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Introduction

OrthoTrac, a Sensei product, uses the Microsoft Windows
operating system. See the OrthoTrac online help for more
information.

Pre-Training Contact Information

As you prepare to use the software, you will work with our trainers
and members of the Implementations, Conversions,
Configurations, and Electronic Services teams.

Implementations

A member of the Implementations team will call you to schedule
and then confirm training dates and times and to provide the
hardware requirements and an overview of the installation. He or
she will also interview you in preparation for training.

Electronic Data Conversion

If you transfer data electronically, a member of the Conversions
team will help you with the following things:

o Submit data for a test conversion.
« Answer questions about how you use your software.
e Install a test conversion.

o Sign a document stating that you are aware of what will
be converted.

o Submit data for a final conversion at least four days prior
to the start of training.

Configurations

A member of the Configurations team will contact you to
customize your software by having you complete practice-specific
worksheets and by setting up your procedure codes and
schedule.

Electronic Services

A member of the Electronic Services team will contact you to set
up services to submit claims and statements electronically and to
send credit card transmissions.

Training

Your trainer will review the training agenda with you and will train
you on the software.

Backing Up Data

For OrthoTrac users, back up your data every day. You should
have a backup for each day of the week, with copies stored
off-site. Keep your backups in a fire-resistant safe.

For OrthoTrac Hosted users, your data is backed up automatically.

Note

For information about the
Zuelke Automated Credit
Coach, see the online
help.

Note

Customer Support
does not provide
assistance on your
backup procedures.
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Lesson 1
Understanding the Software

This lesson includes:

e Using the Main Menu
e Using the Lookup Window
e Using the Patient Chart

To open the OrthoTrac software:

1 On your desktop, double-click the OrthoTrac Software icon.
When the software opens, the main menu and the Staff Login
window are displayed.

Note: If you have more than one data set, the Select Data
Set window is displayed first. Select a data set and
click OK.

The main menu and the Staff Login window are displayed.

Please select your User ID and enter your Password to log onto
the system

User Name |John Samples |Z||

Password | |

2  Select your name from the User Name list, or enter your user
ID, and type your password in the Password field.

3 Click OK. If you have a To Do list or staff mail, the windows
are displayed.

4  Click Close. The main menu is displayed.

To close the OrthoTrac software:

1 Close any open windows in the software.

2  Click the close button in the upper-right corner of the main
menu.

Using the Main Menu

After opening the OrthoTrac software, the main menu is displayed
across the top of your screen. When you hover over an icon, the
name of the feature is displayed.

Table 1 on page 2 shows the main menu buttons.

OrthoTrac Practice Management Software Initial Training Workbook (OR250-15)
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Note

Some of these features
are also accessed with
the function buttons.

20f6

Table 1

Main Menu Buttons (Continued)

iR

TeleVox T.LINK

o] Launch Virtual
5 Agent

Table 1 Main Menu Buttons
@ Open Patient Chart Quick Add
Schedule Patient Checkout

Appointment

StaffLogin || |4

Personal To Do Items

w

=

Financial Functions

Insurance Functions

Staff Mail

Word Processing

Collections Activity

U s F N

- }' Contact Ex Referral
perts eferrals

=N

1} Patient Flow Office Expert

" Maintenance/Set-up Roladdress

% Checklist Timeclock
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The following list shows the menu bar options:

. File

Prepare Backup
Satellite Extraction
Printer Setup

Exit

e Functions—Enables you to access the same features
available when using the main menu buttons.

¢ Reports—Enables you to access the reports available in
the following categories:

Patient
Responsible Party
Schedule
Financial
Miscellaneous
Charting

Patient Tracking
Patient Flow

« Options

Copy Database Files—\When prompted to exit the
software after making a change, select Copy




Database Files to update the information for that
computer.

« Environment—-Enables you to configure a single
workstation for multiple databases, set paths for
folders, and select settings for several areas of the
software.

Charts—Select from a list of all charts currently open.
Close All-Enables you to close all open charts.

Help

o OrthoTrac Help—Accesses the online help.

« What’s New Video—Enables you to view a video of
new features to the software.

o Carestream Dental Institute—Accesses the online
training website, which offers courses for the
software.

o Contact Us—Accesses the Carestream Dental
website, which provides ways for you to contact us.

¢ OrthoTrac on the Web—Accesses the OrthoTrac
software website.

« System Requirements on the Web—Accesses the
system requirements for the OrthoTrac software.

o Install Adobe Reader-Installs the Adobe software
so you can read the online documentation.

o Launch Virtual Agent—Accesses Cassidy,
OrthoTrac's virtual agent, for answers to your
Support questions.

o About OrthoTrac—Enables you to access your
software version number and important system data.

Using the Lookup Window

The lookup window enables you to sort through lists of patients,
doctors, and so on. The following OrthoTrac Patient Lookup
window shows the basic functions of the lookup window.

CS OrthoTrac Patient Lookup

Patient Recent Patients Add New View Appaintments Print Label
|samples | 2 15 Peaple Found @& Patient O Responsible
| | lasthame | Fisthame | status | Bithday | Number | |
Samples Anatomage New Patient 092105 x -
Samples Anna Diagnostic R 910351 x
Samples Blair Tx -Phase I 01/27/1978 073170 =
Samples Canon MNew Patient 091418 x
Samples Casey Tx -Phase I 08/17/2002 043265 ®
Samples Doyle New Patient  04/09/2003 091433 x
A

Samples Drew New Patient 01311992 180160

01/17/2000

Samples Glennis (Glen) Retention 05/30/1980 810080

A
Samples Joahuah (Josh) Retention 06/18/1989 073182 b
Samples Julia Retention 06/29/2002 071229 x
Samples Lauren Retention 04/04/1381 057078 R ;‘

To access the OrthoTrac Patient Lookup window, click the Open
Patient Chart button on the main menu.

Accessing Records

You can access records using search methods.

Search by First or Last Name

Type a full or partial first or last name in the search field, highlight
the name, and click OK.

Search by Partial Last Name/Partial First Name

Type the first few letters of the last name, a comma, and then the
first few letters of the first name in the search field, highlight the
name, and click OK. For example, to search for John Smith, type
“Sm, Jo."

i)

Open Patient Chart

OrthoTrac Practice Management Software Initial Training Workbook (OR250-15)
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Search by Combined Middle Name/Last Name

To differentiate between patients with the same first and last
name, you can configure the software to list a patient’s middle
name or middle initial before the last name in lists.

Search by Patient or Responsible Party

Type a patient’s or the responsible party's first, middle, last, or
common name; account #; phone #; e-mail address; insured ID;
or Social Security number. Highlight the name and click OK.

Adding and Removing Records

To add a record from the lookup window, click Add New.

To remove a record from the lookup window, select the record,
click the red X, and provide a reason for removing the record. Then
click OK and Yes.

Printing Labels

To print an individual mailing label, chart label, or appointment
label using a stand-alone label maker:

1 In the lookup window, select the name for which you want to
print a label and click Print Label. The Individual Label
window is displayed.

2  Select the type of label to print.

3 Make changes to the appearance of the label, if necessary, by
selecting from the drop-down lists in the Font and Size fields
and by clicking the Bold, Italic, and Underline buttons.

4  Select an option from the drop-down list in the Selected
Printer field, or click Setup to display the Print Setup window
and change the options for the printer.

5 Click OK.

OrthoTrac Practice Management Software Initial Training Workbook (OR250-15)

Using the Patient Chart

You can access a patient chart from the following areas:

« After finding a patient using the OrthoTrac Patient
Lookup window

o After adding a new patient
e  From the Patient Flow module
e  From the Charting module

o From the daily schedule

e From a contact expert report

File Functions Reports
s
ik F 0171772000 (1915 6 mos)
mera.quzglata@csgental.com
b Patient Information Scan Document Discard Changes Save Chianges
Number ‘033522 ‘ Name |Ms. Elliott (EIli) Samples J\ Elli's Doctors ——————————— Add Doctor
Normen Carson GeneralDenfist X =
770732453 QL status [Ty Ful <] o bagnoli Hwy.
Ehone | <Add Hew Phone Number> Fort McPherson, GA 30310
Tupe | Class I [=] 5304032 work
5749t C. - Donald Baiey General Dentist %4 |
Addrass | Atianta, GA 30309 caton
Docto Referred By ————————— Add Refern)
£ 412l [mara. quaglista@csdental.com
Bithday [01/17/2000 [}18 yrs 6 mos
T Coord | Esther Washington [+]
5501 [919-78-2727 Gender
Race [Not Specified [+]
Hodel[5470
L3nauage | Engleh (American) -] ReferedTo—— Roferout
Phasel | Monitorng | Ful Treatment
Revew [J9/18/2018_ L] Est Comp [04/10/2030_J | Cheekn e |:|
Start [01/01/2019 Completr, [06/21/2019
‘ J‘ ‘ J‘ Alerts Add Alert
ot jsummer camps latex allergy -
iotes
bifascular block = No Patients Referred by Eli Refer Patient
Comments Add Comment
MOM CELL # 706-474-6453
No Ins
Alert dd Feld
Family Members Edit Financl Ranking Add Farnlv Merrber ';3:3";“ "E'df‘iH il usm/’:m;‘;
Mrs. Laura Abbott Aunt Home 645-0486 R Di[zzaw E‘Z':;(;" = 15/13/2017 %
Acordia/Phyamerica Corp 3rd Ins Insurance 770 024-6211 D S | e
Mr. Frederick Abbott Aunt Home 44 130-5483 Erane T
Audrey Samples Aunt Home 404 5203636 X
Acordi Nationa/Royal Te 2nd Ins Insurance 770 024-6211
Ms. Robert Samples Parent Primary RP mara.quadiata@csdental.ca Cell 770 7324523 %l
ther Washir st




Table 2 shows the patient chart buttons.

Table 2 Patient Chart Buttons

Patient Information

Schedule Appointment

:l_ Financial Functions Claims

c;_l "=_|| Word Processing Snapshot

.I ..I_.

= Charting Patient Tracking

Database Fields

Orthodontic Imaging

Patient Checkout

Q@ <Q® 2 M

OrthoTrac

Patient Lookup
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Tip

To add multiple
comments to a
roladdress card,
double-click the text
in the Comment field
and click Add. Type
additional comments
and click OK.

Skill Sharpeners

Exercise 1—Verify an Appointment Time

A patient’s mother calls the office and tells you that her daughter
has a scheduled appointment sometime next week, but she has
misplaced the appointment ticket. How can you help her?

To find a patient’s scheduled appointment:

1 On the main menu, click the Open Patient Chart button. The
OrthoTrac Patient Lookup window is displayed.

2 Type the patient's name and highlight it.

3 Click View Appointment. The Appointments window is
displayed, showing current appointment information for the
patient.

Exercise 2—Find the Last Patient Viewed

You are working in a patient chart and have to take a phone call to
schedule an appointment. After finishing the call, you attempt to
return to the patient chart you were working in, but you realize that
instead of minimizing the patient chart window for the first patient,
you closed it. Now you can't remember the name of the patient
whose chart you were working in. What can you do?

To view a list of the last five patient records you worked with:

1 From the main menu, click the Open Patient Chart button
and click Recent Patients.

2 Click the name of the patient whose file you want.
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Exercise 3—Add a Vendor to the Roladdress

A sales rep for an orthodontic supply company gives you a
business card. How do you save the information in the software?

To add a card to the roladdress:

1 Click the Roladdress button on the main menu. The
Roladdress window is displayed.

2 Click Add New. The Roladdress Card window is displayed.
3 Click Business at the bottom of the window.
4 In the Name field, type the name of the business.

5 In the Address field, double-click on <Add Address>. The
Edit Address window is displayed.

6 Type the address information in the fields and click OK.

7 In the Phones field, double-click on <Add New Phone
Number>. The Add Phone Number window is displayed.

8 Type the phone information in the fields and click OK.

9 Inthe Comment field, double-click on <Add Comment>. The
Add Comment window is displayed.

10 Type a comment and click OK.

11 Click OK.



Lesson 2

Using Maintenance Functions

This lesson includes:

>

# Carrier Maintenance

o Add|ng NeW Carl’iers Carrier Information Import Carrier Info
Carrier M ame || | Contact | |
o Setting Up Carrier Coverage s | <Add dddress> | Lanauags [ ngich (americe=]]
Release | Signature on Fil] =]
X Fhone [<Add New Phone Number:> ] s
L Addlng Em plOyerS sign | Signature on File =]
Employer Information
o Setting Up the Financial Estimator Employer | | Growp 0| |
Dieductible 0.00 Percent |0
b aw Amount 0.00 b awjrum Age |0

e Adding Outside Doctors

Claim Information

Note

«  Setting Up Patient Flow Options Process FE.IIaim Continuation of Treatment [ Range =Dl
Claims Office Cont Ty Overide
e Adding Calendar Days Using Schedule Maintenance Ao Pretun[Yes 5] Conbine Desoipion U;Sewices
nitalFee[ |
Adding New Carriers
Comments <Add Comment: |
During the conversion process, you might need to verify or add
carrier information. As you add new patients, you add insurance (8, comenr] [of o [(X care ]
carriers and employers. Use the carrier maintenance function to
add, update, and delete carriers. The Carrier Maintenance window has four sections:

To add a carrier: ¢ Carrier Information

« Employer Information
e Claim Information

« Comments

1 Click the Maintenance/Set-up button and select Carrier
Maintenance. The OrthoTrac Carrier Lookup window is
displayed.

2 Click Add New. The Carrier Maintenance window is
displayed.

You cannot delete a
carrier to which a
patient or responsible
party has been
attached.

Maintenance/Set-up
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Tip

Be consistent when
entering the insurance
company name.
Different spellings can
result in problems
when you use the bulk
payment feature.

Adding Insurance Carrier Information

To add carrier information:

1 Type the carrier's information in the appropriate fields.

If the carrier already exists, click Import Carrier Info to import
the name, address, and phone number.

2  Select an option in the Release field.

3 Select an option in the Assign field to specify the assignment
of benefits.

Adding Employer Information

To add employer information:

1 Press Tab or click in the Employer field. Press Enter or
double-click in the field to display the OrthoTrac Employer
Lookup window.

2 Type the employer name and press Enter. If the employer is
already in the list, the name is selected. Click OK to attach the
employer to the carrier.

Note: Click Change to edit the data for an employer. If the
employer is not in the list, click Add New.

3 In the Deductible field, type the amount the patient must pay.

4 In the Max Amount field, type the dollar amount of the
patient's maximum benefit (yearly or lifetime) minus the
deductible.

5 Inthe Group ID field, type the unique identification number for
the insurance carrier/employer.

6 In the Percent field, type the percentage that the carrier pays.

7  In the Maximum Age field, type the maximum age of a patient
for whom the insurance provides orthodontic benefits.
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Adding Claim Information

To add claim information:

1 Press Tab or use the mouse to position the cursor in the
Process Claim field and select Manual or Electronic.

2  In the Payer field, type the five-digit ID number found in the
Payer List. The Payer field is inactive if you are submitting claim
forms manually to the carrier.

3 In the Claims Office field, type NOCD, unless different in the
Payer List. The Claims Office field is inactive if you are
submitting claim forms manually to the carrier.

4 In the Allow Pre-Auth field, select Yes or No.

5 In the Continuation of Treatment field, select an option from
the drop-down list. The default is Range, but you can select
from the following options:

¢ None-—Carrier does not require continuation of treatment
claims.

« Last Day of Month—Carrier accepts the last day of the
month.

« Banding Date—Carrier requires the date of banding.

« Range-—Carrier accepts the date you select or the first
day of the month.

« Specific—Carrier requires the date on which the patient is
seen in the office.

6 In the Frequency field, select an option from the drop-down
list. The Frequency field indicates how often an insurance
carrier requires a continuation of treatment claim to be filed.



7  In the Cont Tx Override field, type the continuation of
treatment code for carriers that require a different code from
the ADA continuation of treatment code; otherwise, leave this
field blank.

8 In the Combine Description of Services field, select Yes to
combine monthly amounts within a billing period into one date
of service entry or No to itemize each month within the billing
period.

9 To add additional reference information about a carrier, use
the Comments field.

10 Click OK.

Setting Up Carrier Coverage

After you have added a new insurance carrier, you can set up the
amount of coverage the carrier pays for each procedure. Charges
are attached to your procedure codes, and you can enter the total
amount the carrier pays and the amount for which the patient is
responsible.

To enter carrier coverage:

1 In the OrthoTrac Carrier Lookup window, select the carrier
and click Change. The Carrier Maintenance window is
displayed.

2 Click Coverage.

The Insurance Coverage window is displayed.

Insurance Coverage

Carier 13t Healh Zf Group Plan
Unlocked @
[ Coverage Type 8 Vaniahle O Fived ]

Code FProcedure Fee Ins Coverage |3
* {Vizit Charges i 0.00 0.00 0%
100 Exam Child Dosa 7h00 7500
101 Exam Child-Obs Recal 0.00 0.0o
102 Exam Child Recards 0o noo
103 Exam Child- Pending 0.00 0.0o
104 Exam Child-Tx Refuzed 0o noo
105 Orthodontic Evaluation Do1s0 noo 75.00
106 Exam Adult-Records 0.00 0.0o
107 Exam Adul-Pending 0.00 ijui}
108 Exam Adult-Tx Refused 0o noo ;I

[[@ Clear J[[-_ ) i J[/ oK J[x CanceIJ

Note

Click the Lock icon in the right corner of the window to set the
status of the carrier to Locked or Unlocked.

Select the coverage type for the carrier by clicking one of the
following options:

« Variable-The carrier pays different percentages for
different procedures; for example, 100% for records,
80% for exams, 50% for treatment.

o Fixed—The carrier pays the same percentage for all
procedures; for example, 50%. If you select Fixed, type
the percentage amount, and the software assigns this
amount to all procedures.

Select the first procedure code that you want to edit for this
carrier and type information in the following columns:

o« ADA-The ADA code assigned to this procedure.

¢ Fee—The doctor's charge, posted to the responsible
party’s ledger.

If you edit the
procedure codes and
then make a global
change, the changes
do not apply to carriers
you have locked.
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Maintenance/Set-up

Note

To change employer
information, select the
employer in the
OrthoTrac Employer
Lookup window, click
Change, make your

changes, and click OK.

e Ins—The amount printed on the insurance claim, which is
the maximum amount the carrier pays. This amount can
never be more than the doctor’s fee.

o Coverage-The percentage of the charge the carrier
actually pays. If you selected Fixed and typed a
percentage, the Coverage column is automatically
populated and cannot be changed.

6 Click OK.

Adding Employers

In the OrthoTrac software, you typically link employers with
insurance carriers. If you are adding carriers and employers, you
can perform both operations from the Carrier Maintenance
window. However, if you need to add only an employer or make a
change to an employer’'s demographic information, you can use
the employer maintenance function.

To add an employer:

1 Click the Maintenance/Set-up button and select Employer
Maintenance. The OrthoTrac Employer Lookup window is
displayed.

2 Click Add New. The Add New Employer window is displayed.

3 In the Employer field, type the employer name.

4 In the Phone field, double-click <Add New Phone Number>
and type the employer’s phone information. Use the
drop-down list to select WK Work. Click OK.

5 In the Address field, double-click <Add Address> and type
the employer's address information. Click OK.

6 Click OK.
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Setting Up the Financial Estimator

Before you present contract proposals to responsible parties, you
must set up the Financial Estimator. To set up the estimator:

1 Click the Maintenance/Setup icon and select Financial
Estimator Maintenance. The Financial Estimator
Maintenance window is displayed.

=7 Financial Estimator Maintenance

& Cash Discount

Down Payment Discount %

80% 0.0
85% 0.0
90% 0.0
95% 0.0
100% 0.0
© Preferred Down Payment % Tota

Down Payment % of Total 30

This sets the starting position of the slider

2 To change the Cash Discount and the Preferred Down
Payment % Total fields, click Change and enter the amounts.

3 Click OK.



Adding Referral Sources

Use the other referral sources function to track referrals from
outside of your practice, as well as business generated by the
telephone directory, a website, a street sign, and so on.

To add referral sources:

1 Click the Maintenance/Set-up button and select Other
Referral Sources. The OrthoTrac Other Referral Lookup
window is displayed.

2 Click Add New. The Other Referral Sources window is
displayed.

Referal TyDE[ ® Individual O Business ]

|Z|| ﬂame|

Address [¢Add Address | Bitthday
Language | English [Amenc:elZl

Formal | |

Salutation | Mrs.

Phane [<Add New Phone Number> |

Infarmal | |

Camment [<Add Comment> |

[/ oK J[x Cancel]

3 From the Referral Type options, select Individual for a person
or Business for a source such as the Internet or phone book.

4 In the Salutation field, use the drop-down list to select a
salutation.

5 Double-click in the Name field and type the referral’'s name.

6 In the Address field, double-click <Add Address> and type
the referral’'s address.

7 In the Phone field, double-click <Add New Phone Number>
and type the referral phone information.

8 In the Birthday field, type the birth date of the referral.

9 In the Formal field, type the full first name of the referral; for
example, William.

10 In the Informal field, type the nickname for the referral; for
example, Bill.

11 Double-click in the Comment field and type a comment.

12 Click OK.

Adding Outside Doctors

The outside doctor information function enables you to maintain
information for doctors with whom you have contact outside of
your practice. The software also uses this information to produce
various letters and reports.

To add outside doctors:

1 Click the Maintenance/Set-up button and select Outside
Doctor Information. The OrthoTrac Outside Doctor Lookup
window is displayed.

2 Click Add New.

OrthoTrac Practice Management Software Initial Training Workbook (OR250-15)

Note

To change otherreferral
information, select the
referral name in the
OrthoTrac Other
Referral Lookup
window, click Change,
make your changes,
and click OK.

Vd

Maintenance/Set-up
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Note

To change outside
doctor information,
select the doctor in the
OrthoTrac Outside
Doctor Lookup
window, click Change,
make your changes,
and click OK.

Maintenance/Set-up

Note

If a doctor has more
than one office or if
several doctors have
the same last name,
you must enter an
identifier in the Name
field.

The Outside Doctor Information window is displayed.

& Outside Doctor Information

General Information

Salutation Im vl Mame‘ ‘ Qeglee| ‘

Language | English [American] E| Specially |
Professional Information
Phane <Add Mew Phone Mumber> | Hous |

<Add Office Addiess> Office Manager| ‘

Office Address

Personal Information

<Add Home Address> ‘fear Graduated
Home Addiess ‘ s dratuae l:l
Schaol | |
Spouse | | T
LComments Referral Groups
<Add Comment> [W]H - -I|-:| ay &

[ &nnual Galf Trip

g ;galutat\nm / 0K x Cancel

In the General Information section, complete the following
fields:

o Salutation
« Name

e Degree

« Specialty—This field is required.

In the Professional Information section, complete the
following fields:

e« Phone

e Hours

o Office Address
o Office Manager
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5 In the Personal Information section, complete the following

optional fields:

Home Address

¢ Year Graduated
¢« School

« Spouse

« Birthday

6 Inthe Comments field, double-click <Add Comment> and
type a comment.

7  Click OK.

Setting Up Patient Flow Options

To set up Patient Flow options, click Maintenance/Set-up and
then select Patient Flow Options.

Setting Display Options
To set up the display options:

1 Open the Patient Flow Options window. The Display Opts
tab is displayed.

Patient Flow Options

%]

Display Opts T Locations TGeneraIDptionsT Check-In Msg Y Grid Setup TL\ghtBalDDtionsTWelcome Screen

Select display type and backaround image Refrech Digplay every
Staff - Phatographic Patiert - Photographic Patient - Mame Entr
o] arapl (o] arapl (o] y { [ & secons

O Patient - Non-Phaotographic Choose Backoround

) Staff - Test Based

.

Instructions for Primary Patient Check-in Screen

picture, please tell the receplionist that pou are here,

Ta check yourself in, mave the mouse until the arow is aver your picture, then press the left mouse button. IF you do not see your

To check vourself in, move the mouse until the arow is over pour name and appaintment, then press the left mouse button, 1F
rot gee your name and appointment, please tell the receptionist that you are here,

Instructions for Patient Yerification Pop-up Window
Plzase verify that the name displayed below iz the one vou selected. then move the mouse over ‘0K and press the left mouse
To select another name move the mouse over 'Cancel’ and click the left mouse buttan,

button

{ Instructions for page 2 of Patient-Mon-Phatographic Check, in
Diigplay Patients Starting from PFicture Size
& The Current Time - | 120 | Mirutes [E] Use Large Pictures (x10)
L Large Pictures are the same size a3 those used in the
O The Beginning of the Day chart. Only ten will be displayed

|
voude ]
|
|

7 o X e




In the Select display type and background image section,
select from the following options:

o Staff - Photographic Display—To check in and move
patients, click-and-drag the patient’s picture to the
appropriate location.

o Staff - Text-Based Display—To check in and move
patients, click-and-drag the patient's name to the
appropriate location.

« Patient - Photographic—\When patients check
themselves in on the lobby computer, they select their
picture.

« Patient - Non-Photographic—When patients check
themselves in on the lobby computer, they select the
letter that corresponds to their last name on the letter
keypad and then select from the list of names.

« Patient - Name Entry—\When patients check themselves
in on the lobby computer, they type their names on the
letter keypad or in the Enter your last name field, and
then click Sign In.

Click Choose Background and navigate to the folder
containing the background you want to be displayed on the
lobby computer. You can change the dimensions and color of
the background.

In the Refresh Display every field, select the number of
seconds to refresh the display. The default setting is 30, but it
is recommended that you set this field to 10.

In the Instructions sections, leave the default instructions or
type new instructions to be displayed in the Check-In
windows of the lobby computer.

6 In the Display Patients Starting from section, set when you
want patients to be displayed in the Patient -
Non-Photographic Check In window if they have not
checked in.

7 In the Picture Size section, select Use Large Pictures (x10)
if you want large pictures to be displayed in Patient and Staff
Check In windows.

8 Click OK.

Setting Location Options

To set up location options:

1 In the Patient Flow Options window, click the Locations tab.

Patient Flow Options
Display Dptions Locations T General Dptions T Check-n Msg T Grid Setup TLight Bar Options TWa\cﬂme Screen
Locations/Caolors Destination— ¢~ Schedule Dffices and Chairs
Mot here pet Buford ||,2,3‘4,5,s‘7,33‘m | -
Lobby Lobby Marcrass ||.2,3‘4,5,s‘7,33‘m |
| Deck | Dack Suwanee ||.2.:}‘4,5,s‘7,s,'1m |
Operatary Operatory williamsburg ||.2.3‘4,5,s‘7,s,'1m |
Kenash 12345673310
Out Deck Out Deck sosts | =]
] Atlant: 12345673310
Checkout Checkout e =]
ans T = e Jacksorwille |1.2.3‘4.5.s‘7.a.9‘10 |
Taymyr 12345678210 x
Cancelled Cancelled | |
Detrait |1.2.3‘4.5.s‘7.a.9‘10 |
i 12345578310
( Unszelect All ) ( Unszelect All ) White/alley | | ;I

2 Inthe Locations/Colors section, select the specific locations
that you want to include in the grid.

3 Use the drop-down arrows to select identifying colors for
each location.

4  Select the destinations you want to include in the grid.
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Note

The patient display
options lock patients
out of all functions
except checking in.

Note

The locations and
destinations are
displayed across the
top of the Patient Flow
grid.
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Note

Changes made on the
Grid Setup tab are
specific to each
workstation.

Note

It is recommended
that you set 10
seconds as the
Refresh time.

5 In the Schedule Offices and Chairs section, select the
offices you want to see in Patient Flow. Click the drop-down
arrows to select the number of chairs in each office.

6 Click OK.

Setting General Options

To set general options:

1 In the Patient Flow Options window, click the General Opts
tab.

Patient Flow Options

Display Dptions T Locations T General Opts T Check-n Msg T Giid Setup TLight Baar Options TWs\cUme Scieen

Patient Time Carstraints

Do Mot Allow Patient To Check In Ik
Patient iz Mirntes Early for Scheduled Appointment
Patient is Minutes Late for Scheduled Appoinment

Patient Time Caonstraints
Patient iz Early Mmules Before Scheduled Time

Patient is Late Minules After Scheduled Time
Patiert is a Mo-Show Mirutes After S cheduled Time

(Office Time Constraints
Office is behind if Scheduled Patients have to wait Mirutes or more

Office is behind if Un-Scheduled Patients [wWalk-ins] have to wait Mirutes or more
Office is behind if Un-Scheduled Patients [Emergencies) have to wait Minutes or maore

Wwaming information system
Set Flash Active Patient is E arly Patient 15 Mo Show
Office is Behind Patient is Late

[ Pt Checkout when patisnt moved to Checkout

{Autnmatcally load

[ Charting when patient moved to Operatary

[ Mew Patient Alert [vou must have speakers for this alert] ]

[ Alert Me when & New Patient Checks In Alert Sound: [ Browse | »
Appointment Types
[ MNew Patient Appt Types: | <Click to Edit > Iz” Emergency Appt Types: |<l:|ick to Edit> E“]

2 Set the patient time constraints.
3  Set the office time constraints.

4 In the Warning information system section, set the method
and parameters of warnings.

5 Set the remaining options.

6 Click OK.
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Setting Up Check-In Messages

Use the Check-In Msg tab to set up the following types of
messages:

+ Financial
¢ Promise Due
¢« Scheduled Procedure

Setting Up the Grid
To set up the grid:

1 In the Patient Flow Options window, click the Grid Setup
tab.

Patient Flow Options

Display Optiohs T Lacations T General Options T Check-n Mzg T Grid Setup TLightBaertmnsTWelcome Screen

Sample Patient Flow Grid

| Patient Name | Location | Here| &ppt Type | Ch|&pt T w|Check In |Status | Total| Doctar | it

(I}
“qrp# Jane Sample MotHere 1 Long 3u 3 1:189pm  1219pm Late 1 Dr.Otho  Sally

To Change The Order Of The Caluming, Drag The Column Ta The Mew Desired Location

Choose Fields To Display

Patient Mame Location Here Appt Type Ch Appt Time
Check In Status Total Doctor Assistant
Default Sort Order Mizc Options

Extend Columns Ta Fill Grid

Display appaointment by: (& appt Type O Procedure
[ Display Change Patient Location Information

Appt Time E‘ @ Ascending O Descending

[Heset Ta Defaults) (Ehange Grid Font )

5 X o

2 In the Sample Patient Flow Grid, you can click a column
header and change the size and order of the column.

3 Inthe Choose Fields to Display section, select the fields you
want to display in the Patient Flow window.

4 In the Default Sort Order, use the drop-down list to select
how you want to sort the grid.



8

In the Misc Options section, select the options you want.
To restore the default settings, click Restore to Defaults.
To change the font, style, and size, click Change Grid Font.
Click OK.

Setting Light Bar Options

To set Light Bar options:

1

In the Patient Flow Options window, click the Light Bar
Opts tab.

Patient Flow Options

Display Options T Locations T General Dptions T Check-n Msg T Grid Setup TLighl Bar Dpts | Welcome Screen

Light Bar Doctors [5 Max) Chair Setup (18 Max)

i T Mumber of chairs on Light Bar m
{ @L%w Doctor 2

Doctor

Ch Chair Hame [Double Click Ta Edit)

Chair 1

Doctor 3 Chair 2
Doctor 4 “edlow Chair 3
Dactor § Chair 4
Change Chair 5

Chair £
Chair 7
Chair 8
Chair 3

Bemaove

—m o | e =

0 Chair 10 ~|
‘ [ Do not display Light Bar on this workstation,
® Display full last name of patient on Light Bar
O Display only last initial of patient name on the Light Bar
/ oK x Cancel

In the Light Bar Doctors section, add, change, and remove
doctors. Double-click a doctor's name to change it;
double-click an assigned color to change it.

In the Chair Setup section, enter the amount of chairs to
display on the Light Bar. Double-click a chair to change it.

If you do not want to display the Light Bar, select the Do not
display Light Bar on this workstation option.

Select an option to display patient names on the Light Bar.

Click OK.

Adding Calendar Days Using Schedule
Maintenance

Most of the settings in the Schedule Maintenance window are
made when you are initially setting up the schedule; however, you
can use this window to add days to the schedule.

To add days to the schedule:

1 On the main menu, click the Maintenance/Set-up button and
select Schedule Maintenance. The Schedule Maintenance
window is displayed.

2 Click Add Days. The Add Calendar Days instruction
window is displayed.

3 Click the window. The calendar is displayed.

Add Calendar Days

Office Standards Doctor

12-7, 10Chair-15Min
August 2019

November 2019

Important

Days must be added to
the calendar before
appointments can be
scheduled on those
days.

Maintenance/Set-up

Note
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Use the Welcome Scrn
tab to type the greeting to
patients on the Welcome
Screen.

Important

The Light Bar Opts tab
is not available if you
do not use the Charting
module.
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4  Select an office, standard, and doctor using the drop-down
lists at the top of the window.

You can assign only one combination of location, standard,
and doctor at a time.

5 Select the days to which you want the standard to apply:

o To assign a standard to a calendar day, click the day.
When a day is selected, it is highlighted in blue.

o To assign a standard to multiple days, click the
corresponding letter of the day at the top of the month.
For example, to assign a specific standard to every
Wednesday in a specific month, click W at the top of the
month.

o To assign a standard to a specific day for all months
displayed in the Add Calendar Days window, click the
corresponding button on the Quick Click Bar. For
example, to assign a specific standard to all Fridays
displayed in the window, click F on the Quick Click Bar.

6 Click Assign.

7 Repeat this process until all calendar days are added.
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Changing Day Assignments

If you select a combination of office, standard, and doctor for days
on your schedule and you attempt to change one of these options
before clicking Assign, a message is displayed, alerting you that
you did not complete the process.

For example, if you select a standard, office, and doctor for a
number of days and try to select another doctor before clicking
Assign, the following message is displayed.

Add Calendar Days. L3 =
You are attempting to change the Standard when one o more days
I A have been selected.
Do you want te change the Standard that will be assigned to the days
you have already selected?
Click YES to change the standard for the days you have already
selected, then click ASSIGN to save the changes.
Click NO to preserve the current selections, then click ASSIGN to save
the changes.
=

You have two options:

e Click Yes to change the doctor for the days you have
selected and then click Assign.

e Click No to keep your original selections and then click
Assign.



Skill Sharpeners

Exercise 1—Add a Referral Source

Your office has mailed out flyers promoting your practice and
offering a free initial exam. How do you add the flyers as a referral
source in the software so you can track the potential business the
flyers generate?

To add a referral source:

1 Click the Maintenance/Set-up button and select Other
Referral Sources. The OrthoTrac Other Referral Lookup
window is displayed.

2 Click Add New. The Other Referral Sources window is
displayed.

3 In the Referral Type section, click Business.

4 Inthe Company field, type Free Initial Exam Flyers or
something similar.

5 Inthe Comment field, type any additional information; for
example, the month the flyers were mailed.

6 Click OK. You can now select Free Initial Exam Flyers as a
referral source when adding new patients or when running
referral reports.

Exercise 2—Add an Insurance Carrier and Attach the Carrier to
a Patient

You have added a patient who has an insurance carrier that is not
in your database. You must add the carrier to the software and
attach the carrier to the patient. How do you do this?

In this example, assume that your office processes claims
manually.

To add an insurance carrier to the software and attach the carrier
to a patient:

1 In the patient chart, click the Patient Information button. The
Patient Information window is displayed.

2  Double-click the responsible party name in the window at the
bottom of the Patient Information window. The Responsible
Party Information window is displayed.

3 Click in the Carrier field and click <Add>. The OrthoTrac
Carrier Lookup window is displayed.

4 Click Add New. The Carrier Maintenance window is
displayed.

5 In the Carrier Name field, type the name of the insurance
carrier.

6 Inthe Address field, double-click <Add Address> to display
the Edit Address window and type the address where the
claims should be sent.

7 Inthe Phone field, double-click <Add New Phone Number>
to display the Add Phone Number window and type the
carrier phone number, extension, and type.

8 In the Contact field, type the name of the contact person at
the insurance company.
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10

11

12

13

14

15

16

In the Release field, select either Signature on File or None
to indicate whether authority was granted to release patient
dental information to the insurance company.

In the Assign field, select an option to indicate the
assignment of benefits.

In the Employer field, do the following:

o Press Enter or double-click to display the OrthoTrac
Employer Lookup window.

o Type the employer name in the top field and press Enter.

o If the employer is already in the list, the name is
selected. Click OK to attach the employer to the
carrier.

o If the employer is not in the list, click Add New to
display the Add New Employer window and
complete the information.

In the Deductible field, enter the amount the patient must pay.

In the Max Amount field, enter the dollar amount of the
patient's maximum benefit (yearly or lifetime) minus the
deductible.

In the Group ID field, enter the unique identification number
for this insurance carrier/employer.

In the Percent field, enter the amount that the carrier pays; for
example, 50%.

In the Maximum Age field, enter the maximum age of a
patient for whom the insurance provides orthodontic benefits.
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17 In the Continuation of Treatment field, select an option from
the drop-down list. When generating continuation of
treatment claims, the date for the Description of Service is
determined by this setting.

You can select from the following options:

¢ None—Carrier does not require continuation of treatment
claims.

« Last Day of Month—Carrier accepts the last day of the
month.

« Banding Date—Carrier requires the date of banding.

« Range-—Carrier accepts the date you select or the first
day of the month. This is the default option.

«  Specific—Carrier requires the date on which the patient is
seen in the office.

18 In the Frequency field, select an option from the drop-down
list to indicate how often an insurance carrier requires a
continuation of treatment claim to be filed.

19 Use the Cont Tx Override field for carriers that require their
own code for continuation of treatment; otherwise, leave this
field blank.

20 In the Comments field, double-click <Add Comment> to
display the Add Comment window and type additional
information about a carrier, if necessary.

21 Click OK to close the Carrier Maintenance window.

22 Click OK to close the OrthoTrac Carrier Lookup window.



23

24

25

26

27

If the carrier you just added has assigned an Insured ID
number to the patient, click in the Carrier field and select the
name of the carrier. The Insurance Carrier window is
displayed.

Type the Insured ID number in the field and click OK.

Click OK to close the Responsible Party Information
window and add the carrier to the patient chart.

Click OK to close the Patient Information window.

Click the Patient Lookup button to close the patient chart
and select another patient.
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Lesson 3

Adding Patients

This lesson includes:

. Addmg New Patients File Options Special Maintenance
Patient Info T Fiesponsible Party 1 Y Fiesponsible Party 2
- Using Quick Add T — S —
= H Middle I:l Hgzistant Completion
Adding New Patients . R
. . . . . e[ Topz [No wpe Mode!
When adding a new patient, add information about the patient and Sssaion [ 5] ;:x mea‘::I
the responsible party, if the patient is not self-responsible. The e Race [Not Speciied_[=]] woms ]
fields displayed in red must be completed to add the record to the s ] Lerwase [Engis (nmicde]
datab Ehone|<Add Hew Phane Numbers ‘ Qentisl| ” |z||
atabase. ( Select Aeferrals J| ‘
. . . Addressl| ‘ HefarralDatel:l
Adding Patient Information 2 Commerts [ (A3 Commerts |
| |
. City, State Wedical Alert [<Add Medical Alert> |
To add a patient: 2 Code [ [Ttz ] Farily [<bdd Famiys [ =]] [ DatsbaseFidlds |
1 Click the Qpen Ratlgnt Chart button. The OrthoTrac Patient (@ o | Pienin)f 5 (K cwer | f{m
Lookup window is displayed. Open Patient Chart
2 Search for the name of the person you want to add, in case he 3 Inthe column on the left, complete as many fields as you can.
or she is already in the database. If you do not find the name Press Tab to move from field to field.
u§|ng th? Ioc?kup window, click Add New. The Patient Add 4 In the center column, use the drop-down lists to populate the
window is displayed. fields.

Depending on your office setup, some fields may not be
active. You must complete the Location, Status, and Sex
fields, displayed in red.
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Tip

When the referral is a
sibling that is an
existing patient, select
Patient instead of
Sibling. Then select
the name from the
patient record.

5 In the column on the right, complete the following fields:

Dentist—Type the name of the patient's dentist in the
Dentist field or use the drop-down list to select a name.

When you press Tab to move to another field, the
software asks if you want to assign the dentist as a
referral source. If not, click Select Referrals. The Patient
Referred by window is displayed.

Patient Referred by

@ Outside Doctor
Patient
Responsible Party
Sibling
Staff

Other Reference

[ oK H Cancel |

When you select the referral source, a lookup window is
displayed, which enables you to search for the name of
the referral. Select the name of the referral source. If the
name is not on the list, click Add New to add the name.

Referral Date—Enter the referral date in mm/dd/yy format.

Comments—Click <Add Comment>. The Add
Comment window is displayed.

Enter your comment and select whether you want to
acknowledge the comment after opening the patient’s
chart. Click OK to save the comment, or click Add to
enter another comment. The comment is displayed with a
blue background on the patient chart.

Medical Alert—Click <Add Medical Alert>. The Add
Medical Alert window is displayed.
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Enter the medical alert and select whether you want to
acknowledge the comment after opening the patient’s
chart. Click OK to save the alert and close the window, or
click Add to enter another medical alert. The comment is
displayed with a red background on the patient chart.

Family—Use the drop-down list and select Add Family.
The OrthoTrac Relative Lookup window is displayed.

Select the name of the relative you want to add and click
OK. The Set Family Relationship window is displayed.

Set Family Relationship

Patient iz Laurnie's -
Aunt -
Eirather

Laurie iz Patient's | Child =
Father
Grandfather
Grandmother

/ OH Guardian

Inzurance il

Select options from the drop-down lists to indicate how
the two are related. Click OK.

OR

If the name is not on the list, click Add New.



The Add Relative window is displayed.

General Information
Salutation Iw -
E\rst| ‘ Midd\e| ‘ Las;| |
Cammian | ‘ Tie | |
Personal Information
<Add Addiessr L
pddiess Language | English [Amenc:|z|
Phane <Add New Phone Number: | Sex
(&ﬂﬁa\utation] (“ oK ] [x Cancel ]

Complete the fields in the Add Relative window and click
OK. The Set Family Relationship window is displayed.

Set Family Relationship

Patiert i Lauris's -

Aurt
Brather
Laurie is Patient's | Child
Father

i Grandfather

Grandmother
“ OK Guardian
Insurance

-~

Select options from the drop-down lists to indicate how
the two are related. Click OK.

Using the Database Fields Function

The database fields function enables you to track patient-related
information that is not already tracked by the software, such as an
account balance, a hobby, the school attended, demographic
information, and so on. This information is reported in contact

experts.

To add patient interests to the patient chart:

1

Click Database Fields. The Database Fields window is
displayed.

Database Fields (S|
h -

Cuestion Arigwer Date

Femove ok x Cancel

Select the question type from the drop-down list in the

Question field and press Tab. The Answer field becomes

active.

Use the drop-down list in the Answer field to select an

answer, or select <Add New Option> to enter a new answer.

The Add Options window is displayed.

Type an answer in the field and click Next to enter additional

answers, or click OK to add the answer and close the
window.

Note

Adding a relative does
not make the family
member a patient, but
adds him or her to the
software for reference
purposes.
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5 Scroll to the bottom of the drop-down list to select the answer

you just added and press Tab. The Date field is populated

. . ) File Options Special Maintenance
with the current date, and you can select a new question, if . T RP 1 (Pamelal 1 RS
necessary_ Patient is Responsible Party Same Address Same Last Mame Same Home Phone
) Last Name Belationship
6 Click OK. . : -
Middle l:l |& Financialy P esponsible?
Common Bring Patient to Appointment
Using the Clear Button we ] e
If you have entered patient information in error, click Clear to B [T2E0e | Lanauage Englsh (hmericd =]
remove all of the information you have entered in the window. s Rl I |
Phane <Add New Phone Mumbery ‘ Receive Statement
. . Statement Delivery O Hal Q) Orline O Both
Using the Family Tree Button Fisk Cods ||
Address 1 ‘1‘\587 Reynalds Rd. \
. . . . .. 3 Insurance: [Select for Camiers] [
Click Family Tree to open the Show Family Tree window. This is \ |
. . . City, State Menlo, GA
a view-only window that enables you to see all of the family _
. . . . Zip Code ‘39731' | |Umited States E|| EnmmentS| |
members you have associated with this patient.
['@ Clear ][Qfami\y Tree] [/ oK ][x Cancel ]
ohn Samples | AsstEsther Washington | Lac: Morcross | 19wsBmas | F |  08/01/201910478M |

Adding Responsible Party Information

2  Type information and use the drop-down lists to select the

When you add a new patient, you must add at least one ) ) o ) )
demographic and financial information for the responsible

responsible party. You can add multiple responsible parties, if _
necessary. party:

« Patient is Responsible Party—Select this option if the
patient will be self-responsible. This fills in the patient
1 After completing the Patient tab, click the Responsible Party information in the responsible party fields.

1 tab or press Tab. The Patient Add— Responsible Party 1
window is displayed.

To add responsible party information:

e Same Address—Deselect this option if the responsible
party has a different address than the patient.

« Same Last Name—Deselect this option if the responsible
party has a different last name.

« Same Home Phone—Deselect this option if the
responsible party has a different home phone number.

