz [ Doian 35.00 o

. . . Detail/extensi | eval, 0/31/2mz2 | Doveo 38.00 0.00
will pay for a procedure on this claim, sliferenveoaleval, \_J

double-click the desired procedure.

Total Billed- 720N PmtNate | Pmt Amb | Nezcrintion

The Edit Insurance Payment
Amount For Procedure dialog box
3 Edit Insurance Payment Armount For Proce @
appears.
Insurance Amount: [[35.00 Update nt Table
2. Type the Insurance Amount (from an EOB, the
amount that the insurance carrier is paying). For

Applied Amount: |12.00

. . . . Pre-Treat Estimate: |0.00 0K
information about the applied amount, see the “Posting o

. .. . Current C - |25.00 Cancel
dental insurance payments” topic in the Dentrix e -overaae s

Enterprise Help.

3. Update the payment table, if applicable.
Important: It is important that you only the payment table only when the payment amount applies to
all patients covered by a given plan. For example, if the estimated insurance portion is different from the

payment amount because money is being withheld toward a deductible, do not update the payment table.
Similarly, if a patient has exceeded his or her maximum benefit, do not update the payment table.

4. Click OK.

Dentrix Enterprise 11.0.2 User’s Guide



Chapter 7: Ledger 279

Editing Payment and Estimate Information

The Payment/Estimate Information block displays the following information:

*  The dates payments were received

*  The check numbers and the amount applied to the deductible
*  The total of the itemized payments/estimates

* 'The total charges for procedures on the claim

*  The estimated insurance portion

*  The total payment or authorized amount

To edit or delete a payment or pre-authorization

1. Double-click a payment or pre- \

|
Total Billed: 7300 Pmt Date

h . . Pmt Amt D

authorization. Est Ins Portion: 73.00 [_04/17/2013 50.00f Insurance Payment 1

. Ins Amt Total: 73.00
The Edit or Delete Insurance Total Paid: 5000

. Total Credit Adj: 23.00 ;i ;i
Payment dialog box appears. o e By Date==|==Adj Amt Type
\ Edit or Delete Insurance Payment [ o] =)
2' Make any necessary Changes’ Operator: [ENTERPRISE Collecting Clinic: [CENTRAL ﬂ

and then click OK/Post to apply N Ercoert[

the changes. For information et b Cheek # 12345

about the options available for

iy

Pre-Auth Number: Bark/Branch #:
Claim Clinic: |[CEMTRAL Payment Type: (¢ Check Payment

£ L

Delete:

insurance payments, see “Posting

Apply Remaining ‘ Fiemove Applied ‘ (NOTE: Insurance Estimates are only for this claim)

OK/Post Cancel

Dental InsuranCC Payments” iIl Mote: [Thiz is a note for the insurance payment
this chapter. z

Date | T.[ Surface | Code | Description | Provider | Charge| Othins | GuarCr| Ins Est | Ins Amt | Applied [ Balance |

3500 0.00
3800 0.00

2300 000 0.00 12.00 0.00
0.00 0.00 0.00 38.00 0.00

Note: To delete the payment 01/3112 D040 Limited oral .. DDSL
. . . 01/31/12 DO0160 Detail/extensi.. DDSL
or pre-authorization, click
Delete and then OK on the
confirmation message that
appears.
Total Remai... Total Charges | Total CtherlIns| Total Guar Cr
0.00 73.00 0.00 23.00

Total Ins Est
0.00

TotalIns Amt | Total Applied Total Balances
0.00 50.00 0.00
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Updating Claim Statuses

The Claim Status block displays the dates the dental claim was created, sent, traced, placed on hold, re-sent
and/or voided. When a dental claim is created, the Create Date defaults to the current date. When a dental
claim is sent, the status is automatically flagged as “Sent,” and the Sent Date defaults to the current system

date.

Note: When a payment or pre-authorization amount
flagged as “Received.”

is entered for a dental claim, the status is automatically

To manually change the status and date for the claim

1. Double-click the Claim Status block.

The Insurance Claim Status dialog box appears.

2. Select a Status: Claim Sent, Tracer Sent, On Hold, Re-Sent,

Status Invoice #: 010000360

Create Date: 02/13/2012  Tracer: @

Date Sent : 02/13/2012 On Hold:
Re-Sent:
Voided:

Claim Status Note:

or Voided; and then type or change the
Date. You can also change the Create Date.

Note: When the claim is listed in the Ledger,
the status of “Not Sent,” or “Sent” and the
associated date are displayed according to
what is set in the Insurance Claim Status
dialog box. The “Received” status and date
depend on the payment or estimate entered
in the Insurance Claim Status dialog box
for this claim.

3. To enter an internal note regarding the claim

(2):

Create Date: 0/314207 Clairn Status Mobe:
Insert Dateline | Clear g

Status Date
¥ ClainSent: [01/3172017 - Tue -Jan 31,2017 04:26:40 pr - »Batched -
™ Tracer Sent: @
[~ OnHald:
[~ BeSent: .
Cvws [ 4

N

status to help track claim activity, position your text cursor in the Claim Status Note field, click Insert
Dateline if you want to insert the current date and time, and then type the desired note.

4. Click OK.
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Editing Dental Insurance Plan Notes

The Insurance Plan Note block displays any notes that have been entered for an insurance plan from the
Family File (for any patient with the same insurance plan). The insurance plan note does not print on the
insurance claim. For information about how to include a note on the claim, see “Adding Dental Insurance

Claim Notes” in this chapter.

To edit an insurance plan note

1. Double-click the Insurance Plan Note block.
The Insurance Plan Note dialog box appears.

Type or edit the notes for the insurance plan.

Click OK.

|
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Insurance Notes

Ask for Debbie if @ovelage questions.

ﬁ Insurance Plan Mote

Insert D ateline E

ksk for Debbie if you have coverage questions.

®

Clear | Cancel |

)

Adding Dental Insurance Claim Notes

You can add a narrative to your claim to document and/or explain treatment.

To add a note that will print on the claim
1. On the insurance claim window’s menu bar, click Note.

The Insurance Claim Note dialog box appears.

2. Type any notes regarding the claim.

Note: When submitting claims
electronically, only the first 125
characters of the insurance claim note
can be transmitted.

3. Click OK.

\Z Primary Dental Insurance Claim (02/13/2012) Sent
Print  Help

Patient: Abbott, James 5
Subscriber: abbott, James 5 G
Employer: HSPS

Billing Provider: Smith. Denniz D

ﬁ Insurance Claim Note

Insert Dateline | i 3

H

A niote specific to this claim here, such as remarks for unusual

services.- Wed - Apr 17,2013 4 @

Clear |

-

N

Dentrix Enterprise 11.0.2 User’s Guide



282 Chapter 7: Ledger

Including Attachments with Dental Insurance
Claims

You can attach radiographs, images, models, documents, and perio charts to dental insurance claims.

To include attachments with a claim

. . rlj1'- Dentrix Ledger - (Crosby, Brent) [AF] [UTC -07:00 [MST]] [DESMITH] [CRO004C] [11/11/1973] [44]
1. Ifyou are not already viewing the ile

insurance claim window, double-

Options  View Transaction Insurance Print Month End  Help

clicking an existing dental claim in the || Scaptne
. 03/31/2003 Brent Croshy Adjust... * Initial Balance Forward
Ledger transaction log 03/31/2002 <Family> Adjust.. * Credit Adjustment
04/01/2003 Brent Croshy D4355 * Full mouth debridemnt,eval/di...
. . . 04/01/2003 Brent Crosby UR D9630  * IRRIGATION PER QUAD
2. In the msurance clalm WlndOW, 04/01/2003 Brent Crosby uL D9630 * IRRIGATIOM PER QUAD
. . . 04/01/2003 Brent Crosby LL D9630  * IRRIGATION PER QUAD
dOUbIC—Clle the Clalm Informatlon 04/01/2003 Brent Croshy LR D9630 * IRRIGATION PER QUAD
04/01/2003 Brent Crosby REFOS * Referred To Oral Surgery
blOCk. 06/19/2003 <Family> Payme.. * Care Credit
06/19/2003 <Family> Adjust.. * Special Adj
. ] 06/19/2003 Brent Croshy Adjust.. * Special Adj
Hle Insurance Cla‘lm Informatlon 12/03/2013 Brent Crosby o 14 D2391 Resin-1 surface, poster R
. 05/15/2014 Brent Crosby ML 20 8 §
dialog box appears. F-mzm-- From Do Clam St =
3. Select whether you are attaching
radiographs, oral images, models, and/ 'HST'“ ]
elp

Carrier: &etna Dental

or other, and then type the number of
. . . . Group Plan: HSPS Aetna
1tems belng attached n the COffCSpOﬂdlIlg HOW [Release of Info/Assign of Benefits) Mndarylnsurance]

Many? ﬁelds. Claim Information: Non-Slandar{ 2 ‘
4. Click Include Attachment(s). ___ |Diao Codes:

Q} Insurance Claim Information

 Place of Treatment
& Office © Hosp
ECF © Other

—

~ Student Statu F— Service Authorization- Exception Code

chool - City

<NOME:» hd

@ None  Pat-Time O Full-Time IBUD T _I
-0y Indicator

r For SpecialMedicaid Claims

Pre-Autharization Mumber: I Refering Prov:

First Visit Date Current Series: I Fieazon for Pre-tuth;
# Required

Original Reference Number [H) I maue

 Services Excesd Max.

T achments [ <HONE> =~
¥ Radiographis) Enclosed . How Many? |4_ [ Other Attachments [~ Dl Surgery I Re-Evaluation
- o [~ Special Case/EPSDT [~ CHDP
[ OralImagels) Enclosed :  How bany? I_ I Medcare I oS
™ Models) Enclosed : Hows Mary? |— ™ Eligibilty Pending
[ FRietroactive Eligiility
4 Include Attachment(s)| |nsuance Ref # I
 Referring Phyzician
. Referred
™ Disabled I—
Dates Descriptions ﬂm‘
™ Occup. liness Or Injury I I 1D Number Type D Number

-

[ Auto Accident I I
[ Other Accident

I Services Covered by Another Plan I

Prosthesi

2nd 1D Mumber T%ﬁe 2nd 1D Mumber

r Other Subseriber Information ————————————

Fieplace Reason  Prior Date Remaining Patient Liability Amount:l

& Mo (" lInifal £ Replacement I I Total Non-Covered Amount:

etz Dz I Estimated HSH | Frimary Claim Adjustment Feasan(s] |
[~ Orthodantic Treatment- Flacement D afe: l— Mos. Femain I_
Clear Cancel |
N
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The Include Attachments dialog box appears.

5. Under Attach From, do any of the following: I Include Atiachment(s) =
*  Click Document Center to attach any images Azl
. . : > Document Center Import Perio Chart
(such as .pngs and .jpgs) in the patient’s ( 5 \ |
Document Center. u et Al |
* Click Import Perio Chart to attach any saved e (oo Tpireae [0 o T
periodontal examination. 02/24/2011  Test itf document.itf Imparted Suppart ...
01/25/2012  1000051_2_113921.per  Peria File
. . . 04417/2013  MIPACS Hrays/pan DocCenter Support D,
° Click Import File to attach any file with an .rtf 04172013 123321 MarElectronic  Suppart D nate for no
or .txt extension. < m | C
6. If you will be including an attachment of another < 7 >A”°"°hme”””f°'ma“°” Remove Attschment
type Wlth a printed claim, CliCk Non-EleCtl'OlliC. when an attachl_'nent iz printed or zent e!ectronically the
most recent version of the attachment will be uzed.
In the Attachment Information dialog box that e
Cloze
appears, type an Attachment Note, select an

Attachment Type and Transmission Code, type a
Control Number, and then click OK.

7. If you want to view or add attachment information for an attachment, select the desired attachment in
the list, click Attachment Information. In the Attachment Information dialog box that appears, type an
Attachment Note, sclect an Attachment Type, and then click OK.

Click Close to return to the Insurance Claim Information dialog box.

Click OK.

Reprinting Dental Insurance Claims

If you have edited an insurance claim, you can reprint it.

To reprint a claim 04355~ Full mouth cebrdermt eval .. 5000 WiAYE:
UR D3630  * IRRIGATION PER QUAD 30,00 MHAYES

1. In the Ledger, with a patient selected, = B Aot EXE
double-click an existing claim in the Lt R N SATON R D AT
transaction log, .+ Specsina s asto e

Adjust... Special Adj 1495.00 DESMITH
D2351 R 90.00 DESMITH

The insurance claim window appears. o 14 Resin-1 surface, poster
ML 20 - - - ---- 125.00 DESMITH
. . --- Prim Dental Claim - S _-
2. On the menu bar, click Print. The T ) Y T

Insurance Claim Print dialog box

ap p cars. E Primary Dental Insurance Claim (02/13/2012) Sent
. . i
3. Ifyou are not including any attachments, clear the - roymreeete P ] Help
Patient: Abbott, James 5

Attachment(s) check box. Subscriber: Abbol. James S 6

4. Click Send to Batch (to send the claim to the Batch le"f":"“ 25|
nciude

Processor), Send Electronically (to send the claim ¥ Claim

through electronic filing), or Print (to print the claim 3 )7 anachments)

HOW). Send to batch |

4 Send Electronically |

Cancel
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Deleting Dental Insurance Claims

You can delete a dental claim after it has been created. If a secondary dental claim has been created, you must
delete the secondary claim before you can delete the corresponding primary dental claim. If a dental claim has
been paid and is in history, you cannot delete it.

For information about how to delete a payment for a claim without deleting the claim, see “Editing or
Deleting Dental Insurance Payments” in this chapter.

To delete an insurance claim

1. In the Ledger, with a patient selected,
double-click an existing claim in the
transaction log.

The insurance claim window appears.

2. From the File menu, click Delete.
On the confirmation message that
appears and cautions you that deleting
the claim will also delete any attached
payments and adjustments, click OK.

03/31/2003
03/31/2003
04/01/2003
04/01/2003
04/01/2003
04/01/2003
04/01/2003
04/01/2003
06/19/2003
06/19/2003
06,/19/2003
12/03/2013
05/15/2014

Brent Crosby
<Family>

Brent Crosby
Brent Crosby
Brent Croshy
Brent Croshy
Brent Crosby
Brent Crosby
<Family>

<Family>

Brent Crosby
Brent Crosby
Brent Crosby

Adjust.. * Initial Balance Forward
Adjust... * Credit Adjustment
D4355 * Full mouth debridemnt, eval/di...
UR D9630  * IRRIGATION PER QUAD
uL D3630  * IRRIGATION PER QUAD
LL D3630  * IRRIGATION PER QUAD
LR D630 * IRRIGATION PER QUAD
REFOS * Referred To Oral Surgery
Payme.. * Care Credit
Adjust.. * Special Adj
Adjust.. * Special Adj

(s} 14 D2391 Resin-1 surface, poster R
ML 20 Bt
[Brent Crosby || | Prim Dental Claim - Set g

0530 [ 31560 [ 61590 |

4 Primary Dental Insurance Claim (02/13/2012) Sent

ile | Claim Enter Payment MNote Print Help

@_

Patient: Abbott, James 5
Subscriber: Abbott, James § G
Employer: HSPS

Billing Provider: Smith, Denniz D
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Posting Dental Insurance Payments

For Dentrix Enterprise to accurately track insurance deductibles and benefits used, you must link insurance
payments to their corresponding dental claims. To help you make sure insurance payments are linked
correctly, when you post an insurance payment, Dentrix Enterprise will automatically itemize the payment
for each procedure according to the estimated insurance portion, but you can easily edit or remove the
applied amount as needed. Deductibles will be applied according to the dental insurance plan’s coverage table
automatically, but you can change or remove any amounts as needed. Also, you can write off an amount
(make an adjustment) while posting the payment.

Tip: For new offices, if the claim for which you are posting payments was not created using Dentrix
Enterprise, post the insurance payment as a guarantor payment. For information about how to add a
payment type, such as “Insurance Payment,” to distinguish these payments from patient payments, see the
“Customizing Payment Types” topic in the Dentrix Enterprise Help.

To post an insurance payment 04/01/2003 Brens Crosby REFOS * Referred To Oral Suraery
06/19/2003 <Family= Payme... * Care Credit
. . 06/19/2003 <Familys Adjust.. * Special Adj
1. In the Ledger, with a patient selected, e/ 0z Bienr Gl et * Special Al
B ] B . 12/03/2013 Brent Croshr 4] 14 D2391 Resin-1 surf: st R
double-click an existing claim in the T - e e

20
BrentCrosby | | |

transaction log.

The Insurance Claim window appears.
\Z Primary Dental Insurance Claim (02/13/2012) Sent
2. On the menu bar, click Enter Payment. @—

Patient: Abbott, James 5

. Subscriber &bbotl, James § 6
The Enter Insurance Payment dialog box appears. Emploer H3F5
. . Bilina Provider- Smith Dermiz D
3. Set up the following options: A ——— o=
L Collccting Clinic — Chck Operator: [ENTERPRISE Collecting Clinic: [CENTRAL ﬂ Standard  Preventive  Dther
o —_— ] [73.00 [0.00 |0.00
the search button *?| to Date [M7177213 oo
he clinic that i Amount 3200 Check #
SeleCt t ¢ clinic t at 1S Pre-duth Number: ank/Branch &
COHeCtlng the payment- T}le Claim Clinic: |CENTRAL Payment Type: @ Check Payment urance Estimates are only for this claim)
Claim Clinic (the clinic Apply Femairing | Remayp Anpied % Adiust YTD Benfta/Deducible ‘ 6 ’nxfpw Cancel
where the claim was created) 5 Tt ot rnaanee pymert e :
appears for your reference. i

[Date  [7.] | Code [ Description | Provider Charge |l |n: st | Ins Amt | Applied [ Balance
. Date — By default, the [o131712 VD00 Limited oral .. DDSL 3500 1200 2300 000 UM 000 000

payment’s date is today’s
date, but you can change it.

*  Amount — Dentrix Enterprise automatically inserts the estimated insurance portion in this field, but
you can change amount of the payment if the paid amount on the insurance check is different.

e Payment Type — Select Check Payment or Electronic Payment (EFT). If the carrier is making
payment to the office with a check, type the Check # and Bank/Branch # of the check.

*  Adjust YID Benefits/Deductible — Leave this check box selected if you want Dentrix Enterprise to
adjust the patient’s year-to-date benefits and any applied deductible accordingly.

*  Deductible Applied For Claim — If money has been withheld toward a deductible, type the withheld
amount in the appropriate fields: Standard, Preventative, and/or Other.

* Note — To document information regarding the insurance payment, type a note.

4. In cases where your practice does not bill the patient, such as with some preferred provider (PPO) plans,
you can quickly create an adjustment to offset any remaining balance. Also, for instances where a negative
payment (refund) is entered for a claim, you can enter an adjustment for that claim. Do the following:

a. Under Enter Adjustment, from the list, select Write-Off(-) or Refund(+).

b. Click $ to adjust off a dollar amount or % to adjust off a percentage of the claim’s remaining balance.
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c. Ifyouselected $, the unpaid balance for the claim appears in the Total Amount field, but you can
change the adjustment amount. If you selected %, the unpaid balance for the claim appears in the
of field. Type the percentage to be adjusted in the % field, and Dentrix Enterprise will calculate the
adjustment amount and populate the = field.

5. When you enter a payment amount, Dentrix Enterprise will automatically allocate the payment to the
oldest provider balances, according to the charges listed. The amount applied appears in the Applied
column. You can apply any remaining amount or edit the applied amounts as needed:

* To apply a remaining amount, select the desired charges (to select multiple charges, while holding
down the Ctrl key, click each charge), and then click Apply Remaining. The amount in the Total
Remaining field is applied to the selected charges.

If the amount exceeds the guarantor estimate, a dialog box will appear. Do one of the following:

*  Select Do not apply the remaining amount to only apply an amount equal to the insurance
estimate, and then click OK.

e Seclect Apply the remaining amount to and Exceed insurance estimates to apply the remaining
amount but not exceed the total charge (which will result in an overpayment), and then click

OK.

* Ifatleast one of the selected procedures has a non-insurance credit amount (Guar Cr column)
that can be suspended or re-allocated and one or more non-insurance credits have not been
placed in history, select Apply the remaining amount to and Change guarantor credit

allocations to suspend the non-insurance credit amount but apply the insurance payment, and
then click OK.

Tip: You can use the Change guarantor credit allocations option in cases where you have

a primary claim with a pending secondary claim and paying the balance might result in a
remaining balance that is less than what will be paid by the secondary insurance carrier. However,
it is more practical to deal with that possibility when the secondary claim is paid rather than with
the payment for the primary claim.

*  To remove applied amounts, select the desired charges, and then click Remove Applied.

*  To edit an applied amount, double-click the desired charge to enable the applied amount to be
edited, type the correct amount to be applied, and then click the check mark x.

* To save the paid amount as a reference for future estimates, double-click the procedure (or right-click
the procedure, and click Edit Ins Payment Amount). In the Edit Insurance Payment Amount for
Procedure dialog box, type the insurance amount from the insurance EOB, and then, if appropriate,
you can update the payment table. If the applied amount exceeds the amount of the procedure, a
message appears and asks if you want to automatically adjust the applied amount to the amount of
the procedure or return to edit the applied amount.

The next time any patient with this insurance plan has the same procedure recommended or
completed, Dentrix Enterprise will use the payment amount as the insurance estimate.

Important: It is important that you update the payment table only when the payment amount
applies to all patients covered by that plan. For example, if the estimated insurance portion is different
from the payment amount because money is being withheld toward a deductible, do not update the
payment table. Similarly, if a patient has exceeded his or her maximum benefit, do not update the
payment table.

6. Click OK/Post.

If the payment amount exceeds the allocated amount and/or the estimated insurance portion exceeds
the allocated amount, a dialog box (or message) appears. Choose how you want to handle the insurance
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overpayment. For information about how to handle insurance overpayments, see the “Handling insurance
overpayments’~ topic in the Dentrix Enterprise Help.

If Write-Off was selected, the Enter Credit Adjustment for Insurance Claim dialog box appears. Make
any necessary changes to the adjustment type, provider, and amount, and then click OK to post the
insurance payment and corresponding adjustment.

If the patient has secondary insurance or medical coverage, a message appears and reminds you to create
a secondary or medical claim. Click OK, and then click Create Secondary or Create Medical on the
Insurance Claim window’s menu bar.

Note: At times, an insurance carrier will send partial payment for an insurance claim while waiting for more
information on certain procedures. In this situation, Dentrix Enterprise provides the following methods for
posting two separate payments to the claim:

Splitting an existing dental claim into two separate claims

Posting multiple payments to one dental claim

For information about how to perform these tasks, see the “Posting partial dental insurance payments” topic
in the Dentrix Enterprise Help.

Creating Secondary Dental Insurance Claims

For patients with additional dental insurance coverage, when you enter an insurance payment for their
primary dental insurance claim, Dentrix Enterprise asks if you want to create a secondary dental insurance
claim. However, if you choose to not create a secondary dental claim after entering an insurance payment

for the primary dental claim, or if you add the patient’s secondary dental insurance plan after the entering an
insurance payment for the primary dental claim, Dentrix Enterprise allows you to manually create a secondary
dental insurance claim.

With Dentrix Enterprise, you can also create tertiary and quaternary dental claims.

To create a secondary claim

1.

04/01/2003 Brent Crosby REFOS5 Referred To Oral Surgery

In the Ledger’ With a patient selected, 06/19/2003 <Family> Payme... * Care Credit

06/19/2003 <Family> Adiust... * Special Adj
double-click a primary dental claim. Brent Crosby Adjust... *_Special Adj

Brent Croshy o 14 D2391 Resin-1 surface, poster
Brent Crosby ML Bl >

2
BrentCrosby | | |

The insurance claim window appears.

If you added secondary insurance [ D D
information after you created the m
primary claim, you must update the 4
secondary insurance information on the @-
primary claim before you can create the

secondary claim. In the claim window,

double-click the Patient/Subscriber

Information block, select Update
Secondary Insurance, and then click OK.

7]
-]
1]
-]
=
1]
a
)
3
2
=
]
S
>
=]
=]
]
L

Patient: Abbatt, James 5
Subscriber: Abbott, James 5
Employer: H5PS

Carrier: Aetna Dental
roup Plan: H5PS Aetna
[Release of Info/Assign of Benefits)

Billing Provider: Smith, Dennis D [ Claim Information: Mon-Standa

From the Claim menu, click Create Secondary.
Dentrix Enterprise creates the additional claim, and the insurance claim window displays that secondary
claim.

Tip: To switch back to the primary insurance claim, from the Claims menu, click View Primary Dental.

While viewing the secondary claim, on the menu bar, click Print. In the dialog box that appears, click
Print (to print the claim immediately) or Send to Batch (to send the claim to the Batch Processor in the
Office Manager).
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Editing or Deleting Dental Insurance

Payments

You can correct a mistake that was made when posting an insurance payment. You can also delete an
insurance payment that was entered in error. However, you cannot edit or delete an insurance payment that

has been moved to history (when closing a month).

To edit or delete an insurance payment

1.

The Edit or Delete Insurance Payment dialog box appears.

In the Ledger, with a patient selected, double-click an insurance payment in the transaction log.

07/29/2014 Brent Croshy 06240
U?,fl’!'f?_ﬂld Erent Crosby' D6240

--—m

U?.‘E‘flﬂl# Brent Crosbv' Ins

5

Pontic-porcel
- Prim Dent In: c
Prim Dental C

Pontic-porcelain fused to hnob

Rec'd125.00

ﬁ Edit or Delete Insurance Payment

Lo -5

Operstor [ENTERPRISE

Date [04N177213 Encounter:|
Amount F.o0 Check #: [12345
Preuth Mumber: Bank/Branch#:|
. . Claim Clinic: [CENTRAL Papment Type: @ Check Payment Delete |
2. Do one of the following: Pt

Aoply Remaiing | emove Appiied |

Callecting Clinic: |EENTHAL

[NOTE: Insurance E stimates are only for this claim]

OkPost | Cancel

Charge | Othlns | Guar Cr[ InsEst | Ins Amt [ Applied [ Balance |

35.00 0.00 2300 0.00 0.00 1200 0.00
38.00 0.00 0.00 0.00 0.00 38.00 0.00

* Edit the payment Note: [This s a note for the insurance pagment
amount or applied 4
amounts as Date | T.| Sufece | Code | Description | Provider
necessary, and then w2 D050 Dasiyemenss. DDRL
click OK/Post.
¢ To delete the
payment, click
Delete. When
a confirmation
[ Total Remai.. | Total Charges | Total Otherlns | Total Guar Cr|

TotalInsEst | TotalIns Amt | Total Applied | Total Balances |

message appears,

[ 0.00 73.00 0.00

2300

0.00 0.00 5000 0.00|

click OK to

continue with the

deletion. You are taken to the insurance claim window, where you can re-post the payment correctly.
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Indicating Dental Insurance Benefits Used

and Deductibles Met

Typically, you will indicate deductibles met when posting an insurance payment, and Dentrix Enterprise
will automatically track benefits used and deductibles met for patients. However, on occasion, you can have
patients who come to your practice mid-year. These patients might have met part or all of their deductibles for

the year or used part or all of the maximum benefits.

To enter benefits used and deductibles met

04/01/2003 Brent Crosby
06/19/2003 < Famity>
06/19/2003 <Family>
06/19/2003 Brent Croshy

1. In the Ledger, with a patient selected,
double-click a sent (pending) dental

REFQS Referred To Oral Surgery
Payme.. * Care Credit
Adjust... * Special Adj
Adjust... * Special Adj

1 H H 12/03/2013 Brent Croshy (o] 14 D2391 Resin-1 surface, poster [
claim in the transaction log. e - - nETE N - pos
[Brent Crosby || | L

The insurance claim window appears.

Tip: If an insurance claim for this
patient has not yet been created, you

Z Primary Dental Insurance Claim (02/13/2012) Sent
File Claim Enter Payment Note Print Help

can post “dummy” procedures and create a

“fake” claim and then delete them once the Employer- HSFS

Patient: &bbott, James 5
Subscriber: &bbott, James 5

Carrier: Aetna Dental
Group Plan: HSPS Aetna

[Release of Info/Assign of Benefits)

@)

deductible information has been entered.

2. Double-click the Subscriber Information
block.

The Patient/Insurance Information dialog box appears.

Notes:

* In the Family File, you can indicate a subscriber’s
maximum benefits and deductible(s). With this
information, Dentrix Enterprise can provide you with
accurate insurance estimates, which take the plan
maximums and deductibles into account.

e The Patient/Insurance Information dialog box
displays both the entered maximum benefits and
deductibles for the carrier, as well as the benefits used
and deductible met amounts.

3. If necessary, edit deductibles met and benefits applied
in the appropriate fields. Once the information has
been posted, Dentrix Enterprise will use the updated
information for calculating all future insurance estimates
for the patient or family.

4. Click OK.

Billing Provider: Smith, Dennis D

G

[ Claim Information: Non-Standar

z Patient / Insurance Information @

[V Release of Information

Signature on File
’7 v Assignment of Benefits

1D Murnber (S5#]): I‘I‘I‘I‘I‘I‘I‘I‘I‘I

Deductible
Lifetime Annual Annual
Individual  Individual Farnily
Standard Required: 000 [500.00  [1500.00
Met: [0.00 Jooo Jo.oo

Preventive Required: |0.00 [1000.00  [3000.00
Met [oo0  fooo o000

Other Required: [0.00 150000 |4500.00
Met [0.00 [N Jnn

Individual

F amil
b anirnum Benefits: | 20000.00 15000.00
Benefits Applied: IU.UU IBU.DU
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Processing Medical Insurance Claims

For hospitals and skilled nursing facilities, if you submit dental insurance claims using eClaims (also known as
e¢Trans), which is the electronic claims service that is provided by Henry Schein One, you can use it to submit
medical insurance claims electronically as 837i files.

Important: The submission of 837i files is supported. The submission of 837p files is not supported.

* The 837i is the electronic version of the paper form UB-04. 837i files are used to transmit institutional
claims. Institutional claims are those submitted by hospitals and skilled nursing facilities.

*  The 837p is the electronic version of the paper form CMS-1500. 837p files are used to transmit
professional claims. Professional claims are those submitted by physicians, suppliers, and other non-
institutional providers for either inpatient or outpatient services.

Requirements

For the successful transmission of medical insurance claims, make sure that the required information is set up
in the following areas of Dentrix Enterprise:

*  Clinic Information — Verify the clinic information for each clinic where services are rendered. While
logged in to a clinic, in the Office Manager, on the Maintenance menu, point to Practice Setup, and
then click Clinic Resources Setup. In the Clinic Resource Setup dialog box, under Clinic Information,
click Edit. In the Clinic Information dialog box, the following information is required:

e Clinic TIN.
e Title.
*  Address — Street, City, ST, and Zip.
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Billing Provider Information — Verify the provider information for each billing provider. In the Office
Manager, on the Maintenance menu, point to Practice Setup, and then click Clinic Resources Setup.
In the Clinic Resource Setup dialog box, under Provider(s), double-click a provider. In the Provider
Information dialog box, the following information is required:

* Name.

*  Specialty.

* Address — Street, City, ST, and Zip.
¢ Phone.

e TIN #.

« NPL
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* Rendering Provider Information — Verify the provider information for each provider who renders
services. In the Office Manager, on the Maintenance menu, point to Practice Setup, and then click
Clinic Resources Setup. In the Clinic Resource Setup dialog box, under Provider(s), double-click a
provider. In the Provider Information dialog box, the following information is required:

* Name.

*  Specialty.

* Address — Street, City, ST, and Zip.
¢ Phone.

e State ID.

e NPL
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Pay-To Provider Information — Verify the provider information for each pay-to provider. In the Office
Manager, on the Maintenance menu, point to Practice Setup, and then click Clinic Resources Setup.
In the Clinic Resource Setup dialog box, under Provider(s), double-click a provider. In the Provider
Information dialog box, the following information is required:

*  Address — Street, City, ST, and Zip.
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*  Medical Insurance Plan Information — Verify the information for each medical insurance plan that is
attached to a patient. With a patient selected in the Family File, double-click the Insurance Information
block. In the Insurance Information dialog box, select the Medical Insurance tab, select a plan in the
Coverage Order list, and then click Insurance Data. In the Medical Insurance Plan Information dialog
box the following information is required:

*  Carrier Name.

*  Group Plan — Optional if Group # is present.
*  Address — Street Address, and City, ST Zip.

e Group #.

* Claim Format — UBO4 must be selected.

e 837i— Check box must be selected.

e Payor ID — Optional if Group Plan is present.

Note: If blank, the default Provider ID will be populated on the claim form.

*  Source of payment — Cannot be [None].
* Diagnostic Code System — ICD 9 or ICD 10.

*  Advanced — Optional claim settings.
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Patient — Verify the subscriber information for each medical insurance plan that is attached to a
patient. With a patient selected in the Family File, double-click the Insurance Information block. In
the Insurance Information dialog box, select the Medical Insurance tab, and then select a plan in the
Coverage Order list. The following information is required

*  Medical Insurance Plan.

e Subscriber Id #.
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* Procedure code — Verify each ADA procedure code that will be billed to medical insurance can be cross
coded. While logged in to the Central clinic, in the Office Manager, on the Maintenance menu, point to
Practice Setup, and then click Procedure Code Setup. In the Procedure Code Setup dialog box, select a
category in the Procedure Code Category list, and then double-click a procedure in the list on the right.
In the Procedure Code Editor - Existing dialog box, the following information is required:

* Flag for Medical Cross Coding — This must be selected.

*  Medical cross coding: Verify the necessary medical codes are entered and cross coding is complete. In
the Office Manager, on the Maintenance menu, point to Practice Setup, and then click Cross-Coding
and Medical Code Setup. In the Medical/Cross Code Setup dialog box, perform cross coding on the
following tabs:

*  Code Setup — Verify applicable codes exist for the following types: AMA-CPT, AMA-CPT
Modifiers, CPT-Place of Service, CPT-Type of Service, and ICD-10-CM or ICD-9-CM

(depending on medical insurance plan).
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*  Cross Code Setup — Verify applicable medical and dental codes are cross coded:
e AMA-CPT to ICD-9-CM and/or ICD-10-CM.

e CDT to AMA-CPT.
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Posting Procedures and Submitting Claims

With all applicable setup complete, you can post procedures, cross code them, and submit medical claims for
them.
To post a procedure and submit a claim

1. Post a procedure that is cross coded for medical billing:

*  AMA CPT - ICD-9 or ICD-10 code (depending on the medical insurance plan).
* Diagnostic Codes.

*  Modifier Codes.

* Type of Service.

*  Place of Service.

2. Create a primary medical claim with the following information:

* Providers:
* Billing Provider.
* Rendering Provider.

e Pay-To Provider.
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*  Claim Information (if applicable):

*  Referring Physician:
*  Referred.

e ID Number — Only one ID is required: NPI or UPIN. But if you use both types, the first
one must be NPI.

*  Second ID Number — If you use two types, the second type must be UPIN.
* Any additional details, such as Auto- Accident? or Prior authorization Number.
3. Send the claim.
The eClaims Pre-Submission Summary dialog box appears.
4. Correct any errors that the validation tool may find.

5. Resend the claim.

Note: You can create a secondary claim only after you receive the adjudication on the primary claim.

Working with Treatment Plans

Treatment Plans play an important part in generating and sustaining revenue for most dental ofhices. This
section covers the following topics about the Ledger features that can help you manage patient treatment
plans:

*  Posting Treatment-planned Procedures
*  Creating Dental Pre-treatment Estimates
*  Entering Pre-treatment Estimate Authorizations

*  Completing Treatment-Planned Procedures

Posting Treatment-planned Procedures
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Most of the time, you post treatment-planned procedures in the Patient Chart; and then, when the procedures
are completed, they are automatically posted to the Ledger. In some cases, however, you may need to post a
treatment-planned procedure directly in the Ledger-Treatment Plan.

Note: According to your organization’s policies and standards, you may be required to enter and edit
procedure codes related to patient treatment from the Patient Chart.

To add a procedure to a patient’s treatment plan o v
1. In the Ledger, with a patient selected, from the Options menu, @- ey O onsy ow = Transaction jrevrance
click Treatment Plan to switch to the Ledger-Treatment Plan view. (e ——
2. From the Transaction menu, click Enter Procedure. [Eia Ry
The Enter Procedure(s) dialog box appears. R
3. Under Chart Status, leave Treatment Plan selected, and then @- ; e

select an Approval Status. Enter the other procedure information S——

as explained in “Postin St
p » . . & z Enter Procedure(s) @
Procedures” in this chapter.
Operator: EMTERFPRISE Encounter tt:|
NOtCS: [Diate: |D4.-"1 Fems Start D ate: Completion [ ate:
O . Procedure: |D 2120 ﬂ Amalgam-2 surface, primary Multi-Codes:
. _—
}ljor information aboutl Civie: [CENTRAL Bl c[ﬁha: T - Bidge
I ) * Treatment Flan CCChild
OW 10 set up approva Toath: ’_ Approval Status Crnlmp
statuses, see the sutsces| > Noe =] | |[crPeine
« L. D0 Amalg.
Customizing Approval Amount: 6.0 £ Completed D0 Lo,
.. malg
Status” toplc n the RWU: 0.0 [™ Do Mat Bill Dental Insurance mgg Corip.
®
Dentrix Enterprise Help. Pravider. [AMCCLL »| [ Overide Prac Flags Oandy
resin
. Madifier: [” Require Start/Completion Date | | Parthdand
e When a procedure is Parthias
PerioE xam
completed, the last RC/Crwn
Scale
approval status selected Related Referrl 5TM
Referred: 10" Mumber Tupe 10 Mumber
before the procedure was | | gl
set complete appears next
: Procedure List add | Chicge | Lelte |
to the procedure in the
AP column of the Ledger,
Ledger-Treatment Plan, Add
and Patient Chart.
4‘ OK/POSt. Pracedure requires addit treatment information.
Cancel
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Creating Dental Pre-treatment Estimates

Dentrix Enterprise includes many features to help you generate dental pre-treatment estimates and print them
or send them electronically. The process is similar to creating dental insurance claims. Create a pre-treatment
estimate when a pre-authorization for treatment is required or when an insured patient requests a pre-
determination of benefits for recommended treatment.

To create a pre-treatment estimate ' Dentrix Ledger - (Croshy, Brent) [AF] (UTC -07:

. . . Options iew TIransaction Insurance
1. In the Ledger, with a patient selected, from the Options menu, o LrensactionInsuoence
click Treatment Plan to switch to the Ledger-Treatment Plan view. e
‘03,@1,/2003 Brent Crosby

372172002 <Eamihs

2. Do one of the following:

e Create a pre-treatment estimate for today’s procedures.

This option is the simplest way to create a pre-treatment
estimate. Use this method for creating a dental pre-
treatment estimate immediately after treatment-
procedures have been posted. From the Insurance
menu, click Today’s Procedures, Today’s Procedures

- Direct Print, or Today’s Procedures - Batch. Or, you can click the Ins. Today’s Proc. button Ll on
the toolbar.

(07/29/2014 Brent Crosby 31

Dentrix Enterprise creates a dental pre-treatment estimate that includes all procedures posted on the
current system date.

*  Create a pre-treatment estimate for specific procedures. Use this method for creating a dental pre-
treatment estimate for treatment-planned procedures that were posted on another date.

a. Select the procedures for which you want to create a dental pre-treatment estimate (to select
multiple procedures, while holding down the Ctrl key, click the desired procedures).

b. From the Insurance menu, click Selected Procedures, Selected Procedures - Direct Print, or
Selected Procedures - Batch. Or, you can click the Ins. Selected Proc. button 55l on the toolbar
(for details about how to set the printing default for this button, see the topic about setting up
direct print options).

Dentrix Enterprise creates a dental pre-treatment estimate that includes all selected procedures.

One of the following occurs:

e If, from the Insurance menu, you select Today’s Procedures or Selected Procedures to create
a dental pre-treatment estimate, before the pre-treatment estimate is sent, the Primary Dental
Pretreatment Estimate window appears, allowing you to edit the claim information.

Note: You only need to edit a pre-treatment estimate when it requires special handling, such as the
addition of a narrative or to indicate that you are attaching X-rays.

*  Dentrix Enterprise sends the claim to the Batch Processor or prints it immediately. Ignore the steps
that follow.
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3. Make any necessary changes to the dental pre-treatment estimate as explained in “Changing Dental Claim
Information” in this chapter. You can also add attachments to the pre-treatment estimate.

4. To batch, send, or

print the dental pre-

z Primary Dental Pretreatment Estimate (01/30/2012) Sent

Print | Help

3

treatment estimate, on

Patient: Abbott, James S
Subscriber: Abbott, James 5
Employer: HSPS

Carrier: &etna Dental

_(élﬁmup Plan: H5PS Aetna

[Release of Info/dssign of Benefits)

[Secondary Insurance]

the menu bar, click Print.

Billing Prowider: Smith, Dennis [ /T\ \d:laim Information: Non-Standard
The Pre-Estimate Print dlalog Rendering Provider: Smith, Denis [ y/ \ Diag. Codes:
box appears_ Pay-To Provider: Smith, Dennis [ \
. . ?ooth Surface Description \Date Code Fee Ins Est

5. Ifyou are not including Extraction single tooth 04N2/2002 | D7110 700 00g

any attachments, clear the

Attachment(s) check box.
6. Do one of the following: Pate Received Estimated Ins Portion: 560

Ins Amt Tptal: 0.00 Total Auth: 0.00

Click Send to Batch to
send the pre-treatment
estimate to the Batch
Processor.

Click Send Electronically
to send the pre-treatment

Status

Create Date: 01/30/2012  Tracer:

Date Sent : 01/30/2012 On Hold:
Re-Sent:
Voided:

estimate through electronic

filing.

Click Print to print the pre-treatment estimate now.

Invoice #: uluuuuazu

Note: If you click Cancel, the pre-treatment estimate status will be “Not Sent.”

(This is not recommended.)
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Ask for Debbie if yoy have coverage questions.

ﬁ Pre-Estim... @

Include

¥ Claim
Send to batch | I

v Attachment(s
Send Electronically

Cancel




Entering Pre-treatment Estimate
Authorizations

When an authorization for a pre-treatment estimate has been received back from an insurance carrier, you can
enter the pre-authorization in Dentrix Enterprise.

To enter a pre-treatment estimate authorization

1.

In the Ledger, with a patient selected, from the Options menu,
click Treatment Plan to switch to the

Chapter 7: Ledger

O,

|4 Dentrix Ledger - (Crosby, Brent) [AF] [UTC -07:C

Ledger-Treatment Plan view.

File

Options  View Transaction Insurance Print  Month End  Help

Double-click a pre-treatment estimate.

The pre-treatment estimate window

Surface | Tooth | Check #

Description

||/ Dentrix Ledger, Treatment Plan - (Crosby, Brent) [AF] [UTC -07:00 [MST]] [DESMITH] [CRO004C] [11/11/1973] [44]

07/29/2014 Brent Crosby
appear S.

From the Enter Estimate menu, click
one of the following options:

* Total Estimate Only — To open the Total Insurance Pre-
Estimate dialog box. (Skip step 4.)

e Itemize by Procedure — To open the Pre-Treatment
Estimate Update dialog box. (Proceed to step 4.)

Do one of the following:

*  Dentrix Enterprise automatically inserts the estimated
insurance portion in the Estimate Amount field. If the
amount is correct, click OK.

077292018 | Brent Crosbyr= [ |

31

| ins | [Prim Dental PreEst- Seni 2 ]

4 Primary Dental Pretreatment Estimate (01/30/201°
'

Patient: Abb

Employer: HSPS

ofl, James
Subscriber: Abbatt, James 5

Note Print Help

ﬁ Pre-Treatrment Estimate Update

Procedure Status: ——————
’76’ Accepted  Rejected ’7

(=)

Update Payment T able:
" Yes % No —‘

E stimate Amaount: |5D.DE|

Current Coverage: ISB.SD

w( 4

Cancel

e If the procedure was rejected, under Procedure Status, select Rejected, and then click OK.

