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Introduction

You can use this workbook to become acquainted with the
CS SoftDent practice management software before you are
trained, to help while you are being trained, and to refresh your
memory after training is completed.

See the SoftDent online help, the SoftDent Scheduler Initial
Training Workbook (NG941), and the SoftDent Charting Module
Training Workbook (DE1075) for more information.

Backing Up Data

You should have a backup for each day of the week, with copies
stored off-site. Keep your backups in a fire-resistant safe.

Downloading Software Updates

You can check for and download updates to your software using
the Internet. To check for updates:

1 On a computer with an active Internet connection, open the
software.

2 Select Help > Check for Updates. A message alerts you that
the software is checking for available updates. If an update is
available, a window is displayed, prompting you to download
the update.

3 Click Download. When the download is complete, a
message confirms that the download was successful.

4 Click Exit and restart the software. The software detects and
installs the update automatically.

Using the Skill Sharpeners

The software comes with a tutorial, which contains simulated data.

The exercises in each lesson enable you to use the data and add
your own. After you do any of the exercises, you can reset the
tutorial data to its original state.

Printing the Workbook

You can print the workbook from the Start button on your
computer and from the Carestream Dental Institute (CDI).

From the Start Button

To print from the Start button:
1 From the Windows desktop, click the Start button.
2  Click All Programs.

3 Select SoftDent Software > Online Documentation >
Implementation and Training Workbook.

4  When the PDF file opens, select File > Print.
5 Select the options you want and click Print.
From the CDI

To print from the CDI:

1 Login to the CDI.

2 Click Course Catalog. The catalogs are displayed.

Important

The purpose of skill
sharpeners is to
give you practice in
using the software.
Do not do any
exercise that
changes your
database unless
you can reverse it.

Note

Customer Support
does not provide
assistance on your
backup procedures.
Contact your hardware
vendor to create and
maintain a backup
routine.
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3 Click Product Training (Client Catalog).
4  Click SoftDent.
5 Click the Documentation tab.

6 Press Ctrl+F, and type SoftDent Initial Training Workbook in
the Find field at the top of the window. The workbook is
displayed in the list of documentation.

7 Click Click here to start this course.
8 When the PDF file opens, select File > Print.

9 Select the options you want and click Print.
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Lesson 1

Navigating in the Software

This lesson includes:

o Accessing the Software

e Using Practice Central

o  Setting Preferences

e Navigating Through the Workspace

e Time Cards

Accessing the Software

To access the software:

1 From the Windows desktop, click Start.
2  Click All Programs.

3 Select SoftDent Software > SoftDent Software. The
SoftDent Software Login window is displayed.

SoftDent Login

Please enter login information.

Name
Password
ok Cancel

4  Type your name and password, and click OK.

Depending on your preferences, the first window displayed might
be the Practice Central window.

Practice Central - 01/04/2010

2|Mckse e
Practice Central

Mon Jan 4 10:34:00 EST 2010
Refresh

[Startup Tasks \vailable Scheduler Times v
There i 1 Batched Statement January 4, 2010 at 10:303 i room #1

End of Day Call Backs
Jack Baxter
James Lonry.

3
3
3
3
3
3
3
3
3

[

Barbara Sanders

RA Notifications
There ae 11 otstanding ERA payments ready for eview.
There are 2 ERA payments it the sttus of WAITING.
There are 2 ERA payments i the status 3
T e 5 ot e s o B AT Patients Out On Referral
James Randall referred to . Crig Thomas
Courney Mensield  referred o Dr. DavidJones.
NichaelJacobs refered o Or. DavidJoes
Eizabeth illams  rferred o Or. Hark Shue
Wiendy Ostenderf _ rferred o Or, Amand Scharfeld

Missed Appointments VAl

After you close the Practice Central window, click the Practice
Central button on the Power bar to access it again.

-
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Using Practice Central Setting Preferences

The Practice Central window displays important daily information. You can select which categories of notifications are displayed in
Note The information can be customized for each person in the office. the Practice Central window. You can also change the order in
which the categories are displayed.
You mu§tthave ’ The following categories are examples of information available in
appropriate security . ) T . .
. . : o set Practice Central preferences:
rights to specify your the Practice Central Preferences window: P
preferences. . . . :
° Pahents due n today W|th appo|ntments that W|” generate 1 CIle VleW > Practlce Central Preferences. The Practlce
more than a Speciﬂed dollar amount Central Preferences window is dlsplayed
e New patients due in today
-Rays Du Show Totals For—
. . 2 Bitewingat | 1 earls||| & Practice
o Patients due in today who need x-rays FullSeries st |5 Yestfl|| € Doctor
[ Today's Memos — || Panoral at 5 “eals) iiw
« Patients due in today whose birthdays are in the current B Patert v v Pecal (- Search the Schzder a1
h [ Office Memos Upenl 30 Minutes Intervals
mont EA Todus High Bl Pains FoeDostr [ 18) Forthe o] 3 Dyl
. . . . Office Expert Summary In Boom Name I
o Patients due in today who need perio screenings [ Producion Goas = W &l ficoms
w Gelect All £ Movelp I N Move Duwnl ,’:a;;;:l:_?
« Patients due in today who have high balances - Conten Sating i
High Dallar Amount $0.00 User Code [ Dr. Smiley-5
. . High Balance Amourt $0.00 o Dr. Holebrack
° Patlents due in tOday Who referred Others Referred Others Within the Last 12 Manthis]
Patients Re-entering Practice After 12 Monthis)
« Patients due in today with unconfirmed appointments Patients Qut on Referal for Over 3 Weekts
Appaintments Miszed Within Last l—? Dravls) Refresh Content
. . . . . Patients ‘were La ¥ ShowE ion | ’V E 8 Mins
o Patients due in tomorrow with unconfirmed appointments { = R = T ¥ Shon Expansienicen || Evoy | s
o Patients due in with more than one appointment G & o |

scheduled toda
Y 2 In the Practice Central Content section, select items to

e Yesterday's call backs include in the Practice Central window. Change the order of
display by selecting an item and using the Move Up or Move

« Patients due in today who have unscheduled treatment
Down button.

plan items
3 Inthe Content Settings section, you can set default values

Practice Central can be used in paperless offices as a morning for the following variables:

review: a way to see patients grouped by specific criteria, such as
who needs x-rays or who did not confirm today’s appointment. ¢ High dollar amount
» High balance amount
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4 Inthe X-Rays Due section, set default values for the length of
time between bitewings, full series, and panoral x-rays.

5 When you have finished modifying your preferences, click OK.

Expanding Practice Central Content

If any section of the Practice Central window contains more than
ten items, you can add an icon that enables you to expand the list
and display all entries. To contract or expand the Practice Central
sections:

1 Select View > Practice Central. The Practice Central
window is displayed.

2 Select My Preferences. The Practice Central Preferences
window is displayed.

3 To show the expansion icon, select Show Expansion Icon
and click OK. To hide the expansion icon and display no more
than ten records in any section at one time, deselect Show
Expansion Icon and click OK.

Navigating Through the Workspace

After you close the Practice Central window, the following areas
of the workspace are displayed:

o Title bar—Displays the name and version of the software.
e Main menu bar—Displays the menus that are available.
e Header bar—Displays the name of the active window.

o Express bar—Displays context-sensitive options in the left
pane of the enhanced workspace.

e Power bar—Displays buttons that are shortcuts to
frequently used features of the software.

e  Client area—The primary work area.
e  Status bar—Displays the user's name, the date, and time.
The following figure shows the workspace:

Header bar Menu bar

IF\\E List View Schedffer Experts Insurance TeamTak Reports System Wizards Wnternet Window Help I
JE s IO ArE®os 14 dHNB s
Patient - Abbey, Charlie

Current Views 2

Paiert(Abbey. Chatic)

Options 2

Bigbiity
(alll) € ChatNo C 55No  © Fist Name

17102 Abey Chaiie % 156,00 07/08/05
17101 Abbey (4105558186190 96.00 07/0805  01/03/08
17105 Abbey | Joame (1« B45.00 07/08/05 | 01/08/07
17104 Atbey Jonathan (1« 605.00 07/08/05 7/
201 | Amald Palick [4101232.9299 100 £80.00 07/26/05 | 01/02/08
102 Ascott Julie (1017373737 300 680.00 11/06/05 | 01/03/05
104 Ascott Katie (1« 21200 070805 | 7/
103 Ascott Mol [ A 163.00 11/06/05 | 01/03/08
101 Ascott a (105556700 x275 000 110605 |/ /
304 Barter (1 7680 06/24/05 | 01/03/08
Office ID: 101
Hame #: (] -
Chart# << None>>

o Help, Aﬂ KBLANK Mondiy, January 2, 206 Gd3a [FIND

Express bar Power bar Client area Status bar

All list windows have an Active Only option under the Find field. If
you check it, only active entities are displayed in the list.
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Note

To hide elements of
the enhanced
workspace, such as
the status bar or the
Power bar, select
View, and then select
the bar you want to
hide.

Main Menu Bar

The Menu bar contains the following menus:

File—Accesses Find windows that enable you to find a
particular record: account, patient, and so on. The default
method for finding something is by last name, but typically
you can search by another variable, such as ID, chart
number, or first name.

List—Accesses lists, such as accounts and patients.

View—Accesses options that enable you to customize
workspace preferences, toolbars, the spell check feature,
and Practice Central.

Scheduler—Accesses options that enable you to view
appointments.

Experts—Accesses a list of Experts: Office Expert, Letter
Expert, and Contact Expert.

Insurance—Accesses a list of insurance-related options,
including Carestream electronic services.

TeamTalk—Enables you to create notes that are triggered
when you perform a certain task.

Reports—Accesses the Reports menu.

System—Enables you to change default options
throughout the system, including:

o System settings
e User password
o Fee schedules
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o Wizards—Accesses the following wizards, which provide
instructions for the initial setup of these features:

e Scheduler Wizard

e Insurance Wizard

e Billing Statements Wizard

¢ Questionnaire Creation Wizard
e TeamTalk Wizard

+ Internet—Provides access to Internet sites, such as the
Home Page for SoftDent software.

¢ Window-This menu is currently disabled.

e Help—Provides online help; a What's New video; links to
the system requirements and the Carestream Dental
Institute; and information about the current version of the
software.

Power Bar

The Power bar displays buttons that provide shortcuts to features
that are used frequently. These are some of the buttons that can
appear on the Power bar:

JHPmBOVUEE RS PE

When you hold the pointer over a button, a tool tip is displayed. A
tool tip is a brief description of the function of the button. If the

Power bar is not displayed, select View > Power Bar.
Double-click the Power bar to dock it at the top of the window.



To select the buttons to be displayed on the Power bar:

1

2

Right-click on the Power bar. A shortcut menu is displayed.

Customize Toolbar. ..

Cancel

Click Customize Toolbar. The Customize Toolbar window is
displayed.

Customize Toolbar @E|

Available toolbar buttons: Current toolbar buttors:
Separator 2 %}‘7"\3 Yiew PhoneCenter i Resat
List Insurance Plang add > E] TeamTalk Help
@ Insurance Plan Rollover E Practice Central
@ Count of Forms Mot Printed @3 Change Login
@ Insurance Payments = =~
< b

Buttons that are currently displayed on the toolbar are listed in
the right pane of the window. Use the scroll bar to scroll up
and down through the list.

Buttons that are not currently displayed on the toolbar are
listed in the left pane of the window.

To hide a button that is currently displayed, select it in the
right pane of the window, and click Remove.

To display a button on the toolbar that is not currently
displayed, select it in the left pane, and click Add.

To change the order of the buttons, select a button in the
Current toolbar buttons section, and click Move Up or
Move Down.

The following buttons are typically used:

Account List Window

Patient List Window

Go to Daily Appointments

InOffice Window

Print Daily Register

Today’s Memo List Window

J B @ B [© 3

i Create a Memo

":I_
L F

Run eClaims/eStatements

Insurance Payments

Send an E-Mail

A ) e

Note

The Power bar option
on the View menu is a
toggle switch. Click it

to hide the Power bar;
click it again to display
the Power bar.

Note

You can drag the Power
bar to a different
position. If you drag it to
the extreme left or right
side of the window, the
buttons are displayed
vertically. You cannot
drag the Power bar to
the bottom of the
window.
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You can display other buttons on the Power bar, including:

View Phone Center

Change Login

Practice Central

Team Talk

Run Scheduled Reports for Today
List Insurance Plans

Insurance Plan Rollover

List Count of Forms Not Printed
Electronic Statements Report
Execute Microsoft Word

List Referring Providers

List Claims

List Web Sites

Trojan Employers

Trojan Carriers

Trojan Managed Care Plans
Trojan Administrators

Lab List Window

8 of 12 SoftDent Practice Management Software Initial Training Workbook (DE1055-16)

e« Pharmacy List Window
o Care Credit Integration
e Production Goals

« ADA Code List

e List Insurance Plans

« List Claims

e ClockIn
e Clock Out
Client Area

The client area on the enhanced workspace contains the active
window. At the top of the active window is a toolbar with shortcut
buttons. The buttons on the toolbar change, depending on the
active window.

Express Bar

The left pane of the enhanced workspace is called the Express
bar. The information on the Express bar depends on the active
window in the client area. The Express bar is typically divided into
three areas:

e Current Views
e Options
« General Operations

The two small red arrows between the Express bar and the client
area display and hide the Express bar. Click on them once, and the
Express bar closes. The arrows are then at the left edge of the

window. Click the arrows again, and the Express bar is displayed.



Click the double arrows to the right of the title of each area of the
Express bar, and that area closes. Click the double arrows again,
and that area opens.

Current Views

The Current Views section of the Express bar lists all of the
windows in the software that have been accessed and have not
been closed.

You can go to any of the windows you opened by clicking that
name in the Current Views section of the Express bar.

Options

The Options section of the Express bar displays a list of
commands and options available in the active window. As the
active window changes, the choices in the Options section of the
Express bar change.

General Operations

In the General Operations section of the Express bar, you can:

Close all of the windows that you have opened.
e Access dental imaging software.
o Clockin.

e Clock out.

Docking the Express Bar

By default, the Express bar is docked on the left side of the
workspace. To dock it on the left side:

1 Click View > Workspace Preferences. The Workspace
Preferences window is displayed.

Workspace Preferences Note
General Options————— [~ ExpressBar “Wiew O ption You must have
" Use Classic Waorkspace & Dock Left r Full Screens [where appropriate Security
& Use Enhanced Workspace " Dock Right avallable] rights to specify your
preferences.

2 Select Dock Left.

3 Click OK.

Time Cards

You can track attendance for each employee who clocks in and
out of the software each business day. Employee clock-in and
clock-out times are displayed in the Time Card List window.

Clocking In and Out

To clock in or clock out:

1 To clock in, select Clock in from the General Operations
section of the Express bar. Type your user name and
password, and click OK. A window is displayed for
verification.

2 Review the information and click OK.

3 To clock out, select Clock out from the General Operations
section of the Express bar.
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Note To review a time card entry:

An employee can 1
review his or her time
card entries.

3

Select List > Employees. The Employees List window is

displayed.

2 |cose §ZEdE Qe

+ TYRefresh Time Card  Security

Find——————— Sort By:

I - © FullMame * User Name

v Active Only

[} Uszer Mame Full Name Drate of Hire [ Inactive

1 Dr. Thomas Smiley
3 CamOL Caral Smith s
2 DRH Dr. Denniz Holebrook, I
10 SaLly Sally Turner I

Select an employee, and click Time Card. The Time Card

List window is displayed.

After you review the time card, click Close.

Editing Time Card Entries

If you have the appropriate security level, you can edit time card

entries. To edit a time card:

1

2
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Select List > Employees. The Employee List window is

displayed.

Select an employee and click Time Card.

The Time Card List window is displayed.

_?Iﬂc[ose nglt FI- Add ﬁge\ete

+ Q Find PR Refresh

Find
|1 2/28/2005

1272772008 9002

12/28/2005 9:00a 4:30p Regular

4:00p  Regular 7.00

3 Toadd atime card entry, click Add. The Time Card window is

+ EREnd

displayed.
_?Iﬂc\_ose §ZEdr SHadd Foelte
Emplopee Name: Dr. Dennis Holebrook
Date: U U
Type IHEguIar hd
Clack In Time: I :
Clock Dut Time: I :
& 0K & Cancel |

4  Enter the clock-in time and the clock-out time and click OK.

5 To edit an entry, double-click the entry.

6 Edit the entry and click OK.



Skill Sharpeners

Exercise 1—Change System Settings

You no longer want a default area code to display, so you must
change the system setting.

To change the default phone setting:

1 Select System > Change System Settings > General
System. The General System Settings window is displayed.

2 Click Phone Preferences at the top of the window. The
System Phone Preferences window is displayed.

3 Clear the Default new Patient and Account area codes to
Practice area code option.

4  Click OK, and then click Close. The General System
Settings window is displayed again.

5 Click Close.

Exercise 2—Add Referring Doctors

To add a referring doctor:

1 Select List > Referring Dr. The Referring Doctor List
window is displayed.

2  Click any of the names in the list to activate the toolbar at the
top of the window.

3 Click Add on the toolbar. A blank Referring Doctor window is
displayed.

4  Type the doctor's first and last name, and select the specialty
from the drop-down list.

5 Press Tab.

6 Click OK, and click Close. The Referring Doctor List window
is displayed, with the doctor you added in the list.

7 Click Close.

Exercise 3—Change a Provider from Active to Inactive

To change a doctor from active to inactive:

1 Select List > Provider. The Provider List window is
displayed.

2  Click the doctor you want to deactivate. This activates the
toolbar at the top of the window.

3 Click Edit on the toolbar. The provider record for the doctor is
displayed.

4  Select Inactive.

5 Click OK and then Close.
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Lesson 2

Using the Scheduler

The scheduler is an electronic version of an appointment book that
enables you to schedule and display appointments for the current
month and the next 21 months. See the SoftDent Scheduler Initial
Training Workbook (NG941) for more information.

