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Introduction

Introduction

This workbook includes the following lessons. To access a lesson, click the link:
o Adding Patients
e Scheduling Patients
e Checking Patients In and Out
o Working with Insurance

o Working with Charges and Payments

Accessing the Shared Trial Sensei Cloud Database

We at Carestream Dental want your transition to our premier practice management system to go smoothly, and
we believe that every opportunity that you have to learn can help you with this transition. During your training,
and while your data is undergoing conversion to Sensei Cloud, we want you to be able to try the software so
that you are prepared for your first live day. For this reason, we provide you access to a SHARED TRIAL Sensei
Cloud database where you can practice what you learn and can complete the skill sharpeners outlined in this
workbook.

To access Sensei Cloud and this SHARED TRIAL database:

1 Navigate to the website: https://gosensei.us.
2  Enter the following login information:

Email: SenseiCloud@outlook.com
Password: $enseiC!

Disclaimer: Carestream Dental provides access to this Sensei Cloud SHARED TRIAL database for the
purpose of learning. Please be aware that much of the data that exists in this database has been added directly
by other clients and should not be used for any purpose other than testing the program. Since you and other
clients will have access to any information you enter, DO NOT USE ANY PERSONAL IDENTIFIABLE
INFORMATION OR PATIENT HEALTH INFORMATION; Use Only Fictitious or Made Up Information to
Protect the Privacy of Patients, Staff, and Others. Fictitious data includes any identifiers, including but not
limited to, patient/staff names, addresses, phone numbers, social security numbers, and images.

Note: This SHARED TRIAL database will be recreated periodically without warning, and all existing records will
be overwritten and no longer retrievable. The SHARED TRIAL database should not be used to store any real
or important medical data. Further, Carestream Dental is not liable for any loss or unauthorized use of data
that occurs from this database.
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Introduction

Accessing the Software

To log in to the Sensei Cloud system:

1 Click https://gosensei.us. The Sensei Cloud Welcome window is displayed.

™ Sensei
Cloud

Welcome

<]

&

SIGN IN

Reset Password

2  In the Email field, type your email address.
3 In the Password field, type your password.

Note: If you have not set a password or have forgotten your password, click the Reset Password link.
4 Click SIGN IN.

5 If your office has more than one database, the Database window is displayed. Select the one you want to
use and click Get Started.

To exit the software, click the X in the upper-right corner of any window.
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Introduction

Using the Main Window

When you log in to the software, you see the Sensei Cloud main window, with the Location tab on the
upper-left side of the screen and the Search Patients and User fields on the upper-right.

7 Sensel | chedkoue Queve 1) (e a x| @ | © pamearesden ~
Al Sensei Cloud Trial Syste EN-)
Schedulew Finandal~ Caims~  eServices= ToDow
B S oz e et THENEA et e
@70 4818125 5 New Patients $1,995.00 $900.00
iBFae s &
Actions Accounts Receivable Financial Activity
Create New Patient Nt Prodiuctions i Net Coll
TH @ i anas

$4,255.92

52.258.92 2%

0494 @ 1y

Recare Stats Treatment Overview

5000 g o

Schneduled T (Non-Recare)
Patents Scheduled for Reare a )

O O

<00 50 100%  Unscheduled T (Nor-Recare)
3000 0% pendin
..ol Potients w/no T Planned or Scheduled

Claim Stats

$500000 g g

m 52092500 g

Unbilled Procedures

’ 518.873902
Left Side of the Window
T7Sensel  Checkout Queue (1) 1' D1 ;i‘:rjm

Cloud

Sensei Cloud Trial Syste...

Schedule»  Fnancial»  Oaims«  eServicesw ToDow

ew Patients This Month

Eﬁ Sensei Cloud Trial System
(470 4818125 5 New Patients
123 Fake 5t
Actions Accounts Receivable

Create New Patient
View Schedule

Book an Appointment -
Wiew Financial Daysheet

Location Administration

The following fields, tabs, and icons are found on the left side of the window:

o Queue field—Click to display the Waiting Queue or the Checkout Queue.

« HIPAA icon @—Click to enable or disable Privacy Mode.

e Location tab—Displays the practice name, with the practice phone number and address below it,
under the menu bar. Click + on the Location tab to display other offices in the practice.

e Menu bar—Displays options you can click. These options vary depending on the tab you have open.

e Actions section—Displays options you can click. These options vary depending on the tab you have
open.
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Introduction

Right Side of the Window

Q f X (® € UserName =

My Settings

Dashboard

What's New

Support

Contact Us
Send Feedback

What should we build next?

[+ Logout

The following fields and icons are found on the right side of the window:

« Search Patients field—Enter identifying information, such as a patient’s name, date of birth, address, or
phone number. Click the patient’s name to see a snapshot with additional information; click next to the
name to select the patient.

e Clock icon—Click to clock in or clock out. This field is displayed only for hourly employees.

o User field—Displays your name. Click the name and a list is displayed:

® | ) UserMame ~

My Settings
Administration

Dashboard

What's New
Support
Contact Us

Send Feedback

What should we build next?

[» Logout

Wersion: 0.1.5437

e My Settings—Displays information about the staff member and a list of all staff members. You can
create and edit staff member information.

« Administration—Displays information about the practice, if you have user permission. From the
Administration tab, you can set up most of the functions of the practice.
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Dashboard—Gives you a quick look at the practice statistics, if you have user permission. From
the Dashboard tab, you can run reports.

What’'s New—Provides release notes on the Carestream Dental Exchange.

Support—Enables you to search online help and opens a live chat dialogue box so you can speak
directly to a Support representative during regular business hours.

Contact Us—Provides a way for you to send a message to Carestream Dental and give general
feedback, report a bug, or request support.

Send Feedback—Provides another way for you to send a message to Carestream Dental and give
general feedback, report a bug, or request support.

What should we build next?—Provides a way for you to send your suggestions and ideas to
Carestream Dental.

Logout—Logs you out of the software.

. Tab Listicon [&/-Enables you to see a list of open tabs, close all patient tabs, or close all open tabs.

e ?icon—Enables you to search online help and opens a live chat dialogue box so you can speak directly

to a Support representative during regular business hours.

Tip: Within each area of Sensei Cloud, some of the displayed information is also a link. Hover the cursor over
an item; if it changes from an arrow to a finger, you can click there for more details and options.

Related Documentation

See the Sensei Cloud Configuration Guide (CM100) and the Sensei Cloud Online Help for more information.
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1 Adding Patients

This lesson contains the following topics:
o Adding New Patients
« Editing Patient Records

o Adding Patient Portraits or Avatars
Adding New Patients
To add a new patient record:

1 Inthe location’s Home view, search for the patient in the Search Patients field, and make sure he or she is
not in the database already.

2 Under Actions, click Create New Patient. The Create Patient window is displayed.

Create Patient x

Patient Record Contro

Status Active | Inactive

Generate ID

First Name Jane

Last Name Doe

Date of Birth ]

Gender Male Female | Unknown

Display required fields only (= | Cancel

3 In the Patient Record Control section, verify that the patient is Active and generate an ID.

4 Scroll down and enter the following information:

e« Personal
« Contact
e Portrait

Sensei Cloud Initial Training Workbook (CM300-01) 1 of 8



5

6

« Additional information, such as the school the patient attended
o Patient referrals

e Responsible parties

e Insurance

o Connected patients

o Patient preferences

e Recare appointments

o Medical alerts, if any

Note: Required fields are displayed in bold.
Add a note, if necessary.

Click Create.

Editing Patient Records

To edit a patient record:

1

4

5

In the patient's Home view, click the Patient Record tab. The Patient Record for window is displayed.

Medical History Insurance v Clinical+  Financials +  Treatment Plan  Patient Files

Sa testsmith H
@ d" | Patient Record
\&b/ (440)992-2700 ()4
26yrs (Self) (o) | for test smith
Actions Patient Record Contro
Active
Jump To

Patient Record Control Patient Since No Patient Appointment History

Personal Information Last Seen No Patient Appointment History

Contact Information

Portrait
Additional Information Personal Information
Patient Referrals
Responsible Parties First Name test
nsurance Information — mith
< Connected Patients o )
Patient Preferences Date of Birth g?ﬁ“gﬂg’ffg‘
Recare Appointments
Medical Alerts sender Mele
Notes Ethnicity Unknown

Under Actions, click Edit Patient Record.

Under Jump To, select the information you want to edit, OR use the scrollbar to find the information
you want to edit.

Edit the record.

Click Save Patient.

Note: You cannot delete a patient record, but you can mark it Inactive in the Patient Record Control

section. To move the record to the bottom of the patient list, add ZZZ to the beginning of the last
name; for example, ZZZTest.

20f 8



Adding Patient Portraits or Avatars

You can add a portrait or avatar as you create a new patient record or at a later date.

When You Create a Patient Record

To add a patient’s portrait or avatar:

1

2

3

4

In the Portrait section, click Add portrait. The Set Patient Portrait window is displayed.

Set Patient Portrait

Actions

Capture Image

Upload Image

Click on 'Capture Image' to acquire a patient portrait via an available camera. Click on 'Upload Image' to select
and apply an existing image as the patient portrait. Adjust the image (pan and zoom) to optimize its display and
click "Preview' to review how it will be displayed in CMP. Click 'Apply' to apply the image as the patient portrait.

Click one of the following:

o Capture Image—When the camera is ready, click Take Photo.

o Upload Image—Select the image you want to upload and click Open.

Use the controls to adjust the image, and then click Preview.

When you are satisfied with the image, click Apply.

When You Edit a Patient Record

To add a patient’s portrait or avatar:

1

In the Patient’s Home view, click the Patient Record tab. The Patient Record window is displayed.

Medical History Insurance » Clinical +  Financials* Treatment Plan Patient Files

[‘\ test smith
\1) (440) 992-2700

25yrs (Self)

' Patient Record

(O}
(o)A | for test smith

Actions

Jump To

Patient Record Control
Personal Information
Contact Information
Portrait

Additional Information
Patient Referrals
Responsible Parties
Insurance Information

I Connected Patients

Portrait

Add portrait
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8

Under Actions, click Edit Patient Record.

Under Jump To, click Portrait.

Under the portrait placeholder, click Add portrait. The Set Patient Portrait window is displayed.
Under Actions, click one of the following:

o Capture Image—When the camera is ready, click Take Photo.

o Upload Image—Select the image you want to upload and click Open.

Use the controls to adjust the image, and then click Preview.

When you are satisfied with the image, click Apply.

When you have finished editing the patient record, click Save Patient at the bottom of the window.

Tip: To access the Set Patient Portrait window from a patient’s mini-card, click E

Adding Notes

The Notes window lists all existing non-clinical notes that have been added to the patient account. Use this
list to search for specific items by note text, or filter the list based on the note's category, author, or date.
You can also print a patient’s notes, generating a .PDF file of a patient’s current notes.

The list of notes includes:

o Notes added in the Appointment Card when you schedule an appointment
o Notes entered when you cancel an appointment in the Day View of the Schedule

o Contact notes added when you manage appointments through a scheduled work list, such as the
Pending list

o Comments added when you post a financial transaction to the Patient Ledger

o Automatic system notes created when you send correspondence to a referral source via the
Referral Follow-Up list

e Automatic system notes created when you send recall reminders from the Recare list

o Text added to the Patient Notes field in the patient’s record
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To add free-text notes to a patient’s record:

1 Find the patient. The patient's Home page is displayed.

— >

U | smiley Dental Surgery + \Terrence Molarnator X ‘ Zazz Zazzerly Administration X [Dashboard X | @

Home PatientRecord Medical History Insurancev Clinical ¥  Financialsv  TreatmentPlan Patient Files 9
|

S@ Z9zz Zazzer)

® y J  Notes

\db/ (555) 555-5555 (3)%

1

7yem Terrence Molarnator (Pa..  (4)@ | for Zazz Zazzerly ~ Back to Top

Actions Testing appointment notes - updating note text for versioning " 3
. . View Appointment
Add Note Note Category: Scheduling (4ppointment - Added Manually By User) Created Date: 09/18/2020 Created By: Dr. Kevin Rees

Print Current View

Another test for appointment notes y -
View Appointment

Raset Note Category: Scheduling (4ppointment - Added Manually By User) Created Date: 09/18/2020 Created By: Desmond Miles
Q NoteT % Make sure to verify new insurance information on next visit.
Categories All Categories Note Category: Financial Created Date: 09/18/2020 Created By: Dr. Kevin Rees

tdl Notes By All Users
Notes Date Last 80 Days Sent Follow-Up Email to Teff Jelford using template: Copy of Consult at 9/18/2020 2:07:05 PM by Kevin Rees

Note Category: Referral (Referral Follow Up) Created Date: 09/18/2020 Created By: Dr. Kevin Rees
Current Archived

Testing
Note Category: Financial (Payment - Coifectable) Created Date: 09/17/2020 Created By: Dr. Kevin Rees

Varsity soccer @ Booth HS
Family vacation to Europe summer 2020
Looking at D1 schools

Note Category: Patient Notes Created Date: 09/17/2020 Created By: System (Migrations)

2 Click Add Note. The Create New Patient Note window is displayed.

Create New Patient Note *

|Nole Category Genera |

Cancel

3 From the Category drop-down list, select a category:

o General (default)
e Medical

e Financial

e Scheduling

e Referral

4 Enter comments in the text field.
5 Click Save. The note appears in the Notes list for the patient.

Note: While you must assign a category when creating free-text notes manually, notes created from other
workflow interfaces are automatically assigned a category.