* If the actual estimate amount is different from what appears, type the correct amount in the
Estimate Amount field. To save the estimate amount as a reference for future estimates, under
Update Payment Table, click Yes. The next time a patient with this plan has the same procedure
recommended or completed, Dentrix Enterprise will use the new estimate amount. Then, click OK.

Important: It is important that you update the payment table only when the payment amount
applies to all patients covered by that plan. For example, if the estimated insurance portion is
different from the payment amount because money is being withheld toward a deductible, do not
update the payment table. Similarly, if a patient has exceeded their maximum benefit, do not update

the payment table.

Repeat this step for all the other procedures attached to the estimate. Once all procedures have been

entered, the Total Insurance Estimate dialog box appears.
Type the Pre-Auth Number.

If you did not itemize payments, type the authorized amount in
the Total Estimate field.

7. Click OK/Post.

ﬁ Total Insurance Pre-Estimate

Authorize D ate: |D4.-"1 23

Pre-Awuth Mumber: 111111

Coverage dmount: |56.80

Total Amount Billed: | 71.00

Delete |

XS

Itemized Tatal: |0.00

20,

Tatal Estimate:
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Completing Treatment-Planned Procedures

When a recommended treatment has been finished, you will need to set the procedure complete in the
Ledger-Treatment Plan. Setting a procedure complete removes it from the Ledger-Treatment Plan and
posts it in the Ledger with the appropriate charge and insurance coverage information (including any pre-
authorizations received).

To set a treatment-planned procedure complete

1. In the Ledger, with a patient selected, from the Options menu, click Treatment Plan to switch to the
Ledger-Treatment Plan view.

2. Select the procedures you want to complete. To select multiple procedures, while pressing the Cerl key,
click each procedure.

3. From the Transaction menu, click Set Procedures Complete.
The selected procedures are transferred to the Ledger.

5. To return to the Ledger, from the Options menu, click Ledger.

Generating Ledger Reports

You can print the following reports from the Ledger:
*  Walkout Statement

* Single Billing Statement

*  Family Ledger Report

* Datient Ledger Report
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Walkout Statement

A walkout statement is generally given to a patient as a receipt of charges posted and payments made on the
day of treatment. Dentrix Enterprise provides you with several options when printing a walkout statement.

To print a walkout statement

1. In the Ledger, with a patient selected, do one of the following:

2. Set up the following options:

If you have set up your walkout statement defaults, click the Print Walkout button 4] on the
toolbar. Ignore the steps that follow.

To override the walkout default options to print a
different type of walkout for the patient. From the
Print menu, click Walkout. The Print Report dialog

box appears.

03/31/2003 Brent Crosby A
mil n

03721/2003 <Far

Print Report
] p ==
Select Report Types — Select the report types walkout Farm Tupe: Wakout Date 04772073
that you want to print: & Enhanced Fom Message: ¥l
. . " Plain Farm
e Family Walkout — T'The family walkout
statement shows all completed procedures, Select Report Types:

Iv Farnily '/ alkout

guarantor payments, and adjustments  walkaut/Dotors Statament

posted to the account on the date of I Acpcinimert Card

the WalkOllt. The WalkOth then tOt'als all I™ Print Doctor Recommendations Save as Default l_(3
charges and credits for the day to indicate [ Piint TD Finance Charges, Lats Chaiges, g Payments
a total balance, estimated insurance I~ Send to batclf 4 Fit | Cancel |
. <« p2l N y 4
portion, and a “Please Pay” amount. In NV

addition, as a reminder, Dentrix Enterprise prints the next future appointment at the bottom of
the statement.

*  Walkout/Doctor’s Statement — If your office does not handle insurance for patients, the
doctor’s statement can be printed for the patient to use in place of an insurance claim. The
doctor’s statement shows all procedures for the selected patient but does not include payments.
A signature line is printed at the bottom of the statement for the doctor’s signature. Adjustments
can be included on the statement by selecting Print Adjustments.

* Appointment Card — You can generate a 4” x 6” reminder card that lists the next appointment
for the patient.

Print Doctor Recommendations — If you have added recommendation notes to your

procedure codes, these notes will be printed on the family walkout statement if Print Doctor
Recommendations is selected. For information about adding recommendation notes, see “Editing
Procedure Codes” in Chapter 1: Introduction and Initial Setup.

Print YTD Finance Charges, Late Charges, and Payments — If you want to add a row to the
family walkout statement that shows the year-to-date account totals for finance charges, late charges,
insurance payments, and guarantor payments, select this option.

Print Adjustments — Normally, when you print a walkout/doctor’s statement, only procedures are
printed on the report. If you want adjustments to show on the statement, select Print Adjustments.

Message — If you have a standard message that you want to print on all walkout statements by
default, type the note.

3. If you are not doing a one-time override of the default options, to store your settings as the default
options for the next time you print walkout statements, select Save as Default.

4. Click Send to Batch or Print.
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Single Billing Statement

You can generate a single billing statement for a selected account from the Ledger. Also, you can generate
billing statements for a range of accounts from the Office Manager.

To print a single billing statement

1.

In the Ledger, with a patient selected, from the Print menu,
click Statement.

Click Send to batch or Print.

Ioafalfzooa Brent Crosby
nN321/2002 <Eamihs>

The statement is generated, according to the options /4 single Billing Statement (%]
you have selected from the billing statement options set up in the Office T )
Manager. The Balance Forward date on the statement is automatically set to

¢

one month prior to the current date. To change the statement print options Cancel
you must change the statement default settings in the Office Manager.
For details about the billing statement options, see “Generating Billing
Statements” in Chapter 8: Office Manager.

Family Ledger Report

The Family Ledger Report shows an account history that includes all procedures, payments, adjustments, and
service charges posted to the Ledger. You can also generate this report for a range of accounts from the Office

Manager.

To print the Family Ledger Report for the family being viewed in the Ledger

1.
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In the Ledger, with a patient selected, do one of the following:

* Ifyou only want current transactions (transactions posted since the month was closed out) on the

report, click the Print Family Ledger button [ on the toolbar. (Ignore the steps that follow.)

* Ifyou want to include more transactions than the
current transactions on the report, from the Print
menu, click Family Ledger. The Family Ledger Report
dialog box appears. (Proceed to step 2.)

IDEBI_QDOB Brent Crosby
N300 «Eamilss

Set up the following options:

* Balance Forward — You can change the date to include i Family Ledger Report

more transactions. First Tranzaction Date: [03/18/2

*  First Transaction Date — Type the date from which you want to sendtotbac{ 3 ) i |
print all transactions posted. Cancel

Click Send to batch or Print.
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Patient Ledger Report

The Patient Ledger Report is very similar to the Family Ledger Report; however, instead of printing
transactions for all family members, it shows transactions for the selected patient only. You can also generate
this report for a range of patients from the Office Manager.

To print the Patient Ledger Report for one patient ‘
|4 Dentrix Lecger - (Crosby, Brent) [AF] [UTC -07:00 [MST]] [DESMIT

1. In the Ledger, with a patient selected, from the Print 1 ple _OptionsVew 17 T Lo Jusonin
i ' ' F @ |
menu, click Patient Ledger. FiS i) 5] i 221 R T
Date Name Surface | Tooth | Check #
i i H 03/31/2003_Brent Crach A
2. Type a First Transaction Date. All transactions posted B —— :

after the entered date will be included on the report.
3. Click Send to batch or Print.

First Transaction Date: |03/18/2013

Send ta batch l 3 ‘ Print |
v
Cancel |

Using Fast Checkout

The Fast Checkout button combines the three tasks that are typically completed as a patient checks out

after a visit. All at one time, you can collect a payment, generate an insurance claim, and print a receipt. For
information about how to customize the Fast Checkout button to meet the needs of your office, see “Setting
Up Checkout Options” in Chapter 1: Introduction and Initial Setup.

To use Fast Checkout

1. In the Ledger, with a patient selected, if you have not already done so, post the completed procedures for
the day for the patient.

On the toolbar, click the Fast Checkout button [&0.

Depending on the setup of the Fast Checkout button, any of the following may occur:

e  The Checkout Options dialog box appears. Select the desired options, and then click OK.

*  The Enter Payment dialog box appears. Enter the payment information, and then click OK.
* Dentrix Enterprise creates an insurance claim.

*  Dentrix Enterprise prints or batches a walkout statement.
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Posting Batch Guarantor Payments

With Dentrix Enterprise, you can quickly enter a stack of checks and payments from patients and/or

guarantors, saving you valuable time.

To post a batch of guarantor payments

1.
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In the Ledger, from the File menu, click Enter Batch Payments.

The Batch Payment Entry dialog box appears.

|14 Dentrix Ledger - (Croshy, Brent) [AF

Click the Patient Name search
button **| to search for and
select a patient.

In the Enter Payment dialog
box that appears, enter the
payment information. For details
about the options available for
entering a payment, see “Posting

Payments” in this chapter.

Click OK/Post to post the

payment to the Ledger and return to
the Batch Payment Entry dialog box,
where the payment now appears.

Repeat steps 2 — 4 for all other
guarantor payments you want to
enter. When you are finished making
payment entries, compare the number
of entries made to the number of
payments in hand.

Click Close.

ﬁ Batch Payment Entry @
Patient Name:
| Entriez: 0 Batch Total: |0.00
Date ‘Nw Check # Amount Encounter Clinic
Edit | < 5 ) Close |
—
| Enter Payment =0 E=E =

Operator: [DSMITH Collecting Clinic: [AF > T Check Paymer
pet E ! Bl ¥ [ Cach Pagment - Thark You
Date: [11/722/72017 Encounter #: ‘?Edi‘ Card Pagment - Thank Youlec]  —
s
Amount p.oo Check £ Hacten Card
Care Credit
I~ Aoply to Prit Agreeme Bank/Branch #: Capitation Payment =
Applyto Charges | <Family> | Credit Card Temminat: [K. Temina -1 8|
Transaction ID: |
L 77N\ —
——
[ 3) h
Apply Remaining | Remove Applied I~ Do not automatically allocats OK/Post Cancel
Date | Encounte...| Code | Th | Patient [ Provider | Clinic
12/03/03" D2385 15 Crystal Crosby MHAVES  AF 13000 4000© 1000 000 900
07/20/14* D6240 6  BrentCrosby DESMITH  AF 75000 000 75000 000 7500
07/20/14* 06240 7  BrentCrosby DESMITH  AF 75000 000 75000 000 7500
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Posting Batch Insurance Payments

When an insurance carrier sends your office one check or electronic funds transfer (EFT) to cover multiple
claims for multiple patients, with Dentrix Enterprise, you can post the large insurance check to multiple
patients without having to switch back and forth between different accounts and insurance claims.

To post a batch of insurance payments manually % Dentrie Ledger - (Croshy, Brent) [AF

Options  View Transaction

1. In the Ledger, from the File menu, click Enter Batch Ins. Payment.

The Batch Insurance Payment Entry dialog box appears.

|03_»'31/2003 Brent Crosby
A PR e

B

l—

—(1)—
-/

®
©® Q0

Note: If you need to resume or delete a batch insurance payment entry session, under Pending Claims,
click Pending Sessions. The Pending Sessions for Manual Batch Payments dialog box appears. Select a
session, and then click either OK (to resume it) or Delete (to delete it).

Under Batch Entry Type, select Manual.

Set up the following options:
*  Pmt Type — Select Check if a check was mailed to the office, or select Electronic if payment was

received through an EFT.
*  Collect. Clinic — Click the search button »> | to select the clinic that is collecting the payment.
* InsType — Select the appropriate type of insurance: Dental or Medical.
* Amount — Enter the amount of the check or EFT.
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Check # — Enter the check number.

Bank/Branch # — Enter the bank or branch number.

4. Under Pending Claims, click the Select Patient or Insurance Carrier Name search button **}, select the
correct patient or carrier, and then click OK.

A list of all outstanding insurance claims for that carrier or patient appears.

5. For each claim listed under Pending Claims, perform any of the following tasks as needed:

To split a claim into two claims in order to post a partial insurance payment, select the desired claim,
and then click Split Prim Claim.

To view a claim, edit claim information, or enter a dental or medical insurance payment, select the
desired claim, and then click Edit Claim.

To enter a payment, adjustments, and other details, select the desired claim, and then follow the
instructions as explained in steps 6—7.

6. For the claim selected in step 5, under Enter Payment, perform any of the following tasks as needed:
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To enter or change the credit adjustment for each procedure, select a procedure; in the Cr Adj
column, double-click the corresponding box; type the correct amount; and then either click the
check mark %, or press Enter. The next procedure is selected, and the next box down in
the same column becomes active, so you can enter the adjustment for each procedure in succession.
Repeat as needed until you have entered the adjustment for all applicable procedures. The total
amount of all credit adjustments for the selected claim will be posted as a single credit adjustment,
using the date, type, and note as displayed under Credit Adjustment (which is below the procedure

list). You can change the adjustment’s details as needed.
To enter or change the details of the Credit Adjustment for the claim, do the following:

a. Either change the Cr Adj for each procedure, or click Calculate to populate the Cr Adj for each
procedure with the Balance for each procedure. The total of those credit adjustments appears in
the Adj Amount box.

b. By default, the date of the adjustment is today’s date, but you can specify a different date as the
Adj Date.

c.  Select the type of adjustment from the Adj Type list. The default selection is determined by the
setting in the Set Automatic Credit Allocation Options dialog box.

d. To enter a note for the adjustment, either type in the Note box directly; or click the Note search

button *”|, type the note, and then click OK.

Note: The adjustment is attached to the claim, has the claim ID associated with it, and is viewable
from the claim window.

To change the amount insurance is supposed to pay for each procedure (the actual insurance portion,
not the estimated insurance portion), select a procedure; in the Ins Amt column, double-click the

100

- x|

or press Enter. The next procedure is selected, and the next box down in the same column becomes

corresponding box; type the correct amount; and then either click the check mark

active, so you can enter the insurance amount for each procedure in succession. Repeat as needed
until you have entered the insurance amount for all applicable procedures.

To change the amount of the payment that is to be applied to each procedure, select a procedure; in
the Applied column, double-click the corresponding box; type the correct amount; and then either

click the check mark %, or press Enter. The next procedure is selected, and the next box
down in the same column becomes active, so you can enter the applied amount for each procedure in
b4 pp p

succession. Repeat as needed until you have entered the applied amount for all applicable procedures.
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* To enter the amount of the deductible that is to be applied to each procedure, select a procedure; in
the Deduct column, double-click the corresponding box; type the correct amount; and then either
click the check mark £ or press Enter. The next procedure is selected, and the next box
down in the same column becomes active, so you can enter the applied deductible for each procedure
in succession. Repeat as needed until you have entered the applied deductible for all applicable
procedures.

* To update the payment table for a procedure (only if a deductible is not being applied and if the
maximum benefit has not been exceeded), in the Pmt Table column, select Update. Repeat as needed
for other procedures.

* To add a Charge Adjustment (you can have multiple per claim), do the following:

a. By default, the date of the adjustment is today’s date, but you can specify a different date as the
Adj Date.

b. Type the amount of the adjustment in the Adj Amount box.
c.  Select the type of adjustment from the Adj Type list.

>

d. To attach a provider to the adjustment, click the Provider search button -*”/ to select the correct

provider.

e. To enter a note for the adjustment, either type in the Note box directly; or click the Note search

button **/, type the note, and then click OK.

f. Click Add.

Note: The adjustments are attached to the claim, have the claim ID associated with them, and are
viewable from the claim window.
* To edit a Charge Adjustment, do the following:

a. Select an item in the list (the Date and Charge for each item in the list appear for your
reference).

b. Click Edit to populate the details of that adjustment in the boxes to the left of the Ist.

c. Change the Adj Date, Adj Amount, Adj Type, Provider, and Note as needed.

d. Click OK. (The label of the Add button changes to OK when you are editing an adjustment.)
e To delete a Charge Adjustment, do the following:

a. Select an item in the list (the Date and Charge for each item in the list appear for your
reference).

b. Click Delete. The adjustment is deleted without confirmation.

*  To modify the deductibles being applied for the claim, under Deductible Applied for Claim, change
the values for Standard, Preventive, and/or Other as needed.

* Ifyou have set up automatic adjustments for the insurance plan but don’t want to post those
adjustments, under Auto Adjs From Ins Plan Will Be Posted, sclect Do Not Post Auto
Adjustments. With this check box selected, only adjustments on the EOB will be posted
automatically as applicable, according to the setting in the Set Automatic Credit Allocation Options
dialog box.

*  To document information regarding the insurance payment, either type in the Note box directly; or
click the Note search button -, type the note, and then click OK.

Click Post Claim.
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Note: If you attempt to select another claim under Pending Claims, attempt to close the Batch
Insurance Payment Entry dialog box, or click Next Check, after having made any changes to the
amounts (such as Cr Adj and Applied) for any procedure under Enter Payment without clicking Post
Claim, a message appears. To post the claim with the changes before switching to the other claim, closing
the dialog box, or clearing the dialog box for the next check, click Post the Claim and Continue; to
discard the changes for the claim and continue, click Continue without Posting; or to keep the changes
and return to the dialog box with the claim still selected, click Cancel.

If the Balance for any procedure under Enter Payment has a negative amount, the Procedures
Undercharged or Overpaid dialog box appears; otherwise skip to step 9.

Procedures Undercharged or Overpaid @
Date: 05/28/2019 Tooth: Provider: DSMITH Credit Adj Applied: 10.00 Ins Pmt Applied: 128.00
Code: DO270 Surface: Guar Credit: 40.00 Applied (Othery 0.00 Applied (Other): 0.00
Desc Bitewing-single film Other Ins: .00 Amt Overapplied (this Prock 50.00

Charge: 128.00 Claim Suspended Amits: Cr Adj Suspended: 0.00 Ins Pmt Suspended: 0.00
Action Date Prov / Proc Code | Adj Type / Balance Amount | Apply To Mote DEL
Action To Perform: |Add Charge Adj to Claim and Apply Remaining j 9
Date: (05/28/2019 Tooth: 14 Provider: DSMITH Credit Adj Applied: 10.00 Ins Pmt Applied: 12672
Code: D2387 Surface: MOD Guar Credit: 40.00 Applied (Ctherp: 0.00 Applied (Otherp: 0.00
Desc: Resin-3 surface +, post-perm Other Ins: 0,00 Amt Overapplied (this Prock 18.32
Charge: 158.40 | Claim Suspended Amis:  Cr Adj Suspended: 0.00 Ins Pmt Suspended: 0.00
Action Date Prov / Proc Code | Adj Type / Balance Amount | Apply To Mote DEL
Action To Perform: |Add Charge Adj to Claim and Apply Remaining j Process 9
OK | Cancel |

8. Do the following to resolve the undercharges/overpayments (or if you want to skip this step, click OK):

a. For a procedure, select an option from the Action To Perform list:

* Add Charge Adj to Claim and Apply Remaining — This option adds a charge adjustment to
the claim and applies it to the remaining balance (up to the maximum allowed charge for the

procedure).

* Suspend Credit for Refund or Credit to Patient — This option adds offsetting adjustments to
the claim to remove the balance, and posts a suspended credit to the patient’s Ledger for a refund

or credit.

*  Allocate to Procedure with Remaining Balance — This option allows you to allocate the
remaining amount to other procedures on the claim with a remaining balance. After you click
Process, the Select Procedure dialog box appears. Select a procedure, and then click OK.

Dentrix Enterprise 11.0.2 User’s Guide



Chapter 7: Ledger 313

* Allocate to Existing Charge Adjustment on Claim — This options allows you to allocate the
remaining amount to any charge adjustments that were added to the claim previously (charges
that appeared under Charge Adjustment in the Batch Insurance Payment Entry dialog
box prior to opening the Procedures Undercharged or Overpaid dialog box). After you
click Process, the Select Charge Adjustment on Claim dialog box appears. Select a charge
adjustment, and then click OK.

*  Reduce Guarantor Credit Amt and Apply to Proc — This option applies the guarantor credit to
the remaining balance without using an adjustment.

b. Click Process to perform the selected action.

c. If the Adj Type/Balance box is empty, to select an adjustment type, double-click the box, select an
adjustment type, and then click OK.

d. To change the value in the Amount box, double-click the box; type the correct amount; and then

either click the check mark £ or press Enter.

e. To change the selection in the Apply To box, select either Ins Payment or Credit Adj from the list to
specify where to apply the Amount:

* If the amount is being applied to the insurance payment, it reduces the Ins Pmt Applied and
Amt Overapplied (this Proc) amounts and increases the Applied (Other) payment amount.
If the amount that is being applied is from a guarantor credit, it also reduces the Guar Credit
amount.

* If the amount is being applied to the credit adjustment, it reduces the Credit Adj Applied and
Amt Overapplied (this Proc) amounts and increases the Applied (Other) credit amount. If the
amount that is being applied is from a guarantor credit, it also reduces the Guar Credit amount.

f. To view or edit the default text in the Note box, click the link, make any changes, and then click OK.

g Repeat steps a—f as needed until the undercharge/overpayment for that procedure is resolved
(RESOLVED! appears to the right of the Action To Perform list).

h. Repeat steps a—g as needed to resolve the undercharges/overpayments for other procedures.
i. Click OK.

If any procedures still have a negative balance when you click OK, a dialog box appears so that you
can specify how you want to handle the undercharges/overpayments. For information about handling
insurance overpayments, see the “Handling insurance overpayments” topic in the Dentrix Enterprise
Help.

Repeat steps 5-8 as needed to enter insurance payments for other claims from a single check or EFT.

Notes:

* Ifyou attempt to close the Batch Insurance Payment Entry dialog box before you have finished
posting claims for the insurance payment, a message appears. To save the batch entry session so that
you can resume it later, click Yes, type a Pending Session Name to help you identify the session later,

and then click OK.

e Ifyou attempt to close the Batch Insurance Payment Entry dialog box, or click Next Check, while
the Amount under Insurance Payment differs from the Paid Amt Posted under Posted Claims, a
message appears. To return to the batch entry session so that you can reconcile the difference, click
Cancel; to exit the batch entry session because you will return later to reconcile the difference, click
Yes; or to exit the batch entry session and either complete or not complete the payment, click No. If
you click No, on the next message that appears, select either No (if you will reconcile the payment
later) or Yes (if you are done with the payment), and then click OK.
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*  Any claims posted as explained in steps 4—8 appear under Posted Claims. To edit the details of a
claim, select the claim, and then click Edit Claim.

* Ifyou end the batch entry session before all claims for the check or EFT are posted, all payments
posted prior to the closing of the Batch Insurance Payment Entry dialog box remain posted to the
individual accounts.

10. To post the payments from another check or EFT, click Next Check.

For information about posting batches of insurance payments from eEOBs, see the “Posting a batch of
insurance payments from eEOBs” topic in the Dentrix Enterprise Help.

Searching for Payments

In Dentrix Enterprise, you can search for payments by check or bank number, amount, payment date,
payment type, clinic, patient, or insurance name. also, you can print a report that lists the payments found by
the search. Use this feature when you want to search for (and print a list of) insurance payments entered in a

batch.

To search for payments

|+ Dentrix Ledger - (Croshy, Brent) [AF

1. In the Ledger, from the File menu, click Search Payments.

Options  View Transaction

The Search Payments dialog box appears.

Date Name
lDEBl,r’ZUOE Brent Crosby

0372172003 <Famil

2. Set up the following search options:

N

*  Select Date — Select your S /‘2‘\

(‘3’)\ Sl
1 1 Select Dale \ / Select Insurance Cartier |
date range criteria. @ DateRange " AllDates By Date Type: catch Cleat

& Notapplicable © Dertal ¢ Medical

From: [04A17/2013  To:|04/17/2013 o B lect Papment T ppes
° By Date Type — SCICCt id From [ALL> | bl
" Relative Date Range ® Fes=im J
Current Day To: [<ALL>
whether you want to search E
b h d Check Intarmation Amount Clinic Selection
4 the aate a payment was From: [<ALL> Te AL || 5| w A
Check #:
entered or by the date of a e [ | [ Setpain & Colctnatine
[ ﬂ " Rendering Clinic
ayment. T
p y ¥ Include History Payments I Check Batch Enties: [1 Check Batch Total[50.00
* MName Subscriber Description Insurance Carrier | Clinic Bank/Branch | Check # Amount | Provider
° — p
Select Insurance Carrier 5 | s oo |
. . 01/31/2012  <Family > Abbatt, P... Check Payment - Th... CENTRAL 500000 <Muliple>
Select you[‘ 1nsurance carrier 01/31/2012  Abbott, James 5 Abbott, James 5 INSURANCE PAYMENT  Aetna Dental PROVO 1234 148.00 DROBE

01f31f2012  abbott, James 5 abbott, Patricia  INSURANCE PAYMENT  Actna Life and PROVO 100.00 DROBB

criteria.

*  Check Information — Type

the Check # and Bank/
Branch #. N\
Print ‘ 4 ) \DK
*  Amount — Type the amount \_/

range by which you want to
search in the From and To fields, or leave From <ALL> To <ALL> entered to search for any amount.

* Select Patient — Click the search button *?/ to select the patient whose payments you want to search
for, or leave <ALL> selected to include all patients in the search.

*  Clinic Selection — Select whether you want to search by Collecting Clinic or Rendering Clinic.
Then, click the search button | to select the desired clinics, or select All to search in all clinics.

*  Select Payment Types — Select the types of payments you want to search for , or select All to include
all payment types.

* Include History Payments — Select this check box to include payments that are in history.
3. Click Search to begin your search.

The search results appear in the list box in the bottom portion of the dialog box.
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4. To print a copy of the search results, click Print. On the message that appears, click Yes.

5. To view a payment in the corresponding patient’s Ledger, select that payment, and then click OK.

Working with Payment Plans

Payment plans are set up for a specific patient or for multiple family members. Dentrix Enterprise allows
multiple payment plans per account. You can set up payment plans from the Family File or Ledger.

This section covers the following topics about payment plans:
*  Creating Payment Plans

e Printing Payment Plan Documents

Creating Payment Plans

You can create a payment plan for clients from the Ledger.

To create a payment plan

" |4 Dentrix Ledger - (Croshy, Brent) [AF] [UTC -07:0

Options  View Transaction Insurance

1. In the Ledger, with a patient selected, on the File menu, click
Patient Finances.

Date Name Surface | To

|03f31,-’2003 Brent Crosby
121 2007« Esrife

The Patient Finances window opens.

Select the Payment Plans tab.

Click New Plan.

The Create Payment Plan options appear.
4. Set up the following options:

e Plan Name — A name to identify the plan. @

*  Payment Plan Date — The date of the plan. The current date is displayed
by default. You cannot select a past date.

*  Plan Type — Select one of the following options:

*  Family Plan — With this option selected, the procedures for all family
members are available.

* Individual Plan — With this option selected, the list of family
members appears. Select the correct family member to view only that
patient’s procedures.
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®

5. Select the check box of each procedure that you want to include, or select the check box at the top of the
list to select all the procedures at once.
Notes:
*  Only completed procedures that have an unpaid estimated patient portion appear.

*  Procedures that are included in another payment plan do not appear.

For each procedure, the following financial information appears:
*  Charge — The amount charged.
*  Estimate — The estimated patient portion of the Charge.

* Balance — The remaining patient portion. This may be different from the Estimate, such as if a
patient payment is applied.

*  Financed — The amount to finance. When you select a procedure’s check box, the Balance amount is
inserted automatically in the Financed box.

6. Set up the following terms:

* 1st Payment Due — The date when the first payment is due. This date must be at least one day after
the Payment Plan Date. By default, the date is one month in the future.

e Interest & Fees — By default the interest is 0.00. To specify a different interest rate and late fees, do
the following:

=

a. Click the search button |”
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The Payment Plan Terms dialog box appears.

b. To view your pre-set payment agreement types, click Select Type. Then, to insert the values from
one of the types into the applicable boxes, click the name of the correct type.

For details about setting up payment agreement types, see the “Adding and editing payment
agreement types’ in the Dentrix Enterprise Help.

c. Change any of the following as needed:

Annual Finance Charge Percent — The finance charge percent is used to calculate the
finance charge amount. Dentrix Enterprise will automatically calculate the amount to assess
based on a monthly charge (for example, if 18% was entered as the annual percentage rate,
then 1.5% would be charged monthly). If you do not want to apply finance charges, type 0
in the box.

Annual Late Charge Percent — If payment is missed, a late charge can be assessed. The

late charge percent is used to calculate the amount of a late charge. Dentrix Enterprise will
automatically calculate the amount to assess based on a monthly, semi-monthly, bi-weekly, or
weekly charge. If you do not want to apply late charges, type 0 in the box.

Minimum Late Charge — The minimum amount to assess as a late charge.

Grace Period (days) — The number of days (0-30) for the grace period. A late charge will
not be assessed if a payment is late until after the specified number of days after the due date.

Minimum Balance to Charge — The minimum balance will be compared to the plan
balance. Only if the plan balance is greater than the minimum balance will a finance or late
charge be assessed. The amount must be at least 0.01.

d. Click OK.

* Interval — Select the frequency of the payments: Monthly (the default), Semi-Monthly, Bi-Weekly,
or Weekly.
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*  Payment Amount — The amount of each payment. The amount must be at least 5.00 and no more
than the Total Plan Amount or 99999.99, whichever is less. By default, the Payment Amount is the
Total Plan Amount divided by the # of Payments. If you change the Payment Amount, the # of
Payments is updated automatically.

*  # of Payments — The number of payments to be made. By default, the number is 6. The maximum
number of payments is from 24 to 104, depending on the interval; you may need to adjust the
Payment Amount to not exceed that limit. If you change the # of Payments, the Payment Amount
is updated automatically.

* Notes — Any notes, up to 8,000 characters in length, regarding plan. The Notes box is available until
you save the plan.

7. Click Next.
The Payment Method options appear.

®

Under Billing Method, select Manual Payments to post payments manually in Dentrix Enterprise.
Click Next.
The Summary appears.

Note: To print documents regarding this plan, click Print.

10. Click Save.
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Printing Payment Plan Documents

You can print payment plan documents to give to a patient or guarantor.

To print payment plan documents

1. On the Payment Plans tab, click a Plan Name link, and then click Print Report.

O

‘The Print for Payment Plan dialog box appears.

guarantor:

2. Select the documents that you want to give to the patient/ @

e Truth in Lending Disclosure Statement — Discloses the
terms of the agreement. It includes the annual percentage
rate, the finance charge amount, the total amount financed, @
and the total amount paid at the end of the agreement.

* Amortization of Payments and Finance Charges — Prints a schedule that lists the interest accrued
on the balance amount for each payment interval.

3. Click either Send to Batch or Print.

Working with Future Due Payment
Plans

Use future due payment plans when treatment will be completed over time and you want to charge an
account monthly while the work is in progress, such as for orthodontics.

This section covers the following topics about future due payment agreements:
*  Creating Future Due Payment Plans

*  DPosting Manual Charges to Future Due Payment Plans
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Creating Future Due Payment Plans

You can set up future due payment plans for individual patients.

To create a future due payment plan

1. In the Ledger, with a patient selected, from the Transaction
menu, click Process Future Due Payment Plan.

The Select Payment Plan dialog box appears and lists any

previously created plans.

2. Click New Plan.

The Create Payment Plan dialog box appears.

3. Set up the plan options:

* Provider and Clinic — Dentrix Enterprise automatically
displays the patient’s primary Provider and the current
Clinic. To change the provider and/or clinic, click the search

buttons *

clinic.
* Note — Type details or
clarification for the payment

plan in the Note field.

* Initial Agreement
Information

*  Date of Agreement
— Dentrix Enterprise
automatically inserts
the current date as the
date of the agreement. If
necessary, you can change
the date.

* Total Plan Amount —
Type the total amount to
be charged over time.

*  Down Pay Charge — If
a down payment will be
charged, type the amount.

, and then select the appropriate provider and/or

4 Dentrix Ledger - (Crosby, Brent) [AF] [UTC -07:

03/31/2003 Brent Crosby

N3721/2003 <Famihys

Select Payment Plan

Provider: Cliric: Agreement D ate:

Cancel

2 New Plan_| Edt |

Create Payment Plan [AMCCLURE][MESA]

=

Provider and Clinic: MNote: | - Cumert Plan Status
r Charged Remsiring
Rovie| SMEELUGE > Total Amount oon [ 200000
Clinic: | MESA ﬂ # Monthly Charges: 1 18
Fat Est A oo 34008
Il Agreement Irformation S am
N T3 Ir\sulanceEstlmasiAt S Piir s Est it o [
atémt  Primlns dmt Sec Ins Amt
S Ins st et om [ 1imase
Tatal Plan Amount 2000.00 TotelPlan [ 84000 | oo [ meno =l
s Amour
Down Pay Chargs 10000 DonPay [0 | T | e o el
Down Pay Froe Cade: | letthags. [ [ oo
Moty Chargs Informatiorr Lsst i

¥ &uto Charge

Charge Froc. Code: [D8550 2|
B of Charges: | 18

Insurance Estimates:

Charge Amaunt: 10556 Monthly: |

Auto Ins Claim Options:

¥ Auto Prim Ins Claim
& Monthly

" Recur every

Benefits 4pplied for Other Treatment

Frimary Ins. 50.00

I Mark Claims as Orthodontic Treatment

Fint Options
Patémt  Pimins Amt Sec Ins Amt: :
411z oon a4 Bailaria 1]
Monthly Amaurt: 4.z

0417/2013

First Pay Due Date:

Additional Proc. Code ta Include: =

Manual Charge Entiy:

Manthly

Cancel

Secondaylne: [ 0.00

*  Down Pay Proc Code — Type the procedure code for the down payment charge, or click the
search button **| to select the code.

* Insurance Estimates — Patient and insurance portions for the total amount and the down payment

are displayed.
*  Monthly Charge Information

*  Charge Proc Code — Type the procedure code, or click the search button

| to select the

procedure code you want to use to post the monthly charge. If there is not an ADA code for
the type of charge you need to post, you can create one. For details about procedure codes, see
“Editing Procedure Codes” in Chapter 1: Introduction and Initial Setup.

* # of Charges — Type the # of Charges to have Dentrix Enterprise calculate the Charge Amount,
or type the Charge Amount to have Dentrix Enterprise calculate the # of Charges.
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* Auto Charge — To have a charge posted to the account automatically when updating future due
payment plans each month, select this option. If this option is cleared, no charges will be posted
to the account unless done manually.

*  Auto Ins Claim Options

*  Auto Pri Ins Claim — To have a primary insurance claim generated, select this option. Next,
select Monthly to have insurance claims created monthly when the charges are posted; or select
Recur every, and then select the number of months to set a schedule for the insurance billing.
Dentrix Enterprise will generate an insurance only if the specified number of months has elapsed
since the last claim was generated for the future due payment plan.

* Additional Proc. Code to Include — Type an additional procedure code, or click the search
button **/ to select a procedure code to include on the claim.

*  Mark Claims as Orthodontic Treatment — If the payment plan is being used for orthodontic
work, select this option. When Dentrix Enterprise generates the automatic insurance claim, the
orthodontic treatment information for the insurance claim information will be completed using
the information entered for the payment plan.

*  Benefits Applied for Other Treatment — The patient’s used benefits for primary and secondary
insurance before the payment plan is posted appear. The insurance estimates for the payment plan
will be calculated using the amounts in the Primary Ins and Secondary Ins fields. You can change
these amounts if necessary.

e Current Plan Status — Information for the current payment plan appears, including remaining
balance and number of monthly charges, patient and insurance estimates, date and amount of the
down payment, date and amount of the last charge, and date of the last claim created for the payment
plan. You can change the values of the total amount being charged and number of monthly charges,
last amount charged and remaining, and date of the last claim.

e  Print Options — To provide the patient with a payment or coupon book, select Print Payment
Book. Next, type the # of Months to print, the Monthly Amount, and the First Pay Due Date.

*  Manual Charge Entry — If an amount has been entered in the Down Pay Charge field, to post a
down payment charge, click Down Payment. In the Down Payment Charge dialog box, if necessary,
edit the Date, and then click Post Charge.

Click OK.
Tip: During your month-end processes, run the utility for processing the future due payment plans to

post charges to individual accounts all at the same time as explained in “Processing Future Due Payment
Plans” in this chapter.

Payment Book @
If you had the option to print a payment book selected, the Payment St il
. . . " Pre-Printed F L Frint
Book dialog box appears. Click Print or Send to Batch. s R
(% Plain Form " Dat Matrix Printer

Sendta Batt‘ 5 iPrint | Cancel
A4
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Posting Manual Charges to Future Due

Payment Plans

At times it may be necessary to manually add a payment plan charge to a patient’s Ledger.

To post a manual future due payment plan charge

1. In the Ledger, with a patient selected, from the Transaction menu,

click Process Future Due Payment Plan.

The Select Payment Plan dialog box appears.

2. Double-click a payment plan. The Payment Plan dialog box

appears.

3. Under Manual Charge Entry,

click Monthly.

The Monthly Charge dialog box

appears.

4. If necessary, edit the Date of the

transaction.

5. Click Post Charge.
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, Brent) [AF]

Transaction QI

[surtace | To

Select Payment Plan

Provider: Clinic: E g=cment D ate:

Payment Plan [AMCCLURE][MESA]

- Provider and Clinic

Nole

Frovider [AMCCLURE 2|
Cinic:  [MESA =

 Initial Agresment Information

i~ Insurance Estimates:

~Auto Ins Claim Options:
v Auta Frim Ins Claim

ity |G Patémt  PiminsAmt  SeolnsAmt
Totsl Plar Aot 2000 on TowlFlan [ 81000 | am [ iienon
Down Pay Charge: 100.00 DownPay [ 10000 | oo | 000
Down Pay Proc Code: ]
~ Monthly Charge Infomation
P
[hargs Pror: Cods: 06630
Menthly Charge [
¥ of Chargss | 18 4 9 ==
Eherge Amaurt: | 105 Date: [04/17/2013

© iy Procedure Code: [D8590
" Recur svary ~| m omedlre ode:

Benelits Applied far Dther Treatmd — E ncounter Mumber: ||

5 iPost Charge I

Amaunt: |1 05.56

1~ Cunent Plan Status,
Chaiged Remaining

Tolalfmount, [ 000 [ 200000
tMonthly Charges: | 0 [
PatfstAmt | 000 [ e4n0d
PiminsEstémt:[ 000 [ 000
SeclnsEstamt; [ 000 [ 115982

Date  Amount

Diwn pay: 0.00
Last Charge, 000
Last Claim:

- Piint Dptions

™ Print Payment Book.

1 of Months iC
Hainthly Smount: 41.12
First Pay Dus Date:  [04/1772013

[ Marual Charge Enfry:

Dovn Pagment Monthly 3

Dekte | ok | cancel |

Cancel |
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Using the Suspended Credits
Manager

From the new Suspended Credits Manager window in Dentrix Enterprise, you can apply credits to charges
without having to open each patient’s Ledger one at a time. The Suspended Credits Manager makes it possible
for you to manage suspended credits for all patients from a central area of Dentrix Enterprise.

Note: You can still apply suspended credits that are associated with a specific patient’s account from that
patient’s Ledger without using the Suspended Credits Manager.

To apply suspended credits

1. In the Office Manager or Ledger, from the File menu, click E AL T L E RIS §
e ew eports ers laintenance n
Vi Reports  Lett Maint A

Suspended Creditj)Manager. Or, click the Suspended Credits R ENEEL D
Manager button "] on the toolbar.

The Suspended Credits Manager window opens.

Description
02/14/2017  Family ‘WalkOut Statement [Crosby, Brent]
03/16/2017 | Continuing Care Display List - Mailing Label

2. Set up the following filters
as needed to filter the list
of payments that have
suspended credits:

e Clinics — Select the
All check box to
include payments for _@_
any collecting clinic, <2>
or click the search
button to select
the desired clinics.
By default, only the
clinic that you are
currently logged in to @

is selected.

e Date Range — Leave
today’s date selected
to include only
payments made
today, or change the
From and To dates to
include payments within the specified date range.

*  Type — Select All to include payments entered in Dentrix Enterprise.
3. To apply the selected filters, or ensure that you have the most recent payments listed, click the Refresh
button $¥.

4. Click an Amount (which appears as a link) to open the corresponding payment and apply it to charges on
the patient’s or family’s account.
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Working with Notes in the Ledger

Dentrix Enterprise can store important account and transaction information. The Ledger provides the
following types of notes:

e Guarantor Notes
e Transaction Notes

¢ Procedure Notes

Guarantor Notes

Guarantor notes are attached to an account in the Ledger but are also available in the Family File and
Appointment Book. They consist of the following note types:

*  Account note — This will usually contain information specific to the financial situation of an account.

* Billing statement note — This can contain account-specific information that prints automatically on an
account’s billing statement. This note can be anything from a payment reminder to a congratulations on a
new baby.

Account Note

To add an account note

. . . . 4 Dentrix Ledger - (Croshy, Brent) [AF
1. In the Ledger, with a patient selected, from the File menu, click @_ trix Ledger - (Croshy, Brent) [

Options  View Transaction
Guarantor Notes.

The Guarantor Notes dialog box appears. e =

2. Click Insert Dateline to insert the current | s oo

date at the position of the text cursor to e 2 Yrest Ostne
record when the note is being input. |
Clear

3. In the Account Note field, type any @ £
relevant account notes.
4. Click OK.
. ~Biling 5 Note
Note: Changes made in the Guarantor Notes Hing Stetement Mo :
. . . . Billing =tat b rate for thi b cnly b - Cl
dialog box affect the Patient Finances window, TR R areT [ o= |
changes made in the Patient Finances window .|

affect the Guarantor Notes dialog box.

Print on Statement until: |U5.-"1 72013

4 oK Cancel |
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Billing Statement Note

To add or clear a billing statement note

4 Dentrix Ledger - (Crosby, Brent) [AF

1. In the Ledger, with a patient selected, from the File menu, click

Guarantor Notes.

Options  View Transaction

The Guarantor Notes dialog box appears.

Guaranter Notes 1 (23]
2. In the Billing Statement Note field, type R
a statement note. This note will be seen e =1 rosome
by patients, so grammar and spelling are .
important. ”

3. Many notes are only relevant for a certain
length of time. To have Dentrix Enterprise
clear a time-sensitive note, type a Print
on Statement until date. After the date Biling Statement Note

entered passes, Dentrix Enterprise Wlll Biling staterment note for this acTt onily herel - Clear

no longer print the note on the account’s .| H
statements. By default, the date is one
. Print on Statement until: [05/17/2013
month in the future.
4. Click OK. 4 Cacel_|

W4

N’

Note: Changes made in the Guarantor Notes
dialog box affect the Patient Finances window,
changes made in the Patient Finances window affect the Guarantor Notes dialog box.

Transaction Notes

Each transaction type in the Ledger includes a note field, allowing you to add clarification to any type of
entry. You can enter notes while posting a transaction or editing an existing current transaction. For details
about entering a note when adding a transaction, see “Entering Transactions” in this chapter.

To add a note to an existing transaction

1. In the Ledger, with a patient selected, double-click a transaction.

2. In the edit or delete dialog box that appears, type a Note, and then click OK.

Procedure Notes

With a procedure note, you can add clarification to a completed procedure. Ledger procedure notes are
directly linked to the Patient Chart procedure notes and, consequently, are generally used to note clinical
information about the procedure rather than financial data. For details about procedure notes, see the “Adding
and editing ADA-CDT dental codes” topic in the Dentrix Enterprise Help.
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Performing Month-end Routines

Dentrix Enterprise provides several utilities that you can run on a monthly basis to keep your accounts in
good order.