» Insurance—Select from a list of insurance carriers for the
responsible party. If you enter more than one insurance
carrier, click <Rank Ins. Co.> to designate a primary and
secondary company.
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If necessary, click the Responsible Party 2 tab to add a
second responsible party. Select Options > Add Another
Responsible Party Page to add up to two additional pages.

Click OK. If you have configured the software so you can
assign patient numbers manually, the Next Patient Number
window is displayed. Enter the next patient number and click
OK. The patient chart is displayed.

If you have configured the software to assign a patient
number automatically, the patient chart is displayed.

Using Quick Add

The quick add feature is the most common method of adding a
patient. Available on the main menu, quick add is typically used to
set up appointments for new patients who are on the phone.

The search method used by the quick add feature depends on the
method you have selected to perform searches when scheduling.

To add a patient using the quick add feature:

1

On the main menu, click the Quick Add button. If you have
more than one location, the Schedule Office window is
displayed.

Select the appropriate office location. The Appointment
Search window is displayed.

[T R mn'-]’mw' INNTEN I &S AL
MO0 0z00=d/2

REITN
Foauly Lzv
JALER

L] t

Bl s .-.:-.j"zy,-,l_'ldJ i-}-j'iu-mme A L x La o

Select an available appointment time from the grid by clicking
it once.

Click one of the buttons at the bottom of the window:

« Statistics
e View Day
e Schedule
e Options

In the Patient Add window, type the patient information,
pressing Tab to move from field to field.

Tip

Use the data in the
center of the window
and the bar graph at
the bottom of the
window to gauge how
busy your office is on a
particular day.

i3

Quick Add
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6 Click OK. The Appointment Details window is displayed.
OR

If the OrthoTrac Patient Lookup window is displayed, type
the name of the new patient to confirm that the patient is not
already in the software. If the patient is not in the list, click Add
New to display the Patient Add window and enter the patient
information, pressing Tab to move from field to field.

Click OK. The Appointment Details window is displayed.

Date ITEIPAE Time [egp=]
Eh-airu Type H"'i'-:?
Cararment _
o

7 Click OK.
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Skill Sharpener

Exercise 1—Add a New Patient

A new patient comes to your office. You want to create a record
and add the necessary information about the patient.

To add a patient:

1 Click the Open Patient Chart button. The OrthoTrac Patient
Lookup window is displayed.

2  Search for the name of the person you want to add, in case he
or she is already in the database. If you do not find the name
using the lookup window, click Add New. The Patient Add
window is displayed.

3 In the column on the left, complete as many patient
demographic fields as you can. Press Tab to move from field
to field.

4 In the center column, use the drop-down lists to populate the
fields.

5 In the column on the right, complete the following fields:

o Dentist-Type the name or use the drop-down list to
select a dentist's name.

o Referral Date—Enter the referral date in mm/dd/yy format.

o Comments—Click <Add Comment> or press Enter
when <Add Comment> is selected. The Add Comment
window is displayed.

o Medical Alert—Click <Add Medical Alert>. The Add
Medical Alert window is displayed.

o Family—Use the drop-down list and select Add Family.
The OrthoTrac Relative Lookup window is displayed.

¢ Select the name of the relative you want to add and
click OK. The Set Family Relationship window is
displayed.

e Select options from the drop-down lists to indicate
how the two are related. Click OK.

OR

« If the name is not on the list, click Add New. The Add
Relative window is displayed.

e Complete the fields in the Add Relative window and
click OK. The Set Family Relationship window is
displayed.

e Select options from the drop-down lists to indicate
how the two are related. Click OK.
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Lesson 4

Changing Patient Information

This lesson includes: To add details to the Patient Information window:

e Updating Patient Information 1 To update information, click in a field and type the new
) . ) information or use a drop-down list to select an option.
» Ranking Responsible Parties

2  Use the Family Members panel at the bottom of the window

e Adding Responsible Parties and Linking Relatives to:

Updating Patient Information e Add or delete responsible parties and relatives.

e View and update responsible party and relative @
information.

To access the Patient Information window, on the main menu,
click the Open Patient Chart button, or in a patient’s chart, click
the Patient Information button. 3 Click OK.

Open Patient Chart

File Functions Reports

Ranking Responsible Parties

.
a5k F 01/17/2000 (19 yrs 6 mos)
mere.quagiats@csdental.com

3o, Patien tarormation Scan Documan. Diecard Chanass Savs Changes When you add a patient to the software, you must add at least one Eafgsr:tation
e [[35522_] e . Elot () Somples O] =i G F| responsible party for that patient, but you can add several, if
770 7324523 L Status| Tx - Ful [ 9 Magnola Hwy.
Shons e o e ners  m o e caeo The soft ks th ibl ties in the ord
v Aty i B necessary. The software ranks the responsible parties in the order

Location | Norcross

oo sorols Referred By ——————————td et that you enter them; for example, the first person you enter is 1,

) 57 49th Ct.
Address| Atlanta, GA 30399

[l

£l [nara. quagliata@csdental.com

Azsistant

irthday [01/17/2000 yrs 6 mos . .
M ] e BT the second is 2, and so on. To change the order of responsible
wce[Notspectied ] . .

T e g o) B e fo—————————— feteaue parties, use the ranking feature.

ase Montorng | Ful Treatment |
revien [09718]2018 ] st Comp [B4]10/2030__ | Check-in Msg

Qtavt‘nlﬂﬂlﬂﬂlé _” Completn ‘ns/n/zmg _ﬂ Norts P

latex allergy

hotes No Patients Referred by Elli

Refer Patient

summer camps |

Lab|

bifasciular block
est.

Comments Add Comment
MOM CELL # 7064746453
Ins

|Alert

Family Members £ Fancial Ranking Add Fomiy Memper D2 tabase Fields—————————— Add Field
Mrs. Laura Abbott Aunt Home 645-0486 e fﬂﬁm :‘: ':I;(:"D‘ s:ﬁ;;sg ;
Acordia/Phyamerica Corp 3rd Ins Insurance 770 024-6211 o e e
M. Frederick Abbott Aunt Home 404 130-5483 RZnee
Audrey Samples Aunt Home 404 520-3696
Acordia Nationa/Royal Te 2ndIns Insurance 770 024-6211
Ms. Robert Samples Parent Primary R mara.quaglata@csdental.co Cel 770 7324523
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To rank responsible parties:

1 In the patient chart, click the Patient Information button to
display the Patient Information window. The Family
Members section is displayed.

Family Members Edit Financial Ranking Add Family Member
Mister Patient Father Home 706 641-1214 b

Ms. Marsha Patient Mother Primary RP Home 404 235-9505 b
Patti Patient Sister Home 404 235-9505 b
Pammi Patient Sister b

2 Click Edit Financial Ranking. The Edit Financial Ranking
window is displayed.

Edit Financial Ranking n

Laura Abbott NonFin RP
Frederick Abbott NonFin RP
Audrey Samples MNonFin RP
Robert Samples Primary RP
Mary Smich 2nd RP

oK I Cancel |

3 Click a name and select from the drop-down list.

4  Click OK.

Adding Responsible Parties and Linking
Relatives

If you need to add additional responsible parties to a patient chart,
link family members, or add family members for reference or
reporting purposes, click Add Family Member.
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Adding Responsible Parties

To add a responsible party:

1 In the patient chart, click the Patient Information button to
display the Patient Information window.

2 Click Add Family Member. The Add Family Member
window is displayed.

3 Select Responsible Party and click OK. The OrthoTrac
Responsible Party Lookup window is displayed.

4  Search the list for the name you want to add and click OK.

OR

If the name is not in the list, click Add New.

The Add Responsible Party window is displayed.

First | | Middle | | Last |

Common |

Pergonal Information

<hAdd Address> Language | English [&merican]  [+]
Address
<idd Mew Phone Mumbers Sen
Phone

Comments | <Add Comment> |

[--’I jﬁalutatinn} {/ oK ] [x Cancel ]




9

Complete the information in the window.

To enter a customized salutation, click Salutation. The
Custom Salutations window is displayed. Enter a Formal
and Informal salutation in the fields. Click OK.

Click OK. The Responsible Party Information window is
displayed.

ponsible Party Information

Mame ‘Audrey Samples ||
Phone 404 520-3696 HO | Lengu=ge | English (American)
- <Add New Phone Number> 5]
Relationship | Aunt
t‘:l‘:l"55|Mamn, GA 30164 | - SEEErS | None [=]
& 4 pmmplezgymatcam R
Birthday [11/28/1961 |57 yrs 8 mos stmt Delivery © Mail & Oriline O Both
ECIFEEEEEEEEI| Ger\dgr Carrier | Acordia National =1
Risk Code | | tatecna[ 10.00 Financial Resp
Comments Add Comment
Statement
[ |
oK cancel

Select the Relationship for the family member. The
Financially Resp field defaults to No, as long as one
responsible party is already financially responsible.

Use the buttons at the bottom of the window to enter specific
information for this responsible party.

Click OK.

Adding Relatives

To add a relative:

In the patient chart, click the Patient Information button to
display the Patient Information window.

Click Add Family Member. The Add Family Member
window is displayed.

Select Relative and click OK. The OrthoTrac Relative
Lookup window is displayed.

Search the list for the name you want to add and click OK.

OR

If the name is not in the list, click Add New. The Add Relative
window is displayed.

General Information
S alutation Iw vl
First | | Middle| | Laszt | |
Comman | | Title | |
Personal Information
<Add Addiess L
Address Language | Englizh [&meric. Iz‘
Phone |<Add Mew Phone Number: | Sey
(@ﬂﬁalutation] [“ oK ] [x Cancel j

Complete the fields in the window and click OK. The
View/Change Relative window is displayed.

lzme | Pamela Samples
adtress oy E?“;éd;ﬁd- Lznauage |Englsh (American) [+]
Adress Menlo,
404 641-1214 HO
Phone | <Add New Phone Number> Gender

oK Cancel

Note

If you need to add
additional insurance
companies to a patient
chart or need to rank
insurance companies,
select the company or
<Rank Ins. Co.> from
the Carrier field.
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Note

Adding a family
member using this
method does not make
the family member a
patient, but adds him
or her to the software
for reference
purposes.

6 Use the drop-down list in the Relationship field to select the
relationship for this relative.

7 Click OK.

Viewing/Editing Responsible Party or Relative
Information

To view or edit the personal information for a responsible party or
relative:

1 Click the name of the person in the Family Members panel
whose information you want to view.

2 Edit or view the information, and click OK.

Adding Referrals

The Patient Referrals window contains information about the
patient's doctor, the referring doctor, doctors to whom the patient
has been referred, and patients that have been referred to your
practice by the patient.

To enter referral information for a patient:

1 Click Add Referral. The Patient Referral by window is
displayed.

(= Outside Doctor

O Patient

O Responsible Party
O Sibling

O staff

O Other Reference

oK | Cancel
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2  Select the type of referral and click OK. Depending on the
type of referral you select, a lookup window is displayed,
enabling you to select the referral source from the list. If the
referral is not on the list, you can add the referral.

3 Click OK.

Using the Database Button

If you need to view or edit the patient’s interests—for example,
schools, sports, or hobbies—in the Database Fields area, click
Add Field. The Database Fields section is displayed.



Skill Sharpeners

Exercise 1—Add a Family Member
You want to add information about a patient’s family member for
reference purposes.

To add a family member:

1 In the patient’s chart, click the Patient Information button.
The Patient Information window is displayed.

2 Click Add Family Member. The Add Family Member
window is displayed.

3 Click Relative and OK. The OrthoTrac Family Lookup
window is displayed.

4  Click Add New. The Add Relative window is displayed.

5 Type the name, address, zip code, and relationship and click
OK.

6 Click OK.

Exercise 2—Add a Responsible Party

A patient's mother, who has been the responsible party, calls your
office to say that she will no longer be paying for her son's
treatment and that the child’s grandmother is taking over the
payments. How do you add the patient’s grandmother as a
responsible party?

To add a responsible party to a patient record:

1 In the patient chart, click the Patient Information button. The
Patient Information window is displayed.

2 Click Add Family Member. The Add Family Member
window is displayed.

10

11

12

13

Select Responsible Party and click OK. The OrthoTrac
Responsible Party Lookup window is displayed.

Search the list for the name you want to add and click OK. If
the name is not on the list, click Add New. The Add
Responsible Party window is displayed.

Complete the information in the window. Click OK. The
Responsible Party Information window is displayed.

In the Relationship field, select the responsible party's
relationship to the patient.

In the Send Letters field, select the types of letters that
should be sent to this responsible party.

In the Recv Stmt field, select Yes, so this responsible party
receives a statement.

In the Carrier field, select the responsible party's insurance
carrier, if applicable.

In the Financial Resp field, select Yes.

Complete the Risk Code, Late Chg, and Discount fields if
your office uses these features.

Use the buttons at the bottom of the window to enter
additional information for this responsible party.

Click OK.
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Exercise 3—Change the Address of the Responsible Party

A patient’s mother calls to tell you that she has had a change of

address. The woman is the responsible party for her son, and the

change of address affects her son as well. What do you need to

do to update the responsible party information?

To change the information for a responsible party:

1

On the main menu, click the Open Patient Chart button. The
OrthoTrac Patient Lookup window is displayed.

Type the patient’'s name and click OK. The patient’'s name is
selected, and the chart is displayed.

In the Family Members panel at the bottom of the window,
click the responsible party name. The Responsible Party
Information window is displayed.

Double-click in the Address field. The Edit Address window
is displayed, and the existing address information is selected.

Type the new information and click OK. The Change Address
message window is displayed.

Click Yes and OK.
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Lesson 5

Scheduling Appointments

This lesson includes:

Scheduling Appointments from the Patient Chart 3 Click the Schedule Appointment button. The Appointment
Summary window is displayed.

e Scheduling Appointments from the Main Menu

Ell Schedule
: Appointment

File Functions Reparts

e Scheduling Sibling Appointments

mara. quadiiata@csdental.com

® CanCe | n g Ap po | ntments J% Appointments Schedule Appointment
" @ 15 Schectued I S T T [ N N T | &
. . . . . Thu 10f31/2013 03:30 PM chr S ADJUST 3U 60min (4. Buford whitt 1. Samples a0 commernt bd
e Changing Patient Appointments Using the Clipboard O comeied s e U, pon et 1+ e
O 35 Changed Fri 11/01/2018 12:00 PM chr 5 Adjustment 3 ne 45min (3u) Buford Samples 3. Samples g comment 3
Oe3caceled | O select proceciures
° 1 | O 12 Mo sh Fi 11/15/2010 12:00PM chrl  LONGEU gamin 6wy Buford Samples ). Samples  add comment b3
Usin g Cut and Paste Schedulin g o 5 . "™ a Bord Upper Arch, Band Upper Arch, Financial Paperwork
2 R
e Wed 01f23/2020 01:15 PM chr 2 LONG 6U 90min (6L Buford Samples 1. Samples a0 commernt XJ
. o select procedures
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Schedule Treatment Appointment

To schedule an appointment from a patient's chart:

(i)

; : Open Patient
2 Select a patient and click OK. Chart

1 Click the Open Patient Chart button. The OrthoTrac Patient
Lookup window is displayed.

OrthoTrac Practice Management Software Initial Training Workbook (OR250-15) 35 of 50



Click Schedule Appointment. The View Schedule window
is displayed.
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Add Rocal

For practices with multiple locations, select the offices you
want to display from the Schedule Offices standard.

Select the doctors who are available to see the patient from
the Schedule Doctors standard.

To include all available appointment times in your search, skip
to step #8. Otherwise, select one of the following time
intervals from the Find Appointments standard:

e 4w-Display appointments that are available four weeks
from now.

« 6w-Display appointments that are available six weeks
from now.
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10

11

o 8w-Display appointments that are available eight weeks
from now.

o 10w-Display appointments that are available ten weeks
from now.

Select an appointment type or procedure code from the Find
Appointments standard. A list of available appointment times
is displayed.

To refine your selections, click Edit Settings. The Searching
for window is displayed.

Select from these fields:

« Search these dates

« Between these times
e Onthese days

e Inthese chairs

« Search open slots

Click Start Searching. A list of available times is displayed
based on the criteria.

Odtober 2012

owso s 0wz |[ovo0 s |[amaomn | [mas s | [owao s | [omo ez | 1030 s |[[s030 | [svow s | [sos | saseoms | [ aasooma | [ ooz | [ aooooms || ozamez | [‘onan

oxsom || ansomn | ocaomun | sesomun | [ seaeomn | [oxamn | [sunon

w0 s 0090 202 |[ovm0 o | [ cso iz | soan s || soau i || sisn s || saos || asiows || Gasomms || aasomz || saooms || osavmes | onaa

2 | [onm ua | [onva oz | 1030 v | 030 ez | uso s | [ nsons | [ czsomma | [ o | [aname || saso pwa | oz || mae e

axsoom | oo | octoms | o | [ouaoma | [oumsmn

ouo i |[owo0 nuz |[ovan s | [ aomm |[masaun | onzs s | omvo | s030 s |[[s030 vz | 100 s | [sos [ sasewa | o || ssorwa | asonmw || manmea [ mvaa

oo |[aasomn | oeaomn | [ cesomws | [eacomn | [osanpns | [osamma

onso s |[onooauz |[ovon s |[anmmn |[szsmw | oezsmus | [omo | “ro30 s || rom myz | 100 s | [ sos | ezseomn || mcommun || ooz |[esonows || omamez [ osan o

oo || oo | ocsomn | cetamun | | seaeown | [ osanoma | [oscnoma




12 Click an appointment time.

The appointment information is displayed, including the
patient name, the date, time, chair, type, time units, and any
associated comments. In this window, you can:

o Select the color of the appointment
o Select the procedures associated with the appointment
e Access the OrthoTrac Patient Lookup window

» View sibling appointments

Confirming Appointments

To confirm a patient appointment:

1

In a patient chart, select Functions > Schedule
Appointment. The Appointment Summary view is
displayed.

Click next to the appointment you want to confirm. The
Confirm Appointment window is displayed.

After calling the patient to confirm the appointment, click
<click to add note>. Type a comment in the window and
press Enter. The Confirm Appointment window closes.

4  If you need to change a confirmed appointment back to
unconfirmed, click next to the appointment again to display
the Confirm Appointment window. Deselect Mark
Appointment as Confirmed.

Scheduling Appointments from the Main
Menu

To schedule an appointment from the main menu:

1 Click the Schedule Appointment button. The View
Schedule window is displayed.

2  You can use the panes to the left of the calendar to find an
appointment time based on specific criteria. In this window,
the following panes are available:

+ Schedule Offices
+ Schedule Doctors
e Find Appointments

OR

You can click a doctor's name on a specific date on the
calendar and access the schedule book in View or Zoom
mode.

3 Click an appointment in the schedule book. The OrthoTrac
Patient Lookup window is displayed.

4  Select a patient and click OK. The appointment information is
displayed, including the name, date, time, chair, type, time
units, and any comments.

In this window, you can:

« Select the color of the appointment

e Select the procedures associated with this appointment
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Schedule
Appointment

e Access the OrthoTrac Patient Lookup window
e View sibling appointments

5 Click OK. The appointment is scheduled.

Scheduling Sibling Appointments

To schedule an appointment for a sibling without opening the
sibling’s chart:

1 Schedule an appointment for the first patient using the View
or Zoom view.

2  While still in the Schedule window in the patient chart, click
an appointment type or chair. The Appointment Details
window is displayed.

3 Click Sibling. The Sibling Appointments window is
displayed.

Note: To use the Sibling button, siblings must first be linked
in the Patient Info section of the patient chart.

4  Select the sibling and click OK. The sibling name is displayed
in the Appointment Details window, along with the
appointment type you selected.

5 Click OK.

Canceling Appointments

To cancel a patient appointment:

1 In the patient chart, click the Schedule Appointment button.
The Appointment Summary window is displayed.

2 In the Appointments section, click the red X next to the
appointment you want to delete. The Cancel Appointment
window is displayed.
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3 Select an option button to identify who is canceling the
appointment.

4 Deselect Copy Appointment to Clipboard and click OK.

Changing Patient Appointments Using the
Clipboard

To change a patient’s appointment, you can click-and-drag the
appointment to the clipboard. There are two ways to move
appointments to the clipboard:

e Ina patient chart
e Inthe View or Zoom display of the schedule

To change a patient appointment in the patient chart using the
clipboard:

1 In the patient chart, click Schedule Appointment. The
Appointment Summary window is displayed.

2 In the Appointments section, click the red X next to the
appointment you want to change. The Cancel Appointment
window is displayed.

Cancel Appointment
Adjustment 30 min. Wed 09/29/2021 09:50 AM

This appointment is being changed

®bypPatient  Oby oficc  Odue to error

Copy appointment to clipboard
copyl

oK Cancel




If you have selected the Default Clipboard Open option in
Schedule Maintenance, the Copy Appointment to
Clipboard option is selected, and the appointment is placed
on the clipboard, or you can select Copy Appointment to
Clipboard.

Select an option to identify why the change is being made and
click OK. The Schedule Calendar is displayed.

Click the name of the doctor and the date. The View or Zoom
mode is displayed with the appointment information on the
clipboard.
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Add Recall

7

Click-and-drag the appointment information from the
clipboard to the new appointment time and chair. The
Appointment Details window is displayed.

Charlie Brown
(@) was 09/25/2021 no last appt no tCard info

Date (ng/20/2021 Time (02:20 PM

Chair |1 Iype Unu

Comment

Procedures ‘SDD |
| H

Date |09/29/2021 Time |09:50aM

&

Chair |3 Type |ADI3 Units |3

Comment

Procedures |s00

This appointment is being changed
®) by Patient ) by Office () due to error

I oK Cancel

The Was option is automatically selected, and the window
shows details of the original appointment you are changing.

Click Paste. The appointment information is transferred into
the new appointment.

Click OK.

To change an appointment from the View or Zoom display:

Click the Schedule Appointment button. The View
Schedule window is displayed.

Select the location, doctor, and specific day. The View or
Zoom view of the day is displayed.

Find the appointment you want to change. Click-and-drag the
appointment to the clipboard. The appointment you are
changing is displayed in gray.
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Note

If the appointment type
in the upper section of
the Appointment
Details window differs
from the appointment
type in the lower
section, you must have
Override Pre-Block
security permission to
transfer information.

4  Select the new day in the schedule. Click-and-drag the
appointment from the clipboard into the new appointment
time. The Appointment Details window is displayed.

The Was option is automatically selected, and the window
shows details of the original appointment.

5 Select a reason to indicate why the appointment is being
changed.

6 Click Paste. The appointment information is transferred into
the new appointment.

If the appointment change is within the same day, you can drag
the appointment directly from the current time into the new time
and chair.

Using Cut and Paste Scheduling

The Appointment Details window enables you to quickly transfer
information from an existing appointment to the appointment you

are scheduling by using a feature called cut-and-paste scheduling.

Information can be transferred from the patient’s last missed
appointment, from the patient’s next Charting appointment, from
the treatment plan, or when changing an appointment.

Transferring Information from a Missed
Appointment

To transfer information from a patient’'s most recent missed
appointment:

1 Click an appointment slot in the Schedule window in the View
or Zoom mode.

2 In the patient's Appointment Details window, click Last.
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3 Click Paste. The appointment information is transferred to the
new appointment.

4  Make any changes to the new appointment information.

5 Click OK.

Transferring Information from the Treatment Card

To transfer information from the Next Appointment section of the
treatment card:

1 Click Schedule Appointment. The View Schedule window
is displayed.

2  Select an appointment time. The appointment information is
displayed, including the name, date, time, chair, type, time
units, and any comments.

3 Select the Charting option. The window expands, showing
the details of the Next Appointment section of the patient's
treatment card.

4 Click Paste. The appointment information is transferred to the
new appointment.

5 Make any necessary changes to the new appointment
information.

6 Click OK to schedule the appointment. The software asks if
you would like to clear this information from Charting. Click
No if you would like to save the next appointment information
in Charting to view at the next visit.

7 Click Close twice.



Transferring Information from a Treatment Plan

To transfer appointment information for the next treatment plan
appointment:

1 Begin scheduling an appointment by clicking Schedule
Appointment. The View Schedule window is displayed.

2 In the TxPlan Detail standard, the procedure information for
the next appointment is displayed. Click Find Appointment.
The View Schedule window displays a list of appointment
times corresponding to the procedure type. Select an
appointment time. The appointment information is displayed,
including the name, date, time, chair, type, time units, and any
comments.

3 Select the TxPlan option. The window expands, showing the
details of the Next Appointment section of the patient’s
treatment card.

4 Click Paste.
5 Click OK.

6 Click Close twice.

Rescheduling Two Appointments

To reschedule and transfer information from two appointments:

1 Cancel both appointments; then open the Schedule window
in View or Zoom mode.

2 To reschedule the first appointment, click Last. See
“Transferring Information from a Missed Appointment” on
page 40 for more information.

3 To reschedule the second appointment, click Was. See
“Changing Patient Appointments Using the Clipboard” on
page 38 for more information.

Scheduling Recalls

The recall feature enables you to track patients who are not due
back in your office for several months or a year. Recalls are also
used for patients who need the first available appointment or
patients who missed an appointment and need to reschedule.

Recall appointments are not real appointments; you do not see
them on your schedule appointment book. The recall function lets
you create a computerized tickler file to help you keep track of
your recall patients. Then you can produce a list, labels, or recall
cards for a specific month so that you can contact your recall
patients.

To schedule a patient recall:

1 In the patient chart, click the Schedule Appointment button
and then click Schedule Appointment. The View Schedule
window is displayed, showing the Recalls standard.

FPam Brock 1%:
== Siblings
<Mone>

Recalls 10f1 A

4/2013
O IMonths O B Months
O 12 Months O Other
O Alpha
Type:

Camment:

Add Recall

2  Select a time option or Alpha. Enter a type and a comment,
and then click Add Recall.

The Alpha and Type fields allow up to four alphanumeric
characters; the Comment field is limited to 30 characters.

3 Close the View Schedule window.
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Note

Recalls can be
scheduled only from
the patient chart and
can be automatically
scheduled when you
run the NoShow

report.
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4  Select the Recalls option. The recall appointments are listed.
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Using Scheduling Reports

Several reports help you track scheduled appointments. The
following scheduling reports are available:

e Available Appointments

o Scheduled Appointments

o Daily Schedule-List Format and Schedule Format

o Daily Collections

e« NoShow

o Future Procedures

e Recall reports (Recall Labels, Recall List, Recall Cards)

Available Appointments

The Available Appointments report generates a list of appointment
types available on a day or range of days and includes the doctor's
name and office. You can search for all appointment types or
specific appointment types, and you can run the report for all
offices or a specific office. This report enables you to monitor
productivity from day to day and displays the openings in your
schedule.
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Scheduled Appointments

The Scheduled Appointments report generates a list of
appointments for a day or a range of days. Included on the report
are the appointment date, appointment type, chair, units, patient
name, type, and status. The report can be filtered for all
appointment types or specific appointment types.

Daily Schedule—List Format

The List Format report generates a list of patients who have an
appointment on the date entered. The List Format report prints by
office, with the doctor’s name printed in the upper-right section.
You can print a report for one date or a range of dates and can
sort the report by patient number, patient name, or appointment
time. You can also have the patient number or appointment time
print in the first column of the report. Messages and comments
are printed at the bottom of the report, as well as indicators for
progress reviews due, and whether the appointment was
confirmed.

You can also print the report for a specific chair, include the model
number for the patient, and add the patient's office location to the
report.

Daily Schedule—Schedule Format

The Schedule Format report replicates the grid format of the day
for the dates selected. The Schedule Format report prints by
office, with the doctor's name printed in the upper-right section.
You can print a schedule for one date or a range of dates and
include the patient'’s first name, common name, snapshot, phone
number, and messages. You can also include the appointment
type or primary procedure type. The schedule can be printed in
color.



Daily Collections

The Daily Collections report generates a list of patients scheduled
on a particular date or range of dates with their balances. You can
include all accounts, all non-zero, credit balance, and 30+, 60+,
or 90+ days on the report. You should run this report before
patients arrive.

NoShow Report

The NoShow report generates a list of patients who did not show
up for their appointments. To archive schedule days from the
calendar, the report should be run for each day, at the end of the
day, or on the morning of the next day. The report archives
no-shows and puts no-show patients on the recall list.

Printing the NoShow Report and Archiving the Day

When you print the NoShow report, the patient’s appointment is
changed from Scheduled to No Show in the Appointment
Summary window, schedule statistics are updated, and the day is
archived.

To print the NoShow report and archive the day:

1 At the end of the day, select Reports > Schedule > NoShow
Report. The No-Show Report window is displayed.

2 Type the date for which you want to run the report and select
the report options.

38 Click Print. The software displays a message, asking if you
want to print days with zero no-shows. Click Yes or No. The
No-Show Report window is displayed.

4  Select from the following options:

o Post No-Show Letters—Select this option to specify a
no-show letter to post or to cancel posting the letter for
each patient.

o Archive Patient Flow Totals—Ensure that this option is
selected so Patient Flow totals are updated.

e Put Patients on “NSHW” Recall List—Select this option
to store the patient information on the NSHW Alpha
Recall list.

5 Click Yes to archive the selected dates and finish running the
report.

6 Select the No-Show letter you want to post for each patient.
To send a recall letter, select No-Show-1; to send a stronger
letter, select No-Show-2. If you do not want to post a letter for
a particular patient, click Cancel.

7  Click OK.

Future Procedures

The Future Procedures report generates a list of procedures that
are linked to appointment codes for future days on the schedule.
You can include all procedures or selected procedures, and sort
the list by procedure or in chronological order.

You can use this report to keep assistants and doctors informed
about upcoming procedures for a single day or future date. The
report includes a summary page that enables the doctor to track
the totals on certain procedures for a specific period of time. You
can also use this report to help in maintaining inventory, as you
can determine how many bandings, appliance deliveries, and so
on, are scheduled for the future and order supplies accordingly.

Note

You cannot run the
NoShow report if you
have future
appointments
remaining on the
schedule for the day.
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Note

Open recalls are
recalls in previous
months that have not
been canceled.

Note

You must use Avery
5161 double-column
laser printer labels.

Recall Reports

Recall reports enable you to print a list of patients with recalls in a

specific month and year or with a specific alpha recall code. You

can also print labels or recall cards for these patients.

Printing the Recall List

To print the recall list:

1

Select Reports > Schedule > Recall List. The Print Recall
List window is displayed.

¥ Print Recall List

Location

(& All Locations

Recall Date
(& Monthear 08/2019
O Include Open Recalls © Speciiic Lacation

O Aipha [Dulth =
O Al Alpha Recalls

Recall Type
® Al Fecall Types
{3 Specific Recal Type

& Al Doctors
Q Specific Doctar
[ vicki Allen ]

O Include Address

[[.Y:H

[x Cancel ]

In the Recall Date section, select an option:

o Select Month/Year and type the month and year for
which you want to print a recall list. Select Include Open
Recalls, if appropriate.

o Select Alpha and type the alpha code for which you want
to print a recall list.

o Select All Alpha Recalls to print a recall list for all alpha
recalls.
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In the Location section, select all locations or a specific
location.

In the Recall Type section, select all recall types or a specific
recall type.

Select Include Addresses to print addresses on the report.
In the Doctor section, select all doctors or a specific doctor.

Click Print.

Printing Recall Labels

Use the recall labels function to print labels for pre-printed recall

cards.

To print recall labels:

1

Select Reports > Schedule > Recall Labels. The Recall
Mailing Labels window is displayed.

In the Recall Date section, the Month/Year option is selected
by default. Type the month and year for which you want to
print recall labels, or select Alpha and type the alpha code for
which you want to print recall labels.

In the Recall Type section, select whether to print labels for all
recall types or a specific recall type.

In the Location section, select whether to print labels for all
locations or a specific location.

In the Doctor section, select whether to print labels for
patients of all doctors or a specific doctor.

Click OK.



Printing Recall Cards 6 Click OK. The Recall Cards Messages window is displayed.

You can print recall cards for patients with recalls in a specific _

month and year or a specific alpha recall code.
[Duiuth =]
Culuth

1111 wilkerzon Road

Duluth, GA 30042
770 6221111

To print recall cards:

1 On the main menu, select Reports > Schedule > Recall

Cards. The Recall Cards window is displayed.

BIRTHDAY
Drental Information
Mezzage #1
bl Add New Meszage #2
Recall Type [ i
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QO Alpha O Specific Recall Type: [ [ ;
. . Bemave
[ Restart Happy Happy Birthday <<PatientFirsth ames »|
Doctor
® Al Lacations & Al Daoctars - [
x Cancel ]
QO Specific Location O Specific Doctar
Duluth Wicki Al .
[Dui ] [viekien ] 7 Inthe Messages section, select a recall message. The text for

the recall message is displayed at the bottom of the
Messages section.

[/ oK ] [x cance|]

In the Recall Date section, the Month/Year option is selected
by default. Type the month and year for which you want to
generate recall cards, or select Alpha and type the alpha
code for which you want to print recall cards.

In the Recall Type section, select whether to print cards for all
recall types or a specific recall type.

In the Location section, select whether to print cards for all
locations or a specific location.

In the Doctor section, select whether to print cards for
patients of all doctors or a specific doctor.

8 Click OK. The Print Setup window is displayed. Select the
printer on which you want to print recall cards, verify the
printer settings, and click OK.

Creating Recall Card Messages

Two default recall card messages are included in the software, but
you can create your own messages.

To create a recall card message:

1 In the Recall Cards Messages window, select Add New. The
Add Recall Card Message window is displayed.

2 In the Message Name field, type the name for the new
message.
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Note

The maximum length
for a recall message is
255 characters.

3 In the Message Text field, type the text you want to print on
the recall cards. You can include merge fields in your
message to insert patient information automatically. A list of
merge fields can be found in the online help at Help >
OrthoTrac Help > Recall Card Merge Fields.

4  Click OK.

Editing Recall Card Messages

To edit a recall card message:

1 In the Recall Cards Messages window, select the message
you want to edit and click Change. The Change Recall Card
Message window is displayed.

2 Inthe Message Text field, edit the text.
3 Click OK.

Restarting Recall Card Printing After a Printer Jam

If you are printing recall cards and your printer jams or runs out of
cards, you do not have to reprint the entire list of patients.

To continue printing:

1 On the main menu, select Reports > Schedule > Recall
Cards. The Recall Cards window is displayed.

2  Select the Restart option and type the first five characters of
the last name printed on the last good card.

3 Click OK.
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Using the Future Procedures Report

The Future Procedures report produces a list of procedures that
are linked to appointment codes for future days on the schedule.
You can use this report to keep doctors and assistants informed
about upcoming procedures.

The report includes a summary page that enables the doctor to
track the totals on certain procedures for a specific period of time.

To print the Future Procedures report:

1 Select Reports > Schedule > Future Procedures. The Print
Future Procedures window is displayed.

2 Type a start date and an end date for the report.
3 Select All Procedures or Selected Procedures.

If you chose Selected Procedures, the Procedures window is
displayed. Select procedures on the left side of the window,
click the arrow button to move them to the right side of the
window, and click OK to include them in the report.

4  Select Order by Procedure or Chronological Order.

5 Click OK.



Printing the Schedule

The software enables you to print the schedule in two formats: list
format and schedule format.

Printing the Schedule in List Format

The list format produces a list of patients who have an
appointment scheduled on a particular date. You can print a report
for one date or a range of dates and can sort the report by patient
number, patient name, or appointment time.

To print the schedule in list format:

1 Select Reports > Schedule > Daily Schedule > List Format.
The Print Daily Schedule window is displayed.

2 Type the date or range of dates for the schedule you want to
print.

3 In the Sort By section, select the option by which the
schedule is sorted.

4 In the Print Patient Name as section, select the way the
patient name should display on the schedule.

5 In the Chairs section, select whether to print all chairs or a
specific chair.

6 In the Include section, select the options to include on the
schedule.

7  In the Print First Column as section, select the way the first
column should display on the schedule.

8 Click Print.

Printing the Schedule in Schedule Format

The schedule format replicates the grid. You can print a schedule
for one date or a range of dates and include patient information.

To print the schedule in schedule format:

1 Select Reports > Schedule > Daily Schedule > Schedule
Format. The Print Daily Schedule window is displayed.

2 Type the date or range of dates you want to print.

3 In the Options section, select the options by which the
schedule should be sorted.

4 Click OK.
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Skill Sharpeners

Exercise 1—Schedule an Appointment from the Patient Chart

Laurie Abbott, an existing patient, calls your office for an
appointment. She states that it is not an emergency, but she
would like to come in within the next few days.

To schedule an appointment from Laurie's chart:

1 Click the Open Patient Chart button. The OrthoTrac Patient
Lookup window is displayed.

2 Type Abbott (the patient’s last name) and press Enter. If there
is more than one client with that last name, ensure that the
proper name is selected and click OK. The patient chart is
displayed.

3 Click the Schedule Appointment button. The Appointment
Summary window is displayed.

4  Click Schedule Appointment. The View Schedule window is
displayed.

5 Select a date during the week when Laurie can come in for an
appointment. The View or Zoom view of the schedule is
displayed.

6 Click an open ADJ appointment for a time that Laurie can
come to the office. The Appointment Details window is
displayed.

7  If necessary, change the information in the Type or Units
fields, or type a comment about the patient. Click OK.

8 Click Close.
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Exercise 2—Search for an Appointment

John Doe has already had his records exam and calls your office
to say that he is ready to begin treatment. He can only come in for
a banding appointment on a Tuesday, Wednesday, or Thursday
morning. How can you search quickly for an appointment that
works for Mr. Doe?

To search for an appointment:

1 In the patient chart, click the Schedule Appointment button.
The Appointment Summary window is displayed.

2  Click Schedule Appointment. The View Schedule window is
displayed.

3 Select the office and doctor from the Schedule Office and
Schedule Doctor standards.

4 Select the appointment type BND9 from the Find
Appointments standard. A list of available appointment times
is displayed.

5 To refine your selections, click Edit Settings. The Searching
for window is displayed. Select from the following fields:

e Between these times: 8:00 am to 12:00 pm
¢ On these days: Deselect Tuesday, Friday, and Saturday
6 Click Start Searching. A list of available times is displayed.

7  Click an appointment time. The appointment information is
displayed, including the patient name, date, time, chair, type,
time units, and any associated comments. In this window, you
can:

e Select the color of the appointment.

¢ Select the procedures associated with this appointment.



e Access the OrthoTrac Patient Lookup window.
» View sibling appointments

8 Click OK. The appointment is scheduled.

Exercise 3—Cancel an Appointment

A patient calls your office to tell you that he is unable to keep his
scheduled appointment and he will call you back when he is able
to reschedule.

To cancel an appointment:

1 In a patient chart, click Schedule Appointment. The
Appointment Summary window is displayed.

2  Click the red X next to the appointment you want to delete. The
Cancel Appointment window is displayed.

3 Select an option to identify who is canceling the appointment.

4  Click OK.
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Lesson 6

Understanding the Scheduling Module

This lesson includes:

¢ Using the Schedule Appointment Calendar
e Understanding Schedule Views
e Understanding the Appointment Details Window

¢ Understanding the Appointment Summary Window

Using the Schedule Appointment Calendar

The Schedule Appointment calendar enables you to schedule
appointments and recalls for your patients and gives you several
ways to view your upcoming appointments. You can access this
window from the main menu or from the patient chart.

When you open the Schedule Appointment calendar from within
the patient chart, you can view recall appointments, sibling
appointments, treatment plan information, and the next
appointment.

To access the Schedule Appointment calendar, click the
Schedule Appointment button, or select Functions > Schedule
Appointment from the menu bar.

OR

In the patient chart, click the Schedule Appointment button, and
then click Schedule Appointment.

Sonls (200790, 1) Sonls (200790, 1) Sl (200790, 1)

Sunls (3200~ 790, 10 1) S (100590 8 Chars ) Sonpls (120070, )
&
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Sanpls (120 790, 13) Sanls (260 790, 1073) Sanls (260740, 7).
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When using the Schedule Appointment calendar, remember
that:

e Active schedule days on the calendar display all available
doctors in their corresponding color.

o Schedule dates in the past that have not yet been
archived are displayed in light gray with black text.

e Archived dates are displayed in dark gray with white text.

e To view past months, click the left arrow on the Today
button. To view future months, click the right arrow on the
Today button.

IE'F..

Schedule
Appointment

Note

To view a selected day
from the Week view,
click View or Zoom.
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o At the beginning of each week, a minus or a plus sign is
displayed, indicating whether the week is in the past or
the future. A number indicates how many weeks behind
or ahead of the current week the selected week is. For
example, +1w indicates that a week is one week after the
present week, while -3w indicates that the week is three
weeks before the present week.

e When accessed from the patient chart, the left side of the
window displays the following standards:

e Schedule Offices

e Schedule Doctors
e Find Appointments
o Patient Name

e Charting Detail

e« Recalls

Understanding Schedule Views
There are three ways to view your schedule:

e Week displays a week.

e View displays a single day.

e Zoom displays a portion of a specific day.

In each view, you can toggle between the new and the classic
style of display by using the New Style Display option in the
lower-left of the window.
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Viewing the Schedule—Week

To use the Week view:

1 In the Schedule Appointment calendar, select a date and
click a provider’s name. The View window is displayed.

2 Click Week. The appointments on all days in a week are
displayed, and you can adjust your scheduling.

a

3 Click on a day to select it.

To view appointment information, hold your mouse button
down on a scheduled appointment.

4  Use the buttons at the bottom of the Week View window to
see more information about the schedule.

« View-Displays the View Single Day view of the
schedule.

o Zoom-Displays the Zoom view of the schedule for that
day.



o Stats—Displays the Schedule Statistics window.
o Calendar—Displays the View Schedule window.
e Print— Prints a copy of the schedule.

o Close—Closes the Week View window and returns you to
the patient chart or main menu.

Click the reserved time or open time in which you want to
schedule a patient and click Zoom. The Zoom mode is
displayed with that time visible.

Click the appointment type you want to schedule. The
Appointment Details window is displayed.

The classic view of the Week mode uses the following symbols:

o Smiley face—Indicates that a patient is scheduled in this
appointment time.

e Arrows—Indicate that the appointment is more than one
unit.

o Gray spaces—Indicate blocked-out or closed time.

o Dashed lines (--)—Colored spaces with dashes indicate
open time.

e Appointment type initials—Indicate what the chair is
reserved for on the schedule.

o Forward slashes (//)—Indicate that more than one unit of
time is reserved for this appointment type.

Viewing the Schedule—View

To use the View mode:

In the Schedule Appointment window, select a date and
click View. You can use this view to schedule a patient who
must have an appointment on a specific day.
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Note

From the patient's chart, select Functions > Schedule
Appointment. The Appointment Summary view is
displayed.

Click Schedule Appointment. The View Schedule window
is displayed.

Click the name of a doctor on the date you want to schedule.
The View mode is displayed.

To view statistical information about the day, double-click the
name of the doctor on the date and then select View Day.

The following buttons are available on the bottom bar:

o Zoom-Displays the schedule in Zoom mode for that day.

¢« Week-Displays the Week mode schedule.

When a week has
already passed,
no-show and
completed appoint-
ments are view only
and are displayed in
gray. Completed
appointments are
displayed with a smiley
face; no-show
appointments are
displayed with a frown.
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Note

You must have
Override Preblock
security permission to
override blocked time.

Note

When you move your
cursor on the grid, the
appointment time
column and chair row
are highlighted to
indicate your location
on the grid.

o Stats—Displays the Schedule Statistics window.

o Msgs—Displays the Schedule Messages window, where
you can add or view messages about the schedule.

o Calendar-Displays the View Schedule window.
o Print—Prints a copy of the schedule.

o Close—Closes the Zoom view and returns you to the
patient chart.

Click an appointment block. The appointment information is
displayed, including the patient name, the date, time, chair,
type, time units, and any comments. In this window you can:

o  Select the color of the appointment.

Select the procedures associated with the appointment.
e Access the OrthoTrac Patient Lookup window.
e View sibling appointments.

Click OK to finish scheduling the appointment. If the
appointment time was blocked, the software prompts you to
override the blocked time. Click Yes.

Click Close. The patient's chart is displayed.
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Viewing the Schedule—Zoom

To use Zoom mode:

1 In the Schedule Appointment calendar, select a date and
click Zoom to display part of a single schedule day.
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2  Use the scroll bar along the right side of the window to move
within the day. You can click AM or PM above and below the
scroll bar to go to the beginning or end of the day.

3 Click an arrow button at the top of the window to move
backward or forward through the schedule.

4  Use the buttons across the bottom of the Zoom Mode
window to see additional information about the schedule.

5 Click an open time or reserved space in which you want to
schedule a patient. The Appointment Details window is
displayed.



10

Click Edit Messages to add or change messages. To view all
messages one at a time, use the scroll arrows.

Click on the day of the week and date at the top of the
schedule to select a different date.

Click the location name at the top of the schedule to select a
different schedule location.

Click the doctor name at the top of the schedule to display a
list of doctors in your practice, enabling you to change the
schedule doctor.

o Select the new doctor’'s name and click OK. A prompt is
displayed, asking you to confirm the change. Click Yes.

e Open Patient Flow to update all patients scheduled for
the day with the new doctor.

To return to the Appointment Summary window from the
Zoom view, click Close.

