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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.
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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

Dentrix Enterprise 11.0.2 User’s Guide



22 Chapter 1: Introduction and Initial Setup

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
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the available options, see Clnic TIN Entiy I Code: wid Edit
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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
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|§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
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Setting Up Providers
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Each individual that provides billable treatment to patients is considered a provider in Dentrix Enterprise.

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

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

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

Dentrix ID for billing purposes.

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

To edit a provider

. . . Clinic R S Tl s
1. In the Clinic Resource Setup dialog box, e s _ =
. L. . Clinic: Information Operatories
under Provider(s), select an existing provider, The Dental Group
. . . . 1234 Sauth Maple Dri MESA2
and then click Edit to edit that provider’s s ae e MESA3 New
. . Mesa, 47 85210 MESAd
information. {B01J555-1111 ES]
January
The Provider Information dialog box appears.
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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
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unique ID for the provider. The
ID must be 4 to 10 characters
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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 