Important: Before running any of these utilities, close all Dentrix Enterprise modules on all computers, create
a backup of your Dentrix Enterprise database on the server, and then open the Ledger on one computer and
enable “single-user mode” (as explained in “Changing the Database Mode” in Chapter 8: Office Manager) to
help avoid data corruption.

Tip: To view a list of users who are currently logged on to Dentrix Enterprise, in the Office Manager, from the
Maintenance menu, click Database User List.

This section covers the following topics about month-end processes:

*  Applying Finance Charges

*  Applying Late Charges

*  Processing Future Due Payment Plans

*  Running the Month-end Update

Applying Finance Charges

Finance charges are applied to accounts with and without payment agreements at the same time. If Dentrix
Enterprise determines that a finance charge should be assessed for an account with a payment agreement set
up, it will refer to the payment agreement terms when assessing the charge.

It is recommended that applying finance charges be done on a monthly basis. While you can run the utility
at any time during the month, it is important to run it consistently and at approximately the same time each
month.

For information about how to post a finance charge to an individual account manually, see “Posting Finance
and Late Charges” in this chapter.

To apply finance charges

Close all Dentrix Enterprise modules on all computers before continuing.

From the server, back up of your Dentrix Enterprise database.

Open the Ledger on one computer.

Switch to single-user mode from the Ofhice Manager.

AR

In the Ledger, from the Month End menu, click Finance Charge.

Date
03/31/2003 Brent Crosby

0372172003 <Eamihss

Surface | Tooth

Check #

Adjust... *
Adlivst,
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‘The Apply Finance Charges dialog box appears.

Apply Finance Charges \ 6 ) @

Set up the following options:
Finance Charge Date: Clinics: Iv Al Clinics
*  Finance Charge Date — Finance charges are calculated 41772013 A A
according to the aged balance for each family accountas | MininunBalsnosTo Charge:  |DRAPER —
. . 1000
of the finance charge date. The Finance Charge Date is _ _ _

. Mirimum Finance Charge: Prirary Providers: W All Providers
also used as the transaction date for each finance charge E SMCCLURE  MeCioe Anadi
entr DDs1 Smith, Denniz D 3

y. Past Due Days to Charge BEEzPHDV g?;vnﬁgdg{{%g s
.. .. % Over " Ower G0 - -
*  Minimum Balance to Charge — The minimum balance Do € Oueg | BlirgTyes 7 AllTypes
will be compared to each aged account balance. Only T. Standerd Biling - finance char -
. Finance Charge 2 Standard Billing_ -ho finan_c:e o3
those accounts with an aged balance greater than the Percert. [18 3 Insurance Famiy - delay finand =
L. . . g 4 Insurance Famll_l,! - finance che—
minimum will have a finance charge applied. C Morthly & Yesty 5: Payment Plan - finance charg:
E: Payment Plan - no finance che ™
*  Minimum Finance Charge — The minimum finance B e e
charge will be charged to accounts when the calculated »| [ save ASDefaun@
finance charge is less than the amount entered.
Cancel
*  Past Due Days to Charge — Finance charges will be

calculated on the portion of each account balance that

is past due according to the Past Due Days to Charge

option selected and the aging of the account as of the Finance Charge Date. The Past Due Days to
Charge defaults to Over 0 days, assuming charges are due to be paid when they are incurred, but can
be changed. If you do not want to charge finance charges to current accounts, you do not use Over 0.

* Finance Charge — The finance charge percent will be used to calculate the finance charge amount.
Type the Percent to charge, and then click Monthly or Yearly. Finance charges are always calculated
on a monthly basis, so if the Yearly option is selected, the percentage entered will be divided by 12
months (for example, if 18% is entered as a yearly amount, Dentrix Enterprise will apply 1.5% to
accounts each time you apply finance charges with this utility).

* Apply as Adjustment Type — If you want the finance charge to be posted as a charge adjustment,
select this option, and then click the search button *”/ to select an adjustment type.

e Clinics — Select the clinics with patients to whom you want to apply finance charges, or select All
Clinics to include all clinics.

*  Primary Providers — Select the primary providers of patients to whom you want to apply finance
charges, or select All Providers to include all primary providers.

* Billing Types — Select the billing types of patients to whom you want to apply finance charges, or
select All Types to apply finance charges to all accounts regardless of billing type.

Tip: If you do not want to charge finance charges to billing types that are labeled “No Finance
Charges,” you must clear All Types and then select only the billing types that should receive finance
charges.

If you want to save the current settings for the next time you run this utility, select Save as Default.

Click OK. On the confirmation message that appears, click OK.

Note: A progress bar appears and displays a count as each account is processed. You can click Abort if you
need to stop applying finance charges, but any finance charges that have already been calculated before
the button was clicked will still be applied (to delete those charges, you can print the Finance Charge

Report from DXOne Reporting as a reference for when you go to each guarantor’s Ledger that appears on
the report to delete the charge).

Turn off single-user mode from the Office Manager.
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Applying Late Charges

Late charges are applied to accounts with payment agreements that have failed to make a payment within the

grace period of their payment due date. The utility can be run on a monthly basis.

It is recommended that applying late charges be done on a monthly basis. While you can run the utility at any
time during the month, it is important to run it consistently and at approximately the same time each month.

For information about how to apply late charges to an individual account manually, see “Posting Finance and

Late Charges” in this chapter.

To apply late charges

Close all Dentrix Enterprise modules on all computers before continuing.
From the server, back up of your Dentrix Enterprise database.

Open the Ledger on one computer.

Switch to single-user mode from the Office Manager.

AN

In the Ledger, from the Month End menu, click Late Charge.

4 Dentrix Ledger - (Crosby, Brent) [AF] [UTC -07:00 [ CRO004C] [
pat Jpto W TTartsat s earanee T Month End § Help
Hia\e & =] EE R EAC 1E30T R
Date Name Surface | Tooth | Check# | Code | * | De
03/31/2003 Brent Crosby Adjust... * Initi

0371/2003 <Famil Adiust.. * Cre

The Apply Late Charges dialog box appears.
6. Set up the following options:

*  Charge Date — The Charge Date is also used as the transaction date
for each late charge entry.

*  Select Clinic — Select the clinics with patients to whom you want to
apply late charges, or select All Clinics to include all clinics.

*  Primary Providers — Select the primary providers of patients of
patients to whom you want to apply late charges, or select All
Providers to include all primary providers.

* Billing Types — Select the billing types of patients to whom you want
to apply late charges, or select All Types to apply late charges to all
accounts regardless of billing type.

Tip: If you do not want to charge late charges to billing types that
are labeled “No Finance Charges,” you must clear All Types and then
select only the billing types that should receive late charges.

7. Click OK. On the confirmation message that appears, click OK.

()

Apply Lote Chakéj ==
Charge Date [04/17/2013

Select Clinic: [ &l Clinics
AF

[ | »

DRAPER
MES&

Mo_Clinic
PINEDALE 2

Select Provider: IV &l Providers

AMCCLURE  McClure, Angela  »
[s]ulsl Smith, Denniz 0 [
Dos2 Brawn, Mary D |i|
DEF_PROY DEF_PROY,DEF
DESMITH Smith, Dennig E
DHAYES Hayes, Deborah ™

Select Biling Type: v Al Types

1: Standard Biling - finance char .
2 Standard Billing - no finance c—
3 Inzurance Family - delay finang
4 Inzurance Family - finance che
5. Pavyment Plan - finance charge—
E: Pavyment Plan - no finance che

7: Mo Statement and Mo Finance ™

Catcel

Note: A progress bar appears and displays a count as each account is processed. You can click Abort if
you need to stop applying late charges, but any late charges that have already been calculated before the
button was clicked will still be applied (to delete those charges, you can print the Late Charge Report
from DXOne Reporting as a reference for when you go to each guarantor’s Ledger that appears on the

report and delete the charge).

8. Turn off single-user mode from the Office Manager.
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Processing Future Due Payment Plans

You can post charges due on all accounts with a future due payment plan. The utility should be run on a
monthly basis.

While you can run the utility at any time during the month, it is important to run it consistently and at
approximately the same time each month.

To process future due payment plans

AN T

Close all Dentrix Enterprise modules on all computers before continuing.
From the server, back up of your Dentrix Enterprise database.
Open the Ledger on one computer.

Switch to single-user mode from the Office Manager.

In the Ledger, from the Month End menu, click Future Due Payment Plan.

03/31/2003 Brent Crosby

0372172003 <Famil

Adjust... * Initi

Adivst. * Cre

The Future Due Payment Plan Update dialog box appears.
Set up the following options:

*  Charge Date — The Charge Date is also used as the transaction date
for each payment plan charge entry.

e Select Clinic — Select the clinics with patients to whom you want to
apply payment plan charges, or select All Clinics to include all clinics.

*  Primary Providers — Select the primary providers of patients to whom
you want to apply payment plan charges, or select All Providers to
include all primary providers.

* Billing Types — Select the billing types of patients to whom you want
to apply payment plan charges, or select All Types to apply payment
plan charges to all accounts regardless of billing type.

*  Create Insurance Claims — To have Dentrix Enterprise create
insurance claims for the payment plan charges posted, select this
option.

Click OK.

Turn off single-user mode from the Office Manager.

Future Due Payrkéj Update @

Charge Date |[04/17/2013

Select Clinic: [ &l Clinics
AF -
CENTRAL i
DRAPER |E |
MES&

Mo_Clinic

PINEDALE 2
Select Provider: W Al Providers
AMCCLURE  McClure, Angela  »
oos1 Smith, Dennis D
pos2 Brown, Mar D |i|
DEF_PROY DEF_PROY,DEF
DESMITH Smith, Dennis E
DHAYES Hayes, Deborah ™
Select Biling Type: v &l Types

1: Standard Biling - finance char .

2 Standard Billing - no finance c—

3t Insurance Family - delay finan

4 Inzurance Family - finance che
5 Payment Flan - finance charge—
E: Pavyment Plan - no finance che

7 Mo Staterment and Mo Finance ™

v

reate Insurance Claim(z]

Cancel
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Running the Month-end Update

Running the month-end update is a crucial management routine. It is recommended that you perform this
update each month. The month-end update completes many maintenance tasks important to getting accurate

patient data quickly:

Aging account balances — Close each month so that account balances will not remain current on your
aging reports.

Moving procedures to history — All procedures posted during the month being closed will be moved
into history, locking out changes and deletions. This portion of the process is vital for providing solid
documentation if faced with litigation.

Creating totals records — To speed report generation, Dentrix Enterprise creates a monthly totals record
each time a month is closed. Without this monthly record, Dentrix Enterprise must calculate analysis
information each time a report is generated, which can greatly slow the report generation process.

Resetting insurance benefits (optional) — For all patients who have dental insurance coverage that resets
during the month being updated, the benefits used and deductible applied amounts will be reset.

You cannot close out the current month. You must wait until the first day of the next month before Dentrix
Enterprise will allow you to close out that month (for example, you cannot close out the month of June until

the first day of July).

To run the month-end update

AN T A

Dentrix Enterprise 11.0.2 User’s Guide

Close all Dentrix Enterprise modules on all computers before continuing.
From the server, back up of your Dentrix Enterprise database.

Open the Ledger on one computer.

Switch to single-user mode from the Office Manager.

In the Ledger, from the Month End menu, click Update.

03/31/2003 Brent Crosby Adjust... * Initi

0372172003 <Famil Adinst. * Cre

The Close Out Month dialog box appears. Close Out Month =
Dentrix Enterprise requires that months be closed out in E;iZDDD;‘MD”‘” R e
chronological order. Dentrix Enterprise will display the correct

month to be closed out in the Close Out Month field. You e

Reset Insurance Benefits for Oct.

cannot Cdit thiS date. / Disable Audit Triggers During Maonth End Proc.
To have Dentrix Enterprise reset all dental insurance plans @
whose benefit renewal month is the month following the Close 8 ) e

Out Month, select Reset Insurance Benefits for [month].
To speed up the month end process, select Disable Audit Triggers During Month End Proc.
Click OK.

Note: The amount of time required to run the update depends on many factors, including the processor
speed of your server. However, a very important factor in the speed of the utility is the amount of
information already in history. If you wait to close out the month, leaving two to three months current at
a time, the update has more data to process and will take more time to run. Running the update monthly
will reduce the time required considerably, as Dentrix Enterprise has less data to sort through.

Turn off single-user mode from the Office Manager.
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Chapter 8: Office Manager

The Dentrix Enterprise Office Manager provides powerful tools to enhance the management processes of your
practice. This chapter covers the following topics:

*  The Office Manager Window *  Generating Billing Statements

*  Changing Fee Schedules Automatically e Printing Blank ADA Claim Forms

*  Changing the Database Mode e Creating Letters

*  Maintaining Employers *  Creating a Batch of Primary Insurance Claims
*  Maintaining Insurance Carriers *  Submitting Electronic Claims

*  Analyzing Referrals * Sending Statements with QuickBill

e Purging Appointments *  Signing Mulitple Clincal Notes

e DPurging Dental Insurance Benefits Used Using the Document Center Audit Documents

*  Generating Office Manager Reports Utility

The Office Manager Window

The Office Manager window consists of a menu bar, toolbar, and Batch Processor.

Batch Processor

g Dentrix Office Manager - American Fork Dental Practice <AF} <UTC -07:00 [M5T]>

File View Reports Letters Maintenance Analysis Hel

el A4 80|36 E ¢

Time Zone

drent] UTC 0700 DSMITH Printed
Continuing ailing Labels :00 [DSMITH UnPrinted i
09418/2007 | Prim. Dental Ing [[D:2007) Abbott, James-Smile 5 aver AF UTC -06:00 | DSMITH Frited =

09/19/2007 | Prim. Dental Ing. [[D:2007] Smith, Angela-Smile 5aver AF UTC -06:00 |DSMITH Frinted

09/13/2017 | Billing Statements [From: <ALL> To: <ALLy] AF UTC -06:00 | DSMITH UnPrinted
0919/2017 | Single Biling Statement [Abbatt, Patricia | AF UTC -06:00 |DSMITH UnPrinted
11/27/2017 | Blank AD4 2012 Claim Form AF UTC -07:00 |DSMITH UnPrinted

This section covers the following topics to help you understand how to use the Office Manager window:

*  The Office Manager Toolbar *  Printing Reports
*  The Batch Processor *  Deleting Reports

*  Previewing Reports
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The Office Manager Toolbar

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

dslEeZesleFHE Yz ¢ daEmn [T 2EE Al

The function of the buttons specific to the Office Manager are explained in the following table.

Click the Electronic Billing Submission button to send billing statements and/or a batch of billing
statements to a clearinghouse to have them mailed for you.

Click the Electronic Claim Submission button to submit dental and/or medical insurance claims
electronically.

Click the Create Batch Primary Ins Claims button to generate multiple claims for procedures
posted within a specified date range

D [ [

Click the Print Preview button to display the report selected in the Batch Processor.

Click the Print Report(s) button to send the reports selected in the Batch Processor to the printer
set up for use by the Office Manager.

Click the Delete Report(s) button to delete all or certain reports.

Click the Refresh/Clear Selection button to deselect any reports that are selected in the Batch
Processor.

Click the Day Sheet Report button to generate a day sheet.

Click the Operator Day Sheet Report button to send the operator day sheet to the Batch Processor.

Click the Referral Analysis button to monitor referrals or enter gratuities.

Click the Collections Manager button to view and manage collections information to help you as
you contact patients regarding their accounts.

ElEIE == E =

Al Click the DXOne Reports button to generate and manage reports.

The Batch Processor

The Batch Processor is a report management tool that allows you to print and/or preview reports generated
and sent to the Batch Processor.

Batch Processor [This Clinic, Full Display]

Date D escriptio Clinic__ |Time Zone | Operator Status

02/14/2017  Family WalkOut Statement [Croshy. Brent] DSMITH

»

03/16/2017 | Continuing Care Display List - Malling Labels AF UTC-06:00 [DSMITH UnPrinted [l
08/18/2017 | Prim. Dental Ins.[[DX2007] Abbott, James-Smile Saver AF UTC -06:00 |DSMITH Printed m
08/19/2017 | Prim. Dental Ins.[[DX2007) Smith, Angela-Smile Saver AF UTC -06:00 | DSMITH Printed

03/19/2017 | Biling Statements (From: <ALL> Tar <ALL>) AF UTC-06:00 |DSMITH UnPrinted

03/19/2017 | Single Biling Statement [&bbott, Patricia | AF UTC-06:00 [DSMITH UnPrinted

11/27/2017 | Blank ADA 2012 Claim Form AF UTC-07.00 |DSMITH UnPrinted

For each report listed, the Batch Processor displays the date the report was generated, a brief description of the
report, and a status that indicates if the report has been printed, displayed, or sent (for claims and pre-estimates).

Tip: Since the Batch Processor can easily become crowded with reports from every clinic, you can specify the
reports you want to have displayed in the Batch Processor and the sort order of those reports. For information
about setting up the view of the Batch Processor, see the “Setting up the Office Manager view” topic in the
Dentrix Enterprise Help.
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Previewing Reports

You can preview a report before printing it. You can preview one or two pages at a time, zoom out to see more
of the page, zoom in to see more detail, and easily navigate between reports and pages of the current report.
While you are previewing a report, the report appears in a format as close to the printed report as possible.

To Pl'CViCW a 1'ep01't & Dentrix Office Manager - American Fork Dental Practice <AF> <UTC -07:00 [MST]> = = ==
View Reports Letters Maintenance Analysic  Help
1. In the Office Manager, e EREE R EERIE E LR REEE :
Batch Processor [This Clinic, Full Display]
from the BatCh Processor’ Date Description Clinic. Time Zone| Operator Status
SCICCI'_ the I'CPO[' tS you want to 013/16/2017 | Continuing Care Display List - Maiing Labels AF UTC -05:00 [DSMITH | UnPrinted =
09/18/2017 | Prim. Dental [ns.[[DX2007] Abbott. James-Smils Saver AF UTC -06:00 |DSMITH Printed
revlew 09/19/2017 | Prim. Dental [rs. [[DX2007] Smith, Angela-Smile Saver AF UTC -06:00 |DSMITH Printed
1% A D3/18/2017 | Biling Statemenis [From: <ALL> To: cljpmmmy oF UTE 0600 [DSMITH | LrPrned
. . . 11/27/2017 | Blank ADA 2012 Claim Form { ) | AF UTC07.00 [DSMITH | UnPrinted 1
2. From the File menu, click Print \ 1 /
Preview. The Print Preview
window appears. !

| Drentrix Print Preview EI@

ile  Options  Help

[Blank ADA 2012 Claim Form Page: 1 of 1

ADA American Dental Association- Dental Claim Form
HEADER INFORMATICN

1Ty o T o Wik =l qgplicr e mers

[atetersant et seia 2esices [CJrastsatsoe Frstebane vy et caior
[(Jersct ~ewx
2. Virdeten lagtir T eet izl ~luirLe POLICYHDLDERSLIBSCRIBER INFORN ATION (=1 Incurancs Compary Hamac nai3.

12 12 asltenS ahgse etttz D e, Finsl Wl liilis S0, Sddeeas, Ziv Sice By Cude
INJURANCE COMPANYIGENTAL BENEFIT PLAM INFORMATION

L o Ban Hames, AH eew, £ Gt i G

La. Pir raf Ristn (MDY 1o il
[y
OTHER S0VERAGE | Jars Asflha s e o 0o ibon E-71, M0 e, s Llarka 13 Planiedy Mok 17 R Boon
sy ] ueacns [ 14w oo et 117 danl 20l

B hamg gt 20w heddensubea 1er 112 4 SLeal, b s, tidele 1 al, S0t PATIENT INFORMATION

15, Pzl rgelzrafi beribrn I0GEEM a0 Dl

16, Relutivr ship o PalcnalenSaksz ibar S abow, 14 Heswdo S Fulae

TS e — Uie
T G of arih (T30 G 7 Zenda W byiar E e g o 1 |:| It |:|:i|:.—| a DI

O~ 0= 2 P (o 1n, T e, Lkl niial 5 12), folzmens, Sy Fte, AR oo,
= FlanGraug Marks T Stz Sellaas 0y I; Fesan raned Ae

et [owveee []rmperdem =

V1 AT EME 1R LI 280 Caal Banaf ITI2r Maws A cess, Ci, i, 2 Code

TPl 13 8 e pred vy denler]

T Cs s ol Dirty (R MDD ‘ 23 Gerdr

O0- -

oF P
. Freocd s i ImhwebE w Tein | eacsoen | aga L. | a3 L w
A nnSe S orLyd=iu] b [ Moiie | 3t o Lssapled, w.oee

3. Do any of the following for the report you are previewing:

e Print Report — To print the report being displayed or all reports in the preview session, from the File
menu, click Print Report.

* Report Title — Select a report from the list to view that report (if you are previewing multiple
reports).

*  View One Page / Two Page — To switch between viewing one or two pages (displayed side by side),
from the Options menu, click View One Page or View Two Pages.

e Zoom —To increase or decrease the zoom percentage (from 10% to 200%), from the Options menu,
point to Zoom, and then click the appropriate percentage.

* Previous / Next Page — To advance to the next page in a multi-page report, click the right arrow
button. To go to a previous page of a multi-page report, click the left arrow button.

4. To close the Print Preview window, from the File menu, click Exit.
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Printing Reports

If you do not want to preview a report, you can send it directly to the Office Manager printer.

Tip : To print certain pages of a report or to print more than one copy of a report, you must print that report
from the Print Preview window so that you can enter the page range and the number of copies.

To print a report from the Batch Processor

1. In the Office Manager,
from the Batch Processor,
select the reports that you
want to print.

& Dentrix Office Manager - American Fork Dental Practice <AF> <UTC -07:00 [MST]> =] = ==

View Reports Letters Maintenance Analysis Help

ERlZZEeEENE R Fanh B EE R [ B bl

UnPrinted

] play g Label
09/18/2017 | Prim. Diental Ins [[D<2007] Abbott, James-5 Printed
. AR R D DO S el g
TIPSZ 09/15/2017 | Billing Statements [From: <ALL> To: <ALL>] UnPrinted 1
m . T T r P
1227/2017 | Blank ADA 2012 Claim Form AF UTC 0700 |DSMITH | UnPiinted

*  To select multiple reports,
while pressing the Ctrl key,
click each report.

*  To deselect a report in the
Batch Processor, from the
File menu, click Clear; or select a different report.

2. With reports selected, from the File menu, click Print. Dentrix Enterprise sends the report to the printer
set up for the Office Manager.

Deleting Reports

You can delete any report from the Batch Processor that is not being previewed.

Note: Do not try to delete a report that is currently being previewed. A report being previewed may have
“Displayed” or “Schd” (followed by a number) in the Status column.

To delete a report from the Batch Processor

1. In the Office Manager,
from the Batch Processor,
select the reports that you
want to delete.

& Dentrix Office Manager - American Fork Dental Practice <AFs <UTC -07:00 [MST]> [ @ ==
EEE E e R

View Reports Letters Maintenance Analysis Help

(O] D] B8] 3] @ E 2 & A8

Printed

ent]
] a Lebels UnPrinted 3
2' From the Flle menu, Clle 09/19/2017 | Prim. Dental Ins [[DX2007) Srith, Angela-Sil 1 AE uTE-uglgg ESMITH T:rd
03/13/2017 | Single Billng Statement [Abbot, Patricia ) AF UTC -08:00 |DSMITH | UnPrinted
Delete' 11227/2017 | Blank ADA 2012 Claim Form AF UTC 0700 [DSMITH | UnPrinted
The Delete Options dialog box
appears. i

3. Select one of the following
options:

Delete Options @

Delete

" Selected Reports

* Selected Reports — To delete the reports selected in the Batch Processor

*  Printed Reports — To delete all printed and displayed reports listed in the
Batch Processor

+ Printed Reports
Sent Reports
" Al Reports

Cancel

*  Sent Reports — To delete all sent claims listed in the Batch Processor (used
with electronic claims)

*  All Reports — To delete all reports listed in the Batch Processor ~—

4. Click OK.
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Changing Fee Schedules Automatically

When you are logged in to the Central clinic, you can make changes to an entire fee schedule, or specific
segments of a fee schedule, without having to manually enter each amount for a procedure.

To make automatic fee schedule changes

1. In the Office Manager, from the Maintenance menu, point to ( 1 >J * T
Practice Setup, and then click Fee Schedule Maintenance. (This RN ZZBeEENE 9]
option is available only if you are logged in to the Central clinic.) _

Batch Pro

The Fee Schedule Maintenance dialog box appears.

T e — ==
Select the fee schedule that you want to update.
ShowClinic: fA +]
Click Auto Changes. Find Fee Schedue:
The Automatic Fee Schedule Changes dialog box appears. |
4. To select the procedure code range for which you want to T 2 mj::dlt N
change the fee schedule, under Select Procedure Code, 2 |BDS -
click the From and To search buttons >*| to select the first 3| =
and last procedure code in the desired range. Or, leave From : ; Sl \3)

<ALL> To <ALL> selected to include all procedures.

Automatic Fee Schedule Changes (UCR) (5]

Select P jure Code

From: [<ALL: il To: [ALL> il

where

rCurrentAmnunt|= 'l I 0oo s
‘Lhange Fee Schedul

Change Amount: IW %

hange Type: Im

Round To: m

Minimum Amount To Increase: I 000 s

5. To specify a condition that a procedure’s fee must meet for that
procedure to get updated, under Where, select the Current
Amount check box. Select greater than (>), greater than or
equal to (>=), less than (<), less than or equal to (<=), or equals

(=). Type the amount ($).

6. Under Change Fee Schedule, set up the following options:

* Change Amount — Type how much you want to increase
or decrease the fee by (depending on the Change Type
selection, this is a dollar amount ($) or a percentage (%).

*  Change Type — Select how you want to increase or decrease
the fees: Increase by %, Increase by $, Decrease by %, or

7 ) ox Cancel |

Decrease by $.

*  Round To — Select whether you want to round the new fees
to the nearest Dollar, Dime, or Penny (the default selection is controlled by a Central clinic setting).

*  Minimum Amount To Increase — Type the minimum amount required for a fee in the fee schedule

to be changed.
7. Click OK.

Once Dentrix Enterprise has processed the changes, it will display the entire fee schedule for you to
review in the Fee Schedule Change Results dialog box.

Dentrix Enterprise 11.0.2 User’s Guide



336 Chapter 8: Office Manager

8. Do any of the following: A~
5 Fee Schedule Change Results 8 @
*  To change a procedure code’s amount (as U
displayed in the BEFORE column), click Fee Schedule Name: [UCR
that procedure code’s fee in the AFTER Find Procedure Code:
column, and then type the new amount. Frocedun | e A1 Fee 1 - Clear »
UCR UCR Difference
The background color of the AFTER cell Code BEFORE AFTER
changes to yellow, and the Difference 05281 7500 48450 980 | Copyfrom |
b h .. al d h f D5410 35.00 35.70 0.70
etween the original and the new fee oaat 500 =7l oo
appears with a green background (for 05421 500 = oot
an increase) or a red background (for a D5422 3500 SR
. Export. . .
decrease). Repeat this process as needed to ps10 11500 730 e _
h h . D5520 90.00 9180 180 Clipboard »
change other amounts. e o0 ol
. . D5620 100.00 102.00 2.00
Tip: To help you quickly find a procedure Dees 10000 ——
code, begin typing a procedure code in D5640 7500 76.50 150
the Find Procedure Code field. The first D650 90.00 180 180 v
matching code is selected. < Q s | Close |

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

desired fee schedule.

To replace amounts in this fee schedule with those from a .csv, .xls, or .xlsx file, click Import, and
then search for and select the desired file.

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

To change all amounts to zeros and clear the Fee Schedule Name field, click Clear, click Clear only
the fee amounts, and then click Yes.

To copy the data (procedure codes, before amounts, after amounts, and differences) as text to the
Windows Clipboard, click Clipboard, and then click Copy to Clipboard - tab delimited or Copy

to Clipboard - comma delimited. You can paste the Clipboard contents into another program.

Tip: You can use the contents of a copied fee schedule comparison to create a .csv, .xls, or .xlsx file
that you can import into Dentrix Enterprise to create a new fee schedule.

To export the data (procedure codes, before amounts, after amounts, and differences) as text to a
comma-delimited or tab-delimited file, click Export to specify a name, a file type (.csv or .txt), and a
location for the .csv or .txt file.

Tip: You can use the contents of an exported fee schedule comparison to create a .csv, .xls, or .xlsx file
that you can import into Dentrix Enterprise to create a new fee schedule.

9. Click Save.
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Changing the Database Mode

You can turn on single-user mode for operations that require that Dentrix Enterprise be closed on all but one
computer. After those operations have been completed, you must turn off single-user mode.

To turn on singe-user mode

In the Office Manager, from the Maintenance menu, point to Practice Setup > Database Mode Setup, and
then click Enable Single User Mode. On the confirmation message that appears, click Yes.

To turn off single-user mode

In the Office Manager, from the Maintenance menu, point to Practice Setup > Database Mode Setup, and
then click Disable Single User Mode. On the confirmation message that appears, click Yes.

[ J [ [ J
Maintaining Employers
With the Employer Maintenance utility, you can add, edit, and delete employers without selecting a patient.
Additionally, you can join and purge duplicate employers. For information about adding and editing

employers from the Office Manager, see the “Adding and editing employers” topic in the Dentrix Enterprise
Help.

This section covers the following topics about employers:
*  Joining Employers

e Purging Employers

Joining Employers
You can combine duplicate employers.
Tip: You do not need to enable single-user mode when running this utility, but run it outside of peak office times.

To join employers
1. In the Office Manager, from the Maintenance menu, point to @ % Dentrx Gfice Manager - American Fork Detal Practice <AF

Reference, and then click Employer Maintenance. R E =R NEEmES
[ BathPo
‘The Employer Maintenance dialog box appears. Employer Maintenance

Enter Employer Name:

2. Click Join Employers.

[ 2]
The Join Employers dialog box appears. Join Employers | prrre—
. _ = 122 Maple Dr
3. Click the Source Employer scarch button > to select | [ SeeetEmoyers o Jan

Source Employer:
| ACME Co. ( 3 »>

Destination Employer:

select the employer that you want the source employer == 4 Nl e
. I
to be changed to.

the employer that you want to merge into another.

4. Click the Destination Employer scarch button **! to

ssociated with the Source Employer to be

5. Click Join. On the confirmation message that appears, ssodated with the Source Employer o b

click Yes. Then, another message appears and states that

the employers have been joined, so click OK. ( : ) o | concd |

The source employer is now the destination employer.
All patients with the source employer now have the
destination employer attached to their records in the Family File.

E‘ARNING: Clicking "Join" will cause all patients
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L]
Purging Employers
You can purge employers from Dentrix Enterprise that are no longer attached to any patients.

To purge an employer

1. In the Office Manager, from the Maintenance menu, point to % Dentrx Offce Manager - American Fork Dental Practice <AF
i . 1 = aifntenance  Afalysis Hel
Reference, and then click Employer Maintenance. PR ENYEE L F Bl
. . Batch P
The Employer Maintenance dialog box appears. T ] T T —
. . Employer Maintenance
2. Click Purge. The Purge Employers dialog box appears and e
. . nter Emplayer Name:
lists all employers that are not attached to any patients. | ]
10° H H Name [ Acdess
Tip: If an employer you want to delete is not listed, the . Ty
employer is attached to at least one patient. You must clear gcre i LT
that employer from those patients in the Family File before it
can be deleted. To find patients with a certain employer, print
the Employers and Employed Patients Report for that
p y P y p New )\Edil | Jain En‘ployets| Purge |

employer from the DXOne Reporting module. For =

elete |

@Delete All |
e

. K A Purge Employers
information about this report, see “Reference Reports”

in Chapter 9: DXOne Reporting.

3. To delete all employers listed, click Delete All; or, to
delete a certain employer, select that employer, and
then click Delete.

4. Click Close.

Maintaining Insurance Carriers

With the Insurance Maintenance utility, you can add, edit, and delete insurance plans without selecting a
patient. Additionally, you can join and purge duplicate insurance plans. For information about adding and
editing insurance plans from the Office Manager, see the “Adding and editing insurance plans” topic in the
Dentrix Enterprise Help.

This section covers the following topics about insurance:
* Joining Insurance Plans

*  Purging Insurance Plans
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Joining Insurance Plans

You can combine duplicate insurance plans without moving subscribers one by one to another plan. Joining
plans does not delete the old, unused insurance plan; it only moves the subscribers to a new plan so that the
old plan can be purged.
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Tip: It is not necessary to be in single-user mode when joining insurance plans, but do not use this utility
during peak office times.

To join insurance plans

1.

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

Reference, and then click Insurance Maintenance.

% Dentrix Office Manager - American Fork Dental Practice <AF

Batch Pro

The Insurance Maintenance dialog box appears. Insurance Maintenance
Click Join Plans. el [ |
Search By
. . Enter Carrier Name: @ Carrier Name Group Plan " Payor IC
The Join Insurance Plans dialog box appears. q P
SeleCt one Of the fOllOWing jOin Criteria: Carrier Name Group Plan I Employer Name Group = Local #
ACME Insurance HSPS Group Plan HSPS 111222
*  Employer-based — To move all subscribers fckmbenilry S fsina HEES e
. . . Aliied Group Insuran... Alied Group Insuran... 16023
attached to one particular insurance plan linked
to a specific employer to another insurance
plan that is linked to the same employer. Then,
select the Subscriber’s Employer must match | |
. New... Join Plans... Purge...
Insurance Plan Employer Field check box
if you want to move only subscribers who are
assigned the same employer in the Family File. S =

*  Plan-to-Plan — To join insurance plans regardless of
employers.

Click the Source Insurance Plan search button **! to
select the plan you want to join with another.

Click the Destination Insurance Plan search button **
to select the plan you want the Source Insurance Plan to
be transferred to.

Click Join. On the confirmation message that appears,
click OK. Then, another message appears and states that
the plans have been joined, so click OK.

The source plan is now the destination plan. All patients
with the source plan now have the destination plan
attached to their records in the Family File.

Join Criteria

* Employer-based@lﬁ Plan-to-Plan

Subscriber's Employer must match
Insurance Plan Employer field

Select Insurance Plans to Join
Source Insurance Plan:

| Aetna Life and Casualty 4 ==

Group #: 321863
Group Plan:  Aetna

Employer:  J.C. Horton

Destination Insurance Plan:
| Betna Life and Casualty

Group #: 321863
Group Plan:  Aetna

Employer:  1.C. Horton

WARNING: Clicking "Join" will cause all
ubscribers assodated with the Source
nsurance Plan to be assodated with the
estination Insurance Plan
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Purging Insurance Plans

You can purge insurance plans from Dentrix Enterprise that are not attached to any outstanding insurance

claims.

To purge an insurance plan

1.

Analyzing Referrals

In the Office Manager, from the Maintenance menu, point to 1
Reference, and then click Insurance Maintenance.

The Insurance Maintenance dialog box appears.
Click Purge.

The Purge Insurance dialog box appears.

Tip: If an insurance plan you want to delete is
not listed, the plan is attached to at least one

outstanding claim. Those claims must be paid before
the plan can be deleted. To find outstanding claims
for a certain carrier, print the Insurance Claim Aging
Report for that carrier from the DXOne Reporting

module. For information about this report, see

“Ledger Reports” in Chapter 9: DXOne Reporting.

To delete all insurance plans listed, click Delete

All; or, to delete a certain plan, select that plan, and
then click Delete. On the confirmation message that

appears, click OK.
Click Close.

Insurance Maintenance

Dental | Medical |

Search By

Enter Carrier Name: (& Carrier Name " Group Plan " Payor II
[2 " Employer " Group Number

Carrier Name | Group Plan | Employer Name | Group # | Local # l

ACME Insurance HSPS Group Plan HSPS 111222

Aetna Dental HSPS Aetna HSPS 123456

Aetna Life and Casu... Aetna 1.C. Horton 321863

Allied Group Insuran... Allied Group Insuran... 16023

N
Purge Insurance @ J Purge...

M Irsurance Plan
Tert Lilly

Mail Clair To Blue Shield In

o Close

You can use the Dentrix Enterprise analysis tool to view referral production and manage gratuities.

To analyze the production of a referral source

1.
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In the Office Manager, from the Maintenance menu, point to
Reference, and then click Referral Maintenance.

The Referral Maintenance dialog box appears.
Select the referral you want to analyze.

Click Analysis.

The Referral Analysis dialog box appears. The dialog box
lists the number of Total Referrals Made to/by this referral

source.

t Dentrix Office Manager - American Fork Dental Practice <AF
e m nalysis  Helf
[ INERFES

Batch Pro

Referral Maintenance . o
Referred BY Referred T
Name ‘ Specialty ‘ Cuurﬂ Name
Dr. Evans, Jeff 9 Charles |
Dr. Tyler, Mark 4 Mark Ty
Family 1
Phone Survey 1
‘ellow Page Ad 9
3 Analysis | MNew | Edit | Copy -»
y A




Set up the following options:

All patients who have been referred to/by the referral
source within the date span appear in the list box.

*  Referral Date Span — From the list, select a date span. @

*  Production Date Span — For referral sources only,
from the list, select a date span. The production for
the specified date span of each referral appears in the
Production column of the list box. Also, the total
production generated by the listed referrals for the
production date span appears in the Production field.

To enter a gratuity given to a referral source, click New
Gratuity. In the New Gratuity dialog box, type the date
the gratuity was given and the amount of the gratuity,
select the type of gratuity sent, and then click OK.

Tips:

*  To add a new gratuity type in the New Gratuity
dialog box, from the Type list, select “<Add Gratuity
Type>,” type a new type and amount, and then click Add.

*  To record the gratuity in each referred patient’s Office Journal, in the New Gratuity dialog box, select
Add Journal, and then click the Provider search button *” | to select the provider for whom you also

want to record the Office Journal entries.
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Total Referals Made: 4

Heteral Date Span Froduchion Date Spat

|- Save A
Al Referrals Al Production hd D‘:}‘I:ultS

WName of Heferral | Date | Production
Gleason, Gary M 02/28M953 000
Glernming, Robert H 05/17/1995 54800
Lake, Shana B 03/1141936  0.00
Schow, Lawrence P 03/04/1933  0.00

Listed Referrals:| 4
Production: 543.00

Gratuity

Last Gratuity D ate:

Last Gratuity Type: |

‘ 5 ’Newﬁratuit}l | GratuityAnaIysis“ 6 ’

Motes

Send Email | foiceJoumaI| LF. Cancel |

Referral Analysis - (Dr. Tyler, Mark) (23]
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To view an analysis of the gratuities given to a referral, click Gratuity Analysis.

The Gratuity Analysis dialog box appears. This dialog box

lists all gratuities and the total value of each.
Click Close to return to the Referral Analysis dialog box.
Click OK.

Gratuity Analysis @

Provider

Total ltems: |1
Edit Delete
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Purging Appointments

If you are logged in to the Central clinic, you can purge appointments in the Appointment Book before a
certain date for all clinics.

Tip: You can purge appointments for only the clinic you are logged in to from the Appointment Book.

To purge appointments

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

Reference, and then click Purge Appointment. 1 » — ﬁ
The Delete Appointments for All Clinics dialog box appears. [ dware
2. Type a Cut off date. All appointments in all clinics prior the date T A ==
entered will be purged.
3. Click OK. On the confirmation message that appears, click OK. st date:|1D£D1x’2D12( : )

o Cancel |

Purging Dental Insurance Benefits
Used

With the Purge Insurance Benefits Used utility, you can selectively zero out insurance coverage benefits used.
Purging used benefits will clear all of the current year’s benefits for the insurance plans that have the previous
year’s benefits cleared.

To purge used insurance benefits

1. In the Office Manager, from the Maintenance menu, point to 1 % Dentrix Ofice Manager - American Fork Dental Practice <AF
Reference, and then click Purge Dental Ins Benefits Used. - -

The Purge Dental Insurance Benefits Used dialog box appears.

2. Select one of the following options: Purge Dental Insurance Benefts Used =
* Insurance Plans with Renewal Month of — Purge Dental Insurance Benefits For
To clear used benefits (reset them to $0) for Cz * Insurance Plans with Renewal Month of: | Apri |
insurance plans with benefits that renew on Selected Insurance Plan;
a specific month, select this option, and then | >

select the appropriate month from the list.

*  Selected Insurance Plan — To clear used 3 ) Cancel_ |
benefits from a specific insurance plan, select

this option, and then click the search button | to select the appropriate insurance plan.
3. Click OK.

Tip: During the month-end update, Dentrix Enterprise will automatically purge benefits used for those
insurance companies that renew their benefits the next calendar month.
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Generating Office Manager Reports

Dentrix Enterprise provides many reports that you can use to gather information from your database. While
some reports can be printed from the Ledger, the Patient Chart, the Appointment Book, the Family File, or
DXOne Reporting, the Office Manager has the following categories of reports you can generate:

Reference reports
Management reports
Billing statements
Ledger reports

List reports

Blank ADA claim forms

All reports you generate from the Office Manager will appear in the Batch Processor.

For a comprehensive explanation of all the options for running these reports, see the “Generating Ofhce
Manager reports” topic and its subtopics in the Dentrix Enterprise Help. Also, to see samples of and read an
explanation of what appears on each report, refer to the Dentrix Enterprise 11.0.2 Reports Reference.

Reference Reports

In the Office Manager, from the Reports menu, point to Reference, and then click a reference report option:

Procedure Code List — The Procedure Code List is a list of procedure codes, including the procedure
code number, description, abbreviated procedure codes, time allotted for each procedure, appointment

type, paint type, and treatment area.

Dental Diagnostic Code List — The Dental Diagnostic Code List is a list of all dental diagnostic codes

that have been entered.

Medical Code List — The Medical Code List is a list of all medical procedure codes entered. Codes are
grouped by code type (AMA, ICD, modifier, place of service, and type of service).

Multi Code List — The Multi-Code List is a list of all multi-codes or a range of multi-codes.

Standard Coverage Table Report — The Standard Coverage Tables Report lists the coverage tables that
are set up in the Office Manager. The report includes the coverage percentage, co-payment, and pre-

authorization flag for each range of procedures.

Insurance Coverage Tables Report — The Insurance Coverage Tables Report lists the coverage tables that

have been set up for each selected insurance plan.

Updated Dental Insurance Payment Tables Report — The Updated Dental Insurance Payment Tables
Report lists all procedures and the covered dollar amount for procedures listed in the payment table for

the selected dental insurance carriers.

Custom Practice Information Report — The Custom Practice Information Report lists information that
can be customized in Practice Definitions: billing types, payment types, adjustment types, custom notes,

medical alerts, appointment status types, and appointment check list.

Registration Information Report — The Registration Information Report lists the practice information

and serial number of your Dentrix Enterprise software.
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Management Reports

In the Office Manager, from the Reports menu, point to Management, and then click a management report

option:

*  Day sheet (charges and receipts) — The day sheet is a report designed to help you keep track of your
daily production and collection figures. It lists all transactions posted during the day (or date range
specified) including procedures, payments, adjustments, and finance charges. The day sheet can be
customized to include or exclude specified information, and can be printed in a variety of formats.

Ledger Reports

In the Office Manager, from the Reports menu, point to Ledger, and then click a ledger report option:

*  Family Ledger Report — The Family Ledger report includes all transactions for all patients in the family
posted since the beginning date specified. The date of treatment, tooth number, description, patient,
charges, payments and a running balance are included on the report. Depending on report settings, the
current balance of each patient in the family is also displayed on the report.

* Patient’s Ledger Report — The Patient’s Ledger report includes all transactions for a patient(s) posted
since the beginning date specified. The date of treatment, tooth number, description, patient, charges,
payments, and a running balance are also included on the report.

e Payment Agreement Report — The Payment Agreement Report displays analysis and management
information for monitoring payment agreements. The report includes information on the agreement
terms, the remaining balance for the payment agreement, and missed payments, and the last payment
date and amount.

*  Future Due Payment Plan Report — The Future Due Payment Plan Report displays payments that can
be expected based on established payment plans by month. You can also run the Monthly Totals Report.