Editing Notes

To edit a note, select it and click the Pencil icon. Notes that cannot be edited—such as system notes—display a
Lock icon instead of a Pencil.

Tip: A revision history is maintained.
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Skill Sharpeners

Exercise 1—A new patient by the name of John Smith calls to schedule an appointment. Add the
required information and create a new patient record.

To add a new patient:

1

8

9

On the Home tab, in the Search Patients field, search for John Smith and make sure he is not in the
database already.

Under Actions, click Create New Patient. The Create Patient window is displayed.
In the Patient Record Control section, make sure the patient is Active.

Ask the patient for required information on the phone and enter it in the following fields:

e First Name

e« Last Name

« Date of Birth

e« Gender

e« Mobile Phone Number

Select the Is Self-Responsible option.

In the Preferred Location field, select the location from the drop-down list.
In the Preferred Doctor field, select a name from the drop-down list.

In the On Recare List field, select Yes.

Select the Use Practice Defaults option.

10 Click Create Patient.

Exercise 2—Mr. Smith arrives at his first appointment, and you want to edit his patient record to add
more information.

To edit a patient record:

1

2

In the Search Patients field, enter John Smith. The patient's Home window is displayed.
Click the Patient Record tab. The Patient Record window is displayed.

Under Actions, click Edit Patient Record.

Click Generate ID.

Under Jump To, do the following:

o Click Contact Information and enter addresses in the email and street address fields.

o Click Insurance Information and then Add Insurance Policy. Fill in the insurance information and
click Create.

o Click Medical Alerts and add High Blood Pressure as a medical alert.

Click Save Patient.
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Exercise 3—Add and edit a note to John Smith’s patient record that reads “Patient takes medication for
high blood pressure.”

To add and edit a note:

1 In the Search Patients field, enter John Smith. The patient's Home window is displayed.
2 Click the Notes tab. The Note window is displayed.

3 Under Actions, click Add Note. The Create New Note window is displayed.

4 From the drop-down list in the Category field, select Medical.

5 Type Patient takes medication for blood pressure.

6 Click Save.

7 Hover the cursor on the note and then click the Pencil icon to the far right of the window. The Edit Existing
Patient Note window is displayed.

8 Type high before blood pressure.

9 Click Save.
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2 Scheduling Patients

This lesson contains the following topics:

Scheduling New Appointments
Scheduling Treatment Plan Appointments
Scheduling Teledentistry Appointments
Confirming Appointments

Rescheduling Appointments

Cancelling Appointments

Using the Shortcall List

Printing the Schedule

Scheduling New Appointments

You can schedule appointments from the following locations:

Schedule Day/View
Patient tab

Location’s Home window
Existing appointment

From the Schedule Day/View

To schedule an appointment:

1

2

Find a date and time on the Schedule and click-and-drag the length of the appointment.

Fnancial* Caims~ eServices ToDow

i

Sensei Cloud Trial System Schedule DaleeW
(470) 4318125 X X
123 Fake St for Sensei Cloud Trial System
Actions - - .
Chair 1 Hygiene Chair 2

Schedule an Appointment
2:00 AM

Print Schedule

45Min & x

Today's Schedule Openings

10:00 AM
Manage Schedule View i
To Be Scheduled

Click and drag to schedule
appaintment. 11200 AM

Click the + next to the duration time.
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The Search Patients field is displayed.

Appointment at Sensei Cloud Trial System

7
Patient Q
\

Cancel

3 Find and select the patient's name. The Appointment for window is displayed.

Appointment for test smith at Sensei Cloud Trial System

e
e

Medical Alerts (0)

No Patient Medical Alerts

Add Note

View Patient Screening Data

Code Description Tooth/Quad Surface(s)  Amount
Add procedures to this appointment
Total $0.00
Total Due (Pt Due) $0.00 (0.00)

v Appointment Info

Location

» Treatment Plan

e g

Sensei Cloud Trial System

No | AMOnly PMOnly
30 2 Minutes

Doctor Pepper

Anytime

Save Appointment Cancel

4 From the Search for procedures drop-down list, select the procedures.

5 In the Appointment Info section, verify or select the appropriate information in the fields.

6 To screen the patient for COVID-19 symptoms, click Screen Patient, have the patient answer the
guestions, and click Save Changes. See “Screening Patients” for more information.

7  Click Schedule Appointment. The Schedule displays the appointment.
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From the Patient Tab

To schedule an appointment:

1 On a patient’s tab, click Home. The patient's Home window is displayed.

Patient Record

Medical History

Insurance +  Clinical =

Financials »

Treatment Plan

Patient Files

Motes

#=. Sahastizn Bach d Patient Balance Treatment Plan

\&/ 704529852 oe |$5.350.00 2 I'tems_

sayrs (Self) (o | @ Aged Balance Bxists . | @ 1Pending, 1 Scheduled
Actions Sebastian Bach
Schedule an Appointment April 3, 1968 Active
View Clinica (770) 45255524 N/A [sinca 05/27/2020)

sebastian@live.com
Update Patient Record 253 Skid Row Medicaid
Upload File Prarie Connecticut 21548 Doctor Pepper
ist Mot Specified

fiew ¥
Wiew All Notes [5elf)

Appointments

Previous (4] Pending (1)
Appt. Status Appt Info
& Scheduled Tuesday, June 2, 2020 at 05:45 am in Chair 1 Hygiene at Sensei Cloud Trial System
< Checked Qut Monday, June 1, 2020 at 08:00 am in Chair 2 at Sensei Cloud Trial System
Checked Out Friday, May 29, 2020 at 01:30 pm in Chair 2 at Sensei Cloud Trial System
Checked Out ‘Wednesday, May 27, 2020 at 05:30 pm in Chair 1 Hygiene at Sensei Cloud Trial System

2 Under Actions, click Schedule an Appointment. The Appointment for window is displayed.

Appointment for Sebastian Bach at Sensei Cloud Trial System *

ointment Info
_/"'\_I Sebastian Bach v e
\ X/ 7704529852
. (Self)

' Medical Alerts (0)
(0)# MNoPatient Medical Alers s — | P S B R
0a Unscheduled  Checked Seated | Completed Cancelled

| bEE"C" toadd p

Location Sensei Cloud Trial System

Code Description Tooth/Quad Surface(s)  Amount Aopt Type Sea

intraoral -

- periapical first - -~ ® Confirmed

BE radiographic $0.00 5

image i

P 5 No | AMOnly | PM Only | Amytime
Duration 30 Minutes
Total $0.00
Total Due (Pt Due) $0.00( Pocer Dactor Pepper

Add Note Hygiel Search

» Treatment Plan
E—

3 From the Search to add procedures drop-down list, add procedures.

View Patient Screening Data

Save Appointment Cancel

4 In the Appointment Info section, verify or select the appropriate information in the fields.
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Click Schedule Appointment. The Schedule is displayed.

ﬂ Sensei Cloud Trial Syste... test smith x || Sebastian Bach x

Home Financial* Caims~  eServices» ToDow

Eﬁi Sensel Cloud Trial System Schedule DayN|eW
(470) 4818125
123 Eake St for Sensei Cloud Trial System
Actions
Chair 1 Hygiene Chair 2

Schedule an Appointment TR0 AM
Print Schedule
Today's Schedule Openings

12:00 PM
Manage Schedule View e
To Be Scheduled
Click and drag to schedule 100 PM
appaintment.

x
200PM

6 Find a time slot in the Schedule.

7  Click-and-drag the appointment from the left side of the window to the time slot.

From the Location’s Home Window
To schedule an appointment:

1 On the Location tab, click Home. The location's Home window is displayed.

ﬂ Sensei Cloud Trial Syste...

53¢ 6% 61.90days

Schedulew  Financalv Caims+  eServices ToDovw
New Patients Tis Month Net Production This Month
Eﬁ Sensei Cloud Trial System de et Tis Mand e Produee o
(470) 4818125 6 New Patients $2,180.00
123 Fake 5t -
Actions Accounts Receivable
Create New Patient
hec S6EE0E1 @ o 030days
$3418.92 s%  3160days
View Financial Daysheet 0 Patients v ¥
Location Administration '

5972272 ® 4% 9l-days

Recare Stats

0 @ 0% Patients Scheduled for Recare

1 2%  RecarePatients Due
2 4% RecarePatients Overdue
3
53 @ 95% Patients noton Recare

Claim Stats

2 Under Actions, click Book an Appointment. The Search Patients field is displayed.
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3 Find and select the patient. The Appointment for window is displayed.

Appointment for Sebastian Bach at Sensei Cloud Trial System *

Medical Alerts (0)

Add Note

View Patient Screening Data

Search to add procedure
Code Description Tooth/Quad Surface(s)  Amount
Ad cedures to this appointment
Totl 30.00
Total Due (Pt Due) $0.00 {0.00)

~ Appointment Info

Location

» Treatment Plan

T

No | AMOnly | PM Only | Anytime

30 F2- Minutes

Doctor Pepper

Save Appointment Cancel

4 From the Search to add procedures drop-down list, add procedures.

5 In the Appointment Info section, verify or select the appropriate information in the fields.

6 Click Schedule Appointment. The Schedule is displayed.

n Sensei Cloud Trial Syste...

Home Financial =

test smith X || Sebastian Bach x

Eﬁi Sensei Cloud Trial System
(470) 481-8125

123 Fake 5t

Schedule Day/View

jor Sensei Cloud Trial System

Actions

Schedule an Appointrment
Print Schedule

Today's Schedule Openings

Manage Schedule View

To Be Scheduled

Click and drag to schedule
appaintment.

Caim= eServices «
11:00 AM
A2:00 PM
1:00 PM
2:00 PR

Chair 1 Hygiene

Chair 2

7  Find a time slot in the Schedule.

8 Click-and-drag the patient’s appointment from the left side of the window to the time slot.
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From an Existing Appointment

To schedule an appointment:

1 In the Schedule, click the appointment to display the Appointment Details window.

Appt for Sebastian Bach at 11:00 am (45 min) at Sensei Cloud Trial System

Location Chair Chair 1 Hygiene
Time 5 Providers DP

Appt Type: Total (Pt Due}

Model Box Medicaid Pat Bal

Procedure List

DO210 - intraoral - ¢o

Latest Note

2 Click the Copy Appointment [a] icon. The Appointment for window is displayed.

Appointment for test smith on Tue, Oct 20, 2020 8:45 AM at Sensei Cloud Trial System in Chair 3

v Appointment Info

CmS, testsmith ' Medical Alerts (1)
(440) 9922700 {1)# Screening Risk _ -~
- (Self o8 Scheduled CheckedIn | Seated Completed = Cancelled
Search to add procedures Location Sensei Cloud Trial System
Code Description Tooth/Quad Surface(s) Amount Anpt Type Search
Yes | No

No | AMOnly PMOnly | Anytime

45 |2 Minutes

Total $0.00

Total Due (Pt Due) $0.00(0.00) Doctor Doctor Pepper

Add Note  Audit Log Reminders Fygrenist Search
Patient screening form skipped / not collected -

edit note Assistant Search

Tue, Oct 2

» Treatment Plan

View Patient Screening Dats

[UEEE P Reschedule | Cancel

3 Modify the appointment details, as needed.

4  Click Schedule Appointment.
5 Find a time slot in the Schedule.

6 Click-and-drag the patient’s appointment from the left side of the window to the time slot.
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Editing an Appointment

To edit an appointment:

1

4

In the Schedule, click the appointment to display the Appointment Details window.

Appt for Cookie Doe at 03:45 pm (60 min) at Sensei Cloud Trial System

Ciinical Reschedule Cancel Confirm  CheckIn  Screen Patient

cal Alerts (0)

e

as, (Cookie Doe Q Medi
(614) 2319981 )# hoP

(Self)

View Patient Screening Data

Location Sensei Cloud Trial System Chair

Time Sep 14, 2020 (60 mins) Providers
Appt Type: Total (Pt Due):
Model Box N/A Pat Bal

Procedure List

Latest Note
Patient screening form skipped / not collected -

4, 20203 244 PM by

Click the Pencil icon in the upper-right corner. The appointment information is displayed.

Edit the following fields, as necessary:

« Appointment Status

« Confirmed

e Appointment Duration

e Doctor, Hygienist, Assistant

e Appt Type
e« Procedures
e Note

e« Treatment Plan

Click Update Appointment.

Adding a Note to an Appointment

To add a note:

1

2

In the Appointment for window, click Add Note.