When using the Zoom view, keep the following in mind:

« If you select the current day, the schedule view defaults to
the current time.

o If you select a day other than the current day, the
schedule view defaults to the beginning of the day.

e If you use the scroll bar to view a particular time on the
schedule and then click the navigation buttons to view
either previous or future schedule days, the view for the
day starts at the same time.

e Once a patient is on the schedule, procedure codes
associated with the scheduled appointment are displayed
under the patient’s name. If a scheduled appointment has
multiple procedure codes attached to it, the display will

contain as many codes as possible, based on the number
of units of the appointment. Procedure codes are not
visible on single-unit appointments.

¢ When viewing a schedule day that has already passed,
no-show appointments and completed appointments are
view-only and are displayed in gray. Completed
appointments are displayed as a smiley face, and
no-show appointments display a frown. Appointments are
displayed with a border of their original appointment type
color.

Viewing Archived Schedule Days

The Schedule Appointment calendar displays the following
information:

o Past calendar days that are not yet archived display in
light gray.

e Archived calendar days display in dark gray.
Tip

The amount of detail displayed depends on the scheduler view
Move the cursor over

you are using: .
an appointment to

. view patient
e Zoom mode—Completed or no-show appointments are inforn?ation, such as
view-only and are displayed in gray. Completed appointment date and

time, home phone,
age, gender, DOB,
and appointment
displayed with a border of their original appointment type type.

appointments display a smiley face; no-show
appointments display a frown. Patient appointments are

color.

e View mode—Completed or no-show appointments are
view-only and are displayed in gray. Appointments in the
past are also displayed in gray. Patient appointments are
displayed with a border of their original appointment type
color.
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Week mode—Completed or no-show appointments are
view-only and are displayed in gray. Completed
appointments display a smiley face; no-show
appointments display a frown. Appointments in the past
are also displayed in gray.

These shades of gray indicate:

Light gray—Indicates a completed patient appointment on
the current day or a day in the past, or any scheduled
patient appointment on a day in the past.

Medium gray—Indicates unused schedule blocks (no
patient appointment was present) on a day in the past.

Dark gray—Indicates a no-show patient appointment on
the current day or a day in the past.

Understanding the Appointment Details
Window

The Appointment Details window displays the date, chair, and

time you select and enables you to change information about the

appointment.

0

Comment

Color B‘j] Procs ﬁf Patient H Sibling

Date 111472012 Time 0400 PM

Chair 1 Tvpe ADJ2 Urits 2

O Last (01/27/2010) & Charting [n/a)

x Cancel

The window contains the following information:

Patient name
Date and time of appointment
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Chair #

Appointment type

Number of units for the appointment
Comment

The buttons at the bottom of the window enable you to change the
appointment information. The buttons include:

Color—Changes the color of the appointment on the
schedule.

Procs—Displays the Procedures window, where you can
view and change the procedures attached to the
appointment type.

Patient—Schedules an appointment for another patient
without having to open the second patient’s chart.

Sibling—Schedules an appointment for a sibling of the
current patient without having to open the sibling's chart.



Understanding the Appointment Summary + Office

Window e Doctor
e Scheduled by
The Appointment Summary window is displayed when you click «  Comment

Schedule Appointment from inside a patient’s chart. ) ) . .
Use the scroll bar to view earlier or later appointments in a

category.
01/17/2000 (20 y1s 0 ) q % = . . . .
e The following options enable you to access more information
J%"Appointments Schedule Appointment b t t t’ h d | d . t t .
" 0155t IR S N = 0 N = - about a patient's scheduled appointments:
© 23 Compieter Tg 10/31/2019 i’:\fjshl;’a: ;huv SEY BD’,J\;D;L;i; ERL; . 1,42?’;.\”‘75(4‘4‘) Buford wihitt 1. Samples. 20 comymert R
g: E::::::d gn 01/2019 S1gz|:gu[ut|::2(:|;b525 Adustment 3 ne 45min (3u) Buford samples ). Samples a0l comment b3 ° Confirm Appo|ntment_C|lck the bOX next to a patient’s
R I o CHEE 2 appointment to view contact numbers, enter details from
Ceit Wed 01/29/2000 0L1SPM chr 2 LONG 6U 90min (eu)  Buford Samples 2, Samples add comment x . . .
o skctiedres . the confirmation phone call, and mark the appointment as
Note: Changed and Cancelled totals represent only those initiated by the patient f' d
Next Treatment Sibling
comimes
V:h&rl Blir Saﬂ'\vD\ES Egﬁl’\ 04/09/2017 09:20 &M Samples Bufiord . . . . .
o e Bencee T C3/1038 150 s + View Day—Click the appointment date to view the entire
Comment | Blair Samples Wed D3/14/2018 10:00 &M Smith Norcross | . o . .
= e day on which a specific appointment is scheduled.
e Chid-Obs Reca = latex allers B
N 3

521 Bond Upper Arch

. » Change Comment-Click Add Comment to edit a
Schadie Tistment Acsitent en ‘ comment that was made when the appointment was

scheduled. You can also add a comment to a scheduled
appointment.

e Procedures—Descriptions of procedure codes for
scheduled, completed, changed, or cancelled
appointments are displayed beneath the appointment
time. Click the description to add or edit procedure codes
linked to scheduled appointments.

The Appointment Summary window contains information about
all of a patient’s past, current, and future appointments and
defaults to currently scheduled appointments, which are displayed
in the center of the window. No Show and Recall appointments
are also displayed.

The window contains the following details about the appointment:

o Day

e Date

e Time

e Chair

o« Type

e Length
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Skill Sharpeners

Exercise 1—Change the Scheduling Mode from View to Week
to Zoom

A patient calls the office requesting an appointment and you want
to see the upcoming week’s schedule. To change views:

1 In the Schedule Appointment calendar, select a date and
click a provider's name. The View window is displayed.

2 Click Week. The appointments on all days in a week are
displayed.

3 Click on a day to select it.

4  Use the buttons at the bottom of the Week View window to
see more information about the schedule.

» View-Displays the View Single Day view of the
schedule.

o Zoom-Displays the Zoom mode of the schedule for that
day.

o Stats—Displays the Schedule Statistics window.
o Calendar-Displays the View Schedule window.
e Print— Prints a copy of the schedule.

o Close—Closes the Week View window and returns you to
the patient chart or main menu.

5 Click the reserved time or open time in which you want to
schedule the patient and click Zoom. The Zoom mode is
displayed with that time visible.

6 Click the appointment type you want to schedule. The
Appointment Details window is displayed.
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Exercise 2—Use the Appointment Summary Window to Find
Information About a Patient’s Appointment

You want to find information about an upcoming appointment. To
use the Appointment Summary window:

1

In the patient’s chart, click Schedule Appointment. The
Appointment Summary window is displayed.

In the center of the window, you can find information about
the patient’s past, current, and future appointments, plus no
shows and recalls.

To access more information about the patient’'s scheduled
appointments, use the following functions:

e Confirm Appointment
e View Day

« Change Comment

e Procedures



Lesson 7

Using the Financial Functions Windows

This lesson includes:

e Using the Menu Bar
e Using the Financial Buttons

See Working with Contracts for information about the Financial
Estimator Setup feature.

Using the Menu Bar

The menu bar at the top of the financial functions windows
contains the following options:

o File—Enables you to open a new account, save
information for the current account, or re-open any of the
last five accounts you have accessed.

« View—Changes with each financial function you access
and displays options for the active function.

+ Functions—Provides shortcuts to all financial tasks.

e Reports—Enables you to print an appointment ticket,
statement, ledger activity, contract coupons, or any

promises that have been entered for the current account.

o Set-up—Enables you to access the Procedure Code
Maintenance window so you can enter new procedure
codes or make changes without exiting the financial
functions window.

Using the Financial Buttons

If you have the appropriate security permissions and have
purchased the additional modules, you can access all of the
financial functions with the following buttons:

Important

-

Eth Charges and 2 | Adjustments
_ Payments
ﬁ Totals @ Ledger
|5| |.3 Financial Estimator Promises/Collections
120 | Setup

Contracts and 1 Claims

Payment Plans * .
L,
& 57| Auto Payments @ Close

Post Transactions

2

Before you can use
the financial
functions windows,
you must convert
your balances.
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Financial Functions

Using the Financial Functions—Charges and
Payments Window

Post charges and payments in the Financial Functions---
Charges and Payments window.

To access the Financial Functions—Charges and Payments
window from a patient’s chart, click the Financial Functions
button. The Financial Functions—Charges and Payments
window is displayed.

OR
If you are working in another financial window, click the Charges
] - . . .
¥- and Payments button. The Financial Functions—Charges and
Payments window is displayed.
Charges and #ll Financial Functio
Payments File View Functions Reports Setup
m B '.Q a I L | j‘l‘ — p
¥ B d WM es b o v e o
Fatient | E1li Samples =] DEElU"John Samples IZ” LUEEUUﬂlNorcloss IEH
Besp Party Assistant [ Alberto Whit =] Status [T Full =]
Ins Plan | (1) 15t/ T est [~ Cletk.[John S amples = T Coord [ Esther Washington [=]
Note Comments [Ho Ins = ENERE bifasciular block [=
“Bmount Patient Insuiance Totals | Overview |
The Type and Status Ttal Batanoe [ 3000
fields might be Palient Balance [ 30008
replaced by Banding Patiert Cunert [ 000
i Due ThisMonth | 300,00
and Estimate Comp Procedure Tatals 000 0.00 0 1604 :
) . [ 00f
date fle!ds, d'ependlng Fiourt Palont___ Incurancs BlaDys[ 00
on the financial overnbas [ 0w
functions you select. neurance Bl 000
Payment Totals 000 0.00 0.00 Ins Current
Ins Past Due
Dr: John Samples | AsstE sther Washington | Loc: Morcross | 19wsBmos | F |  0O7/a0/2mi90z18FM |
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Patient Information

The Patient Information section contains:

o Patient—Use the drop-down list to switch between
different family members when posting a charge or
payment.

« Resp Party and Ins Plan—Use the drop-down lists to
assign charges, post payments, or make adjustments to
any of the financially responsible accounts.

¢ Doctor, Assistant, and Clerk—Use to indicate who is
responsible for production and collection activity for a
specific transaction.

e Location—Use the drop-down list to select the office in
which the work is done, if different from the patient’s chart
location.

« Type and Status—Use the drop-down lists to change the
treatment type and status.

e Comments and Medical Alert—Use when accessing any
financial function.

Account Information

Patient account information is located below the patient
information section. The information and fields displayed depend
on the financial function you are performing. The fields include:

e Procedures—Charges for procedures associated with
scheduled appointments are posted automatically when
checking a patient out. You also use the Procedures
section to post charges manually for procedures or
products that are not included in the contract charge.

« Payments—This section enables you to post patient and
insurance payments manually. Payments are posted



automatically against outstanding promises made by the
responsible party.

o Totals—This tab displays the total balance, patient
portion, current balance, and aging for a responsible
party. The combined balances for all insurance carriers
associated with a patient are displayed below the
responsible party balances.

» Overview—This tab gives a financial overview of the
account. At the top is the amount applied to the ledger at
the next roll and the responsible party’s billing status and
discount, if applicable. In the center is the statement
code, late charge amount, risk code, and roll day. At the
bottom is the date and amount of the last statement and
payment made for the account.

e Auto Payment Information—This information is displayed
below the Payments section when the Cheques/Drafts
option is selected from the View menu. This section
shows the total number of payments, the date the next
payment is to be posted, and when the last payment is
scheduled to be posted.

Posting Charges

When you post a charge using a procedure code, the software
can make changes automatically to the patient account and
prompt you for additional information, depending on how you set
up your procedure codes.

To post a charge on a patient account:

1 In the Procedures section of the Financial Functions—
Charges and Payments window, enter the procedure code:

e Type the procedure code for the charge.

OR

e Press the spacebar or click Enter Code or Click Here for
List to display the Procedures window, and select the
procedure.

In the Procedures section:

o To split the charge amount between the patient and the
insurance company, see “Splitting Charge Amounts” on
page 61.

e Toadd a comment about a procedure, type the comment
on the line below the procedure and press Enter.

When you are finished adding charges to the account:
e Click the Post Transactions button to post the charges.
e Post a payment. See “Posting Payments” on page 62.

Click Close or press Enter when the Close button is
selected.

Splitting Charge Amounts

You can split the amount attached to a procedure between the

responsible party and insurance carrier.

To split a charge amount:

1

In the Amount field, press Tab or Enter to move the cursor to
the Patient field.

Enter the patient’s portion of the charge as a dollar amount or
as a percentage. Press Tab. The software enters the
remaining amount in the Insurance field.

Press Enter or Tab to continue with another charge.

Note

Remove an incorrect
charge by selecting
the procedure and
pressing Delete.

7

Post Transactions

Note

To split a charge
amount, an insurance
carrier must be
attached to the
patient/responsible

party.

Note

Type the amount
followed by the
percent sign or a
forward slash.
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Adjustments

Posting Payments

You can post a payment immediately after posting charges, or you
can post a group of payments, such as payments mailed to your
office.

To post a payment:

1 Inthe Payments section of the Financial Functions—Charges
and Payments window, select the payment type you want to
post. Press Tab or Enter.

2 Type a payment reference number, and press Tab or Enter.
The cursor moves to the Amount field.

3 In the Amount field, type the payment amount. If necessary,
enter the patient and insurance portions. See step 2 in
“Splitting Charge Amounts” on page 61.

4  Click the Post Transactions button or press Enter when the
Post Transactions button is selected.

5 Click Close or press Enter when the Close button is selected.

Posting Personal or Mailed-In Checks

To post personal payments made by checks:

1 Inany financial function window, press Ctrl+O. The OrthoTrac
Patient Lookup window is displayed.

2  Select the name of the patient whose payment you want to
post and click OK.

OR

If the patient name is not indicated on the check, search for
the responsible party by clicking the Responsible option.
Select the responsible party and click OK.

The Financial Functions—Charges and Payments window is
displayed.
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3 In the Payments section, select Mail-in Ck from the
drop-down payments list and press Enter.

4  Type the reference number and press Enter.

5 Type the payment amount and press Enter until the Post
Transactions button is selected and press Enter to save the
transaction. Or press Ctrl+S to save and post the transaction.

6 Press Citrl+O. The OrthoTrac Patient Lookup window is
displayed. Select the name of the next patient and repeat the
above steps.

Using the Financial Functions—Adjustments
Window

The Financial Functions—Adjustments window enables you to
correct posting errors, transfer balances, issue refunds, and post
discounts and write-offs.

To access the Financial Functions—Adjustments window, click
the Financial Functions button in the patient chart. The Financial
Functions—Charges and Payments window is displayed. Click
the Adjustments button. The Financial Functions—Adjustments
window is displayed.

OR

If you are working in another financial window, click the
Adjustments button.



The Financial Functions—Adjustments window is displayed.

'@

Patient [Elli Samples Fl Doctor | ] Location] ]
Resp Party [Bob Samples L] Assistant] ]
Ins Plan (1) 1stTest ] Clerk] ]

Comments [ ns Wedical Alert [ETSETTg [=]
|Alert bifasciular block |
MOM CELL # 706-474-6453 test !

Type of Adjustment™ | | Charge Adjustment

® Charge Adjustment Description of Service Patient Insurance

Amount
Sonicare 95

95.00 95.00

© Payment Adjustment

05/30/2011 Phos-flur rinse 10.00 10.00
© Contract/Plan Adjustment 09/18/2018 Panoramic X-ray 85.00 85.00
© Refund/Over-payment 1011712018 Exam Child 75.00 75.00

© Late Charge Adjustment
© Adjust Aging

O Transfer »

© Discount »

© Wiite-Off »

O Location Ghange:

Posted in Error
Comment

[05/30/2011 Sonicare|

© Balance Adjustment

Ot John Samples AsstEsther Washingion Loc Norcross | 20yrsom | F | 013022020 10:11 Al

You must enter a comment to indicate why the adjustment is being
made. In most cases, the software provides a comment with
details about the adjustment.

Adjustments are classified into the following categories:

e Transaction Adjustments—Transaction adjustments
display a list of posted transactions in a grid, enabling you
to select the transaction that needs adjustment.
Transaction adjustments reverse the selected entry. If a
transaction is split, both the responsible party and
insurance amounts are adjusted automatically.

o Balance Adjustments—Balance adjustments are not
related to a specific transaction but, instead, affect the
patient's total balance, current balance, or both. Refunds,
discounts, and write-offs are examples of balance
adjustments. The adjust aging and location change
functions are also considered balance adjustments.

o Transfers—Transfers enable you to divide money among
patients, responsible parties, and insurance carriers. Most
transfers allow you to move money only within the family
account. The responsible party to responsible party
transfer is the only transfer that enables you to move
money to an account outside of the family account.

Making Charge Adjustments

Charge adjustments are used for adjusting non-contract charges
from a patient ledger and patient tracking record; for example,
retainer replacement charge, broken bracket charge, panoramic
x-ray charge, and so on.

Use this adjustment for:

e A charge posted for the wrong dollar amount
e A charge posted to the wrong patient/responsible party

To make a charge adjustment:

1 Select the Charge Adjustment option in the Financial
Functions—Adjustments window. The charges available for
adjustment are displayed in the center of the window.

2  Select the charge you want to adjust. A default comment is
displayed in the Comment section. Add a comment at the
end of this comment, or select the default comment and
replace it.

3 Click Posted in Error. The Posted in Error window is
displayed, showing a description of the procedure and alll
accounts that are affected by the adjustment.

4  Click OK.

Note

You cannot partially
adjust a charge or a
payment.
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Note

Bulk insurance
payments are not
reversible using the
payment adjustment
feature. You must use
the balance adjustment
feature to reverse bulk
payments.

Making Payment Adjustments

Payment adjustments are used to correct payments posted to the
ledger. Use this adjustment when:

o A payment is posted for the wrong amount.

« A payment is posted to the incorrect patient, responsible
party, or insurance.

e A check is returned from the bank due to insufficient
funds.

e A credit card payment is posted in error.

o A payment posting error is found after the daysheet has
been closed and the deposit has been made.

To make a payment adjustment:

1 Select the Payment Adjustment option in the Financial
Functions—Adjustments window. The payments available for
adjustment are displayed in the center of the window.

2  Select the payment you want to adjust. A default comment is
displayed in the Comment section. Add a comment at the
end of this comment, or select the default comment and
replace it.

3 Click Posted in Error. The Posted in Error window is
displayed, showing a description of the payment and all
accounts that are affected by the adjustment.

4  Click OK.

Making Payment Adjustments for Returned Checks

The Payment Adjustment Input window enables you to make
standard payment adjustments, as well as adjustments for checks
returned by the bank due to insufficient funds. Selecting a
personal check, mail-in check, traveler's check, or post-dated
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check in the transaction grid activates the Returned Check
button. When you identify a payment as a returned check, the
Financial Functions—Adjustments window includes the option to
post an NSF charge.

To make a payment adjustment for an NSF check:

1 Select the Payment Adjustment option in the Financial
Functions—Adjustments window. The payments available for
adjustment are displayed in the center of the window.

2  Select the payment you want to adjust. A default comment is
displayed in the Comment section. Add a comment at the
end of this comment, or select the default comment and
replace it.

3 Click Returned Check. The Returned Check window is
displayed, showing a description of the payment and all
accounts that are affected by the adjustment.

4 Click OK. The NSF charge can be changed to a different
dollar amount or changed to zero by entering the new amount
in the NSF Charge Amount field.

5 Click OK, and the responsible party displayed in the window
is assessed the NSF charge.

Viewing Totals

The totals function enables you to view the balance and aging for
an account. You can view totals in two ways:

+ View by Responsible Party—Displays tabs for all
responsible parties and insurance carriers that are linked,
with each patient listed in a grid.

e View by Patient—Displays tabs for all patients that are
linked, with each responsible party and insurance carrier
listed separately in a grid.



Both view options include an All tab that combines the balances
for the accounts. The account detail grid displays the roll day, risk
code, balances, and aging for the accounts. The total for each
aging category is displayed below the account detail grid.

To access the Financial Functions—Totals window, click the
Financial Functions button in the patient chart. The Financial
Functions—Charges and Payments window is displayed. Click
the Totals button. The Financial Functions—Totals window is
displayed.

OR

If you are working in another financial window, click the Totals
button. If you have made changes and have not posted them, the
software displays a message asking you to post the transactions
before continuing. The Financial Functions—Totals window is
displayed.

ags 2 _
e ]
Q@ # = © @\ W A 9
Patient [Elli Samples =] Dactor [John Samples [-]  Location [Norcross =]
Resp Party [Bob Samples [-]  Assistant [ Debbie Amos ] Status initial Exam ]
Ins Plan (1) 1st/Test = Clerk[John Samples [5]  TxCoord [Esther Washington S
Gomments g Ins Medical Alert [ETSET=rM -]
Alert bifasciular block =
MOM CELL # 706-474-6453 (= H|
All Patients Elli T Blair T Christy T Courtney
Total Current 311060 61090 Over 90
Balance Due Days Days
Robert Samples 2,010.00 110.00
it 1o w1500 .00 B T Y Y
Laura Abbott 1t 3 1,520.00 1,260.00 260.00 X I )
Acordia/Phyamerica Corp 1st -50.00 -50.00 -50.00 0.00 0.00 0.00
Mary Smith 1st 0.00 0.00 0.00 0.00 0.00 0.00
Audrey Samples 6th 0.00 0.00 0.00 0.00 0.00 0.00
Acordia/Royal Ten Cate 1st 250.00 250.00 0.00 0.00 o.0 [EEYR

Frederick Abbott 22nd 3 0.00 000 0.00 0.00 0.00 0.00

4,480.00 2,720.00 32000

O View by Resp Party @ View by Patient

Dr. John Samples I AsstEsther Washington Loc: Norcross [ _20yrsom | F | 01/30/2020 1119 AM

To view account totals and aging:

1 Click the tabs across the top of the totals display to view
account information for individual patients who are linked.

2  Select the View by Resp Party option to display tabs
containing account information for all responsible parties and
insurance carriers that are linked.

3 Use the Patient or Resp Party drop-down lists to view
another patient or responsible party. The views vary,
depending on how the patients are linked in the patient chart.

4 Click Close.

Viewing the Ledger

The ledger displays all financial activity for an account. You can
view ledger activity in these ways:

« View by Patient—Displays tabs for all patients that are
linked, with the name of the responsible party or
insurance carrier listed in a grid.

« View by Responsible Party—Displays tabs for all
responsible parties and insurance carriers that are linked,
with the patient names listed in a grid.

« View by Single Account-Displays tabs for all
responsible parties and insurance carriers for a single
patient account.

To access the Financial Functions—Ledger window, click the
Financial Functions button in the patient chart. The Financial
Functions—Charges and Payments window is displayed. Click
the Ledger button. The Financial Functions—Ledger window is
displayed.

OR

Financial Functions

n I..J-J

Totals

Note

You can enter ledger
comments only when
using the View by
Resp Party option.

Tip

To print a copy of the
ledger, select Reports
> Ledger > Patient
Copy or Reports >
Ledger > Office
Copy.

Q

Ledger
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If you are working in another financial window, click the Ledger
button. The Financial Functions—Ledger window is displayed.

File View Functions Reports Setup

SR b & W

—
Patient [Elli Samples 5l Doctar | ] Location] ]
Resp Party ‘Eub Samples E‘ Ass\stant‘ ‘
Ins Plan [(1) 1st/Test & Clerk | | |
Gomments o Ins Medical Alert ES R el
Alert bifasciular block
MOM CELL # 706-474-6453 test

Al Patients | Ell 1 Blair T Christy T Courtney

Description of Service Amount Charges  Payments Current Total
11/01/2019 Laura (LauraAbbott) 1 183 Plan Charge 250.00 250.00 185000  4460. 004
12/01/2019 Bob (Robert Sample 1 | 183 Plan Charge 100.00 100.00 1,95000 446000
12/01/2019 1st Health Zf GroupF 1 183 Plan Charge 150.00' 150.00 2,100.00  4,460.00
Final Charge Applied - Contract Removed
12/01/2019 Laura (LauraAbbott) 1 | 183 Plan Charge 25000 250.00 235000 446000
12/05/2019 1st Health Zf GroupF 1 | 1 Claim Printed for 1st Health Zf Group Plan/Test 5,880.00
01/01/2020 Bob (Robert Sample 1 183 Plan Charge 100.00 100.00 245000  4,460.00
01/01/2020 Laura (LauraAbbott) 1 183 Plan Charge 250.00 250.00 270000 446000
01/16/2020 Bob (Robert Sample 1 182 Late Charge 10.00 10.00 271000 447000
01/16/2020 Laura (LauraAbbott) 1 183 Late Charge 10.00’ 10.00 272000  4,480.00
01/21/2020 Acordia National 1 1 [Claim Printed for Acordia National/Royal Ten Cate  0.00
01/21/2020 Acordia Mational 1 1 [Claim Printed for Acordia National/Royal Ten Cate  5,500.00
01/28/2020 Bob (Robert Sample. 1 1 Exam Child 75.00 75.00 279500  4555.00
01/29/2020 Bob (Robert Sample 1 1 |Charge Posting Error -75.00 -75.00 272000 448000
01/28/2020: Exam Child j
1549920 -12,779.20 272000 448000

® O View by Resp Party  ® View by Patient O View by Single Account

Dr. John Samples [ AsstEsther Washington Loc: Norcross. | _2oyrsom | F | 01/30/2020 11:21 AW

To view ledger information:

1 Click the tabs across the top of the ledger display to view
account information for individual patients who are linked.

2  Select View by Resp Party to display tabs containing account
information for all responsible parties and insurance carriers
that are linked.

Use the Patient or Resp Party drop-down lists to view
another patient or responsible party. The views vary,
depending on how the patients are linked in the patient chart.

3 Select View by Single Account to display tabs containing
account information for all responsible parties and insurance
carriers for a single patient in the family.

4  Click Close.
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The account detail grid displays the Date, Responsible Party or
Patient, Doctor Number, Clerk Number, Description, and
Amount for each transaction. If you are viewing one of the

individual tabs, the display includes columns for Charges and

Payments.

When you use the All tab, the Charges and Payments columns
are replaced by Patient and Insurance columns.

The grid also includes Current and Total columns, showing the
resulting current balance and total balance after the transaction.

A total for each column is displayed below the account detail grid.
When viewing an individual tab, the totals for the Charges and
Payments columns reflect all charges and payments posted to the
account identified on the tab selected. On the All Patients tab,
the totals for the Patient and Insurance columns reflect the
current balance for all patients or all responsible parties.

mwW a0

Patient [Eli Samples

E\ DUE(Dr‘Jvhn Samples

| Lecation [Norcross |

Resp Party [Eob Samples

[F]  Assistant [Debbie Amos

Ins Plan|(1) 1=tTest

[ Clerk[John Samples

Comments g ins
Alert
MOM CELL # 706-474-6453

All Patients T

i Eli T Blair T

12/05/2019 15t Health 2f Group F
01/01/2020 Bob (Robert Sample.
01/01/2020 Laura (Laura Abbott)
01/01/2020 Tanya (Tanya Abbott)
01/01/2020 Guardian
01/01/2020 Bob (Robert Sample
01/16/2020 Bob (Robert Sample
01/16/2020 Bob (Robert Sample
01/16/2020 Laura (Laura Abbott)
01/16/2020 Tanya (Tanya Abbott)
01/21/2020 Acordia National
01/21/2020 Acordia National
01/28/2020 Bob (Robert Sample
01/29/2020 Bob (Robert Sample

Amount
1 Claim Printed for 1st Health Zf Group Plan/Test 5,880.00

183 Plan Charge 100.00
183 Plan Charge 250.00
183 Comprehensive Treatment - Contract Char, 125.00
183 Comprehensive Treatment - Contract Char, 125.00
183 Gomprehensive Treatment - Contract Ghar| 200.00
183 Late Charge 10.00
183 Late Charge 10.00
183 Late Charge 10.00
183 Late Charge 10.00,

1 (Claim Printed for Acordia National/Royal Ten Cate  0.00

1 Claim Printed for Acordia National/Royal Ten Cate  5,500.00

1_[Exam Child 75.00
1 Charge Posting Error -75.00
01/28/2020: Exam Child

Ghristy 1 Courtney
Paient  Insurance  Current _ Total
]

6,440.00] 14.400.00
669000 14.400.00
681500 14,400.00
694000 14,400.00
7,140.00 14,4000
1000 7.150.00 14,4100
1000 7,160.00 14,42000
1000 7,17000 14,43000
1000 7,180.00 14,4000
7500 7,055.00] 1451500
7500 7,180.00, 14,4000
1099000 345000  7,18000 1444000

® O ViewbyResp Paty ® View by Patient O View by Single Account  Bob (Robert Samples)

Dr: John Samples

[ AsstEsther Washington [

Loc: Norcross

| 20yrs0m | F | 01/30/2020 11:26 Al




When you move the cursor over each line, the name of the
responsible party, insurance carrier, and patient to whom the
transaction was posted are displayed below the column totals.

If a transaction has been split between a responsible party and
insurance, (Split) is displayed in the Resp column. To display the
names of the responsible party and insurance carrier, move the
cursor over the (Split) indicator.
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Skill Sharpeners

Exercise 1—Post Charges and Payments to an Account
Outside of Checkout
Mary Doe is not scheduled for an appointment but comes into

your office to purchase a whitening kit. How do you charge her for
the kit?

To post a charge on a patient account:

1 On the main menu, click the Open Patient Chart button. The
OrthoTrac Patient Lookup window is displayed.

2 Type Doe and press Enter.

3 Verify that the correct patient is selected and click OK. The
patient chart is displayed.

4  Click the Financial Functions button. The Financial
Functions—Charges and Payments window is displayed.

5 In the Procedures section, type the procedure code for the
whitening kit, or click Enter Code or Click Here for List to
display the Procedures window, and select the code from the
list.

6 To add a comment about a procedure, type the comment on
the line below the procedure and press Enter. A green
checkmark is displayed in the Patient field to indicate that the
comment will be displayed on the patient ledger.

7 Press Tab or Enter to move to the Payments section and
select a payment type from the list. Press Tab.

8 Type a payment reference number, if necessary, and press
Tab. The payment amount is populated automatically. Press
Tab until the Post Transactions button is highlighted.
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9 Click the Post Transactions button or press Enter.

10 Click Close or press Enter when the Close button is selected.

Exercise 2—Process Mailed-In Payments

After opening the day’s mail, you have a stack of checks that need
to be posted. How can you post the payments quickly and
efficiently?

To post payments your office receives in the mail:

1 In any financial functions window, press Ctrl + O. The
OrthoTrac Patient Lookup window is displayed.

2  Select the name of the patient whose payment you want to
post and click OK.

If the patient name is not on the check, search for the
responsible party by clicking the Responsible button. Select
the responsible party and click OK.

The Financial Functions—Charges and Payments window is
displayed.

3 Press Ctrl + P to move the cursor to the Payments section.

4  Select Mail-in Ck from the drop-down payments list and
press Enter.

5 Type the reference number and press Enter.

6 Enter the payment amount and press Enter until the Post
Transactions button is selected and press Enter or Ctrl + S to
save the transaction.

7 Press Ctrl + O. The OrthoTrac Patient Lookup window is
displayed. Select the name of the next patient and repeat the
above steps.



Exercise 3—Process a Bulk Insurance Check

You have received a reimbursement check from Doe Brothers
Insurance that contains payments for several patient claims. How
do you post the payments accurately, ensuring that the insurance

check is dispersed properly?

To post a bulk check:

1

Click the Insurance Functions button on the main menu. The
Insurance Functions menu is displayed. Select Post Bulk
Payment. The OrthoTrac Carrier Lookup window is
displayed.

Select the insurance company that sent you the check and
click OK. The Post Bulk Payment window is displayed.

In the Reference field, type the reference number from the
check. Press Enter.

In the Check Amount field, type the amount of the check.
Press Enter.

The Paid column for the first patient in the grid is selected,
and the Ins Cur and Pat Cur balance is displayed.

If the amount displayed matches the amount on the EOB for
that patient, press Enter. If the EOB lists a different amount,
type the new amount and press Enter. A dialog box containing
Patient and Insurance options is displayed.

Press Enter or click Apply to apply the check amount to the
account. To apply the payment to the other account balance,
select the account and click Apply. A checkmark is displayed
next to the balance paid.

Select the next patient on the list and repeat the above steps.

8 When all payments have been posted and the Unallocated
amount is $0.00, click OK.

9  Click Print to print a report.

Exercise 4—Make a Charge Adjustment

You have posted a charge for a retainer repair to the wrong
patient's account. How do you remove the charge?

To make a charge adjustment:

1 Open the chart for the patient whom you charged in error and
click the Financial Functions button. The Financial
Functions—Charges and Payments window is displayed.

2  Click the Adjustments button. The Financial Functions—
Adjustments window is displayed.

3 Click Charge Adjustment. The charges available for
adjustment are displayed in the center of the Financial
Functions—Adjustments window.

4  Select the charge you want to adjust.

5 Click Posted in Error. The Posted in Error window is
displayed, showing a description of the procedure and alll
accounts affected by the adjustment.

6 Click OK to post the adjustment and update all accounts
indicated in the window.

7  Click the Close button to return to the patient chart.

8 Click the Patient Lookup button and select the patient for
whom you want to post the charge.

9 In the patient chart, click the Financial Functions button and
post the charge to the account. Add a comment indicating the
appropriate charge date, if necessary.
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Exercise 5—Make a Payment Adjustment

You have posted a payment to John Doe’s account, but there are
two patients named John Doe in your office, and you posted the
payment to the wrong account. How do you remove the payment
so you can credit the correct account?

To make a payment adjustment:

1 Open the chart for the patient whom you credited mistakenly
and click the Financial Functions button. The Financial
Functions—Charges and Payments window is displayed.

2  Click the Adjustments button. The Financial Functions—
Adjustments window is displayed.

3 Click Payment Adjustment. The payments available for
adjustment are displayed in the center of the Financial
Functions—Adjustments window.

4  Select the payment you want to adjust. A default comment is
displayed in the Comment section. Add a comment at the
end of this comment, or select the comment and replace it.

5 Click Posted in Error. The Posted in Error window is
displayed, showing a description of the procedure and alll
accounts affected by the adjustment.

6 Click OK to post the adjustment and update all accounts
indicated on the window.

7  Click the Close button to return to the patient chart.

8 Click the Patient Lookup button and select the patient for
whom you want to post the payment.
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Exercise 6—Make a Discount Adjustment

There are five types of discount adjustments that enable you to
give a discount on a contract or a balance to a patient. This
example uses the Staff Discount option.

The daughter of a staff member is starting treatment, and your
doctor gives a 50% discount for staff members. How do you apply
the discount to your co-worker’s account?

To make a discount adjustment:

1 Set up the contract for treatment as you typically would.

2 In the Financial Functions—Charges and Payments window,
click the Adjustments button. The Financial Functions—
Adjustments window is displayed.

3 Click Discount. The account balance information is displayed
in the center of the Financial Functions—Adjustments
window.

4 In the Type of Discount section, select Staff Discount.

5 In the Account to Adjust box, select whether you want the
discount to affect the responsible party balance or the
insurance balance.

6 In the Discount Amt field, type the amount of the discount
either as a percentage (10/ or 10%) or a negative dollar
amount (-10). The software calculates the effect on the
account balances and aging.



Lesson 8

Checking Patients Out

This lesson includes:

e Posting Procedures and Payments
e Scheduling the Next Appointment or Recall
e Printing Tickets, Excuses, or Labels

e Checking Out Families

To access patient checkout from the main menu, click the Patient
Checkout button. The OrthoTrac Patient Lookup window is
displayed. Select the patient name and click OK. The Financial
Functions—Charges and Payments window is displayed, if Post
Procedures or Post Payments is selected in the Checkout
Options section of the System Options window.

To access patient checkout from the patient chart, click the
Patient Checkout button. The Financial Functions—Charges and
Payments window is displayed.

Important

# Financial Functions
File View Functions

gl B ditwe b o ¥e o
[
E]

22: Elli Samples)

eports  Setup

Patient ‘ Elli Samples E|

Doctar ‘ John Samples E‘ Location | Noreross
Status | Tx - Ful
Ires Plarn ‘ [1] st/ Test E| Clerk. ‘ Johin Samples E‘ Ti Coord | Esther Washington [=]

Comments [N Ins —] Medical Alert [ERSRERaEE
Totals Overview

Total Balance 300.00
Patient Balance 300.00
Patient Cunent 300.00
Due This Month 300.00)
31002
s100ar
Over 90 Days __ElE
Insurance Bal __clc
Ing Cument -200.00
Ins Past Dug __Ili

Biesp Pty [ Bob Samples ] tesitent [alce Venable 5

Amount Patient Insurance

Frocedure Totals 000 0.00 0.00

Amoint Patient Insurance

Payment Totals ooo 0.00 000

| Dr: Jahn Samples | AzstE sther 'Washington ‘ Loc: Morcross | 19z Bros | F | 08/05/2019 09:08 AM ‘ |

Posting Procedures and Payments

To post the procedures and payments resulting from a patient
appointment:

1 In the Procedures section, type the procedure codes for the
appointment, or click Enter Code or Click Here for List to
display the Procedures window, where you can select
procedures to post.

When you begin
checking out a
patient, you must
complete the
process, but you do
not have to post
transactions or
schedule
appointments.

il

Patient Checkout
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Note

To remove an incorrect
charge, select the
procedure and press
Delete.

s

Post Transactions

Tip

When scheduling a
TxPlan appointment,
the calendar date
automatically defaults
to the targeted date
range.

2 Enter a ledger comment and press Tab or Enter to move to
the procedure Amount fields. Change the amounts, if
necessary. You can split amounts between patient and
insurance, provided a carrier has been assigned to the
patient, by typing the amount or percentage (% or /).

3 Inthe Payments field, select a payment type from the list, type
a payment reference number, and type the payment amount.
Type the patient portion and the insurance company portion, if
applicable.

4 Click the Post Transactions button or press Enter when the
Post Transactions button is selected.

5 Click Exit or the Close button.

Procedure Code Prompts

Depending on how you have configured the software, you can
receive one of the following prompts when you post certain
procedures:

o  Status Change-—If the procedure is set to prompt for a
status change, the Select Status window is displayed.

Click on the new status and click OK. To keep the existing
status, click Cancel. If the procedure has only one
associated status, the change occurs automatically.

e Auto-Post Letters—If the procedure is set to
automatically post letters, a letter icon is displayed next to
the procedure on the Financial Functions—Charges and
Payments window. To view the letters that will be posted,
click the letter icon. The Procedure Letter Assignments
window is displayed.

e To prevent a letter from being posted automatically,
click the letter name to display a drop-down arrow.
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e Click the drop-down arrow and select <None>.
e Click OK.

o Tooth/Surface-If a procedure is set to prompt for a
tooth or surface, the Tooth/Surface window is displayed.
Type the appropriate tooth numbers or surface
information in the fields.

« Create Visit Charge Contract—A procedure code can
create a visit charge contract and post the first charge
automatically. When posted, the first charge is applied,
and no ledger entry is written for the visit charge contract.
The patient'’s total and current balance increases by the
visit charge amount.

Scheduling the Next Appointment or Recall

In the Appointment Summary window, schedule the patient's
next appointment or recall.

Attach procedure codes when scheduling appointments so that
the software automatically retrieves the procedures the next time
the patient checks out.

Printing Tickets, Excuses, or Labels

After you schedule the patient's next appointment or recall, the
Print Appointment Ticket window is displayed.

If you have configured your workstation to print appointment
labels to a label printer, you are prompted to print the labels for the
patient.

After printing an appointment ticket, excuse, or appointment label,
click the Close Chart/Select Another Patient button to close the
current patient chart and select the next patient.



Checking Out Families

To check out a family:

1

Check out a single family member, posting that person’s
procedures and payments as usual.

Check out another family member by selecting the family
member’s name from the drop-down list in the Patient field.
Repeat this process for each additional family member.

After you have posted the financial information for all family
members, close the Financial Functions—Charges and
Payments window. The Appointment Summary window is
displayed. The original patient is selected for scheduling.

Transfer information from the patient’s treatment card.

Schedule appointments for additional family members by
selecting an appointment date and time, then clicking Select
Sibling in the Appointment Details window.

See Lesson 13—Working with the Patient Flow Module for more

information.
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Skill Sharpeners

Exercise 1—Check a Patient Out

Susie Doe has come in for her regular adjustment appointment.

Now she is ready to check out, and she wants to make a payment.

How do you check Susie out? To check her out:

1

2

Open Susie’s chart.

Click the Patient Checkout button. The Financial Functions—
Charges and Payments window is displayed.

In the Procedures section, type the procedure codes for this
appointment or click Enter Code or Click Here for List to
display the Procedures window, where you can select
procedures to post.

Procedures that were performed today are displayed
automatically if procedures have been scheduled with the
appointment.

Enter a ledger comment by typing the comment in the
Procedures section and pressing Tab.

Press the Tab or Enter key to move to the procedure Amount
fields and change the amounts, if necessary. You can split
amounts between patient and insurance, provided a carrier
has been assigned to the patient, by typing the amount or
percentage (/ or %).

In the Payments field, select a payment type from the list, type
a payment reference number, and type the payment amount.
Type the patient portion and the insurance company portion, if
applicable.

Click the Post Transactions button or press Enter when the
Post Transactions button is selected to post the charges and
payments you have entered.
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10

11

12

13

14

15

16

17

18

19

Click Close or press Enter when the Close button is selected.
The Appointment Summary window is displayed.

Click Schedule Appointment. The Schedule Appointment
calendar is displayed.

Click Search. The Appointment Types or Procedure window
is displayed, depending on the search method you selected in
the Schedule Maintenance window.

In the Code field, type the appointment type you want, or use
the arrow buttons or scroll bar to move through the list of
appointment types and select the appointment. Click OK. The
Appointment Search window is displayed.

Scroll through the list of appointment times and select the
specific Time/Chair to schedule.

Click Schedule. The Appointment Details window is
displayed.

In the Comment field, type a comment if necessary.

Click Procs. The Procedures window is displayed. Select the
procedures that will be performed during the appointment
and click OK.

Click Close to close the Schedule Appointment calendar.

Click Close to close the Appointment Summary window. The
Print Appointment Ticket window is displayed.

Select the options to print an appointment ticket, school
excuse, or work excuse and click Yes.

Click the Patient Lookup button to close the patient chart.



Exercise 2—Check a Patient Out Using Information from the
Charting Module

If your office uses the Charting module, an assistant at chairside
enters the next appointment date and the procedures that will be
performed, and the information is displayed at checkout.

Paul Patient has come in for his regular adjustment appointment.
To check him out using the Charting module:

1

2

Open Paul's chart.

Click the Patient Checkout button. The Financial Functions—
Charges and Payments window is displayed.

Procedures that were performed today are displayed
automatically in the Procedures section. Enter any additional
ledger comments by typing the comment in the Procedures
section and pressing Tab.

Press the Tab or Enter key to move to the procedure Amount
fields and change the amounts, if necessary. You can split
amounts between patient and insurance, provided a carrier
has been assigned to the patient, by typing the amount or
percentage (/ or %).

In the Payments field, select a payment type from the list, type
a payment reference number, and type the payment amount.
Type the patient portion and the insurance company portion, if
applicable.

Click the Post Transactions button or press Enter when the
Post Transactions button is selected to post the charges and
payments you have entered.

Click Close or press Enter when the Close button is selected.
The Appointment Summary window is displayed.

10

11

12

13

14

15

16

Click Schedule Appointment. The procedures for the next
appointment on the treatment card are displayed in the
Charting Information window, along with the Schedule
Appointment calendar.

Click Search. The Appointment Types or Procedure window
is displayed, depending on the search method you selected in
the Schedule Maintenance window.

In this example, the schedule is set up using appointment
types.

In the Code field, type the appointment type you want, or use
the arrow buttons or scroll bar to move through the list of
appointment types and select the appointment. Click OK. The
Appointment Search window is displayed.

Scroll through the list of appointment times and select the
specific Time/Chair to schedule. Click Schedule. The
Appointment Details window is displayed.

Click Charting. The window shows the details of the Next
Appointment section of the patient's treatment card.

Click Paste.

Make any necessary changes to the new appointment
information.

Click OK to schedule the appointment. The software prompts
you, asking if you would like to clear this information from the
Charting module. If this is a one-time appointment, click Yes. If
this is an appointment type that is repeated (for example,
Adjustment), click No. The appointment remains in the Next
Appointment section of the treatment card and will not have
to be re-typed for the next appointment.

Click Close to close the Schedule Appointment calendar.
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17 Click Close to close the Appointment Summary window. The
Print Appointment Ticket window is displayed.

18 Select the options to print an appointment ticket, school
excuse, or work excuse and click Yes.

19 Click the Patient Lookup button to close the current patient
chart.
Exercise 3—Print a Payment Receipt

At the checkout desk, William Doe tells you he needs a receipt so
he can be reimbursed from his flexible spending account. How do
you print an individual receipt for William*?

To print the payment receipt:

1 After you have checked William out, select Reports > Receipt
> Payment Receipt in any of the financial functions windows
in William’s chart. The Payment Receipts window is
displayed.