This lesson includes:

Components of the Scheduler

Scheduling Appointments

Confirming Appointments

Handling Canceled and Overlapped Appointments
Scheduling New Patients

Activating New Patients and Accounts

To open the scheduler, click Scheduler > Daily Appointments or
click the Go to Daily Appointments button.

Components of the Scheduler

The scheduler contains:

Appointment book views
Scheduler toolbar
Scheduler Icon bar

Provider Detail bar

You can open the scheduler in these views:

« Daily Appointments (also called the daybook)—Typically
displays a single day’s existing appointments and empty
slots, which can be filled with new appointments.

o Book Quick Glance (also called Book at a Glance)—
Presents multiple days simultaneously. The number of
days displayed is a function of the number of rooms in
your office and the number of days your office is open
during a week.

e Month at a Glance-Displays the daily and monthly
production goals for either the office or an individual
producer. It also displays the actual production (in dollars
and as a percentage of the production goal) based on
existing appointments.

o History Appointments—Enables you to view
appointments that have occurred in the past. When you
select History Appointments, you are prompted for the
date range to display.

To select a view, click the drop-down list at the top of a scheduler
window.

SoftDent Practice Management Software Initial Training Workbook (DE1055-16)
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Note

To modify how data is
displayed in an
appointment,
right-click an
appointment and
select Properties.

Daybook

When the scheduler is opened, one of four views is displayed,
typically the default daybook. The daybook view is used to monitor
patient appointments.

Daily Appointments - Dr. Thomas Smiley & Associates Book: Monday, January 2, 2006 at 9:00a

_‘?llic[use Defauk Daybock  ~| @End -+ Today DRefresh EEVskefopt (&Edt Kcancel CheckOut Resched
> L )i Smieye1 T (2 Hygene2 i 3] Hygiene 3 N (4DuHoebok T ||
aJ
. X AM 45 ofl ] | ol
Opti &3
ka0 f~  D00|[Joamebt CROWH 1] NomanEsk RECAFE 2 DarielCage AECARE 2 | DanielThow SEAT 6 ¢
=3 g a|femss s 1| Ag=ss 2 Age P 2 Age 6 4
R9 = s 1| Faena 5 o8tz p [ EEm 5 a
= 51| Thomestut rEcere. o PR EI@ i FOE@L 64
AutoSched New Appt g [Z F1@& 5 1) o= 3 2 JdeBuncy RECERE 3 | Jemnferlon SEAL 6 4 Am
View Appt 81012 | NedksLows CROWN 1 ) o et 3 ’_Axge éz". @SEALc 6 b
. ) 30 || Age 32 1 Pt X 3 E
Bt =] 45 gggggg% 51 FoOd@ 1 pglomsel s It
Bt R 51 P@ Parekfma FECSFE 3 IR, SEL 5 4 Gy
5 ge: P - %
AutoSched fppt g 1%7 7a o | = I S wiww e g Riu@ Sl E
Cancel Appt DY 5| duiedsoon CROWN g o020l 2 Zo+@ 4 N Eloabeth Nic 2390 &
oo || A3t 1 Pa@ 1 HaodPol RECARE 3 ffA9= 37 2%
oI5| oo 51 MichaelDav RECARE 2 A8 3 | BB
=y 2_3_ 7373737 51 e AR H e
vy A J'#[e] 51 Oa 2 V2@ 1IR@ —]
= I
)
Shoren 5 15 LUNCH LUNCH LUNCH
Lengthen 45 LUNCH APPOINTMENT ~ ___
Z 00 | Michae|Dav A3 1 KevinOsten RECARE 3 eizlEn ST Nati
FED g 15 Age 33 1 Age: 13 3 e
Check In ~2 5 Smam i 2922293 3 ]
HiPas D 5 Poa 1 BN Fo%@ 4 ca
B @ N 00 Thomesul ic2 51 fobolDser FECARE 2| JosonNho AECARE 3
k e = o & l
e BRI <t 51 ot G 3 B

Each column in the daybook represents one room or operatory.
The scroll bar at the bottom of the window is used to move left
and right to display more rooms. The scroll bar to the right is used
to move to earlier or later times of the day.

At the top of the window is the header bar. The header bar
indicates the current view and the book and the day that are
displayed.

Reading an Appointment

Daniel Thomas R
G

4
SEAT 4
4

E’@+@ll§4

The patient’s name is displayed unless HIPAA security is on, and
then only the initials are displayed. The numbers in columns at the
right edge of the appointment identify the providers for the
appointment. Procedure codes are displayed under the name.
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A small red triangle in the upper-right corner of the appointment
indicates an appointment note. Hold the cursor over it, and the
note is displayed.

In addition, these icons are displayed along the bottom of the
appointment:

Red X-Indicates that the appointment is
scheduled at a time designated for another type
of appointment.

Green check—Indicates the appointment is
scheduled at a time designated for this type of
appointment.

Zoom-—Provides access to the Assistant, which
displays detailed information about the
appointment and related financial information.

© § K

View Medical Alert—Displays information about
any medical alerts on file for the patient.

Dial Patient for Short call-A red telephone
indicates that Short Call is selected on the
Appointment Card. Click the icon to display the
auto dialer in the Patient Phone Numbers
window.

View Patient Portrait—Indicates that a
photograph of the patient is available. Click to
display the portrait.

Telephone Numbers—A yellow telephone
indicates there is not enough room to display all
of the patient’s telephone numbers. Roll over the
icon to display the telephone numbers. Click the
icon to access the auto dialer in the Patient
Phone Numbers window.

& B B +




Assistant Window

New Patient—Indicates this appointment is for a

new patient. After the patient record is activated, The Assistant window contains additional patient and

@ this icon is not displayed. appointment information that is not displayed on an appointment.
To display the Assistant window, select an appointment and click
Lab Case Outstanding—Indicates a lab case is the Zoom icon. The Assistant window is displayed.
e associated with the appointment, but has not yet
been received from the lab. The X is displayed in —= Page 1 of 4 4 >
red. Julie Ascott User Codes: (null)
Age: 39 Home: (0S5 5-5957F
HEART MURMUR/sFPRERMED ICA Wod: (107 ZF-3737F =300
Cell:f a1 -
—_ 1 o (] ioti T [NFa] ] B 1t
| Lab Case Returned—Indicates a lab case has Bads e O e Semount
] been returned. The L is displayed in green. o | $0.00
o $0.00
o $0.00
o | £0.00
— Hidden Slot Note—Indicates a note is _Expmed — . Jals
ti:- associated with the time slot. Click the icon to ey — ’ e
"

display the note in the Assistant window.

The Assistant window has four pages. To move from page to
page in the window, click the back and forth arrows in the

M H 1
] User Code—Displays the patient’s user codes upper-right corner of the window.
when you roll the cursor over the icon.
Shortcut Menu
Appointments are displayed in the following default colors: Right-click an appointment, and a shortcut menu is displayed.

Book Quick Glance:

e Yellow—Appointment is scheduled. ot Note
AutoSched New Appt...

. . You can change the

«  Blue-Patient has checked in. Eat Ao default colors for

Confirm Appt. .. .
. . . . iy appointments.

e Pink—Appointment is confirmed. el
Shorten ...

o Green—Patient is in the operatory. i
Check In...

o  Gray—Patient is late. e o detet
Check OUt...

o Red-Charges have been posted. e
Patient Chart...

. . Patient Portrait, ..

o Orange—Appointment is canceled or overlapped. Einf
KODAK Dental Imaging. ..
KEDAK Dental G, ;;maggmg
Electronic Router...
Tickler 3
Select Book. ..
Select Room #...
Add MNote
Column Properties 3
Properties. ..
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Note

The buttons displayed
on the toolbar depend
on the view that is
selected.

The shortcut menu provides a quick way to access many
appointment-related functions. Right-click an empty appointment
slot, and a different shortcut menu is displayed.

Baook Quick Glance
Manth Ak A Glance
Histary Appaintments

Make Appt...
Mew Patient Appt...
AutoSched Mew Appt, ..

Select Patient. ..

Tickler 3
Select Book. ..

Select Room #...
Block/UnBlock Slat. . .

Add MNoke

Column Properties 3

Properties...

Cancel

Using the Calendar

The appointment book covers the current month and the next 21
months. Move through the calendar one day at a time by clicking +
or —. An alternative to moving day by day is to click on the Find
function.

Click Find on the scheduler toolbar. The Calendar window is
displayed.

M > |
SMTWT FS|
H: BRE0E
AR EEEEE
15/ 18] 17 18] 19| 20
22| 23] 24| 25| 6| 27
29| 30| 7

The date that is currently displayed is highlighted.
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Use the buttons at the top and the side in these ways:

e Left arrow at the top of the calendar—Move back one
month.

« Right arrow at the top of the calendar—Move forward one
month.

e Today—Return to today's date.

e +3—Move forward three months.

e +6—Move forward six months.

¢ 1 Year—Move forward one year.

¢ Cancel-Close the calendar without changing the date.
e OK-Go to the date selected.

To display a particular date:

1 Click Find to open the calendar.
2 Use the buttons to go to the date you want.
3 Click the specific date you want.

4  Click OK.

Scheduler Toolbar

The scheduler toolbar is at the top of the Daily Appointments
window.

The scheduler toolbar has these buttons and a drop-down list:

o Help—Click to open the online help.
e Close—Click to close the scheduler.

« Drop List—Click to select a different view of the
scheduler.



Find—Click to display the calendar.
+—Click to advance the date by one day.
——Click to move to the previous day.
Today—Click to return to today.
Refresh—Click to refresh the window.

Make Appt—Click to make an appointment on the
selected day and time.

Edit—Click to edit an appointment.
Cancel Appointment—Click to cancel an appointment.

Check Out—Click to check out a patient.

Select Scheduler Book—Displays the

D Scheduler Books window. Double-click the

book that you want to display in the Scheduler
window.

Show Amount Scheduled—Displays the total
i.:! dollar amount scheduled for all rooms for a day.

View Patient’s Info—Displays information about

E a patient. This icon is only active if you accessed

the daybook from the Patient List window or the
Patient window.

-] Privacy On/Off-Toggle between turning HIPAA

« Resched—Click to schedule the last cancelled o privacy settings on and off.

appointment.

Scheduler Icon Bar Provider Detail Bar Note

Use the Provider
Detail bar to search for
open time for a doctor

The Provider Detail bar summarizes a week for one doctor. To
display or hide the Provider Detail bar, click View > Provider
Detail Bar.

To the right of the daybook is a series of icons arranged vertically.
A tool tip is displayed if you roll the mouse pointer over the icon.

The icons have the following names and functions:

]

e

(5

Show Tickler List—Drag an appointment that
needs to be rescheduled to this icon. The tickler
list can hold a number of appointments to be
rescheduled.

Show Short Call Tickler List—Add patients
who would like to be on a call list for whenever
an appointment time becomes available.

Show Patient’s Chart—Display a patient’s chart.
Click an appointment and then click this icon. If
no chart exists, a blank initial chart is displayed.

Show Patient’s Portrait—Displays a patient’s
portrait. Click an appointment and then click this
icon.

Sample,» H [

or hygienist.
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Note

You can right-click on
a time slot to
customize the date
format in the Book
Quick Glance
window.

To display a different doctor on the Provider Detail bar:

1 Click the Select Provider arrow next to the doctor's name.

The Provider List window is displayed.

_Iﬂc[osa R Edt $Fadd Jigoelete BEEnd

+ [RRefresh

m ) Last Mame

| | 3 Baster tonica
/1 2 Benfer Mancy
| ] B Hall Carol
|| 4 Halebrook Dennis
[ 5 Pruitt Judy

| | 1 Smiley Doctar

MNotes: << Mone »»

Hygierist (4105559232
Hyagierist [410)555-9239
fsistant (410)555-2929
Dentist [410)555-9299
Asistant [410)555-9292
Dentist [410)555-2958

SotBy————————————
&+ Name D

2  Double-click the name of the provider whose schedule you

want to display. The Provider Detail bar is displayed again
with the name and schedule of the provider.

Different View of the Scheduler

The default daybook is the normal view of the scheduler, but you

can also display the scheduler in three different views:

« Book Quick Glance
+« Month at a Glance

e History Appointments
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Book Quick Glance

The Book Quick Glance window provides one week of
appointment information, summarizing room use and provider
assignments. Click the drop-down list on the scheduler toolbar to
select the Book Quick Glance view.

IBookQuickGIance 'l wiew Colors @UFRd -+ Today TRefresh [EEMake Aok f({gdit &ca

= 0140

-

D‘I A2 01403
4 3 [

Vetatatatatatafanatatatatatatafanatataratatatafayatataratatatatayatatatatataratay

H



Month at a Glance

The month at a glance view summarizes goals and production
totals for the practice or for a specific provider. Click the
drop-down list on the scheduler toolbar, and you can select the
Month at a Glance view. Only a user with the appropriate security
clearance can display this view.

2 |Hcose [worhacacene =] GEnd -+ Todsy BRRefresh (it
. > = Demonstration Dentist for January . 2006
S|MT/WTFIS| 2 -Show Totals For:
u Sunday | Monday | Tuesday ‘ ‘Wednesday ‘ Thursday | Friday | S aturday |
Frovider 5 % 7 28 23 0 3
Dffice (ffice
Closed Closed
Practice
1 2 7973 9% /4 35 0%6 057
Dffice $3.757.00 $0.00 $0.00 $0.00 3000 Office
Closed $9.428.00 $5,356.00 $1,933.00 $0.00 $0.00  Closed
$12000.00 4500000 4600000 $6.000.00  $7.000.00
ki 9 %10 011 012 0%13 0% 14
Dffice $1.997.00 $0.00 $0.00 $0.00 3000 Office
Legend Closed $63.00 $0.00 $0.00 $0.00 $0.000  Closed
. fiosl $5.00000 4500000 4500000  $5000000  $6.000.00
15 16 46717 %18 %19 0z 20 0z 21
| RS Dffice $0.00 $0.00 $0.00 $0.00 $0.00  Difice
Closed $2,276.00 $0.00 $0.00 $0.00 $0.00  Closed
. Sched $3 $5.000000 4500000 4500000  $5.000000  $6.000.00
: 2 23 0% 24 0%25 0% 26 0% 27 0% 28
B Totas Gos Dffce 4000 0.0 0.0 3000 000 e
Closed $0.00 $0.00 40.00 $0.00 $0.00  Closed
$5.00000 4500000 4500000  $5000000  $6.000.00
23 30 0% 31 01 2 3 4
= Oifice $0.00 $0.00 Difice:
Closed $0.00 $0.00 Closed
45,000,001 45.000.00
Totals | Day | % Goal ek | % Goal | Manth [ % Goal
Scheduled $ 4342800 78E% $16777.00  45.3% $19711600  157%
Actual § $3757.00  31.3% 414100 1122 $6.13800 50
Actual + Sched § Remaining 4942000 7867 $17161.00  46.4% $21497.00  176%
Goal $12,000.00 $37,000.00 $122,000.00

History Appointments

To open the history appointments view:

1 Click the drop-down list on the scheduler toolbar, and select
History Appointments. The History Appointments Date
Range window is displayed.

History Appointments Date Range
Hiztary Appaintrents Range

& oK

ﬁ Cancel |

|U1 J01/42008 Vl

2 Enter a start date and end date. The start date must be in the
past. Click OK. The History Appointments window is
displayed.

History Appointments - Dr. Thomas Smiley & Associates Book: Thursday, December 1, 2005 at 9:00a

2 [[close [Hstory Appoitments =] @End -+ Today MRefiesh  ChangeDate Range
= TTor SwieT @ Fygenc? [ Fygene
R 5
Options A -;_mAM L5
P B
Change Dale Range
RO
o
~
R B
10 B
]
3 B
11
= a
Select Book =
Select Foom & 012 )
D P
General Operations () 1 B
’ R &=
P 2
3
-~
oot 3 /]
=
~2 Q
o <

Note

The History Appointments window looks like the daybook, with
one date displaying in a window. You can navigate through the
date range you selected in the same way you navigate through the
daybook.

Blocking the Scheduler

You can block slots to prevent appointments being made during
holidays or dates that a provider is on vacation.

Holidays

To apply a new holiday to scheduler windows:

1 Select Scheduler > Holidays. The Setup Holidays window
is displayed.

2  Click Add. A new identification number is displayed at the
bottom of the list.

3 Type a holiday description in the Description field and press
Tab.

4  Type the holiday start and end dates in the From Date and To
Date fields and press Tab. The Annual option is enabled.

Run the Missed
Appointments report
to see history
appointments. If you
cannot see the history
appointments, select
System > Change
System Settings >
Scheduler and make
sure that Save
appointment(s) to
history when
transaction is posted
is selected.
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Note

You must type a date
within 21 months of the
current date in the
From Date and To Date
fields. If you leave either
of the fields blank or
type a date that does
not fall within the
21-month date range, a
warning message is
displayed.

If you are entering a one-day holiday, type the same date in
both the From Date and To Date fields.

5 Select an option:

o To enter a holiday that occurs on the same date every
year, select Annual.

o To enter a holiday that does not occur on the same date
every year, do not select Annual.

» If the holiday falls on a weekend and your practice will be
closed the Friday before or the Monday after the holiday,
enter the observed day separately.

6 Click OK. A warning is displayed when you attempt to
schedule an appointment on a day defined as a holiday; you

can override the system settings to schedule the appointment.

7 Click Close.

Provider Vacations

All appointment slots for a provider are blocked during business
hours for the duration of the vacation. The phrase Provider on
Vacation is displayed in the scheduler.