Appointment for Clark Moore at Sensei Cloud Trial System x

 Appointment Info
/@ CarkMoore L
1‘ (919) 4251135

(self)

Search to add procedures Location Sensei Cloud Tria! System

Code  Description  Tooth/Quad Surface(s)  Amount Appit Type Search

No | AM Only | PMOnly | Anytime

30 5+ Minutes

Total $0.00

Total Dus (Pt Dus) 50.00(0.00) Doctor Pepper

» Treatment Plan

In the Note field, type the note and press Enter.
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Scheduling Treatment Plan Appointments

To schedule a treatment plan appointment:

1 Find a date and time on the Schedule and click-and-drag the length of the appointment.

Fnancial* Caims~ eServices ToDow

Eﬁi Sensei Cloud Trial System Schedule DayN|eW

{470) 4818125 ) )
123 Fake 5t for Sensei Cloud Trial System

Actions - - -
Chair 1 Hygiene Chair 2

Schedule an Appointment
2:00 AM

Print Schedule

45Min a x

Today's Schedule Openings

10:00 AM
Manage Schedule View i

To Be Scheduled

Click ond drog to schedule
appointment. 1:00 AM

2 Click the + next to the duration time. The Search Patients field is displayed.

Appointment at Sensei Cloud Trial System

Patient (:Q x )

Save Appointrment Cance

3  Find and click the patient's name. The patient’s Snapshot is displayed.

Q test X
2 results for: test
[E=————=]
Mobile (440) 992-2700%¢ Ortha Tx Tk s bR +  testsmith d
St |/ (440) 992-2700 me
NiA L (5elf) b
Last See: No Appt. History y
e @ fpet fsary [l test@email. com
Snapshot Contact Info  Medical Alerts (1)4 d
o+
Patient Balance @ $0.00 test smich (Self) Take Payment (04
May Inactive Patients
Recare 10 Nt on recare list Update
ate New Patient
Unscheduled, Created on June 12, 2020 11:46 PM = =
i Sense| Cloud Trial System - Doctor Pepper Baok Appt
4 Unscheduled, Created on September 14, 2020 12:35 PM Boak At
Sensei Cloud Trial System - Doctor Pepper EOPR
Unscheduled, Created on September 14, 2020 12:53 PM .
b bt D sensel Cloud Trial System - Doctor Pepper ke
A Unscheduled, Created on September 14, 2020 12:56 PM BodkAeie
Sensel Cloud Trial System - Doctor Pepper slatr i
A Unscheduled, Created on September 14, 2020 1:07 PM Book Appe
Sensei Cloud Trial System - Doctor Pepper i
Connections No Connections Exist Add Connections
Asurance @ Primary: Amazon (Astna)
TreatmentPlan ) 3 items exist. (Unscheduled) Sc

4 Scroll down until you see Treatment Plan and click Schedule.
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The Appointment for window shows the procedures that have been added to the treatment plan.

Appointment for test smith at Sensei Cloud Trial System x

» Appointment Infa

@ tEstsmith o Medical Alerts (1)
1 (440) 992-2700 (114 Scre sk w Treatment Plan
26y (Self] Y

endodontic therapy, molar tooth (excluding final restoration)

Code  Description Tooth/Quad Surface(s)  Amount 2750 3 AddToAppoinmens
crown - porcelain fused to high noble metal

Add procedures to this gj

D1110 Add To Appaintment
prophylaxis - adulc

Towl $0.00
Toral Due (Pt Dus) $0.00(0.00)
Add Note
View Patient Screening Data Screen Patient Schedule Appointment Save Appointment Cancel

5 Click Add To Appointment next to the procedure you want to schedule.

6 Click Schedule Appointment. The Schedule displays the appointment.

Scheduling Teledentistry Appointments

™ enabling you to schedule and launch live teledentistry

5TM

Sensei Cloud integrates with Microsoft Teams

consultations from your Schedule. If your practice uses Microsoft 365", you can enroll in Carestream Dental's
teledentistry solution. Once the teledentistry feature is configured, you can create online meetings as part of the
appointment booking process.

When a teledentistry appointment is booked, an email is sent to the patient confirming the appointment, with a
Join Session link. By clicking the link, the patient enters the virtual lobby for the online appointment, where you
can admit them to begin the consultation.

To schedule an appointment:

1 Find the patient and begin scheduling the appointment. The Appointment for window is displayed.

Appointment for Cookie Doe at Sensei Cloud Trial System %
/=, Cookie Doe Q  WMedicsl Alerts (0) < S
l (514) 2915931 )4 N
e (5200 o
| Bearch to add procedures VH Location Sensei Cloud Trial System
Code Description Tooth/Quad Surface(s) Amount apnt Type Search
teledentistry -
. |synehronous p. ~ ]| x
D995 e $0.00 ~
encounger
No | AMOnly = PMOnly | Anytime
30 5+ Minutes
Total $0.00
Totzl Due (Pt Dug) $0.00 ($0.00) e Doctor Pepper
Add Nate Hygienist Search
» Treatment Plan
View Patient Screening Data | Schedule Appointment Save Appointment Cancel
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2  From the Search to add procedures drop-down list, select the Teledentistry option.

3  Select the appropriate procedure codes and enter the appropriate information.

4 In the Appointment Info section, verify or enter the appropriate information.

5 Click Schedule Appointment. You are prompted to either log in or confirm your Office 365 account.

6 Click Continue and verify your credentials. The appointment is noted on the Schedule with
teledentistry indicators.

Note: A confirmation email is sent to the patient with a link to the appointment.

When the appointment time arrives, the link to the Appointment Card is activated. Click Start Online
Meeting. Microsoft Teams opens the meeting.

See the Sensei Cloud Online Help for more information.

Confirming Appointments

You can confirm an appointment from the Confirmation List and on a patient's Appointment Details
window.

From the Confirmation List

To confirm an appointment:

1 On the Location tab, select Schedule > Confirmation List. The appointments that need to be
confirmed are displayed.

2 Use the filters on the left to choose the appointments that you want to confirm. You can filter by the
provider, appointment's production value, duration, and number of days prior to appointment.

3 Select the appointment you want to confirm. Information about the appointment is displayed.

Confirmation List
Fitzered by All Providers

Patient Date / Time & Location / Chair

test smith Tue, Oct 20 at 845 am = a
[440) 952-2700 (Mobile) {45 minutes) Sensei Cloud Trial System / Chair 3
test smith ' Medical Alerts (1)
(440) 552-2700 {1)#  Screening Risk
s (Self) P

Procedures Notes  Add Note
Patient screening form s

Tue, Oct 20, 2020 10:47 A

Reschedule Cancel Appt.

4  Click Confirm. Confirmed appointments are displayed on the Schedule with a dark blue triangle in the
upper-right corner of the appointment.

William
po14D
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From the Appointment Details Window

To confirm an appointment:

1 Click the appointment. The Appointment Details window is displayed.

Appt for test smith at 08:15 am (45 min) at Sensei Cloud Trial System

(Self)
View Patient 5
Location
Time

Appt Type:
Model Box

Procedure List

Latest Note

reening

Clinical  Reschedule Cancel

r test smith
'1' (440) 992-2700

Sensel Cloud Trial System
Apr 20, 2021 (45 mins)

A&

AD)| - Routine Adjustment

Patient screening form skipped / not collected -

Screen Patient

d‘ Medical Alerts (1)

(1)# Screening Risk

(0]
Chair Chair 3
Providers DP
Total (Pt Due): $00.00 ($0.00)
Pat Bal: $0.00

2 Click Confirm.

3 Close the Appointment Details window.

Rescheduling Appointments

You can click-and-drag an appointment to another time slot on the Schedule, or you can reschedule an
appointment in the Appointment Details window or from the Pending List.

Click-and-Drag an Appointment

To reschedule an appointment:

1 Click-and-drag the appointment to the Actions section of the Schedule. The appointment is listed under To
Be Scheduled.

2  Find the new appointment date.

3 Click-and-drag the patient's appointment to the new time slot.
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From the Appointment Details Window

To reschedule an appointment:

1 On the Schedule, click the appointment. The Appointment Details window is displayed.

Schedule Day/View « Mon Sep 14, 2020 B

for Sensei Cloud Trial System

Mon, 09/14/20
Chair 1 Hygiene Chair2 Chair3 Chair 4

oo Wickey Mouse
0150

Appt for Sebastian Bach at 02:15 pm (45 min) at Sensei Cloud Trial System Qs x

e

200m e
Sebastian Bach
oo210
) Time
e =

2 Click Reschedule. The appointment is listed in the To Be Scheduled section under Actions in the
Schedule.

3 Find the new appointment date.

4 Click-and-drag the patient’s name to the new time slot.

From the Pending List

To reschedule an appointment:

1 In the location’s Home window, click Schedule. A list is displayed.

7 Sensel  Checkour Queue (0F

Cloud

Ml Sensei Cloud Trial Syste...

Schedule»  Fnancial»

Day/Week View
8 Confirmation List
Recare List
Shortcall List
Pending List
il Treatment Plan List

View Financial Daysheet

Location Administration

2 Select Pending List. The Appointment Pending List is displayed.
Note: You can apply filters, if necessary, to locate the appointment you are rescheduling.

3 Click the pending appointment. The appointment information is displayed.
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4  Click Reschedule. The Appointment Card for the patient is displayed.

/&~ Cookie Doe Q  Medical Alerts (0)

!, (814) 2919981 {0)# No Patient Medical Alerts
(self) T

Seartl

Code  Description Tooth/Quad Surface(s)  Amount

Add procedures to this appointment

Total

Add Note  Auditlog Reminders

Patient screening form collected -

Be sure 1o screen the patient.

View Patient Screening Data

50.00

Total Due (Pt Due) $0.00 (0.00)

~ Appointment Info

Location Sensei Cloud Trial System

Search

No | AMOnly | PMOnly | Amytime
Duration 30 : Minutes

Dactor Pepper

» Treatment Plan

5 Click Schedule Appointment. The Schedule is displayed.

6 Find the new appointment date.

7  Click-and-drag the patient's appointment from the To Be Scheduled section to the new time slot.

Cancelling Appointments

To cancel an appointment:

1 Click the appointment. The Appointment Details window is displayed.

Appt for Cookie Doe at 10:45 am (60 min) at Sensei Cloud Trial System

Location

Time
Appt Type:
Model Box NA

Procedure List

Latest Note

DO0150 - comprehensive oral evaluation - new or establishe

Chair C
Providers DP
Total (Pt Due}
Pat Bal

2 Click Cancel.
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The Cancel Appointment window is displayed.

Cancel Appointment x
Cancel Type Cancelled | Broken | Failed | Deleted

E Cancel

3  Select from the Cancel Type list:

e Cancelled—Appointment is cancelled more than 24 hours before the appointment date.
« Broken—Appointment is broken less than 24 hours before the appointment date.

« Failed—Patient failed to show up for the appointment.

o Delete—Appointment is removed from the Schedule.

Note: Cancelled, broken, and failed appointments are placed on the Pending List.
4 In the Reason field, type the reason for the cancellation.

5 Click OK.

Using the Shortcall List

The Shortcall list enables you to rebook scheduled appointments for an earlier date and time. Use this list
to fill a cancellation or open slot in your schedule. To view the list, on the Location tab, select Schedule >
Shortcall List.

Adding an Appointment

To add an appointment to the Shortcall list:

1 On the Appointment Card, expand the Appointment Info section.

Appointment for Jena Zavala on Wed, Oct 14, 2020 8:00 AM at Smiley Dental Surgery in Hygiene 1

/= jenazavala Q Medical Alerts 0) aopecinnentife
€ )
) (860) 555-9163 (0)# No Patient Medical Alerts
26yrs Nadine Manning (Parent) of Completed | Cancelled
Search to add procedures
Location Smiley Dental S
Code  Description Tooth/Quad Surface(s)  Amount i el b
periodic oral £ r Hygiene / Recall 45 mins
D0120  evaluation - $68.25 (S| X
established patient
Yes | No
D1110  prophylaxis - adult $11400 |2 | X
intraoral - complete No | AMOnly PMOnly Anytime
series of ~1| %
DOZI0 - iagranhic e
Total $349.25 I 45 5 Minutes
Total Due (Pt Due)
tor Dr. Jason Parker
Add Note AuditLog ~Reminders
Desmond Miles
i Search
Copy as New Appt Update Appointment Reschedule Cancel
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2  In the Put on Shortcall field, select AM Only, PM Only, or Anytime.

3 Click Update Appointment.

Rescheduling an Appointment on the Shortcall List

To reschedule an appointment:

1 On the Location tab, select Schedule > Shortcall List. The Shortcall List window is displayed.

Home Financial *  Claims~  eServicess ToDow

22 Shortcall List
(404) 2213301 )
404 Peachiree Street for Anytime, All Providers
i atient ate / Time ~  Location / Chair
Reset P Date /Ti L /Ch
Shor tcalls for
Jamesons 10/01/2020 at #:+% +% e
AMOnly | PMOnly | Anytime {#+%) +3+.2574 (Mobile) {45 mins) €5 Deral / Hygiens
Provider Sheryl B 10/05/2020 3t ##:5 =5 .
(%) 53868 (Mobile) (30 miins) C5 Dental / Hygiene
Search
John D 10/05/2020 3t %4+ %+ - _
N (i) #43.1234 [Mobile) (60 mins) CS Dental / Hygiene
Du
—— /@ lonnD Medical Alerts (1)
15 30 45 & 75 90 105 120 \ | ey e 234 ()4 Sepsemsss saas
o (5 on

ApptType Ungssss Notes  Add hote

Procedures R R R
Patient screening form skipped / not collected -
Thu, Jul 9, 2020 4:23 PM by John Wildharber
Reschedule Remove from Shortcall Cancel Appt.
Truiy R 10/07/2020 at * = R
| [F*#) #%+.2080 (Mobile) (45 ming) €5 Dental / Dr. Williams
Emma A 10/07/2020 ap *ree = .
{##) #3000 (Mobile) {50 mins) ST EETE

2  Use the filters to narrow the list, if needed, for time of day, provider, or duration.
3 Select the appointment in the list. The details are displayed.