2 In the Print Options section, select the option for how the
receipt should be printed.

3 Inthe Date Range section, type a date range from which to
print the receipt, if desired.

4  Click OK.
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Lesson 9
Using Financial Reports

This lesson includes:

e Processing the Daysheet
e Printing Month-To-Date Reports
e Using the Ledger Scan Report

The financial reports in the software enable you to keep track of
your practice’s financial data. The available reports include:

» Balancing Worksheet
o Selected Billing Types
o Statement Code/Late Charge
o Ledger Scan

e Coupon Books

o Contract Summary

» Revenue Projection

e Aged Receivables By
e Auto Payment

o Statements

o Daysheet

* Roll

The daysheet reports include:

o Process Daysheet

e Quick View Daysheet

o View Archived Daysheets
o  MTD Daysheet Report

Processing the Daysheet

The first step in closing the daysheet is to preview the

transactions. To preview the Daysheet report:

1

On the main menu, select Reports > Financial > Daysheet >
Process Daysheet. The Preview Deposits window is
displayed.

Aot

= [ oot 1 -2 535,000

(£ Pers C 0 0.00

20 Ins Ck 1 250,00
e (5 Mailin Ck 0 000
Insurance credit card (1 Insurance credit card 1) 0.00)
Credit Card (S0 Credit Card 1 -250.00)
Auto Draft 23 Auto Draft i} 10.00)
Post-Diated Cheque (2] Post-Dated Cheque o 0.00}

ITotaI Deposit: 73,095.DD| Final{Close

To view the responsible party account names, on the left side
of the window, click on the folder name for the payment type
you want to view. The responsible parties are displayed in the
upper-right side of the window.

Important

Before you can run
financial reports,
you must convert
your balances.
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Note

All of the daysheet
reports print by default,
unless you have
configured the
software to exclude
specific reports.

Important

To view other transactions, such as contracts, adjustments,

and so on, click View > Transactions on the menu bar. The
Preview Daysheet Transactions window is displayed.

W Preview Daysheet Transactions
File Location Doctor View Reports  Integrity Check!  Print!

Amount

=1 5 Cortracts 9.800.00)

Cantracts (2] Contract Charges 2 2,625.00)

Contract Charges &l Charges 1 75.00

ghafgest 23 Payments 1 3,095 00|
apmerts "

Db A (20 Other Adj. 3 2,300.00)

[ | Final{Close

Verify that the
daysheet printed
properly.

Note

If the Trial Balance is
displayed in the
daysheet header, the
daysheet was not
closed properly and
must be printed again.

To view the accounts for a particular category, double-click
the appropriate folder on the left side of the window. If
subcategories exist, a folder is displayed for each.
Double-click the name of the subcategory folder to display the
patient name, reference number, transaction amount, and
location in the upper-right side of the window.

The total for the transaction category, including all
subcategories, is displayed in the lower-right side of the
window.
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Printing and Closing the Daysheet

If the deposit amounts match the payments and all transactions

appear to be correct, you can print and close the daysheet. To

print and close the daysheet:

1

Click Reports on the menu bar of the Preview Deposits
window and confirm that Close Daysheet is selected.

The daysheet reports listed above Close Daysheet print
automatically.

To print the final daysheet of the day, select Print! The
software displays a message. Click Yes.

In the printer dialog box, verify that the correct printer is
selected and click OK.

If the Integrity Check is intact and no problems are detected,
the software displays a Printout OK? message, requesting
you to confirm that the daysheet printed properly. Wait until
the reports are printed, and make sure the control number
prints in the header of all reports before answering this
message.

If you click Yes, the daysheet closes, all transactions are
removed from the daysheet, and daily totals are reset to zero.

If you click No, the transactions remain on the daysheet, and

the daysheet is not closed (although the printout has a control
number). The Daysheet Preview window is displayed again.
After checking the printer for paper jams, orientation, and so

on, select Reports on the menu bar and make certain Close

Daysheet is selected before printing again.



Printing a Trial Balance Report

If you are not ready to close the daysheet but want a printed copy
of a report:

1 Click Reports on the menu bar and deselect Close
Daysheet.

2 Deselect the reports you do not want to print, and select the
reports you want to print.

3 Click Print! The reports that print display Trial Balance in the
upper-right corner of the header.

Multi-Month Daysheet

When running a daysheet that contains transactions from multiple
months, a message is displayed, stating that you need to run the
Daily Monitors and Totals Summary reports after the daysheet
has been closed.

Printing the Daily Monitors and Totals Summary pages of the
daysheet separately after the current daysheet is closed prevents
dollar amounts from transactions in previous months from being
calculated and reported in the Daily Monitors/This Month row
and in the Totals Summary/Month-to-Date Totals section.

To print the Daily Monitors and Totals Summary pages for a
multi-month daysheet:

1 Before closing the daysheet, click Reports on the Preview
Deposits menu bar and verify that Daily Totals, Daily
Monitors, and Totals Summary are selected.

2 Close the daysheet. See “Printing and Closing the Daysheet”
on page 78.

3  After closing the daysheet, return to the Preview Deposits
window, select Reports on the menu bar, and verify that
Totals Summary and Daily Monitors are selected.

4 Click Print!

Viewing the Daysheet

The Quick View Daysheet report enables you to perform most of
the same functions as Process Daysheet, but it does not calculate
totals for each doctor and office. Several processes, including
integrity check, daily totals, total summary, daily monitors, and
close daysheet, are disabled.

The Quick View Daysheet option is helpful to practices with
multiple offices, as satellite offices can use the option to verify
their individual deposit/balance, while the main office closes the
daysheet.

Viewing Archived Daysheets

When the daysheet is closed, an archived daysheet is
automatically generated.

To view archived daysheets:

1 From the main menu, select Reports > Financial > Daysheet
> View Archived Daysheets. The View Archived Daysheets
window is displayed.

2 Click the calendar buttons to select the date range.
3 Select the daysheet you want to view.

4  Click View Daysheet. A copy of the daysheet is displayed as
a PDF file.
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Printing Month-To-Date Reports

You can print monthly reports together or individually, with or
without accompanying graphs. The Monthly Summary, Monitor
Recap, and Deposit Recap reports display data for each day on
which transactions were posted in the selected month. The
Monthly Totals report corresponds to the Daily Totals page of the
daysheet and contains amounts for each of the daysheet
categories and related transaction types.

To print the monthly daysheet reports:

1 On the main menu, select Reports > Financial > Daysheet >
MTD Daysheet Report. The Monthly Reports window is
displayed.

M arthly Summary | <Monex IEH
Manitor Recap |<None> |E||
Deposit Recap |<N0ne> Iz‘l

Manthly Tatals

O Include count

® Specific Manth
0g-2018

O Rarge of Manths

i

2 Deselect the reports you do not want to print. When a report
is selected, the graph box to the right of the report name is
active. Use the drop-down list to select the type of graph to
print with each report or select <None>.
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3 Select Include count to print the number of transactions and
the dollar amount for the transactions on the Monthly
Summary, Monitor Recap, and Deposit Recap reports.

4 To change the Specific Month date, click in the field and type
the month and year for the report.

Select Range of Months to enter a range of months for the
report. Enter the dates in mm/yyyy format.

5  If your office has multiple locations, the Location section is
enabled. Select All or Single. If you select Single, select the
location from the drop-down list.

6 If your office has more than one doctor, the Doctor section is
enabled. Select All or Single. If you select Single, select the
doctor from the drop-down list.

7  Click Print. The Financial Daysheet print options window is
displayed.

8 Select a print option and click OK.

Using the Ledger Scan Report

The Ledger Scan report prints a list of ledger transactions and
amounts for a specified time period by patient or responsible
party. You can select the transaction types to print on the report
and filter the report so it yields only transactions belonging to the
patient’s insurance, responsible party, or both.

You can also specify whether the report should be for all locations
and all doctors, or a particular location or doctor. The report
options can be saved for future use.



To use the Ledger Scan report:

1

On the main menu, select Reports > Financial > Ledger
Scan. The Ledger Scan window is displayed.

|
and |3/7/2019

Previously S aved Settings: | |Z||

Frint transactions posted between (§

Available Transactions Selected Transactions

<l Categanies: []
Adjust Balance A

Auta Draft

Cash

Charge Posting Emor

Callectable

Collections Adjustrment j

S
-~ e

@b

By -
Patient O Responsible @ Patient O Insurance O All

@ All Locations
() Single Location

| Bufaord IE”

@ Al Doctars
O Single Doctor

| Vicki Allen =]

VxR o (@ o)

Type the dates for which you want a report in the fields at the
top of the window.

In the Available Transactions section, select each
transaction you want to include in the report by highlighting
the transaction and clicking the single right-arrow button.

In the remaining sections, select whether you want to
generate a report By Patient or By Responsible; for All
Locations or a Single Location; for Patient, Insurance, or
All; and for All Doctors or a Single Doctor.

Click OK and Print.

Saving Ledger Scan Report Settings

After running a Ledger Scan report, you can save the settings to

enable you to run the report in the future. To save the Ledger Scan
report settings:

1

After running the report, click Apply. The Save Options
window is displayed.

Type a name for the report in the field and click OK. The report
name and settings are saved.

To run a report using the same settings, click the arrow next to
the Previously Saved Settings field and select the report
name from the list.
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Skill Sharpeners

Exercise 1—Print the Daysheet

At the end of a business day, you want to print and close the
daysheet. To do so:

1 Click Reports on the menu bar of the Preview Deposits
window and confirm that Close Daysheet is selected.

The daysheet reports listed above Close Daysheet print
automatically.

2 To print the final daysheet of the day, select Print! The
software displays a message. Click Yes.

3 In the printer dialog box, verify that the correct printer is
selected and click OK.

If the integrity check is intact and no problems are detected,
the software displays a Printout OK? message, requesting
you to confirm that the daysheet printed properly. Wait until
the reports are printed, and make sure the control number
prints in the header of all reports before answering this
message.

4  Click Yes. The daysheet closes, all transactions are removed
from the daysheet, and daily totals are reset to zero.

Exercise 2—View an Archived Daysheet

You need to view a daysheet from a past date. To view archived
daysheets:

1 From the main menu, select Reports > Financial > Daysheet
> View Archived Daysheets. The View Archived Daysheets
window is displayed.

2 Select a date range and select the daysheet you want to view.

3 Click View Daysheet.
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Lesson 10

Working with Contracts

This lesson includes:

e Setting Up Contracts

e Setting Up Contracts with Insurance or Multiple
Responsible Parties

e Using the Financial Estimator Setup Window

Use the contracts and payment plans function to set up your
contracts, payment plans, visit charges, and monthly fees. You can
enter a total contract balance and set up payments to be rolled in
monthly, quarterly, semi-annually, or annually until treatment is
completed. Production is updated as each charge is rolled in.

Payment plans function the same as contracts, but production
figures are not updated each month. Payment plans are used for
services that are produced in a single visit or to refinance
delinquent accounts without duplicating production. The patient is
able to spread payments over a period of time.

Setting Up Contracts

To set up a contract:

1 In a patient chart, click the Financial Functions button. The
Financial Functions—Charges and Payments window is
displayed.

2  Click the Contracts and Payment Plans button. The Financial
Functions—Contracts and Payment Plans window is
displayed.

File. Reports  Setup

Important

Mandatory Pre- Auth:n/a Deductible:n/a
Items to Submit:n/a Initial Fee:n/a

Yearly Max Amt: n/a
End of Quarter Months: n/a

o - aps ” .
= HS B
S EO v ok % e O
Patient [Eli Samples =l Dactor [John Samples ] Location|Norcross ]
Resp Party [Bob Samples [7]  Assistant [Debbie Amos [ start Date [0710122019 |
Ins Plan (1) 1stTest =] Clerk[John Samples [£]] Est Comp [07/0172020 [#]
Comments g ins Medical Alert [ETSETTEN B
Alert bifasciular block =
MOM CELL # /06-4/4-6453 test H
|
Description Active Robert Samples
‘ I onsna conseee 775000
Contract Total 5 01/01/2020 100.00
Pay Plan Amount 200000 |—¢ 02012020 100.00
| IResponsibleinsurance ﬂ nitial Fee 7 03/01/2020 100.00
» Robert Samples 2,000.00 8 04/01/2020 100.00
(1) 1st Health Zf Group P NONE Remaining Bal 150000 | g 05/01/2020 100.00
A Laura Abbott 1,760.00 10 06/01/2020 100.00
Payment Amount 100.00
(3)Acordia NONE v 1 07/01/2020 100.00
Mary S Spread
Mary Smith NONE Num. of Payments Ogereas | 12 08/01/2020 100.001|
Audrey Samples NONE - —_ 13 09/01/2020 100.00
{9\ Brardia Natinnal NONE Init. Fee Due Date [08/16/2019 12 10/01/2020 100.00
RecvStmt  LateChg  Risk Code Discount Cont. Start Date |09/01/2019 15 11/01/2020 100.00
No |[d000 |[__© i ] 16 12/01/2020 10000 4
Unallocated 0.00
O Conract © Visit Charge ® Monthly O Semi-Annual s
© Payment Plan © Monthly Fee V=1 | cquatery  © Annual

Before you can work
with contracts, you
must convert your
balances.

Note

Dt Jomn Sarmples I hsstEster Washinglon I Lo Noreross [ ooyrsom |7 | 013020201128 A

In the Description field, select a contract description from the
drop-down menu or add a new description. Press Tab.

In the Contract Total field, type the full contract amount
before discounts, which includes the responsible party
portion and insurance carrier portion, if applicable. Press Tab.

The total contract amount is displayed next to the first
responsible party listed in the Responsible/Insurance
section. If the first responsible party is paying the entire
contract amount, press Tab again.

In the Initial Fee field, type the amount of the contract that is
due on the initial fee due date. Press Tab.

If you make a mistake
while entering contract
information, click
Restart and enter the
information again.

Financial Functions

'S

Contracts and
Payment Plans

OrthoTrac Practice Management Software Initial Training Workbook (OR250-15) 83 of 94



7

Post Transactions

Financial Functions

Contracts and Payment
Plans

In the Payment Amount field, type the payment amount to be
paid monthly, quarterly, semi-annually, or annually. Press Tab.

The software calculates the payment amount if you leave this
field blank and enter the total number of payments in the
Num. of Payments field.

In the Num. of Payments field, type the number of payments.
Press Tab.

In the Init. Fee Due Date field, type the date the initial fee is
due. Press Tab.

The initial fee due date determines when a contract becomes
active. If you use the current date, the contract is activated,
and the initial fee amount is applied to the current balance
when you post the contract. If you use a date in the future, the
status of the contract is Pending.

In the Start Date field, type the date that the first contract
charge should be applied. In a single-due-date system, the
date defaults to the roll date for the next month. In a
multi-due-date system, the date defaults to one month from
the initial fee due date.

To use the default payment term of Allow only 1 Charge per
Month, press Tab. The Spread button is selected. Press Tab.
The Post Transactions button is selected.

OR

To use a different payment term for the contract, select a new
payment term. Press Tab. The cursor immediately moves to
the Post Transactions button.

10 Type a description.
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11

12

13

Press Enter or click the Post Transactions button. If you have
not entered a banding date, the Contract message is
displayed.

To enter a banding date, click the calendar next to the Start
Date field and select a date, or type the date in the field.

To enter an estimated completion date, click the calendar next
to the Est Comp field and select a date, or type the date in the
field.

Setting Up Contracts with Insurance or
Multiple Responsible Parties

To set up a contract with insurance or multiple responsible parties:

1

In the patient chart, click the Financial Functions button. The
Financial Functions—Charges and Payments window is
displayed.

Click the Contracts and Payment Plans button. The Financial
Functions—Contracts and Payment Plans window is
displayed.

In the Description field, select a contract description from the
drop-down menu or add a new description. Press Tab.

In the Contract Total field, type the full contract amount
before discounts, which includes the responsible party
portion and insurance carrier portion, if applicable. Press Tab.

In the Amount section, type the portion of the contract the
first responsible party is paying. Press Tab.

If there are additional responsible parties/insurance carriers
that the contract should be divided between, type the amount
each is paying until the total contract amount is disbursed.



10

11

If a particular responsible party should not be included in the
contract disbursement, type 0 and press Enter to skip the
responsible party and to continue disbursing money to the
next responsible party. Press Tab.

Select whether this is a Contract or Payment Plan. Press Tab.

In the Initial Fee field, type the amount of the contract that is
due on the initial fee due date. Press Tab.

In the Payment Amount field, type the payment amount to be
paid monthly, quarterly, semi-annually, or annually. Press Tab.

The software calculates the payment amount if you leave this
field blank and enter the total number of payments in the
Num. of Payments field.

In the Num. of Payments field, type the number of payments.
Press Tab.

In the Init. Fee Due Date field, type the date the initial fee is
due. Press Tab.

The initial fee due date determines when a contract becomes
active. If you use the current date, the contract is activated,
and the initial fee amount is applied to the current balance
when you post the contract. If you use a date in the future, the
status of the contract is Pending.

In the Cont. Start Date field, type the date that the first
contract charge should be applied. In a single-due-date
system, the date defaults to the roll date for the next month. In
a multi-due-date system, the date defaults to one month from
the initial fee due date.

To use the default payment term of Monthly, press Tab. The
Spread button is selected. Press Tab. The Next button is
selected.

12

13

14

OR

To use a different payment term for the contract, select a new
payment term. Press Tab. The Next button is selected.

Click Next or press Tab to continue setting up the contract for
the next responsible party/insurance carrier.

Continue completing contract information for all responsible
parties/insurance carriers on the list. If a responsible party is
listed but does not require a contract, tab through the
contract fields until the software displays a message
acknowledging that the responsible party being skipped does
not have a financial contract.

After completing the payment information for the last
responsible party/insurance carrier in the
Responsible/Insurance section, the Post Transactions
button is selected. Click the Post Transactions button or
press Tab. If you have not entered a banding date, the
Contract message is displayed.

To enter a banding date, click the calendar next to the Start
Date field and select a date.

To enter an estimated completion date, click the calendar next
to the Est Comp field and select a date.

Note

Pending contracts are
activated by changing
the initial fee date,
posting a procedure
that has been
designated to activate
a contract, or by the
roll program.

Tip

If you make a mistake
while entering
contract information,
click Restart and
enter the information
again.

Note

You cannot enter a past
date as an initial fee due
date.
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121
Financial Estimator
Setup

Using the Financial Estimator Setup
Window

You can present contract proposals to responsible parties to
increase same day starts and signed contracts. Click the
Financial Estimator Setup button to view an interactive display of
fee presentation and contract information. Enter financial data and
use slider controls to instantly update contract details.

To access the Financial Estimator Setup window:

1 From the patient chart, click the Financial Functions button.
The Financial Functions window is displayed.

2  Click the Financial Estimator Setup button. The Financial
Estimator Setup window is displayed.

£4% Financial Estimator Setup

Elliott Samples - 23522

Responsible Party
RP1 |Ms. Robert Samples =

RP2 |Mone

Maximum Finance Duration |18
(Months)

Total Cost
Contract Total 5 000,00/

Courtesy Discount 240.00 StuﬂemD\scnunt
Proff Btaff Discaunt 1000 FamibDiscont [ 0.00]

Insurance Coverage

Discounts

Jull

Insurance RP1 1,500.00

Total Responsibility
Patient's Total Responsibility 3,250.00

RP Payment
RP1 Total 325000

Existing Balance

e 32500
Preferred Down
Payment 280
Minimum Down
Payment 100.01

I}

Financial Estimator
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3 Select options from the following sections:

Responsible Party—This section displays responsible
party information as assigned in the Patient Information
section of the chart. Although the Financial Estimator
Setup window only includes fields for RP1 and RP2, you
can select any responsible party that is associated with
the account.

Select options from the following fields:

o RP1-Use the drop-down list to select a responsible
party for the contract payments.

e RP2-Use the drop-down list to select a second
responsible party for the contract payments. If the
account has multiple responsible parties, but makes
payments only on the contract, select None. If the
account only has one responsible party assigned, this
field is inaccessible.

« Maximum Finance Duration (Months)—Use the
drop-down list to select how many months the
contract lasts.

Total Cost—Enter or update the entire amount due for the
contract. This field is required.

Discounts—This section displays discounts that can be
applied to the total amount. You can rename these
discounts as appropriate for your practice.

Select options from the following fields:

¢ Courtesy Discount—Enter or update a discount
approved for this contract.

« Prof/Staff Discount—Enter or update a discount
approved for this contract.



Student Discount—Enter or update a discount
approved for this contract.

Family Discount—Enter or update a discount

approved for this contract.

o Insurance Coverage—This section displays insurance
information that is associated with RP1 and, optionally,
RP2, as assigned in the Patient Information section of
the chart.

Select options from the following fields:

Insurance RP1—Enter or update the amount that the
insurance associated with RP1 will pay on the
contract.

Insurance RP2—Enter or update the amount that the
insurance associated with RP2 will pay on the
contract. If the account only has one responsible
party assigned, this field is not displayed.

After selecting options in these sections, the amount for the
Patient's Total Responsibility is displayed. This amount
updates dynamically when changes are made to other

financial fields in the window.

e RP Payment-Select options from the following fields:

RP1 Total-Displays the total amount that the
responsible party selected as RP1 will pay. You can
type a new amount in this field to update the total.

Existing Balance—If a balance is present on the
account, this field displays the current amount for
which RP1 is responsible. You can type a new
amount in this field to update the balance. If you
attempt to increase the existing balance, a message

indicates that the amount entered should be less
than the existing balance.

Preferred Down Payment—Displays the amount that
the responsible party selected as RP1 has agreed to
as a down payment on the total. You can type a new
amount in this field to update the down payment.

Minimum Down Payment-Displays the minimum
amount that the responsible party selected as RP1
must submit as a down payment on the total. You can
type a new amount in this field to update the down
payment.

RP2 Total-Displays the total amount that the
responsible party selected as RP2 will pay. You can
type a new amount in this field to update the total. If
the account only has one responsible party, this field
is not visible.

Existing Balance—If a balance is present on the
account, this field displays the current amount for
which RP2 is responsible. You can type a new
amount in this field to update the balance. If you
attempt to increase the existing balance, a message
indicates that the amount entered should be less
than the existing balance. If the account only has one
responsible party, this field is not visible.

Preferred Down Payment-Displays the amount that
the responsible party selected as RP2 has agreed to
as a down payment on the total. You can type a new
amount in this field to update the down payment. If
the account only has one responsible party, this field
is not visible.
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e Minimum Down Payment-Displays the minimum
amount that the responsible party selected as RP2
must submit as a down payment on the total. You can
type a new amount in this field to update the down
payment. If the account only has one responsible
party, this field is not visible.

You can select one of the following:

o Cancel-Exits the Financial Estimator Setup window
without retaining changes.

¢ Reset—Restores the default amounts for the account to
the Financial Estimator Setup window.

« Save—Confirms the information and exits the Financial
Estimator Setup window.

OR

To visualize and adjust financial details, click Financial
Estimator. The Financial Estimator window for the selected
responsible party is displayed.

< Financial Estimator RP1 - Ms. Robert Sample;

Down Payment Mornthly Payment #of Months o
$3,250 00 $2437.50 18 ¥ FElliott Samples - 33522

il RP1-Ms Robert Samples

Total Treatment Cost $5,000.00
Courtesy Discount -$240.00
Proff Staff Discount -$10.00
Estimated Insurance Coverage - $1,500.00
Total Responsibility $3,250.00
Existing Balance $0.00

Cash Discount $0.00
Final Responsibility $3,250.00
FP1 Down Payment

$812.50

Estimated Fee Schedule
$270.83 for 8 months + $270.86 Final Payment
Payments due on

[ =] day of the manth

Please note, this financial estimator tool is only intended to be used as
a guide. Final fee schedlules may differ based on financial responsibility
and case complexty.

$100.00 $135.42 1 B Print m
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Use the sliders to adjust the following:

« Down Payment-The top of the Down Payment slider
displays the total payment due from the selected
responsible party. The slider adjusts the preferred down
payment amount. The minimum down payment required is
displayed at the bottom of the slider. Use the slider to
update this value.

e Monthly Payment—The top of the Monthly Payment
slider displays the total amount due minus the initial down
payment. The slider adjusts what the responsible party
needs to remit each month to pay off the remaining
balance. The minimum amount necessary is displayed at
the bottom of the slider. Use the slider to update this
value.

e # of Months—The top of the # of Months slider displays
the length of the contract. The slider adjusts the number
of months it will take to pay off the remaining balance. The
minimum length of time needed is displayed at the bottom
of the slider. Use the slider to update this value.

Verify that the following amounts are correct:

+ Total Treatment Cost—The total amount of the contract is
displayed.

o Discounts—A line item for each discount approved by
your practice is displayed.

+ Estimated Insurance Coverage—The total estimate of
what insurance is expected to pay is displayed.

o Other Party's Responsibility—If an additional
responsible party is selected, the amount that will be paid
by that responsible party is displayed.



Total Responsibility—The total amount due for the
contract from the selected responsible party is displayed.

Existing Balance—If a balance is present on the account,
the amount the selected responsible party has agreed to
pay is displayed.

Final Responsibility—The total amount the selected
responsible party has agreed to pay is displayed.

RP Down Payment—-The amount the selected
responsible party has agreed to pay is displayed. Use the
Down Payment slider to adjust this amount.

Estimated Fee Schedule—The monthly payment amount,
length of the contract, and final payment amount are
displayed. Use the sliders to adjust these variables.

To select the day that payments are due, click the Payments
due on day of the month drop-down list.

After confirming the amounts, select one of the following:

Print—Select an option. Click OK or Cancel.
Cancel-Closes the Financial Estimator RP window.

Save—Saves the contract information. The Financial
Estimator Accepted Amounts window is displayed.
Close the window or click Print.

The Financial Functions window is displayed.
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Skill Sharpeners

Exercise 1—Set Up a Contract

Patti Patient is ready to begin treatment. She is self-responsible
and does not have insurance. How do you set up her contract?

To set up a contract:

1

In the patient chart, click the Financial Functions button. The
Financial Functions—Charges and Payments window is
displayed.

Click the Contracts and Payment Plans button. The Financial
Functions—Contracts and Payment Plans window is
displayed.

In the Description field, select a contract description from the
drop-down menu or add a new description. Press Tab.

In the Contract Total field, enter the full contract amount
before discounts. Press Tab.

The total contract amount is displayed next to the first
responsible party listed in the Responsible/Insurance
section. Since the first responsible party is paying the entire
contract amount, press Tab.

In the Initial Fee field, enter the amount of the contract that is
due on the initial fee due date. Press Tab.

In the Payment Amount field, enter the payment amount to be
paid monthly, quarterly, semi-annually, or annually. Press Tab.

The software calculates the payment amount if you leave this
field blank and enter the total number of payments in the
Num. of Payments field.

In the Num. of Payments field, type the number of payments.
Press Tab. If you entered a payment amount, the software
calculates the number of payments.
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10

11

12
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In the Init. Fee Due Date field, type the date the initial fee is
due to be paid. Press Tab.

In the Cont. Start Date field, type the date that the first
contract charge should be applied. In a single-due-date
system, the date defaults to the roll date for the next month. In
a multi-due-date system, the date defaults to one month from
the initial fee due date.

If you want to accept the default payment term of Monthly,
press Tab. The Spread button is selected. Press Tab. The
Post Transactions button is selected.

OR

If you need to select a different payment term for the contract,
while still in the Cont. Start Date field, select a new payment
term. Press Tab. The cursor immediately moves to the Post
Transactions button.

Click the Post Transactions button or press Tab. If you have
not entered a banding date, the Contract message is
displayed.

To enter a banding date, click Yes and type the date in the
field. To enter an estimated completion date, click Yes and
type the date in the field.

Click the Close button.



Exercise 2—Set Up a Split Contract

John Doe is starting treatment, and part of the cost will be paid by
his father's insurance. How do you set up his contract so the total
amount is split between the insurance company and the
responsible party?

To enter a contract with insurance or with multiple responsible

parties:

1

In the patient chart, click the Financial Functions button. The
Financial Functions—Charges and Payments window is
displayed.

Click the Contracts and Payment Plans button. The Financial
Functions—Contracts and Payment Plans window is
displayed.

In the Description field, select a contract description from the
drop-down menu or add a new description. Press Tab.

In the Contract Total field, enter the full contract amount
before discounts (includes the responsible party portion and
insurance carrier portion, if applicable). Press Tab.

Type the portion of the contract the first responsible party is
paying. Press Tab.

The remaining portion of the contract is displayed on the next
line of the Responsible/Insurance Amount section, and an
arrow points to the next name in the Responsible/Insurance
section. Press Tab.

In the Initial Fee field, enter the amount of the contract that is
due on the initial fee due date. Press Tab.

In the Payment Amount field, enter the payment amount to be
paid monthly, quarterly, semi-annually, or annually. Press Tab.

10

11

The software calculates the payment amount if you leave this
field blank and enter the total number of payments in the
Num. of Payments field.

In the Num. of Payments field, enter the number of payments.
Press Tab.

If you entered a payment amount, the software calculates the
number of payments.

In the Init. Fee Due Date field, type the date the initial fee is
due to be paid. Press Tab.

In the Cont. Start Date field, type the date that the first
contract charge should be applied. In a single-due-date
system, the date defaults to the roll date for the next month. In
a multi-due-date system, the date defaults to one month from
the initial fee due date.

To accept the default payment term of Monthly, press Tab.
The Spread button is selected. Press Tab. The Next button is
selected.

OR

To select a different payment term for the contract, in the
Cont. Start Date field select a new payment term. Press Tab.
The Next button is selected.

Click Next or press Tab to continue setting up the contract for
the next responsible party/insurance carrier. Continue adding
information for all responsible parties/insurance carriers on
the list. If a responsible party is listed but does not require a
contract, press Tab to move through the contract fields until
the software displays a message, acknowledging that the
responsible party being skipped does not have a financial
contract.
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12 After completing the payment information for the last
responsible party/insurance carrier in the
Responsible/Insurance section, the Post Transactions
button is selected. Click the Post Transactions button or
press Tab. If you have not entered a banding date, the
Contract message is displayed.

13 To enter a banding date, click Yes and type the date in the
field.

To enter an estimated completion date, click Yes and type the
date in the field.

Exercise 3—Set Up a Contract with Varying Monthly Charge
Amounts

A patient without insurance is starting treatment for a total of
$3,500. The patient wants to make an initial payment of $500,
monthly payments of $100.00 for the first six months, $125.00 for
the next six months, $150.00 for the next six months, and a final
balloon payment for the remaining balance. How do you set up
this contract?

To set up a contract with varying charge amounts:

1 In the patient chart, click the Financial Functions button. The
Financial Functions—Charges and Payments window is
displayed.

2  Click the Contracts and Payment Plans button. The Financial
Functions—Contracts and Payment Plans window is
displayed.

3 In the Description field, type a contract description. Press
Tab.

4 In the Contract Total field, type $3,500. Press Tab.
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An arrow is displayed next to the patient’s name in the
Responsible/Insurance section, and the total amount of the
contract is displayed on the first line of the Amount section.
Press Tab.

In the Initial Fee field, type $500. Press Tab.

In the Payment Amount field, type $100.00 and press Tab.
Disregard the Num. of Payments field, as the software
calculates the number of payments as if you were paying off
the contract using only this initial amount.

Press Tab and retype the contract start date, if needed.
Deselect the Spread Evenly option.

In the payment grid, scroll to the seventh payment of the
contract, click in the Amount field, and type $125.00. Press
Tab.

Click Spread.

In the payment grid, scroll to the thirteenth payment of the
contract, click in the Amount field, and type $150.00. Press
Tab.

Click Spread.

In the payment grid, scroll to the nineteenth payment of the
contract, click in the Amount field, and type $750.00. Press
Tab.

Click Spread.

Click the Post Transactions button or press Tab. If you have
not entered a banding date, the Contract message is
displayed.



17

18

To enter a banding date, click Yes and type the date in the
field. To enter an estimated completion date, click Yes and
type the date in the field.

Click the Close button.

Exercise 4—Print a Coupon Book

A patient tells you that he has lost his coupon book. How can you
print a new one for him?

To reprint an entire coupon book:

1

4

In the patient’s chart, click the Financial Functions button.
The Financial Functions—Charges and Payments window
is displayed.

On the menu bar, select Reports > Contracts and Payment
Plans > Coupons. The Print Setup window is displayed.

Select the printer on which to print the coupon book, if
necessary.

Click OK.

To reprint a coupon book for future payments only:

1

On the main menu, select Reports > Financial > Coupon
Books. The Coupon Books window is displayed.

Select Reprint coupon books, Reprint for future payments,
and click OK. The Select Patient to Print Coupons window
is displayed.

Select the patient name and click OK. The Print Setup
window is displayed.

Select the printer on which to print the coupon book, if
necessary.

Click OK.

10

11

12

13

14

15

Deselect the Spread Evenly option.

In the payment grid, scroll to the seventh payment of the
contract, click in the Amount field, and type $125.00. Press
Tab.

Click Spread.

In the payment grid, scroll to the thirteenth payment of the
contract, click in the Amount field, and type $150.00. Press
Tab.

Click Spread.

In the payment grid, scroll to the nineteenth payment of the
contract, click in the Amount field, and type $750.00. Press
Tab.

Click Spread.

Click the Post Transactions button or press Tab. If you have
not entered a banding date, the Contract message is
displayed.

To enter a banding date, click Yes and type the date in the
field.

To enter an estimated completion date, click Yes and type the
date in the field.

Click the Close button.
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Lesson 11

Working with Auto Payments

This lesson includes:

e Setting Up Auto Payments
o Editing Auto Payment Records

The automatic payments feature enables you to enter credit card
drafts, electronic bank drafts, or post-dated cheques to be posted
at regular intervals in the future. After you set up the auto payment
information in the patients’ financial charts, the software can
automatically post these payments to their financial ledgers on a
daily basis.

Setting Up Auto Payments

To set up automatic payments:

1 In the patient chart, click the Financial Functions button. The
Financial Functions—Charges and Payments window is
displayed.

2  Click the Auto Payments button. The Financial Functions—
Auto Payments window is displayed.

3

Resp Party [Bob Samples

Ins Plan [(1) TstTest

Patient [Ell Samples 5l Dastor [John Samples ]  Location[Norcross =l
[]  &ssistart [Debbie Amos 7]  status[Tx-Phase ]
] Clerk [John Samples [5]  Tx Coord [Esther Washingtan =l

Comments g ns

[Alert
MOM CELL % 706-474-B453

Important

03/01/2020
04/01/2020
05/01/2020
06/01/2020
07/01/2020
08/01/2020
08/01/2020
10/01/2020
10 1101/2020
1 12/01/2020
12 0012021
13 02012021

o= oo v

10000 000000

100.00 3000000E5B7 1056
100.00 soocco0BEBT 1057
100.00 s000000E5B7 1058
100.00 sooccoo@EB7 1059
100.00 s000000E5B7 1060
100.00 sooccoo@EET 1061
100.00 3000000E5B7 1062
100.00 3000000E587 1063
100.00 3000000E5B7 1064
100.00 3000000E587 1065
100.00 3000000E5B7 1066

Mar 2020
Apr 2020
May 2020
Jun 2020
Jul 2020

Aug 2020
Sep 2020
Oct 2020
Mov 2020
Der 2020
Jan 2021

Cheque Card Draft

Unposted Chas
Unposted Amnt[ 130000
MNext Chegue
Reminder Date

Num of Receipts

Dr. John Samples

AsstEsther Washington

Loc: Moreross.

|
| 20wsOm | F | 01/20/202011:03AM |

Click a tab to select the type of automatic payment you want.

Type additional information in the blank fields.

The following fields require explanation:

o Starting Pmt Mth—This is the treatment month to which
the payment is allocated. This is used most often in

Canada for insurance receipt purposes, when the

payment can be a month ahead or behind the treatment.

Otherwise, enter the same month indicated in the
previous field, First Payment Due.
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Before you can
work with auto
payments, you
must convert your
balances.

Financial Functions

L,
LN T

Auto Payments

Note

For security, only the
last four digits of
credit card numbers
are displayed on auto
payment reports.
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Important

The bank account
number is not a
required field. Be
sure to consider
security and
confidentiality
issues when
entering this data.

7

Post Transactions

« Reminder Date—This is used when the entire contract
amount is not covered by the auto payments. The
reminder date defaults to the month and year after the last
payment entered. This is useful when a credit card
expires before the end of the payments, so the
responsible party must be contacted for the current credit
card information.

» Receipts—If the patient/responsible party needs more
than one receipt per payment, enter the number of
receipts needed here. Receipts can be printed after the
payment is posted on the appropriate date.

On the Cheque tab, complete the following fields:

» Starting Cheque #-Type the number of the first cheque.

e Acct #-Type the bank account number or the name of the
financial institution.

On the Credit Card tab, complete the following fields:

o Type of Card—Type the name of the credit card.

o Acct #-Type the entire credit card account number. If you
use the credit card service, the OrthoTrac Software
Credit Card Processing Capture Credit Card window is
displayed when you enter this field. If a card reader is
connected to the computer, swipe the credit card. When
you save the information, all digits except the last four are
replaced with an x as a security measure. Click OK.

« Expiration Date—Type the month and year the credit card
expires. This field is completed in the OrthoTrac
Software Credit Card Processing Capture Credit Card
window, if you are using the credit card service.

o Process Online—Select this to have the credit card
processing module contact the service center to obtain
authorization when you post auto payments.
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¢ Last Card-If the account has a previously authorized
credit card on file, click Last Card to populate the Acct #,
Exp Date, and Reference fields.

On the Draft tab, complete the following fields:

e Account Type—Enter the bank account type.

e Acct #-Type the bank account number or the name of the
financial institution.

After completing the fields on the tab, click the Post
Transactions button.

If the amount that is automatically calculated exceeds the total
balance, a message is displayed, asking if you want to do this.
Click Yes, but then edit the last payment to match the
contract payment spread.

Editing Auto Payment Records

Using the Financial Functions—Auto Payments window, you can

change the amount of a payment, insert additional payments

within the existing payment schedule, and add payments to the

end of the existing payments.

Changing Auto Payments

To change existing auto payment information:

1

Double-click the payment you want to change in the Amount
column of the auto payment grid.

Enter the new payment amount and press Tab or Enter. A
message is displayed, asking if you want to make this change
for all future payments.

Click OK.



Inserting Auto Payments in the Schedule

To insert an additional auto payment in the existing payment
schedule:

1 In the Sequence column, select the auto payment on the list
that you want to display after the new auto payment and click
Insert.

2  Enter the new payment information. As you are changing the
fields, several messages are displayed, asking you if you want
to make this change for all future payments.

3 Press Tab or Enter when finished.

Adding Auto Payments to the End of the Schedule
To add an auto payment to the end of existing payments:

1 Click Add New. A window is displayed on top of the grid.

2  Enter the additional payment information and click OK.

Removing Auto Payments

To remove an auto payment:

1 Inthe Sequence column, click the number of the payment you
want to remove to select the payment. Payments that have
already been posted cannot be removed individually.

2 Click Remove.

A message might be displayed, warning you that the account is
set up to be debited for a greater amount than what is owed.

Important

If you use OrthoTrac
version 15.2, but do
not use the
ePayments feature,
you might need to
export account
information to your
third-party processing
service and delete the
information from
OrthoTrac to meet the
current PCI
compliance standards.
To run the PDC Export
Utility, see the
OrthoTrac, v15.2,
online help.

Note

Payments that have

already been posted
cannot be removed

individually.
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Skill Sharpeners

Exercise 1—Create an Auto Payment
Patti Patient has a treatment plan and asks to set up an auto

payment plan. How do you set it up for her?

1 In Patti's chart, click the Financial Functions button. The
Financial Functions—Charges and Payments window is
displayed.

2  Click the Auto Payments button. The Financial Functions—
Auto Payments window is displayed.

3 Click a tab to select the type of auto payment you want to set
up. Type information in the fields.

4  After completing the fields on the tab, click the Post
Transactions button.

If the amount that is calculated exceeds the total balance, a
message is displayed, asking if you want to do this. Click Yes,
but then manually edit the last payment to match the contract
payment spread.

Exercise 2—Change an Auto Payment

To change an auto payment:

1 Double-click the payment you want to change in the Amount
column of the auto payment grid.

2  Enter the new payment amount and press Tab or Enter. A
message is displayed, asking you if you want to make this
change for all future payments.

3 Click OK.
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Lesson 12

Working with the Charting ModLt

This lesson includes:
e TxCardTab
e ToothChart Tab

¢ Questionnaire Tab

e Notes Tab
o Imaging Tab
e TxPlan Tab

e Searching Treatment Card Histories
e Printing Reports

The OrthoTrac Charting module is an electronic chart containing
treatment plans, treatment history information, and questionnaires
for each patient. When combined with orthodontic imaging
software, the patient’s entire chart is available at chairside.

Using the Charting module, you can:

o Enter or edit any part of today's treatment history.

« Store and display information about medical alerts,
progress reviews, and the next appointment for a patient.

e  Print treatment card reports.

You can set predefined views within Charting that can apply to all
workstations or an individual workstation. You can also use the

lle

1

2

classic view, if you prefer the original look of the treatment card.

To access a patient’s treatment card:

Open a patient’s chart. Patient information is displayed.

Click the Charting button.

Select Edit Charting. The Charting window is displayed with
the Tx Card tab open.

Charting

Note

Tx Card Tab

When you open the treatment card, patient information is
displayed in the top section:

« Birthday
e Age

e Gender

o Dentist

o Tx Status

OrthoTrac Practice Management Software Initial Training Workbook (OR250-15)

In version 14.0, set
your screen resolution
to 1440 x 900 to fully
display the Treatment
Card window.

Tip

When the Charting
module is open for a
patient, an i icon is
displayed on the
ToothChart, TxPlan,
Questionnaire, or
Notes tabs if the tab
contains patient
information.

Note

In addition to the
patient's birth date,
the Happy Birthday
indicator is displayed
during the month of
the patient’s birthday.
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Note

Offices using the
Zuelke Financial
Module see only the
Full Treatment tab so
that all reports work

properly.

Patient Insight Panel

On the Treatment Card, below patient information, is a drop-down
arrow. Click this arrow to display the Patient Insight panel, which
provides an overview of treatment progress.

The Patient Insight panel includes these tabs:

e Phasel
o Start date
« Estimated completion date
« Completion date
¢ No Show appointments
e Cancelled appointments
o Changed appointments
o Broken brackets

e Wires
e Lost appliances
e Notes

e Monitoring

o Start date
« End date
« Notes

e Recall appointment

o Recall schedule (3 months, 6 months, 12 months,
others, and alpha)

¢ Recall type
« Comments

To add a patient's recall, click Add Recall.

e Full Treatment
« Start date
« Estimated completion date
« Completion date
e No Show appointments
« Cancelled appointments
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« Changed appointments
« Broken brackets

e Wires
e« Lost appliances
« Notes

Treatment History

The Treatment History section includes these column headings:

#-Displays the sequence number of each entry.
Comments and optional Patient Tracking data are not
numbered.

Date—The date that the treatment card entry was made.

AS—Assistant. This field is automatically populated,
based on the staff member logged in, or when you select
Edit Treatment Card and assign an assistant. To change
assistants, click on the field.

DR-Doctor. This field is automatically updated when you
select Edit Treatment Card. To change doctors, click on
the field.

TC-Treatment Coordinator. This field is optional and is
automatically populated, based on the TC assigned to the
patient, or when you select Edit Treatment Card and
assign a TC. To change the TC, click on the field.

OH-Oral hygiene. This column enables the office to track
a patient’s hygiene habits throughout treatment. A list of
oral hygiene codes is provided.

Procedures— Displays the procedure codes performed
during this treatment visit.



o Treatment Notes/Comments—Displays the procedure
code descriptions. Additional notes or comments are
displayed after the procedures.

e MA-Medical alert. After you acknowledge the medical
alert, this column is displayed.

o Late/Early—Displayed only if you enabled Patient Flow.

Mechanics/Documents/Events/Aligner Tracking
Tabs

Below the treatment history are tabs that enable you to view
details about the treatment, show documents and events, and use
aligner tracking.

Mechanics Tab

Click the Mechanics tab to see details about the treatment.

Documents Tab

Click the Documents tab to see a list of documents attached to
the patient.

Events Tab

Click the Events tab to see the following data from the Patient
Information window: start date, estimated completion date,
appointment information, referrals, doctor, model number, and last
review.

Aligner Tracking Tab

Click the Aligner Tracker tab to view upper and lower aligner tray
information for a patient. By default, 80 trays are available.

The Original Series section of the Aligner Tracking tab estimates
which tray the patient is using, based on the date and instructions.
Aligner Tracking calculates when the last aligner tray was started
and counts days relative to the system date. Each time the

threshold for wearing the tray is met, the status is displayed for
that aligner tray.

The tray that the patient is currently using is displayed in yellow.
After the tray is verified, the label color changes to dark green.

To edit aligner tracking information:

1 In the Aligner Tracking area, click the pencil icon. The Edit
Aligner window is displayed.

Mechanics Documents Events Aligner Tracking

Upper Tray I

Start Tracking . Delivered to Paient
Last Verified:
1 2 3 4 5 [} T 8 9 10 " 12 13 14 15 16 7 18 19 20
Info: --
Instructions: - -

2  Specify aligner options:

« Is This a Refinement—Select Yes or No to indicate
whether this aligner tray is a refinement. If Yes is selected,
the Refinement # field becomes available. Select 1, 2, or
3 from the drop-down box.