To block appointment slots during a provider’s vacation:

1 Select List > Provider. The Provider List window is
displayed.

2  Select the provider and click Edit. The Provider window is
displayed.
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4

5

2| Clse §ZEdE FEAdd o @fnd - fgRefrech
| Information | ID's | Curent Hrs |10 00T |
e :l (FERtiErlLe: 1 ~ Payment/Collections————————————— ~Yacation/Daps Off ——————
~Mame and Address ——————— | Assign Block Slats
Last Name: First Name: Callections ta; 1% || Smiley, Doctor s L
o Dron
! Doctor Insurance forms: (= || Smilay. Dostor gl 7 / L
Middle Mame: Title: Specialty Dentist hd S b
Dr
o i Provider T [~ Provider Preferences ———————————————— | / / -
De%'e:' Dr::l‘i;r bes = Azzistant: 50| Pruitt, Judy . s r
hddess Sched Book 0lx s/ 5
Auto
2901 ork Road Sehed Book: Div " /Y L
City, St. Zip: . . UV L
: 0
Towson o |zoe () |LFoving St 7
[ Business Address ————————————————— Y
e 2901 York Fioad Suite 201 e (77 L
Phone: | [410)555-2388 Towsan MO |[21204- v Credit Card Processing
Sex | Male A [410)555-1010 ’7 = Participating Provider
DOB: [05/17/1964)  Age: 53
T 4
™ Inactive

Select the start and end dates in the Vacation/Days Off
section, and click the appropriate Block Slots button. The
Block Provider Vacation Dates window is displayed.

Block Provider ¥acation Dates [ x|

‘wihen OF. is pressed, blocked slots will be added
ta the scheduler bazed on the vacation start date
and end date and the rooms selected.

Blocked Slotz will be added around existing
appointments if neceszany.

—acation D ate

Start:  03/04/06
End: 08/11/08

 Block Room:

Roomn Name

[ Dr. Smiley-1
[ Hygiene-2

[ Hygiene-3

[ Dr. Holebrock.
[ Dr. Smiley-5
[ Dr. Holebrook.

Wacation Blocked Slot Color: |
Yacation Blocked Slot Text Color:

? ok I ﬁ Cancel |

Select the rooms to block.

Click OK.



Scheduling Appointments

You can schedule patients from different places in the software:

e Daily Appointments window

o Phone Center window

o Patient List window

o Overview tab in the patient chart

Different scheduling procedures are required for the following
categories of patients:

o  Current patients
e New patients
o Family members at the same time
o Emergency appointments
Scheduling Current Patients
To make an appointment:
o Select a date and time for the appointment.
o  Select the patient.
e Access the patient’s Appointment Card.

The details of the appointment—which procedures are to be
performed—are entered on the Appointment Card.

Making Appointments from Daily Appointments

To make an appointment for a patient who walks in:

1 Open the Daily Appointments window.

2 Navigate to the next available slot in the calendar.

Select an available slot, and ask if this meets the patient’s
needs. If not, select another slot, and repeat the process until
the patient agrees on a date and time.

Double-click on the available time slot. The Patient List is
displayed.

Double-click the appropriate patient. The Appointment Card
window is displayed.

The procedures to be performed during the appointment are
entered on the appointment card.

Making Appointments from the Phone Center

To make an appointment using the Phone Center:

1

Click the View PhoneCenter button. The Phone Center
window is displayed.

Select the patient who called.

Click Scheduling at the bottom of the window. The patient’s
Appointment window is displayed.

Click Appt Book. The daybook is displayed, and the
Assistant window is displayed on the daybook, indicating the
patient’s preferences for appointment days and times.

Click Close.
Click Find on the toolbar. The calendar is displayed.

Navigate to the next available time slot, and click OK. The
Daily Appointments window is displayed for that date.

Double-click on the time slot you want. A message asks Do
you want to make an appointment for [patient’s namel?
Click Yes. The patient's Appointment Card window is
displayed.

SoftDent Practice Management Software Initial Training Workbook (DE1055-16) 21 of 30



Note

At the bottom of the
window is a list of all
other patients who are
on the same account as
the selected patient.

Note

If a tooth number or
surface is required for
a procedure, the
software prompts you
to enter the necessary
data.

Making an Appointment from the Patient List

To make an appointment from the patient list:

1

From the main menu, select List > Patient. The Patient List
window is displayed.

Select the patient who called for the appointment.

Click Appointments in the Options section of the Express
bar. The Patient Appointments window is displayed.

Click Appt. Book. The daybook is displayed, and the
Assistant window is displayed on the daybook, indicating the
patient's preferences for appointment days and times.

[Jesze prefers [-MTWTF-] 2:30p - 5:00p ;I
Mo Panoral has been recorded for Jesse LI

ﬁ LCloze |

Click Close.

Find an appropriate slot for the appointment, and double-click
it. A message asks Do you want to make an appointment
for [patient’s namel? Click Yes. The patient's Appointment
Card window is displayed.

In the Appt s field, type any s.
Click OK.
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Making a Family Appointment

To make recall appointments for family members, use the Family

Appointments feature.

To make a family appointment:

1

Click the View PhoneCenter button. The Phone Center
window is displayed.

Select the patient who called.

Click Scheduling at the bottom of the window. The Patient
Appointments window is displayed.

Click Schedule Family in the Options section of the Express
bar. The Family Recall window is displayed.

All family members on the account and their recall due dates
are displayed. If there is anyone whom you do not want to
schedule, deselect the name in the Schedule column. To
schedule recall appointments for the family members, click
Schedule Family. The Daily Appointments window is
displayed with a floating appointment for each family member.

Navigate to the date you want for the appointments. Then
click and drag each appointment to a time slot. When you
release the mouse button, an appointment is scheduled.

Filling Out the Appointment Card

To use the appointment card to make an appointment:

1

Enter the first procedure code for the appointment, and press
Tab. The code description and fee are populated
automatically.

If necessary, enter the tooth number (T#) and
surface/quadrant (Su/Qd). If you do not know the codes,
click on the drop-down list associated with each field.



If more than one procedure is necessary, repeat steps 1 and 2
until all of the procedures have been added. If more than six
procedures are necessary, click the Production Code (7-12)
tab to add them.

If the software does not populate the Slots field automatically,
enter the number of time slots.

If the software does not populate the Assignment field
automatically, enter the assignment for the providers needed.

If necessary, enter the ID number of the provider for this
appointment. The patient's default doctor and assistant are
set in the patient’s record.

If the patient is willing to reschedule the appointment earlier if
a cancellation occurs, select the Short Call option.

Enter any notes for the appointment in the Appt Notes field. If
a note is added, a small red marker is displayed in the
upper-right corner of the appointment in the daybook.

Click OK. The appointment is displayed in the daybook and
Book at a Glance and on the Appts/Recall tab in the
patient's record.

Editing an Appointment

To edit an appointment:

1

2

Select the appointment to be edited.

Click Edit on the toolbar at the top of the daybook. The
Appointment Card window is displayed.

Make the changes and click OK.

Confirming Appointments

To confirm an appointment manually from the Scheduler window:

1

2

3

4

Select the appointment to confirm.

Right-click on the appointment. The Confirm Appointment
for window is displayed.

?l“cl_ose Dial PR Refresh  Patient Account ApptInfo Al Contacts

Patient: Louie ¥incent

—&ppointment |nfo
Date: 01/0442006 Time: 11:00a

Op: 4 DrorHpg: 1
Frocedures: 2391

[
[
[ ®
[410)223-6454

[410)555-8800 =

I

] - o
i -

G1 Home Phone
G1 Work Phone

G2 Home Phone [410)223-6454
Patiert $0.00 G2 'Waork Phone [410)555-3562 » LI
Med Alerts:
Appt Notes: Mame: Louie ¥incent Age: 10

Descr: Home Phone

APPOINTMENT COMEIRMED: [ Phone: (410)1223-6454

Note:l

r— host Becent Contact:

Date | Contact | Message

Contact the patient and confirm the appointment.

After the appointment is confirmed, select the Appointment
Confirmed option and click Close.

Note

The maximum number
of time units available
for the appointment is
displayed to the right of
the Slots field.

Note

You cannot edit the
Date or Time fields, but
you can change
procedures, providers,
the length of the
appointment, and other
details.
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Handling Canceled and Overlapped
Appointments

When you cancel an appointment or attempt to schedule an
appointment that overlaps another, the appointment is removed
from the time slot and displayed in an orange appointment box on
the left side of the Daily Appointments and By Book windows.
The appointment is displayed until you reschedule, autoschedule,
delete, or add it to the Short Call Tickler or Tickler file.

When you close the Daily Appointments window and canceled
or overlapped appointments are unresolved, a window containing
the option to add appointments to the Tickler file or reschedule
them later is displayed. If you do not resolve the problem, the
unresolved appointments are displayed whenever you open the
window.

You can have no more than ten canceled or overlapped
appointments in the window.

Resolving Canceled Appointments

To resolve a canceled appointment:

1 In the Daily Appointments window, select the appointment.

2 Click Cancel Appointment in the Options section of the
Express bar. The appointment is canceled and displayed
floating on the left side of the window. The default background
color is orange, and Reschedule Cancelled Appointment is
displayed at the bottom of the appointment.

3 To review the details of the appointment, right-click the
appointment and select View Appt. When you have finished
reviewing, click Close.
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4 To resolve the appointment, select an option:

e To reschedule the appointment, click and drag the
appointment to the new appointment time.

e To add the appointment to the Tickler file, right-click the
appointment and select Place in Tickler.

e To add the appointment to the Short Call Tickler file,
right-click the appointment and select Place in Short Call
Tickler.

o To auto-schedule the appointment, right-click the
appointment and click AutoSchedule Appt. Select the
start and end dates and click OK.

o To delete the appointment, right-click the appointment
and click Delete.

Resolving Overlapped Appointments
You create an overlapped appointment:
o When there is a provider scheduling conflict.
e When the color scheduling requirements are not met.
¢ When there are not enough available scheduler timeslots.

To resolve an overlapped appointment:

1 In the Daily Appointments window, select the overlapped
appointment.

2 To review the details of the appointment, right-click the
appointment and select View Appt. When you have finished
reviewing, click Close.



3 To resolve the overlapped appointment, select an option:

e To reschedule the appointment, click and drag the
appointment to the new appointment time.

e To add the appointment to the Tickler file, right-click the
appointment and select Place in Tickler.

e To add the appointment to the Short Call Tickler file,
right-click the appointment and select Place in Short Call
Tickler.

e To auto-schedule the appointment, right-click the
appointment and click AutoSchedule Appt. Select the
start and end dates and click OK.

e To delete the appointment, right-click the appointment
and click Delete.

Adding Overlapped Appointments to the Tickler File
Report

To include overlapped appointment information in the Tickler File
report:

1 Select Reports > Recall/Appt > Tickler File. The Output
Options window is displayed.

2  Select an option and click OK.

The Tickler Report Setup window is displayed.

Tickler Report Setup E
r Title

—Dates

Stat: [12/28/2005  »|  Step [01/116/2008 =]

r— Provider Entrie

Include Entries For Provider: I 933 'I

[999 for ALL Providers)

Include Entries with Appointment Length <=| 0
[0 for Appointments of ANY Length)

— Options
¥ Canceled Appointments W Planned Treatments

[ Eroken Appointments v tanual Entries

¥ Missed &ppointments [+ Family Fecal

¥ Follow-Up Appointments W Overlapped Appointments

r— Expert Hption

r— Office Information
I~ | Break by Dffice

| Include &1 Dffices

; Qg gk LCancel |

Include Accounts m

3 Select Overlapped Appointments and click OK.

Handling Missed Appointments

If a patient misses an appointment, the appointment information
remains in the scheduler unless you take appropriate action. You
can set the scheduler to send these appointments to the Tickler
file or to delete them. Use the Scheduler Settings window or the
Scheduler Wizard to set the missed-appointment properties.

Important

You should resolve
all canceled or
overlapped
appointments
before exiting the
software.
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To specify how missed appointments are processed:

1 Select System > Change System Settings > Scheduler.

The Scheduler Settings window is displayed.

_‘?l“cl_ose ffﬁdit T3 Refresh  Warnings  Rooms

[¥ Enable Scheduler

[V Enable Colar Scheduling

Azk to log contact after confirming
appointmernts

Delete new patients/ accounts when
printing the Mizzed Appointment R eport

v Auto-scheduls in slats marked for lunch

I Dizplay office codes instead of ADA
codes on Day Screen and InOffice

I Save appaintment(z) to history when
tranzaction iz posted

I Shaw patient information when
scheduling from the patient screen

¥ Enable Check Out Feature

Murnber of time glotz per hour. 4 Murnber

of operatories: B

Broken appaintrient period: I 1 days

Default for Provider Template: I Default Template to Pravider j

— Dat Matrix Daily Op Schedule Properties
Frint 1 copies of Operatory Schedule

[+ Print phore numbers on Operatorg S chedule

Mizzed Appointments Settings

¥ Remove Colors from 5 cheduler

¥ Enter Missed &ppointments into Tickler

K Carce| |

2 To send all missed appointments to the Tickler file, select
Enter Missed Appointments into Tickler. If Enter Missed

Appointments into Tickler is not selected, missed
appointment information is deleted.

3 To remove scheduler colors and blocked slots, select

Remove Colors from Scheduler. If Remove Colors from
Scheduler is not selected, this information is kept in the

scheduler.

4  Click OK.
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Generating the Missed Appointments Report

The Missed Appointments report lists patients who missed an
appointment that was scheduled within a specified date range.
When you generate the report, you can send missed
appointments to the Tickler file and remove scheduler colors and
blocked slots. After you generate the report, appointments that
were checked out are displayed in the History Appointments
window.

To generate the Missed Appointments report:

1 Select Reports > Missed Appointments. The Output
Options window is displayed.

& Printer € Contact Expert
" Print Preview ) Epoel

" File £ LLzser Label File
= Merge Letter Expert

£ Carcel |

2  Select an option and click OK. The Missed Appointment
Report Setup window is displayed.

Missed Appointment Report Setup

Title
’7 PPOINTMENTS REFORT

r— Office |nformation
[ Include &1 Ofizes

™ Break by/Office

Include Appointments for: 101

r— Option

List All Mizsed Appaintments On Or Before: ID‘I A01./2008 VI

IV Enter Missed Appointments inta Tickler
¥ Remowve Colors From Scheduler

Mate
’7 Appaintrents will be deleted from S cheduler |

i~ Expert Option:

& ok I & Cancel |

¥ Include Colar/Shading




3 To add missed appointments to the Tickler file, select Enter
Missed Appointments into Tickler. If this is not selected,
missed appointment information is deleted.

4 To remove scheduler colors, select Remove Colors from
Scheduler.

5 Click OK.

Scheduling New Patients

Typically, a new patient calls and requests an appointment. The
new patient might or might not have a date in mind. For a new
patient, you want to do several things:

e Collect enough information to create the appointment.
You need the following data during the initial contact with
the new patient:

e Last name

e  First name

e Date of birth

e Provider number

e Home and work telephone numbers

e Determine a date and time for which you have a slot
available and which is convenient for the patient.

The New Patient and New Patient Account records are not
permanent until the patient attends the initial appointment.

To add a new patient who will not be on an existing account:

1 In the Daily Appointments window, find an appropriate date
and time.

2 Select New Patient Appt in the Options section of the
Express bar.

The New Patient Appt window is displayed.

_?I [ Clase

— Patient Information

Marne [Last, First]: | | Office 1D: 1071
Date OFBith. | /7 Age: 0

Doctar: I Djl . Fee Sched: I_U

— Phone Mumbers—————— Referral Infa

Home: [soo) - Refer F'al:l DLI |

wiork: [SDD]H— Fiefer Dr: I DLI |

— &ppaintment Info:
= Initial Exam = Emergency Exam ¢ Other

Code Description T# Su/ld Fee Slots:
T || [ =l = som[ o
Appt Motes: Change Defaults I

Medical Alerts:

Date of Appt: 0170472006 Time of Appt.:  10:00a Fioom: 2
Add patient to an existing account: I il LI

Additional Account Info... I
Kol

3 Enter the following data:

e Last name

e  First name

e Date of birth

e Provider number

¢« Home phone number
e Work phone number

4  If you do not need to enter any additional data at this time,
click OK. The Daily Appointments window is displayed with
the appointment, which contains the New symbol.

After you make the appointment, the account information can be
viewed and edited from the Patient List and the Account List
windows. Until the patient has been activated, many options on
the Express bar are unavailable. In the Patient List, the patient’s
name is in pink.

When the new patient arrives for the appointment, activate the
patient/account.

Note

You can attach new
patients to an existing
account, even if that
account has not been
activated yet.

Important

To make
appointments for
several people in the
family, make sure
that each individual
is attached to the
same account.
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Activating New Patients and Accounts

You have several ways to activate a patient or an account. When
you activate a new patient, the associated account is automatically
activated, and one of two things occurs:

« If you did not attach the patient to an existing account, the
New Account window is displayed. Once the account
information has been completed and that window is
closed, the New Patient window is displayed.

o If you attached the patient to an existing account, the
New Patient window is displayed.

To activate a new account:

1 In the Daily Appointments window, select the appointment
for the new patient.

2 Select Activate New Patient on the Options section of the
Express bar. The New Account window is displayed.

3 Type the information that has not yet been entered in the
appropriate fields.

4  Click OK. A message asks if you want to activate the new
account.

5 Click Yes.
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Skill Sharpeners

Exercise 1—Edit an Appointment

A patient calls and wants to reschedule an appointment for the
same date and time, but one week later. You check the scheduler,
and that slot is available.