*  Referral Recap Report — The Referral Recap Report lists completed and treatment-planned work for
each referral source that appears on the report. Each referred patient will appear on a separate page.

List Reports

In the Office Manager, from the Reports menu, point to Lists, and then click a list reports option:
*  Daily Appointment List — The Daily Appointment List consists of three separate reports:

*  Operatory Appointment List — This report lists all appointments for a selected range of dates and
by the selected providers and operatory ranges. The list includes the appointment date, status, time,
patient name, provider and operatory, appointment reason, and appointment duration.

*  Patient Route Slips — Patient route slips can be printed for all patients scheduled within the date
range. The route slip provides comprehensive account and treatment information for the scheduled
patient.

*  Daily Appointment List — This report gives the same information as the Operatory List, but in a
different format, and includes the patient phone numbers.

*  Unscheduled Appointment List — The Unscheduled Appointment List displays patient appointments
that have been broken (and not rescheduled) or placed on the wait/will call list during a specified time
period. This list can aid your office in rescheduling those appointments.

*  Unscheduled Treatment Plans Report — The Unscheduled Treatment Plans Report displays patients for
whom there has not been an appointment scheduled for their treatment-planned procedures.
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Treatment Plan Approval Report — The Treatment Plan Approval Report lists pre-treatment estimate
insurance claims that have been received and accepted. The treatment plan, estimate amount, and
whether the pre-treatment was accepted or rejected are also included on the report.

Treatment Plan Approval Status Report — The Treatment Plan Approval Status Report lists treatment-
planned procedures for selected approval statuses, along with relevant patient and procedure information.

Insurance Eligibility Report — The Insurance Eligibility Report lists insurance carriers and the patients
eligible for coverage under each carrier and includes information such as the patient’s eligibility date,
subscriber’s name and ID, insurance carrier’s address, group plan number, and patient’s next appointment.

Perio Exam List — The Perio Exam Lists is a list of patients who have had a periodontal exam created
within a specified date range.

New Patient List — The New Patient List is a list of all patients in the practice whose first visit dates fall
within a specified date range. You can also print mailing and chart labels for this list of patients. The list
includes each patient’s name, address and first visit date.

Patient Notes Report — The Patient Notes Report displays any notes you have entered for a patient. You
can indicate which patients to print based on name, provider, or billing type, and you can select which
types of notes to include.
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Generating Billing Statements

Billing statements provide guarantors with a record of their financial transactions with the practice.

Printer-generated billing statements can save you the cost of pre-printed forms without losing the professional
look of pre-printed forms. However, if you intend to use pre-printed forms, be sure to purchase forms that are

supported by Dentrix Enterprise.

For information about where to specify the billing statement form that you want to use, see “Setting Up
Practice Defaults” in Chapter 1: Introduction and Initial Setup. Also, for information about how to set up
billing statements to include the central office, clinic, or provider information, see “Setting Up Clinics” in

Chapter 1: Introduction and Initial Setup.

To generate billing statements

1. In the Office Manager, from the Reports menu, click Billing.

The Billing Statements dialog box appears.
2. Set up the following options:

* Statement Date — Type a cutoff date.
The statements will include procedures
up to and including the date entered, and
all statement calculations will be as of
that date.

* Balance Forward Date — Type a balance
forward date. Dentrix Enterprise will
calculate the total of all outstanding
procedures posted up to the date entered
and give the total balance forward
amount on the statements rather than an
itemization of procedures.

¢ Select Guarantor — Click the search
buttons ** to select the range of
guarantors for whom you want to generate
statements, or leave From <ALL> To
<ALL> selected to include all guarantors.

% Dentrix Office Manager - American Fork Dental Practice <AF
1 p etters  Maintenance  Analysis  Helf
EEREE R
Batch Pro
ate | Description
Billing Statements 2 @
Statement Date:|03/27/2019  Balance Forward Date:|02/27/2019
Select Guarantor Options
From: |« [ ﬂ ¥ Skip Accounts With Claim Pending
Tolealls ﬂ ..|f Patient Partion Less Than:|20.00
Procedures 'with Claims Pending...
Fun Report Show: * Curent Al More
* by Provider [ Print Insurance E stimate
; ¥ Print Agreed Papment
From: |<aLl>  *>|  Taf<all> >
J J ¥ Exclude Outstanding To Insurance
by Clinic I
CENTRAL s Al [ Print Account Aging
Select Biling T I~ Allow Credit Card Payment
elect Billir e
o Uets I¥ 1 Mot Billed Since: [02/27/2019
Frllv
ety bl I¥ Orly Bill Accounts Aging:
i i i
Minimum B alance To Bill:|.071 e &0 e Y e &l
7 Include Credit Balances? Select Report Types
I¥ Biling Statement
R\B}

Statement Message:

Insurance Estimates [Ins. Est.'] and -
'Pleaze Pay' amounts bazed on K
insurance estimates are provided asa = —
courtesy. In the event that your -

Use log-on clinic: settings for all

statemnents
¥ Use same Statement Message for all

™ Mailing Labelz

|

[~ Save As Default

Cancel

*  Run Report — Select how you want to generate statements:

N

* By Provider — To generate statements by provider, select this option, and then click the search
buttons *”] to select a range of providers to generate statements for those providers’ patients; or
leave From <ALL> To <ALL> selected to include patients for all providers.

* By Clinic — To generate statements by clinic, select this option, and then click the search
button **! to select the clinics that have the patients for whom you want to generate statements.
Or, select the All check box to include patients in all clinics.

*  Select Billing Type — Click the search button **| to select the billing types of patients for whom you
want to generate statements. Or, select the All check box to include patients with any billing type.

*  Minimum Balance to Bill — Dentrix Enterprise will generate statements for patients who have a
balance equal to or greater than the amount entered. For example, if you enter 20, Dentrix Enterprise
will generate statements for patients who have a balance of at least $20.

* Include Credit Balances? —To generate statements for patients who have a credit balance, select this

option.
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Statement Message — Type a message (such as “All payments are due on or before the 5th day of the
month.”) that you want to have appear at the bottom of each statement. This box is available only if
the Use same Statement Message for all check box is selected; in which case, this message will be the
default message either on statements generated from this computer or on statements generated for all
clinics from any computer (depending on whether the Use log-on clinic settings for all statements
check box is clear or selected).

Tip: For information about entering a customized billing statement note for any individual
guarantor, see “Billing Statement Notes” in Chapter 7: Ledger.

Use same Statement Message for all — To use the same message on statements sent to patients of any
clinic, select this check box. To use the custom message specified for a given clinic on statements that
are sent to patients of that clinic. If the clinic does not have a custom message specified, no message
will appear on the statements that are sent to patients of that clinic.

Options — Select the options you want to use to determine which accounts will receive a bill and
what to include on the statements:

*  Skip Accounts with Claim Pending — To skip an account if the patient has any outstanding
claims for which the guarantor portion of the balance is less than the dollar amount you specify
in the If Patient Portion Less Than field.

* Procedures With Claims Pending
e Current — To include procedures posted in the current month for which a claim has been
created and is still pending (not received).
e All - To include all procedures posted for which a claim has been created and is still pending
(not received).
*  None — To exclude all procedures for which there is still a claim pending.

*  Print Insurance Estimate — To include the estimated amount that dental insurance will pay on
pending claims.

e Print Agreed Payment — To have a box labeled “Please Pay This Amount,” which reflects the
patient portion of the balance or the payment amount required for a payment agreement set up
previously, appear on statements.

To have the “Please Pay” amount exclude the entire amount that has been billed to insurance on a
pending claim, even if some of it is a patient portion, select Exclude Outstanding to Insurance.

*  Print Practice Information — If your default billing statement is not the Full Form/Download
Form, and if you are using a pre-printed form without your practice information already printed
on it, select this option.

e Print Account Aging — If your default billing statement is the Full Form/Download Form, to
include an aging summary on the statements that are formatted to allow report aging, select this
option.

e Allow Credit Card Payment — If your default billing statement is the Full Form/Download
Form, to include credit card payment options on the statement, select this option.

e IfNot Billed Since — To skip patients for whom a billing statement has already been printed
since the date you specify. (The last statement date appears in each account’s Ledger.)

Tip: This option works well for practices that print billing statements from the Ledger when

an insurance payment is received for an account. You can use cyclical billing as statements are
printed for individual accounts throughout the month and then printed from the Office Manager
in a batch to ensure that each account has received a statement for the month.

*  Only Bill Accounts Aging — To generate statements for patients whose balance has aged at least
as much as the aging bracket you select: Over 30, Over 60, or Over 90.
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*  Select Report Types — Select the desired report types:
* Billing Statement — To print statements for all guarantors who fall within the specified parameters.

*  Mailing Labels — To print mailing labels with the guarantor’s name and address. Be sure to enter
the number of Columns of labels your label sheets have on them.

*  Use log-on clinic settings for all statements — To apply the current settings specified for this clinic
to all clinics, select this check box. Use this option if you want everyone to have the same default
statement settings for all clinics while logged on to any computer. You must click OK with the Save
As Default check box selected to update the default settings for all clinics.

*  Save As Default — To save the current settings for the next time you generate statements from this
computer (or from any computer if the Use log-on clinic settings for all statements check box is
selected).

3. Click OK to send the billing statements to the Batch Processor.

Printing Blank ADA Claim Forms

There may be a circumstance when you need to print a blank ADA claim form.

To generate a blank ADA claim form

1. In the Office Manager, from the Reports menu, click Blank 1 O g - Amatcin o Dealpacs
e Jetters  Maintenance  Analysic  Hel
ADA Form. MR RGN ET e
. . Batch Pro
The Dentrix Reports dialog box appears. iy D
Dentrix Reports @ Lt
Select the claim form that you want to print.
. Send Blank ADA Form to Batch Processor?
Click Yes. )
1935 Clairn Form

(" 2000 Claim Form
(" 2003 Claim Form
(" 2007 Claim Form
{* 2012 Claim Form

[~ Save Az Default Claim Form

@T\No
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Creating Letters

With Dentrix Enterprise, you can create custom reports and letters as Microsoft Word documents or as data
files for use in spreadsheet programs, such as Microsoft Excel.

Dentrix Enterprise provides an interface between your patient database and Microsoft Word (if installed) that
allows you to create any letters that are applicable to the success and development of your practice. You can
have Dentrix Enterprise merge information from patient records into your letters, based on various ranges,
parameters, and filters that you establish.

Dentrix Enterprise comes complete with pre-defined letter templates in seven categories that you can use and
modify in conjunction with your patient database. For information about how to customize any letter from
Microsoft Word, see the “Customizing Dentrix Enterprise letters” topic in the Dentrix Enterprise Help. For
information about how to create your own letters and add them to any of the categories for future use, see the
“Creating custom letters” and “Adding letters to categories” topics in the Dentrix Enterprise Help.

This section covers the following topics about letter merges:
*  Merging Dentrix Enterprise Letters
*  Creating Appointment Reminder Cards

*  Creating Cards for Patients Without Appointments

Merging Dentrix Enterprise Letters

You can create letters by merging information from Dentrix Enterprise into Microsoft Word documents. This
section covers the pre-defined templates installed with Dentrix Enterprise.

To merge a Dentrix Enterprise letter
1. Open and minimize Microsoft Word. ml
2. In the Office Manager, click Letters on the menu bar. qer - Amerca ForkDentlPrctce <1

aintenance  Analysis  Helf

Batch Pro

The Letters window appears.

Description

3. Click the category button of the letter type you want to create:

* Birthday — Birthday letters for patients with a birth date in a Letters =
specified range. it |
*  Continuing Care — Continuing care (recall or recare) notices to patients Continuing Care...

within a recall date range.

Referral...
i

e Referral — Referral letters for anyone who has referred or to whom you are <3 )M

. . . . . .. ] Inactive Patient...
referring patients within a specified range of first visit dates or referral dates. [recieopaien |

Welcome...
*  Collection — Collection notices for patients within a specified range of last oo

ayment dates.
p y EXIT

* Inactive Patient — Notices for patients within a specified range of last visit
dates.

e Welcome — “Welcome to the Practice” letters for patients within a specified range of first visit dates.

*  Misc — Custom letters for specific patients in your database. You will probably put many of the
custom letters you create in this category.
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4.

Dentrix Enterprise 11.0.2 User’s Guide

In the dialog box that appears, select a letter, set up a
date range (if applicable), and then click Create/
Merge. The Create/Merge Options dialog box
appears.

Select Create Data File and Merge Letters.

For details about the Create Data File ONLY and
Merge Letters using existing data file options, see
the “Other create and merge options” topic in the
Dentrix Enterprise Help.

If you want Dentrix Enterprise to add an entry to
each patient’s Office Journal, indicating that a letter
was sent to that patient, select Add to Journal.

Click OK.

When the merge is complete, in Microsoft Word, you can print the
letters. Then, close Microsoft Word without saving the changes to the

document.

Referral Letters <CENTRAL=

Select Letter

drximdd. doe Edi

g

Mor-Patient Referal dtxim15.doc
Patient Referal [Gugonly) dbxlm 6. doc: Mew
Patient Referal dtxim16.doc
dtxim35.doc Delete
Creatk/terge Wiews List | Wiew Location
Create/Merge Options @

Warning: If you save the changes to the document, patient
information will be permanently saved in the letter template,

rendering the template unusable.

* Create Data File and Merge Letters
" Create Data File OMLY
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Creating Appointment Reminder Cards

You can create reminder cards to send to patients with upcoming appointments.

To create appointment reminder cards

1.
2.

Open and minimize Microsoft Word.

In the Office Manager, click Letters on the menu bar.
The Letters window appears.

Click Continuing Care.

The Continuing Care Letters dialog box appears.
Select Continuing Care -- With Appt.

@j
& Dentrix Office Manaiu - American Fork Dental Practice <AF
2 e Analysis Helf
3 = =

Note: This is the default for the letter template name

Continuing Care Letters <CENTRAL=

Select Letter

when Dentrix Enterprise is initially installed, but the
name might have been changed.

Click Edit.
The Patient Report View dialog box appears.

In the Merge Letter Template field, type one of the
following template document names, based on the
type of cards you are using:

o  dxlm29.doc — 2-wide, laser cards.

Appointment Cards-F eminder
Cantinuing Care - /0 Appt

Continuing Care Letter-Adult
Continuing Care Letter-Child
Continuing Care-Inactive

Creal@™erge |

dtxlm25.doc
dtxlm26. do

dtxlm oc
dtxlm04. doc:
dtxlm05. doc
dtxlm03. doc:

1 Appk

Delete

“Wiew List Wigw Location

Cloze

* dxlm24.doc — Single-wide, dot matrix cards.
*  dtxlm27.doc - 2-wide, dot matrix cards.

Patient Report View

Letter Mame: |F'atient Feport [by filters)

Patient Fiters | Data Fields |

erge Data File Mame: |dtim22. out
Merge Letter Template: | dtim22. doc

==l

Clinic: [CEMTRAL -
E-mail Options
+ Al Patients © Only Patients w/E-mail © Only Patients vw/out E-mail

Patient Mame: |<ALL>

Status Gender
Provider[z]: DEF_PROV r .
DSMITH Patierit [~ Male
v Al SHAYES [ Inactive ™ Femal
[~ Maon-Patient smae

Use Privacy Request for "Mao comespondence’’ to skip patients
" Does not apply for this letter % Applies for Patients and Guarantors

Birthday: ﬁ Emp:
Consent Date: ﬁ Fief By:
st Wisit Date: ﬁ Ref To:
Last Vigit Date: ﬁ Ins Cox
Continuing Care: @—ﬁ City:
Last Ref Date: ﬁ Zip:
Last Pay Date: ﬁ Alerts:
Balance: ﬁ Motes:
Pay Plan Bal: ﬁ Proc:
Appointments: ﬁ
Billng Typeis; _— g
1: Standard Biling - finance charges  »
v Al

3 Insurance Family - delay finance chq £
4 Inzurance Family - finance charges —
5. Payment Plan - finance charges

E: Payment Plan - no finance charges ™

2. Standard Billing - no finance charge— |

[T <30 [ <60 I <90 [T <90+

ﬂ to |<ALL> 22

™ Guarantors Only

Pasition
™ Maried [ Chid
[ Single [ Other

" Applies for "Referred By Patients"

e
|

e
v

[ [mBal I~ (]Bal

_g—

9 Cancel
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7. Set up the continuing care filter: Select Continuing Care Ranges
[=Due Date

,— PROPHY Periodic cleaning 49
From: “Lab- Azpen Aszpen Dental Lab

a. Click the Continuing Care search button **..
The Select Continuing Care Ranges dialog box appears.

b. Under Due Date and Prior Treatment Date, leave From

and To blank.
c.  Under Include, select With Attached Appointment.

ontinuing Care | ype:

*Lab-Alpine Alpine Diental Spe

Ta: “Lab-Heritag Heritage Dental Le
*Lab-HiTech HiTech Dental Te =
Prior Treatment CALL AMALG  Amalgam followup |

CALL CROWMN  Crown follow-up el

From: CaLLRC Froot Canal follow-

F43 Full Mouth Series

To ORTHO Ortho post-treatme ™

d. Under Continuing Care Type, select the appropriate
continuing care type.

Include a
ear
Al

* with Attached Appointment I 0K

e. Click OK.

8. Set up the appointment filter:

" Without Attached Appointrment
Cancel

a. Click the Appointments search button.
The Select Appointment Ranges dialog box appears.

b. Under Search, select Existing patients with appointment in
date range.

c.  Under Appointment Date Range, type the Beginning and
Ending dates of the range of appointments for which you are
printing cards.

d. Click OK.

Search

Select Appointment Range @

(" Praspective Patients with appaintment in date range
I + Existing Patients with appointment in date range I

(" Ewxisting Patients with ND appointment in date range

Appointment Date R ange

Beginning: |11/11,/2012 Ending: [11/11/2013

Clear ()8 | Cancel |

9. Click OK to return to the Select Continuing Care Ranges dialog box.

10. With Continuing Care -- With Appt still selected, click Create/Merge.

The Create/Merge Options dialog box appears.

11. Select Create Data File and Merge Letters, and Add to Journal (if
desired), and then click OK.

When the merge is complete, in Microsoft Word, you can print the
cards. Then, close Microsoft Word without saving the changes to the
document.

Warning: If you save the changes to the document, patient

{* Create Data File and Merge Letters
" Create Data File OMLY
" Merge Letters using existing data file

b’ £1dd to Journal

oK Cancel

Create/Merge Options @

information will be permanently saved in the letter template, rendering the template unusable.
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Creating Cards for Patients Without
Appointments

You can create reminder cards to send to patients without appointments who need to schedule a return visit.

To create cards for patients without appointments

1.
2.

Open and minimize Microsoft Word.

In the Office Manager, click Letters on the menu bar.

The Letters window appears.

Click Continuing Care.

The Continuing Care Letters dialog box appears.
Select Continuing Care -- W/O Appt.

name might have been changed.

Click Edit.

type of cards you are using:
*  dxlm26.doc — 2-wide, laser cards.

Analysis  Hel|

ol

Batch Pro

Continuing Care Letters <CENTRAL>
Note: This is the default for the letter template name Select Latter
when Dentrix Enterprise is initially installed, but the gepeiniment Eards Edit 5)
Continwing Care - dbelm29.doc
Contirwing Care Letter-Adult dtxlmi4. doc Mew
Contiruing Care Letter-Child dtxlmi5. doc
Continuing Care-lnactive drxlmi3.doc Dielete
The Patient Report View dialog box appears.
In the Merge Letter Template field, type one of the
following template document names, based on the
Create/Merge | “Wiew List Wiew Location
¢ dxlm23.doc — Single-wide, dot matrix cards.
¢ dxlm28.doc — 2-wide, dot matrix cards.
Patient Report View @

Letter Mame: |F'atient Feport [by filters)

Patient Fiters | Data Fields |

erge Data File Mame: |dtim22. out
Merge Letter Template: | dtim22. doc

E-mail Options

Status
i - |DEF_PROY
Provider[z]: DSHITH [ Patient
W al SHAYES [ Inactive
[~ Maon-Patient

" Does not apply for this letier

Clinic; |CENTRAL | Patient Mame: |<A|-|->

+ Al Patients © Only Patients w/E-mail © Only Patignts w/out E-mail

Use Privacy Request for "Mao comespondence’’ to skip patients
@+ Applies for Patients and Guarantars

3 Insurance Family - delay finance chq £
4 Inzurance Family - finance charges —
5. Payment Plan - finance charges

E: Payment Plan - no finance charges

Birthday: ﬁ Emp: ﬁ
Conzent Date: ﬁ Fief By: b
st Wisit Date: ﬁ Ref To: ¥
Last Visit Date: ﬁ Ins Co: ﬁ
Continuing Care: ﬁ City: ﬁ
Last Ref D ate: @_ﬁ Zip: ﬁ
Last Pay Date: ﬁ Alerts: ﬁ
Balance: ﬁ Motes: ﬁ
Pay Plan Bal: ﬁ Proc: ﬁ
Appointments: ﬁ
Billing Type(z]; — - Aging [~ (O)Bal I~ B4l
1: Standard Billing - finance charges  » &
v A 2. Standard Billing - no finance charge— [T <30 [ <60 [ <90 [ <90+

ﬂ to |<ALL>

kX

I™ Guarantaors Only

Gender Pasition
[~ Male ™ Maried [ Chid
I Female I~ Single I Other

" Applies for "Referred By Patients"

—

8 Cancel
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7. Set up the continuing care filter: Select Continuing Care Ranges ==

a. Click the Continuing Care search button .. pueate Lomnang Lo vee

,— PROPHY Periodic cleaning 49
From|11/17/2013 “Lab- Azpen Aszpen Dental Lab
*Lab-Alpine Alpine Diental Spe
Ta1212/2013 “Lab-Heritag Heritage Dental Le
*Lab-HiTech Hi Tech Dental Te
=y

b. Under Due Date, type the Beginning and Ending dates of Skiiics

The Select Continuing Care Ranges dialog box appears.

. . Prior Treatment CALL AMALG  Amalgam followup| |
the range for which you want to print cards. - CALL CROWN  Cromn folowup c.
rom| CALL RC Fioot Canal follow-
. . FMS FullMoLth Ser
c.  Under Include, select Without Attached Appointment. T ORTHO Do past estme. =
d. Under Continuing Care Type, select the appropriate Includs
. . Clear
continuing care type. L
" With Attached Appointment 0K |
e. Click OK.

| “without Attached Appointment |
Cancel

8. Click OK to return to the Select Continuing Care Ranges

dialog box.
9. With Continuing Care -- W/O Appt still selected, click Create/Merge.

The Create/Merge Options dialog box appears.

Create/Merge Options @
10. Select Create Data File and Merge Letters, and Add to Journal (if & Croats Data File and Merge Letiers
desired), and then click OK. / € Create Data File ONLY
. . . . " Merge Letters using exizting data file
When the merge is complete, in Microsoft Word, you can print the @ o add to Joumal
cards. Then, close Microsoft Word without saving the changes to the = Cace |
document.

Warning: If you save the changes to the document, patient information will be permanently saved in the
letter template, rendering the template unusable.
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Creating a Batch of Primary Insurance
Claims

In the Office Manage, you can create and batch, create and print, or create and send electronically all
insurance claims for all procedure codes that are not currently attached to a primary insurance claim, are not
flagged as “Do not bill to insurance,” and fall within a specified date range. You can create batch insurance
claims for multiple clinics only if you are logged in to the Central clinic; otherwise, you can create batch
insurance claims for only the clinic that you are logged in to.

To create a batch of primary insurance claims

. . ! Dentrix Office Manager - American Fork Dental Practice <AF> <UT(

1. In the Office Manager, from the File menu, click Batch Ins 0 e view Repors ————
Claims. R E TR S
[ Batch Processo

Date Descriplion
02/14/2017  Family WalkOul 5tatement [Crosby, Brent]
03/16/2017 | Continuing Care Display List - Mailing Labels
09/18/2017 | Prirn. Dental [ns. ([DX2007) Abbott, James-Gmile Saver
09192017 | Prim. Dental Ins (O92007) Smith, Anaela Smile S aver

The Create Batch Primary Insurance Claims dialog box appears.

2. Set up the following options:

¢ Clinic Selection — Click the search button > to fz\
select the clinics you want to include on the reporrt, Creste Batch Primary Insurance A\ —_JCENTRAL> =
or leave All selected to include all clinics. Clvie Salection Select Date Range
¢ Provider Selection — Click the search button ** From: {04/17/2013
lect th id includ h S Te [0an7ama
to select the providers you want to include on the o i St
INICE S Elecie
report, or leave All selected to include all providers. @ Enty Date
Provider Selection " Procedure Date
* Billing Type Selection — Click the search button > . Note: Date Fiange refes t the date
to select the billing types you want to include on the =i ot the procedures on the caim
report, or leave All selected to include all billing e ¥ Create Primary Dental Claims
tprS. Billing Type Selection ™ Create Primary Medical Claims
*  Select Date Range — The date range defaults to the » | B ¥ Save as Defaul
current system date. If necessary, in the From and {41l Biling Types Selected]
To fields, type the date range for which you want =
to generate insurance claims. Also, select whether (3 Pit | SendtoBatch | SendElectoricall || Cancel

to search for procedures on primary insurance
claims by Entry Date or Procedure Date.

*  Create Primary Dental Claims — Select this option to include all primary dental insurance claims in
the specified date range.

*  Create Primary Medical Claims — Select this option to include all primary medical insurance claims
in the specified date range.

*  Save as Default — Select this option to save the current settings for the next time you create batch
insurance claims.

3. Click Print to print the primary insurance claims, Send to Batch to send the primary insurance claims
to the Batch Processor, or Send Electronically to send the primary insurance claims electronically to the
clearinghouse. On the message that appears and displays the total number of primary dental and medical
claims that will be created, click OK.
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Submitting Electronic Claims

¢Trans is an add-on program that you can use to transmit insurance claims electronically from Dentrix
Enterprise to insurance carriers. You must first register your practice if you want to use this service. Talk to
your trainer, or contact eServices Customer Support at (800) 734-5561 for more information on how to
purchase and install eTrans.

Note: You can send electronic claims only from a computer with an Internet connection.

To submit electronic claims with eTrans
1. Create insurance claims, sending them to the Batch Processor.
2. In the Office Manager, do one of the following:
¢ To submit all or some of the batched claims, from the File menu, click ECS.

*  To submit specific claims, select the appropriate claims in the Batch Processor, and then, from the

File menu, click ECS.

For more information on sending and editing electronic claims, setting up eTrans, and viewing reports
regarding your electronic claims, refer to the eZrans User’s Guide, which is available for download from the
Resource Center at www.DentrixEnterprise.com.

Sending Statements with QuickBill

If you have purchased, installed, and properly configured QuickBill, you can send billing statements
electronically to a clearinghouse where they are professionally printed, folded, and mailed to guarantors.

For information on setting up QuickBill, refer to the QuickBill User’s Guide, which is available for download
from the Resource Center at www.DentrixEnterprise.com.

To send statements electronically

1. Generate billing statements, sending them to the Batch Processor.

2. In the Ofhice Manager, select the appropriate billing statements and/or a batch of statements in the Batch
Processor.

3. From the File menu, click EBS. On the confirmation message that appears, click Yes.
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Signing Mulitple Clincal Notes

You can sign multiple clinical notes at one time from the Office Manager.

To sign multiple clinical notes

1. While logged in to Dentrix
Enterprise as the user who needs to
sign clinical notes, in the Ofhice
Manager, click the Signature

& Dentrix Office Manager - American Fork Dental Practice <AF> <UTC -07:00 [MST]> m
File View Rzpnrts Letters  Maintenance Analy;ls Help

Manager button 4
The Signature Manager dialog box
appears.
7 ¥ 2qer - Clinical Notes
2. Set up the following /H 5
Filters as needed' Date’ Clinic Provider Patient Chart # Bithday Note Page Signed + ||Medical Alert
: v DESMITH 111171973 104632 AM Lo
e D R. 04/20/2015 |CENTRAL |DESMITH | Crosby, B CRODOAC  |11/1171973 |Note#2  Pgl-12.3955PM eanens
ate Range 0472072015 | AF DESMITH |Cosby, Bent  |CRODDAC | 11/11/71573 |Nole#1 | Pal-104632AM
Selection — Select 04/20/2015 |CENTRAL |DESMITH |Croshy, Bert  |CRODOAC  |11/11/1973 |Nelet2 | Pg1-123955FM =
0472072015 | AF DESMITH |Employee, Linda | EMDDDSX  |5/7/1387 | Nole#1 | Pa1- 104632 AM (S
one of the following D4/20/2015 |CENTRAL |DESMITH |Employes, Linda | EMOODGX |5/7/1987 |Nelet2 | Pg1-123955FM
. 0472072015 | AF DESMITH |Employes, Linda | EMDDDSX | 5/7/1587 | Note#1 | Pgl- 104632 AM I
options: 04/20/2015 [CENTRAL |DESMITH _|Employes, Linda | EMDOOEX__|5/7/1387  |Nole?2 | Pg1-123955FM e
0472072015 | AF DESMITH |Employes, Linda | EMDDDSX | 5/7/1587 | Note#1 | Pgl- 104632 AM
e  Previous — To 04/20/2015 |CENTRAL | DESMITH | Test, Patiert TEB1 T/11/1970 |Notett] | Pg1-023417FM
. L. 04/20/2015 |CENTRAL_|DESMITH | Winters, Cafl wizii 11/11/1980 |Notett] | Pg1-023337FM il
view clinical 7N\
{ 2 ) Falls Risk Scor-
notes for Fite \\aV/
Date Range Selection Clinic Selection Provider Selection
the speciﬁed © Previous: |7+ Dayls)  © Current Clinic Medication: Co
© Other H [w] A1 Change Type:
@ Date Range ‘ Dosage: 1ml
number of dayS T (TR Duration: 0 D=
. 5 T [ Al Status Selection Notes:
o M5 -
prior to todays ;
() Any Date Medical Alert:
date. Enter the

number of days.

*  Date Range — To view clinical notes within the specified date range. Select the starting and
ending dates of the range.

*  Any Date — To view clinical notes for any date.
*  Clinic Selection — Select one of the following options:
*  Current Clinic — To view clinical notes for the clinic that you are currently logged in to.

e Other — To view clinical notes for specific clinics or all clinics. Either click the search button
to select the clinics whose clinical notes you want to view, or select the All check box to include
all clinics’ clinical notes.

*  Provider Selection — Click the search button 7 to select the providers whose clinical notes you want
to view, or select the All check box to include all providers’ clinical notes.

*  Status Selection — Select whether you want to view all, unsigned, or signed clinical notes.
3. Click the Refresh button ¥ to apply the specified filters.
Only the clinical notes that match the specified criteria appear in the list.

4. Click each clinical note to review it. Then, select the clinical notes that you want to sign. To select
multiple notes, while holding down the Ctrl key, click each note; or, while holding down the Shift key,
click the first and last notes to select those notes and all notes in between them.
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Clinical Notes, Approve @

User Hame: Smith, Dennis

5. Click the Sign button 7.
The Clinical Notes, Approve dialog box appears.

6. Type your password, and then click OK. E:::Z%
The Sign Clinical Note dialog box appears.

7. Sign, and then click OK.

Sign Clinical Note

Name: | Dennis Smith D.0.5.) Date: |m;1eaﬂ13

WARNING: Adding a signature to
will prohibit amy editing of the Clinical Note. ]\ OK

| [ Cancel |

Using the Document Center Audit
Documents Utility

With the Document Center Audit Documents utility, you can identify audited documents and documents
that have not been audited yet. From the utility, you can also access any document’s information to make

changes or audit the document as needed.

To view documents in the Document Center Audit Documents utility

1. In the Office Manager, on the Analysis menu, click Document
Center Audit Documents. < 1 >J

t Dentrix Office Manager - American Fork Dental Practice <AF
. Analysis | He!,

The Document Center Audit Documents window appears.

-

2. Apply filters, and view the resulting data on any of the following tabs.
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Reporting Tab

On the Reporting tab, do the following:

a.

Set up the following filters:

Scan Date Range — Specify a date range to include documents that were acquired on those dates. The
current month is specified by default.

Note: The date range cannot exceed 180 days.

Attached Documents By — Select any of the following types of entities to include documents that are
associated with those types of entities: Patient, Provider/Staff, Referred BY, Referred TO, Dental
Insurance Plan, Medical Insurance Plan, and Employer.

Click the Refresh button

The data grid is updated according to the specified criteria.

For each date that documents were acquired on, the data grid displays the following information:

Date — The acquisition date.

Total Documents — The total number of documents in the Scan Date Range. A document is
counted once, regardless of the number of associated entities.

Total Audited — Of the documents included in the Total Documents count, the total number that
have been audited (documents with an Audited status).

% Audited — Of the documents included in the Total Documents count, the percentage that have
been audited (documents with an Audited status). This is calculated by dividing Total Audited by
Total Documents.

Total Errors — Of the documents included in the Total Audited count, the total number that have
been marked as having an error (Poor Scan, Incorrect Location, Incorrect Record, or any user-defined
error type).

% of Errors — Of the documents included in the Total Audited count, the percentage that have been
marked as having an error (Poor Scan, Incorrect Location, Incorrect Record, or any user-defined
error type). This is calculated by dividing Total Errors by Total Audited.
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¢ Poor Scan Errors — Of the documents included in the Total Errors count, the total number that
have been marked with the Poor Scan error type.

¢ Incorrect Location Errors — Of the documents included in the Total Errors count, the total number
that have been marked with the Incorrect Location error type.

¢ Incorrect Record Errors — Of the documents included in the Total Errors count, the total number
that have been marked with the Incorrect Record error type.

e Other Errors — Of the documents included in the Total Errors count, the total number that have
been marked with any user-defined error type.

e Comments/Follow-Up — In the box, enter any comments regarding that line of the data grid. The
comments appear on the report but are not saved anywhere in Dentrix Enterprise.
Note: To return the filters to their default states and clear the data grid, click Clear Selections.

c. Click Print Data Grid to preview the report. Then, you can print or save the report.

Documents Review tab

On the Documents Review tab, do the following:
a. Set up the following filters:
*  Document Status — Select one of the following options:
e All — To include all documents (audited and unaudited).
* Audited — To include audited documents only.
* Not Audited — To include unaudited documents only. This option is selected by default.

*  Scan Creation Date — Select a date to include documents that were acquired on that date. The
current date is selected by default.

*  Attached Documents By — Select any of the following types of entities to include documents that are
associated with those types of entities: Patient, Provider/Staff, Referred BY, Referred TO, Dental
Insurance Plan, Medical Insurance Plan, and Employer.
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Review Documents Audited tab

Note: To access the Review Documents Audited tab, your user account must have the “Document Center,
Review Documents Audited” security right enabled.

On the Review Documents Audited tab, do the following:

a. Set up the following filters:

Dentrix Enterprise 11.0.2 User’s Guide

User that Audited Document(s) — Click the search button | to select the users who audited
documents that you want to include, or select the All check box to include documents that were
audited by any user. The All check box is selected by default.

Note: Which users are available depends on the following security rights: under Central Clinic Only,
the “View All Providers” right; and under Practice/Clinic Setup, the “My Clinics, Select Provider”
right.

Scan Date Range — Specify a date range to include documents that were acquired on those dates. The
current month is specified by default.

Note: The date range cannot exceed 180 days.

Attached Documents By — Select any of the following types of entities to include documents that are
associated with those types of entities: Patient, Provider/Staff, Referred BY, Referred TO, Dental
Insurance Plan, Medical Insurance Plan, and Employer.

Error Type — Click the search button | o select the error types that are associated with documents
that you want to include, or select the All check box to include documents with any error type.

The All check box is selected by default. The default error types (No Errors, Poor Scan, Incorrect
Location, and Incorrect Record) and any user-defined error types are available.

Audit Date Range — Specify a date range to include documents that were audited on those dates. The
current date is specified by default.

Note: The date range cannot exceed 180 days.
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Chapter 9: DXOne Reporting

The DXOne Reporting module provides you with reports that will assist you in analyzing your practice.
You can schedule these reports to be generated automatically on a daily, weekly, monthly, or one-time basis.
Additionally, you can send reports generated in DXOne Reporting as an email attachment to the Central
clinic, a consultant, or an accountant.

This chapter covers the following topics:

*  Opening DXOne Reporting

e The DXOne Reporting Window

*  Setting Up Report Security

*  Generating DXOne Reporting Reports
*  Working with Previewed Reports

*  Using Report Templates

Opening DXOne Reporting

You can open the DXOne Reporting module from the Office Manager.

To open DXOne Reporting
In the Office Manager, click the DXOne Reports button [ on the toolbar.

Dentrix Enterprise 11.0.2 User’s Guide



366 Chapter 9: DXOne Reporting

The DXOne Reporting Window

The DXOne Reporting window consists of the menu bar, toolbar, report category list, and report list.

| DXONE Reporting

(= [HoR ==

File Reports Security Scheduling E-Mail Help

L EEELPAE |

Select Report Category:

Double Click to Launch Repert Options:

Reference

Management

Ledger
Report Analysis
categories bist

Audit

ubs

Custom

Employers and Employed Patients
Fee Schedule

Insurance Carrier List

Medical Code List

Patient Health Assessment Report
Practice Organization List
Provider IDs List

RVU Schedule

Reports

This section covers the following topics to help you understand how to use the DXOne Reporting window:
*  The DXOne Reporting Toolbar

e Selecting a Report

The DXOne Reporting Toolbar

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

DXOne Reporting.

S EBERCDAE

The function of the buttons specific to DXOne Reporting are explained in the following table.

Click the Open Report button to view a saved report.

Click the Security button to assign rights to allow only certain users to access specific reports.

LUAE 22

Click the Report Server button to assign services for running report jobs.

Selecting a Report

Reports are organized by category to help you find a report easily.

To select a report

1. From the Select Report Category list box, select a

report category.

2. Alist of available reports for the selected category
appears in the Double Click to Launch Report

Options list box. To set up the filters for generating a

report, double-click that report.
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Select Report Category:

Double Click to Launch Report Options:

Reference
Managemel
Ledger

Analysis
List
Audit
ubs
Custom

Employers and Employed Patients
Fee Schedule
Insurance Carrier List

Medical Code List
Patient Health Assessme
Practice Organization List

Provider IDs List
RVU Schedule




Setting Up Report Security

In DXOne Reporting, you can control which reports can be generated by which users.

Chapter 9: DXOne Reporting

To set up user rights and security for DXOne Reporting

1. In DXOne Reporting, from the menu bar, click AT o=
Security. The Report Security dialog box appears. e ey Jeheduing EMail - Help
v P &y cialos box app PP |
Options:
| Report Security @ nts
User List
D First Name Last Name ‘
2 J— ~ i
DESMITH Dennis Smith
HYG1 Sally Hayes
HYG2 Lisa McClure
MCOCK Maria Cook
D2 Darren Turner
Report I&I Rights [C] Clinics - [ Providers/Staff
<General > Export Report to file [ Af D
P B 2 '8 e
Aging/Credit Balance Print Report [E] BILUNG ] HyGl
Analysis Summary Schedule Report [C] CENTRAL E Hys2
Appointment Cycle Time [E] HIGHLAND ] McooK
Appointment Statistics - [E] HILLL - [ TD2 -
f 4 \ | Highlight Selected User
¥ Copy User Security U Save Close
Under User List, select a user.
Select the report for which you want to Set Security, or leave <General> selected to assign general rights
(such as managing scheduled jobs and selecting clinics) for the selected user.
4. Set up the following options:
* Rights — Select the rights that correspond to the tasks that the user can do, or select the check box at
the top of the list to select all the rights.
Tip: If you have multiple employees with the same level of security, click Copy User Security to
select the user from which you want to copy settings.
*  Clinics — Select the clinics for which the user can generate reports, or select the check box at the top
of the list to select all clinics.
*  Provider/Staff — Select the providers and staff members for whom the user can generate reports, or
select the check box at the top of the list to select all providers/staft members
Tip: To select the user selected under User List, click Highlight Selected User.
5. Click Save.
If necessary, repeat steps 3—5 for each report the selected user will have access to. Then, repeat steps 2—5
for each user.
6. Click Close.
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Generating DXOne Reporting Reports

The reports in the DXOne Reporting window are grouped into the following categories:

Reference Reports
Management Reports
Ledger Reports
Analysis Reports

List Reports

Audit Reports

UDS Reports

Custom Reports

The sections that follow provide a description of each available report. For a comprehensive explanation of all
the options for running these reports see the “Generating DXOne Reporting reports” topic and its subtopics
in the Dentrix Enterprise Help. Also, to see samples of and read an explanation of what appears on each
report, refer to the Dentrix Enterprise 11.0.2 Reports Reference.

Reference Reports

In DXOne Reporting, select Reference, and then double-click a reference report:
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Employers and Employed Patients Report — The Employers and Employed Patients Report is a list of all
employers, including name, address, and phone number. You may also select to include employed patients
with each employer.

Fee Schedule Report — The Fee Schedule Report is a list of procedure codes and the associated fees. Lab

and material expenses associated with each procedure are also included.

Insurance Carrier List — The Insurance Carrier List is a list of carrier names, addresses, phone numbers,
contact names, and all related insurance information. You can also include the insured subscribers for
each insurance plan.

Patient Health Assessment Report — The Patient Health Assessment Report displays health information
entered for a range of patients in specified clinics. The blood pressure, pulse rate, age, height, weight, and
body mass index (BMI) of each patient appears on the report.

Practice Organization List — The Practice Organization List is a list of the primary and secondary
providers and staff members that have been set up for your practice. The report includes the
corresponding provider or staff information.

Provider IDs List — The Provider IDs List is a report of providers and relevant information.

RVU Schedule Report — The RVU Schedule is a list of the procedure codes and the associated RVU fees.

Lab and material expenses associated with each procedure are also included.
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Management Reports

In DXOne Reporting, select Management, and then double-click a management report:

*  Analysis Summary Report — The Analysis Summary Report displays the transaction totals that are
normally shown at the bottom of a day sheet, by provider, or by date, for a specific provider and date
range.

* Appointment Cycle Time Report — The Appointment Cycle Time Report helps you analyze changes in
appointments’ statuses. The report provides statistics regarding how long patients wait to be treated and
how long they spend in treatment.

* Appointment Statistics Report — The Appointment Statistics Report provides an overview of the
productivity and efliciency of your practice regarding patient visits. This report displays statistics for late
appointments, on-time appointments, wait/will call appointments, broken appointments, appointments
that remained in specified statuses for a specified length of time, and appointment durations based on
specified statuses.

*  Assigned Rights Report — The Assigned Rights Report lists the current security rights assigned to each
selected user and clinic.

*  Daily Summary Report — The Daily Summary Report displays statistics for new guarantors, new
patients, patients seen, appointments made, production, collections, and adjustments.

*  Day sheet — The day sheet lists all transactions for the day (alphabetically or chronologically), according
to the providers and billing types selected.

* Day sheet - adjustments — The day sheet - adjustments lists all adjustment transactions for the day.

*  Day sheet - deposit slip — The day sheet - deposit slip lists all payment transactions for the day in a
format suitable for a bank deposit slip.

*  Day sheet - receipts — The day sheet - receipts report lists all payment transactions for the day.

*  Dental Encounters Report — The Dental Encounters Report lists procedures posted during a specified
date range (each procedure must be attached to a claim to appear on the report), along with the amount
that is expected to be paid by insurance. For each procedure, the date of service, name of the patient who
received treatment, the subscriber ID (Beneficiary ID) of the subscriber of the patient’s insurance plan,
and the appropriate NPI numbers are shown.

* Finance / Late Charge Report — The Finance / Late Charge Report lists accounts that received finance
or late charges, according to the parameters set. The report lists the date of the charge, guarantor’s name,
amount of the charge, billing type, and guarantor’s primary provider. A total of finance and late charges
are calculated and listed at the bottom of the report.