« Start Date-Type the start date for the aligner tray or click
the calendar icon and select a date.

« # of Aligners—Select the number of aligner trays that will
be used from the drop-down box.

« Brand-Select the brand of the aligner tray being used for
treatment from the drop-down box.

o Delivered to Patient-Type the range of days that this
aligner tray will be worn by the patient.

« Usage—Select Full Time or Part Time to indicate
whether the aligner tray will be worn by the patient all the
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Important

Add procedure
codes from the
main treatment
card, not in the Edit
Today's Treatment
Card Entries
window.

time or for a shorter amount of time designated by the
doctor.

o Changing Trays—Select the day interval for changing
trays from the drop-down box.

e Instructions / Notes—Type additional treatment
instructions and information.

3 Click Apply.

Appointment Information

On the right of the treatment card, you can view information about
the current appointment in the Today’s Appointment section.

Using the Next Appointment Section

In the Next Appointment section, you can enter and store
information about the patient’s next appointment. This information
is passed to the front desk when a patient is checked out.

If the patient has an active treatment plan, the next appointment as
defined in the treatment plan is displayed.

To enter the next appointment for a patient:

1 In the When field, select when the next appointment should
be scheduled (Days, Weeks, or Months). Tab to the next field
and enter the number of days, weeks, or months.

2 Click in the Type field. The Appointment Types window is
displayed. Select the appointment type for the patient’s next
appointment and click OK.

3 Inthe Comment field, enter a comment, if necessary.

4  Click in the Procedures field or press Enter. The Procedures
window is displayed. Double-click the procedures to be
performed at the next appointment.

5 Click OK.
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Editing Today’s Treatment Card Entries

You can edit treatment card data only on the day it is entered. The
fields that can be changed include AS, DR, TC, OH,
PROCEDURES, and TREATMENT NOTES/COMMENTS.

To make changes to today's treatment data:

1 In the patient’s treatment card, select Edit > Edit Today’s
Treatment. The Edit Today’s Treatment Card Entries
window is displayed.

Edit Teday's Treatment Card Entries

(Predefined

|5 [DR] OH [FROCEDUR] M)
Emergency
Comment

L-ale«"E-arIy B/ US

Hote Calar

2  Select your option:

e To delete the procedure codes and treatment
notes/comments in a line, click in the DEL column.

e To delete individual procedure codes, click once in the
PROCEDURES column. The Procedures window is
displayed. In the Selected Procedures section, select
the procedure you want to remove and click the arrow
button. Click OK.

e To delete or change the text in the TREATMENT
NOTES/COMMENTS column, select the text and make
the changes. To add additional text, click in the blank line
at the bottom of the window and type the text.

3 Click OK.



ToothChart Tab

Use the ToothChart tab to enter a list of elastics currently used for
a patient, as well as a graphic representation of the elastic
placement. You can designate teeth as primary, permanent, or
extracted; enter band and bracket history; and track arch wires,
appliances, and so on.

To display the tooth chart, click the ToothChart tab.
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Using Tooth Numbering

You can select the Palmer, Universal, or FDI Two-Digit
numbering system when using the tooth chart. This setting is per
workstation and must be set on each computer.

In the Tooth Numbers section, select the appropriate option.
When you hover over a tooth with the cursor, the tooth is shaded,
and the tooth number is displayed at the center of the tooth chart.
If you select Show On Chart, the description of the tooth is
displayed with the tooth number.

Changing the Tooth Display

When you open the tooth chart for the first time, all teeth are
displayed as permanent. You can right-click on a tooth to view a
list of tooth display options. Using the options on the menu, you
can change a permanent tooth to a primary tooth or indicate that a
tooth was extracted or missing. You can also indicate whether a
tooth has a crown or is an implant.

To change a tooth:

1 Move the cursor over the tooth you want to change and
right-click on it. A menu is displayed.

2  Select the appropriate option.

Adding Elastics

You can enter information about elastic type, location, and the
times elastics should be worn.

To add elastics for a patient:

1 In the Elastics section, click Predefined. The Select Item
from List window is displayed.

Select an Elastic Configuration:

Chipmunk. 10,26] [B]
Chiprmurk, (11.12,21.22] [B]
Fox (B.30] [B

Impala (11,1591 (D]

2  Select an elastic option from the list and click OK. The patient
chart is displayed.
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8

The software displays a message if you attempt to apply a
predefined configuration to a patient that is missing a required
tooth.

In the Elastics section, use the drop-down list in the Type
field to select the elastic type.

Select an option button for the times the elastics are to be
worn.

Select the starting tooth and click the left mouse button.

Move the cursor to the tooth to which the elastic connects
and click the left mouse button.

Click OK.

Click Apply on the ToothChart tab.

Adding Bands and Brackets

You can enter information about the types and sizes of brackets
and bands you installed in the Band/Bracket History section.

To add brackets or bands to the tooth chart:

Select the tooth to which you want to attach a band or
bracket.

In the Band/Bracket History section, click +. The
Band/Bracket History window is displayed.

Select the band/bracket size and click OK.

Click Apply.
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Adding Elastic Wear Instructions and Extraction Instructions

You can include information about elastic wear and extractions in

the sections at the bottom of the tooth chart.

Elastic wear instructions that you type in the Elastic Wear
Instructions section are printed on the tooth chart. These
instructions are also displayed in letters when you use the
<<ElasticWearlnstructions>> merge field.

Instructions that you type in the Extraction Instructions section

are printed on the tooth chart. These instructions are also
displayed in letters when you use the
<<ExtractionlInstructions>> merge field.

To enter elastic wear or extraction instructions:

1 Click in the Elastic Wear Instructions or Extraction

Instructions section and type the instructions, or click the

Predefined button to select from a list of predefined
comments.

2 To mark a tooth for extraction, right-click on the tooth and
select Extract. The Extraction Instructions are displayed

automatically when a tooth is marked for extraction

3 Click OK.



Questionnaire Tab

The Questionnaire tab enables you to access the
communications questionnaires used in the OrthoTrac
communications module.

To use communications questionnaires in the Charting module:

1 In the Treatment Card window, click the Questionnaire tab.

2 To view previous questionnaires for this patient, use the
drop-down list in the Completed Questionnaires field.

OR

To execute a new questionnaire, click Execute
Questionnaire.

The Execute Questionnaire window is displayed.

Execute Questionnaire

Available Questionnaires

Ll Soateat AT
Jria Evam fonfoian) ATATAATTG
Observation Evaluation

Pre-Exam/Medical Histary Quest

P Faion o ARG

38 Select the questionnaire you want to work with and click
Select.

Notes Tab

The Notes tab enables you to enter and view notes about a

patient's treatment plan. Each note displays a time stamp with the

name of the user who created or edits it, as well as the time and
date it was added.

To manipulate the text and change the font, size, text color, and
other formatting, use the formatting bar at the top of the Notes
field. There is a 32,000 character limit for each note.

To save a note, click Save.
After saving a note, you can:
o Edit the note using the Pencil icon.
« Delete the note using the Trash Can icon.

e Hide the note using the Eye icon.

Additional notes are added to the display list in chronological
order, with the newest note at the top.

You can prioritize an important note by pinning it. To add a note to
the Pinned Note area, click the Heart icon to the left of a note. To

remove a note from the Pinned Note area, click the Heart icon
again.

To detach the Notes tab, click the Detach Tab icon at the bottom

of the window. To reattach i, click the Detach Tab icon again.

Note

To view completed
questionnaires in
list format, select
Maintenance/Set-
up > Charting
Maintenance >
Show Completed
Questionnaires in
list format.

Important

Notes are not
intended for use
as legal medical
records.

Note

Deleting a note
enables the Undo
function. The note
is fully deleted
when you click
Save and Close.
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To save your notes and close the view, click Save and Close. To
cancel your changes, click Cancel.

You can use shortcuts when entering notes:

» If you type a forward slash (/), a comment code, and
press the spacebar, the software displays the entire
comment.

Example: Type /T11 and press the spacebar on the
Notes tab. The software displays Fixed appliance
therapy in the notes.

e To display a list of predefined comments, type forward
slash (/), question mark (?), and space. Click the
Predefined button to display the same list of comments.
Select a comment and click OK to place the comment in
the notes.

e Add date, time, and staff member information by using the
Edit menu or a shortcut key. To add these options to your
notes, position your cursor where you want to insert the
option and press the corresponding shortcut key:

e Date-F5

o Date/Time—F6

o Staff Name—F7

o  Staff Name/Date—F8

» Change the formatting of note text using these keyboard
shortcuts.

o Align Left—Ctrl+L

e Align Center—Ctrl+E
o Align Right—Ctrl+R
o Font Name—Citrl+N
o Font Size-Ctrl+S

e Font Color—Ctrl+F
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Imaging Tab

If you purchased Orthodontic Imaging software, the Imaging tab
is displayed. To open the orthodontic imaging program, click the

tab. You can use all the functions of orthodontic imaging from the
patient’s treatment card.

See your orthodontic imaging documentation for more
information.

TxPlan Tab

A treatment plan is a series of steps used to define a patient’s
course of treatment. The TxPlan tab enables you to add an
existing treatment plan template for a patient or create a new one.
After you assign an existing treatment plan template to a patient,
you can modify the steps within the template and customize it for
the patient.

A patient can have multiple treatment plans, but only one plan can
be active at a time.

Adding a Treatment Plan

To add a treatment plan template to a patient’s treatment card:

1 In the Treatment Card window, select the TxPlan tab. The
TxPlan window is displayed.

2 Click Add New TxPlan. The Add Treatment Plan window is
displayed.

3 Click the Select a Treatment Plan Template option.
4  Click OK. The Copy Treatment Plan window is displayed.

5 Select a treatment plan template in the list and click Copy.
The Treatment Plan Title window is displayed.



Type a new name for this treatment plan template, if
necessary, and click OK.

The Charting—TxPlan window is redisplayed with the
treatment plan template information.

(o Abbot 51560
Fie dt View Patient Chat Opton:
Ann Abbott - 051560 edical et

Goncer p— 5
008 03002004 Doctor orJom sampes | e | (€| W

Q  Breakages: + Famiy(2) Ret Status:
None.

sster Retenton 2]

e 13yrs, 10mos Brot Opsenatl. |

= R, Tx Card Tooth Chart  Questionnaire Notes. Imaging TxPlan

()1 (&2 ) ([ _teet ) (TZ Chonge) ([ Bovove) (/7 Acivas)

Click Activate to activate the treatment plan for this patient.

Click the TxCard tab. Enter the procedures or comments
about the procedures performed today.

The information about the first treatment plan appointment is
displayed in the Next TxPlan Appointment section.

Click OK.

Checking Out a Patient with an Active Treatment
Plan

To check out a patient with an active treatment plan:

1 After entering procedures and comments about the current
day’s treatment in the treatment card, click OK to return to the
patient chart.

2  Click the Patient Checkout button. The Financial
Functions—Charges and Payments window is displayed.

3 Enter the charges and payments in the window and click the
Post Transactions button.

4  Click Close. The Appointment Survey view is displayed.

5 Click Schedule Appt. The View Schedule window is
displayed.

207,100

S 20720 100 Sz 728 100w

6 In the TxPlan Detail standard, the procedure information for
the next appointment is displayed. Click Find Appointment.
The View Schedule window displays a list of appointment
times corresponding to that procedure type.

7  Select an appointment time. The appointment information is
displayed, including the patient name, the date, time, chair,
type, time units, and any comments.

3

A2

Patient Checkout

Post Transactions
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Important

When schedulinga
treatment plan
appointment, you
must select Paste
to attach the
procedures to the
appointment and
keep the
treatment plan on
track.

8 Select the TxPlan option. The window expands, showing the

details of the Next Appointment section of the patient’s
treatment card.

03/05/2013 09:00 AM

First Step

9 Click Paste.
10 Click OK.

11 Click Close.

Using the TxPlan Time Line

After you schedule the first appointment for a treatment plan, you
can view a time line illustrating the patient’s treatment by clicking
the TxPlan tab in the patient chart.

The time line displays the appointment types and approximate
dates the appointments are to be scheduled.

The appointment types in the time line and the Treatment Plan
window are color-coded. The colors include:

o Dark green—Completed

e Light green—Scheduled/on target
o Blue—-Targeted future date

o Red-Off target

o Purple—Emergency appointment
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To use the time line:

« Click the scrollbar to view all of the time line information.

o Deselect the Show Descriptions option to display only
dates on the time line.

e Click View Totals to view the total fee for the treatment
plan; the length of treatment; the ADA code; a treatment
description; and fields showing dollar amounts per visit,
per month, and per clinical hour.

« Click Edit Information to change the information in any of
the fields.

Working with a Treatment Plan
When a treatment plan is assigned to a patient, you can:

e View completed, scheduled, and remaining steps
e View appointment history for completed steps

e Manually mark a step as completed

« Edit an existing plan

o Activate or deactivate a plan

Viewing Completed/Scheduled/Remaining Steps

You can view all steps in a treatment plan by clicking the TxPlan
tab. The Treatment Plan window is displayed.

To view details about the steps in a treatment plan:

e Select the treatment plan name to display the time line.

e Select a completed step, in dark green, or a scheduled
step, in light green, to display information about the
appointment in the Appointment History section.



o Select one of the remaining steps, in blue, to display
information about the steps in the Step Details section.

o Click the plus sign in front of the bracket icon to display
the procedures and activities associated with the step.

Manually Marking a Step as Completed

If you complete a step ahead of schedule, you can mark the step
as completed by selecting the step and clicking Mark as
Completed. A message is displayed, stating that the change will
be made when you exit the treatment card.

Editing a Treatment Plan

With the Treatment Plan window displaying a treatment plan, use
the following buttons to make changes to the patient’s treatment
plan:

» Edit-Click to change the name of this treatment plan.

o Delete-If you have not scheduled an appointment for a
treatment plan, you can delete the treatment plan by
selecting the treatment plan name and clicking Delete.

o Add-Click to add steps to the treatment plan for this
patient. Select whether to add a predefined step or
create a new step. The step is added to the bottom of the
list. Use the arrow buttons at the bottom of the window to
position the step in the appropriate area.

o Insert—Click to insert a step in the treatment plan. Select
the step you want to be below the new step and click
Insert. Select whether to add a predefined step or create
a new step. The step is added above the step you
selected.

o Change—Click to change a step in the treatment plan.
Select the step you want to edit and click Change. The

Change Step window is displayed. Make changes to the
step as necessary.

« Remove-Click to remove a step from the treatment plan.
Select the step you want to remove and click Remove.

Activating or Deactivating a Plan

After adding a treatment plan to a patient’s treatment card, click
Activate and schedule the first appointment for the treatment plan.
Once a treatment plan is activated, the status of the plan is Active
and cannot be changed.

If you need to deactivate the treatment plan, click Deactivate.
Patient appointments are no longer pre-populated in the Next
Appointment section of the treatment card.

After you post procedures to a treatment plan, the treatment plan
cannot be deleted; however, you can add another treatment plan,
as long as you deactivate the existing plan. Only one plan can be
active at a time.

When you deactivate a treatment plan, use the drop-down list in
the Status field to select a status, indicating the reason for
deactivating the plan.

Scheduling Future TxPlan Appointments

After scheduling the initial treatment plan appointment, the next
step in the plan is displayed in the Treatment Plan Information
window. To schedule the next appointment, search for the next
available time, which should be within seven days of the target
date shown in the window. If the appointment date is more or less
than seven days from the target date, an Off Target message is
displayed in the Schedule Appointment window.
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Printing a Treatment Plan

You can print an office copy and a patient copy of a treatment
plan. The office copy contains the entire plan information except
the patient description. The patient copy prints the step title and
the information entered in the Patient Description of the
treatment plan step.

To print the treatment plan:

1 With the patient’s treatment card open, select one of the
following:

e File > Print Tx Plan > Patient Copy
e File > Print Tx Plan > Office Copy
The Treatment Plan Print Options window is displayed.

2  On the Print Options window, select Print Report, Preview
Report, or Export Contents.

3 Use the drop-down list to select a printer, if necessary, and
click OK.

Completing a Treatment Plan and Updating the
Treatment Plan Status

When you type the information for a patient’s last treatment plan
appointment in the Charting—TxCard Tab window and click OK, a
message is displayed, asking if you want to deactivate the plan
and update the status.

To deactivate the plan and update the treatment plan status:

1 In the Treatment Plan message window, click Yes. The
Select Treatment Plan Status window is displayed.

2 Highlight the new status and click Select.
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Searching Treatment Card Histories

You can perform a search of a patient’s treatment card history by
procedure or by date.

Searching a Treatment Card History by Procedure

To search a patient’s treatment card history by procedure:

1 In a patient’s treatment card, select Edit > Search Tx Card
History. The Search Tx Card window is displayed.

2 To select the procedure code to search for, click the code in
the Available Procedure Codes list and then click the
Single-arrow button. Repeat this step to add additional
procedures to the list.

3 Click Search. A list of the codes that match your search
criteria is displayed.

4  To view the procedure in the patient’s treatment card history,
select a procedure code and click View.

Searching a Treatment Card History by Date

To search a patient’s treatment card history by date:

1 Inthe Search Tx Card window, select Search by Date. The
Search Tx Card window is displayed.

2 In the Search Date field, type the date for which you want to
search.

3 Click Search. The section of the patient’s treatment history
containing the date you selected is displayed.



Printing Reports

Several reports enable you to track a patient’s treatment card

information. The following treatment card reports are available by

selecting Reports > Charting from the main menu:

Bracket Tray Covers

Patients with Appt on Specific Date
Patients Scheduled with No History
History for Range of Dates

History for Range of Patients

To print a report:

1 From the main menu, select Reports > Charting and one of
the report options.

2 Depending on the report option you select, an interim window

is displayed, enabling you to select specific criteria you want
to include in the report. Click Print. The Print Options
window for that report type is displayed.

3 On the Print Options window, select Print Report, Preview
Report, or Export Contents.

4  Click OK.
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Skill Sharpeners

Exercise 1—Add Elastics

You are applying elastics and bands to a new patient. How do you

chart the procedures?

To add elastics:

7

In the Elastics section, click Predefined. The Select Iltem
from List window is displayed.

Select an elastic option from the list and click OK. The patient
chart is displayed.

In the Elastics section, use the drop-down list in the Type
field to select the elastic type.

Select an option button for the times the elastics are to be
worn.

Select the starting tooth and click the left mouse button.

Move the cursor to the tooth to which the elastic connects
and click the left mouse button.

Click OK.

Exercise 2—Add Brackets and Bands
To add brackets or bands to the tooth chart:

Select the tooth to which you want to attach a band or
bracket.

In the Band/Bracket History section, click <Add New
Entry>. The Band/Bracket History window is displayed.

Select the entry you want to display in the Band/Bracket
History section and click OK. The entry is displayed in the
section, along with the current date.
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5

If the entry you want is not in the list, click <Free Form>. The
Free Form Prompt window is displayed.

Type the new entry and click OK. A message asks if you
would like to add this entry to the list for future use. Select No.

An “i" icon is displayed on teeth that have history information
or comments attached to them. Click on the tooth to view the
history or comment in the Band/Bracket History section.

Click Apply on the Tooth Chart tab.

Exercise 3—Add and Activate a Treatment Plan

To add a treatment plan to a patient’s treatment card:

1

In the Treatment Card window, click the TxPlan tab. The
TxPlan window is displayed.

Click Add New TxPlan. The Add Treatment Plan window is
displayed.

Click the Select a Treatment Plan Template option.
Click OK. The Copy Treatment Plan window is displayed.

Select a treatment plan template in the list and click Copy.
The Treatment Plan Title window is displayed.

Type a new name for this treatment plan template, if
necessary, and click OK. The Charting—TxPlan window is
displayed with the treatment plan template information.

Click Activate to activate the treatment plan for this patient.

Click the TxCard tab. Enter the procedures or comments
about the procedures performed.

Click OK.



Lesson 13

Working with the Patient Flow Module

This lesson includes:

e Understanding the Patient Flow Window
o Understanding the Light Bar

The OrthoTrac Patient Flow module is an electronic patient
monitoring system that enables you to keep track of the patients in
your office.

The basic Patient Flow module sequence is as follows:

1 You check a patient in for the appointment OR the patient
checks in using a computer in the lobby.

2  When your staff is ready for the patient, a staff member moves
the patient from the Lobby to the In Deck or Operatory.

3 When the patient's treatment is finished, a staff member
moves the patient from the Operatory to the Out Deck or
Check Out area.

4 When the staff member moves a patient to Check Out, the
patient is moved to Gone automatically.

For more information about using the Patient Flow module on the
patient check-in computer, see the online help.

Understanding the Patient Flow Window

To access the Patient Flow module from the main menu, click the
Patient Flow button. If you are the first user opening the Patient

(2

Flow module for the day, the Preparing to Archive message Patient Flow
window is displayed. Click Yes.
The Patient Flow window is displayed.
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The row of icons at the top of the window indicates the
destinations to which you can move a patient from this
workstation. The locations include:
e Lobby
Note
¢ In Deck
e Operatory Your office practices
e Out Deck determine the
« Check Out destinations used in
Gone your Patient Flow

setup.

« Cancelled
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The following fields can be displayed:

« Patient Name—Name of the patient
¢ Location—Patient’s current location in the office
¢ Here—Number of minutes at the current location

» Appt Type/Procedure Type—Type of appointment or
procedure

o Ch-Assigned chair

o Appt Tm—Scheduled appointment time

o Check In—Patient’s check-in time

o Status—Indicates if the patient is early, late, or a no-show
o Total-Total time spent in the office

o Doctor—Name of the doctor

o Assistant—Name of the assistant

If your office has enabled the Warning Information System, the
following conditions can exist:

¢« The Location column flashes if the staff has broken a time
constraint.

e The Status column flashes if the patient has broken a
time constraint.

An asterisk (*) or a plus sign (+) beside a patient’s name indicates
that a comment is attached to the patient’s check-in record.

If you are using the check-in message feature, an @ before the
patient name indicates that a check-in message exists for the
patient.
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The following buttons at the bottom of the window enable you to
customize the Patient Flow module display:

Earlier Appts—If you configured the Patient Flow module
to display only patients within a specified time limit (for
example, 60 minutes), click Earlier Appts to display all
patients who had appointments more than 60 minutes
ago.

Maintenance—Click to display the Patient Flow Setup
and Maintenance window, which enables you to change
any of the Patient Flow module settings.

Add Patient—Click to add a patient to the Patient Flow
module. See “Adding Patients in the Patient Flow
Module” on page 116 for more information.

Close—Click to close the Patient Flow module.

Later Appts—If you configured the Patient Flow module
to display only patients within a specified time limit (for
example, 60 minutes), click Later Appts to display all
patients who have appointments more than 60 minutes
from the current time.



Changing Patient Locations

When you move a patient from one location to another, the
software tracks the time the patient spends in the new location.
Depending on the way their computers are configured, other staff
members can view the patient’s new location on their monitors.

If you purchased the Charting module, you can configure the
software to automatically load the Charting module when patients
are moved to the operatory. You can also set up the software so
that patient checkout is automatically loaded when patients are
moved to Check Out.

To change a patient location:

1 Select one of the following methods of changing a patient’s
location:

o Dragging and dropping

o Double-clicking

» Right-clicking

After moving a patient, the Change Patient’s Location
window is displayed.

@ =
Change Patient’s Location

Patient |Carina Green | Current Location
Diactar |J0hn Sample - | Time at Location Mirutes
Azziztant Mew Location
Appointment Type |"" Adjustment 20 min = | O Lobby O Checkout
Time 20min Chai @ In Deck O Gone
Futiont Comment | | () Operatory () Cancelled

Staff Eomment| | © Out Deck (O Mot Here

LCheck-Inkeg

x Cancel

The Change Patient’s Location window displays information
about the patient's appointment. The patient’s name,
appointment type, time and length of procedure, current
location, and time at location are view-only.

In the Doctor, Assistant, and Chair fields, use the drop-down
lists to change the information, if necessary.

To add or change a message in the Patient Comment, Staff
Comment, or Check-In Msg fields, type the message in the
appropriate field.

If you move a patient to the same destination or to a
destination that is earlier in the sequence than the current
location (for example, Operatory to Lobby), the software
displays a confirmation message. If you click Yes, the time
already recorded for that patient in that location is lost.

If you have checked in a patient in error, cancel the check-in
by changing the location to Not Here.

When you drag and drop a patient, the location you dropped
the patient in is selected in the New Location section. Click
OK.

With the double-clicking or right-clicking methods, the
software automatically selects the next location; for example,
if the patient was in the Lobby, and you use the In Deck
option, then In Deck is selected. Click the desired location
and click OK.

Note

The patient sees the
Patient Comment
as soon as he checks
in. Enter only the
comments you want
the patient to see.

Tip

You can drag a
patient's name or
picture from the grid
directly to a chair.

Note

The Change
Patient’s Location
window is displayed
only if you have
previously enabled it.
To enable this
window, select
Maintenance/
Set-up > Patient
Flow Options >
Grid Setup >
Display Change
Patient Location.
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Note

With version 14.0, a
stand-alone Light Bar
is the default setting.

Note

On the Patient Flow
staff displays, an @
symbol beside the
patient name indicates
that the patient has a
check-in message
attached to his chart.

Checking In Patients with Check-In Messages

A patient might receive a message at check-in that the check-in
process cannot be completed and to see the receptionist. This
means that a check-in message has been placed in the patient's
chart, either automatically by the software or by a staff member.

To check in a patient with a check-in message:

1 Open the Change Patient’s Location window for the patient,
using one of the methods described under “Changing Patient
Locations” on page 115.

2 In the Check-In Msg section, view the message and take the
appropriate steps to resolve the condition; for example,
having the patient sign a form, speaking to a parent about a
late payment, and so on.

3 Inthe New Location section, Lobby is selected. Click OK.

Adding Patients in the Patient Flow Module

You can add patients to the day’s schedule from within the Patient
Flow module; however, the software treats a patient added in the
Patient Flow module as a walk-in patient.

To add a patient in the Patient Flow module:

1 Click Add Patient at the bottom of the Staff - Text-Based
display window. The OrthoTrac Software Patient Lookup
window is displayed.

2  Select the name of the patient to add and click OK. The Add
Patient to Patient Flow System window is displayed.

3 Use the drop-down list in each field to select the appropriate
information. To add a staff or patient comment, type the
comment in the appropriate field.

4  Click OK.
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Understanding the Light Bar

If your office uses the Charting module along with the Patient Flow
module, you can display a Light Bar to the right of the Patient Flow
grid, or you can display a stand-alone Light Bar. To choose an
option, select Maintenance/Set-up > Patient Flow Options >
Light Bar Options.

Each block on the Light Bar represents a treatment chair. The
name of the patient assigned to each chair, the appointment type,
and the patient’s early or late status are displayed in each block.

,,,,,,,,,,
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Each chair on the Light Bar includes a dynamic clock icon, which
tracks the amount of remaining chair time for an appointment.
Blue indicates the amount of appointment time already spent.
Green indicates time remaining to spend with the appointment.
Red indicates time in the chair beyond the scheduled appointment
time.

The Light Bar chairs change colors depending on the action taken
for each chair. Chairs are white when vacant and change to light
blue when occupied.



Using the Light Bar Menu

Click on a patient in a chair to display the Light Bar menu. Use this

menu to call the doctor to a specific chair when a patient is ready

or when a patient has an emergency.

Table 1 shows the options available on the Light Bar menu.

Table 1 Light Bar Menu Options
Action Effect on Chair Next Waiting

Dr. color is displayed solid.

Call Dr. (Normal) Green f|ashing (time None
counter begins)
Dr. color is displayed solid.

Call Dr. >t

(Emergency) Red flashing (time counter [None

begins)

Doctor is Here

Doctor color is displayed
solid.

Automatically
cancelled in previous
chair if Doctor Is Here
is selected in another
chair. Color changes
back to light blue.

Cancel Call for

Doctor Light blue
Load Charting [None None
Lobby
In-Deck Moving the patient to
. ) any of these locations
Move Patient to...| Out-Deck empties the operatory
Check-Out chair.
Gone
Cancel None

To use the Light Bar:

1

Click or right-click on an occupied chair to display the Light
Bar menu.

Select Call Dr. (Normal) or Call Dr. (Emergency), and a
pop-up window is displayed.

Select Doctor 1, or select the appropriate doctor number
from the list, if your office has more than one doctor.

If you click on another chair and select Call Dr., you can select
the same doctor or a new one.

If you select Any Doctor, the top portion of the color bar does
not change, while the bottom portion changes from light blue
to dark green and begins flashing. A time counter is started.

When the doctor answers the call and selects Dr. Is Here and
his doctor number, the top portion of the color bar stops
flashing, and the bottom portion of the color bar changes to
teal.

When you drag and drop a patient, the location you dropped
the patient in is selected in the New Location section. Click
OK.

With the double-clicking or right-clicking methods, the
software selects the next location; for example, if the patient
was in the Lobby, and you use the In Deck option, then In
Deck is selected. Click the desired location and click OK.

Tip

To move from one
patient’s treatment
card to another,
right-click on an
occupied chair and
select Load
Charting.

Note

Your office may not
use all Patient Flow
locations.
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Skill Sharpeners

Exercise 1—Add a Patient in the Patient Flow Module

A patient without an appointment comes in and asks if he can

make an appointment. You can use the Patient Flow module to

schedule walk-in appointments.

To add a patient in the Patient Flow module:

1

4

Click Add Patient at the bottom of the Staff - Text-Based
display window. The OrthoTrac Software Patient Lookup
window is displayed.

Select the name of the patient to add and click OK. The Add
Patient to Patient Flow System window is displayed.

Use the drop-down list in each field to select the appropriate
information. To add a staff or patient comment, type the
comment in the appropriate field.

Click OK.

Exercise 2—Move a Patient from One Location to Another

A patient has checked in for his appointment using a computer in

the lobby. Move the patient from the lobby to the operatory.

To change a patient’s location:

1

2

Select the patient.

Click the Patient Flow button. If a message is displayed, click
Yes. The Charting/Patient Flow window is displayed.

Click-and-drag the patient to the In Deck or Operatory icon.
The Change Patient’s Location window is displayed.

Click OK and move the patient to the Out Deck or Check Out
icon.

118 of 118 OrthoTrac Practice Management Software Initial Training Workbook (OR250-15)




Lesson 14

Running the Roll and Generating Statements

This lesson includes:

e Running the Financial Roll

e Generating and Printing Statements

Running the Financial Roll

The roll enables you to apply contract charges and late charges to
patient accounts and to age the balance. Before running the roll,
print and close the current daysheet, and perform a daily backup.

To run the roll:

1 On the main menu, select Reports > Financial > Roll > Roll
Accounts. A message is displayed, stating that all other
workstations must exit the OrthoTrac software and asking if
you are sure you want to do this.

2 Click Yes. A message is displayed, asking if you have done a
daily backup.

3 If you have not done a backup, click No to return to the main
menu and perform a backup. If you have performed the
backup, click Yes.

Several messages are displayed as the software prepares the
data for the roll. This process can take several minutes,
depending on the size of your data.

When the data is prepared for the roll, the Roll Options

Caution
window is displayed. .
play Do NOT exit from the
roll process once it
has begun.
Roll Functions
(& Apply Contract charges, Apply Late charges, and Age accounts
O Apply Contract charges, and Age accounts Important

O Apply Late charges. and Age accounts In the event of a
system failure
during the roll, it is
critical that you have

a backup.

O Age only [ages "aLL* accounts)

Contracts

Contract Charges were last
applied on 04417420149

This roll should process contract
charges thru [ e

Late Charges

O Al Amourts Due

O Amounts +30 days and older

& Arnounts +60 days and older

O Amounts +30 days and older
binimum Dollar Amount

Late Charges were last applied

onl o n4M72019
This roll should apply late charges to due
dates thiu | 03/07/2019

Thiz gpstem is configured for a |15
day Grace Perind.

John Samples |Z|

[/ oK }[x Cancel ][ Apply ]

If this is the first roll after conversion, the Age only (ages
*ALL* accounts) option in the Roll Functions section is
selected, and the Late Charges and Contracts sections are
inactive.

When the first roll is complete, you should run the roll a
second time to activate the contracts and apply late charges.
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Caution

Do not roll ahead.
Data can be distorted
and accounts will not
age properly if you
attempt to apply
contract charges and
late charges for
dates in the future.

4

In the Roll Functions section, select from these options:

« Apply Contract charges, Apply Late charges, and Age
accounts—Contracts, pay plans, and monthly fee
accounts are processed. Based on the account roll day,
any unrolled contract charges that fall on or before the
date in the Contracts section “thru date” are applied. Any
pending contracts with an initial fee date prior to this date
are activated.

Late charges are applied, provided the account meets
late charge criteria.

Accounts are aged into due, 30-day, 60-day, or 90-day
categories.

o Apply Contract charges, and Age accounts—Contracts,
pay plans, and monthly fee accounts are processed.
Based on the account roll day, any unrolled contract
charges that fall on or before the date in the Contracts
section “thru date” are applied. Any pending contracts
with an initial fee date prior to this date are activated.

Accounts are aged into due, 30-day, 60-day, or 90-day
categories.

e Apply Late charges, and Age accounts—Late charges
are applied if the account meets late charge criteria.

Accounts are aged into due, 30-day, 60-day, or 90-day
categories.

o Age only (ages *ALL* accounts)—Accounts are aged
into due, 30-day, 60-day, or 90-day categories.

If either of the first two options in the Roll Functions section
is selected, the Contracts section is active.
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If a contract charge roll has not been performed, the current
date is displayed in the top field.

If a contract charge roll has been performed, the date through
which charges were rolled is displayed in the top field. In the
second field, you must type the date through which this roll
should process charges—usually the current date.

Eantract Charges were last
appliedon | 110172012

Thisg roll should process contract
charges thru 19,

If you select the Apply Contract charges, Apply Late
charges, and Age accounts option or the Apply Late
charges, and Age accounts option in the Roll Functions
section, the Late Charges section is active. Do the following:

e Select the age of accounts to which late charges should
be applied. Select from the following:

e All Amounts Due

« Amounts +30 days and older
« Amounts +60 days and older
« Amounts +90 days and older

e In the Minimum Dollar Amount field, type the minimum
dollar amount.

If you have made changes to the Roll Options window that
you will use each time you run the roll, click Apply and OK.
The software displays a message, listing the roll functions to
be performed and asking if you want to continue.

Click Yes.



8

9

As the roll processes, the Roll Progress window is displayed.

E Roll Progress g

Aging Cantracts Late Charge

=4 0%
Totals 2960 Activated u] # Overdus 0
Ledgers 102083 fdade Dus o Due o.on
Femowved a 30 Daps 0.00
EO Diaps 0.00
90 Days oao

Aging Accounts

The selected roll functions and the accounts processed
determine which boxes display progress.

After the roll has completed, the Roll Report Options window
is displayed.

h Roll Report Options ‘ u

(O Detail Repart
O Exclude Unchanged Accounts

O Eclude Accounts with Mo balance

(*} Summary Report

Thiz repart will privt all traneactions that took,
place during the moll.

() The Current Rl [MA15/2013-001)

) (X coren)

Select the report options you want to print.

Click OK.

Generating and Printing Statements

To print account statements, on the main menu select Reports >
Financial > Statements. The Statements menu is displayed. The
following options are available: Statement Exception Report,
Generate Statements, Print/View Statements, and Individual
Statements.

Generating Statements

To generate statement information:

1 On the main menu, select Reports > Financial >
Statements > Generate Statements. The Statement
Generation window is displayed.

Statement Generation

Location DOffice [mailing address)

. rthoTrac
@ Al Locations 1785 The Exchange

O Single Location | Iz“ |Main E” [Atlanta, GA 30335
Format “Due s ui ppiioos

O "Due As OF Farmat Bill Date:[iE2015 @ Al Dates
@ "tging” Fomat T O Due Dayls] from: I:l o I:l

Age of Accounts to Print

Q All Accounts O All Positive Total Balance O Accounts with Auto Payrnerts Posted
O AllNonZen ® &1l 30+ Day Balance

O AllMon-Zero Due Now O &l B0+ Day Balance tinimum Amount (50.00

O al Credl.l EBalance O Al 90+ Day .Balance B [ Inchude Insurance balances when
O All Positive Due Mow O Accounts with Ledger activity calculating age of account

Messages

Language | English [smerice[]

Mandatory [For insusance balance clarification check your EOB. Call our of fice with = uestions 708.353.3500
Dunning - Current [Thank you for keeping your account current.
Dunning - 30 Days [Your acoount is over 30 days past dus. |T your payment has been itted please disregard the past
Dunning - 50 Day's [Your acoount is sericushy plesse submitt your payment X
Dunning - 80 Days [Flease submitt your payment in full to sveid further collection.
General
Auto Payment Prefix [Auto Pay ars for

Ledger Detail to Include

@ Since Last Staternent O Since Specific Date l:l

Statements Generated

@ Per Responsible Party () Per Patient

Note

Notify your support
representative if roll
exceptions or errors
occur during the roll.

Note

2 In the Location section, select an option. If you select Single
Location, use the drop-down list to select the location from
the list.

You can print roll
reports separately, at
a later time, by
selecting Reports >
Financial > Roll >
Print Roll Reports.
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8 In the Office (mailing address) section, select the mailing
address you want to print on the statements.

4 In the Format section, select the appropriate format:

Due As Of Format—Statements are printed before
accounts are rolled and include the next month'’s contract
charges.

In the Bill Date field, type the month and year for the
statements. This should be the next month that the
Monthly Roll posts contract charges. Select the All Dates
option to print statements for all due dates, or select Due
Day(s) and type dates in the from: and to: fields for a
range of due dates.

Aging Format—Statements are printed after accounts
have been rolled.

5 Inthe Age of Accounts to Print section, select from the
following options:

All Accounts—All accounts regardless of the balance.

All Non-Zero—Accounts with a positive or a credit total
balance.

All Non-Zero Due Now—Accounts with a positive or a
credit current balance. In the Minimum Amount field,
enter the account balance that you want to receive
statements.

All Credit Balance—All accounts with a credit total
balance. In the Minimum Amount field, enter the
minimum account balance that you want to receive
statements.

All Positive Due Now—All accounts with a positive
current balance. In the Minimum Amount field, enter the
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minimum account balance that you want to receive
statements.

All Positive Total Balance—All accounts with a positive
total balance. In the Minimum Amount field, enter the
minimum account balance that you want to receive
statements.

All 30+ Day Balance—All accounts with a positive 30+
day balance (including 60, 90+ day). In the Minimum
Amount field, enter the minimum account balance that
you want to receive statements.

All 60+ Day Balance—All accounts with a positive 60+
day balance (including 90+ day). In the Minimum
Amount field, enter the minimum account balance that
you want to receive statements.

All 90+ Day Balance—All accounts with a positive 90+
day balance. In the Minimum Amount field, enter the
minimum account balance that you want to receive
statements.

Accounts with Ledger activity—All accounts with ledger
activity receive statements. Select the Include Insurance
lines when determining ledger activity option to
include insurance activity when determining whether the
account receives a statement.

Include Insurance balances when calculating age of
account—Select this option to include the insurance
balance when calculating the balance to determine
whether the account receives a statement.



In the Messages section, select the language and the type of
message: Mandatory, Dunning, General, or Individual
Responsible Party.

To enter a message, click the button to the right of the
appropriate message line. The corresponding message
window is displayed.

Type your message and click Add, or click Change to edit an
existing message. You can also click Remove to delete a
message. Click Close to save the message.

In the Ledger Detail to Include section, select from the
following:

e Since Last Statement
« Since Specific Date

In the Statements Generated section, choose whether you
would like to generate statements Per Responsible Party or
Per Patient.

9

Click OK. The Selected Statement Options window is
displayed.

Selected Statement Options

Selection Criteria  Location: All
Age of Accounts: All plus 30 day balances greater than minimum amount
Minimum Dallar Amounts: 50.00
Insurance Balances NOT used when calculating age of account
Billing Dates: from 08/01/2019 through 08/31/2019
Formatting Options  Statement Format: Aging
Account totals do NOT include associated responsible parties
Credit Balance reported as a credit (not zero)
Ledgers updated with “Statement Generated”
Header Address included on header:
OrthaTrac
1765 The Exchange

Insurance Information NOT Printed

Account Due Day NOT Printed
Body Enclosing box NOT included

Perorated line NOT included

Estimated Insurance Amounts included

Contract data NOT included

Previously Unprinted Ledger Lines

Ledger includes Last Name, Patientinsurance Amounts
Regular Stub Address NOT included

Patient name(s), number(s) and amount(s) due included

Credit card information NOT included

"Make checks payable to Samples Ortho” included

HCOMM [Windows)

[._) Beset ) [x Eamcel]

Tip

10 Review the options and click OK to begin generating

11

statements. If some of the information is incorrect, click Reset
or Cancel.

After the software generates statements, if you want to print
the Post-Generation Summary report, click Yes.

After generating and
printing the batch,
print the exception/
error list, make any
corrections to those
accounts, and
generate individual
statements for
responsible parties
who did not receive a
statement from the
initial batch generation.
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Tip

Remember to put
plain paper in the
printer before printing
the Post-Generation
Summary report.

Tip

To view details of
statements
generated previously,
double-click the
responsible party,
select File >
Statement History,
and double-click a
statement date.

Printing/Viewing Statements

To print or view account statements:

1 On the main menu, select Reports > Financial >
Statements > Print/View Statements. The View Generated
Statements window is displayed.

i Generated Statements

Options Last generation: 8/2/2017 1:45:08 P
Printed
© Al Locations Ol B Fore @ Generated on [/2/2017 01:45 PM [=]
) Single Location Unpiinted

O Generated since [08/02/2017
Buford =] @ Regular Enars
o: [0 Removed Printable Eros[ 2 |
i
Q Generation Criteria Removed II'

=

Print Staternents

@ |Restart Printing

\/\ew generated statements
. Close program H ExpressBil®

The window settings selected are based on the options you

chose when you last generated statements. The Printable
field shows the number of statements that will print.

For more information about statement generation, click
Generation Criteria.

2 Load statement forms in the printer if you are using them, and
select from the following options:

e  Print Statements

e Restart Printing

« View Generated Statements
o Close Program

« ExpressBill
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Working with Generated Statements

To work with a list of generated statements:

1 In the View Generated Statements window, click Restart
Printing or View Generated Statements. The View
Generated Statements window is displayed, with additional
options.

¥ View Generated Statements

Location
(& Al Locatiors
O Single Location

Last generation: 8/2/2017 1:45:08 P

Printed
Q &l U”n "at ’ @ Generated on [8/2/2017 01:45 PM [+]
riprinte:
@ Regular Enrs Q) Generated since [00,/02/2017

Otin [ Removed Printable Errors
Q Generation Criteria FRemaved lII
S [ ck
& Adams, Alice 5,500.00 1 Due Az OF
& Adams, Melvin 30071 1.546.00 1.546.00 000 Due Az Of
&  Adams, Pauline 30358 4.150.00 2.215.00 193500 Due Az Of
& Alexander, Hector 30328 75.00 75.00 0.00  Due s Of
& Alexander. da ik 2.644.00 2.644.00 0.00  Due s Of
&  Allen, Louis 3007 1E10.62 3.382.00 22862 DusdsOf
&  Allen, Ramona 0213 e =R ii] F1e.00 0.00 Due s Of
&  Amos, Debbie 37308 260.00 260.00 000  Due Az DF
® Anderzon, Fred MOME Migsing Strest Addiess, City, State andor ZipCode
& Anthory, Wilie 30358 E5E.00 E5E.00 000 Due Az Of j
Tarestart printing: highlight the name of the last good statement in the arid and then click. on the Print buttan,
& = Statement was printed @ = Statement was removed (T} = Statement had emor(s)

=] Expless][@ Bemove] [g Erint ][g{‘ clase]

2  To print statements that were generated prior to the last
statement generation, select Generated on and use the
drop-down list to select the statement run date.

OR

To print all statements generated since a specific date, select
Generated since, enter the date, and press Enter.

Click Print.



To view statements, select from the following options:

e Printed
e Unprinted
e Errors

« Removed

The Status column contains four options:

o Ablank status means the statement was generated.

e A Printer icon indicates the statement has been printed.

« The Remove icon indicates the statement has been
removed from the print list.

e The Erroricon indicates the statement was not generated
due to errors.

Use the buttons at the bottom of the window to perform
additional functions:

o Express—Click to begin the ExpressBill transmission
process.

« Remove—Click to remove a statement from the list and
prevent it from printing.

o  Print—Click to display the print menu. Select from the
following print options:

o Print List of Generated Statements
e  Print Post-Generation Summary
e  Print All Unprinted Statements in List

e Print all Statements from Highlighted Name
Forward

e Close

Generating an Individual Statement

To generate an individual statement:

1 On the main menu, select Reports > Financial >
Statements > Individual Statement. The OrthoTrac
Software Responsible Party Lookup window is displayed.