To edit an appointment:

1 Select the appointment to be edited.

2 Click Edit on the toolbar at the top of the daybook. The
Appointment Card window is displayed.

38 Make the changes and click OK.

Exercise 2—Confirm an Appointment Manually

A patient calls to confirm an appointment. How do you do that?
To confirm an appointment:

1 From the Scheduler window, select the appointment to
confirm.

2  Right-click on the appointment.
3 Select the Appointment Confirmed option.

4 Click Close.
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Lesson 3

Using the Phone Center

The Phone Center enables you to respond to telephone inquiries
from a patient on the phone. You can make, confirm, change, and
cancel appointments from the Phone Center window.

Accessing the Phone Center Window

To access the Phone Center window, click the View
PhoneCenter button on the Power bar. The Phone Center
window is displayed.

ﬂ 8 ckse Qnd

Sort By:

bb
® Name D © ChatMo © 55 No. © FirtName

¥ bctive Orly

7102 Abbey Charlie []- =« []- 2932 €. Lake Diive

Home Phone

171

17101 Abbey Donald (41005556188 4190 (410)855-1617 2952 E. Lake Diive

17105 Abbey Joanne []- & []- 2932 €. Lake Diive

17104 Abbey Jongthon [ ) - []- 2992 . Lake Drive

20 | Amold Patick (41002929299 4100 (410)p55-6967 2929 Loch Raven Blvd ﬂ

Aecount/Family Information:
Name | D|| Ea\ance| HM' Last Pg&ent' Last Pmtﬂmt' Inactive |
Aecount 1 170200 01022008 0o

00 OGOV
T 71 Y I O

Margbeth Scolt 1 0o 07/08/05 i

Jonathon Abbey 1 E05.00 70805 I

Joanne Abbey (TP) 1 845.00 7/08/05 I 01022008 20000
Infarmation | Insufance\nfol Scheduling | Prescription | Contacts | New Patientl llansaclmns|

Near the top of the Phone Center window is the Find field. Type
the first few letters of the patient’s last name in the field, and a list
automatically displays names that begin with those letters.

In the top half of the window is a list of patients. By default, the
first patient in the list is highlighted.

All of the patients on the same account as the selected patient are
listed in the bottom half of the window. This is useful when some
members of a family have different last names.

Buttons at the bottom of the window provide access to the
following information:

e Information

e Insurance

e Scheduling

e Prescription
« Contacts

o New patient
e Transactions

Tip

You can modify the
sort order of the list.
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Note

To close multiple
windows, click Close
All in the General
Operations section of
the Express bar.

Information Button

Click the Information button at the bottom of the Phone Center
window. The Patient window is displayed.

ﬂﬁclose (Fadd (ZEdt §j0ekte @ Find + DYRefresh Chat Transactions [EyEighity  |abbey, Charle =

rBalances

Last, First.  |&bbey . [Charles Nickname; | Charlie
’ I I I Patient: $156.00
M\ddle,TltIe:I I Home: I[ l-
- Acoount: $1.702.00
Address  [2932E. Leke Dive Wok  [(] - «
) Accountlng| 117010
i, 51.Zp: [Hurt Valley [i0 [ =] kU0
- Office Information

TN Rocal | Dotes | Codes 15 TS Contact IS

i
- . = T
Ser [Mae Markat |Single B Difice 1D: 101
DOB: [OG7067T6 on [Faludy  Age | 9 B2 HesNodlett[IT022005 Chat:
b

Medical Alerts: I j User Codes:
- Referred In By Refered Qut To Aot Codes:
Patient:| 17101 =| |Donald Abbey Doctor 0|
I J I I J I Doctor 1x
Doclol:l Dj | For: |
Hugienist 2x
For: | On | I j
FesSched | 0
e [77 = Dusbak[7/ 7] oozt |
IMSURED
This patient has refemed I_U otherfs] Retumed | / ¢ -
Discount  Hone 7 ¥ o | Ko Hya Rezal |07/05/2005

The Info tab displays the following data about the patient: name,
address, phone number, gender, marital status, Social Security
number, date of birth, account balance, doctor, and hygienist.

These tabs also appear in the Phone Center window:

o Insur.—Displays primary and secondary dental and
medical insurance and guarantors of payment.

« Recall-Displays the patient’s availability and recall cycle.

« Dates-Displays the date of the patient'’s first visit, last
visit, last exam, and so forth.

o Codes—Displays the diagnosis and category codes.

e Notes—Displays notes that you made concerning the
patient.

o Contact-Displays telephone numbers, the e-mail
address, and the person to contact in an emergency.
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Insurance Info Button

Click the Insurance Info button at the bottom of the Phone
Center [patient’s name] window. The Patient Guarantor
window is displayed:

ﬂﬂcl_usa
Guarantor 1| Guarartor 2 | IS NS

Plan Information

Guarantor 1 Information

Dental Plan = | [Balimore Ciy Foice Guarantor:  [Calvin Jacobs
MedcalPlan: | 0 x| DOB IERES 55t [r05e6ar7
Patients Relationship to Guarantor: | Self ‘I Employer: | Sj IBa\limore City Police
(if "other", please describe] l— Status: ¥ Full Time Empl. ™ Full Time Shudent
Femaining Family Deductible: $50.00 ™ Part Time Empl. [ Part Time Student
Last Rollover Date: 03/13/2004 I Refired
Insured Patient:  |CalvinJacobs DOE: I]W2T 414953 S5 |330—54—E477
~Dental Insurance
Fiemaining ¥TO RENEFITS Ortha Used
Guarantor Deduct Unused Used  Used+ TP Ortholsed +TP Oitha Unused
Primary Calvin =l sesoo] stooooo| $0.00 | $0.00 | $0.00 | $0.00 | $0.00
Inzurance |0
Secondary |Mary |l s\0n| 00000 $0.00 [ $0.00 [ 50.00 [ $0.00 [ $0.00
Insurance |0
~ Medical Insuiance Effective Date:
Frimary IW ‘ﬂsurancelDl— ’Vanary DentalJ ISicjndary Dentj\
Y - hd
Secondary IND Insurance 7| Insurance D I

2 Cancel |

The Patient Guarantor window includes

Dental plan name

Medical plan name

Guarantor

Effective dates

Relationship to guarantor

Remaining benefits

Primary and secondary dental insurance

Primary and secondary medical insurance




Scheduling Button

Click the Scheduling button at the bottom of the Phone Center
window. The Patient Appointments window for the patient is
displayed.

ﬂﬁ Close  @Find - + BRefresh  EREit appt ER Cancel appt
Patient Info
Name: [102) Julie Azcott Recallfor: 100000 T/ 4
Addr 9209 Sandpiper Lane Uszer Codes: << Mone 3> Interval: 6 mos
Home: [4100555-8987  ‘work: [410)737-3737 ¥300 Hyg Fecal T EVETEE
Hext d
Rei To: P Bryan On: 02M5/2008 EwpBack /2772009 oot o O5/0822010

Julie prefers [-MTWT--] 09:00a - 05:00p

Date
no | 01/08/2010 | 09:00a 4 30 0 3 | 100000

[~ Include History Appaintments  red = Unconfimed Appt Farnily Appts
Motes / Alerts

HEART MURMUR/PREMEDICATE

This window contains patient preferences for days of the week
and times for appointments, appointments made, procedures
scheduled for each appointment, appointments in the past,
medications required, and so on.

Click the Family Appts button in the Patient Appointments
window to view, cancel, reschedule, or confirm appointments for
any family members associated with a patient.

Prescription Button

Click the Prescription button at the bottom of the Phone Center
window. The Prescriptions For [patient] List window is
displayed. You can add, edit, refill, or delete prescriptions if you
have the appropriate security level.

Contacts Button

Click the Contacts button at the bottom of the Phone Center
window. The Contacts window is displayed.

_?Iﬂclpse WEdt Fadd §joce= - 0+ PRRefresh  (G#Print  CreateMemo HIPAA Only

Julie 01/02/06  Canfirm Appaintr <BLANK> OPEM Tomarrow's Confirmmation List £ Mo

Julie 010106 General Letter Reterral intra note: L M

Julie’ 010106 General Letter Reterral intra note: A M

Julie A01/08 General Letter Referring dr inquiry I Mo

Julie 04418705 General Jenniter Phane Confirmed Appointment I Mo

Julie 10/098/04  General Jenniter Phone Post Card Sent For Recal A Ho

Julie 05/01/04  General Jenniter Phone Confirmed Appointment I Mo

Julie 0372704 General Bonnie Phane Schedule Recall Appt. I Mo
Nates: ;I
-]

The Contacts window displays a list of contacts made by your
office with a patient.

New Patient Button

Because so many functions can be performed from the Phone
Center window, if someone calls, you might click the View
PhoneCenter button without first determining the nature of the
call. If the caller is a new patient, that person will not be on the
patient list displayed in the Phone Center window.

In the Phone Center window, click the New Patient button, and
the Scheduler module opens. Click the New Appointment icon
and the New Patient button.
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Note

In the Phone Center
window, if you highlight
an account and click
Transactions, all the
transactions for the
account are displayed.
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Transactions Button

Click the Transactions button in the Phone Center window. The
patient's Transactions window is displayed.

_?I“C[ose Z{'fgd\t ‘FI- Add ﬁgelete + Outstanding Ins  Claim Status nEligibiIity
Account/Patient Information Medical Ins[~ [ Balances
Account, 17100 Donald Abbey 1M Method Account:  $1.702.00
Fatient: 17102 Charles Abbey ICH 2 Amt Due: $531.90
Primary ECS Guar 1 7 Bank Of America et Exam Due Patient: $156.00
Secondary Mo Insurance 0 Mo Plan Assigned 0170872006 | AmtDue $156.00
T [ T :
07/06/05| 2 150 41 4| Comp Qial Eval-Mew Qi Estab P: 49.00 43.00
07/06/08| 2 272 1| 1|Bitewing Films, 2 Films 44.00 93.00
07/06/08| 2 1120 1|  2|Prophylasis Chidien Under 14 £3.00 156.00
II I Patient Mode I
T Eharges $0.00 : 0 $0.00 0 $156.00 T Balance $156.00
o Creditz $0.00 a0 $0.00 a0 $0.00 o Insurance $0.00
D Insurance $0.00 | S B0 $0.00 A =] $0.00 |7 At Dug $156.00
4, |Amt Dug $0.00 |N| g5 $0.00 Ll g $0.00 | 4 AcctBP $0.00
Y L

You can view the patient’s transaction history, when procedures
were performed, how much each procedure costs, what the

balance is, and so on.




Skill Sharpeners

Exercise 1—Answer General Questions

A patient calls and wants to know the balance on her account.
She also wants to know if her last payment was received.

To help the patient:

1 Select View PhoneCenter on the Power bar. The Phone
Center window is displayed.

2 Type the first three letters of her name in the Find field. The
Phone Center window is displayed with the record of the
patient selected.

Account information is displayed in the Account/Family
Information section of the window.

Exercise 2—Check Insurance Benefits

A patient calls and wants to know what insurance benefit, if any,
remains for her daughter this year.

To find out information about insurance for a patient:

1 Select View PhoneCenter on the Power bar. The Phone
Center window is displayed.

2  Type her name in the Find field. The Phone Center window is
displayed with the record of the patient.

3 Select the patient, and click Insurance Info. The Patient
Guarantor window for her is displayed.

Her deductible and unused benefits for her primary dental
insurance are displayed.

4  Click OK. The Phone Center window is displayed.

5 Click Close.

Exercise 3—Work with Prescriptions

A patient calls and tells you she is in a great deal of pain. She
needs a prescription. The doctor calls in a prescription for Vicodin.
You need to record this.

To add this prescription for the patient:

1 Select View PhoneCenter on the Power bar. The Phone
Center window is displayed.

2  Find and select the patient in the Phone Center Patient List
window.

3 Click Prescription at the bottom of the window. A blank
Prescriptions for window is displayed.

4 Click Prescribe Drug on the toolbar at the top of the window.
The Add a Prescription window is displayed.

5 Click the Drug ID drop-down list. The Drug List window is
displayed.

6 Type VIC in the Find field, and press Enter. Vicodine is
highlighted.

7 Double-click Vicodine. The Add a Prescription window is
displayed again, but now the fields are populated.

8 Click OK. The Prescriptions for window is displayed.

9 Fill'in any fields, if necessary, and click OK. The Prescription
Options window is displayed.

10 Select Call Preferred Pharmacy and click OK. The
Pharmacy Phone Numbers window is displayed, which
contains the phone number of the patient’s pharmacy.

11 Click Close. The Pharmacy Phone Numbers window is
displayed, and a message asks if you want to log a contact for
the call.
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12 Click Yes. The Contacts for window is displayed.

13 In the Re field, type Called in prescription. Type your initials
in the By whom field.

14 Click OK. The Prescriptions for [patient’s namel window is
displayed.

15 Click Close.
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Lesson 4

Adding Accounts and Patients

. . . Note
Every patient must be assigned to an account. Therefore, an Adding New Accounts
account must exist before a patient can be added to the system. A Yo; cag rt]ow acfests
. . . . To add a new account: and update a patient or
new patient can be associated with a new account or with an account record from
existing account. . . . . multiple computers at
9 1 Select List > Account. The Account List window is pie computers a
disol q the same time.
. . isplayed.
This lesson includes: play
. 9 |E¥cClose  §ZEdt fadd Fgoeite €YFnd - b+ MPAsfresh  [Blbocuments Transactions Patients
e Adding New Accounts 2l T
o Adding Patients to Accounts
Haome Phone Jalance ||EP i j
° Add|ng Employers 17100 Abbey Donald (- 0.00
200 Amold Patrick [410)555-7877 « (4105556367 0.00
. Addlng |nSUrance Companies 100 Ascott Sam [410)555-6700 £275 (410)555-8387 41400 0.00
300 Baster Fobert [410)837-3383 « ([410)292-9250 77600 0.00
H | | Pl 2200 Brown Paul [410)555-7896 « (4105553214 350,00 0.00
i andling Insurance Plans 169400 Cage Dariel 102929292 4100 | (1012181209 10000 000
. . . . 500 Carter James [410)555-9393 « (410]444-9858 a.00 0.00
Although transactions are posted to individual patients, the 1000, Cauls dustin (410555700 (41008559000 270 0m
charges are billed to an account. The account balance is the sum 400) Cubetsan | Thomas VHOE7E5676 & 1750760 9 L =
T . i Notes: =
of individual transactions for the account. Ofee . 101 o= 4
User Codes: M J

2  Click anywhere in the window to activate the toolbar.
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3 Click Add on the toolbar. The Account window is displayed
with the Guarantor 1 tab active.

_?Iﬂt[nsa (ZEdt Fadd Fjoelete CREnd

+ MyRefresh  [Elpocuments

Transactions  Batients

- Mame énd Addr

Guarantor 1| Guarantor 2 | [ETEETmEN IENETETE,

Last First: |l

Middle, Tite: |

Adidress; [

City, St Zipr  [Hurt aley

| BN EET|

- Emplopment/S chool

Status: ™ Full Time Empl.

™ Full Time Student

I PatTimeEmpl [ Part Time Student
I™ Retired
Employer: | 0] [
- Insuranc
Dental [ o=
Medical [ o=l

- Personal

Huome i#:
(800) -

Aot D 243500
Office 1D 1o
User Codes

Dr 1 'I Smiley, Doctor

ECES #.
Derntal
Medicaid # Deductible

Employes #: |

[ s000

& ok | &cancel|

™ Inactive

"‘;”D'; L Balances———————————

B0 -« becount .00

Cel

i Insusics 40,00
Budget Flan $0.00

55 No: | - =

pog [/ Min Feyment; | $0.00

Age: D Last Payment: ]

Bomona Last Statement: I L

Sew [Unknown x| 1M ' =

Maital: [Unknown Hotes

Hotes to appear on Billing Stms

4  Enter data in the fields on the Guarantor 1 tab. When you set
up the account, Guarantor 1 is responsible for the bill.

5 To add information for a second, third, or fourth guarantor,
select that tab. The fields on the tabs are identical to the

Guarantor 1 tab.

6 When you have entered all account information, click OK. A
blank Patient List window is displayed, in which you can add

patients to the new account.

See Appendix A—Account and Patient User Codes for a list of
account user and patient user codes.
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Adding Patients to Accounts

Every patient must be assigned to an account, and an account
must exist before a patient can be added to the system. An
account can have as many as ninety-nine patients.

A patient can be added to a new account or to an existing
account. A child might have a first dental appointment with your
practice. If the child's parents are already patients, the child is
added to their account. One of the parents will be Guarantor 1;
the other parent could be Guarantor 2.

To add a patient to a new account, make an appointment for the
patient. The software automatically creates an account. The
account is not activated until the patient arrives for the initial
appointment.

After the initial appointment is made, but before it occurs, view the
account by selecting Lists > Account and double-clicking the
name of the patient. The New Account window is displayed.
When you click Close, the Activate Account prompt is displayed.

SoftDent Software

1 'f ‘Wwiould you like to activate this new account?
*

es Mo |

Activate the account when the patient arrives for the initial
appointment.



Adding Patients to New Accounts

To add a patient to a new account:

1

In the Patient window, click the Info tab to enter personal
information, medical alerts, and referral information.

Click the Insur. tab to enter information about the patient’s
dental and medical insurance.

Click the Recall tab to enter patient recall information and
patient preferences concerning appointments.

Click the Dates tab to enter important date information.

Click the Codes tab to enter default diagnosis codes and
category codes for the patient.

Click the Notes tab to enter notes for the patient.

Click the Contact tab to enter information about contacting
the patient—cell phone, fax, beeper, and e-mail addresses.

Click OK and click Close. The new patient is displayed in the
Patient List window.

Adding Patients to Existing Accounts

To add patients to an existing account:

1

Select List > Account. The Account List window is
displayed.

Select the account to which you want to add a patient.