* Insurance Carrier Production Report — The Insurance Carrier Production Report lists insurance
plans’ production amounts, payments, and adjustments. The report can also include details about each
procedure and insurance plan totals. The summary report and the full report will give you grand totals.

*  Practice Statistics Report — The Practice Statistics Report provides a detailed cross-section of the
practice’s patient base, including demographic, age, and continuing care information.

*  Provider Accounts Receivable Totals Report — The Provider A/R Totals Report lists each provider’s
accounts receivables totals for a date range or lists a daily total for each day in the range. Suspended
credits are not included on this report except when Initial Provider is selected under Group By; in which
case, the full credit is always shown.

* Referred By Doctor/Other Report — The Referred By Doctor/Other Report lists each referring doctor
or non-person referral source (for example, an advertisement) that has referred a patient to your practice
within a specified date range. For each referring doctor/other listed, a list of referred patients is included
with patient information and details regarding production generated by the referral. You can also print
mailing labels for each referral source.
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Referred By Patient Report — The Referred By Patient Report lists each patient who has referred another
patient to your practice within a specified date range. For each referring patient listed, there is a list of
patients that have been referred, including production details resulting from that referral. You can also
print mailing labels for each referral source.

Referred To Doctor Report — The Referred To Doctor Report lists the number of patients who have
been referred to another practice during a specified time period. Depending on report settings, this report
also lists the name and referral date of each referred patient. The statistics and patients on the report are
grouped by referral. You can also create mailing labels for those doctors to whom your patients have been
referred.

RVU day sheet — The RVU day sheet is a list of RVU production items. The report also displays the total
RVU and net RVU.

RVU Production Summary Report — The RVU Production Summary Report is a summary of RVU
production. The report also displays the Quantity, Total, Average, Percent, and Net RVU.

RVU Utilization Report — The RVU Utilization Report lists insurance carriers and, for each carrier, the
relevant RVU production items along with details about the procedure.

Ledger Reports

In DXOne Reporting, select Ledger, and then double-click a ledger:
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Aging / Credit Balance Report — The Aging/Credit Balance Report displays the guarantor’s name, phone
number, billing type, last payment amount, last statement date, agreed payment amount and balances per
aging period, insurance estimates, guarantor portion, and total account balance or credit. The report also
provides totals and payments for each amount.

Insurance Claim Aging Report — The Insurance Claim Aging Report displays each insurance carrier with
outstanding claims, including the insurance plan name, group plan name, insurance phone number, and
group number, and each outstanding insurance claim.

The insurance claim information will include a notation of primary or secondary, the date the claim was
sent, the date a tracer was sent, the date the claim was placed on hold, the date the claim was re-sent,

the patient name, patient birthday, the subscriber name, subscriber ID number, the estimated insurance
payment, and the amount billed to insurance. The amount billed to insurance will be placed in the
current, 31 — 60, 61 — 90, or > 180 column, based on how long ago the claim was sent and whether the
Age Insurance Estimate instead of Total Billed figure check box is selected. The primary and secondary
claim amounts will each be totaled and printed, and a combined total will appear at the bottom of the
report.

Insurance Claims Not Sent Report — The Insurance Claims Not Sent Report shows all insurance claims
that have been created in the Ledger but not sent to the Batch Processor, printed, or sent electronically.
This report includes the range of patients, providers, and carriers to be included. The report includes the
claim date, type of claim (primary or secondary) patient name, insurance company name, claim amount
and expiration date. A total of the amounts for primary claims and secondary claims and a combined total
prints at the end of the report.

Pre-Estimate Aging Report — The Pre-Estimate Aging Report shows when pre-treatment estimates were
sent to insurance carriers. You can specify the range of patients, providers, and carriers to be included.

Pre-Estimates Not Sent Report — The Pre-Estimates Not Sent Report lists pre-estimates that have been
created in the Ledger but not sent to the Batch Processor, printed, or sent electronically. This report
includes the range of patients, providers, and carriers you specify. The report includes the claim date,
type (primary/secondary), patient name, insurance company name, amount, and expiration date. A total
amounts for primary and secondary claims and a combined total appear at the end of the report.
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Procedures Not Attached To Insurance Report — The Procedures Not Attached To Insurance Report
shows insured patients with completed procedures that have not had an insurance claim created from
the Ledger. This report includes the range of patients and providers you specify. The report includes

the patient name, each procedure with the date of the procedure, tooth number, procedure code and
description, amount, and claim expiration date. The total amount of unattached procedures is calculated
for each patient. A grand total is provided, as well.

Provider Revenue Report — The Provider Revenue Report lists credits allocated to charges that have been
posted to each provider.

Secondary Insurance Claims Not Created Report — The Secondary Insurance Claims Not Created
Report creates a list of primary insurance claims for patients with secondary insurance claims that have
not yet been created. The report includes the primary claim date, patient name, secondary insurance
company, claim account, and date the primary claim expires. The report is sorted by the expiration date
and indicates the total of the claims accounts.

When primary insurance claims are evaluated for this report, they are only included if the patient had
secondary insurance in the Family File at the time the primary insurance claim was created, and no
secondary insurance claim was created.

Secondary Pre-Treatment Estimates Not Created Report — The Secondary Pre-Treatment Estimates
Not Created Report is a list of primary pre-treatment estimates for patients with secondary pre-treatment
estimates that have not yet been created. The report includes the primary pre-estimate date, patient name,
secondary insurance company, claim account, and date the primary pre-treatment expires. The report is
sorted by the expiration date and indicates the total of the claims accounts.

Suspended Credits Report — The Suspended Credits Report lists any payments or credits that have been
suspended including the guarantor of the account, date and description of the credit, amount of credit
and the amount suspended, the balance on the ledger, and the collecting clinic.

Utilization Report — The Utilization Report is designed for use with managed care insurance plans.
The report lists all procedures that have been completed under selected insurance plans for selected date
ranges. In addition, you can monitor co-payments versus the practice’s regular fees.

Analysis Reports

In DXOne Reporting, select Analysis, and then double-click an analysis report:

Adjustment Summary Report — With the Adjustment Summary Report, you can review the account
adjustments applied during a date range in both a numeric and graphic format.

Insurance Transaction Analysis Report — The Insurance Transaction Analysis Report displays charges
(claims) and payments posted for a selected date range. Charges and payments are grouped by insurance
carrier. The report can be run for dental or medical insurance and includes an itemization of claims sent
within the specified range, as well as total insured charges, payments, and adjustments made for each
carrier.

Payment Summary Report — With the Payment Summary Report, you can review the guarantor and
insurance payments applied during a date range in both a numeric and graphic format.

Practice Analysis Report — The Practice Analysis Report details production and receivable information as
well as financial agreements and an activity analysis of the patients in your practice.

Production Summary Report — With the Production Summary Report, you can review production by
procedure code categories for a date range.

Referral Analysis Report — The Referral Analysis Report shows the production, number of patients,
and percentage of totals associated with a particular referral and includes a breakdown by clinic. Use this
report to analyze the effectiveness of your advertising dollars by running a single report.
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List Reports

In DXOne Reporting, select Lists, and then double-click a list report:
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As Soon As Possible (ASAP) List — The ASAP List shows patients that have requested an appointment

as soon as possible. Select the providers and appointment date to be covered. This is useful for helping to
keep the appointment list full in case of cancellations. The list includes patient’s name appointment dates,
time and status, provider, appointment reason, duration of appointment, and the patient’s phone number.

Birthday List — A Birthday List for a selected period can be printed with this report. You can select the
range of patients and providers to be included and choose to print mailing labels.

Caries Prevalence and Periodontal Index Report — The Caries Prevalence and Periodontal Index Report
indicates, for various age ranges, how many patients have caries and how many do not, the number of
patients with certain conditions, and patients’ perio measurements (for example, pocket depths and loss of
attachment).

Clinical Notes Report — The Clinical Notes Report lists clinical notes for patients. You can also print
clinical notes from the Clinical Notes window.

Daily Appointment List — The Daily Appointment List displays all appointments for a selected range
of dates. The report displays the following information for each appointment: date, time, status, patient’s
name, provider and operatory, appointment reason, and appointment length, and patient’s phone
number.

Document Center - Documents List Report — The Document Center - Documents List Report displays
the list of documents that were acquired within a specified date range and their corresponding details.
You can filter the list of documents to include documents that are associated with patients, providers/staff,
referrals (inbound and outbound), insurance plans (dental and medical), and employers.

Initial Health History Report — The Initial Health History Report displays the percentage of new oral
health patients who have a First Visit Date in the Family File that is within a specified time frame and
who had an initial health history entered into their electronic records during the same time frame. The
Numerator and Denominator on the report are determined by the ADA and/or condition codes you

specify.

For example, you may want to track new patients who received a comprehensive oral exam (ADA code
D0150)—the denominator code—and who have a history of smoking or tobacco use (a condition code;
for example, 15995)—the numerator code.

Oral Health Education Report — The Oral Health Education Report displays the percentage of oral
health patients who received oral health education at least once during a specified time frame. The
Numerator and Denominator on the report are determined by the ADA and/or condition codes you
specify.

For example, you may want to track patients who received a comprehensive oral exam (ADA code
DO0150) or a periodic recall oral evaluation (ADA code D0120)—the denominator codes—and then
received oral hygiene instructions (ADA code D1330) or tobacco counseling (ADA code D1320)—the

numerator codes.

Patient and Inactive Patient List — The Patient/Inactive Patient List displays patients that have been
entered into Dentrix Enterprise and information about each patient. You can filter the report to include
patients with no continuing care date and no future appointments, a last visit before a specified date, and
a specified status.

Patient Revenue List by Payer Report — The Patient Revenue List by Payer Report displays the total
amount of charges, payments, and adjustments that have been posted to a given patient’s record, on a
given service date or entry date, and for a given payer.




Chapter 9: DXOne Reporting 373

Periodontal Exam Report — The Periodontal Exam Report displays the percentage of oral health
patients who received a periodontal exam at least once during a specified time frame. The Numerator and
Denominator on the report are determined by the ADA and/or condition codes you specify.

For example, you may want to track patients who received a comprehensive oral exam (ADA code
D0150) or a periodic recall oral evaluation (ADA code D0120)—the denominator codes—and then
received a periodontal exam (ADA code D0180)—the numerator code.

Procedures by Contracted Amount Report — The Procedures by Contracted Amount Report displays
completed procedures (and other charges) and the payments and adjustments that are associated with
those procedures (or charges). For each completed procedure, the contracted rate with the patient’s
insurance carrier (payer) also appears.

Unscheduled Appointment List — The Unscheduled Appointment List displays appointments that have
been broken or marked as wait/will call.

Audit Reports

In DXOne Reporting, select Audit, and then double-click an audit report:

Audit - Appointments Report — The Audit - Appointments Report details changes made to
appointments.

Audit - Audit Log Status Report — The Audit - Audit Log Status Report lists the changes to the “patient
access logging” and “patient print logging” settings during the specified date range.

Audit - Clinics Report — The Audit - Clinics Report lists clinic information that has been inserted,
modified, and/or deleted.

Audit - Combined Report — The Audit - Combined Report lists patient information that was created,
altered, deleted, viewed, printed, and exported during the specified date range.

Audit - Patients Report — The Audit - Patients Report lists patient and medical consultation information
that has been inserted, modified, and/or deleted.

Audit - Providers and Staff Report — The Audit - Providers/Staff Report lists provider and staft
information that has been inserted, modified, and/or deleted.

Audit - Transactions Report — The Audit - Transaction Report lists all transaction entries that have been
changed, deleted, or inserted. Appointment changes and limited patient changes are also included.

Audit Rights - Assigned Individually Report — The Audit Rights - Assigned Individually Report lists
any changes made to a user’s assigned password rights as well as the user who made the changes.

Audit Rights - Assigned to Grouips — The Audit Rights - Assigned to Groups Report lists any changes
made to a user group’s assigned password rights as well as the user who made the changes.

Audit Rights - Group Names Report — The Audit Rights - Group Names Report lists user groups that

were added, removed, and renamed as well as the user who made each change.

Audit Rights Users to Groups — The Audit Rights - Users to Groups Report lists users who were added

to and removed from user groups as well as the user who made each change.

Patient Information Accessed Report — The Patient Information Accessed Report helps you track when
any patient’s record has been viewed. A patient record is considered to have been viewed in the following
situations:

*  When you select a patient in the Select Patient dialog box and then click OK.
e When you select a patient in the Select Patient dialog box and then click More Patient Information.

*  When you double-click a patient’s appointment and then click Patient Info.
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e When you switch from one module to another (patient-specific modules only) with a patient selected.
For example, if you open a patient’s Patient Chart and then switch to that patient’s Family File record,
Dentrix Enterprise logs two entries for the report.

*  When accessing the same patient record later in the day (in the same module, at the same clinic, on
the same date, and by the same user after a specified number of minutes has elapsed since the last
time that patient’s record was accessed).

Each entry on the report provides the date and time when the patient information was accessed, the
module from which it was accessed, the clinic from which it was accessed, the user who accessed it, and
the name and chart number of the patient whose record it was.

UDS Reports

In DXOne Reporting, select Audit, and then double-click a UDS (Uniform Data System) report:
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UDS - Age / Gender Report — The UDS - Age/Gender Report lists the total of each gender for each age
group.

UDS - Encounter and User Statistics Report — The UDS - Encounter/User Statistics Report lists the
number of encounters by provider and procedure code.

UDS - Insurance Financial Class Report (2012 and Prior) — The UDS - Insurance Financial Class
Report lists the total number of users per financial class type or self-pay (no insurance).

UDS - Insurance Financial Class Report (2013) — The UDS - Insurance Financial Class Report (2013)
lists the total number of patients who have completed procedures in their records within a specified date
range.

UDS — Medicaid/Medicare Report — The UDS - Medicaid/Medicare Report is a new report that
displays a count of patients with Medicaid and/or Medicare and who have had a visit within the reporting
period. Patients are counted on the report if they have had claims created during the reporting period for
any insurance plans that have the specified financial classes attached.

UDS - Patient Related Revenue Report — The UDS - Patient Related Revenue Report displays revenue
totals for patients with procedures that were completed within a specified date range and for which claims
have been created.

UDS - Patient Status Report — The UDS - Patient Status Report displays the total the number of
patients who have completed procedures within a specified date range and who have specified statuses
(race, language, poverty level, worker status, homeless status, sexual orientation, homeless status, veteran
status, ethnicity, religion, user-defined, housing status, and/or gender identity) attached to their Family
File records. The report can also list patients on the report by ZIP Code and display patient information
for the patients on the report.

UDS - Sealant Statistics Report — The UDS - Sealant Statistics Report displays the percentage of
children, ages 6 through 9, who are at a moderate to high risk for caries and who received a sealant on a
permanent first molar during the reporting period.

UDS - Tobacco Use and Intervention Report — The UDS - Tobacco Use and Intervention Report
displays the percentage of patients, ages 18 and older, who received screenings and interventions for
cessation of tobacco use during the reporting period.
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Custom Reports

In DXOne Reporting, select Custom, and then double-click a custom report:

*  Visits By reports — The Visits By reports display the number of visits to an office or clinic by community,
dentist and facility, and tribal membership. All the procedure(s) for a given patient on a given day in
the Ledger are counted as one visit. On the report, the first visit, revisit, broken appointment, and PTC
(planned treatment completed) values are calculated from the IHS condition codes and sometimes the
ADA codes set up from the Office Manager.

*  RVU by Provider Report — The RVU by Provider Report indicates, for each provider, the number of
services and RVUs (Relative Value Units) at each given level. A total of all providers is also shown at the
bottom of the report.

*  OHSS Report — The OHSS Report indicates, for various age ranges, how many patients have caries and
how many do not, the number of patients with certain conditions, and patients’ perio measurements (for
example, pocket depths and loss of attachment).

* Dentist Activity reports — The Dentist Activity reports display the number of patients seen by each
provider and the types of treatment given. Also, the report displays the RVUs (relative value units) and
RVU percentages for the treatment provided. The values on the report are calculated using the IHS
custom codes and ADA codes set up from the Office Manager.

*  Dental Hygienists Activity reports — The Dental Hygienists Activity reports display the number of
patients seen by each secondary provider and the types of treatment given. Also, the report displays the
RVUs (relative value units) and RVU percentages for the treatment provided. The values on the report are
calculated using the IHS custom codes and ADA codes set up from the Office Manager.

*  Endodontic Tooth Access Report — The Endodontic Tooth Access Report displays, for each provider,
the number of teeth accessed, accessed and completed, accessed and extracted, accessed and restored, and
accessed and crowned in a specified date range.

*  Oral Health Status Report - The Oral Health Status (OHS) Report displays OHS survey data within a

specified date range and can include patient details.

The sections that follow explain in more detail how to run these custom reports.

Visits By reports

M Visits By
Date Range Clinic Visits By
@® Specific Range Al O Community
From: | 5/1/2019 @~ ) Facility and Dentist
Provider/Staff ® Tribal Membership
To:  |gpa12019 [
T Al
() Relative Date Range
Current Day Job Name
Time Zone =
® Clinic Time
O uTC
|Saveas Default| |Clear Defaults| | Schedule | | OK || Cancel |

1. Click the Job Name search button **|if you want to select a job name from a list of available jobs and
templates to apply the corresponding settings. You can leave the settings that are applied or change any of
them as needed.
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2.
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Set up the following options:

*  Date Range — Select Specific Range, and then enter a date range in the From and To fields; or select
Relative Date Range, and then select a date range. The report uses the procedure date of Ledger
transactions.

Note: Using a relative date range is ideal when saving your report settings as default. Then, you don't
have to manually enter a date range each time you run the report.

¢ Time Zone — Select either Clinic Time to use the clinic time zone or UTC to use Coordinated
Universal Time.

*  Clinic — Click the search button #* | to select the clinics you want to include on the report, or select
All to include all clinics.

*  Provider/Staff — Click the search ** | button to select the providers and staff you want to include on
the report, or select All to include all providers and staft.

Select how you want to run the report:

*  Community — The report will include visits by patients according to the community entered in the
Current Community field of the Addtional Info dialog box, which can be opened by clicking the
Additional Info button in the Family File.

The communities will be listed on the report alphabetically; visits for patients without a community
entered in the Family File will be given as well.

*  Facility and Dentist — The report will include visits by patients according to the provider and clinic
assigned to a procedure in the Ledger.

The dentists and clinics will be listed on the report alphabetically.

*  Tribal Mambership — The report will include visits by patients according to the tribe entered in the
Tribe of Membership field of the Addtional Info dialog box, which can be opened by clicking the
Additional Info button in the Family File.

The tribes will be listed on the report alphabetically; visits for patients without a tribe entered in the
Family File will be given as well.

Do any of the following:

* To save these settings for future uses of this report, click Save as Default.

*  To schedule the report to run at a later time or on a recurring basis, click Schedule.

*  To clear any changes you have made to the settings and start over, click Clear Defaults.

Click OK to preview the report.
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VISITS BY COMMUNITY

Date Range: 8M172010- 1073152010
Clinics: =ALL=
Prowiders: =ALL=

Date: 114172010 Report Generated By, enterprise Pane 1 of 1
COMMUNITY FIRST VISIT REVISIT BROKEN APPTS PTC
WESTERN CREEK 1 1 1 1
DELAWARE 1 0 1 1
NON-INDIAN 3 2 1 3
TOTALS: FIRST VISIT REVISIT BROKEN APPTS PTC
H] 3 3 H]

VISITS BY FACILITY AND DENTIST

Date Range: 8172010- 1073152010
Clinics: =ALL=
Providers: =ALL=

Date: 114172010 Report Generated By, enterprise Pace 1 of 2
Dentist FIRST VISIT REVISIT BROKEN APPTS PTC
AF 20 20 20 20
AMCCLURE 20 20 20 20
CEMTRAL 20 20 20 20
ooDs1 20 20 20 20
oDs2 20 20 20 20
DRAPER 20 20 20 20
DROBB 20 20 20 20
TOTALS: FIRST VISIT REVISIT BROKEN APPTS PTC

140 140 140 140
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VISITS BY TRIBAL MEMBERSHIP

Date Range: 5/1/2006 - 8/31/2006
Clinics: <ALL=
Providers: <ALL>

Date: 8/30/2006 Report Generated By: ENTERFRISE Page 10of 1
TRIBE FIRST VISIT REVISIT BROKEN APPTS PTC
CHEROKEE NATION OF OKLAHOMA 1 1 1 1
CHOCTAW OF OKLAHOMA 1 1 1 1
CREEK NATION OF OKLAHOMA 1 1 1 1
DELAWARE TRIBE OF WESTERN OK 1 0 1 1
NOMN-IMDIAN BEMEFICIARY 3 2 1 3
TOTALS: FIRST VISIT REVISIT BROKEN APPTS PTC
7 5 5 7

RVU by Provider Report

B3 RVU By Provider

Date Range Clinic
® Specific Range All
From: | 6/1/2019 1A
Provider/Staff
To:  |sm12010 [+
Al
() Relative Date Range
Current Day Job Name
|Saveas Default| |Clear Defaults| | Schedule | | oK | | Cancel |

1. Click the Job Name search button **! to select a job name from a list of available jobs and templates
to apply the corresponding settings. You can leave the settings that are applied or change any of them as

needed.
2. Set up the following options:

* Date Range — Select Specific Range, and then enter a date range in the From and To fields; or select
Relative Date Range, and then select a date range. The report uses the procedure date of Ledger
transactions.

Note: Using a relative date range is ideal when saving your report settings as default. Then, you don’t
have to manually enter a date range each time you run the report.

*  Clinic — Click the search button #* ! to select the clinics you want to include on the report, or select
All to include all clinics.

*  Provider/Staff — Click the search ** | button to select the providers and staff you want to include on
the report, or select All to include all providers and staff.

3. Do any of the following:
*  To save these settings for future uses of this report, click Save as Default.

*  To schedule the report to run at a later time or on a recurring basis, click Schedule.
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* To clear any changes you have made to the settings and start over, click Clear Defaults.

4. Click OK to preview the report.

RELATIVE VALUE UNITS BY PROVIDER
Date Range: 8172010 - 1043172010
Clinics: <ALL=
Providers: =ALL=
Date: 114172010 Report Generated By enterprize Pace 1 of 3
Brown, Mary D. D.D.S. (DDS2) SERVICES RVU's
LEvELO: 30 a
LEvEL 1: a7 376
LEvVEL 2: 44 868
LEvEL 3: 25 384
LEvEL 4: u] a
LEvELA: u] a
LEvELS: a u]
TOTAL LEVEL 1-5: 116 1628
Hayes, Sally H. Hygienist {HYG1) SERVICES FVU's
LEvELO: 40 a]
LEvYEL 1: 35 412
LEvEL 2: ate] 1544
LEvEL 3: 26 356
LEvEL 4: a a
LEvYELS: a a
LEvELD: u] u]
TOTAL LEVEL 1-5: 120 2312
TOTALS: SERVICES RVU's
LEVEL 0: 7o a
LEVEL 1: a2 a8
LEVEL 2: 1032 2412
LEVEL 3: 51 F40
LEVEL 4: a a
LEVEL 5: a a
LEVEL 9: a a
TOTAL LEVEL 1-5: 236 3540
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OHSS Report

¥ oHss

Clinic
Al
Survey Code

Job Name

Y

|Saveas Default| |Clear Defaults| | Schedule | | oK | | Cancel |

1.

4.

Click the Job Name search button **|if you want to select a job name from a list of available jobs and
templates to apply the corresponding settings. You can leave the settings that are applied or change any of
them as needed.

Set up the following options:

+  Clinic — Click the search button *” | to select the clinics you want to include on the report, or select
All to include all clinics.

*  Survey Code — Click the search ** ' button to select a survey code. These codes are supplied by the
Department of Health (DOH).

Do any of the following:

*  To save these settings for future uses of this report, click Save as Default.

*  To schedule the report to run at a later time or on a recurring basis, click Schedule.

*  To clear any changes you have made to the settings and start over, click Clear Defaults.

Click OK to preview the report.

This report prints on three pages with statistics for five age groups:

*  The age group 2 - 5 years is on the first page.
*  The age groups 6 - 14 years and 15 - 19 years are on the second page.
*  The age groups 35 - 44 years and 55 years and older are on the third page.

Be familiar with the following terms before reading this report:

Caries Free — No decayed, missing, or filled teeth

CPITN — Community Periodontal Index of Treatment Needs

Dmfs — Decayed, missing, or filled surfaces on primary teeth

DMEFS — Decayed, missing, or filled surfaces on permanent teeth

Dmft — Decayed, missing, or filled primary teeth

DMFT - Decayed, missing, or filled permanent teeth

Dentate — Having teeth (i.c. a patient who does not have a full set of dentures)

Fluorosis — An abnormal condition of the tooth enamel caused by excessive exposure to fluoride

Notes:
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The reports is based on the procedure date.

The report considers a patient in its calculations only if that patient has a valid survey code posted on the
same date. Age group counts are based on patients that have a valid survey code posted.

Preschool children (2-5 years)

Preschool children (2-5 years):

dmfs ! dmft 2012
Mean dmfs for Max. Incisors & Posterior teeth 13233
Percent with history of decay on_..
anterior teeth B3.67%
postesnior teeth B3.67%
both anterior and posterior teeth 83.67%
Percent with caries history on == 1 maxillary ncisors 33.33%
Percent with caries history on == 2 maxillary incisors 0.00%
Percent with caries history on == 1 maxillary mcisors or dmit ==& BE.67%
Percent with drnfs = 0
maxillary incisor decay only BE.67%
postenior decay only BE.67%
both posterior and incisor decay B8.67%
Percent caries free children by individual ages and age cohorts
2 Years: 50.00%
2 Years: 0.00%
4 Years: 0.00%
& Years: 0.00%
24 Years: 50.00%
25 Years: 0.00%
2-5 Years: 50.00%

dmfs — The sum of the following:

*  The total number of primary tooth surfaces with one or more untreated caries conditions (15104,
15105, 15106, 15107) for every patient in this age group.

*  The total number of primary tooth surfaces with a restorative code posted for that tooth (D1352,
D2000 — D4276, D4910, D4999, D6000 — D6079, D6100, D6199 — D7259, D7999) for every
patient in this age group.

The maximum number of filled surfaces per tooth for codes D2930, D2932, D2933, D2934 are as

follows: 4 surfaces for anterior teeth (c —h, m —r), and 5 surfaces for posterior teeth (a,b,i,j,k,Ls,t).

e The total number of primary tooth surfaces that have missing teeth conditions (15100, 15101, 15204
— 15211) or extraction codes (D7111 — D7250) for every patient in this age group.

The maximum number of surfaces per tooth for missing teeth and extractions are as follows: 4
surfaces for anterior deciduous teeth (c —h, m —r), and 5 surfaces for posterior deciduous teeth

(a’b)i’j’k’l’s’t)'
Each patient, tooth, and surface combination is counted only once.
dmft — The sum of the following:

*  The total number of primary teeth with one or more untreated caries conditions (15104, 15105,
15106, 15107) for every patient in this age group.

*  The total number of primary teeth with a restorative code posted for that tooth (D1352, D2000 —
D4276, D4910, D4999, D6000 — D6079, D6100, D6199 — D7259, D7999) for every patient in
this age group.

*  The total number of primary teeth that have missing teeth conditions (15100, 15101, 15204 —
15211) or extraction codes (D7111 — D7250) for every patient in this age group.

Each patient and tooth combination is counted only once. If a particular patient has both a caries code as
well as a restorative code for the same tooth, the caries code takes precedence.

381
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*  Mean dmfs for Max. Incisors & Posterior teeth — The dmfs of primary maxillary incisors (c — h) and
primary posterior teeth (a, b, i, j, k, 1, s, t) for all patients in this age group divided by the number of
patients in this age group. A surface with an untreated caries code that has been fixed later is counted only
once. An untreated caries is a surface with an untreated caries code that has not had either a procedure
that covers the same surface posted after the caries code was

*  Percent with history of decay on anterior and posterior teeth and both

* History of decay on anterior teeth — The total number of patients with a caries code (15104,
15105, 15106, or 15107), a missing due to caries code (15204), or restorative code (D1352, D2000
—D4276, D4910, D4999, D6000 — D6079, D6100, D6199 — D7259, D7999) on any primary

anterior tooth (c — h, m — r) divided by the total number of patients in this age group.
Each patient is counted only once.

* History of decay on posterior teeth — The total number of patients with a caries code (15104,
15105, 151006, or 15107), a missing due to caries code (15204), or restorative code (D1352, D2000
—D4276, D4910, D4999, D6000 — D6079, D6100, D6199 — D7259, D7999) on any primary
posterior tooth (a, b, i, j, k, 1, s, t) divided by the total number of patients in this age group.

Each patient is counted only once.

* History of decay on both anterior and posterior teeth — The total number of patients with a caries
code (15104, 15105, 15106, or 15107), a missing due to caries code (15204), or restorative code
(D1352, D2000 — D4276, D4910, D4999, D6000 — D6079, D6100, D6199 — D7259, D7999)
on any primary anterior tooth (c —h, m —r) and on any primary posterior tooth (a, b, i, j, k, 1, s, t)
divided by the total number of patients in this age group.

Each patient is counted only once.

*  Percent with caries history on = 1 maxillary incisors — The total number of patients with a caries code
(15104, 15105, 15106, or 15107), a missing due to caries code (15204), or restorative code (D1352,
D2000 — D4276, D4910, D4999, D6000 — D6079, D6100, D6199 — D7259, D7999) on one or more

primary maxillary incisors (c — h) divided by the total number of patients in this age group.
Each patient is counted only once.

*  Percent with caries history on 2 2 maxillary incisors — The total number of patients with a caries code
(15104, 15105, 15106, or 15107), a missing due to caries code (15204), or restorative code (D1352,
D2000 — D4276, D4910, D4999, D6000 — D6079, D6100, D6199 — D7259, D7999) on two or more

primary maxillary incisors (c — h) divided by the total number of patients in this age group.

*  DPercent with caries history on > 1 maxillary incisors OR dmft > 6 (severe ECC) — The total number
of patients with either of the following: a caries code (15104, 15105, 15106, or 15107), a missing due to
caries code (15204), or restorative code (D1352, D2000 — D4276, D4910, D4999, D6000 — D6079,
D6100, D6199 — D7259, D7999) on primary maxillary incisors; or a dmft > 6 divided by the total
number of patients in this age group.

Each patient is counted only once.

*  Percent caries free children by individual ages and age cohorts — For each age group (2, 3, 4, 5,2 — 4,
3 —5,2-5), the total number of patients without caries conditions (15104, 15105, 15106, 15107),
restorative codes (D1352, D2000 — D4276, D4910, D4999, D6000 — D6079, D6100, D6199 — D7259,
D7999), missing teeth conditions (15100, 15101, 15204-15211) or extraction codes (D7111-D7250)
posted on any primary teeth.

Dentrix Enterprise 11.0.2 User’s Guide



Chapter 9: DXOne Reporting

¢ Percent with dmfs > 0

*  Maxillary incisor decay only — The total number of patients with a caries code (15104, 15105,
15106, or 15107) on any primary maxillary incisor (c — h) divided by the number of patients in this

age group.
Each patient is counted only once.

*  Posterior decay only — The total number of patients with a caries code (15104, 15105, 15106, or
15107) on any primary posterior tooth (a, b, i, j, k, 1, s, t) divided by the number of patients in this

age group.
Each patient is counted only once.

* Posterior and incisor decay — The total number of patients with a caries code (15104, 15105,
15106, or 15107) on any primary posterior tooth (a,b,i,j,k,l,s,t) or primary maxillary incisor (c — h,
m—r).

Each patient is counted only once.

Ages 6-14 Years

383

Ages 6-14 Years:
=——Fercent Caries Free—> Percent with
Prim & Perm  Perm Teeth Unireated Decay ~ Untreated Decay  Using Tobacco Dental Sealants Sealants Sealants 2nd  Sealants 1st  Mean & of Mean
Testh Cnly Prim & Perm teeth Pam testh Fluorosis 1st Molar molar or Znd Molar__sealed teeth _dmft/ DMFT
& Years: 0.00 0.00 100.00 100.00 0.00 100.00 10000 100.00 100.00 100.00 1.00 D.00 / 8.00
T Years: 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 D.00 0.00 0.00 D.00 / 0.00
8 Years: 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 D.00 0.00 0.00 D.00 / 0.00
@ Years: 100.00 100.00 0.o0 0.00 o.00 o.o0 0.00 0.00 D.00 0.00 0.00 0.00 /0.00
10 Years: 0.00 0.00 100.00 100.00 0.00 100.00 10000 100.00 100.00 100.00 1.00 0.00 / 2.00
11 Years: 100.00 100.00 0.00 0.00 0.00 0.00 0.00 0.00 0.0 0.00 0.00 0.0 / 0.00
12 Years: 100.00 100.00 0.00 0.00 0.00 0.00 0.00 0.00 D.00 0.00 0.00 D.00 / 0.00
13 Years: 100.00 100.00 0.00 0.00 0.00 0.00 0.00 0.00 D.00 0.00 0.00 D.00 / 0.00
14 Years: 100.00 100.00 0.00 0.00 0.00 0.00 0.00 0.00 D.00 0.00 0.00 D.00 / 0.00
68 Years: D.00 0.00 100.00 100.00 o.00 100.00 10000 10000 100.00 100.00 1.00 0.0/ 8.00
8-11 Years: 50.00 50.00 20.00 20.00 o.00 20.00 20.00 20.00 20.00 2000 0.20 0.00/040
12-14 Years: 100.00 100.00 0.o0 0.00 o.00 D.00 0.00 0.00 D.00 0.00 0.00 0.00/0.00
8-14 Years: 86.67 88.67 13.33 13.33 4667 13.33 13.33 13.33 13.33 1333 0.13 0.00 / 0.67

*  Percent Caries Free — For each age or age group (6,7, 8,9, 10, 11, 12, 13, 14,6 - 8,9 — 11, 12 - 14,
6 — 14), the following percentages appear:

*  Primary & Permanent Teeth — The total number of patients without caries conditions (15104,
15105, 15106, 15107), restorative codes (D1352, D2000 — D4276, D4910, D4999, D6000 —

D6079, D6100, D6199 — D7259, D7999), missing teeth conditions (15100, 15101, 15204-15211)

or extraction codes (D7111-D7250) posted on any primary (a — t) and permanent teeth (2 — 15, 18
—31) divided by the number of patients in the age group.

Each patient is counted only once.

e Permanent Teeth Only — The total number of patients without caries conditions (15104, 15105,
15106, 15107), restorative codes (D1352, D2000 — D4276, D4910, D4999, D6000 — D6079,
D6100, D6199 — D7259, D7999), missing teeth conditions (15100, 15101, 15204-15211) or
extraction codes (D7111-D7250) posted on any permanent teeth (2 — 15, 18 — 31) divided by the
number of patients in the age group.

Each patient is counted only once.
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*  DPercent with — For each age or age group (6,7, 8,9, 10, 11, 12,13, 14,6 - 8,9 - 11, 12 — 14, 6 — 14),
the following percentages appear:
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Untreated Decay Primary & Permanent Teeth — The total number of patients that have a caries
condition (15104, 15105, 15106, 15107) but not a restorative code (D1352, D2000 — D4276,
D4910, D4999, D6000 — D6079, D6100, D6199 — D7259, D7999) posted on the same tooth for
both for primary and permanent teeth in the age group divided by the number of patients in the age

group.
Each patient is counted only once.

Untreated Decay Permanent Teeth — The total number of patients with a caries condition (15104,
15105, 15106, 15107) but not a restorative code (D1352, D2000 — D4276, D4910, D4999, D6000

- D6079, D6100, D6199 — D7259, D7999) posted on the same tooth for permanent teeth in the
age group divided by the number of patients in the age group.

Each patient is counted only once.

Using Tobacco — The total number of patients with a condition code 15203 Tobacco Use in the age
group divided by the total number of patients in the age group.

Each patient is counted only once.

Dental Fluorosis — The total number of patients with a condition code 15200 Dental Fluorosis in
the age group divided by the total number of patients in the age group.

Each patient is counted only once.

Sealants — The total number of patients with a sealant code (D1351) divided by the number of
patients in the age group.

Each patient is counted only once.

Sealants on 1st Molars — The number of patients with a sealant code (D1351) on tooth numbers 3,
14, 19, or 30 in the age group divided by the total number of patients in the age group.

Each patient is counted only once.

Sealants on 2nd Molars — The total number of patients with a sealant code (D1351) on tooth
numbers 2, 15, 18, or 31 in the age group divided by the total number of patients in the age group.

Each patient is counted only once.

Percent with Sealants 1st or 2nd Molars — The total number of patients with a sealant code
(D1351) on tooth numbers 2, 3, 14, 15, 18, 19, 30, or 31 in the age group divided by the total
number of patients in the age group.

Each patient is counted only once.

Mean Number of Sealed Teeth — The total number of teeth with a sealant code (D1351) for patients
in the age group divided by the total number of patients in that age group.

Each patient is counted only once.

Mean dmft/DMFT — The dmft/DMFT of primary/permanent teeth for all patients in the age group
divided by the total number of patients in the age group.

Each patient and tooth combination is counted only once. If a particular patient has both a caries
code as well as a restorative code for the same tooth, the caries code takes precedence.
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Ages 15-19 Years

Ages 15-19 Years:
Fercent with
Caries Free Untreated Decay Using Tobacco Dental Sealants Sealants Sealants 2nd Sealants 1st Mean # of Mean DMFT
Prim & Perm teeth Prim & Perm teath Fluorosis 1st Molar molar or 2nd Molar sealed teath
16 Years: o deh] T80 76D 7.6 T80 7.60 7.860 7.80 D.oB 0.38
18 Years: 100.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 D.0D 0.00
17 Years: 26,67 333 332 333 333 333 3.33 333 0.03 013
18 Years: 25.00 4.00 4.00 4.00 4.00 4.00 4.00 4.00 D.04 016
18 Years: 06.15 EE:L) 385 385 EE: L 385 385 285 D04 012
= Percent with
Perio Pockets Perio Pockets Perio Pockets Loss of Attachment Loss of Attachment Loss of Attachment
< 4mm >=4mm & < 6mm == Bmm < 3mm >= 3mm and < 5mm >= 5mm
15 Years: 0.00 0.00 0.00 D.00 0.00 0.00
16 Years: 0.00 0.00 0.00 D.00 0.00 0.00
17 Years: 3.33 333 3.33 3.33 3.23 3.3
18 Years: 4.00 4.00 4.00 4.00 4.00 4.00
18 Years: 385 0.00 0.00 3.5 385 0.00
Percent with Highest CPITN of 0.1.2.3.4 CPITN Percent
4 177
3 0.00
2 0.83
1 0.00
1] 0.00

*  Percent with — For each age or age group (6,7, 8,9,10, 11, 12,13, 14,6-8,9 - 11, 12 - 14, 6 — 14),
the following percentages appear:

*  Untreated Decay Primary & Permanent Teeth — The total number of patients that have a caries
condition (15104, 15105, 15106, 15107) but not a restorative code (D1352, D2000 — D4276,
D4910, D4999, D6000 — D6079, D6100, D6199 — D7259, D7999) posted on the same tooth for

both for primary and permanent teeth in the age group divided by the number of patients in the age
group.
Each patient is counted only once.

*  Untreated Decay Permanent Teeth — The total number of patients with a caries condition (15104,
15105, 15106, 15107) but not a restorative code (D1352, D2000 — D4276, D4910, D4999, D6000
- D6079, D6100, D6199 — D7259, D7999) posted on the same tooth for permanent teeth in the
age group divided by the number of patients in the age group.

Each patient is counted only once.

*  Using Tobacco — The total number of patients with a condition code 15203 Tobacco Use in the age
group divided by the total number of patients in the age group.

Each patient is counted only once.

*  Dental Fluorosis — The total number of patients with a condition code 15200 Dental Fluorosis in
the age group divided by the total number of patients in the age group.

Each patient is counted only once.

* Sealants — The total number of patients with a sealant code (D1351) divided by the number of
patients in the age group.

Each patient is counted only once.

*  Sealants on 1st Molars — The number of patients with a sealant code (D1351) on tooth numbers 3,
14, 19, or 30 in the age group divided by the total number of patients in the age group.

Each patient is counted only once.

*  Sealants on 2nd Molars — The total number of patients with a sealant code (D1351) on tooth
numbers 2, 15, 18, or 31 in the age group divided by the total number of patients in the age group.

Each patient is counted only once.

Dentrix Enterprise 11.0.2 User’s Guide



386 Chapter 9: DXOne Reporting

*  Percent with Sealants 1st or 2nd Molars — The total number of patients with a sealant code
(D1351) on tooth numbers 2, 3, 14, 15, 18, 19, 30, or 31 in the age group divided by the total
number of patients in the age group.

Each patient is counted only once.

*  Mean Number of Sealed Teeth — The total number of teeth with a sealant code (D1351) for patients
in the age group divided by the total number of patients in that age group.

Each patient is counted only once.

e Mean DMFT — The DMFT of permanent teeth for all patients in the age group divided by the total
number of patients in the age group.

Each patient and tooth combination is counted only once. If a particular patient has both a caries
code as well as a restorative code for the same tooth, the caries code takes precedence.

*  Perio Pockets < 4 mm — The total number of patients with a probing depth (PD or Pocket Depth)
less than 4 mm for any tooth in the age group divided by the total number of patients in the age
group.

To be included, a patient must have a perio exam on the same date the selected survey code for the
report was posted.

*  DPerio Pockets > 4 mm and < 6 mm — The total number of patients with a probing depth (PD or
Pocket Depth) greater or equal to 4 mm and less than 6 mm for any tooth in the age group divided
by the total number of patients in the age group.

To be included, a patient must have a perio exam on the same date the selected survey code for the
report was posted.

*  Perio Pockets > 3 mm and < 6 mm — The total number of patients with a probing depth (PD or
Pocket Depth) greater than 3 mm and less than 6 mm for any tooth in the age group divided by the
total number of patients in the age group.

To be included, a patient must have a perio exam on the same date the selected survey code for the
report was posted.

*  Perio Pockets > 6 mm — The total number of patients with a probing depth (PD or Pocket Depth)
for any tooth higher than 6 mm in the age group divided by the total number of patients in the age
group.

To be included, a patient must have a perio exam on the same date the selected survey code for the
report was posted.

* Loss of Attachment < 3 mm — The total number of patients with a clinical attachment level of less
than 3 mm in the age group divided by the total number of patients in the age group.

To be included, a patient must have a perio exam on the same date the selected survey code for the
report was posted.

* Loss of Attachment > 3 and < 5 mm — The total number of patients with a clinical attachment level
greater than or equal to 3 mm and less than 5 mm in the age group divided by the total number of
patients in the age group.

To be included, a patient must have a perio exam on the same date the selected survey code for the
report was posted.

*  Loss of Attachment > 5 mm — The total number of patients with a clinical attachment level greater
than or equal to 5 mm in the age group divided by the total number of patients in the age group.

To be included, a patient must have a perio exam on the same date the selected survey code for the
report was posted.
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*  Percent with Highest CPITN of 0, 1, 2, 3, 4 — For each category, the percentage of patients in the
age groupe that fall into that category divided by the total number of patients in theage group. Which
category a patient corresponds to comes from his or her perio exam, using the following criteria:

e A patient with a probing depth (PD or Pocket Depth) for any tooth higher than 6 mm pertain to
category 4.

* A patient with a probing depth (PD or Pocket Depth) for any tooth of 4 — 6 mm pertain to category
3.

* A patient marked as having only calculus (not set to “0 — None”) and a probing depth (PD or Pocket
Depth) less than 4 mm for any tooth pertain to category 2.

* A patient marked as having only bleeding for any tooth pertain to category 1.

* Any remaining patients pertain to category 0.

To be included, a patient must have a perio exam on the same date the selected survey code for the report

was posted.