2  Search for the responsible party name and click OK. The
Generate a Statement window is displayed.

3 Select the appropriate office address, if necessary, and click
OK. The View Statement window is displayed.

4 Click Print!

5 Click Exit!

Correcting Errors After Generating Statements

If you receive errors after generating statements, follow these
steps to correct the accounts:

1 Use the OrthoTrac Software Patient Lookup window to
search for the responsible party name and open the patient
chart.

2 In the Patient Information window, double-click the
responsible party name and correct the missing or erroneous
data. Click OK.

3 In one of the patient’s financial functions windows, click
Reports > Statements. The Generate a Statement window
is displayed.

4  Select the appropriate office address, if necessary, and click
OK. The View Statement window is displayed.

5 Click Print!

6 Click Exit!
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Skill Sharpeners

You have closed the daysheet and performed a daily backup. Now
you are ready to run the roll and generate statements. First, you
want to apply contract and late charges to patient accounts and to
age the balance.

Exercise 1—Run the Roll

To run the roll:

1 On the main menu, select Reports > Financial > Roll > Roll
Accounts. A message is displayed, stating that all other
workstations must exit the OrthoTrac software and asking if
you are sure you want to do this.

2 Click Yes. A message is displayed, asking if you have done a
daily backup.

3 Click Yes. When all data is prepared for the roll, the Roll
Options window is displayed.

4 In the Roll Functions section, select Apply Contract
charges, Apply Late charges, and Age accounts. The Late
Charges section is activated.

5 Select All Amounts Due as the age of accounts to which late
charges should be applied.

6 Inthe Minimum Dollar Amount field, type the minimum dollar
amount.

7  If you have made changes to the Roll Options window that
you will use each time you run the roll, click Apply and OK.
The software displays a message, listing the roll functions to
be performed and asking if you want to continue.
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8 Click Yes. After the roll has completed, the Roll Report
Options window is displayed.

9 Select the report options you want to print and click OK.

Exercise 2—Generate a Statement

A patient requests a duplicate statement and you want to print the
statement without accessing the patient's chart.

To generate an individual statement:

1 On the main menu, select Reports > Financial >
Statements > Individual Statement. The OrthoTrac
Software Responsible Party Lookup window is displayed.

2  Search for the responsible party name and click OK. The
Generate a Statement window is displayed.

3 Select the appropriate office address, if necessary, and click
OK. The View Statement window is displayed.

4 Click Print!

5 Click Exit!



Lesson 15
Using the Collections Module

This lesson includes:
o Adding Promises
o  Creating Collections Activities Reports
e Applying Payments to Promises

The OrthoTrac collections module helps you control Accounts
Receivable by creating and tracking promises and printing reports
of accounts with balances due, as well as those that have
promises due.

To view a list of accounts with balances due:

1 On the main menu, click the Collections Activity button. The
Collections Activity for <Date> window is displayed.

Collections A

Accounts with Balance Due
O Due Today Orly
{2 Due Today and E arlier
@ Due on Roll Day Betwesn

Frorm: T

O Inchude Accounts 30, 60 and 90 days overdue
O Include Accounts Contacted since last Roll
Accounts with Promise Due

(& Promizes Due Today Only
O Pramizes Due Today and E arlier
O Promizes Dus for Date Rangs
From: [06/14/2008 | To: [05/27/2008 |

Include Accounts where Amount Due iz equal
ta the Amount Promized

O Save az Defaults [/ (1[4 J [x Cancel J

Select the accounts you want to view and click OK. The
Collections Activity window is displayed.

File Reports View Refresh!

Responsible Partiss (482)
= st Due
[ [Duel Renee Aguilar [Jil] 2 3.02000 303000 3.383.00 0.00 N 14
[ [Due) Ida Alexander [Melissa) 1 263400 268400 1.00 0.00 N 27
[ [Due) Louis Allen [Cathy] 1 3.43200 342200 0.00 0.00 N 25
[ [Due] Ramana Allen (Dusting 2 368.00 358.00 318.00 0.0o N "
[] [Due) Flopd Alvarez B arbara) 1 1.485.00 1.475.00 ooo 0o M 14
[ [Due) Julia Amstiong [Eeatrice] E 1E42E8 163268 ooo 0o M 19
[ [Due) Josephine Austin [Glen] 1 82000 g10.00 ooo 0o M 15
[ [Duel Jean Baey (Geraldine] 1 2,117.00 2,107.00 ooo 0o M 15
[ [Due] Dorcthy Baker (Carla) 5 230.00 220,00 0.00 0o N2
[ [Due) Dan Baker [Jon] 1 44803 43803 0.00 0.00 N 20
[ [Due) Judy Baker [T amara) 1 1.638.00 1.62800 0.00 0.00 N 14
[ [Due) Ella Baker [Heather) 1 1.688.00 167800 0.00 0.00 N 22
[ [Due) Yolanda Baker [Sue) E 1.050.00 1.040.00 1.000.00 0o M 26
[ [Duel Rhonda Ballard [Cathering] 2 1.880.00 1.880.00 ooo 0o M 18
[ [Duel Sonia Banks (Delores] 3 93200 gzz.00 ooo 0o M 17
[ [Dug) Wanessa Bass (Hugh) 7 448.00 438.00 35800 0o M 16
[ [Due) Stephen Bates [Micheal) 2 118348 117348 0.oo 0o N 15
[ [Due Joy Baster [Cassandra) 1 143.00 133.00 0.00 0o N2
[ [Due] Melanie Bel [Franklin] B 44500 43500 0.00 0.00 N 15
[ (Duel Tammy Bennett [Joe] 210.00 200.00 0.00 oo N2 =
& s ‘

In the Responsible Party field, a list of responsible parties
whose accounts fit the criteria you selected is displayed.
Select a name in the list to view a party’s information. In front
of the responsible party name, either (Due) for balance due or
(P/D) for accounts with a promise and balance due is
displayed. (Prm) is displayed in front of the responsible party
name when you search only for Accounts with Promise Due.

To the right of the Responsible Party field are fields for the
selected party's address, phone number, and associated
patients.

Important

Before you can use
the collections
module, you must
convert your
balances.

Collections Activity

Note

The collections
module uses the
patient’s due date and
the grace period you
set up in System
Maintenance. For
example, assuming
you have a 10-day
grace period, selecting
Accounts with
Balance Due, Due
Today and Earlier
produces a list of
accounts whose
balances are due
today or within the last
10 days.
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Tip

You can edit collection
letters in the
Collections Activity
window. Click the
Letters button at the
bottom of the window
to access, post, and
edit collection letters.

W

Promises/Collections

The center of the window contains the promise grid, where
you can view existing promises and add new promises.
Promises on the grid are color-coded:

o Gray—Paid promises

e Teal-Changed promises

o Black—Promises due

e Purple—Future promises

o Burgundy-Deleted promises

Account totals for the patient, including responsible party and
insurance balances, are displayed on the right side of the
window. You can add additional comments at the bottom of
the window in the Comments field.

Select View from the menu bar to customize the information
displayed in the Collections Activity window. Select from
these options:

o Contacted Parties—Displays accounts previously
contacted since the last financial roll.

« Promises for Patients—Displays promises for the
selected patient or for all patients connected to the
currently displayed responsible party.

o Totals/Overview—Displays account totals or an account
overview as the current view.

o Checks/Overdraft—Displays auto-payment information.

e Promise History/Changed Promises/Future
Promises—Select the types of promises you want to
display in the promise grid. Future promises are displayed
by default. Select Promise History to view deleted and
paid promises. Select Changed Promises to include
promises that have been changed in the view.
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¢ Show Options—Shows the display options you selected
in the Collections Activity For <date> window.

Use the function buttons at the bottom of the window to
perform additional financial functions:

o Statement—-Generates a statement for the account.
¢ Adjust—Makes an adjustment to the account.

e Totals—Opens the Financial Functions—Totals window
for the account.

e Ledger-Displays ledger information for the account.

¢ Contract-Displays the Financial Functions—Contracts
and Payment Plans window.

Click Close.

Adding Promises

As you review the accounts and contact the responsible parties,

you can add promises for the payments expected.

To add a promise:

1

In the Collections Activity window, click the responsible party
and patient, if more than one patient is attached to the
responsible party, and then double-click <Add New
Promise> in the grid. The Collections Activity—Add New
Promise window is displayed.

OR

Open a patient chart, open a financial functions window, and
click the Promises/Collections button.



The Collections Activity—Add New Promise window for that

patient is displayed.

W Collections Activity
File Reports View Refresh!

Clerk [ John Samples =] Doctor | John Samples [=] Lacation | ALL Locations [=]

Dorothy Baker (Carla) Phaorels] Patieni(s]
h

7 50th Rd. -
Atlanta, GA 20355-2474 :%SSEBD[ZSSJIHD]

Total Balance 300
ddNew | Oiiginal Date Due [14/20/2019 |52 Arnount Dug 230,00
Patient Bslance 230,07

Promise Dale [08/22/2013 | | Amount Promised 10008 Patient Curent 730,00
Change
Date Added 8/7/2013 Insurance Bal

PamentsMadetothis Fromiss | 7] Due This Month 700
Comment
Bemove
Ins Curent

3160 Days [
Pottion of Curtert Balance that has NOT been promised: 230.00 s Past Due

|'{L Name of Contact [Dorathy Baker (Carls) | viss [ Telephane_[=]] Totals Overview
A

Over 50 Dy [NEERO]

61-90 Days [
| Loters |[ ] chan [ g steement] %2 adust |[[8A Torws [ @] Ledosr [z;:;ﬂ Eonlract]@ Cluse]

The software populates the Name of Contact field with the
name of the responsible party. The Original Due Date field
contains the due date from the contract, and the Amount
Due field shows the current balance on the account.

In the Promise Date field, type the date the promise is due, or
double-click the field to display a calendar, and select the
date.

In the Amount Promised field, type the payment amount
promised.

In the Comment field, you can type a comment concerning
the promise.

In the Contacted via: field, use the drop-down list to select
the method used to contact the responsible party.

Click Add New. The Portion of Current Balance that has
NOT been promised field displays the amount of the
patient’s current balance that has not been promised to be
paid. If the entire current balance is not entered for a promise

amount, the Additional Promises Required window is
displayed, prompting you to enter another promise. Click Yes
to enter another promise.

7  When you are finished adding promises, click Close.

Changing and Removing Promises

To make changes to a promise or to delete a promise:

1 Inthe Collections Activity window, click the responsible party
and patient, if more than one patient is attached to the
responsible party, in the Responsible Party field. Any
promises made by the responsible party are displayed in the
promise grid.

2  Double-click the promise you want to change or delete.
Change the data for the promise and click Change or click
Remove to delete the promise.

3 When you are finished working with an account, click the box
to the left of the responsible party’s name to remove the name
from the list.

4 Click Close.

Creating Collections Activities Reports

You can run several Collections Activities reports that show
accounts due and the associated promises for the accounts.

The following reports are available:

e Collections Reports—Prints information about accounts
due for all accounts in the collections module or the
current account.

« Open Promises Report—Prints a list of promises that
have not yet been paid and the amount of expected
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payment for all patients/responsible parties in the Applying Payments to Promises

collections module.
When you are posting a payment, if a promise has been added to

« Paid Promises Report—Prints a list of promises that have an account, the Apply Payments to Promises window is

been paid and the amount of payment for all displayed.

patients/responsible parties in the collections module.

zl

o Changed Promises Report—Prints a list of all changed Patient: Beatrice Amnstrong

promises for all patients/responsible parties in the Apply Payment Payment Amt [ 300.00

collections module. @ From O)dest to Newest Promise Amt Applied

O ToSelected Promises Only Remaining _-[][

o Deleted Promises Report—Prints a list of all deleted e EmountAmt Pad

promises for all patients/responsible parties in the D515/2013  will pay 3300 per manth 30000 30000

collections module.

To run a Collections Activities report:

300,00 30000

1 In the Collections Activity window, select Reports from the

When Applving Payment "To Selected Promises Only", t
menu bar. The Collections Activity Reports menu is double cick the "Ant Paid" to change the smount applied. (X corce |
displayed. Select the report you want to run. The
corresponding report window is displayed. To apply a payment to a promise:
2  Select the criteria for the report, and type start and end dates 1 In the Apply Payment section, select from these options:

where appropriate. ) .
« From Oldest to Newest Promise—Select this option to
3 Click OK. The Print Options window is displayed. apply the payment to the oldest promise on the list.

4 Select to print, preview, or export the report and click OK. o To Selected Promises Only—Select this option and
select the promise to which the payment is to be applied.

e To apply the payment to no promise, deselect the options.

2 Click OK.

130 of 132 OrthoTrac Practice Management Software Initial Training Workbook (OR250-15)



Skill Sharpeners

Exercise 1—Add a Promise

You are reviewing the account for Betty Braces, and you want to
add a promise for the payments expected.

To add a promise:

1 Open the chart for Betty Braces, open a financial functions
window, and click the Promises/Collections button. The
Collections Activity—Add New Promise window is
displayed.

The software populates the Name of Contact field with the
name of the responsible party. The Original Due Date field
contains the due date from the contract, and the Amount
Due field shows the current balance on the account.

2 Inthe Promise Date field, type the date the promise is due, or
double-click the field to display a calendar and select a date.

3 In the Amount Promised field, type the payment amount
promised.

4 Inthe Comment field, you can type a comment concerning
the promise.

5 Inthe Contacted via: field, use the drop-down list to select
the method used to contact the responsible party.

6 Click Add New. The Portion of Current Balance that has
NOT been promised field displays the amount of the current
balance that has not been promised to be paid. If the entire
current balance is not entered for a promise amount, the
Additional Promises Required window is displayed,
prompting you to enter another promise. Click Yes to enter
another promise.

7 Click Close.

Exercise 2—Find All Due Balances

To view a list of accounts with balances due:

1 On the main menu, click the Collections Activity button. The
Collections Activity for <Date> window is displayed.

2  Select the accounts you want to view and click OK. The
Collections Activity window is displayed.

3 In the Responsible Party field, a list of responsible parties
whose accounts fit the criteria you selected is displayed.
Select a name in the list to view a party’s information. In front
of the responsible party name, either (Due) for balance due or
(P/D) for accounts with a promise and balance due is
displayed. (Prm) is displayed in front of the responsible party
name when you search only for Accounts with Promise Due.

4  Select View from the menu bar to customize the information
displayed in the Collections Activity window. Choose from
the following options:

« Contacted Parties—Displays accounts previously
contacted since the last financial roll.

« Promises for Patients—Displays promises for the
selected patient or for all patients connected to the
currently displayed responsible party.

e Totals/Overview—Displays account totals or an account
overview as the current view.

e Checks/Overdraft—Displays auto-payment information.

+« Promise History/Changed Promises/Future
Promises—Select the types of promises you want to
display in the promise grid. Future promises are displayed
by default. Select Promise History to view deleted and
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paid promises. Select Changed Promises to include
promises that have been changed in the view.

Show Options—Shows the display options you selected
in the Collections Activity For <date> window.

5 Use the function buttons at the bottom of the window to

perform additional financial functions:

Statement—Generates a statement for the account.
Adjust—Makes an adjustment to the account.

Totals—Opens the Financial Functions—Totals window
for the account.

Ledger—Displays ledger information for the account.

Contract—Displays the Financial Functions—Contracts
and Payment Plans window.

6 Click Close.
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Lesson 16
Working with Insurance Claims

This lesson includes:

e Understanding Claims
o Claim Processing
o Posting Bulk Payments

Using the insurance functions, you can:

o Create insurance claims, both manually and automatically.
e  Print all of your insurance claims at one time.

» Post insurance payments to patient accounts from a
single bulk reimbursement check.

e You can also use the OrthoTrac electronic claim service
to transmit claims electronically. If you purchased this
service, an Electronic Services technician will contact you
to schedule an appointment for configuring the service
and training you to use it.

Understanding Claims

You can enter, edit, and print the following types of insurance
claims:

e Pre-Authorization

e Actual

e One-Time

e Continuation of Treatment

You can create a claim manually, or the software can automatically

create a claim when you set up a patient contract or post specific

procedure codes. See the online help for more information.

Creating Claims Manually

To create an insurance claim manually:

1

In the patient chart or from one of the financial functions
windows, click the Claims button. The Claims window is
displayed.

o

Claims

Click Add New.

If there is more than one policy holder for the patient, the
Policy Holders window is displayed. Select a policy holder
and click OK. If the policy holder has more than one carrier,
the Insurance Plans window is displayed. Select the carrier
and click OK. The Add New Claim window is displayed.

OR

If there is a single policy holder and only one carrier, the Add
New Claim window is displayed.

Select the type of claim you want to create and click OK. The
Adding Claim Form window is displayed.
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Note

|Adding Claim Form for Elli Samples

ADA Dental Claim Form

HEADER INFORMATION

INSURANCE COMPANYIDENTAL BENEFIT PLAN
Wame, Address, Civy State, 2 Code
1t Healtn Z1 Group Plan

T2 Pologholde foubssriber Mame, Address, G, Stae, 2 Code RECORD OF SERYICES
Samples, Robert

Atlanta, GA 30399

TDwsoiBith | [Gender [ Poinalterisubzonber O
071071974 OMOF | 200167182

[T ther Bl el Eaverage?

B
255272124 Test

@ No O Ves
L, i, Fhate ] S

Samy
57 49t 1
Aarta, GA 30299

The insurance carrier
can reject claims with
no first visit date.

o

Claims

[Fo Lisense ‘5| SSior T

796EEEEEE

[ et | [ Bomove| [4F Gear | || actrion]

Hlslmy] [/ oK ] [x Eancel] Cont of Tx

Click in the fields to enter information. Many of the fields are
populated automatically by the software, but you might need
to fill in these fields:

Pre-Authorization claims—First Visit Date and
Description of Services

Actual claims—First Visit Date, Months Tx. Remaining,
and Description of Services

One-Time claims—First Visit Date and Description of
Services

Continuation of Treatment claims—First Visit Date and
Months Tx. Remaining
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5 Enter information in these fields:
« First Visit Date—Type the date of the patient’s first visit.

« Description of Services—Type the treatment description,
using these buttons:

¢ InsertLine

¢ Delete Line

¢ Clear Line

e Add Procedures
« Remarks

o Months Tx. Remaining—Type the number of months left
in the patient’s treatment. This field is often mandatory for
a carrier to process Continuation of Treatment claims.

6 Use the buttons at the bottom of the window to add additional
information to the claim:

. Print
¢ Tooth Chart
e History

7 Click OK.

Creating Continuation of Treatment Claims

Before you can generate Continuation of Treatment claims, you
must set up a claim for each patient requiring Continuation of
Treatment claims.

To create a Continuation of Treatment claim:

1 In the patient chart or a financial functions window, click the
Claims button. The Claims window is displayed.

2 Click Add New.



If there is more than one policy holder for the patient, the
Policy Holders window is displayed. Select a policy holder
and click OK. If the policy holder has more than one carrier,
the Insurance Plans window is displayed. Select the carrier
and click OK. The Add New Claim window is displayed.

OR

If there is a single policy holder and only one carrier, the Add
New Claim window is displayed.

Select AAO Cont of Tx and click OK. The Adding Claim
Form window is displayed.

In the ANCILLARY CLAIM/TREATMENT INFORMATION
section, complete the information in the following fields, as
applicable:

o Date Appl. Placed-This field is automatically populated
with the banding date from the Patient Information
window, if the date was entered there.

« First Visit Date—Type the date of the first visit.

o Months Tx. Remaining—Type the number of months of
treatment remaining.

o Description of Services—Leave this field blank. When
you generate Continuation of Treatment claims each
month, the software automatically adds the information
you set up in the Insurance Claim Options window.

Click History. The Claim History window is displayed.

Date Entered [08/07/2013
Date Printed [M/dduy
Process Claim IEleCtronic vI

Last Cont. of Ts. |GA

Mest Cont. of Tx.
tonthly Charge _
Generated? _
Frequency

Complete the information in the following fields:

¢ Last Cont of Tx.—Type the last Continuation of Treatment
date.

If this is a new claim, enter the patient’s banding date.

Press Tab. The software populates the Next Cont of Tx.
field, depending on the frequency for filing. Press Tab.

« Monthly Charge—Type the amount charged per month.

Always enter the monthly amount, even if the frequency
is quarterly.

« Frequency—Defaults to the setting you entered in the
Carrier Maintenance window for this insurance carrier. If
None is displayed, use the drop-down list to select a
frequency.

Click Close.

Click OK.

Note

Select Remove All
Printed Claims only if
you do not want to
keep copies of your
printed claims until
they have been paid.
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o

Insurance Functions

Tip

Selecting Custom
Date displays a
calendar, enabling
you to enter the date
of your choice.

Note

Select Delete All
Printed Claims only if
you do not want to
keep copies of printed
claims.

Claim Processing

At specified times, you will process insurance claims.

Printing Paper Claims Manually

To print Pre-Authorization, One-Time, and Actual claims on
preprinted forms:

1 Click the Insurance Functions button on the main menu. The
Insurance Functions menu is displayed.

2 Select Claim Processing. The Insurance Claim Processing
window is displayed.

g e Claim Processinc
Processing Dptions Claim Types

& Print Al Unprinted Claims

O Reprint &ll Printed Claims Pre-Authorization Claims
O Print Mailing Labels for Claims
V] &ctual Clai

© Remave All Printed Claims il Liaims

O Create eClaims
One-Time Claims

Location

@ Al Dactars @ Al Locations
) Single Doctor ) Single Location

\ B | | ]

Cont Tx Claims

i
L‘j Print @ Close

3 In the Processing Options section, select Print All
Unprinted Claims.

4 In the Claim Types section, select the type of claims to print.

5 Inthe Doctor section, select to print claims for all doctors or a
single doctor. If you choose Single Doctor, select the name of
the doctor from the drop-down list. This option is not enabled
if your practice has only one doctor.
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9

In the Location section, print claims for all locations or a
single location. If you choose Single Location, select the
name of the location from the drop-down list. This option is
not enabled if your practice has only one location.

Click Print. The Print Insurance Claim window is displayed.

In the Date on Signature Lines section, select an option. You
can select No Date, System Date (the current date), or
Custom Date.

Click OK.

Printing Mailing Labels for Insurance Claims

After printing patient insurance claims, you can print mailing labels

for the claims.

To print mailing labels:

1

In the Insurance Claim Processing window, select Print
Mailing Labels for Claims in the Processing Options
section.

In the Claim Types section, select the type of claims to print.

In the Doctor section, select to print labels for all doctors or a
single doctor. If you choose Single Doctor, select the name of
the doctor from the drop-down list. This option is not enabled
if your practice has only one doctor.

In the Location section, select to print labels for all locations
or a single location. If you choose Single Location, select the
name of the location from the drop-down list. This option is
not enabled if your practice has only one location.

Click Print. The Print Setup window is displayed.

Click OK.



Printing Individual Claims

While you typically print claims in batches, it is possible to print
individual claims.

To print an individual claim:

1 In the patient chart or from one of the financial functions
windows, click the Claims button. The Claims window is
displayed.

2 If there is more than one claim in the window, select the claim
you want to print and click Print. The Print Insurance Claim
window is displayed.

3 In the Date on Signature Lines section, select an option.

4 Click OK.

Processing Continuation of Treatment Claims

Continuation of Treatment claims are generated monthly. When
you are ready to process the Continuation of Treatment claims for
the month, process the claims in this order: confirm, generate, and
print.

You can enter Continuation of Treatment claims at any time during
the month. Each claim generates only one time per month unless
changes have been made on the claim.

To process Continuation of Treatment claims:

1 Click the Insurance Functions button on the main menu. The
Insurance Functions menu is displayed.

2 Select Continuation of Treatment. The Continuation of
Treatment window is displayed.

X_ Continuation of Treatment n

Processing Dptions

{2} Confirrn ANl Prirted Claims

) Generate Claims

) Print All Unprinted Claims

) Reprint &ll Printed Claims

) Frirt Mailing Labels for Claims

{2 Al Doctars
{2 Single Doctor

{2 Al Locations
) Single Location

[./ Confim ][ Closs ]

3 In the Processing Options section, select Confirm All
Printed Claims and click Confirm. A message is displayed.
Click Yes.

4 When the claims are confirmed, a message is displayed. Click
Yes. Select Generate Claims in the Processing Options
section and click Generate.

5 When the software finishes generating the claims, a message
is displayed. Click OK. In the Processing Options section,
select Print All Unprinted Claims and click Print.

6 To print mailing labels for these claims, select Print Mailing
Labels for Claims and click Print.
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o

Claims/Insurance
Functions

Note

Be sure to load
insurance claim forms
in your printer. The
software does not
print the actual form.

Important

Select Confirm All
Printed Claims only
one time each
month. If you
confirm after
printing your claims
for the current
month, you cannot
reprint the claims.
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«

Insurance Functions

Note

Be sure to load
insurance claim forms
in your printer. The
software does not
print the actual form.

Checking Claims for Incomplete Information

To check for Continuation of Treatment claims with missing
information after generating your claims:

Click the Insurance Functions button on the main menu. The
Insurance Functions menu is displayed.

Select Claim Reports. The Insurance Claim Reports

window is displayed.

. Insurance Claim Reports X

Report Dates Include on Report

© Dale Claim Was Printed
Gl Feom[or01900 & 1o[0e07es [

Q) Date Claim Was Entered

Frinted Claims
O Unprinted Claims

[ADates

Report Type Doctor

® Pre-futhorization (Spproved)
O Fre-tuthorization [Unapproved)
O Actual Claims
QO One-Time Claims
O Continuation of Treatment

O al

O Generated

O Ungenerated

Q) Missing Information Repart

@ Al Doctars
QO Single Doctor

Location

® All Locations
O Singls Location

\ ]

x Cancel

In the Report Dates section, select Date Claim Was
Entered.

In the Report Type section, select Continuation of
Treatment and Missing Information Report. Click OK twice.

Open the chart of a patient with missing insurance information

and click the Claims button. The Claims window is displayed.

Select the claim and click Change to add the missing
information. Click OK.

Return to the Continuation of Treatment window and
re-generate the claims you have corrected by selecting
Generate Claims and clicking Generate.
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Posting Bulk Payments

Insurance companies send one bulk reimbursement check with
the payment EOB breakdown by responsible/patient party. You
must post the payments to the different patient accounts. The bulk
payment feature gives you the ability to post payments for all
patients insured by a specific carrier at one time.

To post a bulk payment:

Click the Insurance Functions button on the main menu. The
Insurance Functions menu is displayed.

Select Post Bulk Payment. The OrthoTrac Software Carrier
Lookup window is displayed.

Select the insurance company that sent you the check and
click OK. The Post Bulk Payment window is displayed. All
patients assigned to that carrier, regardless of employer plan,
are displayed.

. Post Bulk Payment

Camerhsl Health Zf Group Plan | Check Amaunt |:|
Unallocated
Payment Type | Ins Ch E Reference l:l |:|
Allocated
Agsume Insurance Amount [
Alvarado, Temence | 931-34-3617 | Alvarado, Cathy EBE-93-5573 0.00 0.00 0.00
Sarnples, Elliott 919-78-2727 | Samples, Robert 240167142 300.00 -260.00 0.00
Srith, Sue 167-43-5577 | Smith, Kay 251-99-6404 0.00 0.00 0.00

(5 e ) (v o ) (X coonl)




In the Reference field, type the reference number from the
check. Press Enter.

In the Check Amount field, type the amount of the check.
Press Enter. The Unallocated amount is displayed (the same
as the Check Amount), and the Allocated amount is $0.00.

If the amount displayed matches what is printed on the
check’s EOB for that patient, press Enter. If the EOB lists a
different amount, type the new amount and press Enter. A
window containing Patient and Insurance options is
displayed.

Press Enter or click Apply to apply the check amount to the
selected account. To apply the payment to the other account
balance, select the account and click Apply. A checkmark is
displayed next to the balance paid.

Select the next patient on the list.

If the Assume Insurance Amount option is selected at the
bottom of the Post Bulk Payment window, the insurance
current balance for all patients in the list is automatically
entered as the payment amount. If you need to post a different
amount, type it in the field.

When all payments have been posted and the Unallocated
amount is $0.00, click OK.

10 Click Print to print a report.

Note

Be sure to allocate all
of the check. If you exit
from the Post Bulk
Payment window
before you are
finished, all of your
entries are removed.

Important

Be sure carrier
names are
consistent. Patients
are selected for the
bulk payment list
based on the carrier
name, regardless of
employer.

Tip

If all patients have
been posted and the
unallocated amount
is not $0.00, click
Print, compare the
printout to the EOB,
and make corrections
as needed.
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Skill Sharpeners

Exercise 1—Create a Continuation of Treatment Claim

You want to set up a Continuation of Treatment claim for a patient
before you generate the claim.

To create a Continuation of Treatment claim:

1 In a patient’s chart, click the Claims button. The Claims
window is displayed.

2 Click Add New.

If there is more than one policy holder for the patient, the
Policy Holders window is displayed. Select a policy holder
and click OK. If the policy holder has more than one carrier,
the Insurance Plans window is displayed. Select the carrier
and click OK. The Add New Claim window is displayed.

OR

If there is a single policy holder and only one carrier, the Add
New Claim window is displayed.

3 Select AAO Cont of Tx and click OK. The Adding Claim
Form window is displayed.

4  Inthe ANCILLARY CLAIM/TREATMENT INFORMATION
section, type the number of months of treatment remaining in
the Remaining Months field.

5 Click History. The Claim History window is displayed.
6 Complete the information in these fields:

o Last Cont of Tx.—Type the last Continuation of Treatment
date.
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7

Press Tab. The software automatically populates the Next
Cont of Tx. field, depending on the frequency for filing.
Press Tab.

¢ Monthly Charge—Type the amount charged per month.

« Frequency—Defaults to the setting you entered in the
Carrier Maintenance window for this insurance carrier. If
None is displayed, use the drop-down list to select a
frequency.

Click Close and OK.

Exercise 2—Process a Continuation of Treatment Claim

To process Continuation of Treatment claims:

1

Click the Insurance Functions button on the main menu. The
Insurance Functions menu is displayed.

Select Continuation of Treatment. The Continuation of
Treatment window is displayed.

In the Processing Options section, select Confirm All
Printed Claims and click Confirm. A message is displayed.
Click Yes.

When the claims are confirmed, a message is displayed. Click
Yes. Select Generate Claims in the Processing Options
section and click Generate.

When the software finishes generating the claims, a message
is displayed. Click OK. In the Processing Options section,
select Print All Unprinted Claims and click Print.

To print mailing labels for these claims, select Print Mailing
Labels for Claims and click Print.



Lesson 17

Tracking Patients and Correspondence

This lesson includes:
o Creating Patient Tracking Reports
o Tracking Word Processing and Communications

Use the patient tracking function to view logged records of
appointments, posted letters, and procedures performed for a
patient. In addition, if you have orthodontic imaging software,
version 8.0.5 or higher, you can enable the document storage
feature.

To display the history of a patient, click the Patient Tracking
button on the patient chart menu. The Tracking History window is
displayed.

File Functions Reports
Kk 01/1772000 (19 1156 mos)
mera.quagizta@csdental.com

Tracking History Edit Entries Scan Document Enter Comment Print Tracking History Display Options Save Chandes

Status | T - Ful = Reviev: [09/18/2018 || Est Comp [04/20/2030 ]

T s T = Band [01/01/2019 ]| Completn. [06/21/2019 ]
Date — TTcngDesopton o [Posted by kst oo JLocston |
03/27/2019 WakIn 12:00 AM Samples
03/28/2019 Fin Estimator Proposed Baances Emailed To: BSamp@gmail.com 1. samples
03/28/2019  ADJUST 1U appointment scheduled for 12:45 PM 1. samplas samples Suwanee
03/28/2019  Retie procedure completed J.samples  J.Samples 1. Samples  Norcross
03/28/2019  ADIUST 1U appointment completed for 12:45 PM 1. Samples Samples  Suwanee
03/28/2019  Tx appointment ADJUST 2U scheduled for 03/29/2019 06:15 PM J. samples Samples  Suwanee
04/03/2019  Emergency 2U appointment scheduled for 12:45 PM 1. samples Samples  Buford
05/04/2019  Wak In 12:00 AM Samples
05/04/2019  IMPRESSION appointment scheduled for 05/15/2019 09:45 AM 1. smith Samples  Norcross
05/05/2019  Wak In 09:33 AM 1. samples Samples
05/06/2019 EXAM- MEDICAID appointment scheduled for 05/15/2019 01:15 PM 3. smith samples Norcross
05/06/2019  IMPRESSION appointment scheduled for 05/13/2019 09:45 AM 1. smith Samples  Norcross
05/14/2019  IMPRESSION appointment scheduled for 11:45 AM 1. Samples Samples  Buford

Mo Show for IMPRESSION appointment on 05/14/2019 11:45 AM J. samples Samples  Buford

05/14/2019  Recal created (Removed: 07/02/2019)
05/29/2019 Wak In 12:00 AM samples
06/20/2019  IMPRESSION appointment scheduled for 09:45 AM 1. samples Samples  Buford
07/02/2019  ADIUST 3U appointment scheduled for 05:00 PM 1. Samples Samples  Buford
07/02/2019  ADIUST 2U appaintment canceled for 05:00 PM by Patient J. samples Samples  Buford
07/03/2019  DEBAND 6U appointment scheduled for 12:15 PM 1. samples Samples  Buford
07/03/2019  DEBAND 6U appointment completed for 12:15 PM 1. samplas samples Buford
07/11/2019  ADIUST 3U appointment scheduled for 07/12/2019 01:30 PM 1. smith Samples  Buford
08/01/2019  Recall created (Removed: 08/01/2019) 1. Samples
08/01/2019  Recall created for 08/01/2019 J. samples
08/01/2019  Recall created for 08/01/2019 1. samples
08/01/2019  Recall created for 02/01/2020 1. samplas
08/01/2019  Recall created for 11/01/2019 J. samples
08/01/2019  Recall created for 02/01/2020 1. samples
08/05/2019  Wak In 09:07 AM 1. samplas samples =

e e O e C R W O O e SRRSO T U SR DI IOND e o 082012000 |

Each item in the patient history is dated, and the person who
posted the entry, assistant, doctor, and location are displayed.

Functions

The following functions in the Tracking History window enable

you to perform additional tasks:

o Edit Entries

e Scan Document

e Enter Comment

e  Print Tracking History
« Display Options

Removing Entries

To remove an entry displayed in the Tracking History window:

1 Click Edit Entries.

2  Click the red X next to the entry you want to remove. A
message is displayed.

3 Click Yes. The tracking entry is removed.

4 Click Done.

L3

Patient Tracking

Note

Display options are saved
for each workstation
individually.
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Note

Scanned documents
can be moved to
another patient's
tracking history by
clicking the green
arrow next to the entry.
The OrthoTrac Patient
Lookup window is
displayed. Select the
appropriate patient,
and the document is
moved.

If the entry has a document attached, the following message is
displayed:

Patient Tracking

L] This tracking entry has an associated document in document skorage
-
.
1F ywou remove this entry the scanned document will be remaved also

Are you sure you wank ta remove this entry and the archived document?

Scanning Documents

To scan a document:

1 Click Scan Document. The Select Type window is displayed.

2  Select the document type from the drop-down list.

OR
Select New to add a new type to the list.
3 Click Scan to acquire a document from your local scanner.
OR
Click Browse to acquire a document that is saved to a file.
Entering Comments
To enter comments in the Tracking History window:

1 Click Enter Comment. The Patient Tracking Comment
window is displayed.

2  Type your comment in the field and click OK.
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To create a HIPAA comment:

Click Enter HIPAA Comment. The HIPAA Privacy Comment
window is displayed.

Select the type of comment you want to add. Valid options
are:

« HIPAA acknowledgement
« HIPAA Consent

e HIPAA Authorization

o HIPAA Disclosure

« HIPAA Complaint

To document the HIPAA privacy acknowledgement for a
patient, select HIPAA acknowledgement, type a comment,
and click OK.

Printing Tracking Histories

To print a copy of the patient tracking history:

1

In the Tracking History window, click Print. The Patient
Tracking Print Options window is displayed.

Select Print Report, Preview Report, or Export Contents.

Click OK.



Setting Display Options To create a patient tracking report:
To select the options you want to display in the Tracking History 1 On the main menu, select Reports > Patient Tracking. The Note
window, click Display Options. The Patient Tracking Options Patient Tracking Reports window is displayed. The display options
window is displayed. are saved per
¥ Patient Tracking Reports ) p
g . workstation.
[ Cal histary Scheduled app.Dintrnents [0 Patients Added Since a Specific Date
Procedures Canceled appaintrents [ Patents AdddinaSpacic on
Letter history Changed appointrments
[ Patients without a'alid Appointment Scheduled
Status changes Completed appointments
Tracking comments walk in appointments [ Patients without a'alid Recall Or Appointment Scheduled
[CJHIP&A Acknowledgment Mo Show appointments [ Paients with Specifc Stalus Codes
[JHIPAA Consent Recalls [ Ot Patients with Specific Status Codes
[CIHIP&A Authaorization [JScanned documents [ Patients with Procedure Codes Posted at Last Visit
[CJHIPAA Disclosure []Patient Education [0 Patients Scheduled for Specific Appointment Types
[ HIR&A Complaint [ Questionnaires [0 Patients Scheduled for Specific Procedwe Codes
[0 Patients Checked Out Since Specified Date
ezt ol || e ’ CK ] ’ Cancel I [0 Patients Assigned to a Specified Localion Code
[0 Patients Assigned to a Specified Doctar
[0 Patients with Procedure Codes Posted duing Date Range
Creating Patient Tracking Reports Sort Patints by View Resuls
) Contact Expert @ Tracking Report Q) Case Acceptance
You can set up customized reports—which can be viewed as @ Patflane O Patfnter Q DteAdded 510 Foceueds @ Desoipon O ok )
contact experts or in standard report format—that summarize the @ arop | ¥ concd
tracking history of all patients.
2  From the drop-down list, click <Add New Report> and type a
name for the new report.
3 Select the patients to include in the report.
Note
4  Select the sorting order for the report, whether to view results Select Code Only to
as a Contact Expert or a Tracking report, and whether to produce a shorter
T . r .
show procedures by Code Only or Description. Click Apply. eport
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Word Processing

Click Search.

« If you selected Tracking Report, the Print Options window
is displayed. Select Print or Preview.

e If you selected Contact Expert, the search results are
loaded in the Contact Expert window.

Changing Existing Patient Tracking Reports

When running an existing report, you must change the dates to
reflect the current date range. You can edit previously saved
reports to remove or add options. To change patient tracking
reports:

1

Note

You must have
orthodontic imaging
software, version 8.0.5
or higher. The
document storage
feature must be
enabled in system
maintenance to keep
permanent electronic
copies of your
correspondence.

In the Patient Tracking Reports window, select the report
from the drop-down list.

Click Change.

Make changes to the options and click Apply.
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Tracking Word Processing and
Communications

To display the word processing and communication history for a
patient, click the Word Processing button in the patient chart. The
Word Processing window is displayed.

W) Chart (057078 Lauren Samples) (doc John Samples) {loc Buford)

F 11/30/1986 (26 ws 5 mas)

=
Word Processing

27/2017  Extraction Letter letter pasted and printed
03/00/2013  Extraction Request Questionnang completod
13 Progress Review &+ questinnane completed
D3/02/2013  Progress Review «+ Questionnane compieted
C3/07/2013 _ Extracton fequest questionnar complated

Wl on Schadus
Excelent 17

Max. Lt. 3l Mol LS

Mand Rt. 3rd Mol LB

Maxilary right and left thied molars have
peeviousy boen extracted. Flose take a
pancearmic fim and send s 3 copy

Yes

Dr. Aleny

The following options are displayed in the window:

¢ Microsoft Word—Opens a new word document outside
of OrthoTrac.

e Post and Print Letters—Opens the Post and Print
Letters window.

e Complete Questionnaire—Opens the Execute
Questionnaire window.

Each letter and questionnaire in the history window is dated and
linked to a PDF file of the document.



When you complete a questionnaire, the details are displayed in
the lower sections of the Word Processing window. The last two
questionnaires completed are also displayed.

To update a questionnaire displayed in the window, click Update.
To print a questionnaire displayed in the window, click Print.

Letters must be confirmed to be displayed in the history window.
Questionnaires are displayed upon completion.

Note

Refresh the Word
Processing window to
view changes.
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Skill Sharpener

Exercise 1—Print a Patient History

Your office has performed numerous orthodontic procedures on

Patti Patient and you want to view and print her appointment and

procedure history.

To view and print Patti's history:

1

Open Patti Patient’s chart and click the Patient Tracking
button. The Tracking History window is displayed.

Review the history in the center of the window.

Click Display Options, select the options you want to display
in the report, and click OK.

Click Enter Comment, type a comment, and click OK.

Click Print Tracking History. The Patient Tracking print options
window is displayed.

Select Print Report and click OK.

146 of 146 OrthoTrac Practice Management Software Initial Training Workbook (OR250-15)




Lesson 18

Using Contact Experts and Office Expert

This lesson includes:

o Creating Contact Experts
o Using Office Expert
o Linking Contact Experts with Office Expert

Contact experts enable you to use existing or custom reports to
obtain specific information from your database.

Office expert enables you to track and process business activities.

Creating Contact Experts

Use contact experts to organize and process lists generated from
patient tracking reports or from office expert items. You can send
letters and cards, print labels, and print reports for everyone on
the list or for specific people on the list.

Patient Fields

Using the patient fields, you can create lists of patients and search
for specific patient information.

To access contact experts on the main menu, click the Contact
Experts button. The Contact Expert window is displayed.

Pt Common Mame
PtSSH

Pt Sex

Pt BDay (Month]
Pt BDay [Mo/Day)
Pt Bitth D ate

Pt Location

Pt Doctor [Staff)
Pt Assistant
Patient's Doctor
Pt Refd Date

Pt Refd By
PtRefd To

Completion Date
Progress Fivi Date

Model
Formal
Infarmal

Pt Languages
Pt fige

Pt Hm Phone
Pt Wik Phone
Pt Phone #

Pt Phone Type

Pt Comment
Pt Med Alert

Ft Recall Type

Appt Changes
Appt Cancels
Appt Mo Shows

£ppt Mo Show Date

ApptwWalking

ApptwWalk-in Date

Abo
Schools

Cortest Wwirners
Decupation

Pt Recall Comment
Appts Scheduled

Ft Comb LPay Type
Pt Camb Nest Fiall &mt
Pt Camb Next Rall Diats
Pt Camb Orig Amt

Pt Camb Crit Start Dt
Pt Camb Init Fee Dt

Ft Comb Init Fee Amt
Ft Comb Fiemain Amt
Ft Rsp Total

Ft Risp Current

Pt Rsp Due

Pt Rsp 30 Days

Pt Risp 30+ Diays

Ptlns Total

Pt Ins Current
Ptlns Due

Ptins 30 Days

Pt Irs 30+ Days
PtIns B0 Days
Ptlns B0+ Daps
Ptlns 90 Daps
Ptlns LPay Date
Ptlns LPay Amt
PtIng LPay Tupe
Pt Ins Mext Rall Amt
Ptlns Mext Rall Date;l

Note
- o x
P Er— et | [ o =1 || Youmustsetup
wrers p— contact experts before
How to create a Search: .
[ they can be linked to
(| 1] Click on the List of box to select the typs of list to create Zpply yf‘f
—— 2] Click o the Sorted by box ta set the order in which to e — an orice expert report.
[ display the list.
(| 2] Click on the Where bozes to set the search options. L ;
| [Select options from the list at the bottom of the screen) C2! Note
[ | 41 Click an the Search buttan to begin searching the
[ selented accounts
| | Cick on the Cancel bution s ek this function, . You can sort only by
I fields that correspond
to the type of list you
PtID Murnber Pt Title Pt Appt Chair Pt Comb 60+ Days PtRisp Crt Start Dt | = HOp.
Pt First Mame Extension Pt Appt Office Pt Comb 90 Days Pt Fisp Init Fee Dt :I are Creatlr_]g' for
Pt Middle Mame Start Date Pt Appt Units Pt Comb LPay Date Pt Risp Init Fee Amt examp|e lists of
Pt Last Name Est. Compl Date Pt Fecall Date Pt Comb LPay amt Pt Fisp Fiemain Amt !

patients can be sorted
by patient or
communications
fields.

Tip

To create a contact expert report of patients:

1 In the List of field, select Patients.

2  Click in the Sorted by field and select a sort option and the

order in which to display the list.

3 Click in the Where field, select a field option from the list and
the conditions or criteria to apply to the search.

4 To save the search options, click Apply and type a name for

the search. Click OK and Search.

To change a search
option, select it and
click a new field in the
list, or change the
criteria you selected
for that option.

)

Contact Experts
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Responsible Party Fields

You can create lists of responsible parties and search for specific
responsible party information in patient lists. To create a contact
expert report of responsible parties, follow the steps in “Creating

Contact Experts” on page 147, but in the List of field, select
Responsible Parties. To select from a list of responsible party
search parameters, click the Responsible Party Fields option and
select from the fields at the bottom of the window.