Select Patients on the Options section of the Express bar.
The Patient window for that account is displayed. All the
patients that have been added to the account are listed.

Click Add on the toolbar. A blank Patient window is
displayed.

10

11

12

13

The data displayed is the same as Guarantor 1. If the patient
is different than the guarantor, change the data appropriately.

Click the Info tab to enter personal information, medical
alerts, and referral information.

Click the Insur. tab to enter information about the patient’s
dental and medical insurance.

Click the Recall tab to enter patient recall information and
patient preferences concerning appointments.

Click the Dates tab to enter important date information.

Click the Codes tab to enter default diagnosis codes and
category codes for the patient.

Click the Notes tab to enter notes for the patient.

Click the Contact tab to enter information about contacting
the patient—cell phone, fax, beeper, and e-mail addresses.

Click OK and click Close. The new patient is displayed in the
Patient List window.

_?Iﬁc\;.se Weadd (ZEd: fgoee= GEE + DWRefesh Ghart Transactions @REiobiiey  [Bbey, charie =]
SortBy:
’Vf“ Name € ID © ChatNo ¢ S8 Mo (" FirstName
17102 Abbey Charlie (- = 15600 07/08/05 /7 i
17101 | Abbey Donald [410/555-8188 1130 3600 07/08/05 D036 2
17105 Abbey Jaanne (- = 84500 07/08/05 /7 i
17104 Abbey Jonathon - = 60500 07/08/05 /) 0
201 | Aold Patrick. 410)292-9299 x100 60000 07/26/05  01/02/06 2 +
102 Ascott Julie [410)737-3737 5300 000 11/06/05 | 01/02/06 3 +
108 Ascott Katie (- = 24200 11/08/05 |/ / 1
101 Ascott Sam [410/55-6700 4275 000 110805 | /7 4
304 Baster Jaok (- = 3600 05/24/05 D036 O
305 Baster Fatie - = 000 06A17/05  01/03/06 0
Office 1D: 107
Home#: [ ) - Alerts
Chart #: << None »» Motes: <¢ None 2>

4
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Note

Before you can
associate an
insurance plan with
an employer, the
employer information
must be entered.

Adding Employers
To add an employer:

1 Select List > Employer. The Employer List window is
displayed.

ﬂﬁcl_use (ZEdt {Fadd fgoelet= Gffnd + TyRefresh
Fidg——— Sort By
: * Name 1D
[¥ Active Only

O R I

B Anna's Floral Designs (4105557636 »

5 Baltimare City Police [ 3820928 w409

7 Baltimare County Fire Fighters (4105056985 »

9 Bank Of America [B00)322-3930

3 Banter Refinishing [410)555-8025

8 Black & Decker [410)555-2323 %

18 Central Christian Aszembly Beth Silverman [410)355- 3562

13 Circuit Court For Baltimore Co (41005555201 «

12 Comecast Cable [BO0)410-7012

22 Flarnigans [410)222-2222 j

2  Click anywhere in the window to activate the toolbar.
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3

4

Click Add on the toolbar. The Employer window is displayed.

ﬂﬂqc.se (Cedt fodd oee G + PyRefresh
General Info | Contact Info |
r—Address Infarmation

Ermplayer 10 23

Company Mame ||

Address |

|

Ciy.5t2Zp | [ - =

Phaone |[]- " Fa:-:l[]'
Wwieh Linkl Dj I Browse |
[™ Inactive Ml

Enter the following information:

« Company name
e« Address
¢« Phone number




5 To add contact information, click the Contact Info tab. The Adding Insurance Companies

Contact Info window is displayed.
To add an insurance company:

_?Iﬂcl_ose RZEdt (Fodd jjoelete GEnd  «- + [§Refresh

1 Select List > Ins. Co. The Insurance Company List window
General Info |~ Contact Info I

is displayed.

 Contact Info

Contact: I ﬂﬂc\pse (et Ghadd ot @End b ¢ e

Find——— SortBy:
Phone: []- = Faw: I[ 1 - &N ol

[ Active Orlp
Alternate Phore: | ] - = Altermate Fax: [1-
| - I ETM N 23 TR
Cell Phone: I[ - Beeper [1- = 2 Aetna 5220 8and Lake Cicle Oilando P95 1(300JBS2-6200 4019

17 Ameritas PO Box 568741 Lincaln ME  BB516 (500)555-3055 «

E-mail: I 1 Blue Cross & Blue Shield OF Mew Jers 929 Halpem Circle ‘woodbridas M 07095 1800j222-35929 »

. 4 Cigna P.0. Box C1520 Meridan CT 06450 (203)555-9309 »

Alternate E-mail I 5 Connecticut General P.0. Box 3839 Bakersfield CA 91722 (B00)329-2939 »

9 Dela Dental PO Box 8007609 M Little Rock AR 72116-7609  (BO0/SS-3114 %

‘* LCancel | 21 Department Of Public Welfare 12345 wellare Wap Reston WA 2ma0 [1-
10 Equicar PO Box 4939 Calurbus OH 43201 (500)555-4399 «
18 First Health FO Box 5410015 Milwaukee Wl 53213 (B00)853-7383 &
16 General American PO Box 99358 StLouis MO 6347 (500)555-4652 « j

6 Enter the following information: Niles B
|

Contact: << None>»

o Contact name e )

o Contact phone numbers

e Contact e-mail address 2  Click anywhere in the window to activate the toolbar.

7  Click OK. The information is saved.
8 Click Close. The Employer List window is displayed.

9 Click Close.
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3 Click Add. The Insurance Co window is displayed.

2 |Mcise o i Q &
Information ] HEAInia | c
Address Information Phone Humbers
Insurance ColD: 25 Trojan 1D -
Comparny Marne: | Rl () - x
Addiess: | Phane 2. | [ ] - &
| Faxl: [0 1 -
City, 58, Zip: [ I S
ECS Information Additional Information

Paper Tppe:  |Mone - ez

Payer ID: -
Prov/Prac ID: o ‘wieh Link: | 0w | Browse

I ERA Capable Defauk Plar: [ 0 [ |

[ Inactive ﬁ LCancel

4  Enter the appropriate data, and click OK to save it.

5 Click Close. The Insurance Co List window is displayed, and
the company you added is now listed.

6 Click Close.
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Handling Insurance Plans

You can define four insurance plans for each patient: primary

dental, secondary dental, primary medical, and secondary

medical.

To add an insurance plan:

1 Select List > Ins. Plan. The Insurance Plan List window is

displayed.
il 8 close ;chht ﬁ- add 'flgelete EXind + PyRefresh  Bluehook
Find——— Soit By:
= Atwe o & Mame D " Group Mo
_ Group Number [l insurance Company m E ligibility Phone wﬂ
8 Anna's Floral Designs 25305 Ameritas Dental [ ] - =«
4 Baltimare City Police 7BI7987 Aetna Dental  [8001555-8220
5 Baltimore County Fire Fight 92300 Aetna Dental  [300)555-1002 »
T Bank OF America 39333 Connecticut General Dental  [800)855-7477
9 Bauter Refinishing 4852034 (General American Dental  [8001555-8050
E Black & Decker 77803 Cigna Dental  [410)555-76E6 »
21 Blue Crogs & Blue Shisld 798738 Blue Crogs & Blue Shield 0 Medical [ ] - »
10 Central Christian Assembly 622113 Preferred Health Metwork.  Dental — (900)555-7555 »
24 Cigna Capitation Plan Cigna Dental [ ] - «
11 Circuit Ct For Balta County - 3526891 Lincaln Mational Dental  [300)555-1245 « d

Contact

Motes:

Estimation Type: Percentage PPO

Irs. Millie Everly

=
=

2  Click anywhere in the list to activate the toolbar.




3

10

11

Click Add on the toolbar. The Insurance Plan window is
displayed with the Information tab active.

P {FEi Eadd foeee @ 4 [YRefiesh Hliebook
Infarmation I [SEERCM] Claim Filing | Contact Info
PlaniD: 25 Trojan Id: hd wa e S -
i~ Plan Information ——————————————————————
Name: |
Group MNumber:
rAssociated IDs———————————————— —_— lﬁ
3 -
Insurance Co: [ an Tpe: et
Mai Ta ml— Zst‘;m:llun Type: | Percentage 'I
ub Type: lm
Default Employer. 0=
Type Changed I
Pre-fwth Mail Ta: 0x
Anniversary Moith m
i~ Phone Mumber
Phane: [r- =
Blighiit: T * [¥ Maximum Coverage $1.000.00 x
Fax 1 - Orthadontics Maimum $0.00 =
Contact; Family D eductible $50.00 =
N Individual Deductible $25.00 »
otes:
Charge Per Yisit $0.00 =
I Inactive
4K Conce

The identification number for the new plan is generated by the
software. If you subscribe to Trojan, click the Trojan Id
drop-down list, and select the appropriate Trojan carrier.

Type the name of the employer in the Name field.

From the Insurance Co drop-down list, select the insurance
company that sends payments.

From the Mail To drop-down list, select the office to which
you send claims.

Type phone numbers and notes in the appropriate fields.

In the Group Number field, enter the plan’s group number.

From the Plan Type drop-down list, select Dental or Medical.

From the Estimation Type drop-down list, select the type of
plan.

12

13

14

15

16

In the Anniversary Month drop-down list, select when the
plan’s deductible and year-to-date benefits are reset. If the

plan has a lifetime deductible and no yearly maximum, select

None/Other.

If the plan has a yearly maximum, select the Maximum
coverage option and enter an amount.

If the plan has a family deductible, enter the amount in the
Family Deductible field. The family deductible must be equal
to or greater than the amount in the Individual Deductible

field.

Enter other data on the Information tab as needed.

Click the Coverage tab. The Coverage window is displayed,
displaying fields for the appropriate plan, dental or medical.

2 |ckse et o Fioees @End

FlanID: 26

Tiojan Id. I -

Name: ITest Name

~Associated D

Insurance Cao: 4 = || Cigna

Mail To m l—

Default Employer: m lm

Pre-futh Mail To m l—
~Phone Numbers

Phone: []- «

Eligibility. []- «

Fan #1: l[]—

Contact l—
Motes:
™ Inactive

+ MyAsfresh  Bluebook
Information Caverage | Claim Filing | Contact Info
Ded Percent Wit Pd Mos
1 Diagnostic e i e i I
Hhay mmsmas [0 T [0
2 Preventative 100000133939 [ | 100% I I_U
3 Restorative 200000263393 ¥ | 80% r[o
2900.00-2333.93
Inlays and Onlays 2510.00-2654.99 [ | 50% r I_D
Posts 2950.00-295599 v | 80% r P
4 Erdodonfics  2000.00-393993 |+ | 80% im
5 Periodontics 4000,00-4935.33 ¥ 0% I I_D
§ ProsthodonlticsR - 5000.00-5933.99 v [{IE3 u I_U
7 ProsthodonticsF  6000.00-6939.99 v il r I_D
Crorng 2700.00-2839.99 | | 50% [ Ij
8 Oral Surgery 7000.007999.99 [ | 80% [ 0
9 Othodontics  B0D0.00G939.99 | | 50% [ I_U
10 Adj. Services 4000.00-9995,99 v 80% | I_U

Allowance Tab\a:l 0
Full Mouth/Panaral Interval |0 [rot checked =

i

0|

K

;* Cancel

17 Enter coverage information for each procedure class. This

information is used to estimate the patient and insurance

portion of the fees.
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18 Click the Claim Filing tab. The Claim Filing window is

displayed.

ﬂﬁc!osa {Zedt (ndd Ffoelt= GEnd
Trojan Id v

Flan|D: 26

Hame: ITestNamE

~Associated IDs

Ingurance Co: m lC\gna—

Mail To [
Default Employer: m IWIEIDES@
Fre-duth Mail To m l—

~Phone Mumbers—————————————
Pharne: [1- =

Eligibility []- =
Fan #1: -
Contact

Motes:

™ Inactive

+ Pyrsfresh  Elushook

Information | Caoverage

[V Prik Clair Form |m- 151 # STANDARD 4D FORM 2002, 2004 lj
I™ Seale TaFit

[~ Use Alemate Display

™ Use Diagnosis Codes

[T Use HERLS Codes

[V Preauthorization Required
[ Use Guarantor Employee #
I™ Benefits to Patient

[¥ Accept Signature on File
[¥ Subtract Deductible First
[¥ Precede COT Codes with the letter D'

This plan accepts COT Yersion IZUDE <
ECS Plan Type: [None hd

[¥ ECS Capable Primary [~ ECS Capable Secondary
[™ ECS Preauth

I™ Resubmit Orthe Ins Farm

I™ Resubrmit Continuzus Care Form

™| Fiint UCH

|_1 Payment/Fesubmission Frequency

I™ Treat Patiznt s Guarantor for Claim

X Cancel

19 Claim form and electronic-services information is displayed.

To select a claim form to use to print or transmit electronically,
select the Print Claim Form # option and enter the form

number.

20 Select the other necessary options.
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21

22

23

24

25

Click the Contact Info tab. The Contact Info window is
displayed.

ﬂﬁc[ose Vet Skadd Foekte GFnd + PyRefresh  Bluebook

i Clairn Filing J| Contact Info
PenlD: % Troianld: lﬁ (LU e ERCl Claim Filing | Contact Infa
Marne: ITestName
rhsoclated Ds——————————————————
Insurance Co. 4 x| [Cigra Other Phone: | INHERIER
Mail To m l— Fax #2: l[]—

Default Employer: & | | Anna's Floral Desig

Pre-uith Mall To 0~ li Ernail #1: I
—Phore Numbgrg—————————————— Email #2: |
Phane: [)- =«

Eligibility: [)- =

Fax #1: I[]—

Contact l—

Motes:

™ Inactive

ﬁ Cancel

Enter additional phone numbers and addresses in the
appropriate fields.

Click OK to save the insurance plan data.
Click Close. The Insurance Plan List window is displayed.

Click Close.

For information about estimating insurance, see the SoftDent
online help.



Skill Sharpeners

Exercise 1—Add an Account

You have a new patient who has no account in the database, and
you need to add a new account record.

To add a new account record:

1 Select List> Account. The Account List window is displayed
in FIND mode.

2 Press Enter. The account name is displayed in the title bar.

3 Click Add. The Account window is displayed, and the
Guarantor 1 tab is active.

4  Type the name and address of the account guarantor in the
Name and Address section.

5 Type in, or select from a drop-down list, the account data in
the appropriate fields:

o  Employment or school status
e Medical or dental insurance plan

o Guarantor's employee number in the Employee # field, if
it is different from the Social Security number

e  Guarantor's home, work, and cell telephone numbers,
Social Security number, date of birth, sex, and marital
status in the Personal section

e« Account doctor
e Insurance calculation method: ICM 0, ICM 1, or ICM 2

e Minimum payment amount toward an account balance in
the Min Payment field.

« Notes in the Notes field.

e  Electronic statement options in the Send Automated
Statements section.

6 To add information for a second guarantor, click Guarantor 2.

7 Click OK.

Exercise 2—Add a New Patient

To add a new patient to the account you just created:

1 In the Patient List window, click Add. A message asks
whether to add the new patient to the selected patient
account.

2  Click No. The Account window is displayed.

3 Type the information, and click OK. A blank Patient List
window is displayed.

4  Click Add.

5 Type the patient’'s name, address, nickname, and telephone
numbers in the appropriate fields.

6 Add either an additional patient record identifier or a patient
user code.

7  Select the patient’s default doctor and hygienist from the
drop-down lists.

8 Type the fee schedule associated with the patient. When you
post a procedure to the patient, the fee schedule determines
the cost of service. Fee schedule O is the default.

9 Select the patient’s preferred contact method. The preferred
method is highlighted in yellow.
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10 Press Alt + Enter to save the information. The Info tab is the 22 Click the Contact tab to enter information about contacting
active window. Personal information, medical alerts, and the patient—cell phone, fax, beeper, and e-mail addresses.

referral information is displayed. _
23 Click OK

11 Select the patient’s sex and marital status from the drop-down ,
. - . . 24 Click Close.
lists. Type the patient’s Social Security number and date of

birth in the appropriate fields.

12 To enter a medical alert, first deselect the Has No Alert
option, and then type the alert information in the Medical
Alerts field.

13 To indicate that the patient was referred by another doctor or
patient, type the data in the Referred In By section.

14 Press Ctrl + Tab to activate the Insur. tab window. Dental and
medical insurance information is displayed.

15 If the patient is insured, select the primary and secondary
guarantors.

16 Select a relationship between the patient and the account
guarantors from the Patient’s Relationship To section.

17 Press Ctrl + Tab to activate the Recall window. Recall
information, appointment preferences, and missed and broken
appointments are displayed here.

18 Press Ctrl + Tab to activate other tabs—including Dates,
Codes, Notes—and populate them appropriately.

19 Select a pharmacy from the Preferred Pharmacy drop-down
list.

20 Select the employment status of the patient from the Status
drop-down list.

21 Select the patient’s school or employer from the appropriate
drop-down list.
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Lesson 5

Handling Payments

This lesson includes: 5 Enter data in the following fields:
o Posting Payments from Patients e« Code-Select 1 Cash from the drop-down list. Tip
Account payments
o Posting Payments from Insurance Companies *  Amount-Enter the amount of the payment. can also be made
from the Account
« Posting Adjustments o Date—Make sure the current date is displayed. List window.

. . 6 Select your preference:
Posting Payments from Patients youre
. . o To post the payment to a patient’s balance, click Amount
Payments from patients can be by cash, check, or credit card. . .

and type the amount in the appropriate row of the

Payments by Cash Amount column.

o To post the cash payment to the account balance, click
By Age. The payment is distributed so the oldest balance
is paid first.

Although you probably will not receive many cash payments in the
mail, a patient might stop by to make a cash payment.