Ages 35-44 & 55+ Years

Ages 35-44 & 55+ Years:
< ercent wi .
Caries Free Untreated Decay Using Tobacco Dental Sealants Sealants Sealants 2Znd Sealants st Mean # of Mean DMFT
Prim & Perm teath Prim & Perm teeth Flugrosis 1st Molar molar or 2nd Malar sealed teeth
35 Years: 100.00 0.00 D.00 0.00 0.00 0.0 0.o0 0.00 0oo 0.00
38 Years: 100.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
27 Years: 100.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.oo 0.00
28 Years: 2804 0.00 108 1.98 0.00 0.00 0.00 0.00 000 0.08
32 Years: 100.00 0.00 D.00 0.00 0.00 0.0 0.o0 0.00 0oo 0.00
40 Years: Loy 222 222 222 0.00 .00 0.o0 0.00 o.oo 022
41 Years: 100.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.oo 0.00
42 Years: 100.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 000 0.00
43 Years: 100.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 000 0.00
44 Years: 100.00 0.00 D.00 0.00 0.00 0.0 0.o0 0.00 0oo 0.00
55 Years: 1,800.00 127 127 0.00 0.00 0.00 0.00 0.00 0.00 0.10
< Percent with Perio Pockets——>  <—-Percent with Less of Attachment—> Fercent with- Percent of Dentate Adults with
UM angomm  SOMM <M apallme  csomm  Dabeles B Tean  Tesk  Tesh ' Deesys  cuwes
35 Years: 0.o0 0.o0 0.00 0.00 D.00 0.00 0.00 0.00 100.00 100.00 0.0 0.00 0.00
36 Years: 0.00 0.o0 0.00 0.00 D.00 0.00 0.00 0.00 100.00 100.00 0.00 0.00 0.00
A7 Years: o0.o0 0.o0 0.00 0.00 D.00 0.00 0.00 0.00 100.00 100.00 0.0 0.00 0.00
38 Years: 1.86 1.86 1.86 1.26 1.86 1.96 0.oo 196 100.00 10000 0.0 0.00 0.0a
20 Years: 0.00 0.o0 0.00 0.00 D.00 0.00 0.00 0.00 100.00 100.00 0.0 0.00 0.00
40 Years: 23 2232 2232 222 2x 222 222 212 o778 100.00 0.0 222 0.00
41 Years: o0.o0 0.o0 0.00 0.00 D.00 0.00 0.00 0.00 100.00 100.00 0.0 0.00 0.00
42 Years: o.oo o.oo 0.00 0.00 D.00 0.00 0.o0 D.00 100.00 100.00 0.0 0.00 0.oa
43 Years: 0.00 a.o0 0.00 0.00 0.00 0.00 0.00 0.00 100.00 100.00 0.00 0.00 0.00
44 Years: 0.o0 0.o0 0.00 0.00 D.00 0.00 0.00 0.00 100.00 100.00 0.0 0.00 0.00
55 Years: 127 127 127 127 1.27 127 0.00 0.00 1.600.00 1.601.27 0.00 127 0.00
Ages 35-44 Years: Ages 55+ Years:
Percent with Highest CPITM of 0,1,2,3.4 CPITH Percent Percent with Highest CPITN of 0,1,2,3,4 CPITH Percent
4 0.52 4 D.15
3 0.00 3 D.00
2 0.00 2 D.00
1 0.00 1 D.00
o 0.00 o D.00

This section has the same columns as for 15 — 19 year olds plus the following:

Percent with diabetes — The total number of patients with a code 15201 Diabetes in the age group

divided by the number of patients in the age group for the report.

Each patient is counted only once.

Percent need biopsy — The total number of patients with the code 15202 Needs Biopsy or biopsy code
(D7255 — D7258) in the age group divided by the number of patients in the age group.

Each patient is counted only once.

Dentrix Enterprise 11.0.2 User’s Guide



388 Chapter 9: DXOne Reporting

Percent with all 28 teeth — The total number of patients without extractions (existing, existing other, or
completed) or with extraction codes (D7111 — D7250) for teeth other than wisdom teeth (1, 16, 17, 32),
and without condition codes (15100 Missing Tooth > 1 year or 15101 Missing tooth) in the age group
divided by the number of patients in the age group.

Each patient is counted only once.

Percent with 20 or more teeth — The total number of patients with 8 or less missing teeth (not counting
wisdom teeth) in the age group divided by the number of patients in the age group. A missing tooth
(15100, 15101) can be posted as an extraction, a condition, or an existing/existing other code.

Each patient is counted only once.

Percent with no natural teeth — The total number of patients missing all 32 teeth int he age group
divided by the number of patients in the age group. A missing tooth (15100, 15101) can be posted as an
extraction, a condition, or an existing/ existing other code.

Each patient is counted only once.

Percent of dentate adults with untreated decay — The total number of patients who do not have the
denture codes D5110 and D5120 posted and have untreated decay (any condition code 15104 — 15107)
in the age group divided by the number or patients in the age group.

Each patient is counted only once. All teeth are considered.

Percent of dentate adults with root caries — The total number of patients who have the deep dentinal/
cemental caries condition code 15104 posted in the age groupg divided by the number of patients in the
age group.

Each patient is counted only once. All teeth are considered.

Dentist Activity reports

M3 Dentist Activity Report

[ mMonthly Clinic

January All

uarterl .
L a 4 Provider

Quarter 1 Al
[ vearly

Job Name
>>

|Saveas Default| |Clear Defaults| | Schedule | | oK | | Cancel |

1.
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Click the Job Name search button | to select a job name from a list of available jobs and templates
to apply the corresponding settings. You can leave the settings that are applied or change any of them as

needed.
Set up the following options:

*  Time Periods — Select any of the following to indicate the time periods for which you want to run
the report:

*  Monthly — Select a month, and then enter a year. The number of services and the RVUs for the
selected month of the specified year will appear on the report.

*  Quarterly — Select a quarter, and then enter a year. The number of services and the RVUs for
each month of the selected quarter for the specified year will appear on the report.
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*  Yearly — Enter a year. The number of services and the RVUs for each quarter of the specified year
will appear on the report.

Each selected item will produce a separate report.

e Clinic — Click the search button ** ! to select the clinics you want to include on the report, or select
All to include all clinics.

e  Provider — Click the search ** | button to select the providers you want to include on the report, or
select All to include all providers.

3. Do any of the following:

*  To save these settings for future uses of this report, click Save as Default.
*  To schedule the report to run at a later time or on a recurring basis, click Schedule.

*  To clear any changes you have made to the settings and start over, click Clear Defaults.

4. Click OK to preview the report.

Each report provides the following details for the specified time period:

Services - MTD / Month 1, Month 2, Month 3 / QTR 1, QTR 2, QTR 3, QTR 4

*  For each provider listed, services performed by that provider are listed under the corresponding
procedure code categories.

*  For each service, the number of times that service was performed is given.

*  For each procedure code category, the number of times all listed services in that category were
performed is given.

*  For each provider, the number of times all listed services in all listed categories were performed is
given.

RVUs

*  For each provider listed, services performed by that provider are listed under the corresponding
procedure code categories.

*  For each service, the number of RVUs is given.

*  For each procedure code category, the number of RVUs for all listed services in that category is given.
*  For each provider, the number of RVUs for all listed services in all listed categories is given.

Percent RVUs

For each provider listed, the RVU percentage for a procedure code category and for all procedure code
categories are given:

*  For each procedure code category, the RVU percentage for all listed services in that category is
calculated by dividing the number of RVUs in that category by the total number of RVUs for all
categories with services performed by that provider.

*  For each provider, the RVU percentage will always equal 100% (it is the sum of the RVU percentages
of each category for that provider).
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Percemnt

Rwls

9.79%

34.06%

a6 40%

375%

1 00.00%

4.00%

16.00%

80.00%

Dentist Monthly Report for period beginning Moy 2010
Clinics: <ALL=
11112010 12:40:51 PR

Series Total Services
MATD RylLs

Robb,David

Persons Senved

Diagnostic

Dot1z20 1 25

Doz10 1 =]

Sub-Total 2 2a

Qral Surgerny

DT140 1 500

Sub-Total 1 500

Prosth, rermov

Dat1z0 1 28

Sub-Tatal 1 828

Restorative

Dz2140 1 a5

Sub-Total 1 as

Tatal 5 1.468

Smith,Dennis

Fersons Served

Diagnostic

Dot120 2 a0

poz1o 1 ag

Sub-Total 3 100

Qral Surgery

D7230 1 400

Sub-Tatal 1 400

FProsth, remay

D&a110 1 2,000

Sub-Total 1 2,000

Restorative

D2140 1 1]

Sub-Total 1 a

0.00%
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Dentist Quarterly Report for period beginning Oct 2010

Clinics: <ALL=

11112010 12:43:47 P

Series

Robb,David
Persons Served
Diagnostic
Do1z20

poz1o
Sub-Total

Qral Surgery
D7140
Sub-Total

Prosth, rermov
Dat1z0
Sub-Total
Restorative
02140
Sub-Total
Total

Smith,Dennis

Persons Senved

Diagnostic
D0120
Do210
Sub-Total

Qral Surgery
Dy230
Sub-Total

FProsth, remaow
D&a110
Sub-Total

Restorative

L2140
Sub-Total

Total

Total Services

Manth
1

-

Rvls

25
g0
84

s00
500

828
824

55
55

1,468

a0

a0
100

400
400

2,000
2,000

2,400

Percemnt

Rls

5.79%

34.06%

46.40%

375%

100.00%

4.00%

16.00%

20.00%

0.00%

100.00%
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Dentist Yearly Report for period beginning 2010
Clinics: <ALL=
11112010 12:45:54Pr
Series Total Services
GATR aTR QTR QTR Percent
1 2 3 4 Rl Rl
Robb,David
Persons Served
Diagnostic
Do1z20 1 1 1 1 i
poz1o 1 1 1 1 60
Sub-Total 2 2 2 2 85 5.79%
Qral Surgery
D7140 1 1 1 1 a00
Sub-Total 1 1 1 1 a00 24 06%
Prosth, remov
D&120 1 1 1 1 a28
Sub-Total 1 1 1 1 228 a6.40%
Restorative
Dz2140 1 1 1 1 55
Sub-Tatal 1 1 1 1 55 3T75%
Taotal 5 5 g 5 1,468  100.00%
Smith,Dennis
Persons Senved
Diagnostic
Do1z20 Z 2 2 2 a0
poz10 1 1 1 1 50
Sub-Total k! 3 3 3 100 4.00%
Qral Surgery
Dy230 1 1 1 1 400
Sub-Total 1 1 1 1 400 16.00%
Frosth, rermov
Da110 1 1 1 1 2,000
Sub-Total 1 1 1 1 2,000 a80.00%
Restorative
02140 1 1 1 1 1]
Sub-Total 1 1 1 1 1] 0.00%
Total G 5 f ] 24800 100.00%
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Dental Hygienists Activity reports

B Dental Hygienists Activity Report

[ monthly Clinic

January All
L' Quarterly Provider

Quarter 1 Al
[ vearly

Job Name
]

|Saveas De‘FauIt| |Clear Defaults| | Schedule | | oK | | Cancel |

1. Click the Job Name search button ** | to select a job name from a list of available jobs and templates
to apply the corresponding settings. You can leave the settings that are applied or change any of them as

needed.
2. Set up the following options:

*  Time Periods — Select any of the following to indicate the time periods for which you want to run
the report:

*  Monthly — Select a month, and then enter a year. The number of services and the RVUs for the
selected month of the specified year will appear on the report.

*  Quarterly — Select a quarter, and then enter a year. The number of services and the RVUs for
each month of the selected quarter for the specified year will appear on the report.

*  Yearly — Enter a year. The number of services and the RVUs for each quarter of the specified year
will appear on the report.

Each selected item will produce a separate report.

Clinic — Click the search button ** | to select the clinics you want to include on the report, or select
All to include all clinics.

e Provider — Click the search ** | button to select the providers you want to include on the report, or
select All to include all providers.

3. Do any of the following:
*  To save these settings for future uses of this report, click Save as Default.
*  To schedule the report to run at a later time or on a recurring basis, click Schedule.
* To clear any changes you have made to the settings and start over, click Clear Defaults.
4. Click OK to preview the report.
Each report provides the following details for the specified time period:
¢ Services — MTD / Month 1, Month 2, Month 3/ QTR 1, QTR 2, QTR 3, QTR 4

*  For each secondary provider listed, services performed by that provider are listed under the
corresponding procedure code categories.

*  For each service, the number of times that service was performed is given.

*  For each procedure code category, the number of times all listed services in that category were
performed is given.

*  For each secondary provider, the number of times all listed services in all listed categories were
performed is given.
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e RVUs

*  For each secondary provider listed, services performed by that provider are listed under the
corresponding procedure code categories.

*  For each service, the number of RVUs is given.

*  For each procedure code category, the number of RVUs for all listed services in that category is given.

*  For each secondary provider, the number of RVUs for all listed services in all listed categories is given.
*  Percent RVUs

For each provider listed, the RVU percentage for a procedure code category and for all procedure code
categories are given:

*  For each procedure code category, the RVU percentage for all listed services in that category is
calculated by dividing the number of RVUs in that category by the total number of RVUs for all
categories with services performed by that provider.

*  For each secondary provider, the RVU percentage will always equal 100% (it is the sum of the RVU
percentages of each category for that provider).

Dental Hygienists Monthly Activity Report for period beginning Mov 2010
Clinics: <ALL=
T12010 12:53:15PM
Series Total Services
Percemnt
FATD Ryls Rl
Hayes, Sally
Persons Senved
Diagnostic
Do18e0 1 40
Sub-Total 1 a0 28.87%
FPeriodontics
044810 1 7a
Sub-Total 1 70 A0.00%
Preventive
01330 1 an
Sub-Total 1 30 21.43%
Total 3 140 |1 00.00%
McClure,Angela
Persons Senved
Diagnastic
00140 1 35
Sub-Total 1 35 26.12%
FPeriodontics
04410 1 78
Sub-Total 1 78 52.21%
Freventive
01204 1 21
Sub-Total 1 21 15.67%
Total K] 134 1 00.00%
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Dental Hygienists/Dental Auxiliary Cluarterly Activity Report for period beginning Oct 2010

Clinics: <ALL=

111152010 12:55:06P M

Series

Hayes,Sally
Persons Served
Diagnostic
Do180
Sub-Total

FPeriodontics
04910
Sub-Total

Preventive
01330
Sub-Total

Total

McClure,Angela
FPersons Served
Ciagnostic
00140
Sub-Total

Periodontics
04410
Sub-Total

Preventive

01204
Sub-Total

Total

Total Services

Manth
1

Manth
2

Manth
3

Rvls

40

40

T
7o

an
an

140

35
34

74
74

21
21

134

Percemnt
FUs

28.87%

a0.00%

21.43%

100.00%

26.12%

58.21%

15.67%

100.00%
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Fercent
Ryl

28.57%

50.00%

21.43%

100.00%

26.12%

53.21%

149.67%

Dental Hygienists/Dental Auxiliary Yearly Activity Report for period beginning 2010
Clinics; <ALL=
112010 12:89:35PM
Series Total Services
QTR QTR QTR QTR

1 2 3 4 Rl
Hayes, Sally
Persons Senved
Diagnostic
oo180 1 1 1 1 40
Sub-Total 1 1 1 1 40
Perindontics
04810 1 1 1 1 70
Sub-Tatal 1 1 1 1 7o
Preventive
01330 1 1 1 1 30
Sub-Total 1 1 1 1 30
Total ] ] 3 K] 140
McClure, Angela
Fersons Served
Diagnostic
00140 1 1 1 1 35
Sub-Total 1 1 1 1 35
Periodontics
04910 1 1 1 1 T8
Suh-Total 1 1 1 1 T8
Preventive
01204 1 1 1 1 |
Sub-Total 1 1 1 1 1
Total 3 3 3 3 134

100.00%
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Endodontic Tooth Access Report

ﬂ Endodontic Tooth Access

Date Range Clinic
(®) specific Range Al
From: | 6/1/2019 @~
Provider/Staff
To:  |sm12010 [+ 7
Al
() Relative Date Range
Current Day Job Name
. ES
Time Zone
® Clinic Time
0 utc
|Saveas De‘FauIt| |Clear Defaults| | Schedule | | OK | | Cancel |

1. Click the Job Name search button | if you want to select a job name from a list of available jobs and
templates to apply the corresponding settings. You can leave the settings that are applied or change any of
them as needed.

2. Set up the following options:

*  Date Range — Select Specific Range, and then enter a date range in the From and To fields; or select
Relative Date Range, and then select a date range. The report uses the procedure date of Ledger
transactions.

Note: Using a relative date range is ideal when saving your report settings as default. Then, you don’t
have to manually enter a date range each time you run the report.

Time Zone — Select either Clinic Time to use the clinic time zone or UTC to use Coordinated
Universal Time.

Clinic — Click the search button > to select the clinics you want to include on the report, or select
All to include all clinics.

Provider/Staff — Click the search > | button to select the providers and staff you want to include on
the report, or select All to include all providers and staft.

3. Do any of the following:

*  To save these settings for future uses of this report, click Save as Default.

*  To schedule the report to run at a later time or on a recurring basis, click Schedule.

* To clear any changes you have made to the settings and start over, click Clear Defaults.
4. Click OK to preview the report.
The report provides the following details for the specified time period:

*  For each provider, the tooth categories are listed: anterior teeth for teeth 6 — 11, 22 — 27; first molars for
teeth 3, 14, 19, 30; other molars for teeth 1, 2, 15 — 18, 31, 32; and premolars for teeth 4, 5, 12, 13, 20,
21, 28, 29.

*  For each tooth category, the following statistics are given:

*  Total Accessed — The number of teeth on which a pulpal debridement has been performed. A tooth
is counted as accessed if the ADA code D3221 has been posted on that tooth.
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*  Accessed Completed — The number of teeth on which a pulpal dedridement and endodontic therapy
have been performed. A tooth is counted as accessed and completed if the ADA code D3221 and any
of the following ADA codes have been posted on that tooth: D3310, D3320, or D3330.

*  Extracted — The number of teeth on which a pulpal debridement and an extraction have been
performed. A tooth is counted as accessed and extracted if the ADA code D3221 and any of the
following ADA extraction codes have been posted on that tooth: D7111, D7140, D7210, D7220,
D7230, D7240, D7241, D7250.

* Restored — The number of teeth on which a pulpal debridement and a restoration have been
performed. A tooth is counted as accessed and restored if the ADA code D3221 and any restorative
ADA code that is not a crown procedure included under “Accessed plus Crowned” have been posted
on that tooth.

e Crowned — The number of teeth on which a pulpal debridement and a crown placement has been
performed. A tooth is counted as accessed and crowned if the ADA code D3221 and any of the
following ADA codes have been posted on that tooth: D2390, D2710, D2720, D2721, D2722,
D2740, D2750, D2751, D2752, D2790, D2791, D2792, D2794, D2799, D6058, D6059, D6060,
D6061, D6062, D6063, D6064, D6094, D6710, D6720, D6721, D6722, D6740, D6750, D6751,
D6752, D6790, D6791, D6792, D6794, or D6793.

Endodontic Tooth Access
All Sites

08/01/2010 - 104312010
Date: 1141142010 Pange 1 of 2
Tooth Tatal Accessed
Category Accessed Completed Extracted Restored Crowned
Briaht, Sally
Anteriors 10 10 10 10 10
First Molars 10 10 10 10 10
Other hiolars g 8 5] 5 a8
Pramaolars k] I H k] )
Brown, Mary
Anteriors 10 10 10 10 10
First hMalars 10 10 10 10 10
Other Molars 8 B 8 8 8
Premolars 31 K] 3 31 3
Erickson, Tracy
Anteriors 10 10 10 10 10
First Maolars 10 10 10 1o 10
Other Molars i} 8 i i} i}
Premolars Kl I k| Kl 1

Example scenarios
The following examples explain a few ways tooth counts are calculated for the columns on the report:

* The date range of the report is February 1 through February 28. A provider has performed a D3221 on
tooth 11 on the 2nd and then extracted that same tooth on the 20th. On the report, tooth 11 will be
counted once in the Total Accessed column and once in the Extracted column.

* 'The date range of the report is February 1 through February 20. A provider has performed a D3221
on tooth 11 on the 2nd and then a performed a D3310 on the same tooth on the 27th. On the report,
tooth 11 will be counted once in the Total Accessed column but not in the Accessed Completed column
because the D3310 code was posted outside of the date range of the report.
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e The date range of the report is February 1 through February 20. Provider #1 has performed a D3221 on
tooth 11 on the 2nd, and then Provider #2 performed a D3310 on the same tooth on the 20th. On the
report, the D3221 will be counted once in the Total Accessed column for Provider #1, and the D3310
will be counted once in the Accesed Completed column for Provider #2.

Oral Health Status Report

1. Select any of the following:

*  OHS Status — To have the report include patients with a completed OHS survey that has one of
the OHS statuses that you specify for the report, select the OHS Status check box. Click the search
button *?!to select the desired OHS statuses, or select the All check box to include all OHS statuses.
To not filter the report by OHS status, clear the OHS Status check box.

Note: OHS class 5 and 6 are calculated based on the date that you generate the report.

*  Caries Risk — To have the report include patients with a completed OHS survey that has one of the
caries risk levels that you specify for the report, select the Caries Risk check box. Click the search
button *?!to select the desired caries risk levels, or select the All check box to include all caries risk
levels. To not filter the report by caries risk level, clear the Caries Risk check box.

* Tobacco Use — To have the report include patients with a completed OHS survey that has one of
the tobacco uses that you specify for the report, select the Tobacco Use check box. Click the search
button **|to select the desired tobacco uses, or select the All check box to include all tobacco uses.
To not filter the report by tobacco use, clear the Tobacco Use check box.

* Diabetes — To have the report include patients with a completed OHS survey that has one of the
types of diabetes that you specify for the report, select the Diabetes check box. Click the search
button *?/ to select the desired types of diabetes, or select the All check box to include all types of
diabetes. To not filter the report by type of diabetes, clear the Diabetes check box.

*  Dry Mouth — To have the report include patients with a completed OHS survey that has one of the
dry mouth descriptions that you specify for the report, select the Dry Mouth check box. Click the
search button *?/ to select the desired dry mouth descriptions, or select the All check box to include
all dry mouth descriptions. To not filter the report by dry mouth description, clear the Dry Mouth
check box.

Dentrix Enterprise 11.0.2 User’s Guide



400 Chapter 9: DXOne Reporting

Notes:

If all these check boxes are clear, the report will include patients with a completed OHS survey within
the selected date range (in the OHS 1-6 columns) and patients who do not have a completed OHS
survey (in the NO OHS column).

If at least one of these check boxes is selected, the report will include patients with a completed OHS
survey within the selected date range and who meet the specified filter criteria. The report will not
include patients who do not have a completed OHS survey (the NO OHS column will not appear on
the report).

2. Set up the following options:

Date Range — Select Specific Range, and then enter a date range in the From and To fields; or select
Relative Date Range, and then select a date range.

Clinic — Click the search button #* ! to select the clinics you want to include on the report, or select
All to include all clinics.

Provider — Click the search button ?#|to select the providers you want to include on the report, or
select All to include all providers.

Age — Click the search button ** | to select the ages you want to include on the report, or select All to
include all ages.

Patient Tag — To have the report include patients with certain tags assigned to them, select the Run
By Patient Tag check box; and then, click the search button *?| to select the desired patient tags, or
select the All check box to include patients with any patient tag. To not filter the report by a patient
tag, clear the Run By Patient Tag check box.

Group By — Select one of the following options:

* No Group By — For no grouping. The summary report will be generated. The overall total
numbers of patients will be displayed.

e Clinic — To group the report by clinic. Select the Provider check box to group by provider within
each clinic grouping. Each provider is listed with totals related to the clinic grouping.

*  Provider — To group the report by provider. Select the Clinic check box to group by clinic within
each provider grouping. Each clinic is listed with totals related to the provider grouping.

Other Options — Select any additional filters for the report:

*  New Page For Each Clinic — To have each clinic appear on a separate page. This option is
available only if the Clinic option under Group By is selected.

*  Excel Friendly (Includes All Patient & OHS Data) — To view the report with patient details
and OHS data but without groupings and totals. This report format allows you to view the data
in a spreadsheet program.

Note: The report is sorted by last name, then by first name, then by OHS visit. A patient may
appear more than once on the report.

e Age as of June 30th — With this check box selected, the age of each patient will be calculated as
of June 30 within the specified date range. With this check box clear, the age of each patient will
be calculated based on the date that you generate the report.

3. Do any of the following:
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To save these settings for future uses of this report, click Save as Default.
To schedule the report to run at a later time or on a recurring basis, click Schedule.

To clear any changes you have made to the settings and start over, click Clear Defaults.
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4. Click OK to preview the report.
For each age group on the report, the following statistics appear:
e The number of patients who have a completed OHS survey, broken down into columns by OHS status.

e  The number of patients who do not have a completed OHS survey. Depending on how you filter the
report, this column may not appear on the report.

*  The total number of patients.

*  The report also displays the total number of patients across all age groups for each column of data on the
report.

Note: A patient may be counted more than once on the report.
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Working with Previewed Reports

When you generate a report from DXOne Reporting, the report appears in the Report Preview window.

B Report Preview EI@
S E B s JIE TS IERVEE

Server Name: <Default=

Analysis Summary - Standard

11/12/2018 - 11/12/2018 Entry Date
Clinics: <ALL=
Providers: DSMITH
Billing Type: <ALL=

Report Date: 11/1272018 Report Generated By: DSMITH
Beginning Charge Finance Debit Initial Applied Applied Ins Applied Pats
Balance Charges Adj Charges Balances Payments Payments Credit Adj Seen
Billed Late Debit Credit Credit New
tolns Charges Special Adj Special Adj Initial Balances Pats
< n ] »
Page1of1 | Main Report &0 w0% ]

You can do any of the following with the report being previewed:
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Print the report — To print the displayed report, click the Print Report button. The Print
dialog box appears. All installed Windows printers are listed. The Windows default printer is
selected by default, but you can select a different printer. To send the print job to the selected
printer, click Print.

s

Export the report — To export the report, click the Export Report button. The Export Report

dialog box appears. Select where you want to save the file, enter a File name, select the desired wee
Save as type (.rpt, .pdf, .csv, .xls, data-only .xls, data-only .xlsx, .doc, editable Word® .rtf, .rtf, or

xml), and then click Save.

Change the zoom — To change the zoom percentage of the

report, drag the slider to the desired percentage (the default is = O 100% ]
100%). You can also, click the Fit to Width or Full Page

button.

Navigate pages — For a multiple-page report, click the Go to Previous
- - [ ] 2
Page or the Go to Next Page button to navigate one page at a time. To

navigate to the first or last page of a multiple-page report, click the down

arrow next to the last page number to open a menu, and then click Go to First Page or Go to Last Page.

T

Search for text — To specify if you want to perform a case-sensitive or a

whole-word search, click the down arrow next to the Type the text to -
find box, and then select Match Case and/or Match Whole Word. An

active filter has a check mark next to it; clicking an option with a check

mark removes that filter. Next, in the Type the text to find box, enter the text to search for on the page
currently being viewed, and then press Enter. The first matching text on the page has a red box around it.
Continue pressing Enter to find other matches. If no matches are found, the search box’s background
color changes to orange.

Copy text — To copy selected text to the Clipboard, search for or click to select some text (a red |E
box appears around it), and then click the Copy button.
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Using Report Templates

You can have multiple templates for the custom IHS reports. For eachof these reports, you can select a
template (a Job Name) to run that report without having to change the options for filtering the report

when certain variations of the report are frequently required. Also, if an existing scheduled job or template is
changed, it can be saved as a different template or job while preserving the original.

Creating a Report Job Template

You can create a template for running a custom IHS report.

To create a report job template

1. On the Office Manager toolbar, click the DXOne Reports button .
The DXOne Reporting window appears.

). DXONE Reporting o] & (s

File Reports Security Scheduling E-Mail Help
LEBEV PAS |

Select Report Categery: Double Click to Launch Report Options:

Reference
Management
Ledger
Analysis

List

Audit

ups

Custom

2. In the Select Report Category list box, select Custom.

The custom reports appear in the right list box.

=, DXONE Reporting =8

File Reports Security Scheduling E-Mail Help

LEEER PAS |

Select Report Category: Double Click to Launch Report Options:
Reference Dental Hygienists Activity Report
Dentist Activity Report

Management Endodontic Tooth Access
Ledger OHSS
Analysi RWU By Provider

nalysis Visits By
List
Audit
ups
Custom

3. Double-click the report for which you want to create a template.

The corresponding report dialog box appears.

%7 OHss

Survey Code Selection

Clinic: Selection

2 > g

Job Mame:

Save as Defaultl I ﬂ
Clear Defaults | Schedule | oK I Cancel |
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Set up the options for filtering the report results.

5. Click Save as Default to save the current settings for future uses of the report.

6. Click Schedule.
The Scheduling Report dialog box appears.

:J: Schedule Report @

Recurrence pattern

" One Time
= Daily

1~ Weekly
= Monthly

* Template Only

Job Name: IEIinic Provider Fange List Selection
Lo |
Lo |
Bee| |
Start Date and Time: Im

End by: |11£28£2D1? 09:21 AM vl ¥ HoEndDate
Schedule Cancel |

Under Recurrence pattern, select Template Only to indicate that the report job will serve as a template.

8. Type a Job Name for the report job (up to 50 characters in length). The job name will be visible for the
scheduled report job in the Manage Scheduled Jobs dialog box.

9. Click Schedule to save the report job as a template and schedule the report job. The report job will
appear in the Manage Scheduled Jobs dialog box.

Scheduling a Report Job from a Template

You can schedule a report job from a template for an IHS custom report.

To schedule a report job from a template

The DXOne Reporting window appears.

7, DXONE Reporting =] @ (==

File Reports Security Scheduling E-Mail Help
L4 BELPAS |

Select Report Category: Double Click to Launch Report Options:

Reference
Management
Ledger
Analysis

List

Audit

ubps

Custom

2. In the Select Report Category list box, select Custom.
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The custom reports appear in the right list box.

| DXOME Reporting

=l = =)
File Reports Security Scheduling E-Mail Help
EEEECEAS |
Select Report Category: Double Click to Launch Report Options:
Reference Dental Hygienists Activity Repoit
Dentist Activity Report
Managempnt Endodontic Tooth Access
Ledger OHSS
Analysi Ry By Provider
e Visits By
List
Audit
ups
Custom

3. Double-click the report you want to schedule from a template.

The corresponding report dialog box appears.

12 OHss

Job Mame:

Survey Code Selection Clinic Selection

ﬂ|7 AWAII

Ex3)

Save as Default |

Clear Defaults | Schedule | Ok |

[

Cancel |

4. Select a template:

a. Click the Job Name search button. The search button is only enabled if templates have been created
or jobs have been schedule for this report.

The Select Template/Job dialog box appears. Any existing templates/jobs that have been created for
the report by the user you are currently logged on as are shown in the list box.

5 Select Template/Job

Enter Job Mame

===

]

Job Mame

Clinic: Provider Range List Selection

I~ ListJobs For &l Users

0K

| Cancel |

b. Select List Jobs for all users if you want to view templates for all users for this report. If this option is
selected, a User ID column appears to the left of the Job Name column and displays the user ID for
each job/template. The List Jobs for all users check box is available only if the current user has the
“Scheduled Jobs — Manage All Users” DXOne Reporting security right enabled; in other words, the

current user has rights to view reports or jobs for other users.

c. The templates are listed alphabetically in ascending order by default. To reverse the order, click the
Job Name column header of the list box. Then, to change the order from descending to ascending,
click the list box’s Job Name column header again.
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d. Select the appropriate report job template in the list box (if more templates exist than can be
displayed at one time in the list box, you might have to click and drag the list box’s scroll bar slider
down to find the template). Or, type all or part of the template name for which you want to search in
the Enter Job Name field, click the search button to show the closest matching template(s) in the list
box, and then select the appropriate report job template.

e. Click OK to assign the selected template to the report job. The filter options associated with the
selected template are applied to the report job.

5. Click Save as Default to save the current settings for the next time the report options are accessed. The
current job name will not be saved as the deafult.

6. Click OK to schedule the report. The report job will appear in the Manage Scheduled Jobs dialog box.

Editing a Report Job Template

You can edit a report job template for an IHS custom report.

To edit a report job template

1. From the Office Manager toolbar, click the DXOne Reports Module button B,
The DXOne Reporting window appears.

| DXONE Reporting =] @ (==

File Reports Security Scheduling E-Mail Help
LB PAE |

Select Report Categery: Double Click to Launch Report Options:

Reference
Management
Ledger
Analysis

List

Audit

ups

Custom

2. In the Select Report Category list box, select Custom.

The custom reports appear in the right list box.

) DXONE Reporting o ® =

File Reports Security Scheduling E-Mail Help

L EEELPAE |

Select Report Category: Double Click to Launch Report Options:
Reference Dental Hygienists Activity Report
Dentist Activity Report

Management Endodontic Tooth Access
Ledger OHSS

3 RWU By Provider
Analysis Visite By
List
Audit
ups
Custom

3. Double-click the report you want to schedule from a template.
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'The corresponding report dialog box appears.

2% OHss ==

Survey Code Selection Clinic Selection

A|7 ﬂl?;\u

Job Mame:

Save as Default |
Clear Defaults | Schedule | a8 | Cancel |

4. Select a template:

a. Click the Job Name search button. The search button is only enabled if templates have been created
or jobs have been schedule for this report. The Select Template/Job dialog box appears. Any existing
templates/jobs that have been created for the report by the user you are currently logged on as are
shown in the list box.

2 Select Template/lob =[]

Enter Job Mame
|| >

Job Mame |
Clinic: Provider Range List Selection

[~ ListJobs For &l Users (] 8 | Cancel |

b. Select List Jobs for all users if you want to view templates for all users for this report. If this option is
selected, a User ID column appears to the left of the Job Name column and displays the user ID for
each job/template. The List Jobs for all users check box is available only if the current user has the
“Scheduled Jobs — Manage All Users” DXOne Reporting security right enabled; in other words, the

current user has rights to view reports or jobs for other users.

c. The templates are listed alphabetically in ascending order by default. To reverse the order, click the
Job Name column header of the list box. Then, to change the order from descending to ascending,
click the list box’s Job Name column header again.

d. Select the appropriate report job template in the list box (if more templates exist than can be
displayed at one time in the list box, you might have to click and drag the list box’s scroll bar slider
down to find the template). Or, type all or part of the template name for which you want to search in
the Enter Job Name field, click the search button to show the closest matching template(s) in the list
box, and then select the appropriate report job template.

e. Click OK to assign the selected template to the report job. The filter options associated with the
selected template are applied to the report job.

5. Edit the options for filtering the report results as necessary.

Click Save as Default to save the current settings for the next time the report options are accessed. The
current job name will not be saved as the deafult.

7. Click Schedule.
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‘The Schedule Report - Edit dialog box appears.

1% Schedule Report - Edit B3

Fecurrence pattern
" One Time
= Daily

" wieekly

= Monthly

* Template Only

Job Mame: |Elinic: Provider Range List Selection

To... I | E
LC.. I | It
Bee... I | i
it Do e Thines I11a"28.-"201? 05:25 A vl
End by 11/28/2017 03:25 &M - [ MoEndDate

Schedule Mew |

8. Edit the Job Name.
9. Do one of the following:

Cancel |

*  Click Save to save any changes to the template (its job name and report filters).

*  Click Schedule New to save the changes as a new report job that will appear in the Manage
Scheduled Jobs dialog while preserving the original template (its job name and report filters). The
new job name must be different than the original to add the template as a new template.
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Chapter 10: Document Center

The Document Center can help your office become paperless. You can scan, capture, and import documents
(such as patient letters, EOBs, and referral letters) and images (such as patient pictures and X-rays). You can
then attach these documents to patients, providers, employers, insurance plans, and referral sources. Also,
these documents can be printed, emailed, or sent electronically (for claims).

A document in the Document Center can be a document file type (.txt, .rtf, .doc, .docx, and .pdf), an image
file type (.bmp, .gif, .jpg, .png, and .tif), a slide show presentation file type (.ppt. .pptx), a spreadsheet file type
(:xls or xlsx), or any other file type (which can be stored but not previewed in the Document Center).

This chapter covers the following topics:
*  Opening the Document Center

e The Document Center Window

e Setting up the Document Center
*  Acquiring Documents and Images
*  Printing to the Document Center
*  Working with Unfiled Documents
*  Entering Document Information
*  Working with Documents

* Signing Documents

» Signing Consent Forms

e Printing and Exporting Documents

Opening the Document Center

You can open the Document Center from the Family File, Ledger, Chart, Appointment Book, Treatment
Planner, Collections Manager, and Office Manager.

To open the Document Center

In a Dentrix Enterprise module, from the File menu, click Document Center. (In the Treatment Planner,
from the File menu, point to Switch To, and then click Document Center.)

When opened from the Family File, Ledger, Chart, Appointment Book, Treatment Planner, or Collections

Manager, the Document Center displays the selected patient’s attached documents. When opened from the
Office Manager, the Document Center gives you the option to select a provider to view his or her attached

documents.
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The Document Center Window

The Document Center window consists of a menu bar, toolbars, a document tree, a document thumbnails
pane, a document preview area, and a document notes pane.

Toolbars

Menu Bar

Document Thumbnails Document Preview Area

ott, James S (Jim) !

E& Abbott, James 5 [.ii) [ABB101]
D--Eﬁ Conespondence

% 2428/2011:Education letter
E:7 Miscellaneous
2/28/2011:B25chool
D--Eﬁ Patient Information

2/28/2011:patient information
EJ--E:7 Patient Treatment

2/28/201T:health history

= 2/28/2011:head shat

E—J--Eb Treatment Planner Consent Forms
@ 34 Treatment Plan 5/18/2010:Consent

@i‘loﬁd |J'_@-ir§| =1 | [Whole Document LI

Patiert had presonal MD send this to us - GW

By Pgtient - All Dates - All Types

Document Tree Document Notes

This section covers the following topics to help you understand how to use the Document Center window:
e The Document Tree

*  The Document Thumbnails

e  The Document Preview Area

e  The Document Center Toolbars

*  Viewing Documents

The Document Tree

The document tree displays the document source (patient, provider/ B &, Abbott, James S (Jim) [ABB101)
staff, employer, referral, or insurance), the document types in use under 8 137 Conespandence
that source, and the documents associated with each of those types. B B vavanescaion et
Hl 1 . . d f ld N Cl & [27 Miscellaneous

e plus (+) or minus (-) sign next to a document type folder indicates B R omvenszsched
whether the list item is expanded or collapsed. Click the plus sign to g [ Patent fomaton
view the contents of the document type folder. Click the minus sign to B [ st vpatient infomation

hide the contents of the document type folder. The document tree is I R e

where you will select documents for viewing, editing, printing, and so % R s
&)

forth. % Q) 2/28/201T:head shot

" Treatment Planner Congent Forms

Dentrix Enterprise 11.0.2 User’s Guide



Chapter 10: Document Center 411

The Document Thumbnails

For a selected document, thumbnails (miniature images) may appear for each page of the
imported document. Click any of the thumbnails to preview the corresponding page. If you
want to view an OLE document (one that has been imported using Object Linking and
Embedding), you must have the appropriate program or viewer installed on the computer
(for example, Microsoft Word is required to view a DOC file).

The Document Preview Area

The document preview area displays the document selected
in the document tree. If the document has multiple pages,
the Document Center displays the first page initially, but
you can view the other pages:

* By dlicking a thumbnail.

* By dlicking the Previous Page and Next Page buttons

on the preview toolbar.
* By scrolling.
Note: In the Document Center, you can store files of any type supported by Windows. However, you can pre-

view only the files that are of the types supported for previewing in the Document Center (such as .pdf, .png,
jpg, -doc, xls, and .ppo).

The Document Center Toolbars

The Document Center includes toolbars with buttons to access certain areas or features of Dentrix Enterprise.
The toolbars specific to the Document Center and some of the available buttons are explained in the following

table.

Patient Information Toolbar

% F'; Croshy, Brent L

- Click the Select Patient button to open the Select Patient dialog box and select a patient to
h view in the Document Center.
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View Toolbar
35 @al [0z B

Click the Expand List button to expand all the document type folders to view their contents in
the document tree.

Click the Collapse List button to hide all the document type folders in the document tree.

Click the By Single button to view documents of the selected patient, provider, employer,
referral, or insurance plan.

Click the By Family button to view documents of the selected patient’s family. This button is
available only if a patient is selected.

B | |0 @

Click the Filters button to filter the types of documents being viewed and to view documents

within a specified date range.

¥

Click the Show Preview button to show and hide document preview area.

Click the By Patient button to view the documents of a patient you select.

Click the By Provider/Staff to view the documents of a provider you select.

18 |0
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Viewing Documents

In the Document Center, you can view documents by patients, family, providers/staff, employers, referrals,
and insurance plans. You can also apply filters to view documents acquired within a certain date range and
assigned a certain document type.

To change the view

In the Document Center, from the View menu, click one of the B Den i DoClment Center T ABECEt JomesS Uim TA
following options: i File Edit Acquire Setup Help

* By Patient — A dialog box appears, allowing you to select a patient. ul [‘? ERZS @ 2o08
L= EYET=1E

‘ - &., Abbott, James S (Jim) [ABB101]

* By Provider/Staff — A dialog box appears, allowing you to select a
provider or staff member.

* By Employer — A dialog box appears, allowing you to select an employer.

* By Referred BY — A dialog box appears, allowing you to select a referral.

* By Referred TO — A dialog box appears, allowing you to select a referral.

* By Dental Insurance Plan — A dialog box appears, allowing you to select a plan.

* By Medical Insurance Plan — A dialog box appears, allowing you to select a plan.

* By Single — To view documents of the selected patient, provider, employer, referral, or insurance plan.

* By Family — To view documents of the selected patient’s family. This option is available only if a patient is

selected.

To filter the list in the document tree

1. From the View menu, click Filters. " Dentrix Docurment Center - Abbott, James § (im) [£
Acquite Setup Help

The View By [Source] Filter (the name varies, depending on 5
the selected view) dialog box appears. WaHEYRLOEGE
2 BROEYGOoT]

‘ =] & Abbett, James S (Jim) [ABB101]

2. Set up the following options:

*  Select Document Types — Select the document

types you want to view, or select All Document N\
Types to view all types. T e {2)
¢ Include Documents Attached To — Select the Select Document Types: P pp——
1 1 Col i
sources for which you want to view attached e E36° T R
dOCUantS. :!E%SPHXYZ}'C: [ Patients Employer
. Miscellaneous I™ Patients Referred TO
*  Reference Date — Enter a date range in the Patiet Infonation e
. Patient Insurance [~ Patient's Referred BY
From and To fields to view documents that were Patient Treaiment .

Treatment Planner Consent Forms [ Patient's Dental Insurance
acquired during the specified range; select All Unknown-Type [ Patients Medical Insurance
Dates for both From and To to view documents V" All Document Types
regardless of the acquisition date; or enter a date
for either From or To, and select All Dates for the =l ., ©loanzrans =
other option to use an open-ended date range. e

. ~ , —_
Save as default — To save the current filter settings I ( 3 corcdl_|
S

for the next time you open the Document Center,
select this check box.

3. Click OK.
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Setting up the Document Center

This section covers the following topics about what to set up before you start using the Document Center:

*  Selecting a Document Center Printer

*  Customizing Document Types

Selecting a Document Center Printer

You can print documents, images, and the Document Center List. Select the printer you want to use for

printing from the Document Center.

To select a printer

1. In the Document Center, from the Setup menu, click
Printer.

The Printer Setup dialog box appears.
2. Set up the following options:

*  Select Printer — From the list, select the printer you
want to use.