@ Palient Fields @& Communications 0 FResponzible Party Fields
Fsp 55N Fizp Birth Date Fisp Extension Fzp Phone Type Late Charge
Fisp First Mame Fizp Addresz Fisp Formal Fizp Comment Last Stt D ate
Fisp Middle Hame Fisp Street Adrl Fisp Infarmal Rizk Code Last Strat At
Fisp Last Mame Fizp Strest Adr2 Fisp Language Fisp Personal Message Foll Day
Fisp Common Marme Risp City Fsp Age Receive Statement Bill Type
Rsp Sex Rzp State Rsp Hm Phone Dizcount Carrier Mame
Fisp EDay [Month) Fisp Zip Code Fisp Wk Phone Send Letters Employer Mame
Rsp BDay [Mo/Day) Rzp Title Rsp Phone # Relationship

Communications Questions

To search for a list of patients or responsible parties who provide
specific answers to communications questions, follow the steps in

“Creating Contact Experts” on page 147; however, select
Communications Questions and select from the options in the
Category or Questionnaire fields.

@ Fatient Fields © Communications L) ns 1=
[@ Category | Al Categaries = © Questionnaire [ &1l Dusstionnares EI|J
Has either parent had erthodantic teatment? Tran Mand Felation to Facial Median Flane ot Rest: -
Hawe you previously had Declusal Plane:
Chisf complaints} Tubinates
15 patient in gond heslth? Masal S eptur
Medical History WMoasillary Sinuises:
Hive pout superisred: Tsmpicral Fossse:

Hawe there been injuries to the face. mouth. testh Fiight Mandibular Fiamus Height
Describe any dental rauma Left Mandibular Fiamus Height
DOither contributing medical histary: Orbit Heights

List any allergies or drug sensitivity: Fight Maillary Height
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Using Search Results

The Search Results window contains details about the
patients/responsible parties returned by the search, which are to
be displayed in the report.

‘ |in agcending or.der ‘ @

| First MName  Last Name =+ | D Phatos |
Up to eight additional pieces of infarmation = =
can be viewed for the selected accounts. | Letters

Found[ 585 | of[ 8422 | [ Patients |  Sorted by [Pt Last Name

2 FRebecca Adams | e -
3 Fose Adams Select the additional information you would B Labels |
4 R Ak like to gee by clicking on fields at the \ N,
eiad s bottam of the screen. 1
5 FReginald Aguilar Cards |
5 Fose Alewandsr To change one of the information blacks: P =~
[-‘;_\j FRepait
7 Raoberto Alewander Click. on the block you want to change, e =,
2 FRosemary Alexander then click on the field at the bottom Em Espart
3 R Al of the screen that you would lke to =
i 2 s in its place rﬁ?\ |
10 Rick Allen | | ;5N Totals )
11 Randy Andrews _:J . ﬁ Restat
. .Flamoze. Rzp. Partles‘ &bboatt, Frederich E” @ Apply |
@ o c _
Pt 1D Number Flace Pt sppt Type Pt Comb 50 Daps PtRspCnt Start Dt =
Pt First Name Pt Title Pt Appt Time Pt Comb LPay Date Pt Rsp Init Fee Dt
Pt Middle Mame Estenzion Pt sppt Chait Pt Comb LPay &mt Pt Rzp Init Fee Amt
Pt Last Mame Band Date Pt Appt Office Pt Comb LPay Type Pt Rsp Remain Amt
Pt Common Mame Est. Compl D ate Pt sppt Units Pt Comb Mewt Roll Amt - Pt Ing Total
Pt SSN Completion Date Pt Recall Date Pt Comb Mext Roll Date Ptlns Current _11 |

@ Close ..

To select additional output fields:

1 Select Patient Fields, Communications Questions, or
Responsible Party Fields, and select from the corresponding
fields at the bottom of the window.

2  Click Report. The Print Options window is displayed. Select
to print, view, or export the report and click OK.



Additional Search Result Information

You can perform additional tasks with the names the software
retrieves from the initial search by using the following fields and
buttons:

Financial Totals

First Name, Last Name—Provides additional information
about a patient in the search list when selected.

Remove—Removes a patient from the active search list.
Restore—Adds a patient to the active search list again.

Question Mark—Displays the search options used to
create the list.

Photos—Displays photographs of the patients on the list,
if snapshots are available.

Letters—Posts letters to the patients found by the search.
Labels—Prints mailing labels.
Cards—Prints recall cards.

Report—Prints reports and exports search results and
.csV files for use in other applications, such as
spreadsheets.

Export—Exports the report information for use with
HouseCalls appointment confirmation software.

Totals—Displays the Financial Totals window, which
displays financial information for all patients in the list

Total Balance Current Due This Manth 31 -60 Days E1-90Days Ower 90 Days
FResponsible 50.041.87 45,741.87 -3.9BE.59 450.00 72000 45,568.46
Insunance 7.684.59 7.684.59 000 0.00 0.00 7.684.59
Combined 57.726.46 53.426.46 -3.986.59 450.00 72000 56.243.05
$60,000 $60,000
$40,000 | $40,000
$20,000 1 $20,000
50 u 50
RESP INS COMBINED

[l Totai Baiance [l This Month M 51-90 Days
Current Due 31-80 Days 91+ Days

@ Daollar Amourits O Percent 0f Accounts

(o roon) |G Ciose |

O Mumber of Accounts

Chart Type | 2d Bar Chart -

The balances and aging of accounts are displayed at the top
of the window, along with the dollar amount for each category.

To change the display of the Financial Totals window, select
from the following options:

« Click the buttons at the bottom of the window to
change the view from Dollar Amounts to Number of
Accounts or Percent of Accounts.

¢ In the Chart Type field, use the drop-down list to
select from two-dimensional or three-dimensional bar
or pie charts.

¢ Click Print Graph to print the totals and the 2D bar
graph for each of the views.

« Restart—Starts another search or modifies the current
search. If a search fails to find the correct accounts, click
Restart to return to the Contact Expert window and enter
new search parameters.

Tip

If a patient has more
than one responsible
party, use the
drop-down list in the
Rsp. Parties field to
view information for
the other responsible

parties.
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Tip

When creating
contact experts for
use with office
expert, use a naming
convention so the
search sets are
grouped together.

fo

Office Expert

o Apply—Saves the search. To name the search, type a
name and click OK.

o Close—Exits the contact experts function. To save the
search, click Yes. Type a name for the attribute set and
click OK.

Loading Previous Searches

To load a search you saved previously:

1 In the initial Contact Expert window, click Load. A list of
previously saved searches is displayed.

2  Click the search and click OK. The software populates the
window with the search parameters, which you can edit.

3 Click Search. The Search Database window is displayed,
asking if you want to use the previous results of the search.

4  Click Yes to use the previous search results. The resulting list
displays the same results as the last time the search was
saved.

OR

Click No to search your files with the same options and create
an updated list of patients who meet the same criteria.
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Using Office Expert

Office expert helps you perform daily activities by generating a list
of items that might need your attention.

Office expert provides the following information about each item:

o Priority—Urgent (pink background), Important (yellow
background), and FYI (green background)

¢ Area-Financial, Insurance Claims, Patient/Treatment,
Schedule, and Word Processing

o Description—Name of the report

e Last Action—Date and the name of the person who
performed the task

Office Expert Notifications

Each day, the software prompts the first staff member who logs in
to run office expert. If the staff member selects Yes, the software
updates the office expert information. If the staff member selects
No, the software prompts the next person who logs in to run office
expert. If the initial user clicks the Office Expert button before
anyone else logs in, a message is displayed.

To turn on office expert notifications, select Maintenance/Set-up
> System Maintenance. The System Options window is
displayed. In the Miscellaneous Options section, select Office
Expert Notification.

To access office expert from the main menu, click the Office
Expert button.



The Office Expert Suggestions window is displayed.

— é

[ Office Expert Suggestions

Fiezults last updated: ‘Wednesday, January 16, 2013 at 11:28:05 A

PFricrity = Area Description Laszt Action -

! Urgent Financial Past Due Patient Accounts 10/20/2008 by: Debbie Bradford

* Urgent Financial Past Due Inzurance Accounts r

¥ Urgent Financial Patient Credit Balance Accounts

! Urgent Financial Statements Generated

! Urgent Financial Apply Contract Charges

! Urgent Financial D aysheet Closed

! Urgent Financial Payment Promizes Due il
Caondition

The Office Expert has found 16 Urgent items, 2 Impartant items and 5 FY1 items that need attention.

Suggested Action
Click an any item in the grid ta view details for that itemn
Click. on the 'Priority’ or ‘Area’ headings of the grid ta change the order that the items are presented.

when Available, use the Action’ button to take action for the selected item or the 'Detail’ button ta view the list of
patients that were selected when analyzing the item.

Detail Action ["_J Frint Cloze |

The Office Expert Suggestions window displays items sorted by
priority in the following order: Urgent, Important, and FYI. Your
security permissions in the software limit the number and types of
reports you see.

Select from the following options:

e To view details about an item, click the item. Information is
displayed in the Condition field.

e To change the order of items, click the Priority or Area
headers.

e To perform the action displayed in the Suggested Action
field, select an item and click Action.

o Toview a list of patients or responsible parties related to
an item, click Detail. The Office Expert Detail window is

displayed.
I, Office Expert Detail: Insurance Credit Balance Accounts { — ﬁ
Fond[ 3 | of[ 8422 | [ Paients | Sorted by [Pt Last Name | [scendng | @
First Mame  Last Name J D Photos
TR Up to eight additional pieces of infarmation =
= can be viewed for the selected accounts. o Letters
2 Deborah Owens =
3 Gloa Owens Select the addtional infarmation you would Labeks
ke to see by clicking on fields at the =
battom of the screen
Cards
To change one of the information blacks: =
L-;.) Beport
Click. on the block you want o change, E
then click on the field at the bottom Expot
of lh_e SCIgEn that you would like to =
EE in its place. Totsls
J Fiestart
Restore _x Remaye | Fop Palies | Lawrence, Cathy = Aoely
® 0 o]
Pt D Mumber Race Pt &ppt Type Pt Comb 30 Days PtRsp Cnt Stat Dt &
Pt First Mame Pt Title Pt Appt Time PtComb LPayDate  PtRsp Init Fee Dt
Pt Middle Name Extension Pt &ppt Chair Pt Comb LPay Amt Pt Rsp Init Fee Amt
Pt Last Name Band Date Pt &ppt Office Pt Comb LPay Type Pt Risp Remain Amt
Pt Cammar Mare Edt. Compl Date Pt Appt Units Pt Cornb Mext Rall Amt Pt Total
Pt 55N Completion Date: Pt Fiecall Date Pt Comb Mexst Rall Date Pting Curent j
Q Close

Select from options at the bottom of the window to obtain
additional information about the patients or responsible
parties.

o To print a summary of all the reports you have permission
to receive, click Print. The Print Office Expert window is
displayed.

Select the type of items and the type of action you want
to print on the report and click OK. The Office Expert
Suggestions Print Options window is displayed. Click
OK.

Note

Clicking Action
indicates to the
software that the
action is performed.
Even if you decide not
to perform the action,
the date and your
name display in the
Last Action section
of the Office Experts
Suggestions
window.
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Linking Contact Experts with Office Expert

To link a contact expert with office expert:

1 Set up a contact expert with identical parameters as in an
office expert report.

2 Name the contact expert, using your naming convention. The
name can be 25 characters in length.

3 In the Office Expert Setup window, select a report and select
Contact Expert in the Action field.

4 In the Contact Expert field, select the corresponding saved
search.
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Skill Sharpeners

Exercise 1—Find Missing Information

A woman calls your office and leaves a message on your
answering machine. She identifies herself as “Barbara, Susan’s
mother” and wants you to call her back; however, the phone
number she gave in the message is not understandable. How can
you find the phone number so you can call Susan’s mother?

To create a contact expert report:

1 On the main menu, click the Contact Experts button. The
Contact Expert window is displayed.

2 In the List of field, select Patients.

3 Click in the Sorted by field and select a sort option from the
fields at the bottom of the window and the order in which to
display the list.

4 Click in the Where field and select Pt First Name from the
Patient Fields options at the bottom of the window. From the
drop-down list in the Where field, select is equal to. In the
equals field, type Susan and press Enter twice.

5 Click Responsible Party Fields and select Rsp First Name
from the options at the bottom of the window. From the
drop-down list in the Where field, select is equal to. In the
equals field, type Barbara and press Enter twice.

6 Click Search. The software displays the search results in the
box at the left side of the window.

7 Click Responsible Party Fields and select Rsp Hm Phone
and Rsp Wk Phone from the Responsible Party Fields
options at the bottom of the window. The software displays
the phone numbers at the right side of the window.

8 To print the information, click Report. The Print Options
window is displayed. Select to view, print, or export the report

type.

Exercise 2—Find Incorrect Data

You have duplicate zip codes in the database; for example, there
are two Atlanta 30339 zip codes. You want to view a list of the
patient charts that contain each Atlanta zip code and correct the
charts on the shortest list. How can you find the patients and
responsible parties who have the incorrect zip code in their chart,
S0 you can enter the correct code and delete the incorrect code
from the software?

To create a contact expert to find patient charts with incorrect
data:

1 On the main menu, click the Contact Experts button. The
Contact Expert window is displayed.

2 Inthe List of field, select Patients.

3 Click in the Sorted by field and select a sort option from the
fields at the bottom of the window and the order in which to
display the list.

4  Click in the Where field and select Pt Zip Code from the
Patient Fields options at the bottom of the window. From the
drop-down list in the Where field, select is equal to. From the
drop-down list in the equals field, select the first Atlanta zip
code entry on which you want to report.

5 Click Search. The search results are displayed in the box at
the left of the window.

6 Note the number of patients having this first Atlanta zip code.
In this example, there are three patients with the first Atlanta
zip code in their charts.
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10

11

12

Repeat the steps listed above, using the second Atlanta zip
code option. In this example, there are 46 patients with the
second Atlanta zip code in their charts, so it would be easier
to change the three charts that use the first zip code.

Repeat the search using the first Atlanta zip code. The three
patient names are displayed at the left of the window.

In the box at the left of the window, double-click on the first
patient name. A drop-down menu is displayed. Select Open
Patient Chart.

Click the Patient Information button. The Patient Information
window is displayed. Double-click on the address field.

Change the zip code in the Edit Address window. In this
example, be sure to select the second Atlanta option.

The software prompts you, asking if you want to change this

address for all others associated with this address. Click Yes.

After you have changed the zip code in the three charts, you
should delete the unused, incorrect zip code. Follow these
steps:

e Select Maintenance/Set-up > System Maintenance >
Zip Codes.

o Select the first Atlanta zip code and click Remove.

e Click Yes when prompted to delete the incorrect zip
code.
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Exercise 3—Use Database Fields Information

Your office tracks patient schools and sports using the database
fields function. It's time for the EIm Street Middle School
basketball season to start, and the doctor wants to send a letter to
those patients who play basketball, reminding them that they
should wear a mouth guard. How can you generate a list of
patients who play basketball at ElIm Street Middle School?

To use a contact expert to access database fields information:

1 On the main menu, click the Contact Experts button. The
Contact Expert window is displayed.

2 In the List of field, select Patients.

3 Click in the Sorted by field and select a sort option from the
fields at the bottom of the window and the order in which to
display the list.

4  Click in the Where field and select Schools from the Patient
Fields options at the bottom of the window. From the
drop-down list in the Where field, select is equal to. From the
drop-down list in the equals field, select EIm Street Middle
School.

5 Select Sports from the Patient Fields options at the bottom
of the window. From the drop-down list in the Where field,
select is equal to. From the drop-down list in the equals field,
select Basketball.

6 Click Search. The search results are displayed in the box at
the left of the window.

7  Click an option.



Lesson 19

Using the Word Processing Module

This lesson includes:

e Setting Up Letters

e Managing Word Processing Letters
e Printing Envelopes

e E-mailing Letters

The OrthoTrac word processing module uses Microsoft Word
software to handle its word processing functions.

The word processing module works with the OrthoTrac
communications module and enables you to merge information
from communications questionnaires into specialized letters.

In addition, if you have orthodontic imaging software, version 8.0.5
or higher, you can enable the document storage feature in system
maintenance, patient tracking, and Charting. Using the document
storage feature, you can keep permanent electronic copies of all
of your correspondence.

Setting Up Letters

The word processing module contains many letters that you can
use to correspond with patients and doctors in your practice.
Using merge fields and different letter styles, you can customize
these letters. You can also create your own letters.

The electronic signature feature enables patients, responsible
parties, and staff members to sign documents electronically using
a tablet or signing pad.

Toolbar Buttons

Table 1 shows you the buttons available in the word processing
module.

Table 1 Word Processing Module Toolbar Buttons

Tip

=-.h Merge Field :& i Multiple Fields
£ - Response to .| Patient Gender
= Questionnaire

ni»# Responsible Gender f é Orthodontic Imaging

Mail Merge Insert Fill
In

»fl

@ Insert Date

Save and Close

Insert Frame

B0

If your office uses the
electronic signature
pad, patients,
responsible parties,
and staff members
can sign documents
electronically using a
tablet or signing pad.
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Word Processing

Tip

Use the Import

Letter button to

import letter text
from other Word
documents.

Using Merge Fields, Addressee Types, and
Salutation Types

The word processing module contains merge fields that enable
you to produce customized correspondence. These merge fields
function in the same way as Microsoft Word merge fields.

Each letter you add, depending on the type of letter and the
addressee, can have both a patient version and a responsible
party version. The addressee types include:

Standard

Patient

Financial

Responsible Party

Doctor

Referring Doctor

Referring Patient

Referring Responsible Party

The salutation types include:

e Formal
e Semi-Formal
¢ Informal

See the online help for additional information about using merge
fields, addressee types, and salutation types.
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Adding New Letters

You can create letters that are customized for your office.
To add a new letter:

1 Click the Word Processing button on the main menu. The
Word Processing menu is displayed. Select Letter Setup.
The Letter Setup window is displayed.

Ezgisting Letters
! Ibppliance Coop Letter With Images
=iy Iappliance Follow-up harketing Letter
AddMNew | mefore & After 1 tedical History Form
Letter Callection Agency Hew Appliance
Collection Threat Mew Patient
Comm Prog Rev [Dr) Mew Pt [Dent refer)
Comm Prog Rev [Pat] Mew Pt [Sibling]
Change | [Camm. Exam (D] Mew Pt (To child)
Letter Comim. Exam (D] Mew Pt [Transfer)
Comm. Exam [Pat] Mo-Shaw -1
Comm. Exam [Pat] Mo-Shaw - 2
@ Consultation OBS Recal D]
Contract Letter 0BS5S Recall [FAT)
Remave | |Deband OH Dactar Start
Letter Dizmiszal OH Doctor Start(*)
Elastic: Add OH Doctor Start(*)
Elastics Coop OH Doctor Start(*)
Exam (OH Patient Contra(*]
Flesime Etraction Letter 5 (OH Patient Contra(*]
Letter Extraction Letter JS (OH Patient Contra(*]
Estraction Letter() (OH Patient Contract
Financial Contract OH Patient Start
Eﬁ Financial Contract-0 (OH Patient Start(*]

- Good Patient (OH Patient Start[*]
Expart Letter| [Headaear Add OH Poor Oral Hyail)
. Headgear Coop (OH Poor Oral Hygi*)

(£ OH Poor Oral Hygiene
Improved Oral Heg (OH Staff
Q 5 EX OH 5taff(*)
LARGE IMAGE LETTER OH 5taff(*)
Import Letter
4| | »

[II—Z SR SEtuDJ [/ stignment] [@

2 Click Add New Letter. The Add Letter window is displayed.

3 Inthe Letter Description field, type a description.
4 In the Addressee field, select the addressee type.

5 In the Salutation field, select the appropriate salutation.

6 Inthe Signature field, select who will sign the letter, Doctor or
Staff.



10

11

12

13

14

15

In the Envelopes section, select None or Print Separately. If
you select Print Separately, the software prompts you to print
the envelope after the letter is printed.

Click Add Responsible to add the text for the responsible
party version of the letter. The Add New Letter window is
displayed and defaults to the template for the type of letter
you are adding. Click OK. The Microsoft Word software
opens, and the letter is displayed.

Begin typing the letter to delete the highlighted text.

To merge patient information into the letter, click an OrthoTrac
software merge field button.

Select the merge fields you want to include. Click OK.

To merge gender-specific information into the letter, click a
gender merge field button, select the option next to the
pronouns you want to insert, and click OK.

When you are setting up a letter and select the pronoun
option for the patient or responsible party, the pronoun merge
field in the letter is displayed as “her,” regardless of the gender
you selected. The software uses the gender entered in the
Sex field on the patient chart to determine the appropriate
pronoun to insert for the patient or the responsible party.

To add custom male or female text, select the Custom option
and type the information in the Male Text or Female Text
fields in the Custom section.

Check your spelling and grammar using the Microsoft Word
software spell-check program.

Click the Save and Close button. The Add Letter window is
displayed.

16

17

18

19

20

Click Add Patient Letter to add the text for the patient version
of the letter. The Add Letter message window is displayed,
asking if you would like to copy the existing letter.

Click Yes.
Edit the letter as necessary.

Click the Save and Close button. The Add Letter window is
displayed.

Click OK twice.

Changing Letters

To change a letter:

1

Click the Word Processing button on the main menu. The
Word Processing menu is displayed. Select Letter Setup.
The Letter Setup window is displayed.

In the Existing Letters window, select the letter you want to
edit and click Change Letter. The Change Letter window is
displayed.

Follow the steps used to create a letter. See “Adding New
Letters” on page 156 for more information.

Assigning Letters

There are two ways to post letters automatically:
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¢ You can set up your procedure codes to post letters
automatically to a patient account when procedures are
posted.

¢ You can assign letters to specific functions and
conditions. When the functions are performed or when
the conditions exist, the software prompts you to post the

Important

The software
assigns the letter a
name — do not
change it. This
name is different
from the description
you gave the letter.

P
-I1-I|

=4 _?l:l

Merge Fields

i

'i'*

Gender Merge Fields

&

Save and Close
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Word Processing

Tip

To add letters to a
drop-down list, select
<Include New
Letter> from the list
or click Select
Letter to open the
Include New Letter
window and select
the letters you want
to add.

assigned letters. The software can prompt you to post
letters in the following instances:

e Add New Patient
« Patient Referrals
« ePatient

e No-Show

To assign letters to specific functions and conditions:

1

Click the Word Processing button on the main menu. The
Word Processing menu is displayed.

Select Letter Setup. The Letter Setup window is displayed.

Click Assignment. The Letter Assignments window is
displayed.

Click the option button of the function or condition to which
you want to assign a letter, and use the drop-down list to
select the letter.

Use the buttons on the side of the window to make changes
to the letters you assign:

e Select Letter

e« Add New Letter
e Change Letter

e« Remove Letter

Click Close.
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Managing Word Processing Letters

When using the word processing module, there are several
processes you perform frequently, including posting letters
(merging patient information with the letter to produce a
customized letter), reviewing letters, printing letters, and
confirming letters.

Posting Letters

To post a letter:

1 Click the Word Processing button on the main menu. The

Word Processing menu is displayed. Select Post and Print

Letters.

OR

Click the Word Processing button in the patient chart. The

Word Processing menu is displayed. Select Post and Print

Letters. The Post and Print Letters window is displayed.

&8 Post and Print Letters E|

Find: P

Post Letter Appliance Coop
- Appliance Follow-up
Callection Threat
Q Cornm, Exam [Dr]
Carnrn. Exam [Pat]
EditLetter || Comm, Med Hist Form
Cararn, Prog Rev (Dr]
Comm, Prog Review
¥ Consultation
Print Letter Cover Letter
Deband [Dr)
Elastics &dd
Elastics Add (Dr]
Eunfirm Elastics Coop
Letter Exam
Extraction Letter
Financial Cont 0
Good Patient
Headgear &dd
Headgear Coop

O‘:

]
o
]
0
0
0
0
0
0
0
0
a
0
0
0
0
1
0
o
0

cowoooDoOoOOoO—O0O—~0oO0—0O0O0OO
N - - - E-F-E-F-N-N- NN}
0OO0OD0DD0DO0OD0DO0O000O0O000000000

Select All Select Mone

Q Close




Select the letters you want to post. To post more than one
letter type at a time, hold the Ctrl key down and select
additional letters to post. Click Post Letter.

The software updates the number in the Ready to Review
column.

Reviewing and Editing Letters

To view a list of patients due to receive a letter, to edit a letter, or to
delete a letter posted in error:

1

In the Post and Print Letters window, double-click the
number in the Ready to Review column. The Selected
Letters window is displayed, and a list contains the names of
all patients/responsible parties due to receive this letter.

Select a name and click Edit Letter.
Edit the letter as necessary.
Close the letter. A message is displayed.

Click Yes. The Edit Letter window is displayed.

=

Edit Letter

9 )
"4 r/ Set letter status to Ready to Print?

To make additional changes, click No. The software updates
the number in the Under Review column, and you can make
changes.

OR

To print the letter, click Yes. The software updates the number
in the Ready to Print column, and the letter can no longer be
edited.

Letters that have already been edited, but are still open for review,

are listed in the Under Review column. To edit a letter in the

Under Review column, double-click the number and follow the

preceding steps.

Printing Posted Letters

To print or reprint letters:

1

In the Post and Print Letters window, double-click the
number in the Ready to Print column. The Selected Letters
window is displayed, and a list displays the patients and
responsible parties due to receive this letter.

Select an option:

e To print, preview, or e-mail letters for all names on the list,
click Select All and click Print Letter. The Print Options
window is displayed. Select an option and click OK.

« To deselect all names on the list, click Select None.

e To print or reprint the letter for specific names on the list,
select the names and click Print Letter. The Print
Options window is displayed. Select Print Letter(s) and
click OK.

o To delete letters that have been posted in error, select the
individual names and click Remove Letter. The Clear
Letters message is displayed. Click Yes.

If the letter you are printing is set to print envelopes, the
letters print first, and then the software prompts you to print
the envelopes.
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Important

Microsoft Word
must be installed
on your computer
to print letters.

Tip

Letters may be
printed from the
Ready to Review,
Under Review and
Ready to Print
columns.
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Tip

To select multiple
letter types, press the
Ctrl key and click
each type.

Word Processing

Printing Multiple Letters and Multiple Letter Types

You can print multiple letters and multiple letter types at one time
by using the Print Letter button in the Post and Print Letters
window.

To print multiple letters and letter types:

1 Inthe Post and Print Letters window, select each of the letter
types you want to print, or click Select All.

2  Click Print Letter.

Confirming Printed Letters

Confirming a printed letter makes an entry in a patient’s tracking
history.

To confirm letters:

1 In the Post and Print Letters window, double-click the
number in the Printed column for the letter type you want to
confirm. The Selected Letters window is displayed.

2 Click Select All or select individual names on the list.

3 Click Confirm Letter. A message is displayed. Click Yes.

Confirming Multiple Printed Letters and Multiple Letter Types

You can confirm multiple printed letters and multiple letter types at
one time by using the Confirm Letter button on the Post and Print
Letters window.

To confirm multiple printed letters and letter types:

1 Inthe Post and Print Letters window, select each of the letter
types you have printed, or click Select All, and then click
Confirm Letter.
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A message is displayed, asking if you are sure you want to
confirm multiple letters.

2 Click Yes. The software makes an entry in each patient's
tracking history, noting that the particular letter has been sent.
Printing Envelopes

The Add Letter window and the Change Letter window contain
an Envelopes section, where you enable the software to print
envelopes. The default is set to None.

If your printer can print envelopes, select Print Separately and
click OK. After the letters print, the software prompts you to print
the envelopes.

Printing Stand-Alone Envelopes

To print stand-alone envelopes:

1 Click the Word Processing button on the main menu. The
Word Processing menu is displayed. Select Print Envelope.

2  Select the addressee type. The lookup window is displayed.

3 Select the addressee and click OK. The envelope prints, and
the lookup window is displayed again.

4  Select another addressee and print another envelope, or click
Cancel.



E-mailing Letters

Instead of printing a letter, you can send the letter by e-mail, using
Microsoft Outlook or Microsoft Outlook Express software.

To send a patient, responsible party, or doctor a letter by e-mail,
you must first add that person’s e-mail address as a phone
number of type EM (e-mail).

Printing Letters with E-mail Addresses

You have two options when sending letters by e-mail:

Use Associated E-mail addresses—If the addressee has
an e-mail address set up in the software, you can send
the letter as e-mail by selecting Print Letters and Use
Associated E-mail addresses.

E-Mail Letter(s)—If you have several letters to be e-mailed
to the same e-mail address, select E-Mail Letter(s) and
use the drop-down list to select an e-mail address.

To send letters as e-mail:

1 In the Post and Print Letters window, select the letter you
want to print and click Print Letter. The Print Options window

is displayed.

2  Select an option:

Click Print Letter(s), select Use Associated E-mail
addresses, and click OK. The Set E-Mail Message
window is displayed.

Type the message you want to appear in the body of your
e-mail and click OK.

To print all selected letters to a single e-mail address,
select E-Mail Letter(s). Select the e-mail address from
the list or add a new e-mail address and click OK.

Note

If you select Print
Preview and print
from Word, the
software does not
prompt you to print
envelopes.
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Skill Sharpeners

Exercise 1—Add a Letter

You want to create a letter reminding patients that headgear must

be worn regularly, and you need both a patient version and a

responsible party version. How do you create a customized letter

for your practice?

To add a letter called Wear Headgear:

1

Click the Word Processing button on the main menu. The
Word Processing menu is displayed. Select Letter Setup.
The Letter Setup window is displayed.

Click Add Letter. The Add Letter window is displayed.
In the Letter Description field, type Wear Headgear.

In the Addressee field, select Standard, which uses both
patient and responsible party letters.

In the Salutation field, select Formal “Dear Mr./Ms. <<Last
Name>>".

In the Signature field, select Doctor.
In the Envelopes section, select None.

Click Add Responsible to add the text for the responsible
party version of the letter. The Add New Letter window is
displayed and defaults to the template for the type of letter
you are adding.

Click OK. The Microsoft Word software opens, and the letter
is displayed with the date, inside name, address, and
salutation.
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10

11

12

13

14

Replace the highlighted text with the text below, and use the
Merge Field and Patient Gender buttons to insert merge
fields.

At <<PatientNamePossessive>> last appointment, we
added headgear to <<her>> appliance.

We have instructed <<PatientFirstName>> on wearing the
headgear and have made it as comfortable as possible. It
must be worn a minimum of 10-12 hours each day. Please
give <<PatientFirstName>> the firm encouragement
needed at home for the daily and consistent wear of this
addition to the treatment.

If you have any questions concerning this phase of
<<her>> treatment, feel free to call me.

Check your spelling and grammar using the Word spell-check
program.

Click the Save and Close button to save your letter and exit
Word. The software returns you to the Add Letter window.

Click Add Patient Letter to add the text for the patient version
of the letter. The Add Letter message window is displayed,
asking if you would like to copy the existing letter. Click Yes.

Using the steps listed above, edit the copied text so that it
reads as follows:

At your last appointment, we added headgear to your
appliance.

We have instructed you on wearing the headgear. It must
be worn a minimum of 10-12 hours each day.

If you have any questions concerning this phase of your
treatment, feel free to call us.



Exercise 2—Post and Print a Letter

You want to send the headgear letter you created to a patient.
How do you merge the patient information with the letter and print
it?

To post and print a letter:

1 Open the chart for the patient to whom you want to send the
letter.

2 Click the Word Processing button. The Word Processing
menu is displayed. Select Post and Print Letters. The Post
and Print Letters window is displayed

3 Select Wear Headgear from the list of available letters. Click
Post Letter. The software updates the number in the Ready to
Review column.

4 Click Print Letter. The Print Options window is displayed.

5 Select an option and click OK.
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Lesson 20

Using Communications Questionnaires

This lesson includes:

o Changing Existing Questionnaires
e Adding New Questionnaires
o Executing Questionnaires

The communications module enables you to create customized
letters for patients, responsible parties, or referring doctors by
responding to detailed questionnaires for each patient. The
communications module links the answers in a questionnaire to
narrative phrases or paragraphs, which are inserted in your letters
as text.

Changing Existing Questionnaires

The communications module comes with three communications
questionnaires: Initial Exam, Pre-Exam/Medical History, and
Progress Review. You can use these questionnaires as they are, or
you can modify them.

To change an existing questionnaire:

1 Click the Word Processing button on the main menu. The
Word Processing menu is displayed.

2 Select Communications Setup. The Select Questionnaire
window is displayed.

3 Select the questionnaire type you want to change and click
Change. The Setup Questionnaire window is displayed.

Setup Questionnaire

R IELGETERN I nitial E wam [orthotiac]

Selected Duestions Agsociated Letters

{+ Add }[‘i Insert ][/ Enange]{:XBemove) [+ Add {./Ehange (:XEemove

TESTATES o =

Dertal Analysis
Dentition Present: Comm. Exam [Pat) Patient
Dental Eruption

Exiranted and congentaly sbsent tesih Dismissal Patient
Supemumerary Testh Present: Letter With Images Patignt
Impacted teeth; =

Discolored. Decalcified + ather Defective teeth Cortrm. E sam (Dr) Dactar
Angle Classification

Dentition D evelopmental Stage:

Overjet

Midlines

Right Molar Angle Classification
Left Molar Angle Classification
Right Cuspid Angle Classification <

Answers Question Type

AR

Update Progress Review

&) Mever update progiess ieview date
O Alwaps update progress review date

O Prompt to update progress review date

User Identification

O Require user identification when executing J

[‘iﬂ Expmt]([z\j Biint J[/ oK ][x Eanca]

The questions are displayed in the Selected Questions
section. Any letters linked to this questionnaire are displayed
in the Associated Letters section.

When you select a question, all of the possible answers to
that question are displayed in the Answers section, as well as
the question type, whether the answers are quantified, and if
letter text is available for that answer.

For each answer option, you can enter patient, doctor, or
other text to print in the letters. An x indicates no letter text,
and a checkmark indicates that letter text has been entered.

Word Processing
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Note

Questions that you
add are listed at the
end of the
questionnaire. To
reposition a question,
select the question
and use the up arrow
to move it.

In the Update Progress Review section, you can select from:

¢ Never update progress review date
« Always update progress review date
e« Prompt to update progress review date

In the User Identification section, you can select Require
user identification when executing to have the software
prompt the user to select his name before executing the
questionnaire.

Use the function buttons in the Setup Questionnaire window
to:

o Change the order of questions.

e Add a new question or select a question from the existing
database.

« Insert a new question or select a question from the
existing database.

« Change the selected question and answers.

o Delete a question.

Changing the Question Order on a Questionnaire

To change the order of the questions:

In the Setup Questionnaire window, select the question you
want to move and click the Up or Down arrows.

Click OK.
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Adding Existing Questions to Questionnaires

To add an existing question to the questionnaire:

1

In the Setup Questionnaire window, click Add under
Selected Questions. The Select Questions window is
displayed.

Select Questions

Available Questions Selected Questions

| "Buck Teeth" or "Protruzion' i Chief Camplaint: -
"Chroric Sare Thraat" iz Chief Complaint.
AddNew | |y ing Jaw Jaint” s Chisf Complaint
"Crowding” or "Spacing” is Chief Complaint:
"Difficulty Chewing'' is Chisf Complaint.
‘éF "'Difficulty Opening/Closing'" is Chief Complaint:

L "Difficulty Swallowing'” i Chief Complaint
Change "Dizziness" is Chief Complaint.
“Ear Pain” is Chief Complaint: hd

~ ~

Answers Question Type Answers Question Type

Femove

The questions in the database display alphabetically by
default. You can display a single category of questions by
selecting it from the Category drop-down list.

In the Available Questions section, select the question and
click the right arrow button.

Click OK.



Inserting Questions Within Questionnaires

To insert a question in the questionnaire:

1

3

4

In the Setup Questionnaire window, select the area on the
list in which you want to insert the question and click Insert.
The Communications Maintenance message is displayed.

Click Yes. The Select Questions window is displayed.
Select the question and click the right arrow button.

Click OK.

Adding Answers to Questions

To add an answer to a question:

1

In the Setup Questionnaire window, select the question for
which you want to add an answer and click Change under
Selected Questions. The Change Question window is
displayed.

Change Question

Tvpe | Muliple Answer E” Category | Recommendations E“

Anewers

o pdd f{ Inserl ||| 3 Bemove
No <Nov x v X j
Full Records <No» X v X
Parnoramic <N X v X
Pé Ceph <Noy X v X
Lateral Ceph <oy x ' x
Study Models <Mod X v X
Study Models - Mounted <Mo> X v ) 3
Intra/Facial Photos Moy X v X
Pt <o X v x -

Click Add. A blank line is selected in the Answers section.

In the Answer Text column, type the answer.

If you need to quantify this answer, in the Quantify column,
click <No> (the default) to change the field to Yes. The
Quantify Prompt window is displayed.

In the Quantify Prompt window, enter the text you want to
use as a prompt for this answer. Click OK. The Set Patient
Text window is displayed.

Type the information about the patient’s treatment or
diagnosis in laymen’s terms for the patient or responsible

party.

o If the text should include a quantified amount, type
<<quantify>> where the amount should print. For
example, overjet is <<quantify>> mm.

¢ You can include patient information in letter text by typing
the merge field surrounded by << >>. For example, type
<<PatientFirstName>> in the letter text to have the
patient’s first name print in the letter.

e Repeat the steps for each answer to the question.
¢ Click OK. The Set Doctor Text window is displayed.

Type the information about the patient's treatment or
diagnosis in clinical terms for a referring dentist or a doctor.

o If the text should include a quantified amount, type
<<quantify>> where the amount should print.

¢ You can include patient information in letter text by typing
the merge field surrounded by << >>,

¢ Repeat the steps for each answer to the question.

e Click OK. The Set Other Text window is displayed.

Important

If you have
associated letters
attached to the
questionnaire, you
must update the
letters with
additional question
and response
fields.

Note

A green checkmark is
displayed in the
column if you entered
patient, doctor, or
other text. A red x is
displayed if you have
not entered text.
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8 Add other text, if appropriate. ¢ To change the answer text—Select the answer, retype the

) . answer text, and click OK.
o If the text should include a quantified amount, type

<<guantify>> where the amount should print. e To add or edit the letter text—In the Pat, Doc, or Oth

. S . , columns, click the x or the checkmark to display the
e You can include patient information in letter text by typing

. corresponding text box, type the new text, and click OK.
the merge field surrounded by <<>>.

e Repeat the steps for each answer to the question. Deleting Questions from Questionnaires

To delete a question from the questionnaire:
9 Click OK.

1 In the Setup Questionnaire window, select the question you
Changing or Deleting Answers to Questions want to remove from the questionnaire and click Remove

under Selected Questions. The Communications
Maintenance message is displayed.

To change or delete an answer:

1 In the Setup Questionnaire window, select the question you

want to change and click Change under Selected 2 Click Yes.

Questions. The Change Question window is displayed. . . .
9 Py Adding New Questionnaires

2  Use the function buttons to make the following changes: _ .
To add a questionnaire:

» To reposition an answer—Select the answer you want to
1 Click the Word Processing button on the main menu. The

Word Processing menu is displayed.

move, click the Up or Down arrows, and click OK.

o To add an answer—Click Add. See “Adding Answers to

Questions” on page 167 for more information. 2 Select Communications Setup. The Select Questionnaire

window is displayed.

o Toinsert an answer—Select the area above where you
want to insert the answer and click Insert. Type your
answer and follow the steps under “Adding Answers to

3 Click Add New. The Add Questionnaire window is displayed.

Questions” on page 167.

o To delete an answer—Select the answer you want to
delete and click Remove. The Communications
Maintenance message is displayed. Click Yes.
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4

Select Add A New Questionnaire and click OK. The Setup
Questionnaire window is displayed.

Setup Questionnaire

QuestionnsivsTitls] |

Selected Questions Associated Letters

[g, Add ][:{ Insert J[_/Eﬁange][;xﬁemnve] {'-.{1» Add ]['/cbanga]['xﬁamm]

Answers Question Type Multiple Answer

Update Progress Review

@ Mever update progress review date

Q Always update progress review date

O Prompt to update progress review date

User Identification

O Require user identification when executing J

ﬁﬂ Export ]{L Bt ][;/ 0K J[x cance\J

In the Questionnaire Title field, type a title. Press Tab or click
Add or Insert. The Select Questions window is displayed.

In the Available Questions section, select the questions you
want to add and click the right arrow button. Click OK.

Check the order of your questions in the Selected Questions
list and reposition them, if necessary, by using the arrow
buttons.

Click Print. Use this printout when you assign letters to this
guestionnaire. See “Assigning Letters to Questionnaires” on
page 170 for more information.

Adding Headers to Questionnaires

To add headers:

4

In the Setup Questionnaire window, select the question
below the area in which you want to insert the header and
click Insert. The Communications Maintenance message is
displayed.

Click Yes. The Select Questions window is displayed.

In the Category field, select Headers from the drop-down list.
Select the header you want to insert and click the right arrow
button.

Click OK.

Adding New Questions to Existing Questionnaires

You can customize an existing questionnaire to suit the needs of
your practice by adding your own questions. When you add a
question, you have several answer types from which to choose.
Following is a description of the available answer types:

Multiple Answer—Gives you several options and enables
you to choose one or more answers.

Single Answer—Gives you several options, but you can
select only one answer.

Answer Prompt—Prompts you to enter a short, quantified
answer.

Tooth Chart—Enables you to answer a question about
specific teeth by clicking on the corresponding teeth on
the chart.

Narratives—Enables you to enter a narrative description.
A narrative question can include up to five pre-coded
narratives.
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Tip

If you have added
questions to a
questionnaire or
made changes to the
order in which
questions are
displayed, verify that
the merge fields in
any letters assigned
to the questionnaire
are in the order that
you want them to
appear.

» Header—Used only on the questionnaire to subdivide the
questions into groups.

e Procedure—Enables you to list the procedures performed
during the appointment. When you click or press Tab in
the question box, the Procedures window is displayed,
enabling you to select from the list of procedures.

o Patient Field—Supplies patient information and is
automatically populated with information from the patient
chart. If the information is incorrect or does not exist, you
can type the answer in the questionnaire, and the
information is updated in the patient chart.

o Dated Narratives—Enables you to enter a narrative
description, which the software dates.

To add a new question to an existing questionnaire:

1

In the Select Questions window, click Add. The Add
Question window is displayed.

In the Question field, enter the question text.

In the Type field, select the question type from the drop-down
list.

In the Category field, select the category type from the
drop-down list. To add a new category, click the arrow button
and select <Add Category> from the drop-down list.

Click OK.
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Assigning Letters to Questionnaires

To assign letters to a questionnaire:

1

In the Setup Questionnaire window, in the Associated
Letters section, click Add. The Select Letter window is
displayed.

In the Letters section, select the letter you want to assign.

In the Letter Text section, indicate which letter text should
print in the letter—Patient, Doctor, or Other.

Click OK to select an existing letter.

OR

Click Add to add a new letter. The Add Letter window is
displayed. See “Adding New Letters” on page 156 for more
information.

In the body of the letter, click the merge field buttons to insert
responses into the letter. Select the Response to
Questionnaire button to display the Communications
Questionnaire Responses window, which lets you insert a
block of responses into the letter.

In the Start with Question # field, type the number of the first
question you want to display in the letter. In the End with
Question # field, type the number of the last question you
want to display in the letter. Click OK.

To set up the headers, type the header from your
questionnaire printout directly into the letter.



Executing Questionnaires

To execute a questionnaire:

1

2

3

Click the Word Processing button in the patient chart. The
Word Processing menu is displayed.

Select Execute Questionnaire. The Execute Questionnaire
window is displayed.

Select the questionnaire you want to execute and click
Select. The questionnaire is displayed.
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Each question type is displayed in a different format. The
following options are available:

« Single Answer—Click on the answer to select it, or use
the arrow keys to select the answer and press Enter or
Tab to go to the next question. After you make a selection,
the software prompts you with the next question.

+ Answer Prompt-The type of answer required for this
question is displayed to the right of the answer prompt.
Press Enter to go to the next question.

e Tooth Chart-The tooth chart is displayed, prompting you
to click on the teeth that correspond to the question.
Click OK to go to the next question.

¢ Multi-Answer—Click the box next to each answer. Press
Enter to go to the next question.

¢ Narrative—Type the answer in the narrative window. If the
narrative has been set up with predefined answers, click
on the answer at the top of the window to display it. You
can edit the answer, or you can type a new answer.

o Header—To move to the section of a questionnaire under
a particular header, click on the header, and the screen
scrolls to that section of the questionnaire.

e Procedure—Click or press Tab in the question box to
display the Procedures window. Select the procedures
that were performed and click OK. The procedures
display on the questionnaire on the same line or in a list,
depending on the style you selected when the question
was created.

|

Word Processing

Tip

To remove a response
to a single-answer
question, select it and
press the Esc key.

OrthoTrac Practice Management Software Initial Training Workbook (OR250-15) 171 of 174



« Patient Field—Automatically populated when the
information exists in the patient chart. If the information
does not exist or is incorrect, type the answer in the
questionnaire, and the information is updated in the
patient chart.

« Dated Narratives—Type the answer in the window. When
you save the answer, the software dates the narrative
entry. If the narrative has been set up with predefined
answers, you can click on the answer at the top of the
window to display it. You can edit the answer.

5 Click Print to print a questionnaire summary report for the
patient.

6 Click OK to complete the questionnaire. If letters are assigned
to this questionnaire, the Assigned Letters window is
displayed.