To process a payment in cash: ) ) o
7  Click Post. The Payments window is displayed.

1 In the Patient List window or the Patient window, select the

. , o 8 Click Close. The Transactions window is displayed with the
patient who is submitting a payment.

transaction that you just posted.
2 Click Transactions. The Transactions List window is
displayed.

3 Click Payments in the Options section of the Express bar.
The Payments window is displayed.

4 Select the Personal option. The Payments - Personal
Payment window is displayed.
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Note

In the Accounts
Payment window,
you can change the
default values for how
payments are to be
distributed within the
account.

Payments by Check

Typically, payments made by mail are in the form of checks and are
for one-patient accounts or multiple-patient accounts.

Payment from an Individual Patient

To process a check received for an individual patient:

1 In the Patient List window or the Patient window, select the
patient who is submitting payment.

2 Click Transactions at the bottom of the window. The
Transactions List window is displayed.

ﬂﬂ Close & Edit §# Add F Delete - + Outstanding Ins  Claim Status
Account/Patient [nformation Medical Ins I Balances
Account 200 Patrick Arnold ICM Method Account $680.00
Patient 201 Patrick Amold CM 2 Amt Due: $352.50
Frimary ECS Guar 1 2 United Parcel Service Mext Exarn Dus Fatient: $680.00
Secondsy Mo Insurance 0 No Plan Assigned 10/28,2009 | Amt Due: 435250
o P e Oral Eval - Me
ng.10/08| 1 1| 1] Bitewings - Tweo Films 44.00 93.00
na10/08| 1 1| 2| Prophylasis - Adult 56.00 159.00
navzasoe| 1 2 1 Insurance Check Payment 155.00 0.00
10418508) 1 2330| 23 ) 1 1 | Resin Composite - 1 Surface. Al 103.00 103.00
11aes02) 1 2 1 Insurance Check Papment E2.40 4080
12808 1 El 1 Check Payment 40.60 0.00
oa/z1/0a| 1 150 1| 1| Comprehensive Oral Eval - New 48.00 45.00
032109 1 272 1| 1| Bitewings - Tveo Films 44.00 =3.00
0z:21/08) 1 1110 1 2 | Prophplaxis - &dult EE.00 153.00
04:15/09) 1 2 1 Insurance Check Papment 159.00 0.00
o1/0240( 1 27sz| 10 1| 1] Crown - Porselain Fused to Moblk| 680,00 £80.00
[ [ Patient Mode |
1 |Charges soo00 | 0 s327.50 | 0 $680.00 | | | Balance $680.00
o | Credits $0.00 30 s$0.00 a0 $0.00 |, | Insurance $327_50
D |Insurance $0.00 M| g so.00 | * G0 s$o.00 |1 | AmtDue 435250
s |[Amt Due $0.00 5| o cnam | L] e $0.00 |4 | AcctBR s0.00
v L
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3

Click Payments in the Options section of the Express bar.

The Payments window is displayed.

_?I [icose  Foelte post

™| Fiefunds
I Tansfer Gredits
I Pre-PayiAdiust

AMOUNT REMAINING:

$0.00

$0.00

o

& o | ke

~Select ps Paymert | —Account |
I Fersonal Code: =] Palrick Arnold
™ Insurance. Amount $0.00 Acct. Bal $680.00
I™ Collection Ad Dater  [01/0272005 =] Ins. Bal $327.50
I Production Adi At Due $352.50

Last BP Paymeni:

7
~Patient Info
Patiick
Dr: D.Smiley
Current $680.00
30 Days: $0.00
60 Days: $0.00
30 Days: $0.00

Select the Personal option. The Payments - Personal

Payment window is displayed.

2 [fAcse Fioc Fost

 Select Oy Payment | ~ecount |
Personal || oo Exl cheek [ Patiick Arnold
Payment Amaurt [ $35250  pank s | Acct Bal, $680.00
Distibute - B In. Bl $327.50
By g At Due: $352 50
ek Last BP Payrent
Speify Distrbution by I
—Ip::::,”; = ~FatRnt e
Patrick
D D Smiley
Curent $560.00
D $0.00
| | 60Daps $0.00
AMOUNT FEMAINING:  $000 & Fost | K Cancel] | 30Das $0.00

Enter data in the following fields:

e Code—Select 3 - Check from the drop-down list.

e Amount-Enter the amount of the payment.

o Date—Make sure the current date is displayed.

e Check #-Type the check number.

o Bank #-Type the bank number.




8

9

Click Post.

Click Close. The Transactions window is displayed with the
transaction that you just posted.

Click Close. The Processing Options window is displayed.

Click Cancel. The Phone Center window is displayed.

10 Click Close.

Payments by Credit Card

To process credit card payments in the software, you must use

ePayments. Contact your sales rep for more information.

Credit card payments can be processed manually or with a card

swiper.

To enter a credit card transaction manually:

1

2

Click List > Patient. The Patient List window is displayed.

Select a patient and click Transactions. The patient
Transactions List window is displayed.

Click Payments in the Options section of the Express bar.
The Payments window is displayed.

Select the Personal option. The Payments - Personal
Payment window is displayed.

Click the Code drop-down arrow. The ADA Transaction
Codes window is displayed.

Double-click the appropriate credit-card payment code. Press
Tab. The Payment window for credit cards is displayed.

[
[ Select Operation
Personal
Payment

Distribute:
By ge

Everly
Speity Distribution by:
Amount
Parcentage

Payrnent Infomation Aosaunt Info

Code: 11 Difdine I~ Use Last OC # Robert Baxter

Aanourt 571,70 CardPresernt ¥ view CCHumber| | | acct ol $776.00

Dale:  [10/182007 ] MameiLastfist |1/ Hra e Bal $404.30
Acct #, ExpMMAY), - ! Amt. Due: $371.70
i, Authcization 1
D Humber

— Last BP Payment
i

O Ay Submi PLEASE ENTER THE ACCOUNT INFORMATION. —PatientIrfa

Patty

Dr D.Smiley

Currert: $327.50
30 Days: $0.00
| | 60Daps: $0.00

AMOUNT REMAINING: $0.00 & Fosl | 0<§me\| 90 Days: $352 50

Enter data in the following fields:

¢  Amount—Enter the amount of the payment.

o Date—Make sure the current date is displayed.
o Acct #-Type the credit card number.

o Exp (MM/YY)-Type the expiration date.

e Zip—Type the cardholder’s ZIP code.
Important

e CVD Number-Type the CVD number. If you are posting

an amount that is

less than the

. . amount due, you

o By Age-This is the default method. The payment is must use the By
distributed to the oldest transaction on the account first, Age or Evenly

buttons to
then the second oldest, and so on.
distribute the

payment. The
Amount Remaining

Select the method of distribution:

¢ Evenly—The payment is distributed among all

transactions on the account. must be $0.00
before you can
¢« Amount-The payment is posted to a specific patient’s post the payment.

balance. Click Amount and type the amount in the
appropriate row of the Amount column.
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9 Click Submit to begin the transmission process.

10 After you receive an authorization number, add notes, if
necessary.

11 To print a receipt, click OK at the prompt.

12 Click OK.

Posting Payments from Insurance
Companies

Insurance payments can be made as:
o Anindividual payment for a single claim
e A bulk payment for multiple claims

Individual Insurance Payments

To process an insurance payment for an individual:

1 Select List > Patient. The Patient List window is displayed.

2  Select the patient for whom an insurance check has been
received, and click Transactions from the toolbar. The
Transactions List window is displayed.
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ﬂﬁ Close L& Edit ¥ Add T Delete - + oOutstanding Ins  Claim Status
Account/Patient Infarmation Medical Ins T Balances
Account: 17100 Donald Abbey ICM Method Account  $1.702.00
Patient 17101 Donald Abbey ICM 2 Amt D ue: $531.90
Frimary ECS Guar 1 7 Bank Of America Mext Exam Dus Patient: $96.00
Secondary Mo Insurance 0O Mo Plan Assigned 011072010 Amt D ue: $39.20

01/04/10 1 Surface, primary or |

[ Patientrode |

1 |Charges $96.00 o $56.80 o $36.00 | . | Balance $96.00
o |Credits soo0 | ap sooo B | a0 $0.00 | | Insurance $56_80
o |Insurance $56.80 M| g t0.00 | “ | &0 s0.00 | | AmtDus $39.20
o |Amt Due $39.20 s o t000 U | =0 $0.00 |4 | AcctBP $0.00
v L

In the Options section of the Express bar, click Payments.
The Payments window is displayed.

Select the Insurance option. The Payments - Insurance
Payment window is displayed.

ﬂ s Fockte post

-~ Select Operation—— [~ Payment Infarmation

~Account Inf
ok | B checks: | Donald Abbey
Insurance | Aot | 000 Bank# | hectBal $1.702.00
Pa}.ment Date 01/02/2006 . Ins. Bal $1.170.10
Clair: e Amt. Due: $531.90
Reditribute Find? ¥ Deried? ™ Last BP Payment
i
- Patient Info
Danald
1 $96.00 $0.00 Dr. D.Smiley
Chale 1§10700  §000 $107.00 3000 _
Charle: 4 pAM 000 A00 $00D Curerk: $36.00
donathon 1 $60500 48400 $121.00 4000 0Dy 50.00
Joamne 1 §3600 §25280 36320 4000
Joamne 4 452900 $37BE0 §1E250 3000 =l | eoDas $0.00
AMOUNT REMAINING $0.00 & | #(Qance\| 0Days: $0.00

The Code field is populated for you. Code 2 is an insurance
payment.



10

11

Type the amount, select the claim number, verify that this is a
final payment for this claim, and type the check number and
bank number in the appropriate fields.

Click Post. A message asks if you want to update the
Bluebook.

Click No for this lesson. A message asks if you want to send a
billing statement. Click Yes or No.

If you selected Yes, you are given the option of printing the
statement now or printing to a batch. To print a statement
now, click Yes. To print to a batch, click No.

If you click Yes, the Output Options window is displayed.
Select the option you want—printer, screen, or file—and click
OK.

If you select Printer, the Single Billing Statement Setup
window is displayed. When you have made your choices, click
OK.

Click Close.

Bulk Insurance Payments

A bulk insurance payment is typically one check that pays multiple
claims from different accounts.

To process a bulk insurance payment:

1 Select Insurance > Insurance Payments. The Insurance
Check Info window is displayed.

_?I“C!nse

Compary [ B[  BilngDr [ 0=

Plan | I3 || D0S from | 7 /7 w |/

Code m Insurance Payment Flan Fee IW

fmount | 000 Date [01/02/2006 x| PlanDe | 0 x][.

CheckNo | ™ Piirt Secondary Claims

BankMo. [ -0' ok | & cancsl

2  Use the drop-down lists or type the following data:

e Insurance company

Note
o Date of service range The default transaction
' code is 2 - Insurance
e Transaction code Payment.

« Amount of the check
e«  Check number
e Bank number

Make sure that the default date is correct.

3 Click OK. The Insurance Payments window is displayed. The
top of the window displays the check information that you
entered, and the bottom is blank.
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4 Click Load Claims. The Insurance Payments window is 10 If you click Yes, the Output Options window is displayed.

populated with the claims that meet the criteria. Select the option you want and click OK.
ﬂﬂc!ase {¥add LoadClaims Remove Sort Post  Edit Distributions  Ecit Wrike OFF far Trans If you Se|eCt Printer the single Bi"ing Statement Setup
1
Compary 2 betna Amourt 529600 window is displayed.
FlanID 4 Balimore Ciy Folcs Flan Fes 000
Claims: 4 Remaining: $10.00 Single Billing Statement Setup %]
PATIENT NAME |+ $ ~Message
401 * Culbertson, Tho N 19 1 1243108 $34.00 $34.00 $7.20 3000
243402 * Sample, uslin [N B2 1| 01/02/06 300 96300 96300 3000 $0.00 ||
243401 * Sample, Jog N B3 1 01/02/06 $153.00 $153.00 4158.00 $0.00 $0.00
01 *Sampldoe [N B4 1) 01/02/08 9600 9600 956.80 5000 000 ~Filing Charge
Itemize Transactions forthe last | 45 days.
Apply a charge of $000 dollars
for accounl age 0 das Difice Information———————————
L|J ~Finance Charge—————————————— Include for, 101
*in PATIENT NAME fisk] drects SOFTDENT ta make final paymen on thal claim Atyedemad) 0000 e T e 24 Ofices
* column means payment was deried - SOFTDENT matks claim as peid $0.00
Break by Off
K fior account age 0 days. I™ Break by fioe:
: o , , & Corel
5 Edit the claims, if necessary. For example, if one of the claims

listed is not included on the check received from the
11 Select your options and click OK. The Insurance Payments

window is displayed again.

insurance company, select that claim and click Remove.

6 The Payment column shows the amount expected from the
insurance company. If the amount is different than what was 12 Click Close. A message is displayed, asking if you want to exit
received from the insurance company, click Edit Insurance payments.

Distributions to edit the amount. 13 Click Yes.

The window changes to Edit mode. Select the amount to
change, and type the new amount. Then click OK.

Checking the Status of Unpaid Claims

_ ' If you use electronic services, you can check the status of an
7 When you have made the necessary edits and adjustments to

unpaid claim that was submitted electronically.
the list of claims, click Post. The Bluebook Update Method

window is displayed. To check the status of an unpaid electronic claim:
8 Type O if you do not want to update the Bluebook, and type 1 1 Review your transmission summary reports and verify that the
if you want to update the Bluebook for each claim. Click OK. claim was sent electronically.

A window is displayed that asks if you want to print batched
2  Review your daily reports and check for rejected claims,

requests for additional information, or error messages.

billing statements.

9 Click Yes. To print a statement now, click Yes. To print to a
batch, click No. 3 Check the payer ID number. If you find an error, enter the

correct number and then cancel and resubmit the claim.
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Check the group number. If you find an error, enter the correct
number and then cancel and resubmit the claim.

Check the status of the claim online.

Contact the insurance company, and provide the following
information:

» Verification that the claim was sent electronically

e Insured party's name

e Insured party’'s Social Security number

e  For BlueCross BlueShield patients, the member number
e Patient's name

o Date of service

e Amount of the claim

Contact an eServices support representative, and provide the
following information:

e Your account number

e Insured party's name

o Insured party’s Social Security number

e For BlueCross/BlueShield patients, the member number
o Patient's name

o Date of service

e Amount of the claim

« Patient control number, which is a 17-digit number found
on the Transmission Summary or Transmission Log
reports

Posting Adjustments

Post a production adjustment when the production doctor or the
fee is changed. Use production adjustments to post provider
allocation changes, courtesy credits, insurance adjustments, and

write-offs.

To post a production adjustment to an account or patient record:

1

In the Account List window, select the account and select
Payments.

¢ In the Account window, select Payments.

e In the Patient List window, select the patient and select
Transactions. The patient Transactions window is
displayed. Select Payments.

¢ In the Patient window, select Transactions. The patient
Transactions window is displayed. Select Payments.

The Payments window is displayed.

Select Production Adj. in the Select Operation section. The
Payments — Production Adjustments window is displayed.

Select the charge adjustment code from the Code drop-down
list. The transactions total is displayed in the Amount field.

Type the collection doctor's identification number in the Dr $
column for each transaction.

Type the adjustment amount in the Amount column for each
transaction.

To add a note to a transaction, select the Notes column for
the transaction and type the information.

Click Post and Close.

Note

Support representatives
cannot check the status
of a claim that is more
than 60 days old.

Tip

If you select a write-
off code (codes
50.90 to 50.91),
select the claim from
the Claim
drop-down list.
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Note

The Bluebook tracks the
amount an insurance
company allows for a
planin an area. Type the
allowed amount, which
can be found on the
check and the
Explanation of Benefits.

Note

The Plan field on the
Insurance Check Info
window is optional.

Note

If the plan is linked to a
company, this
information is displayed
in the window.

Skill Sharpeners

Exercise 1—Process a Bulk Insurance Payment

Assume that in this morning’s mail, you receive a check for
$278.80 from the Aetna insurance company/Baltimore City Police
plan. The check number is 1234; the bank number is 4321. The
EOB (Explanation of Benefits) identifies the following allocations:

o Patient A—$63.00
e Patient B-$159.00
o Patient C-$56.80

To process this bulk payment check:

1 Select Insurance > Insurance Payments. The Insurance
Check Info window is displayed.

2 Type the following data:

e Company-2 Aetna

e« Code—-2 Insurance Payment
« Amount-$278.80

e Check No-1234

« Bank No—4321

3 Click OK. The Insurance Payments window is displayed,
with the data that you entered.

4  Click Load Claims. All outstanding claims for this company
are displayed.

5 The top right of the window shows that $1002.20 is
remaining to be paid because you have not received payment
for claims # 201, 1604, 1302, and 401. Therefore, select
those claims, and click Remove.

6 The four claims are removed from the list. No other edits or
adjustments are needed, so click Post. The Bluebook
Update Method window is displayed.
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7 Because the amount of the insurance payment is exactly what
the software estimated, there is no need to update the
Bluebook, so click OK.

8 When you are asked to print batched billing statements, click
Yes. The Output Options window is displayed.

9 Click OK. The Single Billing Statement Setup window is
displayed.

10 You are satisfied with the defaults on this window, so click
OK. The statement is printed, and a blank Insurance
Payments window is displayed.

11 Click Close. A message is displayed.

12 Click Yes.

Exercise 2—Process an Individual Insurance Payment

You have received a check in the mail from Aetna for $327.50. The
check is the final payment for a claim made on behalf of a patient,
who works for United Parcel Service. The check number is 1236;
the bank number is 4321.

Process this check, and print a statement to mail to the patient.
For this exercise, do not update the Bluebook.

To process this check:
1 Select List > Patient. The Patient List window is displayed.
2  Select Patrick Arnold from the list.