4  Click Reschedule. The Appointment Card is displayed, where you can review or update details of the
appointment and reschedule it.

Accessing Shortcall Appointments From the Schedule

You can configure the Schedule to prompt you to book an appointment from the Shortcall list when you cancel
an appointment.

To access Shortcall appointments:

1 Select Schedule > Day/Week View.

Financial»  Qaims~>  eServices~  ToDo~

g <o Schedule Day/View
{404) 2213301
404 Peachtres Street for CS Dental

Actions Manage Schedule View x

Schedule an Appaintment B
print Schedule secine fé
Send SMS Reminders Quick Nav Basis | Dental | Ortho

Today's Schedule Openings

Manage Schedule View E

To Be Scheduled

Highlight Appts.  Unconfirmed =

Color Appts. by Providers = Appt. Types

Snow Biock Booking Guidance
Ciick ond drog to schedule

appointment.

roduction Data
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2 Click the Manage Schedule View Control @ icon. The Manage Schedule View settings are
displayed.

3 Select the Prompt for Shortcall option.

Removing Appointments From the Shortcall List

The Shortcall list automatically purges appointments that occur as scheduled.
To manually remove them:
o Select Remove from Shortcall or Cancel Appt. from the details in the Shortcall list.

OR

o Change the Put on Shortcall status to No on the Appointment Card.

Printing the Schedule

To print the Schedule:

1 On the Location tab, select Schedule > Day/Week View. The Schedule is displayed.

ﬂ Sensei Cloud Trial Syste... Cookie Doe X || testsmith x || Alex Canales x
Home Financial* Caims~ eServices ToDow
PR coe CovoTrarsysem Schedule Day/View .
[470) 4818125 ) .
123 Fake 5t for Sensei Cloud Trial System
Actions
Chair 1 Hygiene Chair 2 Chair 3

Schedule an Appointrent

E—— e
Print Schedule Cookie Doe ‘

D150
11:00 AM

Today's Schedule Openings

Manage Schedule View i

test smith

12:00FM
To Be Scheduled DO365

Click ond drog to schedule
appointment.

100 PM

< 2:00 M

Doz10

Sebastian Bach ‘

2 Under Actions, click Print Schedule. The Print window is displayed.
3 Select the printer settings.

4 Click Print.

24 of 26



Skill Sharpeners
Exercise 1—Screen and schedule an appointment for John Smith.

To screen and schedule an appointment:

1 Find a date on the Schedule on which to schedule Mr. Smith.

2  Under Actions, select Schedule an Appointment. The Search Patients field is displayed.
3 Enter John Smith. The Appointment for John Smith window is displayed.

4  Click Screen Patient. The Patient Screening Form is displayed.

5 Ask Mr. Smith each question and select Yes or No. Then click Save Changes.

6 From the Search for procedures drop-down list, select D0150 (comprehensive oral evaluation - new or
established patient).

7  Click Schedule Appointment. The Schedule is displayed.
8 Click-and-drag John Smith from the To Be Scheduled section to the time slot.

Exercise 2—John Smith calls and states that he needs to reschedule his appointment. He also
indicates that he would like an earlier appointment if one becomes available.

To reschedule an appointment and to put John Smith on the Shortcall list:

1 On the Schedule, find Mr. Smith’s appointment.

2  Click the appointment. The Appointment Details window is displayed.
3 Click Reschedule.

4  Find a new date on the Schedule.

5 Under To Be Scheduled, click-and-drag John Smith to the new time slot. Because Mr. Smith would like an
earlier appointment, if possible, you need to add him to the Shortcall list.

6 On the Schedule, click John Smith’'s appointment. The Appointment Details window is displayed.
7 Click the Pencil icon in the upper-right corner. The Appointment Card is displayed.
8 Under Appointment Info, in the Put on Shortcall field, select Anytime.

9 Click Update Appointment.

Exercise 3—You call John Smith to remind him of his appointment date and time. He confirms the date,
so you want to confirm Mr. Smith’s appointment on the Schedule.

To confirm an appointment:
1 On the Schedule, find Mr. Smith’s appointment.
2  Click the appointment. The Appointment Details window is displayed.

8 Click Confirm. His appointment is displayed with a dark blue triangle in the upper-right corner.
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3 Checking Patients In and Out

This lesson contains the following topics:
o Screening Patients
e Checking Patients In

o Checking Patients Out

Screening Patients

Sensei Cloud provides a way to screen patients for illness, symptoms, and risk factors prior to booking and
checking in. Pre-appointment screening has become common to help protect staff and patients from
COVID-19 and other transmissible infections. The Patient Screening form is based on the ADA Return to Work
Interim Guidance Toolkit.

To enable the Patient Screening form:

1 Click your user name and select Administration.

(@ €3 Pamela Redden =

aT's New
CLDROIT
Contact Us
Send Feedbac

hat should we build ne
[+ Logou

2  On the Administration tab, select Scheduler > Schedule Settings.
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The Schedule Settings window is displayed.

U | Sensei Cloud Trial Syste... + | W Qe o)

Locations Team~  Practice Settings*  Procedures & Fees = Insurance *  eServices¥ Templates~  Permissions~ Dashboard Imaging

Schedule Settings

\for Sensei Cloud Trial System

Actions

Edit Schedule Settings

Select Location

Active Inactive All
Q ®
Eﬁ Sensei Cloud Trial Sys...
[470) 4818125
123 Fake 5t

3 Under Actions, click Edit Schedule Settings. The fields for changing the Schedule settings are
displayed.

Base Time Unit Sminutes | 10 minutes | 15minutes 20 minutes 30 minutes
This Location Screens Patients
Default Recare Duration 30 : minutes
Chair / Operatories Status
Chair 1 Active  Inactive
Chair 2 Active  Inactive
Overflow Active  Inactive
Add Chair

4  Select the This Location Screens Patients option. Patient screening controls are added to
appointment interfaces and can be accessed at any time.

5 Select the Prompt Users About Screening option to prompt users to screen the patient. Prompts are
also displayed when screening results indicate risk factors.

6 Click Save.

7  When scheduling or checking a patient in and you see the following message, click Screen Now.

Patient May Need To Be Screened

The appointment record indicates that this patient may not yet have
been screened. Would you like to complete the Patient Screening
Form now or skip the screening process?

Don't Screen Cancel
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Using the Patient Screening Form

When Patient Screening is enabled, the Screen Patient and View Patient Screening Data options are added
to appointment controls.

A note is created and stored with the patient's appointment and clinical records each time the form is used.
When you select View Patient Screening Data, the most recent screening is displayed. You can use the
drop-down list to access previous forms.

To screen a patient:

1 Select Screen Now from the prompt or open a patient’s appointment card.

Appointment for Samantha McDonald at Smiley Dental Surgery x
Q Medical Alerts () 7 AR
(O)# Mo PatentMedical Ales o
Wl 1 -
Search to add procedures Location Smiley Dental Surgery
Code Description Tooth/Quad Surface(s) Amount Appt Type
periodic oral
= evaluation - . -~ B Confirmed
D020 established $65.00
patient
No | AMOnly = PM Only | Anytime
o~ prophylaxis - . ~ x = £ =
D1120 child £3400
bitewings - four Duratio 30 o Minutes
D0274  radiographic 58300 F5| XY 0>
Total $0.00
Dr. Kevin Rees
Total Due (Pt Due) " =
Add Note Hygienist Chris Spencer
Patient Screening form collect=- Assistant Sea
» Treatment Plan
Schedule Appointment Save Appointment Cancel

2 Select Screen Patient.
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The Patient Screening Form is displayed.

Patient Screening Form X

Patient Name Samantha McDonald
Date Collected 06/11/2020
Collected By Dr. Kevin Rees

Temperature Taken?

Yes No
Patient Temperature 2 C e
Do you/they have fever or have you/they felt hot or feverish recently (14-21 days)? Yes No
Are you/they having shortness of breath or other difficulties breathing? Yes | No
Do you/they have a cough? Yes No
Any other flu-like symptoms, such as gastrointestinal upset, headache or fatigue? Yes No
Have you/they experienced recent loss of taste or smell? Yes No

Are vau/thev in cantact with anv canfirmad COVIN-19 naocitive natients?

Save Changes Cancel

3 Collect the patient's data and click Save Changes.

If the patient answers Yes to any question, the following alert is displayed.

Screening Alert

Based on the responses entered in the Patient Screening Form, it is
possible that the patient presents a risk of infection or illness.

Are you sure that you want to proceed with the appointment? You can
choose to proceed with the appointment as scheduled or elect to
rebook this appointment for a later date.

4 Click Yes or No.

Important: If risks are present, the patient is flagged with a medical alert for a period of three weeks; the
Screening Alert message is displayed whenever an attempt is made to schedule the patient
during that time period.
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Checking Patients In

To check a patient in:

1

Select the patient’s appointment on the Schedule. The Appt. for window is displayed.

ﬂ Sensei Cloud Trial Syste...

Home: Financial *

Cookie Doe X || test smith x || Alex Canales x

Qaims+  eServicesw ToDov

Appt for Cookie Doe at 10:45 am (30 min) at Sensei Cloud Trial System

Eﬁ Sensei Cloud Trial System
(470) 4818125
123 Fake St

Schedule Day/View

Jfor Sensei Cloud Trial System

Actions

Schedule an Appaintment

Print Schedule

Today's Schedule Openings

Manage Schedule View 1t

To Be Scheduled

Click ond drag to scheduie
oppointment.

Chair 1 Hygiene

Cookie Doe
oa1se Location Chair Ch Hygie [
o0 an W Time Providers DP
Appt Type: Total (Pt Due): :
Moadel Box N/A Pat Bal:

Procedure List

D0150 - comprehensive oral evaluation - new or established patient 1

12:00PN

Latest Note

100 PM

20094

Sebastian Bach
D0210

2 Click Check in. A blue bar is added to the patient’s appointment card, notifying that the patient has arrived,

and the patient is placed in the Waiting Queue.

7 Serss
Cloud

YN NEls  Checkout Queue (1):

Sensei Cloud Trial System

(470) 431-8125
125 Fake 5t

2

eServices v

Schedule

for Sensei Cloud

3 Click the drop-down arrow to switch between the Waiting Queue and the Checkout Queue.

< Carestream  Waiting Queue (1)

R. Briggs
1:00 pm

Smiley Dental Surgery + Roy Briggs
————————————————— 01:00 pm -Hygiene 1
Dr. Jon Barnes
D0272, D1120, D0150, DO120
Waiting Tmin(s)

Clair;

Home *  Financial =

ER

Smiley Dental Surgery

(285) 555-9923
3625 Cumberland Blvd

for Smiley Dental Surgery

Actions
Hygiene 1

Schedule an Appointment
Print Schedule

Send SMS Reminders
1oopm |ROY Briggs

D0272, D1120, DO150, D0120
Manage Schedule View o

To Be Scheduled

To view details about the appointment, hover the cursor over the patient tile.

Tip: When a patient has been waiting longer than the scheduled appointment time, the time on the tile

changes to red.

After the patient is taken to the operatory, select the appointment and click Seat. The patient is removed

from the Waiting Queue, and the appointment turns dark blue.
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Checking Patients Out

When a patient finishes treatment, change the status to Complete. The appointment color changes to light
gray, and the patient is moved to the Checkout Queue.

To check a patient out:

1 Select Checkout Queue from the Queue drop-down list. The patient's name is displayed to the right

of the queue.

8923

Cumbedand Blvd

Actians

Hygiene 2
Mext Appointment
101 pin Lucas
Manage Schedule View e
@ Fos

To Be Scheduled
Click drag to schedule
appo : 0% print Dacument

s Jimenez

#1)

rad Riddie

oo

2 Click the Patient's name to see the Check-out options and to review any checkout notes.

3 To schedule the patient’s next appointment, click Schedule Next Appointment. The Appointment for
window is displayed.

Appointment for Roy Briggs

A " ~ Apgoiniment Info
o Medical Alerts {0) a2

ne N

4  Enter the appointment information.
5 Click Schedule Appointment. The Schedule is displayed.

6 Find the date for the appointment and click-and-drag the patient’s name from the To Be Scheduled
section to the time slot.
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7  Select the patient tile in the Checkout Queue again. To complete today's charges, click Post Charges.

The Post Charges window is displayed.

es to charge 1o Clark Moore's account. Checking billabie items in the "Bil Ins?" column will automatically Create a new nsurance claim that will be submitted to Astna.

Code  ServiceDate  Description TootvQuad Surface(s)  Location Provider Amount

8 Add, edit, or delete charges, if necessary.

9 Click Post Charges.

10 To post a payment, from the Checkout Queue, click Take Payment.
11 Enter the payment information.

12 Click Post Payment.

13 To print a billing statement or an excuse letter, under Print Documents in the Checkout Queue, click
Excuse Letter or Billing Statement.

14 Click Complete Checkout. The appointment turns dark gray.
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Skill Sharpeners

Exercise 1—John Smith arrives for his appointment, so you want to screen him and check him in.

To check a patient in and to move the patient to the Checkout Queue:

1

Find Mr. Smith’s appointment on the Schedule and click it. The Appt. for John Smith window is
displayed.

Click Check In. The Patient May Need To Be Screened window is displayed.

Click Screen Now. The Patient Screening Form is displayed.

Take his temperature, record the temperature, and ask him the questions on the form.
Click Save Changes. Mr. Smith is placed in the Waiting Queue.