7  Click in the Action column next to each letter to select Post,
Print, or None and click OK.
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Skill Sharpener

Exercise 1—Add an answer to a questionnaire.

When using a questionnaire, you want to answer a question with
an answer type that is not available. You want to add an answer
with a quantifying prompt. How do you do this?

To add an answer to a question:

1

Click the Word Processing button on the main menu. The
Word Processing menu is displayed. Select
Communications Setup. The Select Questionnaire window
is displayed.

Select the questionnaire type you want to change and click
Change. The Setup Questionnaire window is displayed.

Select the question for which you want to add an answer and
click Change. The Change Question window is displayed.

Click Add. A blank line is selected in the Answers section.
In the Answer Text column, type the answer.

In the Quantify column, click <No> (the default) to set the
field to Yes. The Quantify Prompt window is displayed.

In the Quantify Prompt window, enter the text you want to
use as a quantifying prompt for this answer.

Click OK. The Set Patient Text window is displayed.

Type the information about the patient’s treatment or
diagnosis for the patient or responsible party.

« If the text should include a quantified amount, type
<<quantify>> where the amount should print. For
example, overjet is <<quantify>> mm.

e You can include patient information in letter text by typing
the merge field surrounded by << >>. For example, type
<<PatientFirstName>> in the letter text to have the
patient’s first name print in the letter.

e Repeat the above steps, when applicable, for each
possible answer to the question.

When you are finished entering patient text, click OK. The Set
Doctor Text window is displayed.

Type the information about the patient's treatment or
diagnosis in clinical terms for the referring dentist or a doctor
to whom you are referring the patient.

o If the text should include a quantified amount, type
<<quantify>> where the amount should print.

¢ You can include patient information in letter text by typing
the merge field surrounded by << >>,

¢ Repeat the above steps, when applicable, for each
possible answer to the question.

When you are finished entering doctor text, click OK. The Set
Other Text window is displayed.

10 In the Set Other Text window, add other text, if appropriate.

11

OrthoTrac Practice Management Software Initial Training Workbook (OR250-15)

e If the text should include a quantified amount, type
<<quantify>> where the amount should print.

¢ You can include patient information in letter text by typing
the merge field surrounded by << >>,

¢ Repeat the above steps, when applicable, for each
possible answer to the question.

Click OK.

173 of 174



174 of 174 OrthoTrac Practice Management Software Initial Training Workbook (OR250-15)




Lesson 21

Using the Checklist Function

This lesson includes:

e Marking Tasks as Completed

e Maintaining Checklists

Use the checklist function to view and maintain a list of
administrative tasks. You can perform many of the items in the
Checklist window automatically, including the following:

e Aged Receivable
Reports

e Collections System
« Database Searches

e Word Processing
Letters

« Miscellaneous

Reports

e Patient Tracking
Reports

¢ Roll

« Statements

¢ Insurance Claim
Processing

e« Treatment Card
History

Bulk Insurance
Payments

Coupon Books
Daysheet

Ledger Scan Reports

Patient Labels - New
Patients

Referral Reports

Schedule Reports
Timeclock

Schedule
Maintenance - Add
Days

After performing a task, mark the task as completed, and the
software records your name, the date, and time you completed the
task.

You can also add your own tasks to the list to suit the specific
needs of your office and staff.

To access the checklist function from the main menu, click the
Checklist button. The Checklist window for daily tasks is
displayed.
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OrthoTrac Practice Management Software Initial Training Workbook (OR250-15)



Tip

If you complete an
item in error, select the
item and click Undo.

Note

The Run button is not
enabled if a task set to
run a function is
already marked as
completed.

The window displays the current day and date, a description of
tasks to be completed, a calendar, instructions on how to
complete the tasks, and function buttons.

« To view additional tasks in the list, use the vertical scroll
bar in the center of the window. To view the names of the
staff members who completed the tasks and the dates
the tasks were completed, use the horizontal scroll bar at
the bottom.

e To view the checklist for a different day, click the day on
the calendar.

e To view the weekly or monthly checklist, select the
corresponding option at the top of the window.

When you select a task, instructions on how to complete that task
are displayed in the Instructions section of the Checklist window.
For items that are set to run OrthoTrac functions, the message
**Click RUN to perform this task.** is displayed.

Marking Tasks as Completed

To mark tasks as completed:

1 Select the description for the task in the Description section
and click Done.

When you select an uncompleted task that is set to run an
OrthoTrac software function, the Run button is enabled. To

complete the task and mark the task as completed, click Run.

2  Click Print to print the checklist.

3 Click Close.
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Maintaining Checklists

To change the position of tasks in the list, to add a new task to the
list, to change an existing task, or to insert a task, use the function
buttons on the left side of the Checklist window. The buttons
include:

e UpArrow

« Down Arrow
e Add New

« Change

¢ Remove

e Insert

Changing the Order of Tasks

To change the position of a task in the list:

1 In the Checklist window, select the task description you want
to move and click the Up or Down arrows.

2 Click OK.

Adding Tasks to the List

To add a task:

1 In the Checklist window, click Add New. The Add Checklist
Entry window is displayed.

2 Type a description for the new task in the first field.

3 Type the instructions for carrying out the task in the second
field.

4  Enter the command to run to complete this task, if applicable.
Click Browse to select a command from the list.

5 Click OK.



Changing Existing Tasks

To make a change to an existing task description or instructions:

1 In the Checklist window, select the task you want to change
and click Change. The Change Checklist Entry window is
displayed.

2 Make changes to the task description, instructions, or
command fields.

3 Click OK.

Removing Tasks from the List

To remove a task from the list:

1 In the Checklist window, select the task you want to remove
and click Remove. A message is displayed.

2 Click Yes. The Remove Checklist Entry window is displayed.

3 Click OK.

Inserting Tasks in the List

To insert a new task in the list:

1 In the Checklist window, select the task on the list that you
want to display after the new task and click Insert. The Insert
Checklist Entry window is displayed.

2 Type a description for the new task in the first field.

3 Type the instructions for carrying out the task in the second
field.

4  Enter the command to run to complete this task, if applicable.
Click Browse to select a command from the list.

5 Click OK.

Note

To attach commands to
checklist options using
the Browse button,
contact a Support
representative.
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Skill Sharpener

Exercise 1—Familiarize yourself with the Checklist feature.

To delete, add, and mark a task complete:

1 In the Checklist window, select Print Coupon Books for
new contracts entered and click Remove. A message is
displayed.

2 Click Yes. The Remove Checklist Entry window is displayed.
3 Click OK.

4 Click Add New. The Add Checklist Entry window is
displayed.

5 In the first field, type Print Coupon Books for new contracts
entered and click OK.

6 Select the task at the bottom of the list and click the up arrow
to move the task up in the list.

7  To mark the task complete, click Done.

8 Click Close.
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Appendix A

Migrating Your Software to OrthoTrac Software

You can migrate to OrthoTrac from any of the following software
packages.

o OrthoTrac Classic software
o OrthoSoft software

o OPMS software

o Orthoware software

This appendix contains information to help you familiarize yourself
with the main functions of the OrthoTrac software and their
locations. Several tables list important functions in the software
from which you are migrating and their corresponding locations in
the OrthoTrac software.

Main Menu Functions

After you open the OrthoTrac software and log in, the main menu
is displayed.

ARCRANCh Lt REB R

Table 1 shows the main menu buttons that are available.

Appointment

Table 1 Main Menu Buttons
@ Open Patient Chart Quick Add
Schedule Patient Checkout

Financial Functions

Insurance Functions

Word Processing

Collections Activity

Set-up

AR SRR RS

g Contact Experts Referrals

N

m Patient Flow Office Expert
Maintenance/ Roladdress
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Table 1 Main Menu Buttons (Continued)

@ Checklist

Timeclock

Staff
Login

TeleVox T.LINK

,—1 Staff Mail

=
Fi
=

Personal ToDo Items

Selecting any of the options from the menu bar at the top of the
screen displays a list of features. Some of these features are also

available by using the function buttons.

The following options are available:

« File

e Prepare Backup-Prepares the database files for

backing up.

« Satellite Extraction

o  Printer Setup—Enables you to select the default
printer for your Windows operating system.

o Exit—Closes the OrthoTrac software.

e Functions—Enables you to access the same features

available when using the main menu buttons.

» Reports—Enables you to access all of the reports available
in the software in the following categories: Patient,
Responsible Party, Schedule, Financial, Miscellaneous,

Charting, Patient Tracking, Patient Flow.
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Options

Copy Database Files—\When prompted to exit the
software after making a change, select Copy
Database Files to update the information for that
computer.

Environment—Enables you to configure a single
workstation for multiple databases, set paths for
folders, and select settings for several areas of the
software.

Charts—Enables you to select from a list of all patient
charts currently open. Close All-Enables you to close all
open charts.

Help

OrthoTrac Help—Accesses the online help.

What’s New Video—Enables you to view a video of
new features to the software.

MasterWorks Web Training—Accesses the online
training website, which offers courses for the software.

Contact Us—Accesses the Carestream Dental
website, which provides ways for you to contact us.

Check For Updates—Enables you to obtain updates
for the OrthoTrac software.

Online Resource Center—Accesses the Online
Resource Center website, where you can search for
specific topics involving the day-to-day use of your
software.

OrthoTrac on the Web—Accesses the OrthoTrac
software website.



+ System Requirements on the Web—Accesses the
system requirements for the OrthoTrac software.

« Install Adobe Acrobat Reader—Installs the Adobe
Acrobat Reader so you can read the online
documentation.

« About OrthoTrac—Enables you to access your
software version number and important system data.

Patient Chart Function Buttons

You can access the patient chart from several areas within the
software:

e After finding a patient using the OrthoTrac Software
Patient Lookup window

e After adding a new patient
e From the Patient Flow module

« From the Charting module

s
o5k P 03/17/2000 (19 y15 6 mos)
mers.quadlata@esdental.com

Table 2 shows the functions that are available in the patient chart.

Table 2 Patient Chart Buttons

Orthodontic Imaging @ OrthoTrac Software

Patient Lookup

_m Patient Checkout b Patient Information
| 41 Schedule Financial Functions
Appointment
ﬁ' Claims Word Processing
D Snapshot ukdats Charting
Si= -
% Patient Tracking = = Database Fields
e |
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Migrating from OrthoTrac Classic Software

to OrthoTrac Software

Table 3 shows the codes for commonly used functions in

OrthoTrac classic software and gives the corresponding paths for

the equivalent functions in OrthoTrac software.

Table 3 Migrating from OrthoTrac Classic Software to

OrthoTrac Software

Table 3 Migrating from OrthoTrac Classic Software to
OrthoTrac Software (Continued)

01 |NAME-NUMBER INQUIRY Open Patient Chart

02 |ADD NEW PATIENT Quick Add or Open Patient Chart
> Add New
Open Patient Chart > Patient

03 |SHOW/CHANGE PATIENT Information

04 (PURGE PATIENT Open Patient Chart > Remove

05 |DATABASE OPERATIONS Contact Experts

06 |PATIENT FLOW Patient Flow

07 |TREATMENT CARD Open Patient Chart > Charting
Open Patient Chart > Word

08 |COMMUNICATIONS Processing

11 |FIND PATIENT’S APPT Open Patient Chart > Appts
Open Patient Chart > Schedule

12 |SCH/CHGE/CANCEL APPT Appointment

14 |DISPLAY SPECIFIC DAY Schedule Appointment

15 |NEXT AVAILABLE APPT Schedule Appointment > Search
Open Patient Chart > Schedule

17 |RECALLS Appointment > Sched Appt >
Recall

21 |PATIENT LEAVING Patient Checkout
22 POST CHGS/CONTR/ Open Patient Chart > Financial
COMNT Functions
Open Patient Chart > Financial
23 |POST PAYMENTS Functions
Open Patient Chart > Financial
24 |ADJUST BALANCES Functions > Adjustments
Open Patient Chart > Financial
25 |DISPLAY LEDGER CARD Functions > Ledger
Maintenance/Set-up > Carrier
31 |PLAN MAINTENANCE Maintenance
32 [ENTER CLAIM Open Patient Chart > Claims
33 |CLAIM MAINT/PRINT Insurance Functions
Open Patient Chart > Financial
34 |ADJUST INSUR BALANCES Functions > Adjustments
Open Patient Chart > Financial
35 |DISPLAY INSUR LEDGER Functions > Ledger
Maintenance/Set-up > Outside
41 |DOCTOR MAINTENANCE Doctor Information
Referral Tracking or
42 |REFERRAL MAINTENANCE Maintenance/Set-up > Other

Referrals
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Table 3 Migrating from OrthoTrac Classic Software to
OrthoTrac Software (Continued)

Reports > Patient Tracking
or

Table 4 shows the codes for commonly used reports in OrthoTrac

classic software and gives the corresponding paths for the

equivalent reports in OrthoTrac software.

Table 4 Migrating from OrthoTrac Classic Software to
OrthoTrac Software—Reports

Reports > Patient > Patient

50 |PATIENT TRACKING
Open Patient Chart > Patient
Tracking
Maintenance/Set-up > Procedure

51 |PROCEDURE MAINTENANCE Code Maintenance
Maintenance/Set-up > Schedule

52 |SCHEDULE MAINTENANCE Maintenance
Reports > Financial > Roll >

53 |MONTHLY ROLL Roll Accounts
Maintenance/Set-up > Ticket

54 |MESSAGEFILE Message Maintenance

55 |PRINT REPORTS See Table 4.

56 |PRINT SCHEDULE See Table 5.

57 |WORD PROCESSING Word Processing

58 |ROLADDRESS Roladdress

CALENDAR/CLOCK/ .
59 MAILTRAC Timeclock
60 |SYSTEM OPTIONS Not Applicable

01 |NAME/ADDRESS Listing
02 |ALPHA NAME/ADDRESS Reports > Patient > Patient
isting
03 |ALPHA CROSS-REFERENCE E.ep."“s > Patient > Patient
isting
04 RESP PARTY CROSS Reports > Miscellaneous >
REFERENCE Patient/Responsible Party Xref
Reports > Miscellaneous >
05 |MAILING LABELS Mailing Labels
Reports > Patient > Patients By...
06 |ZIP CODE ORDER > ZipCode
Reports > Patient > Patient
07 |BIRTHDAYS THIS MONTH Birthdays
Reports > Patient > Patients
08 |PATIENTS WITH COMMENTS With... > Comments
Reports > Patient > Patient
09 [STATISTICAL PROFILE Statistical Profile
10 |NEW PATIENT LABELS Reports > Patient > Chart Labels
Reports > Patient > Patient
19 |PATIENT INFORMATION FORM Information Form
27 LASER RETURN ADDRESS Word > Tools > Envelopes and
LABELS Labels
51 |MISSING PATIENT INFO Reports > Patient > Missing

Patient Data
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Table 4 Migrating from OrthoTrac Classic Software to
OrthoTrac Software—Reports (Continued)

Table 4 Migrating from OrthoTrac Classic Software to
OrthoTrac Software—Reports (Continued)

30

SET COMPRESSED PRINT

Not Applicable

31

SET STANDARD PRINT

Not Applicable

Reports > Financial > Daysheet >

41

PURGE FILE MAINTENANCE

Reports > Patient > Deleted
Patients

42

FREE STANDING RECEIPT

Open Patient Chart > Financial
Functions > Reports > Receipt >
Payment Receipt

50

NEW PATIENT TRACKING

Reports > Patient Tracking

1"

SELECTED BILLING TYPES

Reports > Financial > Selected
Billing Types

12

STATEMENTS OR INTEREST
CODE

Reports > Financial > Statement
Code/Late Charge

21 |DAYSHEET/DEPOSIT SLIP View Daysheet or Process
Daysheet

22 |CONTRACT PAYMENT CARDs | Reports > Financial > Coupon
Reports > Financial > Aged

23 |AGED RECEIVABLES Receivables by...

24 [STATEMENTS Reports > Financial > Statements
Reports > Financial > Suspicious

26 |SUSPICIOUS BALANCES Balances

43 |LEDGER REPORT gggr?rts > Financial > Ledger
Reports > Financial > Daysheet >

45 |DEPOSIT SUMMARY MTD Daysheet Report

62 |ARCHIVED DAYSHEET Not Applicable

13

PATIENTS BY STATUS

Reports > Patient > Patients By...
> Status

14

ALL PATIENTS OF ONE TYPE
CODE

Reports > Patient > Patients By...
> Type

15

PATIENTS IN SATELLITES

Reports > Patient > Patients By...
> Location

16

DELETION CANDIDATES

Reports > Patient > Patient
Completion Report

17

COMPLETION DATE

Reports > Patient > Patient
Completion Report

18

REVIEW CODE REPORT

Contact Experts
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Table 5 shows the codes for commonly used schedule reports in
OrthoTrac classic software and gives the corresponding paths for
the equivalent reports in OrthoTrac software.

Table 5 Migrating from OrthoTrac Classic Software to
OrthoTrac Software—Scheduling Reports

Table 5 Migrating from OrthoTrac Classic Software to
OrthoTrac Software—Scheduling Reports

(Continued)

84 |SCHEDULE AT A GLANCE

Schedule Appointment >
Statistics

85 |PROGRESS REVIEW SYSTEM

Reports > Patient > Patient
Progress Review

COMPLETION DATE

86 |EXCEPTIONS

Not Applicable

Reports > Schedule > Daily

01 |NAMES FOR A DAY Schedule > Schedule Format
Reports > Schedule > Daily
02 |NUMBERS FOR A DAY Schedule > List Format
Reports > Schedule > Daily
03 |RANGE OF DAYS Schedule > List Format or
Schedule Format
Reports > Schedule > NoShow
04 |NOSHOW REPORT Report
Reports > Schedule > Daily
05 |COLLECTIONS REPORT Collections
Reports > Schedule > Daily
06 |NAMES AND PHONES Schedule > List Format
Reports > Schedule > Future
07 |PROCEDURE REPORT Procedures
08 |BUCK SHEETS FOR A DAY Not Applicable
09 (LABELS FOR A DAY Contact Experts
10 |SCHEDULING EXCEPTIONS Contact Experts
Reports > Schedule > Available
15 |SEARCH BLOCK REPORT Appointments
16 |APPOINTMENT STATISTICS Not Applicable
81 | APPOINTMENT CARD Open Patient Chart > Reports >
Ticket
82 |SCHOOL/WORK EXCUSE Open Patient Chart > Reports >
83 |FREESTANDING BIRTHDAY Not Applicable
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Migrating from OrthoSoft to OrthoTrac
Software

Table 6 shows the commonly used functions in OrthoSoft
software and gives the corresponding paths for the equivalent
functions in OrthoTrac software.

Table 6 Migrating from OrthoSoft Software to OrthoTrac

Software

Table 6 Migrating from OrthoSoft Software to OrthoTrac

Software (Continued)

Diagnosis

Open Patient Chart > Word
Processing > Execute
Questionnaire

Diagnosis/Treatment Plan

Open Patient Chart > Charting >
Edit Charting

Scheduling, Rescheduling, And
Canceling Appointments

Open Patient Chart > Schedule
Appointment

Viewing Days In The
Appointment Desk

Schedule Appointment

Placing Patients In Recall

Open Patient Chart > Schedule
Appointment > Sched Appt >
Recall

F3

Setting Up A Contract

Open Patient Chart > Financial
Functions > Contracts and
Payment Plans

Posting Payments

Open Patient Chart > Financial
Functions

Finding A Patient’s Appointment

Open Patient Chart > Appts

F6

Adding A New Patient

Open Patient Chart > Add New
or
Quick Add

Making Contract Adjustments

Open Patient Chart > Financial
Functions > Adjustments

F8

Viewing The Patient’s Ledger

Open Patient Chart > Financial
Functions > Ledger

Correspondence Editor

Word Processing > Letter Setup

Insurance Desk Claim Forms

Open Patient Chart > Claims

Print Letters

Word Processing > Post and
Print Letters
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Continuation Of Treatment
Forms

Insurance Functions >
Continuation of Treatment

System Config./Hours In Office

Maintenance/Set-up > Schedule
Maintenance

System Config./
Procedures Performed

Maintenance/Set-up > Procedure
Code Maintenance




Table 6 Migrating from OrthoSoft Software to OrthoTrac
Software (Continued)

Table 7 Migrating from OrthoSoft Software to OrthoTrac

Software—Reports (Continued)

Recall List

Reports > Schedule > Recall List

View Aging For Daily Schedule

Reports > Schedule > Daily
Collections

Open Patient Chart > Patient
Master Chart Information
Time Clock Timeclock

Aging Report

Reports > Financial > Aged
Receivables by...

Table 7 shows the commonly used reports in OrthoSoft software
and gives the corresponding paths for the equivalent reports in
OrthoTrac software.

Table 7 Migrating from OrthoSoft Software to OrthoTrac
Software—Reports

Financial Transactions

Reports > Financial > Ledger
Scan

Historical Late Charges/Interest

Reports > Financial > Statement
Code/Late Charge

Query Open Ended And Per Visit
Fees

Reports > Financial > Contract
Summary

Statements

Reports > Financial > Statements

Truth In Lending

Word Processing > Post and
Print Letters

Reports > Schedule > Daily
Schedule > Schedule Format

Appointments On Screen or

Click Print from inside a
specific day on the calendar.

Payment Book

Reports > Financial > Coupon
Books

Monthly Production Report

Reports > Financial > Daysheet >
MTD Daysheet Report

Reports > Schedule > Daily

Daily Schedule Schedule > List Format

Reports > Schedule > Future

Future Appointment Totals Procedures

Insurance Reports

Reports > Miscellaneous >
Carriers and Associated Patients

Reports > Patient > Patients
List Of Patients W/o Appt Status |Without... > Valid Appointments
Or Recalls

Dentist Reports

Reports > Miscellaneous >
Doctor Listing

Reports > Schedule > NoShow

No Show List Report

Referral Sources Reports

Referrals

Reports > Miscellaneous >

Past Appointment Totals Procedures > Totals
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Table 7 Migrating from OrthoSoft Software to OrthoTrac
Software—Reports (Continued)

Table 8 Migrating from OPMS Software to OrthoTrac
Software (Continued)

Reports > Miscellaneous > Staff

List Of Staff Members Listing

Individual Time Clock Reports Timeclock > Reports

Practice-Wide > Patients > Maintain
Patient Flags

Open Patient Chart > Patient
Information > Comment

Open Patient Chart > Patient
Information > Medical Alert

Open Patient Chart > Treatment
Card > Medical Alert

Reports > Miscellaneous >

Labels Mailing Labels

Schedule Appointments > View
Appointments For A Specific
Patient

Open Patient Chart > Appts

Migrating from OPMS Software to
OrthoTrac Software

Table 8 shows the commonly used functions in OPMS software
and gives the corresponding paths for the equivalent functions in
OrthoTrac software.

Table 8 Migrating from OPMS Software to OrthoTrac
Software

Open Patient Chart > Add New
Add A Patient or
Quick Add

Open Patient Chart > Patient

Change Patient Information Information

Datamaster Contact Experts

Practice-Wide > Patients > Delete A

Patient Open Patient Chart > Remove

Charting Module Open Patient Chart > Charting

Patient Flow Patient Flow
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Schedule Appointments

Open Patient Chart > Schedule
Appointment

Change Patient Information >
Appointments > Make Recall

Open Patient Chart > Schedule
Appointment > Sched Appt >
Recall

Schedule Appointments > Search
For A Reservation

Schedule Appointment > Search

Schedule Appointments > View
Week

Schedule Appointment > Week

Word Processing

Word Processing > Letter Setup

Word Processing

Word Processing > Post and Print
Letters

Advanced Correspondence

Open Patient Chart > Word
Processing > Execute
Questionnaire

Change Patient Information >

Diagnosis/Treatment Tab

Open Patient Chart > Charting >
Edit Charting




Table 8 Migrating from OPMS Software to OrthoTrac
Software (Continued)

Table 8 Migrating from OPMS Software to OrthoTrac
Software (Continued)

Practice-Wide > Referrals

Maintenance/Set-up > Outside
Doctor Information

Printing > Insurance Forms

Open Patient Chart > Claims

Practice-Wide > Referral Types

Referral Tracking
or

Maintenance/Set-up > Other
Referrals

Printing > Insurance Forms

Insurance Functions >
Continuation of Treatment

Post Insurance Payments

Insurance Functions

Change Patient Information >
Contract Tab

Open Patient Chart > Financial
Functions > Contracts and
Payment Plans

Practice-Wide > Locations

Maintenance/Set-up > Schedule
Maintenance

Practice-Wide > Procedures

Maintenance/Set-up > Procedure
Code Maintenance

Post Payments

Open Patient Chart > Financial
Functions

Post Charges

Open Patient Chart > Financial
Functions

Practice-Wide > Orthodontists

Maintenance/Set-up > Staff
Maintenance

Maintenance/Set-up > System
Maintenance > Locations

Patient Ledgers > Make
Adjustment

Open Patient Chart > Financial
Functions > Adjustments

Practice-Wide Staff > Members

Maintenance/Set-up > Staff
Maintenance

Change Patient Information >
Contract Tab

Open Patient Chart > Financial
Functions > Adjustments

Practice-Wide Late Charge Setup

Maintenance/Set-up > System
Maintenance > System Options

Patient Ledgers

Open Patient Chart > Financial
Functions > Ledger

Practice-Wide > Carriers

Maintenance/Set-up > Carrier
Maintenance

Scheduled Payments

Open Patient Chart > Financial
Functions > Auto Payments

Practice-Wide > Employers

Maintenance/Set-up > Employer
Maintenance

Daily > End The Financial Day

Reports > Financial > Daysheet >
View Daysheet or Process
Daysheet

Practice-Wide > Practice
Information

Maintenance/Set-up > System
Maintenance > Locations

Monthly > End-of-month

Reports > Financial > Roll > Roll
Accounts

Practice-Wide > Activity Codes

Maintenance/Set-up > System
Maintenance > Patient Status

Daily > Collections Module

Collections Activity

Practice-Wide > Procedure Classes

Maintenance/Set-up > Schedule
Maintenance

Practice-Wide > Diagnosis And
Treatment Codes

Maintenance/Set-up > System
Maintenance > Patient Types

Practice-Wide > Patient Milestones

Maintenance/Set-up > System
Maintenance > Patient Status

Miscellaneous > System Options

Maintenance/Set-up > System
Maintenance
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Table 9 shows the commonly used reports in OPMS software and
gives the corresponding paths for the equivalent reports in

OrthoTrac software.

Table 9 Migrating from OPMS Software to OrthoTrac

Software—Reports

Daily > Print Appointment
Schedules

Reports > Schedule > Daily
Schedule > Schedule Format

or

Click Print from inside a specific
day on the calendar.

Planned Procedures By Date Or By
Procedure

Reports > Schedule > Future
Procedures

Unresolved Appointments

Reports > Patient > Patients
Without... > Valid Appointments Or
Recalls

Dm-20 No-shows By Date

Reports > Schedule > NoShow
Report

Selected Procedure Frequency

Reports > Miscellaneous >
Procedures > Totals

Recall Listing

Reports > Schedule > Recall List

Demand Aged Receivables Report

Reports > Financial > Aged
Receivables by...

Demand Transaction Summary

Reports > Financial > Ledger Scan

Late Charges

Reports > Financial > Statement
Code/Late Charge

Printing > Reports > Patients >
Dm-08
Printing > Reports > Patients >
Dm-21

Reports > Financial > Contract
Summary

Monthly > End-of-month
Statements

Reports > Financial > Statements

Monthly > Demand Practice
Statistics Report

Reports > Financial > Daysheet >
Process Daysheet
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Table 9 Migrating from OPMS Software to OrthoTrac
Software—Reports (Continued)

Monthly > Demand Daily Totals
Report

Reports > Financial > Daysheet >
Process Daysheet

Monthly > Demand Production
Report

Reports > Financial > Roll > Roll
Accounts

Tl.doc (Truth In Lending)

Word Processing > Post and Print
Letters

Printing > Coupons

Reports > Financial > Coupon
Books

Monthly > End-of-month >
Production Report

Reports > Financial > Daysheet >
MTD Daysheet Report

Monthly > Balancing Worksheet

Reports > Financial > Balancing
Worksheet

Superbill

Reports > Financial > Statements >
Individual Statement




Table 9 Migrating from OPMS Software to OrthoTrac
Software—Reports (Continued)

Printing > Reports > Insurance Tab

Reports > Miscellaneous > Carriers
and Associated Patients

Migrating from Orthoware Software to

OrthoTrac Software

Table 10 shows the commonly used functions in Orthoware

software and gives the corresponding paths for the equivalent

functions in OrthoTrac software.

Table 10 Migrating from Orthoware Software to OrthoTrac

Software

Printing > Reports > Referrals Tab

Reports > Miscellaneous > Doctor
Listing

Printing > Reports > Referrals Tab

Referrals

Add Patient, Lightning Quick, Add
New, or Quick Add

Open Patient Chart > Add New
or
Quick Add

Change Patient Information

Open Patient Chart > Patient
Information

Printing > Labels

Reports > Miscellaneous > Mailing
Labels

Delete Patient

Open Patient Chart > Remove

Charting

Open Patient Chart > Comment
only or Edit Charting

On deck

Patient Flow

Practice-Wide > Reminders

Personal ToDo Items

Notes, Financials, and Alerts

Open Patient Chart > Patient
Information > Comment
Open Patient Chart > Patient
Information > Medical Alert

Open Patient Chart > Treatment
Card > Medical Alert

Open Patient Chart > Financial
Functions > Promises and
Collections

Schedule Appointments > View
Appointments for a Specific
Patient > Open Patient Chart

Open Patient Chart > Schedule
Appointment

Schedule Recall

Open Patient Chart > Schedule
Appointment > Recall

Schedule Appointments >
Appointment Search

Open Patient Chart > Schedule
Appointment > Search
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Table 10 Migrating from Orthoware Software to OrthoTrac
Software (Continued)

Schedule Appointments > View
Week

Open Patient Chart > Schedule
Appointment > Week

Table 10 Migrating from Orthoware Software to OrthoTrac
Software (Continued)

Open Patient Chart > Financial
Functions >Contract and Payment

Coupons Plans > Reports > Contract and
Payment Plan > Coupons
Q-Pay Financial Functions

Create or Edit Letters > Letter
Setup

Word Processing > Letter Setup

Patient Ledgers

Open Patient Chart > Financial
Functions > Ledger

Request a Letter

Word Processing > Post and Print
Letters

Auto Payment

Open Patient Chart > Financial
Functions > Auto Payments

Daysheet

Reports > Financial > Daysheet >
View Daysheet or Process
Daysheet

Piggy Bank > Adjustments

Open Patient Chart > Financial
Functions > Adjustments

Open Patient Chart > Word

Walk-Away Statements

Open Patient Chart > Financial
Functions > Reports > Statement >
Statement for Today

Quictation Processing > Execute
Questionnaire
Diagnosis Open Patient Chart > Charting >

Edit Charting

Assess and Age

Reports > Financial > Roll > Roll
Accounts

Apply Late Charges

Reports > Financial > Roll > Include
Late Charge

Add Professionals

Maintenance/Set-up > Outside
Doctor Information

Monthly Statements

Reports > Financial > Generate
Statements > Print/View
Statements

Track Referrals > Printing >
Reports > Tracking Referrals

Referrals

Insurance Forms

Open Patient Chart > Claims >
Create Claim

Piggy Bank > Payment Entry

Open Patient Chart > Financial
Functions > Charges and Payment
> Post Payments

Print Claims

Insurance Functions > Claim
Processing > Print all Un-printed
Claims

Piggy Bank > Treatment Entry

Open Patient Chart > Financial
Functions > Charges and Payment
> Post Charge

Print COT Forms

Insurance Functions >
Continuation of Treatment >
Confirm All Printed Claims >
Generate Claims > Print All
Unprinted Claims

Set Up Budget > Piggy Bank > Set
Up Budget

Open Patient Chart > Financial
Functions > Contract and Payment
Plan

Piggy Bank > Post Insurance
Payments

Claims > Post Bulk Insurance
Payment
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Table 10 Migrating from Orthoware Software to OrthoTrac
Software (Continued)

Default Setup

Maintenance/Set-up

Program Essentials > Doctors and
Staff

Maintenance/Set-up > Staff
Maintenance

Table 11 shows the commonly used reports in Orthoware

software and gives the corresponding paths for the equivalent

reports in OrthoTrac software.

Table 11 Migrating from Orthoware Software to OrthoTrac

Software—Reports

Program Essentials > Offices

Maintenance/Set-up > System
Maintenance > Locations

Program Essentials > Access
Control

Maintenance/Set-up > Security

Program Essentials > Lookup

Maintenance/Set-up > System
Maintenance

Printing > Appointment >
Appointment Page

Reports > Schedule > Daily
Schedule > Schedule Format or
Schedule Appointment > Select
Day > Print

Program Essentials > Custom
Fields

Maintenance/Set-up > Additional
Database

Printing > Appointment >
Appointment List

Reports > Schedule Daily Schedule
> List Format

Program Essentials > Professional

Maintenance/Set-up > Outside
Doctors

Printing > Appointment >
Appointment List w/Financials

Reports > Schedule > Daily
Collection

Program Essentials > Treatment
Groups

Maintenance/Set-up > System
Maintenance > Patient Status

Printing > Appointment > Recall
List

Reports > Schedule > Recall
List/Recall Labels/Recall Cards

Program Essentials > Treatment
Procedures

Maintenance/Set-up > Procedure
Codes

Printing > Appointment > Needs
Appointment List

Reports > Schedule > Recall List >
Open Recalls and Alpha

Program Essentials > Quictation

Word Processing >
Communication Setup

Printing > Appointment > Perfect
Days

Maintenance/Set-up > Schedule
Maintenance > Select Standard >
Print

Contacts > Insurance Company

Maintenance/Set-up > Carrier
Maintenance > Add Carrier or Edit
Carrier

Printing > Appointment > Time
Management Report

Reports > Patient Flow

Default Setup > Financial Tab

Maintenance/Set-up > System
Options

Default Setup > Schedule Tab

Maintenance/Set-up > Schedule

Add on > SAM Setup > Perfect Day

Maintenance/Set-up > Schedule
Maintenance > Add or Change
Standards

Printing > Financial > Daysheet

Reports > Financial > Quick View or
Process Daysheet

Add on > SAM > Create > Quick
Calendar Setup

Maintenance/Set-up >Schedule
Maintenance > Add Days

Printing > Financial >Aging Report

Reports > Financial > Accounts
Receivable > Patient > Responsible
> Insurance

Add on > SAM > Add/Remove Days

Maintenance/Set-up > Schedule
Maintenance > Remove Days

Printing > Financial > Auto
Payment Report

Reports > Financial > Auto
Payment List

Printing > Financial > Monthly
Journal

Reports > Financial > Daysheet >
MTD Reports

Printing > Financial >Monthly
Production

Reports > Financial > Daysheet >
Monitor Page
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Table 11 Migrating from Orthoware Software to OrthoTrac
Software—Reports (Continued)

Printing > Financial > Insurance
Not Paid

Reports > Accounts Receivable >
Daysheet > Insurance Only

Table 11 Migrating from Orthoware Software to OrthoTrac
Software—Reports (Continued)

Printing > Credit Card
Reconciliation

Reports > Financial > Ledger Scan
> Credit Card

Patient Chart > Walkaway
Statement

Reports > Financial > Statements >
Individual Statement or Open
Patient Chart > Financial Functions
> Reports > Statement > Statement
for Today

Printing > Financial > COT List

Insurance Functions > Claim
Reports > COT List

Printing > Financial > Insurance
Not Paid

Reports > Financial > Accounts
Receivable > By Insurance

Printing > Financial > Financial
History

Reports > Financial > Daysheet >
Financial Analysis

Payment Coupons

Reports > Financial > Coupon
Books or Open Patient Chart >
Financial Functions > Contracts
and Payment Plans > Reports >
Contracts and Payment Plans >
Coupons

Printing > Referral List

Referrals > Reports

Printing > Referral Analysis

Referrals > Date Range or
Miscellaneous > Marketing
Analysis

194 of 194 OrthoTrac Practice Management Software Initial Training Workbook (OR250-15)

Printing > Labels > Patient Labels

Reports > Miscellaneous > Mailing
Labels

Printing > Labels and Cards >
Recall

Reports > Schedule > Recall
Labels/Recall Cards

Message Board

Personal ToDo Items or Checklist




Index

A

account information 60
adding an employer 10
adding days to the schedule 15
adjustments
balances 63
charge 63
discount 70
payment 64, 70
returned check, charge for 64
transactions 63
transfers 63
types 62
answers
adding to a questionnaire 167
editing a questionnaire 168
Appointment Details window, understanding 56
Appointment Summary window, understanding 57
appointments
canceling 38
confirming 57
quick add 25
rescheduling 41
scheduling for another patient 56
scheduling from the patient chart 48
searching for 48
summary 57
summary window 57
transferring information from a missed appointment 40
transferring information from a treatment card 40
transferring information from a treatment plan 41
verifying from the main menu 6
archived daysheets
report 79
viewing 79

auto payments
adding a payment 97
editing 96
inserting a payment 97
removing 97
setting up 95

B

bands, adding 104

brackets, adding 104

bulk payment checks 69, 138

Cc
calendar
Schedule Appt 51
view mode 53
week 52
calendar days, adding 15
cards, recall 45
carriers
adding 7
setting up coverage 9
Cassidy 2, 3
charges
adjustments 63
posting 61
posting outside of checkout 68
Charges and Payments window
posting charges 61
posting charges and payments outside of checkout 68
posting mailed-in checks 68
posting payments 62
splitting a charge amount 61
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charting module

checkout procedures 75

patient checkout with active treatment plan 107

Questionnaire tab 105
ToothChart tab 103
treatment card 99
TxCard tab 99

TxPlan tab 106

Charting/Patient Flow window

adding a patient 116
changing patient location 115
understanding 113

checklist

adding a task 176

changing a task 177
description 175

inserting a task 177

marking tasks completed 176
order of tasks 176

removing a task 177

checkout

active treatment plan, with 107

cut and paste scheduling 75

family 73

from the charting module 75

posting procedures and payments 71
printing tickets, excuses, or labels 72
procedure code prompts 72

procedures 71

scheduling next appointment or recall 72
using the charting module 75

cheque 61, 95, 96
claims

adding information 8

checking for missing information 138
continuation of treatment 134
creating manually 133

posting bulk payments 69, 138
printing individual 137

printing labels 136

printing paper claims 136
processing continuation of treatment 137
working with 133
closing software 1
collections module
adding a promise 128
applying payments to promises 130
changing and removing promises 129
reports 129
selecting accounts 127
comments, adding 9
communications module. See questionnaires.
contact experts
communications questions 148
creating 147
database fields 154
linking with office expert 152
Patient fields 147
Responsible Party fields 148
search results 148
using to find incorrect data 153
using to find missing information 153
using with database fields information 154
continuation of treatment claims 134
contracts
setting up 83
setting up with insurance or multiple responsible parties 84
split 91
with insurance or multiple responsible parties 91
with varying monthly charge amounts 92
conversion, data ix
cut and paste scheduling 40, 75

D

Daily Schedule, printing 47
database fields
contact experts 154
quick add 23
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Daysheet
archived 79
multi-month 79
printing and closing 78
processing 77
reports 77
viewing 79
discounts, applying 86
doctors, adding outside 11
document storage 155
documents
scanning 142
storage 141
down payments 87

E

elastics, adding 103

electronic data conversion ix

employers, adding 10

envelopes, printing 160

errors
after generating statements 125
finding incorrect data 153
finding missing information 153
patient information 24
roll exceptions 121

excuses, printing 72

F

families, adding 22

family checkout 73

family tree button, using 24

Financial Estimator
settingup 10
using 86

financial functions windows
Adjustments window 62
function buttons 59
menu bar 59
viewing the ledger 65
viewing totals 64

Financial Roll, running the 119
Future Procedures report 46

H
HIPAA comments, tracking 142

Imaging tab 106
individual claims 137
insurance
adding carriers 7
claim reports 138
posting bulk payments 69, 138

L

labels, printing 4, 44, 72

Ledger Scan report 80

ledger, viewing 65

letters
adding 156, 162
addressee types 156
assigning 157
changing 157
confirming printed 160
merge fields 157, 162
posting 158, 163
printing envelopes 160
printing posted 163
salutation types 156
setting up 155

light bar, menu 116

location, changing patient 115

lookup window 3

M

main menu
function buttons 1
menu bar 1
medical alerts 22
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modes

view 53

week 52

zoom 54
Month-to-Date reports, printing 80
Multi-Month Daysheet 79

N

NoShow report 43
Notes tab 105
notes, shortcuts 106

(o)
office 49
office expert
linking with contact experts 152
notifications 150
using 150
opening software 1
other referral sources, adding 11
outside doctors, adding 11

P

patient chart
accessing 4
function buttons 5

patient checkout
active treatment plan 107
family checkout 73
posting procedures and payments 71
printing tickets, excuses, or labels 72
procedure code prompts 72
scheduling next appointment or recall 72
using the charting module 75

patient flow
module 113
setting options 12

Patient Insight panel 100

patient tracking

adding comments 142

additional functions 141

display options 143

editing entries 141

feature 141

printing history 142

reports 143

scanning a document 142
patients

adding 21, 116

adding a relative 31

adding families 22

adding responsible party information 24

adding with quick add 25

changing location 115

checking out 71

finding last viewed 6

history 146

interests 23

printing tracking reports 143

ranking responsible parties 29

referral information 32

tracking 141
payment receipt, printing 76
payments

adjustments 64, 70

automatic 95

bulk insurance check 69, 138

posting 62, 68, 69, 138

posting mailed-in 68

posting outside of checkout 68

printing receipts 76

returned check adjustment 64
posting bulk payments 138
printing

cards 45

claims 136

envelopes 160

labels 4
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payment receipts 76
restarting after a jam 46
schedule in two formats 47
procedure codes
in Appointment Summary window 57
prompts 72
processing claims 136
promises
adding 128
applying payments 130
editing 129

Q

Questionnaire tab 105
questionnaires
adding 168
adding a new question 169
adding an answer 167, 173
adding an existing question 166
adding headers 169
assigning letters 170
changing 165
changing answers 168
changing the order of questions 166
deleting answers 168
deleting questions 168
executing 171
inserting questions 167
question types 171
quick add 25
Quick View Daysheet report 79

R
recalls
creating a card message 45
printing a list 44
printing cards 45
printing labels 44
printing reports 44
restarting recall card printing after jam 46
scheduling 41

receipts, printing 76
records, methods of accessing 3
referral sources, adding 17
referrals
adding 11,17
patient information 32
source of 22
relatives
adding 31
editing 32
reports
Archived Daysheets 79
collections activities 129
customizing 147, 150
Daily Schedule 47
Daysheet 77
financial 77
Future Procedures 46
insurance claim 138
Ledger Scan 80
Month-To-Date 80
Multi-Month Daysheet 79
NoShow 43
patient tracking 143
printing 111
Quick View Daysheet 79
Recall Cards 45
Recall Labels 44
Roll 119
statements 121
Trial Balance 79
responsible parties
adding 24, 29
editing 32, 34
linking relatives 30, 31
ranking 29
roladdress, adding a vendor 6
Roll, running the Financial 119

OrthoTrac Practice Management Software Initial Training Workbook (OR250-15)

Index—199



S

salutations 31
schedule
view 53
zoom 54
Schedule Appointment calendar 51
schedule maintenance, adding calendar days 15
schedule views
understanding 52
view mode 53
schedules
printing as list 47
printing schedule 47
scheduling module
Appointment Details window 56
Appointment Summary window 57
scheduling patient appointments
cut and paste method 40
sibling appointments 38
scheduling reports
Daily Schedule 47
Future Procedures 46
NoShow 42
recall cards 45
recall labels 44
recall list 44
shortcuts for notes 106
siblings, scheduling 38
software, opening and closing 1
split contracts, setting up 91
statements
correcting errors 125
generating 121, 125
printing 124
viewing 124
working with generated 124
storage, documents 141

T
tasks, in checklist 176
tickets, printing appointment 72
time line 108
ToothChart tab
bands and brackets 104
changing tooth display 103
combo boxes 103
elastics 103
tooth display 103
tooth numbering 103
totals, viewing 64
tracking patients 141
treatment card
searching history by date 110
searching history by procedure 110
transferring information from 40
understanding 99
treatment plans
activation/deactivation 109
adding 106
checking out a patient with active 107
editing 109
marking step as completed 109
printing 110
time line 108
updating status 110
viewing steps 108
Trial Balance report, printing 79
TxCard tab
editing entries 102
Events field 101
Next Appointment section 102
TxPlan tab 106
adding a treatment plan 106, 112
completing a treatment plan 110
printing a treatment plan 110
scheduling future treatment plan appointments 109
time line 108
working with 108
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vendors, adding to roladdress 6
views

view 53

week 52

zoom 54
virtual agent 2, 3

w

week view 52

word processing module
adding a letter 156, 162
addressee types in letters 156
assigning letters 157
changing letters 157
confirming printed letters 160
merge fields in letters 157, 162
posting letters 158, 163
printing envelopes 160
printing posted letters 163
salutation types in letters 156
setting up letters 155

Y4

zoom view 54
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