3 Click Transactions on the toolbar. The Transactions List
window is displayed.

4 Click Payments in the Options section of the Express bar.
The Payments window is displayed.



10

11

12

13

14

15

16

Select the Insurance option. The Payments - Insurance
Payment window is displayed.

Use the following values in these fields:

e Code—Defaults to 2 insurance payment.
o Amount—Defaults to $327.50.

o Date—Defaults to today’s date.

o Claim—Defaults to 11.

o Final—Selected

e Check #—-1236

« Bank #—4321

Click Post. You are asked if you want to update the Bluebook.

Click No. You are asked if you want to send a billing
statement for the account balance of $352.50.

Click Yes. You are asked if you want to print the statement.
Click Yes. The Output Options window is displayed.

Click OK. The Single Billing Statement Setup window is
displayed.

Make your selections, and click OK. The Payments window is
displayed.

Click Close. The Transactions window is displayed, and the
payment of $327.50 that you posted is the most recent
transaction.

Click Close. The Insurance Copay window is displayed.

Click Post Copay LATER. The Processing Options window
is displayed.

Click Cancel, and click No when asked if you want to add a
lab case.

Exercise 3—Process an Insurance Payment and Update the
Bluebook

You receive a payment from BlueCross/BlueShield for $248.50
against a claim made for a patient. This is not the amount that you
were expecting the insurance company to pay. Process the claim,

and update the Bluebook.

To process this claim:

1

10

Select Insurance > Insurance Payments. The Insurance
Check Info window is displayed.

Select Blue Cross and Blue Shield of New Jersey from the
Company drop-down list. Type $248.50 in the Amount field.
Select Print Secondary Claims.

Click OK. The Insurance Payments window is displayed.
Click Add. The Patient List window is displayed.
Type THO in the Find field.

Double-click the patient’s name in the list. The Claim List
window is displayed.

Double-click the claim for which the check was received.
There is only one claim that was submitted for Dan Thomas,
so double-click it. The Insurance Payments window is
displayed.

The expected payment from insurance was $377.60, but the
actual payment was only $248.50. Therefore, click Edit
Distributions. The window is displayed in Edit mode.

Type the amount of the check in the Payment field, and click
OK. The toolbar is activated.

Click Post. The Bluebook Update Method window is
displayed.
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11

12

13

14

15

16

17

18

19

Type 1 in the Bluebook Update Method field, and click OK.
The Update Bluebook Entry window is displayed.

Click Edit. The window is displayed in Edit mode. Make the
following changes:

» Select Chg to indicate that a change has occurred.

« Type $248.50 in the Paid column (the amount that the
insurance company allowed).

o Type 50 in the % column (the percentage that the
company paid).

Click OK.

Click Close. The Claims Submitted to Secondary Carrier
window is displayed.

Click OK. You are asked to print batched billing statements.

Select Yes, and click OK. The Insurance Payments window
is displayed, but now it is blank.

Click Close. You are asked if you want to exit insurance
payments.

Click Yes.
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Lesson 6
Generating Statements

This lesson includes:

e  Setting Statement Preferences

o Setting Printing Preferences

e  Generating Paper Statements

o Generating Electronic Statements

o Transmitting Electronic Statements

Setting Statement Preferences

Before running your statements for the first time, you need to
answer such questions as: What is the minimum balance that
should exist before a statement is generated? When should the
statements be sent? When is an account considered overdue?

To set billing statement defaults:

1 Select System > Change System Settings > Billing
Statements. The Billing Statement Settings window is
displayed.

? |H§close  §ZEdit PRRefresh  Printing Preferences  Messages

Note

Miniraurn Ammount Due to send statement I $0.01 'I

i~ IF an account has outstanding insurance: i~ Cycle Biling Due By Dats
[ Send statement if there is at least the ™ Enable Cycls Biling Set the "Please Pay By date on
minimum amaount dug Ack o seljd statement the billing statements to be:
I™ Send statement if there is no amount due IV after final insurance: ' days from biling date:  [25 =
payment
Agk for payment of amount due; 5
F [othenwise ask for full account balance) L day of month

Cycle Biling Period 25
i~ Billing Charg: [mirimum number of I_

Apply to overdue accounts $0.00 = g;ﬁﬁ:m‘:;’? an

account)

' do not show Due By date

For accounts overdue morethan |0« | daps

r Finance Charg r Statement Archiving

MPR I 0.00 ApR 0.00

Far accounts overdue mare than |0 | daps

¥ Delete archived statements older than: I 12 months
binimum Account Balance to Apply I $0.01 =

ﬁ;an:el

¥ Archive Printed Statements

I™ UseBiling DR Finance Charge, whichever is areater

Click Edit. The default values can now be changed.

In the Minimum Amount Due to send statement field, type
the minimum amount that must be owed to generate a
statement.

In the If an account has outstanding insurance section,
select any combination of the three choices.

In the Billing Charge section, type the amount to be charged
for an overdue account. This is a flat fee. If an account has a
balance due, this amount is charged, regardless of the
amount owed. In the For accounts overdue more than field,
type the number of days that defines an overdue account.

The software
automatically
generates the
corresponding rate
in the other field.
For example, if you
type 1.5 in the MPR
field, the window
automatically
displays 18 in the
APR field.
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Note

When establishing
charges for overdue
accounts, you can
have a flat fee, a
percentage, both a
flat fee and a
percentage, or the
larger of the flat fee or
the percentage.

6 Inthe Finance Charge section, type the interest rate used for
finance charges. If you use a monthly interest rate, type it in
the MPR field; if you use an annual percentage rate, type it in
the APR field.

7 In the For accounts overdue more than field, type the
number of days that defines an overdue account.

8 To prevent an account from receiving multiple statements
within a specified date range, select the Enable Cycle Billing
option, and type the number of days between billing
statements in the Cycle Billing Period field.

9 In the Due By Date section, select an option.

Setting Printing Preferences

To set statement printing preferences:

1 Select System > Change System Settings > Billing
Statements. The Billing Statement Settings window is
displayed.

2  On the toolbar, click Printing Preferences. The Printing
Preferences window is displayed.
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3

il 5 Clos=

™ Practice name is preprinted on statements:

i Print 30, 60, 90 day dunning messages. ' in account user
codes overides this setting

W Digplay claim number nest to transactions invalving insurance

~ Dizplay "waiting Ins" ar "Ins Complete' next ta tranzactions
invalving insurance

I | Display Funning Balance

¥ Post a statement sent cods to the accourt

[ Display statement sent codes on statemerts

™ Pritit statemerts in zip code order [othenwise name order)

™ Show old Insurance Transfer Code [103000.50) on statements

r For DMO/HMO plans, show UCR on bills, walkouts and
treatment plans

[~ Make distibuted insurance checks one entry on statement

¥ Mot to exceed I 1 pagels) *

* Electranic Statements Only [single page fits up ta 25 transactions]

ﬁ Lancel |

’, Show transactions for the last 45 days

Select your preferences, and click OK.




Generating Paper Statements

Whether generating paper statements or electronic statements,
the process consists of two phases:

o Previewing statements
o Printing statements
To preview paper statements:

1 Select Reports > Accounting > Statements > Paper >
Statement Preview. The Paper Statements window is
displayed.

7 |[fcese (=0
i~ Account Search i~ User Cad
Only inchude Accounts with:
Start: il
WILLIAMS 'I
End "_ : Exclude Acoounts with
Include Inactive Accounts T
Dal
[ Previev+ statements first run on: 0/24/200 ‘ 2
i~ Praviders
~Biling Charge Setup [ sssl=l [ o]
Apply a charge of $0.00 dolars - -

- -
Far accounts overdus mare than 0 days.
= 0> 0=
Finance Charge Setup
0= 0=
~ -

Apply a charge of 0.000 MPR
Far accounts overdue mare than 0 days.

Mote: Biling and Finance charges are not included in Account To select all providers, set
tatals until the statements are actually printed or electionically fist provider to 999,
submitted. Therefare the Statement T otal displayed during
Statement Preview may nat reflect actual tatals,

- Office Information

r Transaction Detail Setup Starting Office ID: m

[ ltemize transactions for the last 45 days Ending Office ID 0
¥ Mot to exceed 1 pagefs)®
sactions)

* Electronic Statements Only [single page fitz up to 25 tan:

Send for amount due grester than or equalta | $0.01 dallars

Statement Message:

| (@ ox ] & coree |

2 To identify the statements to be run:

o Inthe Account Search section, select the starting and

ending names to include in the report from the drop-down

lists in the Start and End fields.

« Inthe User Code section, type codes to include in the
Only include Accounts with field. Type codes to exclude
in the Exclude accounts with field.

¢ Inthe Transaction Detail Setup section, type the number
of days for which you want transactions itemized on the
statement.

¢ Inthe Send for amount due greater than or equal to _
dollars field, type the minimum amount for which a
statement will be generated.

« In the Statement Message field, type a message you
want to display on all statements.

When you have made your choices, click OK. The Paper
Statements List window is displayed. Tip

Blue text indicates
accounts with invalid

? |“C|_DSE Edit Acct  Preview Preview Al 1Print

Account Name | Current | Thirty | Sty | Minety | Total I At Due | - addrelssesl and
v Abbey, Donald 4534110 ESZ250 000 21140 B13800  2891.40 fusch|a text |nd|CateS
¥ dmold, Patrick B36.50 0.00 0.00 2EZH0 115400 921.50 .
[ Ascott, Sam 256300 B30 n.on 53670 476000 2207.00 accounts with no
[ B anter, Fiobert 404.30 0.00 n.on aF.70 F7E.00 .70
¥ Biown, Pl B47ED 27250 oon 11000 103000 3E2s0 | balances. No
[ Carter. James 4050 0.00 000 4050 &1.00 4050
¥ Culbertson, Thomas 7.20 0.00 000 41.80 43.00 41.80 St.atements are
[ Duncan, Lawrence 7E.80 0.00 000 19.20 56.00 19.20 prlnted for these
¥ Eagan. &nna 0.00 0.00 000 B6.00 G6.00 B6.00
[¥ Endo, Robert 291.80 0.00 n.on 2220 4E5.00 2320 accounts.
W Grant . |&ffren FRAN 0o nnn 190 SR NN 192N j
r—Additional Information
Last Ppmt Date:; 03/20/07 ICM Method ICM 2 Budget: ==
Last Ppmt Amount:  106.00 Status:
| ast Statermant: 05/31/07 Insurance Amaunt: 330660 -
Account Note | oK
IVIPIBase pay on time!
" Perzonalized Statement Mote for Selected Account ‘
Statement Count: 18 Statement Total:  $10,700.36
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4  Select from these options:

e To sort the list by account name, account balance, or
amount due, click the column label.

e To exclude a statement, deselect it in the Account Name
column.

o To display additional information, select the account. The
information is displayed in the Additional Information
section.

e Toinclude a statement note, select the account and type
the note in the Personalized Statement Note for
Selected Account field.

5 To view or edit account information, select the account and
click Edit Acct. The Account window is displayed. Edit the
record and click OK.

6 Select from these options:

o To preview statements for specific accounts, select the
accounts and click Preview.

e To preview statements for all accounts, click Preview All.

e To print statements, click Print.
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Generating Electronic Statements

To generates electronic statements, you must use eServices.

Contact your sales rep for more information.

To preview electronic statements:

1

2

Select Reports > Accounting > Statements > Electronic >
Electronic Batch Preview. The Electronic Statements

window is displayed.

Far accounts overdue mare than 0 days

Mote: Biling and Finance charges are not included in Account
totals until the statements are actually printed or electionically
subrmitted. Therefore the Statement Total displayed during
Statement Preview map not reflect actual totals,

? |ﬁC|_ose L Edit
hccount Search r—User Codes
Only include Accounts with:
Start: ABBEY = I—
: WILLIAMS -
Bk I _I Exclude Accounts with
™ Include Inactive Accounts T
Dal
’7 Presiew statements first run on: | ~ Froviders
i~ Biling Charge Setup I 939 ;I I 0 LI
Apply a charge of $0.00 dallars, lﬁ =
Far accounts overdue mare than 0 days
~Finance Charge Setup
Apply a charge of I 0,000 MPR 0= 0 j‘

To select all providers, set
first provader bo 999,

r Office Information

i~ Transaction Detal Setup Starting Dffice |D: m
Itemize transactions for the last I 45 days —— Ending Office I m
¥ Mot to escesd I 1 pagels)®
* Electronic Statements Only [single page fits up to 25 ransactions|
Send for amount dug greater than or equal lol $0.01 dollars.
Statement Message:
I ¥ ok I X Cancel |

Use the Electronic Statements window to identify which

statements are to be sent:

¢ Inthe Account Search section, select the starting and

ending names to include in the report using the
drop-down lists in the Start and End fields.




e Inthe User Code section, type codes to include in the
Only include Accounts with field. Type codes to exclude
in the Exclude accounts with field.

e Inthe Transaction Detail Setup section, type the number
of days for which you want transactions itemized on the
statement. Since you are charged for each page in a
statement, you might want to select the Not to exceed
option, and type 1 in the corresponding field.

e Inthe Send for amount due greater than or equal to _
dollars field, type the minimum amount for which a
statement will be generated.

o Inthe Statement Message field, type a message you
want to display on all statements.

Click OK. The Electronic Statements List window is
displayed.

?lﬂcl_ose Edit Acct Preview Preview Al 15end

Account Name | Curent | Thirty | Sixty | Ninety | Total Amt Due | -

¥ Abbey, Donald 463410 E32.50 0.00 21140 B1593.00 289140

I¥ Amaold. Patrick 256,50 0.on 0.00 26250 1153.00 921.50

¥ Ascatt, Sam 255300 1671.30 0.00 E3570  47R0O0 2207.00

[V EBiaster, FRobert 404.30 0.00 0.00 37170 77600 770

[ Brown, Paul E47.50 27250 0.00 oo 103000 382,50 ]

[ Carter, James 40.50 0.00 0.00 4050 a1.00 4050

¥ Culbertzon, Thomas 720 0.oo 0.00 41.80 43.00 41.80

[ Duncan, Lawrence 7E.80 0.00 0.00 13.20 96.00 13.20

W Eagan, nha 000 0.00 0.00 EE.00 EE.00 EE.00

¥ Endo, Fiobert 281.80 0.00 0.00 kel 4E5.00 2320

¥ Grant leffreg FRAN nnn nnn 1920 SF 0N 192N LI
r— Additiohal Information

Last Ppmt Date: 03/20/07 1M Method: 1M 2 Budget; s

Lagt Pymt Amount: 106,00 Satus

Last Stalemerk: 05431407 Insurance Amount: 330660

Account Note: | oK
“F’Iease pay on time!

" Personalized Statement Mote for Selected Account ‘

Statement Count: 18 Staternent Totak  $10,700.36

Select from these options:

o To sort the list by account name, account balance, or
amount due, click the column label.

e To enter a new address, select the appropriate account,
click Edit Acct, and make the appropriate changes.

¢« To remove a statement from the list of statements to be
sent to the clearinghouse, deselect it.

e To add an individual note to a statement, select the
account and type the note in the Personalized
Statement Note for Selected Account field.

To view or edit account information, select the account and
click Edit Acct. The Account window is displayed. Edit the
record and click OK.

Select an option:

o To preview a specific statement, select the account and
click Preview.

o To preview all statements, click Preview All.

Click Send. The Output Options - Electronic Batch
Summary window is displayed.

Select the output option for the Statement Summary report
and click OK.

The Electronic Batch Summary report is printed, and a
message is displayed. Click Yes.

The statements are sent to a batch file for transmission. If you
click Cancel before the process is complete, the batch file is
not created.

Note

The maximum number
of detailed transactions
on a page is 25.
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In addition to creating the electronic statements, these reports are Transmitting Electronic Statements

generated:
To transmit a batch file of statements to the electronic

e Electronic Statements—Provides a list of the accounts clearinghouse:
that will receive electronic billing statements, plus

balance information for each account 1 Select Insurance > Electronic Services or click the Run

eClaims/eStatements button.

o  Statement Run Summary—Provides the following

information: IE,

« Total statements sent
o Total balances billed The Electronic Services window is displayed.

e Outstanding insurance Electronic Services
e Amount due

o Budget Plan Statements—Provides a list of the accounts
that will receive budget plan statements. Also provides
the following information:

e Annual percentage rate
o Budget plan balance
e Minimum payment

2 Click Statements. A submenu is displayed.

3 Click Transmit. The Transmission window is displayed.

4  After the file is transmitted, the Reports List window is
displayed.

5 Click PRINT ALL and exit electronic services.
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Skill Sharpener 4  Select from these options:

Exercise 1—Preview Paper Statements o To sort the list by account name, account balance, or

. amount due, click the column label.
You want to set up and preview paper statements.

¢ To exclude a statement, deselect the checkbox in the

To preview paper statements for all accounts:
P pap Account Name column.

1 Select Reports > Accounting > Statements > Paper >
Statement Preview. The Paper Statements window is
displayed.

o To display the additional information, select the account.
The information is displayed in the Additional
Information section.

2 To identify the statements to be run: o Toinclude a statement note, select the account and type

the note in the Personalized Statement Note for
Selected Account field.

o Inthe Account Search section, select the starting and
ending names to include in the report from the drop-down

lists in the Start and End fields. 5 To view or edit account information, select the account and

click Edit Acct. The Account window is displayed. Edit the
record and click OK.

e Inthe User Code section, type codes to include in the
Only include Accounts with field. Type codes to exclude

in the Exclude accounts with field. 6 To preview statements for all accounts, click Preview All.

o Inthe Transaction Detail Setup section, type the number
of days for which you want transactions itemized on the
statement.

e Inthe Send for amount due greater than or equal to _
dollars field, type the minimum amount for which a
statement will be generated.