To view details about his appointment, click or hover the cursor over the patient tile next to the Waiting
Queue.

When Mr. Smith is moved to the operatory, click the patient tile and click Seat. The patient is removed
from the Waiting Queue, and the appointment turns dark blue.

When Mr. Smith’s treatment is finished, click his name on the Schedule and click Complete. The
appointment color changes to light gray, and John Smith is moved to the Checkout Queue.

Exercise 2—When you check Mr. Smith out, you want to schedule his next appointment and bill his
insurance company for today’s procedures.

To check Mr. Smith out:

1

10

11

Select Checkout Queue from the Queue drop-down list. Mr. Smith’s patient tile is displayed to the
right of the queue.

Click his name and see if there are any notes in the Checkout Notes field.

To schedule Mr. Smith's next appointment, click Schedule Next Appointment. The Appointment for
John Smith window is displayed.

In the Search to add procedures field, click D7220 (removal of impacted tooth - soft tissue).
In the Tooth/Quad field, type 17.

In the Location field, verify that the office location is correct.

In the Appt Type field, select Perio from the drop-down list.

In the Put on Shortcall field, verify that Anytime is selected.

In the Duration field, increase the appointment time to 60 Minutes.

In the Doctor and Assistant fields, select the names.

Click Schedule Appointment. The Schedule is displayed.
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12

13

14

15

16

On the Schedule, find the date for the appointment and click-and-drag the patient's name from the To Be
Scheduled section to the time slot.

Because Mr. Smith has an insurance plan, open the Checkout Queue again and click Post Charges and
Bill Ins.

Because Mr. Smith has a $50 deductible, collect the payment for today's services.

Mr. Smith requests a receipt, so click Billing Statement under Print Documents. A PDF file is created and
can be printed or emailed.

Click Complete Checkout. The appointment turns dark gray.
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4 Working with Insurance

This lesson includes the following topics:
e Adding New Insurance Payers
e Adding New Insurance Plans
o Setting Up Insurance Claim Processing
e Managing Insurance Claims

e Printing Insurance Claims

Adding New Insurance Payers

You can add new insurance payers in the Patient Record and as an administrator from the Administration tab.

In a Patient Record

You can add insurance information when you create a new Patient Record and when you edit an existing
Patient Record.

To add an insurance payer in a new Patient Record:

1 In the Search Patients field, type the new patient's name to make sure he or she is not in the database. A
No Search Results message is displayed.

F - \
l.\_O. Zo= Dog| x)

0 results for: Zoe Doe

Mo search results

Try changing your search entry above.

2 Click Create New Patient. The Create Patient window is displayed.

3 Add information in the fields. See Adding Patients for more information.
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4 Use the scroll bar to find the Insurance Information section, and click Add Insurance Policy. The
Create Insurance Policy window is displayed.

Create Insurance Policy x

Coverage Primary Secondary | Other
Policyholder Cookie Doe
Patient Relationship to Policyholder Child
Associated Plan Delta Care - lole
Deita Care

Subscriber / Member ID
Effective Date 01/01/2020 enl

Assignment of Benefits Assigned Mot Assigned

Eligibility / Status Active | Inactive | Unverified

Individua Family

~

000 -2 5000

~
v

50.00 $0.00

5 In the Coverage field, select Primary, Secondary, or Other.

6 Inthe Policyholder field, select the policyholder to be associated with the policy.
7 In the Patient Relationship to Policyholder field, select:

e« Spouse

e Child

« Employee

« Handicapped Dependent
e Life Partner

e« Dependent

8 In the Associated Plan field, select the employer from the list.

9 In the Subscriber / Member ID, enter the identification number.

10 In the Effective Date, select a date from the calendar.

11 In the Assignment of Benefits field, click Assigned or Not Assigned.
12 In the Eligibility / Status field, click Active, Inactive, or Unverified.
13 In the Deductible Remaining, add the amount per individual.

14 Click Create.

15 Click Save Patient.
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To add an insurance payer to an existing Patient Record:

1

6

7

On a patient’s tab, click Patient Record.

U | sensei Cloud Trial Syste... + |0 _

Medical History Insurance »  Clinical »

ZosDoe 9 | patient Record
(222)222.2222 (L]

« Cookie Doe (Parent) (0 | for Zoe Doe

Actions

Under Actions, click Edit Patient Record.

Scroll down or jump to the Insurance Information section.

Click Add Insurance Policy. The Create Insurance Policy window is displayed.

Enter information in the fields as in the preceding steps 5 through 13.

Click Create.

Click Save Patient.

Note: To edit existing insurance information in the Insurance Information section, click Edit to the far right of
the Policy Holder's name.

From the Administration Tab

To add an insurance payer from the Administration tab:

1

2

Click your user name in the upper-right corner of the window. A list is displayed.

@O ) UserName =

My Settings

Administration

Dashboard

What's New
Support
Contact Us

Send Feedback

what should we build next?

[» Logout

Version: 0.1.3437

Click Administration, if you have user permission.
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3 On the Administration tab, click Insurance.

Administration

*  Procedures & Fees~  Scheduler =

4 Select Payers. The Insurance Payers window is displayed.

U | sensei Cloud Trial Syste... + | LTSN

Locadons Teamw  Pracice Setings~  Procedures & Fees~  Scheduler = eServices*  Templates+  Permissions*  Dashboard
Insurance Payers
Fitered oy Active Payers
Actions 3 Payers
Payer Name « Payer ID
Filter Payers Reset
Astna 60054
Active Inactive All
Delta Care 01025
Q X
United Concordia 00004
With Plans

5 Under Actions, click Add New Payer. The Create New Payer window is displayed.

Create New Payer *

Payer Name
Active  Inactive
Payer ID Search
Payer Type Search

* X

Add Phone Number

6 Enter information in the fields.
Note: In the Payer Type field, if the type is not listed, select Commercial.

7 Click Create.
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Editing Insurance Payers

To edit an insurance payer from the Administration tab:

1

Click your user name in the upper-right corner of the window. A list is displayed.
Click Administration, if you have user permission.

On the Administration tab, click Insurance.

Select Payers.

Under Actions, click the name of the insurance payer you want to edit. The Update [Payer] window is
displayed.

Make the changes.

Click Update.

Adding New Insurance Plans

You add new insurance plans when you create a new policy in a Patient Record and, as an administrator, from
the Administration tab.

In a Patient Record

You can add an insurance plan when you create a new Patient Record and when you edit an existing Patient

Record.

To add an insurance plan in a Patient Record:

1

For a new patient, in the Search Patients field, type the patient’s name to make sure he or she is not in the
database and then click Create New Patient.

In the Patient Record, add information in the required fields, which are displayed in bold.

In the Jump To section, click Insurance Information, or use the scroll bar to find the Insurance
Information section.

Click Add Insurance Policy. The Create Insurance Policy window is displayed.
Follow steps 5 through 15 in “Adding New Insurance Payers” on page 37.

Note: The Associated Plan field is required. From the drop-down list, select the patient’'s employer.
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From the Administration Tab

To add an insurance plan from the Administration tab:

1 Click your user name in the upper-right corner of the window. A list is displayed.

© ) UserName =

My Settings

Dashboard

What's New
Support
Contact Us

send Feedback

What should we build next?

[+ Logout

Version: 0.1.5437

2 Click Administration, if you have user permission.

3 On the Administration tab, click Insurance.

Administration

*  Procedures & Fees~  Scheduler =

Locations Team~v  Practice Setingsv  Procedures & Feesv  Scheduler v eServicesv  Templatesv  Permissions ¥ Dashboard  Imaging
Insurance Plans
Fitrered by Active Plans
8 Plans
Plan Name ~ Coverage Group Number
**Aena Fee Schedule™* View
Al
Amazon View 09013
[} x
Ben andjerry’s Add 458791
e Carestream 2 168487
lolo Add
Target Add 5244
Wells Fargo Add
Wylie Fire Department View 12345678
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5 Under Actions, select Add New Plan. The Create Insurance Plan window is displayed.

Create Insurance Plan X

Active | Inactive
Yes No
Name

Payer

Samme as Payer

B3 -

6 In the Status field, verify that Active is selected.

7 In the Name field, type the employer name.

8 In the Payer field, select an insurance company.

9 In the Group Number field, enter the number, if you know it.

10 In the Contact Information section, select the Same as Payor option OR deselect the option and add the
information in the fields.

11 Click Create.

Editing Insurance Plans

To edit an insurance plan:

1 In a patient’s record, click Edit Patient Record.

2 Inthe Jump To section, click Insurance Information, or use the scroll bar to find the Insurance
Information section.

3 To the right of the Type field, click Edit.

Sensei Cloud Initial Training Workbook (CM300-01) 43 of 56



4

5

The Update Insurance Policy window is displayed.

Update Insurance Policy 2

Coverage

Policyholder

Patient Relationship to Policyholder

Associated Plan

Subscriber / Member 1D

Effective Date

Assignment of Benefits

Eligibility / Status

Individual

Primary = Secondary | Other

Testy Test

Aetna - Ben and Jerry's
Aetna
Ben and Jerry's
453797
1-25451254156
01/01/2020 B

Assigned Mot Assigned

Active  Inactive | Unverified

Farnily
$50.00 o $100.00 o
$1,500.00 o $000 -2

In the Associated Plan field, select a different employer from the drop-down list.

Click Update.

Setting Coverage Details and Benefits by Category on an Insurance Plan

To set up coverage details and benefits by category on an insurance plan:

1 Click your user name in the upper-right corner of the window. A list is displayed.

© ) UserName «

My Settings

Dashboard

What's New
Support
Contact Us

Send Feedback

what should we build next?

[» Logout

Version: 0.1.5437

Click Administration, if you have user permission.
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3

5

6

On the Administration tab, select Insurance > Plans. The Insurance Plans window is displayed.

U | sensei Cloud Trial Syste... + |[EGUEIEELY]

Locations Team=  Practice Settings*  Procedures & Fees~  Scheduler » eServices» Templates» Permissions» Dashboard Imaging

Insurance Plans
Fitrered by Active Plans

Actions & Plans
Add Mew Plan
Plan Name - Group Number
Filter Plans Reset
**Aetna Fee Schedules* View
Active Inactive All
Amazon View 09013
Q X
Ben and Jerry’s Add 458791
Al - .
Caresiream Add 6846
lolo Add
Target Add 5244
Wells Fargo Add
Wylie Fire Department View 12345678

In the Coverage column, click Add or View for the plan.

The Allowance Table Summary for the plan is displayed.

Allowance Table Summary - **Aetna Fee Schedule** *

Category « Coverage Copay Amt Allowed Amt Coverage %

Diagnostic Covered Mot Specified $0.00 - $65.00 0%

Preventive Covered Mot Specified 50.00 - $95.00 Mot Specified
Restorative Mot Covered Mot Specified 50,00 - $900.00 Mot Specified
Endodontics Mot Covered Mot Specified Not Specified Mot Specified
Periodontics Mot Covered Mot Specified Not Specified Mot Specified
Prosthodontics, removable Mot Covered Mot Specified Not Specified Mot Specified

| Edit Aliowance Table Details for this Plan |

Click Edit Allowance Table Details for this Plan.

**Aetna Fee Schedule™* - Alll

Actions

Import Values

Adjust 15 Procedures

Filter Codes Reset
Q *
Preventive

Hide codes not associated
with active office procedures

Under Actions, from the Category drop-down list, select a category.
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The Allowance Table for the procedures in that category are displayed.

**Aetna Fee Schedule™* - Allowance Table

= CDTCode = COT Nomenclature Covered  AppliestoDed  CopayAmt Allwd Amt Covt
D110 prophyfaxis - adult Yes | No Yes No 5000 -2 53500 -5 0% o
eser  |D1120 prophyieis- child ves [ No
Q %) |p1206 fuoride vornish ves [ No
01208 fueride - exciuding varisn ves [ No
pis10 ! counseling for control of dental disease ves [No
g for the control end prevention of oral disease ves [No
ves [ No
ves [ No
oo ves [No
ves [ No
D134 interim caries arresting medicament application ves [ No
pisto spece mainceiner - fixed - uniltera! ves [ No
Dis1S space maintainer - fixed - bilateral ves [ No
D520 space maintziner - removabie. ves [ No
D125 spece maintzine: ves [ No
D1550 re< ves [ No
Disss removal of fxed spacs ves [ No
D575 distal shoe space meintainer - fixed - unilaceral ves [ No
D133 Unspecified prevertive procedure, by report ves [ No

7  Click Adjust # Procedures. The Adjust Coverage Rules window is displayed.

Adjust Coverage Rules *

Covered Yes | No
Applies To Deductible Yes | No
Copay Amount :
Coverage Percentage :

8 Select the items you want to adjust and then make the adjustment:
o Covered—-Select Yes or No.
o Applies To Deductible—Select Yes or No.
o Copay Amount—Enter a dollar amount.
o Coverage Percentage—Enter a percentage.
9 Click Apply.