*  Picture Scaling — Select how you want the Document
Center to scale images when printing:

*  Fit to Page — To fit the image on a single page.

* 1/3 Page — To have the image scaled to fit on 1/3 of
a page.

*  Actual Size — To print the image in the actual size
that it was imported.

* Include Footers — To include footers on a printed page,

Or

., Dentrix Document Center - Ahbtﬂt James S {Jim) [£
Eile Edit View e Help

MBESSLCOEE
e e YT

‘a &., Abbott, James S (Jim) [ABB101]

Printer Setup \ }

Select Printer:
<Default Printer:

Snagit 11

novaPDF

Fax

¥ Include Footers

Send To OneNote 2010 -
Send to Dentrix Document Center T " 1/3 Page

Microsoft XPS Document Writer " Actual Size

' Fitto Page

select this check box. The information in the footer will vary slightly based on the Document Center
source selected (patient, provider/staff, employer insurance plan, or referral) but may include the
reference date, the patient’s last name, first name, middle initial, preferred name, and chart number,

and the page number.
3. Click OK.

Dentrix Enterprise 11.0.2 User’s Guide



416 Chapter 10: Document Center

Dentrix Enterprise 11.0.2 User’s Guide

Customizing Document Types

All documents in the Document Center must be assigned to a document type. These types are used to
categorize as well as describe the type of document. You can add, edit, and delete document types as needed if
the pre-set ones do not meet your practice’s needs.

To customize a document type

1. In the Document Center, from the Setup menu, click 1 & Dentrix Document Center - Abbott, James S (im) [
Document Types. i Eile Edit wiewmemome setup JHelp
. P i (kA B B rw o ay
The Document Types Setup dialog box appears. Document Types Setup o
2. Perform any of the following functions: ID‘*‘”"""““: — .
* Add - Type a unique description for the type you ) Desertin
1 Comespond
want to add, and then click Add. S Change |
HIPAA Privacy
e Change — Select the type you want to change, MPACS Xrays [ |
type a new description, and then click Change. Patient Information
Patient Insurance
. Patient Treatment
* Delete — Select the type you want to delete (it
cannot be assigned to a signed document), and 3 Yo
then click Delete. N

3. Click Close.

Acquiring Documents and Images

You can import documents and images into the Document Center with a scanner or digital camera. You can
also import documents and images from a file on your computer, another computer on your office’s network,
a disc, an external drive, or a saved email attachment. Also, using the Windows Clipboard copy and paste
functionality, you can import any image or plain text.

The Dentrix Document Center can store any important document or image that you may need to attach to a
patient, provider, staff member, insurance carrier, employer, and/or referral.

To acquire a document or image from

In the Document Center, from the Acquire menu, do one of the :
A Dentrix Document Center - Abbott, James § (Jim) [£

i File Edit View Setup Help

*  Doint to From Device, and then click the appropriate device. The Xr A N W Al o
corresponding third-party program opens. Select the documents or | = < I ! TNEY=IE
images you want to acquire, and follow the program’s instructions e .
for acquiring the document or image. The specific steps to
complete this process depend on the device that you are using.

following:

|EI &b Abbott, James S (Jim) [ABB10T]

*  Click Import from File. The Import dialog appears. Locate the directory where the file is stored, select
the desired file, and then click Open.

*  Click Paste from Clipboard. If nothing is on the Windows Clipboard, this option is not available.

When the acquisition is complete, the Document Information dialog box appears. Enter the appropriate
document information as explained in “Entering Document Information” in this chapter.
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Printing to the Document Center

Dentrix Enterprise has a printer driver that allows you to save a copy of a document from any program that
allows printing, such as a word processing program or a Web browser, as a .pdf file in the Document Center.
You can use this tool even without any Dentrix Enterprise modules open.

To print to the Document Center

1. Use the desired program’s print capabilities to print a copy of =)
whatever it is you are viewing (for example, in your browser, o) oy i
with a Web page being viewed, right-click anywhere on that i o T -
page, and then click Print). Zoom 100%) v
A Print dialog box appears (the look and 0 Print ==
functionality may vary). [ Gonora [
2. From the list of available printers, select Send Select Printer
3 %Add Printer = Fax
to Dentrlix Document Center, and set up any 82820 Floor Capie M Necrosoft 05 Doco
other options as needed. #5 Adobe PDF =4 cerd to Dentrix Docure:
3. Click Print. If you are not already logged on to el - .
. . . . Status: R Pri fil Pref
Dentrix Enterprise, a login dialog box appears. e T
. . . Comment:
4. Enter your credentials, and then click Sign In.
Page Range
@ Al Number of copies: 1 =
Selection Curent Page

DEMTRIX Enterprise Security

() Pages: 1 Collate
Lser|D: || Enter either a single page nsu—mber or 8 single 1 1

page range. For example, 5-12

’Password: I
<3‘Print ][ cancel | [ Apply |
Clinic|D: [CENTRAL >/

[~ Save Clinic|D as Default

Cancel

2.0.0.0102

When the acquisition is complete, the Document Information dialog box appears. Enter the appropriate
document information as explained in “Entering Document Information” in this chapter.
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Working with Unfiled Documents

Sometimes you have a bunch of documents to scan or import or multiple image files to import, and it would
be nice to just do them all at once. Instead of having to acquire each item and attach it to an entity (such as a
patient or a provider) one at a time, you can acquire a batch of related or unrelated documents and images for
the same entity or various patients, providers, staff members, insurance carriers, employers, and/or referrals.
Then, as you have time, you can attach these “unfiled” documents to the appropriate entities.

A document as considered unfiled if it was acquired using one of the following methods:

* By printing with the Document Center Printer Driver from another program. The printed document will
be imported as a .pdf file into the Document Center Unfiled Documents window.

* By acquiring a new document from a file, a device, or the Windows Clipboard in the Document Center
Unfiled Documents window.

* By removing all attachments from a document, thus making it an unfiled document.
This section covers the following topics about working with unfiled documents:

*  Attaching Unfiled Documents

*  Combining Documents

For information about the features of the Document Center Unfiled Documents window, see the “Working
with unfiled documents” topic in the Dentrix Enterprise Help.

Attaching Unfiled Documents

You can assign an unfiled document to one or more entities: patients, providers, referrals, employers, and/or
insurance plans.

., Dentrix Document Center - Abbott, James S {Jim) [£

To quickly attach an unfiled document to one entity @-

1. With the desired patient, provider/staff, employer, referral, or
insurance plan being viewed in the main Document Center
window, from the Acquire menu, click Unfiled Documents.

The Document Center Unfiled Documents window opens.

2. Drag the desired unfiled document from the Document Center

Unfiled Document window to the document tree in the Document & Document Center Unfiled Documents
Center \eorinalnon @

Page(s)

If the document does not have a type and a description assigned to it,

the Document Information dialog box appears. Enter the appropriate
document information as explained in “Entering Document Information” in
this chapter.

¥ 3.02:56 AM ~ ¢
! 839:37 AW~
312 8:39:37 AM ~3 Al

Pagelof1
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To attach an unfiled document to one or more entities
& Dentrix Document Center - Abbott, James § (Jim) [£
1. In the Document Center, from the Acquire menu, click o P ie] eiun e
Unfiled Documents. NEHEY s L2 EDE
The Document Center Unfiled Documents window e N ! ® Qo
appears. ’E\ &, Abbott, James S (Jim) [ABB10T]
2. Select a document.
3. Click the Document Information button 4 to view the document
. . A Document 1 Unfiled Documents
information. 2 -5 R Lo m BO0LE
B 07102012 1208:42 PM - Page(s)

The Document Information dialog box appears.
4. Click Modify Attachments.
The Modify Document Attachments dialog

[ 071072012 120849 P11~

72459 AM~ 5 [l
[ 110572012 80856 AM~1

bOX appears, Document Information
5. Under Attach Document By, for each entity Modify Aﬂachmm-‘\ 4 )
that you want to attach to the document, Reference Date: | 4/27/2016 ~ | ~

click the corresponding entity’s search
= p g ty Meodify Document Attachments

button &, and make your selection:

Attach Documents By

¢ Patient — In the Select Patient

Patient (%]
dialog box that appears, select a roviderSiatt 5}
patient. S 5}
*  Provider/Staff — In the Select Dental Insurance Plan (&)
Provider/Staff dialog box that Medical surance Plan~ 6)
appears, select the desired provider or Acfornad B @
staff member. Referred TO (%) I Remove Attachment | Document Signatures... |
*  Employer — In the Select Employer ] (/)

dialog box that appears, select the
desired employer.

* Dental Insurance Plan — In the Select
Dental Insurance Plan dialog box that
appears, select the desired insurance plan.

*  Medical Insurance Plan — In the Select Medical Insurance Plan dialog box that appears, select the

desired insurance plan.
* Referred BY — In the Select Referred By dialog box that appears, select the desired referral source.

e Referred TO — In the Select Referred To dialog box that appears, select the desired referral
destination.

The attachment associations appear in the Document Attachments list box.
Note: To remove an attachment association, select it in the Document Attachments list box, and then
click Remove Attachment.

6. Click Close to return to the Document Information dialog box.

Enter the appropriate document information as explained in “Entering Document Information” in this
chapter.
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Combining Documents

You can quickly combine multiple images that you want to be stored in the Document Center as multiple
pages of the same document. For example, you may want to combine a series of intraoral or extraoral images
taken during a single visit.

Notes:

*  You can combine images only in the Document Center Unfiled Documents window. You cannot combine
images that are attached to an entity (such as a patient or provider).

*  You can only combine image files (such as .png or .jpg files). You cannot combine .pdf files or other non-
image files (such as .doc or .xls files).

To combine documents

Pl Dt Dottiment Gorter D Abbott James's (hm) T2
1. In the Document Center, from the Acquire menu, click @' ?ﬁg_tl mm e 1
Unfiled Documents. ﬂ@ Gl w 0 1.5,
The Document Center Unfiled Documents window opens. [ Ry g L& l =T

2. Select the desired images. The first one selected will be on the ‘E“ - e ey

first page of the new document; the second, on the

(3)

4 Document &Mled Documents

2 - HRlswl RIO0IE
4/27/2015 11:30:20 Pe‘SMlTH ~CENTRAL

[E1212/2017 34659 P, |MITH ~ CENTRAL

second page; and so on.

3. Click the Combine Documents button @
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Entering Document Information

Once the document has been captured, scanned, imported, or pasted into the Document Center, the
Document Information dialog box appears so that you can attach information and categorize the document.

To enter the document information

1. In the Document Information dialog box, set up the following options:

Reference Date — By default, the
date of the document is the current
system date, but you can change

it as needed. This date will appear
for this document in the document
tree and when it is printed.

Document Type — Select the type

you want to assign the document.

Description — Type a description
for the document. This description
will appear for this document in
the document tree and be used

as a file name for the document
when the document is exported or
attached to an email message.

Note — Type any pertinent notes
regarding the document. The note

text will be appended automatically

Document Information

©

Modify Attachments...

Reference Date: | 04/17/2013 x|

Total # of Pages: 1

Document Type Template:
Document Type:

|C0rresp0ndenc:e j
Description

Naote:

Patient
Abbett, James S (Jim) [ABB101]

N

to the text of an email message with this document attached, and you can view the note when

previewing this document.

Modify Attachments — To associate the document with a patient, provider/staff, employer, insurance
plan, and/or referral other than the current patient, provider/staff, employer, insurance plan, or
referral currently being viewed in the Document Center, click this button. For more information
about document sources, see “Modifying Document Attachments” in this chapter.

Note: If you are acquiring from the Document Center printer driver or the Document Center
Unfiled Documents window, by default, the document does not have any attachments associated

with it.

2. Click OK.
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Working with Documents

In the Document Center, you can view attached documents by patients, providers, insurance carriers, and
referral sources. You can select filters to view documents acquired within a certain date range and assigned to a
certain document type. From the Document Center, you can perform functions such as adding more pages to
documents, adjusting the brightness and color of an image, and rotating a document.

This section covers the following topics about working with documents:

° Editing Document Information

*  Modifying Document Attachments

*  Deleting Documents

*  Modifying Documents

Editing Document Information

You can edit the date, type, description, note, attachments, and signatures assigned to a document as long as
the document has not been signed. Once a document has been signed, you cannot change that document’s
date, type, description, or note, but you can attach more sources to it.

To edit document information

1. In the Document Center document tree, select the

document that has information you want to edit.

2. From the Edit menu, click Document Information.

The Document Information dialog box appears.

3. Make the necessary changes to any of the options. For
details about each available option, see “Entering Document

Information” in this chapter.

o

4. Under Document Errors, do one of the following to “audit” the
document (specify whether there are errors or not):

¢ Select the No Errors check box.

e Select the check box
of each applicable
error type (Poor Scan,
Incorrect Location,
Incorrect Record, and
any user-defined error

type).
5. Click OK.
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"B Dentrix Document Center - Abhott, JamesS (fim] [A
=] Edit Jview Acquire Setup Help

i WaEY Lo B@
25RO GO
2 ., Abbott, James S {Jim] [ABB10T]

= 'ﬁ‘_f Corespondence

: % 2/28/2011:Education letter

o .
=2- |'___5f Miscellaneous

% 2/28/2011:B25chaool

f_} Patignt Infarmation

. % 2/28/2011:patient information

=8 [ Patient Treatment

B

3 pR

2/28/2011:healt ey

Document Information

Document Errors

Reference Date: IIM,-"‘I 7/2013 'L Patient -
Abbott, James S (Jim) [ABB101] No Errors
Total # of Pages: 1 ™ Poor Scan
[~ Incorrect Location
Document Type Template:
[T Incorrect Record
InsTemplate 1 j
Document Type: @
Patient Insurance LI
Description
{|Claim
Note: @

Claim was re-sert]

0K Cancel
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Modifying Document Attachments

You can modify attachment sources for a specific document. You can associate a document with a patient,
provider/staff, employer, dental insurance plan, medical insurance plan, inbound referral, and/or outbound
referral. Also, you can assign additional sources to a document that has been signed.

& Dentrix Document Center - Abbott, James S (|
View Acquire Setup Help

2. From the Edit menu, click Modify Document Attachments. WalEey 2 Z20E=03
The Modify Document Attachments dialog box appears. INEN S ! Dol

- &b, Abbott, James S (Jim) [ABB101]

To modify a document’s attachments @

1. In the Document Center document tree, select a document.

3. Make the necessary changes:

=2 \:‘j Correspondence
é [% 2/28/2011:Education letter

=7 Miscellaneous

e Attach Document By — For each entity that you want to attach to
the document, click the corresponding entity’s search button &, and B B 22201825che

make your selection: & [ Patient Infomation
E [ 2/28/201 tpatient information

=77 Patient Treatment

*  Patient — In the Select Patient dialog box that appears, select a

patient. % a‘ :
*  Provider/Staff — In the Select Provider/Staff dialog box that % zzzﬁz::ea':'h ! Y
. . = 5 :head shol
appears, select the desired provider
or staff member Meodify Document Attachments
Attach Documents By Document Attachments
*  Employer — In the Select
E l d 1 b h Patient o Patient .
mployer dialog box that appears, . ‘Abbott, James S (Jim) [ABB101]
select the desired employer. Provider/Staft o
Employer
¢ Dental Insurance Plan — In the 3
Dental | Fl
Select Dental Insurance Plan - ‘
dialog box that appears, select the mE s | S
desired insurance plan. Referred 87 @
. Medical Insurance Plan _ In the Referred TO “ Remo*.fAtachment | Document Signatures. .. I
Select Medical Insurance Plan (4

dialog box that appears, select the
desired insurance plan.

* Referred BY — In the Select Referred By dialog box that appears, select the desired referral

source.

*  Referred TO — In the Select Referred To dialog box that appears, select the desired referral

destination.
The attachment associations appear in the Document Attachments list box.
¢ Remove Attachment — To remove an attachment, select it in the Document Attachments list box,

and then click Remove Attachment.

Tip: To view the signatures attached to a document, click Document Signatures. This button is available
only if the document has one or more electronic signatures.

4. Click Close.
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Deleting Documents

You can delete a document that has not been signed. Dentrix Enterprise will not delete the original document

from the computer but will remove it from the Document Center.

To remove a document

1.

In the Document Center document tree, select the document you

want to delete.
From the Edit menu, click Delete Selected Document(s).
Do one of the following:

e If the document has multiple attachment sources, a dialog box
appears. Select whether you want to delete the document for only the
current attachment source being viewed in the Document Center or
delete the document for all attachment sources, and then click OK.

* If the document is attached to only the source being viewed in the
Document Center, a confirmation message appears. Click OK.

o

A Dentrix Document Center - Abhoﬂ, James Sl

Ve|n Acquire Setup Help
A ES & LOET
s@&mwu!;@@czé
=] & Abbott, James S (Jim) [ABB101]
= 'f__b' Comespondence
% 2428/2011:Education letter
= D’ Miscellansous
% 2/28/2011:B25chool
=77 Patient Information
% 2/28/2011:patient information
= D’ Patient Treatment
BE

E R 2820 theat

% - 2/28/2011:head shot

l

Modifying Documents

With the Document Center, you can add pages to, make color adjustments to, crop, sharpen, rotate, and
assign an orientation to a document being previewed. You can make these modifications only to documents of
an image file type (such as .jpg or .png).Also, you cannot modify a document that has been signed.

To modify a document

1.
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In the Document Center document tree, select the document you
want to modify.

From the Edit menu, click Modify Document (the icon next to this
menu item is highlighted if the document is already in modify mode).

If the document being previewed has multiple pages, select the page you
want to edit.

Tip: You can click the Previous Page or Next Page button on
the Preview toolbar to navigate between the pages of a multi-page
document.

-

™ T b Pl

., Dentrix Document Center - Abbott, James S (!

@\!jew Acquire Setup Help

WaEY 8 L2053
;9&5@!;@@1:@

- ghy Abbott, James S (Jim) [ABB101]
=] {___', Corespondence
= 2/28/2011:Education letter
= D Miscellaneous
B 2/28/2011:B25chool
= {___', Patient Information
=] 2/28/2011:patient information

= D Patient Treatment
% B
2 5 2/28/201 T heat

% - 2/28/2011:head shot

=T

s

100%

X

age 1 af 1
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4. 'The Modify Document toolbar appears at the top of the preview area. Make any necessary changes to the
document. The function of each button on the Modify Document toolbar is explained in the following

table.

Click the Add Page button to import an image as another page of the image being previewed.

Click the Delete Page button to delete the selected page of the image being previewed.

Click the Image Adjustments button to adjust the sharpness, saturation, contrast, and/or
brightness of the image being previewed.

H|© |2 |&

Click the Crop Image button to crop the image being previewed to the area you select.

Click the Invert Colors button to invert the colors of the image being previewed.

Click the Convert To Grayscale button to change the image being previewed to a grayscale
image.

Click the Remove Spots button to sharpen the image being previewed.

Click the Rotate button to rotate or flip the image being previewed.

Click the Orientation button to specify the point of view used to acquire the image being
previewed. Click <None>, No Orientation, Right Side of Mouth, Left Side of

Mouth, Entire Mouth, Inner, or Outer. A watermark appears in the lower-right

corner of the document to indicate the orientation of the document: R for right

side, L for left side, M for mouth, I for inner, O for outer.

y,

Click the Undo button to undo the last operation performed on the image being modified.

Click the Undo All button to undo all edits made to the image being modified since the last
time it was saved.

425
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Signing Documents

You can apply signatures to a document attached only to patients, providers, and/or staff. You can apply a
signature to a document for each patient, provider, or staff member attached to the document.

Important: Once a document has been signed, you cannot change the document information, but you can
attach the document to additional sources.

TO Sigﬂ a document @ A Dentrix Document Center - Abbott, James S (.

o it ]view Acquie Sewp Help
WaEYELOE3
2 BROESIGO]
(=] & Abbott, James S (Jim) [ABB101]

=] 77 Carespondence

The Sign Document dialog box appears. B B zavantcdcaioniete

e 4
} l__b' Miscellansous

1. In the Document Center document tree, select the document you
want to sign.

2. From the Edit menu, click Sign Document. (This option reads, “View
Signatures,” if the selected document already has a signature.)

3. 'The Name field automatically displays the patient, provider, or staff E R 2/e82011:825chool
member selected in the Document Center, but you can change the name & [ Pafient Information
as needed E 5 2/28/201 t:patent information

’ = [ Patient Treatment

4. Use a mouse or other supported device to add your signature in the = a
Signature box. If you need to erase — e
he si h . = B 2/28/001 1-head sht
the signature so that you can re-sign, G bocument T
click Clear.

5. Click OK. C)
Clear

Name |James S. Abb 3

WARNING: Addling a sigherete will prohibit
any editing of the Document Information 5 OK Cancel |
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If you are viewing the Document Center of a patient who has consent forms in the Treatment Planner, the
“Treatment Planner Consent Form” document type folder appears in the document tree.

The patient and/or provider can sign a consent form from the Document Center. Also, as with other

document types, you can only edit unsigned consent forms.

To sign a consent form

1. In the Document Center document tree, select the consent
form you want to sign.

From the Edit menu, click Modify Document.

Type the name of the patient and provider or staff member
in the appropriate Name fields.

4. Use a mouse or other supported device to add the
signatures in the Signature boxes. If you need to erase a
signature so that you can re-sign, click Clear.

5. From the Edit menu, click Modify Document to save the
signatures.

A Dentrix Document Center - Abbéﬂ, James § (Jim) [ABB10
™ Edit | view Acquie Setup Help
WBEVERELOO BB
e e RYET=TEEY

= A Crasby, Brent L [CRO01]
= E‘j EOE - Primary Insurance

% 10/16/2011:E0B

D Patient [nfarmation

= '|:‘_,-’ Treatment Planner Consent Forms
: : e Treatmer 0
E [y 4167201 Consent for Treatm

% ]‘ 4/16/2011:Consent for Treatment
% :1‘(_ 1/15/2011:Conzent for Anesthesia
[:,] Heraps
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Printing and Exporting Documents

The Document Center provides the following ways to print or export documents:

Dentrix Enterprise 11.0.2 User’s Guide

Print the Document Center List — The Document Center List consists of the contents in the document
tree for the current view. It will list all attached documents, according to the filters selected. In the
Document Center, from the File menu, point to Print, and then click Document Center List.

Print documents — You can print a specific document or multiple documents. In the Document Center
document tree, select the documents you want to print. Then, from the File menu, point to Print, and
then click Print Document(s).

Send documents — You can send a document or multiple documents electronically as email attachments.
In the Document Center document tree, select the documents you want to send. Then, from the File
menu, click Send Document(s).

Tip: HIPAA constraints make it unwise for you to include patient information and provider/practice
information within the same message for security/privacy. Be mindful of this when sending documents
through email.

Export documents — You can export documents to your computer’s hard drive, a shared network
location, or any removable media or hard drive. In the Document Center document tree, select the
documents you want to export. Then, from the File menu, click Export Document(s).

Attach documents to insurance claims — For instruction on how to attach Document Center documents
to a dental insurance claim, see “Including Attachments with Dental Insurance Claims” in Chapter 7:
Ledger.
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Chapter 11: Other Features

Dentrix Enterprise provides the following additional features:
*  Viewing More Patient Information

*  Sending Email Messages

*  Quick Labels

*  Quick Letters

*  Continuing Care

e Patient Questionnaire

*  Prescriptions

e DPatient Alerts

e Ofhce Journal

e Collections Manager

Viewing More Patient Information

The More Information window provides you with access to an entire overview of patient information, such as
basic demographics, future appointments, treatment plans, medical information, treatment requests, and aged
balances. You can add a picture to a patient’s profile. You can customize the patient information view to suit
your preferences. Also, you can quickly switch between viewing information for a patient and that patient’s
family members.

To use the More Information window

1. Do one of the following:

* In the Treatment Planner, with the correct patient selected, from the File menu, click More
Information.

* In the Patient Chart, Ledger, or Family File, with the correct patient selected, from the File menu,
click More Information.

* In the Appointment Book, with the correct patient’s appointment selected, from the File menu, click
More Information.

* In the Document Center, with the correct patient selected, click the More Information button on
the Patient Information toolbar.
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e In the Office Manager, from the File menu, click More Information. When the Select Patient dialog
box appears, select a patient.

Note: There is also a More Information button on the Patient Information toolbar in the Treatment
Planner, and on the toolbar of the Patient Chart, Ledger, Family File, Appointment Book, and Ofhice
Manager.

The More Information window appears.
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2. Use or view any of the following options and features as needed:

* Toolbar — The toolbar provides the following buttons:

431

PRy

4

To access the Patient Chart, Family File, Ledger, Appointment Book, Office Journal, or
Document Center, click the corresponding button. When a patient-specific module (not
the Appointment Book) opens, the patient will be selected automatically.

Also, if you have an appointment selected on the Appointments tab or under Next
Appointments on the Summary tab, and then you click the Patient Chart button, the
provider attached to that appointment will be selected automatically as the provider for the
charting session.

To manage the patient’s medical alerts, click the Medical Alerts/Problems button.

To create a patient alert for the patient, click the Patient Alerts button.

bes

To select a different patient in the More Information window, click the Select Patient
button.

)

To select which tabs you want to include on or exclude from the window, and to select
which buttons you want to include on or exclude from the toolbar of the window, click the
Settings button.

*  Demographics — The following information from the patient’s Family File appears for your reference:

name, age, birth date, gender, Social Security Number, marital status, address, chart number, clinic,

primary provider, patient status, billing type, home phone number, mobile phone number, work

phone number, email address, language preference, and ethnicity.

*  To open the Patient Information dialog box (without having to open the Family File first) to
edit the patient’s information, click the patient’s name (which is a link).
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e Patient picture:

*  To add a picture, click the box, click the Import from File button 5N o select an image file
(such as a .jpg file), use the available tools to make any necessary modifications to the picture,

click the Save button ", click Yes to confirm the changes, and then close the dialog box.

* To edit the picture, click the picture in the box, use the available tools to make any necessary

modifications to the picture, click the Save button @, click Yes to confirm the changes, and
then close the dialog box.

* To remove the picture, click the picture in the box, click the Delete Image button "R click Yes
to confirm the deletion, and then close the dialog box.
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OHS meter — With a certain global setting enabled, an OHS meter appears in the upper-right corner.
By default, the OHS meter displays the patient’s most recent OHS score. If you select a different
OHS survey (only one), on the OHS tab, the OHS meter displays the score that corresponds to that
survey.

Summary tab — This tab displays the following: the dental insurance plans that are attached to the
patient (if there are multiple, click a circled number icon to view the name of the corresponding
carrier), the medical insurance plans that are attached to the patient (if there are multiple, click a
circled number icon to view the name of the corresponding carrier), the patient tags that are attached
to the patient, the patient’s future appointments, the continuing care types attached to the patient,
the patient’s outstanding claims, the aged balances and suspended credits for the patient and family,
the estimated insurance portion and patient portion of completed procedures for the patient and
family, and the estimated insurance portion for the selected appointments in the Next Appointments
list.

*  To view or edit the patient’s dental or medical insurance information, click the corresponding
carrier link.

*  To edit the patient tags that are attached to the patient, click the Tags link.
*  To schedule an appointment for the patient, click the New Appointment button F.

* To open the Appointment Book and view one of the patient’s upcoming appointments, select
that appointment in the Next Appointments list, and then click the Locate Appointment
button
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*  Appointments tab — This tab displays the patient’s past appointments (unless the Hide Past
Appointments check box is selected), future appointments, and appointments on the Unscheduled
List (unless the Hide Unscheduled Appointments check box is selected).

*  To schedule an appointment for the patient, click the New Appointment button .

* To open the Appointment Book and view one of the patient’s appointments, select that
appointment in the list, and then click the Locate Appointment button

* To open the Appointment Book, click the Appointments button

*  Procedures tab — This tab displays the completed, treatment-planned, existing, and/or existing-other
procedures for the patient, according to which check boxes are selected.

* To open the patient’s Chart, click the Patient Chart button

* To open the patients Ledger, click the Ledger button
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Medical Alerts tab — This tab displays the patient’s problems, medications, allergies, and smoking
status. The date of the last time medical alerts were marked as having been reviewed appears. You
mark medical alerts as having been reviewed by selecting the second or third option under Medical
Alert Review in the Medical History Review dialog box. Any health concerns entered also appear.

*  To manage the patient’s medical alerts, click the Medical Alerts/Problems button
*  To manage the patient’s health concerns, click the Most Recent Health Concerns link.

Treatment Plans tab — This tab displays all the patient’s treatment-planned procedures. Or, you
can click the name of a treatment plan to view only the treatment-planned procedures that are part
of that case. You can also choose to show completed and/or rejected procedures by selecting the
corresponding check boxes.

*  To open the patient’s Treatment Planner, click the Treatment Planner button

435
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* Health Assessments tab - This tab displays the health assessments that were entered for the patient.

*  To manage the patient’s health assessments, click the Patient Health Assessment button

*  Treatment Requests tab — This tab displays the treatment requests that were entered for the patient.
For information about managing a patient’s treatment requests and linked appointments, see the
“Managing treatment requests from the More Information window” topic in the Dentrix Enterprise

Help.

* Billing tab — This tab displays a history of billing statements that have been printed for the patient,
and you can view any of the statements as needed. Dentrix Enterprise only saves single billing
statements that are printed from the Ledger or that are sent to the batch processor from the Ledger
and then printed from the Office Manager.

*  To view a statement, double-click the corresponding statement history entry.

*  To sort the statement history list, click the desired column header.
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* To copy the history list to the Windows Clipboard (in an Excel-friendly format), while pressing
the Curl key, press I

* To delete a billing statement, select the desired entry, and then click the Delete button =.

Notes:

*  To select multiple, drag over the desired entries; select a desired entry, and then select the
others while pressing the Ctrl key; or select the first entry of desired range, and then select
the last entry of the desired range while pressing the Shift key.

*  You can delete a billing statement only if your user account is allowed to do so (according
to a security right). However, if you are not allowed to delete it, Dentrix Enterprise asks for
a user who does have rights to delete statements to enter his or her credentials. If you are
attempting to delete multiple statements, the overriding user must enter his or her credentials
for each statement being deleted.

OHS — With a certain global setting enabled, an OHS tab is available. The OHS tab lists the patient’s
OHS surveys.

Family list — To view patient information for any of the current patient’s family members, select that
family member from the list. You can expand and collapse the Family list as needed.

Family ¥

Status Mame Age
Guar Croshy, Brent 43
Married Crosby, Shirley H. 42
Single Crosby, Tom M. 16
Child Crosby, Crystal 14
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Viewing or Editing OHS Surveys

You can view all the details of an OHS survey. If the security rights assigned to your user account allow it, you
can edit an OHS survey.

To view or edit an OHS survey

1. In the More Information window, on @
the OHS tab, double-click a survey.

The Edit OHS Oral Health Status
dialog box appears.

2. Ifallowed, make any necessary
changes. For an explanation of the
various options, see “Completing Oral
Health Status Surveys” in the Patient
Chart chapter.

3. Ifyou have made
changes, click OK;
otherwise, click Cancel.

Note: Whether or not
you have made changes
to the survey, if you click
OK, the Last Exam Date
for the survey will be
updated to today’s date.
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Viewing OHS Graphs

You can view OHS data over time as graphs.

To view OHS graphs

1. In the More Information window, on the OHS tab, click Graph.
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©

‘The Graph Patient OHS dialog box appears. By default, the OHS Composite graph is displayed.

2. Do any of the following:

To change which graph is
being displayed, from the
Date Field list, select any
of the following graphs:

OHS Composite
OHS score
Natural teeth #

Active Carious
lesions

Abscd teeth

Immediate
Treatment

Extractions
Soft Tissue Exam
CPI (6 line graphs;

one for each sextant)

Note: An X indicates
that all teeth are
missing, so the graph
line ends. If, for

®

example, the placement of an implant is done later, the graph line will start again after a gap.

ACD (6 line graphs; one for each sextant)

Note: An X indicates that all teeth are missing, so the graph line ends. The graph line may start

again after a gap.
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*  Caries Risk

*  Smoking tobacco use
* Diabetes

*  Dry Mouth

* To view values for specific range of ages, under Age Range, enter the Minimum and Maximum ages.
The maximum age must be at least one year after the minimum age.

*  To have an exact value appear next to each point on the graph, select the Show Values check box.

* To print the graph that is being displayed currently, click Print. Then, in the Print Preview dialog
box that appears, click the Print button &5,
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Sending Email Messages

If you have email access, you can create and send email messages to patients quickly.

To send an email message to a patient
Do one of the following:
* In the Family File, with a patient selected, from the File menu, click Send Message.

* In the Appointment Book, with a patient’s appointment selected, from the File menu, click Send
Message.

* In the Document Center, with a patient selected, from the File menu, click Send Document(s).
* In the Treatment Planner, with a patient selected, point to Switch To, and then click Send Message.
Your email program opens so that you can compose and send a message.

Note: The patient’s email address, if one has been entered in the Family File, appears in the To field. However,
if no email address has been added for the patient, you can type an address in the To field.
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Quick Labels

With Quick Labels, you can take advantage of the integration of Dentrix Enterprise with Microsoft Word to
quickly create a label for a single patient.

To print a quick label

1. In the Family File, Ledger, or Patient Chart, with a patient selected @ | Dentix Family File - (Crosby, Brent) [AF] [UTC -0°

(in the Appointment Book, with a patient’s appointment selected), N S _ .
from the File menu, click Quick Labels. The Quick Labels dialog = T WemeCompoer
box appears. A icanak, UT 94003
Phone: H (8015556177, W (801)555
2. Select the label you want to print: SPGB
Rl T

Patient Mailing Label — A mailing label for the selected

Quick Labels (23]
patlent' Select Label(s)
Guarantor Mailing Label — A mailing label for the Patient Mailing Label
lected patient’s head-of-h ol
sclected patients head-of-house. Abbreviated Chart Label
. Detailed Chart Label
Patient Chart Label — A chart label for the selected Fiimary Dental Instrance Label
. . . . Secondary Dent_al Insurance Label
patient, including his or her name, chart number, home Referred By Paliznt Label
h k h d dd Ee;erreg ?y IIZ:))ra’DttheLr Lbatluel
eferre o Uoctor Label
p one, wor p one, and a ress. Appointment Reminder Label
Abbreviated Chart Label — A chart label for the selected
patient, including his or her name (in large, bold letters), e Fiint
SS#, date of birth, first visit date, chart number, home
phone, and work phone in a condensed format.

Detailed Chart Label — A chart label for the selected

patient, including his or her name (in large, bold letters), SS#, date of birth, primary provider, chart
number, first visit date, marital status, gender, address, home phone, work phone, employer, primary
insurance, and secondary insurance.

Primary Dental Insurance Label — A mailing label addressed to the patient’s primary dental
insurance plan (if set up in the Family File).

Secondary Dental Insurance Label — A mailing label addressed to the patient’s secondary dental
insurance plan (if set up in the Family File).

Primary Medical Insurance Label — A mailing label addressed to the patient’s primary medical
insurance plan (if set up in the Family File).

Secondary Medical Insurance Label — A mailing label addressed to the patient’s secondary medical
insurance plan (if set up in the Family File).

Referring Patient Label — A mailing label addressed to the patient who referred the patient to the
practice (if set up in the Family File).

Referred By Dr/Other Label — A mailing label addressed to the doctor who referred the patient to
the practice (if set up in the Family File).

Referred To Doctor Label — A mailing label addressed to the doctor that the patient has been
referred to (if set up in the Family File).

Appointment Reminder Label — A reminder label listing the patient’s next appointment date and
time.

3. Click Print to print the selected label. For information about setting up a label printer for labels, see
“Setting Up Default Printers” in Chapter 1: Introduction and Initial Setup.
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Quick Letters

With Quick Letters, you can take advantage of the integration of Dentrix Enterprise with Microsoft Word to
quickly create a letter for a single patient.

To merge a quick letter

1. Open and minimize Microsoft Word. Qil

2. In the Family File, Ledger, or Patient Chart, with a patient selected
(in the Appointment Book, with a patient’s appointment selected),
from the File menu, click Quick Letters. The Quick Letters dialog BT

bOX appears. émerican Fork, UT 84003

| & Dentrix Family File - (Crosby, Brent) [AF] [UTC -0°

3. Select the letter you want to merge: Heslse sy
Status: Active, M, Maried, Guar, Ins, H

* Address On Envelope (Form Feed) — An ol b
envelope for the selected patient. I ——, ==
Select Letter m "
erge Letter
e Blank Letter Form —A blank letter for the PR, e Pirt
selected patient with his or her name, address n c -
. Blark Letter Form doc Biuidi
and greetlng. Collection Matification WS, doc
Congratulations - Graduation dixlm 2.doc:
. . . Congratulations - Marriage dixlm11.doc
L4 Collectlon Notlﬁcatlon — A 90 Day Past DLIC Congratulations - MewB aby dtxlm10.doc
. Mew Patient Welcome dtxim02. doc
ICttCl‘ fOI‘ thC SClCCth patlent. Patient Information-Consent dixpaty. doc
Fieferred By Doctor dxlm5.doc:
. . Fieferred By Patient dixlm16.doc
L4 Congratulatlons - Graduatlon — A Fieferred to Dr./Specialist dixlm35.doc
congratulations letter for a new graduate.
g g Mew Edit Delete | Claze |
* Congratulations — Marriage — A

congratulations letter for a newly married
patient.

e Congratulations — New Baby — A congratulations letter for a new parent.
* New Patient Welcome — A welcome letter for a new patient.

* DPatient Information — Consent — A patient information form with some patient information pre-
entered.

* Referred by Doctor — A thank you letter for a doctor who referred the patient.
* Referred by Patient — A thank you letter for a patient who referred the selected patient.

* Referred to Doctor — A referral information letter for the doctor to whom the selected patient has
been referred.

4. Do one of the following:
*  To create and print the letter without reviewing it, click Print.
*  To create and review the letter in Microsoft Word prior to printing it, click Build/View.

Note: Dentrix Enterprise adds an entry in the Office Journal that indicates a letter has been sent to the
patient.
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Continuing Care

The Continuing Care module in Dentrix Enterprise is an up-to-date, flexible, and powerful means for
monitoring your patients’ pending dental care (recall or recare). The following is a short list of the advantages
the continuing care system can bring to your office:

Multiple Recall Types — You can create as many continuing care types as needed.

Continuing Care Cards — You can efficiently create continuing care reminder cards for patients with and
without appointments to maintain communication with your patients.

Individualized Continuing Care — Each patient can have specific continuing care defaults, such as
intervals and providers.

Simplicity of Scheduling — Dentrix Enterprise helps you schedule continuing care for patients. By
attaching the appropriate continuing care type to an appointment, the appointment automatically has the
correct provider and amount of time needed.

Increased Tracking Ability — You can use continuing care to track not only exams and cleanings but
patient statuses or activities, such as treatment plans. For example, you enter a treatment plan and assign
it a continuing care type, which has a call back date. If the patient has not completed the treatment plan
when the call back interval has lapsed, he or she appears on the continuing care list so that you can follow
up with that patient to get an appointment scheduled.

The continuing care system is quite powerful, but there are two keys to using it effectively:

Knowledge — Because the continuing care system is so flexible, it will require you to learn how it works to
make it work for you.

Time — It will take time to set up the continuing care system. Take the time now to get the system in
place, and the benefits down the road will be well worth the effort.

This section covers the following topics about the Continuing Care module:
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Getting Started with Continuing Care

Before you start using the Dentrix Enterprise continuing care system, you must do some setup to get your
continuing care program up and running,.

To get started with continuing care

1.

Set up the continuing care type defaults.

Take some time to sit down as an office and define what is to be tracked. Then, add or modify existing
continuing care types to meet the needs of your practice. For details about continuing care types, see
“Setting Up Continuing Care Types” in Chapter 1: Introduction and Initial Setup.

Assign continuing care types to procedures.

Dentrix Enterprise can automatically assign continuing care types to patients when they have certain
procedures completed. Additionally, Dentrix Enterprise will automatically update continuing care
due dates when those procedures are completed. You will need to assign continuing care types to the
procedures you want to use in this manner. For details about procedure codes, see “Editing Procedure
Codes” in Chapter 1: Introduction and Initial Setup.

p p

Customize your Continuing Care view.

Your practice will have a specific way to organize or sort your list of continuing care patients. You can set
up Continuing Care views to create many different ways of looking at the continuing care information.
For details about Continuing Care views, see the “Managing Continuing Care views” topic in the Dentrix
Enterprise Help.

Customize patient continuing care defaults.

For the next few months, when a patient schedules a continuing care appointment, take a minute to set
up his or her continuing care defaults in the Family File. Theoretically, within six months, you will have
set the continuing care defaults for every active patient in your continuing care program. For details about
assigning continuing care to patients, see “Assigning Continuing Care” in Chapter 2: Family File, and see
the “Overriding continuing care defaults” topic in the Dentrix Enterprise Help.

Attach continuing care to appointments.

From this point forward, when a patient schedules a continuing care appointment, make sure you attach
the appropriate continuing care type to the appointment. For details about continuing care appointments,
see “Scheduling Appointments” in Chapter 3: Appointment Book.

Opening Continuing Care

You can open the Continuing Care module from any main module.

Tip: To view the continuing care for all clinics, you must access the Continuing Care module from the

Appointment Book.

To access Continuing Care

In any module, from the File menu, click Continuing Care. The Continuing Care window appears.

If you open Continuing Care from the Patient Chart, Ledger, or Family File, the list shows continuing care
information for the selected patient and his or her family members. If Continuing Care is opened from the
Appointment Book or Office Manager, the list shows continuing care information for the entire patient
database.
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Using the Continuing Care List

As you go down the Continuin
y . g . g %@ Continuing Care EI@
Care list, using the phone numbers S —

shown, you can call each patient =t ALL

to schedule an appointment or

Date Type Appt? Status Prior Treat. HName Age | Prov. Cl hong

n

0 1
05/20/2011 ORTHO

1 ’ ’Buwsnj Charlig =] Provl [MESA HC

Change the status Of the Patlent S 08/24/2011 ORTHO Brown, Carlie 40 Provl [MESA HC
H H H - 05/24/2011 ORTHO “Brovn, Carl 10 Provl [ MESA HC
Contlnulng care. For Informatlon 05/24/20Mm ORTHO Brovar, Proni [ Provl [MESA HC
“Ahali, Broan B0 Provl [MESA [HC

about scheduling a continuing LRI |
care appointment, see “Scheduling
Appointments” in Chapter 3:
Appointment Book.

Printing from Continuing Care

From Continuing Care, you can print the following:

*  Continuing Care List — To print the Continuing Care list for the entire practice, from the File menu,
click Print.

*  Continuing Care Labels — To quickly print mailing labels, from the File menu, point to Print Mailing
Labels, and then click the option that corresponds to the number of columns on your sheet of labels.

Tips:

*  For instructions on how to create continuing care cards for patients who have already scheduled their
continuing care visit, see “Creating Appointment Reminder Cards” in Chapter 8: Office Manager.

*  For instructions on how to create continuing care cards for patients who have not yet scheduled their
continuing care visit, see “Creating Cards for Patients Without Appointments” in Chapter 8: Office
Manager.

Patient Questionnaire

Patient Questionnaire is designed to replace the new patient forms, health history update, and other forms
used in your office to collect information from patients. With Patient Questionnaire, you can create a custom
set of questions that can be printed for your patients to answer. Once the patient completes the questionnaire,
the answers can be input into Dentrix Enterprise so that you have an electronic copy of the information.

For those offices moving toward the “paperless office,” Patient Questionnaire is a way to computerize
information that otherwise would be stored in a paper chart. Best of all, when the information needs to be
reviewed for accuracy, a new copy with the previous answers can be generated; the patient only has to modify
those items that have changed since the last visit.

This section covers the following topics about questionnaires:
*  Setting Up Questionnaires
*  Printing Questionnaires

*  Entering Questionnaire Responses
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Setting Up Questionnaires

You can create and edit patient questionnaires to collect information from patients. Questions ask a patient
to provide information. Statements provide a patient with information, such as instructions for completing a

form.