10 Click Save Changes.
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Importing Coverage Details to an Insurance Plan

To import coverage details:

1 On the Administration tab, select Insurance > Plans. The Insurance Plans window is displayed.

¥ | sensei Cloud Trial Syste... + |lgEiE

Locations Team~w  Practice Settingsv  Procedures & Fees v  Scheduler » eServicesv  Templatesr  Permissions +  Dashboard Imaging
Insurance Plans
FAitered by Active Plans
Actions & Plans
Add New Plan
neEnE Plan Name - Group Number
Filter Plans Reset
**Aemna Fee Schedule* View
Active Inactive All
Amazon View 09013
Q x
Ben and Jerry’s Add 458791
All Payers
. Carestream Add 163451
lolo Add
Target Add 5244
Wells Fargo Add
Wiylie Fire Department View 12343673

2 In the Coverage column field for the appropriate plan, click Add or View.

If you click View, you must then click Edit Allowance Table Details for this Plan. The Allowance Table for
the plan is displayed.

Ben and Jerry's - Allowance Table x

tons OTCote ~ Covered  ppliestoDed  CopayAmc  Alwd Ame Covts  Limitations
Do120 Yes [ Mo
ket po140 Yes [No
Q P Yes [Na
i ves [Na
Yes [ Mo
Yes [ Mo
Yes [No
Yes [
Yes [
Yes [
Yes [
ves [ N
Yes [
Yes [
e, and detector Yes [Na
ves [
Yes [
Yes [
Yes [
ves [
Yes [
megs Yes [ -
Cancel

3 Under Actions, click Import Values. The Import Allowance Table Values window is displayed.

Important: Before you can import office fees into an insurance plan, all procedures must have a fee
associated with them.
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4

5

6

Import Allowance Table Values

Import From

Warning: Allowance table coverage values have already been defined for this allowance table.
Do you wish to completely overwrite the existing information or just fill in the blanks with this new information?

Overwrite All Fill in Blanks

e X

Office Fee Schedule

Existing Allowance Table

Cancel

Import Values

In the Import From field, select Office Fee Schedule or Existing Allowance Table.

o If you select Office Fee Schedule, select Overwrite All or Fill in Blanks.
Import Allowance Table Values @
Office Fee Schedule
Import From
Existing Allowance Table
Warning: Allowance table coverage values have already been defined for this allowance table.
Do you wish to completely overwrite the existing information or just fill in the blanks with this new information?
Overwrite All Fill in Blanks
« If you select Existing Allowance Table, more options are displayed.

Import Allowance Table Values

Import From

Plan Search

Warning: Allowance table coverage values have already been defined for this allowance table.
Do you wish to completely overwrite the existing information or just fill in the blanks with this new information?

Overwrite All

9 X

Office Fee Schedule

Existing Allowance Table

Search

All Coverage Rules

QOnly Allowed Amounts

Fill in Blanks

| | Cancel

e Do the following:

o Select the plan from the drop-down list.

o Select All Coverage Rules or Only Allowed Amounts.

o Select Overwrite All or Fill in Blanks.
Click Import Values.

Click Save Changes.
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Setting Up Insurance Claim Processing

To define how insurance claims are processed:

1 Click your user name and then click Administration. The Administration tab is displayed.

2  Select Practice Settings > Claim Rules. The Claim Rules for window is displayed.

VU | Sensei Cloud Trial Syste... + |[RQITEEE]

Locations Team v Procedures & Fees¥  Scheduler v  Insurance v eServices¥  Templates¥  Permissions~  Dashboard Imaging

Claim Rules
jor For All Locations

Actions i Handline Rulec

aimHandling ~ Auto Transmit

3 Click Edit Insurance Settings.
4 Under Claim Handling Rules, in the New Claim Handling field, select one of the following:

e Auto Transmit—Automatically queues generated insurance claims for transmission to the
clearinghouse, provided that all claim requirements are met.

« Hold for Review—Places all generated insurance claims into a temporary hold state, allowing for a
review prior to transmission of the claim.

Note: The hold status enables you to print and review the claim before sending it.

5 Click Save.

Managing Insurance Claims

To manage claims for a location or for all locations in a practice, use the Claims Management window. From
the Location tab, select Claims > Claims Management. The Claims Management window is displayed,
listing the claims for the location.

[ sensei Cloud ril syste...
Home  Schedie~

Claims Management
iterec by All Types, All Statuses, All Providers, All Payers, All Dates
Adtions Claim Number Status Type Provider Last Updated Payer Plan Patient Name Billed Paid
Check Clm Scauas
1750000000000053F Pa swc Docror Pepper 10072020 hene Amezon wessmin s40000 s25000
Filter List Reset | | 1750000000000054% Queved suc Doctor Pepper 092472020 Delta Care iolo Cookie Doe 20000 000
1750000000000055P Paid swc ooi272020 Deka Care oo CookieDoe w000 s55000
* 1750000000000056P Swe Aetn: Debi Peter $475.00 50,00
1750000000000057P swe hena 700 700
1750000000000058P cor sexn s s000
1750000000000055P swe = sie000 s
1750000000000050P Aneecsinto cor sexn vig s000
1750000000000061P Queued svc Doctor Pepper Aetne, senandlerry’s Debi Peterson 5000
1750000000000062F Queved e Doctor Peoper ‘etz genzndjery's mary Smith 5000
1750000000000063P Queued Pre.Auth Doctor Pepper hetnz Benznderry's mary Sith 5000
1750000000000084P Faid svc hexn s50000
17500000000000230 swe hena ses000
1750000000000024p cor sexn s000
1750000000000026P swc = 3500
1750000000000025P sve orr2sr200 sexn s000
1750000000000025P onn w2200 = Tesy Test 550000
svc Docror Pepper 0911572020 sens Debi Peerson s15000

For each claim, you can view the Claim Number, Status, Type, Provider, Last Updated Date, Payer, Plan,
Patient Name, Billed Amount, and Paid Amount.

You can:

o Sort the list by any column
o Search claims by patient, policyholder, claim ID, and procedure code
« Display only the claims that are cancelled, pending review, or awaiting attachments
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Claims that require action display an Alert icon in the Status column.

Claim Number Type
1750000000000016F Printed Svc
: 1750000000000017P Queued Ortho
I 1750000000000018P A Needs Info ortho
1750000000000019P Queued Qrtho
| 1750000000000035P Printed Ortho
| 1750000000000036P Printed Ortho
| 1750000000000037P Error Sue
I 1750000000000040P A\ Needs info COT
| 1750000000000041P Paid Ortho
1750000000000042P gl’:‘;f_ffég’é:ﬂamment cot
I 1750000000000043P A Needs Info ortho

The claim type is assigned automatically when a claim is generated:

e Svc—Statement of actual services

o Pre-Auth—Request for pre-authorization

e COT-Continuation of treatment for orthodontic services
e  Ortho-Initial claim for orthodontic treatment

To view a claim summary, select a claim in the list. The Claim Summary window is displayed.

1750000000000054F E 091242020 Detta Care
Claim Summary View Claim Details
Cookie Doe Q Created O 09/24/2020 Status Queued
(6142919961 (0)4 Cookie Doe Seatus Change Note ®
(2 )
Attachment Ref # Not configured
1 coe performed at Sensei Cloua Trial System for 3 total of $200.00
COT Code COT Nomendlature Tooth/Quad Surfacefs) Provider Service Date Fee Attach Req
D9s70 enamal mizroaorasion Doctor Pepper Seprember 24, 2020 20000 None

In the Claim Summary window, you can:

e View the claim details

e  Print the claim

o Apply a payment

o Edit additional information
e Update the claim status

e Cancel the claim
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Cancelling and Resubmitting Insurance Claims

If an error exists on a claim, you must cancel it and then resubmit it. To cancel and resubmit a claim:

1 From the Patient tab, select Insurance > Claims Management. The Claims Management window is
displayed.

Claims Management

|For Testy Test =l
Claim Number Status Location Provider Last Updated Payer Plan Included Codes Billed Paid
1750000000000028P Queued Sensei Cloud Trial System Dactar Pepper 07/29/2020 Aetna Ben and Jerry's Do210 $210.00 $0.00
1750000000000025F A\ Needs Info Sensei Cloud Trial System Doctor Pepper 07/30/2020 Aetna Ben andJerry's D80%0 $5,000.00 $0.00

1750000000000025P

The Claim Summary window is displayed.

Select the claim you want to cancel.

Printed

Sensei (loud Trial System

Edit Additional Info

Update Status Cancel Clai

Click Yes.

In the lower-right, click Cancel Claim. A message is displayed.

Click Financials. The Ledger for window is displayed.

Doctor Pepper

A
LEdger $5,000.00 (Jul 28, 2020)
for Testy Test Not Scheduied @iacimjop
Currenc Contrect Tota 030 Days 31.5003y5 61-90Days 91+ Days Insursnce Due Petient Due
Balance Balance Balance (inc. write-offs)
$960.00 $4,250 $52100 $25000 $7100 $0 $0.00 $0 $5,210
© Aged Balance Exss a ° © o
Trans Da... v Svc Date Code Description Amount Current Total
— 08/30/2020 08/30/2020 Contract Charge Aligners $0.00 $960.00 $5.210.00
N . conrace .
- om0 oo GRS wigners 5000 71000 521000
@ 07/30/2020  07/30/2020  D80%0 comprehensive orthodontic treatment of the adult dentition $5,000.00 $210.00 $5,210.00
@ 07292020 0772972020 D210 intraorl - complese series of radiographic images 521000 521000 521000
@ 077282020  07/2872020  Write-OFf WRITE.OFF: Discontinue Treatment -$500.00 5000 $0.00
© 077282020 07/28/2020  Write-OFf WRITE-OFE: Discontinue Treatment 5450000 $50000 550000
- - conmracr
— 07/27/2020  07/27/2020 Downpayment Ortho $0.00 $500.00 $5,000.00
© 07272020 0772772020  D8ISO comprenensive orthadontic treatment of the dult dentition $5,000.00 5000 $500000

Under Actions, click Create New Claim. The Create Insurance Claim window is displayed.

Create Insurance Claim x

esty Test - C

eate New Claim to Aeti

Unbilled procedures have been posted to the patient account. Select from the st below to billthis work to the patient’s insurance. One or more insurance claims will be created and sent out electrorically.

0of 1 unbilled procedures) selected

svcDate Code

July 27,2020 D80%0

Description

Tooth/Quad Surfacels)

comprehensive orthodontic tretment of the adut dentition

Provider

Doctor Pepper

Location Amount

Sensei Cloud Trisl System $5,000.00

Gre or more Insurance Claims to Agtna will e Created for O selected proceaure(s)

Totl to be camed: 0.00

Click Create.
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Adjusting Charges

If you need to adjust a charge that was submitted to insurance, you must first cancel the insurance claim.
See “Cancelling and Resubmitting Insurance Claims” on page 51 for more information.

To adjust a charge posted in error to a patient’s ledger:

1 Find the patient for whom you want to adjust a charge and click the Patient Record tab.

2 Select Financials > Ledger. The Ledger for window is displayed.

U | sensei Cloud Trial Syste... + |RESVALES]

Home Patient Record Medical History Insurance~  Clinical = Treatment Plan  Patient Fles  Notes

Ledger

(0} | for Testy Test

Current Contract Total 0-30 Days
Balance Balance Balance

$960.00 $4,250m: $5,21000 $250.00
@ Aged Balance Exists r

New Payment

Trans Da...* SwcDate Code Description
Adjust Balance
Create Mew Claim (1 Unbilled) — 0B/30/2020 08/30,2020 Contract Charge Aligners
Frint Billing Ststement — 073002020  07/30/2020 g‘;‘:v;i;;me - Aligners
Print Account History @ 07/30/2020 | 07/30/2020 | DE0S0 comprehensive arthodontic treatment of the adult dentition
Filter Transactions Reset @ 07292020 07/29/2020  DO210 intracral - complete series of radiographic images
Hide Correction Transactions @ 07/23/2020 07/28/2020  Write-Off WRITE-OFF: Discontinue Treatment
TransofType All Tymes @ 07/23/2020 07/28/2020  Write-Off WRITE-OFF: Discontinue Treatment
a § — 072752020 | 07/27/2020 g‘;\”&;‘;‘};m - ortho
@ 072772020 07/27/2020  DE0SO comprehensive orthodontic trestment of the adult dentition

3  Click on the procedure line to view the charge details. The Charge Details window is displayed.

4  Click Adjust This Charge in the upper-right corner of the window. The Adjust This Charge window is
displayed.

Adjust This Charge x

Please choose the type of adjustment for: D2610 - $500.00 - inlay - porcelain/ceramic - one surface

Charge in Error | Wrong Amount
~

New Amount $0.00

Comments
4

Adjust Charge Cancel

5 Select Charge in Error or Wrong Amount.

Note: Charge in Error removes the entire charge; Wrong Amount enables you to enter the correct
procedure fee.

6 Enter the correct amount.
7 Enter a note in the Comments field.

8 Click Adjust Charge.
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Viewing Insurance Claim Statistics

To view claim stats:

1 Click the location’'s Home tab. The Home window displays the claim statistics at the bottom.

Claim Stats

$5,000.00 ® 9% Unbilled Procedures

4 ‘ $19,145.00 ® 34%  Active/ Pending Claims

' $18,339.11 32% To Do/ Follow Up Claims

$1,600.00 3% Problemnatic Claims

2 In the Claim Stats section, click one of the following to see the statistics:

Unbilled Procedures—Patients who have insurance, but claims have not been prepared for the

services rendered.

Active / Pending Claims—Claims that have been submitted to an insurance company or are queued
and pending submission.

To Do / Follow Up Claims—Claims that need action. These claims are filtered by:

Needs Info

Awaiting Attachments

Awaiting Attachment Confirmation
Pending Review

All Providers

All Payers

All Dates

Problematic Claims—Claims that contain errors or encountered problems. These claims are filtered

by:

Rejected
Denied
Error
Reopened
All Providers
All Payers
All Dates
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Processing Unbilled Procedures

Unbilled procedures are procedures that have been completed and posted to patient ledgers, but not yet
billed to an insurance company.

To process unbilled procedures:

1 Click the location’'s Home tab. The Home window displays the claim statistics at the bottom.

Claim Stats

$500000 g g

‘ \ $19‘T|.4.5__'0__0__ @ 34% Active/Pending Caims

' $1 8‘.3.3?__'1_1__ 32% To Do/ Follow Up Claims

$1,600.00 -

Problematic Claims

2 In the Claim Stats section, click Unbilled Procedures.
OR
On the Home tab, select To Do > Unbilled Procedures.

The Unbilled Procedures window displays a list of patients for whom billable work has been
completed, but not billed to their insurance companies.

H # Patients 4
Unbilled Procedures
# Procedures 12
Fittered by All Patients, All Providers, All Payers, All Production Values, All Times  production Value $1,268.30

Patient Unbilled procedures Unbilled Since a  Unbilled
Heath Garza (4) D0120, D1110, DO274, D1330 10/30/2019 $415.25
Terrence Molarnator (4) D9310, D0220, DO230, D930 08/02/2019 $367.00
Nye Moloney (2) D9310, DO210 08/15/2019 $317.00
Kenneth Smith (2) DO120, DO140 01/07/2020 $169.05

Note: You can filter the list by patients, providers, payers, a service date or range, or a revenue value
range.
3 Click an item in the list to view summary details and insurance information, to view the patient’s ledger,

or to manage claims for the patient.

Billy Kid (2)D1110, D060
@, Billy Kid f ' 2Unbilled Procedures Last claim on 08/17/2020
1 | (770 558-9999 [0)#  from 05/06/2019 to 09/05/2019 3 open claims
Wyre | o
< (self) (O romaling $300.00 totaling $430.00

Create New Claim View Ledger Manage Claims
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4 Click Create New Claim. The Create Insurance Claim window is displayed with a list of the patient's
unbilled procedures.

Create Insurance Claim x

Unbilled procedures have been posted o the patient account. Select from the list below 12 bil this work o the patient’s insurance. One or more insurance daims will be created and sent out elecronically.
2.0f 2 unbilled procedure(s) selected

SveDate Code Description Tooth/Quad Surface(s) Provider Location Amount
Seprember 5, 2019 D110 prophylaxis - adult David Willams 5 Dertal $50.00
May6, 2019 D0160 desailed and extensive oral evaluation - problem focused, by report Emily Nelson s Dental 25000
Gre or more insurance daims t Anthem Blue Cross of GA il be created for 2 selected procedurels)

Total to be Caimed: $300.00

canca

5 Select the procedures to include in the claim.

6 Click Create.

Printing Insurance Claims
You can print claims from the location’s Home tab and from a Patient Record tab.

Important: If you print a claim before submitting it electronically, you must change the status of the claim back
to queued for it to be submitted.

To print insurance claims:

1 On the location's Home tab, select Claims > Claims Management.

ﬂ Sensei Cloud Trial Syste... _

Home Schedule  Financial = eServices v

Eﬁ Sensei Cloud Trial System Qlaims Management
(470) 481-8125
123 Fake 5t

A list of claims is displayed.
2 Use the Filter List options to refine the list, as needed.

3 Select a claim to print. The Claim Summary is displayed.

1750000000000025P Sensei Qoud Trial System Doctor Pepper

Benandjenys 5500000
Claim Summary

072712020

Printed
Changed from Queued o

Ref # Not configured

1 code performed st Sensei Cioud Tris! System for & total o £5,000.00

DT Code CDT Nomendiature Tooth/Quad Surface(s) Provider Service Date Fee Attach Req

D80S0 comprenensive orthodontic treatment of the adult dentition Doctor Pepper July 27, 2020 $5,000.00 None

4 To view detalils, click View Claim Details.

5 Click Print Claim. A PDF file that can be printed is generated, and the status of the claim is changed to
Printed.

Note: A notification is displayed when you submit a claim electronically to the CSD clearinghouse with a status
of Printed, or when you print a claim that has already been submitted, paid, or settled.
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Skill Sharpeners

Exercise 1—John Smith arrives for his appointment and provides you with his insurance information.
Create the insurance policy for Mr. Smith.

To add a new insurance payer:

1

2

10

11

12

13

14

15

On John Smith’s Patient tab, click Patient Record.

Under Actions, click Edit Patient Record.

Use the scroll bar or jump to Insurance Information.

Click Add Insurance Policy. The Create Insurance Policy window is displayed.
In the Coverage field, click Primary.

In the Payer Name field, select John Smith.

In the Patient Relationship to Policyholder field, verify that Self is displayed.
In the Associated Plan drop-down list, select ABC Dental.

In the Subscriber / Member ID field, type DO123.

In the Effective Date, select 10/01/2020.

In the Assignment of Benefits field, click Assigned.

In the Eligibility / Status field, click Active.

In the Individual Deductible field, enter $150.00.

Click Create.

Click Save Patient.

Exercise 2—You realize you made an error on Mr. Smith’s policy.

To edit an insurance policy:

1

2

On John Smith’s Patient tab, click Patient Record.
Under Actions, click Edit Patient Record.

Use the scroll bar or jump to Insurance Information and click Edit. The Update Insurance Policy
window is displayed.

Change the Individual Deductible amount to $50.00.
Click Update.

Click Save Patient.
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5 Working with Charges and Payments

This lesson contains the following topics:

o Posting Charges
o Posting Payments

e Running the Final Daysheet

Posting Charges
To post a charge at check out:
1 After changing the Appointment Status to Complete, the patient is placed in the Checkout Queue.

2  If more than one patient is displayed, click the patient you want to check out. The Checkout window is
displayed.

10:15 am - Dr. Jason Parker

&/ (770) 222-6011 )+
s3yrs (Self)

i\ William (Bill) Murphy O"

Next Appointment

Schedule Treatment Plan Items (8)

Schedule Next Appointment

Financials

IA Post Charges (1) for $'2-2u33|

@ Take Payment on $159.20 Balance

Print Documents

Excuse Letter

Billing Statement

Complete Check-Out Resume Appointment

3 Click Post Charges. The Post New Charges window displays the procedures attached to the
appointment. In the Search to add procedures field, you can additional procedures. .

John Smith - Post New Charges x

ocedures to charge 1 Jonn Smith's account. Checking billable Rems in the *Sil Ins7” Column will automatically Greate @ new insurance claim that wil be SUBMIted 1@ ABC Dental.

Search for an

Bilins?@ Code ServiceDate  Description TootvQuad Surfaces)  Location Provider Amount

DO150 | Today (12I0E | c newor et Sensei Cloud Trial Syste Doctor Pepper si0000 S x ©

210 Tossy (1208 inerasea - complets series of rasiogrzpni imsges e oczor peper sa00. x
® 00210 | Tosey (1208 o segrazniimag Sensei Cous TriSy Deczerpa 20000 | 3

Tozl

Aninsurance cigim to ABC Dentol will be created for §300.00 (2 selected pracedures) upon posting to the Patient Ledger.

| Post crargss &cciins [RRAY

4  Click Post Charges & Bill Ins.
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Posting Charges to the Ledger

To post a charge directly to the ledger:

1 Select the patient from whom you want to post the charge.

2 Select Financials > Ledger. The Ledger for window is displayed.

test smith x || Administration x

© [ sensei Cloud Trial Syste... + ] Testy Test

Home PatientRecord Medical History Insurancew  Clinical =

Treatment Plan

Patient Files  Notes

3160 Days

$250.00
(1]

51-90 Days

$250.0
(1]

Ledger Ledger
(470) 4817824 g =g
(5erf) Jor Testy Test i
Current Contract
Actions Balance Balan
$1,460.00 $3,250m
@ /ged Balance Bxists
TransDa..v SwcDate  Code
2 Unbilled) — 12302020 123042020  Comwac Charge
Print Silling Statement — 1271672020 11/30/2020  Charge Adjustment
o ¢ History — 11/3072020 11/30/2020  Contract Charge
— 11/302020 11/30/2020  Comwact Charge
Filter Transactions Feset — 10/30/2020 | 10/30/2020  Convract Charge
Hide Correction Transactions — 0I30020 09302020 Contract Charge
Transof Type Al Types © 097242020 09242020  Insurence
a . — 083072020 08/30/2020  Contract Charge
. - Contract
— omzon00 om0 IR
© 073072020 07302020 D8O
@ 072972020 07292020  DO210
© 07282020 07232020 Wirite-OFF
@ 072872020 07252020 Wirite-OFF

Tota 0-30 Days
Balance
$4,7100m $250.00
'
Description
Aligners

ADJUSTMENT: Charge in Error
Aligners

ADJUSTED: Aligners

Aligners

Aligners

Payment Insurance - Claim #: 1750000000000025P

Aligners
Aligners

comprehensive orthodontic treatment of the adult dentition

intraoral - complete series of radiographic images
WRITE-OFF: Discontinue Treatment

WRITE-OFF: Discontinue Treatment

3 Under Actions, click New Charge. The Post New Charges is displayed. .

John

Search for and select procedures 1o charge 1)

count. Crecking billabie f

il Ins?” Column will automatically o

rance claim that wil be submteed to ABC Dental

Billns? @ Code  ServiceDote  Descrption

DO150 | Today (121088 | comprehensive oral evaluation - new ar established patient

[ 00210 Todky (120BY  inmaoesl complets series of reciograpnic images

Tozl

Tooth/Quad  Surfacefs)

Location

Sensei Cloud Trisl Sys

Provider

Docor Pepper

Doceor Pepper

Amount

s10000 | 2| x

530000

il be created for $300.00 (2 sslactad procs

tient Ledger.

4 In the Search to add procedures field, add the procedures.

5 Click Post Charges & Bill Ins.

Cancel
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Adjusting Charges Posted in Error

Note: If the procedure is associated with an outstanding claim, cancel the claim first.

To adjust a charge posted in error to a patient’s ledger:

1 Find the patient for whom you want to adjust a charge and click Patient Record on the menu bar.

2 Select Financials > Ledger. The Ledger for window is displayed.

U | sensei Cloud Trial Syste... + |RESVALES]

Home Patient Record Medical History Insurance~  Clinical = Treatment Plan  Patient Fles  Notes

J | Ledger
(0]
(0} | for Testy Test
. Current Contract Total 0-30 Days

Actions Balance Balance Balance
New Charge $960 0o $4,25000 $5,210.00 $250.00

ed Balance Exists
New Payment 0 a4

Trans Da...* SwcDate Code Description
Adjust Balance
Create Mew Claim {1 Unbilled) — | 08/30/2020 08/30/2020 Contract Charge Aligners
Print Billing Statement — fEnr a0 Contract .

07/3072020 0773072020 Daowngayment Aligners
Print Account History

. @ 07/30/2020 | 07/30/2020 | DE0S0 comprehensive orthodontic treatment of the adult dentition
Filter Transactions Reset @ 07292020 07/29/2020  DO210 intracral - complete series of radiographic images
Hide Correction Transactions @ 07/23/2020 07/28/2020  Write-Off WRITE-OFF: Discontinue Treatment
@ 07/23/2020 07/28/2020  Write-Off WRITE-OFF: Discontinue Treatment
Trans of Type Al Types
. . Contract
Q " — 07/27/2020  OF/27/2020 Downpayment Qrtho
@ 072772020 07/27/2020  DE0SO comprehensive orthodontic trestment of the adult dentition

3 Click on the procedure line to view the charge details. The Charge Details window is displayed.

4  Click Adjust This Charge in the upper-right corner. The Adjust This Charge window is displayed.

Adjust This Charge x

Please choose the type of adjustment for: D2610 - $500.00 - inlay - porcelain/ceramic - one surface

Charge in Error | Wrong Amount
New Amount $0.00 :

Comments

I Adjust Charge Cancel

5 Select Charge in Error or Wrong Amount.

Note: Charge in Error removes the entire charge; Wrong Amount enables you to enter the correct
procedure fee.

6 Enter a note in the Comments field. This field is required.

7  Click Adjust Charge. The original line item is adjusted, and a new line item with the corrected fee is added.
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Posting Payments
To post a payment at check out:
1 After changing the Appointment Status to Complete, the patient is placed in the Checkout Queue.

2  If more than one patient is displayed, click the patient you want to check out. The Checkout window is
displayed.

06:15 pm - Doctor Pepper *

@, Willy Brown d
1' (458) 478-9658 (0) %
sagre (0€lf) ]

Checkout Notes

2 unit Adjustment

i

Next Appointrent

[

Financials

A Post Charges (0) for $0.00
Ill Take Payment on $4,525.00 Balance

Print Documents

‘Compilete Check-Out Resume Appointment

3 Click Take Payment. The Post New Payment window displays the procedures attached to the
appointment. In the Search to add procedures field, you can additional procedures. .

Willy Brown - Post New Payment x

Aceeptance Date

Payment Type

Claim Number

530000

4 In the Amount Paid field, enter the amount.
5 In the Location field, confirm the location.
6 In Acceptance Date field, confirm the date.