To create or edit a questionnaire

1.

3. Type or change the Questionnaire Title.

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

Click New to create a new questionnaire; or
select an existing questionnaire, and then
click Edit to edit that questionnaire. The
Questionnaire Setup dialog box appears.

4. Do any of the following:

* Add - To add a statement or question,
Click New. In the Statement/Question
for Questionnaire dialog box that

appears, type the text for

a statement or question as
you want it to appear on the
patient questionnaire form,
select the appropriate text
type, and then click OK.

¢ Edit — To edit a statement or
question, select that statement
or question, and then click

Edit.

¢ Delete — To delete a statement
or question, select that
statement or question, and
then click Delete. On the
confirmation message that

appears, click Yes.

Warning: If you delete a
statement/question on a

Patient Questionnaires

Questionnaire Title

Iew Patient Duestionnaire

Delete

Descriplion

Date
02/14/2017_ Family WalkQut Statement (Croshy, Brent]

Questiennaire Setup

Ao T New F‘atlentﬂuestlonnalre‘ 3 ’

Statement/Question

Do pou have any medical conditions that we should be aware of ?
If yes, pleaze explain:

Have pou ever had any complications follawing dental treatment?
If yes, pleaze explain:

Have pou ever been admitted to the hospital since pour last wisit?
If yes, please explain:

Are you currently under the care of a physician?
If yes, please explain:

Do vou have any health problems that need further clarification?
If yes, please explain:

Default Response

Delete |

tMove Up |
Move Down |

questionnaire assigned to a patient, Dentrix Enterprise also deletes the patient’s responses.

Tips:

* To change the type of statement or question (for example, from a “Note/Explanation” to a
“Date”), delete the statement/question, and then re-enter it.

*  To arrange the order of statements and questions for your questionnaire, select an item, and then
click Move Up or Move Down until the desired position is reached.

5. Click OK to save the questionnaire and return to the Patient Questionnaires dialog box.

6. Click Close.
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Printing Questionnaires

You can print a questionnaire when a patient arrives for an appointment. The printed questionnaire lists
information that has been previously entered, including patient information, referral information, spouse or
guarantor information, employment information, insurance information, and any answers that have been
entered in the Patient Questionnaire module for a patient. The patient can then correct those entries that are
inaccurate and add any information not currently known.

You can print a questionnaire from any module except the Office Manager. For a new patient with an
appointment who does not yet have a Family File record, you must create a Family File record before you can

print a questionnaire for him or her.

To print a questionnaire

1. In the Family File, Ledger, or Patient Chart, with a patient selected
(in the Appointment Book, with a patient’s appointment selected),

from the File menu, click Patient Questionnaire.

The Patient Questionnaire History dialog box appears.

2. From the Select Questionnaire list, select the questionnaire you

want to print for the patient.
3. Click New.

The selected questionnaire opens.
4. Click a print button:

e Print — To print the questionnaire.
The questionnaire has two pages:
the first page contains basic patient
information, such as name, address,
employer, insurance information,
and referral sources; the second

O

| & Dentrix Family File - (Crosby, Brent) [AF] [UTC -0°

dit Help
Zoiold
MName: Crosby. Brent

Address: 1234 Dak St
American Fork, UT 84003

Phone: H (8015556177, W (201)555

Status: Active, M, Married, Guar, Ins, H

Pl

page contains your customized
questions. Any information
previously entered into Dentrix
Enterprise prints on the form.

The patient will fill in the blanks

and make corrections as needed.
e Print Questions — To print a

summary of patient information

and your customized questions.

Questionnaire Date: |04/17/2013

Patient Questionnaire History - - (Abbott, James) [11/11/1962] [50] (23]
Date Questionnaire
02/04/2009  New Patient Questionnaire
7\
Select Questionnaire; | Mew Patient Questionnaire ‘ 2 ’ j
( 3 'New | | Cloge |
Patient Questionnaire - test - (Abbott, James) [11/11/1962] [50] (23]

StatementQuestion

Fesponze

If yes, pleaze expla

Have you ever had any complications following dental treatrent?
If yez, please explain:

Have you ever been admitted to the hospital since vour last visit?
If yes, pleaze explain:

Are you currently under the care of a physician?
If yes, pleaze explain:

Do you have any health problems that need further clarification?
If yesz, please explain:

E dit Claze
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Entering Questionnaire Responses

Once a patient has completed a questionnaire, you can store the responses in Dentrix Enterprise.

To input questionnaire responses from a patient

1.

In the Family File, Ledger, or Patient Chart, with a patient selected
(in the Appointment Book, with a patient’s appointment selected),
from the File menu, click Patient Questionnaire.

The Patient Questionnaire History dialog box appears.

Do one of the following:

e From the Select Questionnaire list,
select the questionnaire you want the
patient to fill out, and then click New

to add the questionnaire.

e Select an existing questionnaire for the
patient, and then click Edit to edit

that questionnaire.

The Patient Questionnaire dialog box

appears.

Double-click the first question
listed.

The Patient Questionnaire
Response dialog box appears.

Select or type the appropriate
patient response, and then click
Next to advance to the next
question. Repeat this until all
questions are answered.

Click OK to save the patient
responses and return to the
Patient Questionnaire dialog
box.

Click Close to close the Patient
Questionnaire dialog box.

Click Close to close the Patient

Questionnaire History dialog box.

O

| & Dentrix Family File - (Crosby, Brent) [AF] [UTC -0
ile JEdit Help

Name: Crosby, Brent
Address: 1234 Oak St
American Fork, UT 84003

Phone: H (801)555-6177. W (801)555

Questionnaire Date; (041772013

Patient Questionnaire History - - (Abbott, James) [11/11/1962] [50] (23]
Date Questionnaire
02/04/2003  New Patient Questionnaire
Select Questionnaiyg N Patient Waire ﬂ
| | | (7 )
Patient Questionnaire - test - (Abbott, James) [11/11/1962] [50] [

Statement/Question

Do you have any medical cor b
If yes, pleaze explain:

Have you ever had any complications following dental treatment?

hould be aware of?

Fesponze

Patient Questionnaire Response @
Do vou have any medical conditions we should be aware of ?
™ Yes
* No 4
<Back | N> | 5 )ox Cancel
Frint Questions Frint Edit Ose
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Prescriptions

The Prescriptions module can help you quickly create and accurately track medicines prescribed to your
patients. This section covers the following topics about using the Prescriptions module:

*  Setting Up Prescription Types
*  Setting Up Prescription Printer Defaults
e Entering Prescriptions

*  Re-printing Prescriptions

Setting Up Prescription Types

Prescription types are the default prescription settings. The act as templates to help you quickly enter
prescriptions into Dentrix Enterprise. You can add and edit these defaults at any time.

To add or edit a prescription type 1 8 Dentix ffice Manager - American Fork Dental Practce <7
1. In the Office Manager, from the Maintenance menu, point to
Practice Setup, and then click Prescriptions Setup.
The Prescriptions Setup dialog box " Prescriptions Setup
appears.
Date | Description | Drug Name | Disp | NDC & =
2. Do one of the following: 11/18/1397 Amodcilln Amaxicilln 250 mg
11/18/1957, Amaxicillin Amaxicilin 250 mg | 24
*  Click New to add a prescription. The | |17 |anpiciin fimpicilin 250mg_| 12
Nevv Standal'd Pl‘escription dlalog W‘I 957 Darvocet N Darvocet N-100... (12
. ¥ N
11/18/1957 Daowycycline Doycycline 100 18
box appears. 11/18/1997 Enythromycin Enythromycin 250... |24
. . . . 11/18/1957 daph daph 24
e Select an existing prescription, N Hyoodaphen | yoodaphen
. . . %E\f‘lﬁﬁ? Keflex Caps Keflex 250 mg ca... |24
and then click Edit to edit TN Penicilin VK Peniciln VK500 | 18 -
-

that prescription. The Edit \,
WI | Delete Print Setup Route Setup Close

Standard Prescription dialog
box appears.

3. Set up the following options:

*  Description — Type a description for the prescription. This does not appear on the prescription.

° Dl'llg Name — " New Prescription

Type the dl'llg Description:

information. [Amosicilin I~ Drug Administered During Visit Only

Drug Name: (Generic Name) Route:

° Sig — Type thC IAmcodc:iIIin Duration: IZ I‘.‘\«'eeks j IBUCCAL j

d R l Dosage Form:

osage 1nterva [CAPSULE = Disp: [24 Disp Unit |1
and any Brand Name: -
- Refills: |0
instructions I P )
that vou I™ OverTheCounter | Controlled Substance Dispense as viitten
y NDC #: RacMorm #: Unique ID#: % Generic Substitution Permitted

want to have [ [e222 o T

print on the Dosage — | [Strength ——————

prescription. 2 ot a o Notes: v

|1 ICapsuIe |25D IITIg - — - -
. Please advise our office if you experience an adverse reaction. Our
° DlSP — Type emergency phone number if (801)555-5555.
= RE?
the number or R v
One Q6H

amount of the

medication to

dispense. @‘

K Cancel
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*  Refills — If the prescription may be refilled, type the number of refills allowed.
*  Drug substitution

* Dispense as Written — Select this option if the pharmacy may only use the drug named on the
prescription.

*  Generic Substitution Permitted — Select this option if the pharmacy may fill the prescription with
a generic drug.

*  Notes — Type any instructions regarding the prescribed medication for the patient. The notes will
print below the prescription.

4. Click OK.

For a comprehensive explanation of all the available options for prescription types, see the “Adding and
editing prescription types” topic in the Dentrix Enterprise Help.

Setting Up Prescription Printer Defaults

You can customize the printer defaults for prescriptions printed from the Prescriptions module.

To set up a prescription printer

1. In the Office Manager, from the Maintenance menu, point to @ % DenirxOffce Manager - American Fork Dental Practice <A

Practice Setup, and then click Prescription Setup. E'!V"DE]
The Prescription Setup dialog box appears. " Batch Pro

Descriplion

2. Cllck Prlnt Setup 31} Preepnorsoey EI@
The Print Setup dialog box appears.
Date | Description | Drug Name | Digp | NDC # =
3. Set up the following printer options: 11/18/1397 | Amoriciin Amosiciin 250ng
11/18/1997 Amanicillin Amocilin 250mg |24
L4 Pl‘inter — SCleCt the printer you want 11/18/1997 Ampicillin Ampicilin 250mg | 18
to use to pl'il'lt prescriptions. 11/18/1997 Darvocet N Darvocet N-100... |12
11/1841997 Dongycycline Dosgycycline 100 ... |18
° Form _ If your state requires a 11/18/1997 Enythromycin Erythromyein 250... |24 |
. . . 11/1841857 daphe daphs 24
specific format for prescriptions, reodephen | Mroodephen
1141841997 Keflex Caps Keflex 250mgeca... |24
select the correct form. 11/18/1997 Penicilin VK Penicilin VV;QE =
A !
° 1 1 —
U.slng p l‘?p rinted P aper If you New | Eit | Delete | M| RosteSetup | Close |
will be using preprinted paper when y
creating prescriptions, select this
. ‘3& Print Setup ’ \
option. 3
Printer: \ j
*  Print number for “Disp” as a word — To list the gt T eNote 2010
number or amount of the medication to dispense as a
. . Microsoft ¥XPS Document Writer
word (for example, “four” instead of “4”), select this P
jobe
option. o
. . . . California Si Fe -
* Print Gender — To print a patient’s gender, select this [celforiz Sate Fon =
. ™ Using preprinted paper ™ Print Gender
Optlon' ™ Print number for "Disp” as aword [ Print Chart #
*  Print Chart # — To print a patient’s chart number, I Disable prining
select this option. Leit Ofse: [0 Top Ofeet |0 4

e Disable Printing — If you will be using the
Prescriptions module to record prescription information but will not be printing prescriptions, select
this option.

4. Click OK to save the changes and return to the Prescriptions Setup dialog box.
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Entering Prescriptions

In Dentrix Enterprise, you can add a prescription you are prescribing to a patient.

@ | % Dentrix Family File - (Crosby, Brent) [AF] [UTC -07

Name: Crosby, Brent
Address: 1234 Ozk St
American Fork, UT 84003

To add a prescription

1. In the Family File, Ledger, or Patient Chart, with a patient selected
(in the Appointment Book, with a patient’s appointment selected),
from the File menu, click Prescriptions.

The Patient Prescription dialog box appears.

Phone: H (801)555-6177. W (801)555

Stalus échve M Mamed Guar Ins b

“j'_q, Patient Prescription - (Abbott, James 5)[MESA][AMCCLURE][ABB101

) 28

g “‘_‘x
‘ Description

2. Click the New Prescription button B,

(7

‘ Status

The New Patient Prescription dialog box appears.

3. Click the Description search button >*| to select a

+‘ Date ‘ Drug Name

prescription type.

Darvocet N

4. Customize the prescription information for the 042372013 | Amcvichin Amasacilin
patient as needed:
° Dosage _ The "~ New Patient Prescription EI@
amount Of Description: -
|Pu11mdcillin 3 == [™ Drug Administered During Visit Only
the drug that Drug Name: (Generic Name) Route:
can be taken |Amanicilin 500mg Duration: [10 |Days | |auRicuLAR OTIC) |
. Dosage Form:
at one time ICAPSULE LI Disp: IED Disp Unit Icapsule
(for example’ Brand Narn-e Encounter #: Refills: ID—
1 Capsule)' Iﬂmcmc:lllln I 5> | . .
. [ Over-The-Counter I Controlled Substance " Dispense as iitten
° Slg — The NDC & RxNorm #: Unigue ID#: ' Generic Substitution Permitted
dosage |52959-011 [1234-002 [12345-0002
interval and - Dosae : oot _ Clinic:
. . Qty Unit Qty Unit g
mstructions. [ [eapsuie [500 [ma
¢  Dru
g. . Fig: o
AdmlnIStered Take 1tablet 3 times a day.
During Visit Prescriber:
DESMITH >> | [Smith, Dennis
Only — The :
drug was @P_l @Ll G |
administered
to the patient
during his or her visit.
*  Duration — The number of days, weeks, or months from the issued date that this prescription is
valid.
* Disp and Disp Unit — The amount of the drug to dispense and the unit it is dispensed as.
e Refills — The refill amount.
*  Drug substitution — Must be dispensed as written, or a generic drug substitution is allowed.
* Notes — Instructions for the patient.
5. If necessary, click the Prescriber scarch button **! to select the provider who is prescribing the drug.
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Click Print to print the prescription.

Click OK to save the prescription.




Re-printing Prescriptions
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You can re-print any prescription that has been added to a patient’s record.

To re-print a prescription

1.

In the Family File, Ledger, or Patient Chart, with a patient selected
(in the Appointment Book, with a patient’s appointment selected),

from the File menu, click Prescriptions.

The Patient Prescription dialog box appears.
Select the prescription that you want to re-print.
Click the View Prescription button P.

The Edit Patient Prescription dialog box appears.
Click Print.

Click Cancel to return to the Patient
Prescription dialog box.

Description:

Amaoicillin

Drug Name: (Generic Name)

Name: Croshy, Brent

Address: 1234 Dak St
American Fork, UT 84003

Phone: H (8015556177, W (801)585 -~

Staltus: Active, M, Manied, Guar, Ins, H
] Medical fupln’e’
e J,L..,LWLNA@_L_..@ HSPS. L

| Status

538
| Drug Name
e Darvocet N - 100ta

Amoxicillin

Source:  Local Manual
" Drug Administered During Visit Only
Route:

|Amaxdcilin 500mg Duration: [7
Dosage Form:

[caPsuLE =] Disp: |21 Disp Unit |

Brand Name: iE‘InZD‘I:u‘Inzter # T ID—

|Amandcilin
" Dispense as \Written

[Days =] Jaurcuar @TI) -]

NOC #: RxNorm #: Unigue ID#: ¥ Generic Substitution Permitted
|52953-011 [1234-002 |12345-0002
Dosage Strength Clinie: |ﬁF = |
Qty Unit Qty Unit
Notes:
|1 Icapsule |25D Img il
Contact office for refills.
Sig:
Take 1tablet 3 times a day.
Prescriber:
|DESMITH - | [Smith, Deris

Print Inactivate | Cancel
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Patient Alerts

Patient alerts are customizable alerts that you can attach to patients (and families) when you want a message to
appear for certain conditions. A patient alert appears for a patient when someone accesses the specified areas
of Dentrix Enterprise. A patient alert attached to a family (a family alert) appears for a patient and any of that
patient’s family members (as set up in the Family File) when someone accesses the specified areas of Dentrix
Enterprise.

If a patient alert has been set up to have a flag symbol appear on appointments, the symbol appears on
appointments for that patient. For a family alert, the symbol appears on appointments for all family members.
There is also the option to include a patient’s aged balance in an alert for easy reference.

Patient alerts are also essential in respecting patient’s requests for privacy and disclosure of information. You
can manage patient alerts from any patient-specific module, including the Family File, Patient Chart, Ledger,
and Appointment Book.. This section covers the following topics about patient alerts:

e Creating Patient Alerts
*  Suspending Patient Alerts

*  Suspending Patient Alerts Temporarily

Creating Patient Alerts

You can create up to 10 alerts for any patient.

To create a patient alert

1. In any patient-specific module (for example, the Family File), with a 5 Dentiix FamilyFile - (Crosby, Brent) [AF][UTC -0
. . . . Fi i
patient selected, from the File menu, click Patient Alerts.

If any patient alerts exist for the patient, the Patient Alert dialog box Adders A

Rk . K American Fork, UT 84003
appears. However, if the patient does not have any patient alerts, the
Create Patient Alerts dialog box appears; skip to step 3.

Phone: H (8015556177, W (201)555

Patient Alert - (Abbott, James S(im)) (=5
2. Cth New. Description Fam/Pat
/19 3 Family &let  Fam
The Create Patient Alert dialog box appears. Fatisatalsit ) Bet Ed_
it |
3. Set up the following options: eite |
e Select Date — In the Start and End fields, type the Oose |
date range for which you want the patient alert to T —— ,a,@ =
appear in the specified areas, or select Always to P Patient Alert should display for the
. . . . - tient in the followi 8
always dlsplay the patient alert when information Start:l”” 4/2018 End:l”” 472019 I:I:I e g SEes
about the patient is accessed and/or to always T
display an icon on the patient’s appointments.
(* Patient (" Family
*  Patient or Family — Patient is selected by default. Desciption
To make this alert appear for all family members, A=
select Family. e s
DOptions
. . . . Thiz iz the alert not
*  Description — Type a description for the s thedettnatd B o el
K « i N « Appointment
patient alert (for example “Collections” or “Pre- (B Bl et Bl
. » ith Mot
Medicate”). e
* Patient Alert should display for the patient in
the following areas — In the list box, select all o _ Cael |
areas of Dentrix Enterprise in which you want the

patient alert to appear, or select All to have the patient alert appear in all areas.
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Show Symbol on Appointment — To have a flag symbol show in the upper-right corner of

appointments for the patient, select this option.

Display Aged Balance with Note — To have the patient’s account balance information show with the

alert, select this option.

Note — Type a detailed description of the alert.

4. Click OK.

Suspending Patient Alerts

You can suspend all patient alerts on a specific computer. When this option is enabled, the workstation will

ignore all patient alerts for all patients.

To suspend patient alerts on a computer

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

Practice Setup, and then click Preferences.

The Preferences dialog box
appears.

2. Under Additional Options, select
Suspend Patient Alerts to disable
patient alerts on this computer.

3. Click OK.
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Preferences

Black 15

v &l Operatar
[ Sort Results

Quick Letters
& Include Tad

Spell Check

I Enable Spel
V' Mark Al Mis
-

Find Appointment Time D efaults

v| Min, Apet  [15 >
size: b Length: J

" Exclude Today's Date

General Options | Print Options ] Statement Forms ] Paths |

Additional Options
I Perio Beep on Enty

u Suspend Patient &lerts
I™ Suzpend Treatment Area Flags
v Auto-lnzert Mame/Date [Clinical Mote)
™ Usze Classic Clinical Motes Dialog

* ByView
" By Clinic

ez Selected

By Operatory 1D

I Use Classic Treatment Plan Presenter

ay's Date 4

[v Show Close Message for Tx Planner
¥ Show Cloze Message for Doc Center
| Check ‘Apply to Charges for' D efault

spelled Text

* Farnily " Ledger Yiew

)

@ Cancel

Suspending Patient Alerts Temporarily

When a patient alert appears for a patient, you can
select the Do Not Show This Alert Again Today
check box, and then click OK. That alert for that
patient will not appear on any of the computers in
the office for that day.

Patient Alert - (Abbott, James S(Jim])

Deseription Start: |04/17/2013
Alert

End: |0417/2014
Mate
Thig iz the alert note -

Balance Information

0->30 [31->60 [61->90 [ 91> [ Suspended [ Patient Balance

190100 [ o000 [ ooo | 70200 [ O [ 2604.00

100.00 Amt Past Due: 0.00
[4] Last Payment: 0.oo

Payment Amt:
Bill Type:

[ Do Mot Show This Alert Again Today

455
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Office Journal

Like a journal of your daily activities, the Office Journal has two main functions: to keep a record of past
events and to remind you of events in the future. The Office Journal helps you keep a comprehensive record of
contact made between your office and your patients.

Also, Dentrix Enterprise automatically adds entries for appointments, billing statements, letters, payment
agreement notes, payments, and privacy requests:

* Appointments — The Office Journal will record the following appointments:
*  Scheduled appointments — The date, time, appointment provider, and appointment reason.
*  Purged appointments — The original date, time, reason, and provider for the purged appointment.
*  Broken appointments — The original appointment date, time, reason, and provider.

* Billing statements — The Office Journal will record the date, “Please Pay” amount, and account balance
of billing statements generated.

*  HIPAA privacy — The Office Journal will record when any privacy requests are made through the Family
File.

*  Letters — The Office Journal will record the date, provider, and the name of any letters generated for
patients, using either Quick Letters or Letters from the Office Manager.

e Payment agreement notes — The Office Journal will record the date, provider, and notes of any payment
agreements entered.

*  Payments — The Office Journal will record the date, provider, and amount of any insurance and patient
payments. You can view guarantor transactions when viewing a guarantor or an entire family in the Office
Journal.

This section covers the following topics about using the Office Journal:
*  Opening the Ofhice Journal

e The Office Journal Window
* Adding Manual Journal Entries

Opening the Office Journal

You can open the Office Journal from any module, the ASAP List, the Unscheduled List, Continuing Care,
and the Collections Manager.

To open a patient’s Office Journal
In any patient-specific module (for example, the Ledger), with a patient selected, from the File menu, click

Office Journal.

Tip: From the Office Manager, you cannot select a patient, but you can still open the Office Journal. From
the File menu, click Office Journal; cancel the dialog box that prompts you to select a provider or staft
member; from the View menu, click By Patient; and then select a patient.
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The Office Journal Window

The Office Journal window consists of a menu bar, toolbar, list of entries, and details pane.

5’ Office Journal - Patient: Abbott, Patricia [11/11/1963] [49]
Menu Bar==m File Edit View Help

Toolbar=m &fil | £ | g 1;‘?2:% = %’\ A E

(= Eom =

=B 1201212008
Entries s >
- [R] 1271142008

;l] Billing Staternent

Patient - After 01/17/2013
ProwStaff at All Clinics - Selected

Letter

Operator: ENTERPRISE

Date: 12/12/2008

Tirne:

MNote:

MNew Patient 4
Welcome -
dtxlm02.doc

L

»

m
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Details

This section covers the following topics to help you understand how to use the Office Journal window:

e The Office Journal Toolbar
e Changing the Office Journal View

The Office Journal Toolbar

The Office Journal includes a toolbar with buttons to access features of this module.

o0 B [+a % 2= & AT

Each button on the toolbar is explained in the following table.

il | Click the Close Office Journal button to close the Office Journal module.

=| | Click the Add Journal Entry button to add an entry for the selected patient.

o | Click the Select button to select a patient, provider, staff member, or referral.

Click the Patient Alerts button to view and manage the selected patient’s alerts or add new alerts.

-= | Click the Expand button to expand the list of entry dates to see more information.

+— | Click the Collapse button to collapse the list of entries to see only the entry dates.

%’\ Click the Journal button to switch between viewing entries by patient and family.

£ | | Click the Info button to show or hide the additional details for the selected entry.
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Changing the Office Journal View

You can specify whether you want to view journal entries by patient or family, provider or staff, and by
referral. You can also filter the list of entries that appear in the Office Journal according to criteria you specify.

To change the view

Patient or Family — If you are not viewing the Office Journal by a patient name, to view entries for a
certain patient, from the View menu, click By Patient, and then select a patient. To view entries for an
entire account, while viewing a patient’s entries, from the View menu, click Family.

Note: When viewing a family member who is not the guarantor, the Office Journal does not display
entries for billing statements and guarantor payments. These items appear only when viewing the family’s
guarantor.

Provider/Staff — If you are not viewing the Office Journal by a provider or staff member, to view entries
for a certain provider or staff member, from the View menu, click By Provider/Staff, and then select a
provider or staff member.

Referred BY or Referred TO — If you are not viewing the Office Journal by a referral, from the View
menu, to view entries for a certain referral, click By Referral By or By Referred To, and then select a

referral.

To customize the view

1.

In the Office Journal, from the View menu, click Filters. @_ 7 Office Journal - Patient: Abbott,
A dialog box of filters appears (the name depends on the current view). ¢>II'IE g T ?HE"_’_ —
f Ej o ET
Set up the filter options for the current view: View Filters =
° Patient or Family Select Journal Entry Types
*  Select Journal Entry Types — Select the
entry types you want to view, or select All Filter By
) € This Clini
Journal Entry Types to include all types. R AHI;_ "
4 INIcs

*  Filter By — Select This Clinic to view entries Cz)
from the current clinic or All Clinics to
include all clinics.

Entries Dated After:

0A7ems

Feferral Recaps
Referral Slips

* Entries Dated After — To view only items  All ournal Entry Types
after a certain date, type a cut-off date. / S EYEr NG

*  Provider/Staff @ < 4 SOK | Cancel |
e Select Journal Entry Types — Select the

entry types you want to view. For Phone

Calls, Reminders, Miscellaneous, and

HIPAA Privacy, select the accompanying Include Patient Entries check box to include all
patient entries for any of the selected types too.

*  Entries Dated After — To view only items after a certain date, type a cut-off date.

*  Referral BY or Referred TO
* Select Journal Entry Types — Select the entry types you want to view, or select All Journal Entry
Types to include all types.

*  Select Provider/Staff — Select the providers and/or staff you want to view, or select For All Prov/
Staff to include all providers and staff.

*  Entries Dated After — To view only items after a certain date, type a cut-off date.

3. Select Save as Default to save the current settings for the next time you open the Office Journal.
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4. Click OK to return to the Office Journal with the selected view settings.

Adding Manual Journal Entries

You can manually add four types journal entries into the Office Journal: Phone Call, Reminder, Misc, and
HIPAA. These entries will include the date, time (except for reminders), and provider/staff members, and you
can add a note.

To add a manual entry

1.

In the Office Journal, from the Edit menu, click Add.
The Add Journal Entry dialog box appears.

4 Office Journal - Patient: Abbott,
View Help

2anEC

[l

2. Set up the following options:
P g op | =4 12)12/2008
. Type — Select a type; Add Journal Entry - Baber, Kirk O @
. - hen makin
Phone Call — Use when making m—— eS——Ty
a phone call to a patient. Record Phone Call = 04/17/2013
i i rding th
lnformatl?n rega d g the Prov/Staff Time (hh:mm:ss)
conversation. DDST > 458:55 PM
¢ Reminder — Use with a future CZ) Description
date as a reminder about a contact [Desciption here
with a patient. Nate v
. Note here| -
*  Miscellaneous — Use for any other
contact with the patient for which
you want to keep a record. |
*  HIPAA Privacy — Use to track 3 )ox Cancel
patient information disclosure
history and other privacy related
notes for patients, providers, staff,
and referrals.
*  Prov/Staff — Click the search button **! to select a provider or staff member to assign to the journal
entry.
e Description — Type a short description for the journal entry.
*  Note — Type a longer description of the journal entry.
* Date — If needed, change the date of the journal entry.
* Time - If needed, change the time of the journal entry.
3. Click OK to save the entry.
Notes:

Automatic entries (for appointments, billing statements, and so forth) cannot be edited, but you can edit
manual journal entries.

Payment, appointment, and payment agreement note entries cannot be deleted from the Office Journal,
but you can delete manual journal entries.
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Collections Manager

With the Collections Manager module you can increase your practice’s revenue by decreasing your account
receivables. The Collections Manager displays a list of overdue accounts that need to be contacted, based
on aged balances, payment dates, and other information you select. From this list, you have access to all the
relevant information for an account to make decisions about collections.

Also, with the Collections Manager, you can merge a letter, dial a phone number, and send an email message.
Once the patient is contacted, you can make notes regarding the contact, set up a payment agreement,

or change a billing type. Pulling all of this information and functionality into one window can make the
collections process smoother, more efficient, and more productive.

This section covers the following topics about using the Collections Manager:
*  Opening the Collections Manager

*  Setting Up a View

*  The Collections Manager Window

e Contacting Patients

*  Removing Accounts from the List

* Adding Ofhce Journal Entries

* Adding Guarantor Notes

*  Setting Up Payment Plans

e Printing from the Collections Manager

Opening the Collections Manager

You can open the Collections Manager from the Office Manager.

To open the Collections Manager
In the Ofhice Manager, from the Analysis menu, click Collections Manager.

If a view has never been set up for the Collections Manager, the Collections Manager View dialog box
appears so that you can set up a view for the Collections Manager before you can use the module; otherwise,
the Collections Manager window appears and loads the view according to the filters set up previously.
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Setting Up a View
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The first time you try to use the Collections Manager, you must first set up a view. Setting up a view allows
you to filter out certain accounts so that only the accounts you want to contact appear. Once you have
selected your view options, you can choose what account information you want to have appear in the list.

To set up a view
1. Do one of the following:

e In the Office Manager, from the Analysis menu, click
Collections Manager. If a view has never been set up for the
Collections Manager, the Collections Manager View dialog
box appears.

* In the Collections Manager, click View Setup on the menu
bar. The Collections Manager View dialog box appears.

2. Set up the following filters:

& Dentrix Office Manager - American Fork Dental Practice <AF
File View Reports Letters Main

BN El

blysis  H

Batch Pro

Description

[& Collections Manager
l

Print

Help

| 22| s |BE

©
®m
(N

. Collections Manager View: Select Clinic
e Select Guarantor — Click ’

the From and To search
buttons **
range of guarantors to
include, or select All

Select Guarantar [~ All Guarantors

Frorn: |<ALL>

to select a

»
»

Tor [<ALL>

Select Biling Type: v &l Biling Types

1: Standard Billing - finance charges

2. Standard Billing - no finance charges

3 Insurance Family - delay finance charges
4 Insurance Family - finance charges

5 Payment Flan - finance charges

E: Payment Plan - na finance charges

7. Mo Statement and Mo Finance Charges
8: Bad Debt - at risk

9: Bad Debt - to collections

Guarantors to view all
guarantors that meet the
search criteria.

Tip: If you have a very

large patient base and [ Skip Axceounts With Claim Pending

want to limit the length e
1 For Payment Agreement [PA] &
Of the hSt fOI' case Of use, Future Due Payment Plang (FD) [ Al

you can use A — ] names
one week, K — S names
the next week, and so on.

With a Payment Agreement

With a Future Due Payment Plan
‘with Both a P4 and a FD

Without a Payment Agreement
Without a Future Due Papment Flan
“without a P4 and without a FO

N

List Accounts .
bin B al - |0.00
by Provider [ J B aance
v _byClinic W Al s Accounts with l—
suspended amount >= n.oo
Minimumn Days Past Due
[~ Last Pt Before:
* Over0 " Over 30
" OverB0 " Ower90
[~ IfMat Billed Since:
Inz Min Days Past Due
@ Over0 " Over30 [~ Last Visit Before:
" OverB0 " Ower90

™ Previous OJ Entry Before:

Select # of Prts Missed
" Mo prts missed

& Oormore O 2 ormore

" Tormore 3 ormore

[ Show Tatals Shows Calumns...

i

Cancel
Help
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*  Select Billing Type —

Select up to 10 billing types for accounts you want to include (to select multiple items, while pressing
the Curl key on your keyboard, click each item), or select All Billing Types to include accounts with

any billing type.

Tip: If you want the view to include more than 10 billing types, view the list by all billing types or in

groups of 10.

*  Skip Accounts With Claim Pending — If your office waits for insurance to pay before collecting
from an account, select this option. Dentrix Enterprise will exclude accounts that have insurance
claims outstanding as long as the guarantor portion of the balance is less than the specified amount in

the If Patient Portion Less Than field.

e For Payment Agreement (PA) & Future Due Payment Plans (FD) — Select All to include all
accounts regardless of whether or not a payment agreement or future due payment plan has been set
up for an account, or select one of the options in the list box to limit the view to only certain types of

accounts. An account will be included if it matches at least one of the selected criteria.
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List Accounts

* By Provider — Click the search button *?/ to select the primary providers of the guarantors you

want to include, or select All to include all providers.

* By Clinic — Click the search button **| to select the clinics of the accounts you want to include,
or select All to include all clinics.

Minimum Days Past Due — Select a minimum number of days past due to include only accounts
with the specified minimum aged balance or older.

Ins Min Days Past Due — Select a2 minimum number of days past due to include only accounts with
outstanding insurance claims that have the specified minimum aged balance or older.

# of Pmts Missed — Select a number of payments missed to include accounts that have missed a
certain number of payments toward a payment agreement.

Tip: If you do not want to use this filter, select 0 or more.

Show Totals — To display the total amounts for all the guarantors included, select this check box.

Min Balance — Type an amount to exclude accounts with a balance less than that amount, or enter
0.00 to include accounts with any balance.

Accounts with Suspended Amount — Type an amount to include accounts with a suspended amount
equal to or greater than that amount, or enter 0.00 to include accounts with any suspended amount.

Last Pmt Before —To exclude guarantors who are making regular payments toward their account
balances, select this check box, and then type the latest date a payment must have been posted. For
example, if you allow guarantors 30 days to make a payment, enter a date that is one month prior to
today’s date.

If Not Billed Since — To exclude accounts that have recently received a billing statement, select this
check box, and then type the latest date an account a billing statement must have been sent. For
example, if you want to include accounts that have received a billing statement over two weeks ago,
enter a date that is two weeks prior to today’s date.

Last Visit Before — To exclude accounts with patients who have been seen recently, select this check
box, and then type the latest date a family member must have been seen.

Previous Office Journal Entry Before — To exclude accounts based on the last manual entry in
the Office Journal, select this check box, and then type the latest date a guarantor must have had a
manual Office Journal entry entered.

Show Columns — To specify what information you want to display, click Show Columns. There will
be a column for each item you choose to show.

3. Click OK to open the Collections Manager with the selected view options.
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L] ®
The Collections Manager Window
The Collection Manager window consists of a menu bar, a toolbar, and the list of guarantors that meet the view criteria
you specify.
EZ Collections Manager EI@

File ViewSetup Print Help

B[0| |6 |8 < o |5[BE[ B [ T S| @ 2|

GuarMame | Balance | o230  3e60]  E1om0] 915 [ Suspend.. [ PaRem|  Tolms|  InsEst| GuarEst| ~
Abbatt, James 0o 0oa 0.00 0o 0oa M/ 000 0.00 000

0.00 0.00 0.00 0.00 -104.00 Mt 0.00 0.00 0.00
000 0.00 0.00 i ] A 0.00 0.00 1]
0.00 0.00 0.00 208.00 0.00 Mty 0.00 0.00 208.00

Daviz, James P 0.00 n.oo n.oo 0.o0 noo n.oo MA oo 000 0.oo
Davis. Karen 92.00 0.0 0.0 0.00 3200 n.oo [RE 0.00 0.00 g2.00
Dravis, Kelly 0.0 n.oo 0.00 0.00 noo n.oo MAA 0.0 n.oo 0.00
Dawvis, Kristin a0n.00 oo n.oo 0.o0 80.00 n.oo MAA oo 0o a0.00
Daviz, Lyle oo oo n.oo 0.o0 oo n.oo MA oo 0o n.oo
Davis, Patricia noo noo n.oo n.oo noo oo MA noo noo n.oo

This section covers the following topics to help you understand how to use the Collections Manager window:
*  The Collections Manager Toolbar

*  Adjusting Column Widths

*  Sorting the List

The Collections Manager Toolbar

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

Glea|mé|a =)= |HE R 3K ®% S @l 2| &

The function of the buttons specific to the Collections Manager are explained in the following table.

Click the Send Message button to compose and send an email to the selected patient.

Click the Office Journal button to record any communications with the selected guarantor.

SIIESHE

ic € Documen enter button to attacn a document, ic ure, or letters to € S€lecte
Click the D t Center button to attach a d t, pict letters to the selected
guarantor’s record.

Click the Patient Alerts button to enter an alert for the selected guarantor.

Click the Patient Finances button to add payment plans or change the selected account’s billing

type.

Click the Guarantor Notes button to enter notes for the selected account.

Click the Print button to print the list of accounts being viewed. You have the option to include
account notes on the printed list.

I | [cs]) [©] | @&
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Adjusting Column Widths

To make viewing and editing the Collections Manager list easier, you can adjust the width of each individual
column.

To adjust the size of a column

Click the right column border of the column header you want to resize, and
then drag it to the left to decrease the size of the column or to the right to
increase the size of the column.

|GuarName( "I" lalance

Sorting the List

To sort the list by any of the columns being displayed, click the desired column header.

Contacting Patients

Once you have generated a list of accounts that need to be contacted, the Collections Manager provides ways
for you to quickly contact each patient. This section covers the following topics about contacting patients:

*  Sending Collection Letters

*  Sending Collection Email Messages

Sending Collection Letters

From the Collections Manager, you can quickly create a collection letter using any of your pre-written letter
templates.

To create a collection letter for a guarantor Efsre e

. . . View Setup  Print  Help
1. With a guarantor selected in the Collections Manager, from the File menu,

NP, &(m|mjé|ale
click Quick Letters.
Quick Letters - (Abbett, James 5 (23]
The Quick Letters dialog box appears. - Select Latter
Merge Letter
Letter Mame Template Print
Select the letter you want to merge. : . _pn |
Address on envelope [form dtxenyl.doc BLildAvi
. . . . . Blank. Letter Form dbxlm34. doc: uias e
Click Build/View to merge the letter in Microsoft Collecton Noffication a8 doc
. " . Cangratulations - Graduation dtxlm1 2. doc
Word. For more information about Quick Letters, see Congratulations - Mattiage a1 dlc
« . » . . Congratulations - MewB aby dtxlm10.doc
Qulck Letters n thlS Chapter. New Patient Welcome dtxlm02. doc
Fatient Information-Consent dixpaty.doc
Fieferred By Doctor dtxlm15.doc
Referred By Patient a1 6.doc
Fieferred to Dr./Specialist dtxlm35.doc
Mew Edit Delete | Close I

Sending Collection Email Messages

From the Collections Manager, you can quickly contact your patients through email.

To send an email message

With a guarantor selected in the Collections Manager, from the File menu, click Send Message to compose
an send an email message. For more information about this email feature, see “Sending Email Messages” in
this chapter
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Removing Accounts from the List

You can temporarily remove an account from the Collections Manager list. If no information has changed

when the list is generated again, the account will reappear on the list.

To remove a guarantor from the list

With a guarantor selected in the Collections Manager, right-click that guarantor, and then click Hide
Account. The selected account is removed from the list for the current viewing session.

Adding Office Journal Entries

After you have attempted to contact or have successfully contacted a patient, you can enter notes regarding

the attempted or successful contact as an Office Journal entry.

To add an Office Journal entry

1. With a guarantor selected in the Collections Manager, from the File menu,

click Office Journal.
The Office Journal opens.

2. Add ajournal entry as
explained in “Adding
Manual Journal Entries” in
this chapter.

3. Close the Office Journal to
return to the Collections
Manager.

Collections Manager
View Setup  Print  Help

&@|ole|ale

Guar Name Balance
Abbott, James 0.00

= 12{12}2005

...

= [§] 1211142008
il] Billing Statement

Fatient - After 01,17/2013
Frow/Staft at All Clinics - Selected

Letter =
Qperator: ENTERPRISE

DCiate: 12/12/2008
Time:

m

Mote:

MNew Patient 4
Wi'elcome -
citxlm02.doc

I 2
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Adding Guarantor Notes

After you have contacted a guarantor, you can add notes regarding the account from the Collections Manager.

To add an account and/or billing statement note

1. With a guarantor selected in the Collections Manager, from the File menu, llecﬁons Ve

click Guarantor Note. Lilc] View Setup  Print_ He IVi‘WIS““p ot g
A o
The Guarantor Notes dialog box appears. WS———
1. —Account Nate
2. Type an account note and/or billing
. . Account nate here - Inzert Dateline
statement note. For information about [FiEsses]
. . Cl
guarantor notes, see “Working with Notes e
RE
in the Ledger” in Chapter 7: Ledger. 4
3. Click OK. -

—
—r

r~ Billing Statement Mote 2

Biling statement note fwzount only here] - Clear |

(

Print on Statement until: |U5.-"1 Ti2M3
3 cacs_|

e’

Setting Up Payment Plans

From the Collections Manager, you can set up a payment plan for a patient you have contacted.

To set up a payment plan
Collections Manager
1. In the Collections Manager, double-click a guarantor. If a payment plan FilemView Setupm Printaselp
does not already exists for the individual or family, on the message that & e |méa| & e ¢

appears and asks if you want to create a payment plan, click Yes .

Guar Name 0-»30
Abbott, James 0.0

The Patient Finances window opens. Abbot, James S ~ il

D[n

Davis, Haimon 4
im 0o

Davis, James F

Select the Payment Plans tab.

To create a payment plan, click New Plan. For information about payment
plans, see “Creating Payment Plans” in Chapter 7: Ledger.

® ®
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Printing from the Collections Manager

From the Collections Manager, you can print the following:
e Collections Manager List
*  Mailing Labels

For instructions on how to export the Collections Manager list to a spreadsheet program, such as Microsoft
Excel, see the “Analyzing collections information” topic in the Dentrix Enterprise Help.

Collections Manager List

You can print all the accounts and the information for each, including guarantor notes, being viewed in the
Collections Manager.

To print the Collections Manager List

1. In Collection Manager, from the Print menu, click Collections List. [ Collections Manager

Ad 1 b e T Help
ialog box appears. —
& pP £ |ealmles & e
2. If you want to include Guarantor Notes for each account on the Collections Manager =X5
. Balance
list, select Include Guarantor Account Notes. o0
Print Collections banager List? non
3. Click Yes. The list prints from the default printer for the Office 2
Include Guarantor Account Motes
Manager.
o=

Mailing Labels

You can print mailing labels for all guarantors being viewed in the Collections Manager.

To print mailing labels

In the Collections Manager, from the Print menu, point to Mailing Labels,
and then click the option that corresponds to the correct number of columns
to print on the sheet of labels you are using. On the confirmation message
that appears, click Yes. The labels print from the default printer for the Office
Manager.

EE Collections Manager
Help

alomelals

I Guar Mame | Balance ‘
| &bhatt, James ) 0.00
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	Structure Bookmarks
	• Misc – If the patient is being seen for something else, click Misc. The Procedure Codes dialog box appears. Select the 
	• To schedule an appointment for the patient, click the New Appointment button . 
	• To open the patient’s Chart, click the Patient Chart button . 
	• To manage the patient’s medical alerts, click the Medical Alerts/Problems button . 
	• To open the patient’s Treatment Planner, click the Treatment Planner button . 
	• To manage the patient’s health assessments, click the Patient Health Assessment button . 