7  From the Payment Type drop-down list, select the type of payment.
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10

In the Reference field, enter a reference, if necessary; for example, Deductible.

Note: Text you enter in the Reference field is displayed on patient statements and in financial reports.

In the Comments field, enter comments, if any.

Click Post Payment.

Posting Insurance Payments

To post an insurance payment:

. y . . . . .
1 In a patient’s chart, select Financials > Ledger. The Ledger for window is displayed.
U | sensei Cloud Trial syste... + |RIEVALES]
Home Patient Record  Medical History  Insurance v Clinical v Treatment Plan  Patient Files  Notes
S Testy Test d Ledger
1" [470) 481-7824 )%
3myrs (Self) (0 | for Testy Test
Current Contract Total 0-30 Days
Balance Balance Balance
$71000 $4,000.00 34,7100 $250.00
) Aged Balance Exists rs
Trans Da..* SvcDate Code Description
Adjust Balance
Create New Claim {1 Unbilled) 09/30/2020  05/30v2020  Contract Charge Aligners
Print Billing Statement 09/24/2020  0%/24/2020  Insurance Payment Insurance - Claim # 1750000000000029P
Print Account History 08/30/2020  0B/3v2020  Contract Charge Aligners
= - Contract N
/. v
Filter Transactions Reset 07302020 QTRU0 gy payrent Aigners
Hide Correction Transactions 07/30/2020  07/3¥v2020  DE0S0 comgrehensive orthodontic treatment of the adult dentition
07/28/2020 07722020 DO210 intraoral - complete series of radiographic images
Trans of Type All Types
07/28/2020  07/28/2020  Write-Off WRITE-OFF: Discontinue Treatment.
Q * 07/28/2020 0772872020  Write-Off WRITE-OFF: Discontinue Treatment
N R Contract
07/27/2020  07/2772020 Downpayment Qrtho
07/27/2020 0772772020 D200 comgrehensive orthodontic treatment of the adult dentition
2  Under Actions, click New Payment. The Post New Payment window is displayed.
Patient Name Patient Balance Resulting Balance
Testy Test $2,000.00 3 $4710.00 52.710.00
Location Sensei Cloud Triel System
Acceptance Date Today (10/14/2020) =]
1750000000000025P
“
$2,000.00
Past Payment
3 In the Amount field, enter the payment amount.
4 In the Payment Type field, select Insurance.
5 From the Claim Number drop-down list, select the claim.
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6 Inthe Comments field, enter any additional information about the payment.

7 Click Post Payment.

Posting Split Payments
To split a payment between patients:

1 Find one of the patients for whom you want to post a payment and select Financials > Ledger. The
Ledger for window is displayed.

2 Under Actions, click New Payment. The Post New Payment window is displayed.
3 In the Search field, type the name of an additional patient.

4 Select the patient. The Post New Payment window is displayed with all patients you have selected.

Alex Canales - Post New Payment x

Alex Canales $10000 2 $9,375.00 $9,275.00

Miguel (Mike) Canzles 510000 o

$200.00

5 In Amount Paid field, enter the amounts for each patient.

6 In the Location field, confirm the location.

7  In Acceptance Date field, confirm the date of the payment.

8 From the Payment Type drop-down list, select the type of payment.
9 Inthe Reference field, enter a reference; for example, Deductible.

Note: Text you enter in the Reference field is displayed on patient statements and in financial reports.

10 In the Comments field, enter comments, if any.

11 Click Post Payment. The Split Payment Summary window is displayed for reference. You can select
any patient to view his or her ledger.
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Posting Applied Payments

For practices that pay providers based on collections, Sensei Cloud's Applied Payments functionality enables
you to apply funds from posted credits to open debits, or charges. By applying payments directly to a

producer's work, you can track and report on collection activities for each provider. This functionality is disabled
by default. Administrative permissions are required to enable it.

You can also enable a prompt that displays the Apply Payment window automatically when a payment is
posted, enabling a team member to distribute the funds.

When this feature is enabled, you can:

e Apply credits to open charges when posting the transaction
e Apply credits after the payment is posted
o View distribution details

e Track and report on distributions and un-applied credits in the Applied Payments window.

To enable the Applied Payments feature:

1

6

In the upper-right corner of a window, select your name and then click Administration. The Administration

window is displayed.

EIETEER]| Administration

Locations Teamw  Fractice

v Procedures &Fees Scheduler v  Insurance >  eServices¥  Templates+  Permissions +  Dashboard  Imaging

Financial Rules
for For All Locations

Actions

Select Practice Settings > Financial Rules.
Under Actions, click Edit Financial Rules.
In the This Practice Distributes Credits field, click Yes.

To prompt users to apply posted funds to open charges, in the Automatically Prompt to Distribute field,
click Yes.

Note: If you click No, you must select the payment from the ledger and then apply it.

Click Save.

Note: If you select This Practice Distributes Credits, you enable the Pre-Payment functionality.
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Applying Payments When Posting a Transaction
To apply payments when posting a transaction:

1 Inthe Post New Payment window, enter the payment information and click Post Payment. The Apply
Payment window is displayed, showing the amount available to apply.

Terrence Molarnator - Apply Payment X

Distribute this payment against completed procedures

Select procedures below and specify amounts to distribute against each procedure.

Note: You cannot over-distribute the payment.

Any previous distributions to providers (pre-payments) or procedures must be adjusted to free up money to distribute against other pracedures.

Credit

Description Date Coemment/Reference Amount Already Ap... | Remaining To Apply

Payment Credit Card 07/23/2020 $300.00 $181.00 $119.00

No pre-payment distributions exist for this credit

Description SvcDate  Provider Ins Claim Ref Amount  Other P... | Apply
P"?jg?jg'mew'“gs"w“ radiographic e06/20... Dr. Kevin Rees 1140000000000043F  $58.00  $0.00 s17.00 3
00220 -intracral - periapical first  4e/06/0 b, Jason Parker 1140000000000044F  $36.00 $0.00 $14.00
radiographic image

DS s Dilcines ke 08/06/20... Dr. Kevin Rees 1140000000000045P  $15000  $100.00 $5000 O
radiographic images »
B02(3 2uheings - thes 08/06/20... Dr, Kevin Rees 1140000000000045P  $150.00  $100,00 $50,00
radiographic images &2

B -

The Other Payments column displays any distributions already made to the charge from other credits.
The Apply column displays any existing distributions made towards the charge from the selected
credit.

Note: When distributing the funds of an insurance payment, the available charges are limited to those
for the associated insurance claim.

2  Check the box next to the open charges to which you want to apply the payment.

3 Enter the amounts in the Apply column.
Note: You cannot over-distribute the credit's total funds or over-distribute to a debit.
4 Click Save.

Note: You can adjust the credit’s distributions at any time, adding distributions for new charges or
changing existing distributions.
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Applying Payments After Posting a Transaction

To apply payments after posting a transaction:

1 On a patient’s tab, select Financials > Ledger. The Ledger for window is displayed.

2 Select a payment to view the details.

Last Payment N/A
Ledger
g Last Statement $8,532.58 (Jun 11, 2020) ST
~ Backto To
for Terrence Molarnator Next Appointment Not Scheduled P
Current Contract Total 0-30 Days 31-60 Days 61-90 Days 91+ Days Insurance Due Patient Due
Balance Balance Balance (inc, write-offs)
-$77 .42 $0.00 -$77.42 -$77.42 $0.00 $0.00 $0.00 $0.00 -$77 22
& Paid in Full [ ] &
Trans Da.. » Svc Date Code Description Amount Current Total
€ 09/01/2020  09/01/2020  Insurance Payment Insurance - Claim #: 1140000000000045P -$200.00 $77.42 -$77.42
€ 07/23/2020 07/23/2020  Credit Card Payment Credit Card -$75.00 $122.58 $122.58
A 07/23/2020  07/23/2020  Credit Card Payment Credit Card -$300.00 $197.58 $197.58
Payment Details Adjust This Payment | Apply This Payment | Apply as Pre-Payment  View Distribution Detail
Trans. Type Payment Location Smiley Dental Surgery Amount $300.00
Payment Type Credit Card Is 5plit Payment No i $181.00
Posted By Kevin Rees at 10:43 am To be Applied $119.00
Reference
Full Comment

3 Click Apply This Payment. The Apply Payment window is displayed.
4 Check the box next to the charges to which you want to apply the payment.
5 Enter the amounts in the Apply column.
6 Click Save.
7 To view distribution details, select the payment in the ledger and click View Distribution Detail.
Tracking Applied and Unapplied Payments
To track applied and unapplied payments:
1 From the Location tab, select Financials > Applied Payments.
2 Do one of the following:
e To track applied payments, under Actions, click Print Applied Payments Report.
e To track unapplied payments, under Actions, click Print Unapplied Payments Report.

3 After the report is generated into a .PDF file, you can print it.
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Adjusting Payments Posted in Error
1 Find the patient for whom you want to adjust a payment and click Patient Record on the menu bar.

2 Select Financials > Ledger. The Ledger for window is displayed.

U | Sensei Cloud Trial Syste... + |REEVRES]

Home PatientRecord Medical History Insurance = Clinical = TreatmentPlan  Patient Fles  MNotes
@~ TestyTest d Ledger
1 470y 481-7824 (0]
ey (320 (o) | for Testy Test
A Current Contract Tota 0-30 Days

Actions Balance Balance Balance

New Charge $960.00 $4,250 .00 $5,210m $250.00
ed Balance Exists

Mew Payment 04 a
Trans Da..* Svc Date Code Description

Adjust Balance

Create Mew Claim (1 Unbilled) = | 0B/30/2020 08/30/2020 Contract Charge Aligners

Print Billing Statemeant a7 2, Contract .
07/30/2020  07/30v2020 Downpayment Aligners

Print Account History

: @ 07/30/2020 07/3v2020 | DB0S0 comprehensive orthodontic treatment of the adult dentition
Filter Transactions Reset @ 07/2%/2020 07292020  DO210 intracral - complete series of radiographic images
Hide Correction Transactions @ 07/28/2020  O7/28/2020  Write-Off WRITE-OFF: Discontinue Treatment
@ 07/28/2020 07/28/2020  Write-Off WRITE-OFF: Discontinue Trestment
Trans of Type All Types

3 Click on the procedure line to view the payment details. The Payment Details window is displayed.

4  Select Adjust This Payment in the upper-right corner of the window. The Adjust This Payment
window is displayed.

Adjust This Payment X

Please choose the type of adjustment for: Check - $80.00 - Payment Check

Payment in Error | Wrong Amount = Returned Check
New Amount $0.00

Comments

Adjust Payment Cancel

5 Select Payment in Error, Wrong Amount, or Returned Check.

Note: Payment in Error removes the entire payment; Wrong Amount enables you to enter the correct
procedure fee; Returned Check enables you to apply an NSF Fee to the patient's Ledger.

6 Enter a note in the Comments field.

7 Click Adjust Payment.
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Running the Final Daysheet

To close the day, you must run the final Daysheet.

To run the Daysheet:

1

2

3

On the location's Home tab, click Financial > Daysheet.

Sensei Cloud Trial Syste...

Home Schedule = Caims~  eServices«

Eﬁ Sensel Cloud Trigg e,
(470) 4818125
123 Fake St Accounts Receivable

Archived Daysheets
Actions
Bulk Statement Reports
vint Transacti 4 us AR
Print Transaction D tied Payments

Print Daily Totals Contracts

Print Deposit Slip Referral Activity

Provider Production

ﬂ Sensei Cloud Trial Syste...

Home Schedule v Claims +  eServicess ToDo~w

Financial Daysheet
Fittered by Provider

Summary
Previous A/R

Charge

Payments

rint Totals Summery

Current AR

Deposits

# Total | ByProvider By Staff
$65,198.00  [4j
4 $1,050.00

8 -§1,230.00

50.00

Verify the information in the Daysheet.

Click Close the day for Location at the bottom of the window.
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Skill Sharpeners

Exercise 1—John Smith owes $400 after his insurance company pays for his most recent treatment.
Post his payment.

To post a payment:

1 With John Smith’s patient record open, click Financials. The Ledger for John Smith window is
displayed.

2 Under Actions, click New Payment. The Post New Payment window is displayed. In the Amount
Paid field, enter $300.00.

3 In the Location field, confirm the location.

4 In the Acceptance Date field, confirm the current date.

5 From the Payment Type drop-down list, select Credit Card.

6 In the Reference field, enter a reference; for example, Co-pay.
7 Leave the Comments field blank.

8 Click Post Payment.

Exercise 2—You realize that you have made an error in Mr. Smith’s posted payment, so you must
correct it.

To correct a payment posted in error:

1 With John Smith’s patient record open, click Financials. The Ledger for John Smith window is
displayed.

2  Click on the payment line to view the payment details. The Payment Details window is displayed.

3 Select Adjust This Payment in the upper-right corner of the window. The Adjust This Payment
window is displayed.

4  Select Wrong Amount.
5 Inthe New Amount field, enter $400.00.

6 Inthe Comments field, type Corrected dollar amount posted in error.

7  Click Adjust Payment.

Exercise 3—At the end of the day, you want to run the final Daysheet.
To run the Daysheet:

1 On the location’s Home tab, click Financials.

2 Select Daysheet. The Financial Daysheet window is displayed.

3 Verify the information in the Daysheet.

4  Click Close the day for Location.
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