« Inthe Statement Message field, type a message you
want to display on all statements.

3  When you have made your choices, click OK. The Paper
Statements List window is displayed.
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Lesson 7

Using Electronic Services

This lesson includes:

o Electronic Services
o  Setting Up Communications

See the online help for information about the ePayments Secure
module.

Electronic Services

Electronic services (eServices) is an optional module. In
conjunction with third-party providers, the software enables you to
use the Internet to transmit statements and claims, receive
reports, process credit cards, and check on patient insurance
eligibility and benefit information, among other things.

To access eServices, click Insurance > Electronic Services. The
Electronic Services window is displayed.

Fie View SUbmk ots_Repurt Optons_5etcp_Windon o

Electronic Services

Setting Up Communications

To set up communications:

1 From the Electronic Services window, select Set Up >
Modem. The Modem Settings window is displayed.

% | Modem Settings

MEE

— Sign On Information

Pravider TIN I-

Account Mo. I

Internet File Transfer settings
[ 9 |ezervices. practicewarks. cam

 Phone Infarmation

Phone Mumber Ii

Phone Type ITc-ne vl

— Modem Initialization String

 Modem Setting
Cam Port 1 v
Baud Rate Im
Parity INone LI
Data Bits IS LI

Stop Bits

I‘I vI
— Timeout Setting

Transmit
Script Matchl 3

Receive

Retries

— Mizcellaneou

LogFile |

Tranzmit Script Ipw-:c-mm.tra

Receive Script ||:-w-:c-mm.rec

Delay Date/Time |

Tranzmit Count I

Test/Production |

Comprezzion Flag |

Digplay Warnings as Popup messages

v

& o

A CAMCEL |

2 In the Provider TIN field, type the provider’s tax ID number.

3 In the Account No. field, type your electronic services

account number.
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4 In the following fields, keep the default settings:

e Parity

e Data Bits

« Stop Bits

e Transmit

e Receive

e Script Match
e Retries

5 To enable electronic claims submissions over the Internet,
select Internet File Transfer settings. You must have an
open Internet connection on the computer from which claims
are submitted.

6 In the Phone Number field, verify the electronic services
telephone number. If you must dial 9 before making an outside
call, type 9 and a comma before the number.

7 In the Phone Type field, select Tone or Pulse.

8 In the remaining fields, keep the default settings unless
instructed to change them by a technical support
representative.

9 Click OK.
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Skill Sharpener

Exercise 1—Set up communications using a modem to
connect to the Internet.

To set up communications:

1

Select Insurance > Electronic Services. The Electronic
Services window is displayed.

Select Set Up > Modem. The Modem Settings window is
displayed.

Type your provider's tax ID number.
Type your electronic services account number.

To enable electronic claims submissions, select Internet File
Transfer settings.

In the Phone Number field, verify the electronic services
telephone number.

In the Phone Type field, select Pulse.

Click OK.
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Lesson 8

Using TeamTalk Notes

Use TeamTalk to create notes that display automatically when
certain events occur. For example, every time you call a patient to
confirm an appointment, you might want a note to display that
reminds you to ask the patient to bring an insurance card.

This lesson includes:

o Viewing Existing TeamTalk Notes
o Creating TeamTalk Notes
e Deleting TeamTalk Notes

TeamTalk notes can be applied to all records of a certain type—for
example, all patient records or all account records—or only a single
designated record. TeamTalk notes can be set up to display when
an event occurs, only the next time that an event occurs, or when
an event occurs within a specified date range.

Viewing Existing TeamTalk Notes

To view existing TeamTalk notes:

1 From the main menu, select TeamTalk > General TeamTalk
Lists. The TeamTalk Lists window is displayed.

2  Select a category of note from the List Notes For drop-down
list.

3 Select a note, and click Edit on the toolbar.

Creating TeamTalk Notes
A TeamTalk note is based on:

¢ Which type of record the note applies to:

e Account

o Employer or school
e Insurance plan

e Patient

o Whether the note is displayed for one record or for all
records of a particular type.

*  Which type of event will trigger the note. The events that
trigger a note are specific to the note type.

*  When the note is displayed.

e Which conditions to associate with the note.

« What description and text best details the note.

o Whether a sound is played when the note is displayed.

You can add a TeamTalk note by using the TeamTalk button, the
Wizard, or the TeamTalk window.

Note

TeamTalk notes are
internal; they can be
read by anyone on the
staff.
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Note

You can add TeamTalk
notes to patient,
account, employer,
school, and insurance
plan record types.

)

TeamTalk

Note

To change a setting,
click Previous until the
correct window is
displayed, select the
correct setting, and
click Next.

Using the TeamTalk Button to Add TeamTalk Notes

To create and attach a TeamTalk note to the record of a specific
patient:

1

2

Select List > Patients. The Patient List window is displayed.

Find the patient to whom you want to attach the note, and
double-click the patient’s name. The Patient Record window
is displayed.

Click the TeamTalk button on the Power bar. The TeamTalk
Patient Notes window is displayed.

? | Close  §& Edt (& Add [ Delete [F Refresh

ListNotes for v

[ Petient [Name [Desciipion | SteriDate | EndDate | Date Created
All All Mo DOB Always Abways 03/18/2019
201 Aemoled, Paick Veritylnsurs. . Evant Event 02/05/2018
1502 Nicholes, Elizabeth  RefilDrug  Event Event 020542019

o Ortho. Tany Congratulate .. Event Ewent 03/18/2019

Click Add. The TeamTalk Settings window is displayed.

- Show Mot

“when | -
W Activating new Patient

¥ Calling Patient -
W Checking-in Patient

¥ Checking-out Patient

W Confirming Appointrment From ¥
¥ Editing Appointment
¥ Editing Patient

@ AbMest Event
' Always
" InDate Range

To L

W Entering Appaintment Boak, ;I
W Unzelzct Al
This nate has 0 condition(s] attached.  Exlra Settings.. |
L
Description
Teut -

chimes. way
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Select when the note should be displayed in the Show Note
section of the window.

Type a description of the note in the Description field.
Type the note in the Text field.

Click Save. The note is displayed when the conditions you
selected are met.

Using the Wizard to Add Patient TeamTalk Notes

To use the Wizard to create a patient TeamTalk note:

1

2

10

11

12

Select Wizards > TeamTalk Wizard, and click Next.
From the drop-down list, select Patient, and click Next.
Select the types of event to trigger the note, and click Next.

To select all patient records, select Every Patient Record,
and click Next.

Select Always, and click Next. The note is displayed for every
patient record.

Do not select Extra Settings. Click Next.

To play a sound when the note is triggered, select Play sound
when note appears, and click Next.

In the Description field, enter a brief description of the note.
In the Note field, enter the text of the note. Click Next.

Click Finish. A message states that the settings are saved.

Click OK. A message asks if you want to create another
TeamTalk note.

Click No. A message asks you to create a note for another
record type.

Click No.



Using the TeamTalk Window to Add Notes

You can also create a TeamTalk note in the TeamTalk window. It
has the same result as using the Wizard, but you can do many of
the steps in one window.

To create a TeamTalk note using the TeamTalk window:

1 From the main menu, select TeamTalk > TeamTalk Setup.
The TeamTalk Settings window is displayed.

il
Thiz Nate Wil Appear For

Database Type " One/Few Accounts 0~

| & EvenyAccount

Show Note

‘when | o
[~ Adding a Patient (s At Mest Event
[~ Calling Account ' Alwaps

[~ Editing Account E

" InDate Range
[~ Posting Account Payment

[~ Frinting Billing Statement hd
[~ Printing WalkDut Statement Iy -
[ Transfering 4 to Budget Plan
T Wirwinn Rurinet Plan i
v Select All
Extra Settings.

Note
Description |

Text

™ Play sound when note appears

|chimes.wav J J
& oo

2 Select the note's associated record type and display
frequency. Type a description and the note text, and click
Save.

3 Click Close.

Deleting TeamTalk Notes

To delete a TeamTalk note:

1 From the main menu, select TeamTalk > General TeamTalk
Lists. The TeamTalk Lists window is displayed.

2  Select the note record type from the List s for drop-down list.
The notes associated with the record type are displayed.

3 Select the note and click Delete. A confirmation message is
displayed.

4 Click Yes.
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Skill Sharpeners

Exercise 1—View a TeamTalk Note
You have a new employee, and you want him to become familiar
with the TeamTalk notes that have been set up for patients.

To review existing notes:

1 Select TeamTalk > General TeamTalk Lists. The TeamTalk
Lists window is displayed. Account is displayed in the List
Notes for drop-down list, but there are no notes listed.

2  Select Patient from the Account drop-down list. Three notes
are displayed in the window.

Four columns are in the window: Patient, Name, Description,
Start Date, End Date, and Date Created. The word All in the
Patient column means that the note applies to all patients.

3 To read a note, double-click it. If you select the third note, the
Note Settings window is displayed.

4 After reading the note, click Close.

Exercise 2—Add a TeamTalk Note for One Patient

Create a TeamTalk note for a patient indicating that a copy of her
insurance card needs to be made the next time she comes in for
an appointment.

To create this patient-specific TeamTalk note:

1 Select List > Patient. The Patient List window is displayed.

2 Double-click the patient's name. The Patient Record window
is displayed.

3 Click the TeamTalk button on the Power bar. The TeamTalk -
Patient Notes window is displayed.
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4  Click Add. The TeamTalk - Patient Note Settings window is
displayed.

5 In the Show Note section, click Checking-in Patient and At
Next Event.

6 In the Description field, type Insurance Card.
7 Inthe Text field, type Make a copy of her insurance card.

8 Click Save.

Exercise 3—Delete a TeamTalk Note

When you no longer need a note, you can delete it. For example, a
patient has brought in a new insurance card. You had a note
reminding you to scan the new card, so now you can delete the
note.

To delete a note:

1 Select TeamTalk > General TeamTalk Lists. The TeamTalk
Lists window is displayed.

2  Select Patient from the List Notes for drop-down list. The
TeamTalk - Patient Notes window is displayed.

3 Select the note for that patient.

4  Click Delete on the toolbar at the top of the window. A
message asks you to confirm the deletion.

5 Click Yes. The TeamTalk - Patient Notes window is
displayed.

6 Click Close.



Exercise 4—Edit a TeamTalk Note

You want to redefine the minimum high balance for a
High-Balance TeamTalk note from $1,000 to $2,000.

To edit a TeamTalk note:

1 Select TeamTalk > General TeamTalk Lists. The TeamTalk
Lists window is displayed.

2  Select Patient from the Show Notes for drop-down list. All
notes associated with patients are displayed.

3 Select the note that has High Balance in the Description
field, and click Edit. The Note Settings window is displayed.

In the Show Note When pane, three occasions are selected
that indicate when the note is displayed: Checking-In
Patient, Confirming Appointment, and Making
Appointment.

The following statement is to the left of the Extra Settings
button: This note has one condition attached.

4  Click the Extra Settings button, and the TeamTalk Setup
Wizard - Conditions window is displayed.

5 The conditions for this note indicate that the note is displayed
only when the balance is between $1,000 and $4,000. Click
Edit, and the window becomes active.

6 Highlight the $1,000 amount, type 2000, and press Tab. The
software formats the amount and puts a dollar sign before it.
Click Next. You are prompted to add another condition.

7 Click No. The condition that you edited is displayed.
8 Click Finish. The Note Settings window is displayed again.

9 Click Save and Close.

Exercise 5—Add a TeamTalk Note Using the Wizard

Create a note that displays at check-in for any patient who has

referred two or more patients to your practice.

To create this TeamTalk note:

10

Select Wizards > TeamTalk Wizard.
Click Next.
Select Patient from the drop-down list.

Click Next. You are prompted to pick an event that will trigger
the note.

Select Checking-in Patient, and click Next. The initial
window of the TeamTalk Setup Wizard is displayed.

To display notes for every patient who meets the criteria,
select Every Patient Record. Click Next.

To display the note every time the criteria are met, select
Always. Click Next. You are asked to add one or more
conditions that affect when the note is displayed.

Select Extra Settings. Click Next. The extra settings
conditions are displayed.

Although only six conditions display at one time, the full list
shows more than thirty conditions. Use the scroll bar at the
right to see other conditions on the list. In this case, select
Number of Referrals from the drop-down list. Click Next.

Select Greater Than from the Number of Referrals
drop-down list, and type 1 in the next field. You are creating a
condition by which a TeamTalk note displays for any patient
who has referred two or more patients to your office. Click
Next.

Tip

In the Show Note
When pane, scroll
down to see the third
condition.

Note

Instead of editing a
TeamTalk note, you
can delete the old
note and create a
new one.
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Note 11 You are asked to add another condition. Click No.

You can have as many 12 You are asked if you want to play a sound when the note is
as three conditions. . .
displayed. Click Next.

13 Type a description and the text for the note. Click Next. A
window that summarizes your selections is displayed.

14 Review the choices that you have made. To change
something, click Previous; to start over, click Cancel. You are
satisfied with the note, so click Finish. A message tells you
the entry is saved.

15 Click OK. A message asks you to add the note to another
event.

16 Click No. The following prompt is displayed: Would you like
to create a note for another database record type?

17 Click No.
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Lesson 9

Using the InOffice Feature

Use the InOffice function to track patients from the time they arrive
in your office until they leave.

This lesson includes:

o Displaying the InOffice Feature
e Processing a Patient
e Using the Electronic Router

Typically, in the morning the populated InOffice window displays
all the appointments for that day.

You can track when the patient arrives, when the patient moves to
the operatory, the time spent in the operatory, and when the
patient leaves the operatory. When a patient checks out, you can
clear the patient from the InOffice window.

From the InOffice window, you can:
e Post transactions
e Submit claims
e Log contact information
« Display the patient’s balance
o Schedule appointments
e View transactions and treatment plans

« Activate new accounts

e View or capture patient portraits
e View a patient chart

o Update medical history information

Displaying the InOffice Feature

To display the InOffice feature:

1 Select List > InOffice. The InOffice window is displayed, but
does not contain appointments.

2  Click Fill InOffice. The Fill InOffice window is displayed.

Fill InOffice... E=

ied date will be loaded into the InOffice,

cuting slip for each patient being loaded

[ Clear InOffice?
Select to remove all appointments from the Inffice before fillng it

Onlp include patients with User Codes: [~

3 To print routing slips, select Print Routers.
4 To remove old appointments, select Clear InOffice.

5 To include only those patients assigned specific user codes,
type the codes in the Only include patients with User
Codes field.

6 Click OK. The InOffice window is populated.

Tip

The Fill for Date field
is populated with
today's date by
default.
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Note

If you check in the
wrong patient, highlight
the patient and select
Check in. The time is
removed and the color
is changed. Select
Refresh.

Processing a Patient

Using the InOffice feature, processing a patient consists of four
procedures: checking in the patient, moving the patient from
waiting room to operatory, moving the patient from operatory to
waiting room, and checking out the patient.

Checking In and Changing a Patient’s Location

When you fill the InOffice window, the text in most columns is
black. If the patient has not arrived fifteen minutes before the
scheduled appointment, or whatever time the office has selected
as a definition for “late,” the time in the Appt column turns red.

If the patient has a medical alert, the text in the Name column is
red. If the appointment is for a new patient, the text in the Name
column is pink.

To check in a patient:

o Click Check In. The appointment text is displayed in blue,
and the check-in time is displayed in the Arrive column.

o When the patient moves to the operatory, select Change
Location from the Options section of the Express bar.
The operatory room number is displayed in the Loc
column, and the appointment text is displayed in green.

» Toindicate that the patient has returned to the waiting
room, select Change Location.
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Checking Out a Patient

When you check out a patient, you can post patient transactions,
submit insurance, print a walkout statement, and schedule the
next appointment.

To check out a patient:

1 Click Check Out. The Appointment Card window is
displayed.

2 Review the information and click Post. The patient portion is
displayed in the Transactions window.

3 To process a payment, click Payments.

4 To submit insurance, schedule the next appointment, and print
a walkout statement, click OK (Process). The Transaction
Submission window is displayed.

5 To submit today's transactions, click OK. The Claim window
is displayed.

6 Review the information and click OK. A message asks if you
want to submit an electronic claim.

7 Deselect Do you want to submit electronically? and click
OK. A message asks if you want to batch and print the claim.

8 To batch the claim, click OK. The patient Appointments
window is displayed.

9 Click Close. A message asks if you want to print a walkout
statement.

10 Click No. The InOffice window is displayed.



Using the Electronic Router

The Electronic Router feature is typically accessed from the
InOffice window. It contains patient data, usually printed on
routing slips.

In the Electronic Router window, you can set up or schedule
treatment plan procedures, schedule follow-up appointments, and
view existing appointments.

To access the Electronic Router from the InOffice window, select
Electronic Router from the Options section of the Express bar.
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Skill Sharpener

Exercise 1—Populate the InOffice Window
Display and fill the InOffice window. Check in a patient, move the
patient to the operatory, and then check him out.

Note To display and fill the InOffice window:

You can also open

InOffice by clicking 1 Select List > InOffice. The InOffice window is displayed.
the InOffice icon on
the Power bar. 2 Click Fill InOffice, and the Fill InOffice window is displayed.

Today's date is displayed in the Fill For Date field. Accept the
default date and the appropriate options. Click OK.

The InOffice window is displayed again, this time with all of
the appointments for today. On a busy day, not all of the
appointments can be displayed at once. You can view later
appointments by using the scroll bar on the right.

3 ltis alittle before 9 a.m., and the patient arrives. To check him
in, select his name in the list, and then click Check In on the
toolbar at the top of the window.

The HIPAA Acknowledgement window tells you that there is
no HIPAA Acknowledgement on file.

4  Click OK.

5  Ask him to sign a HIPAA Acknowledgement, and then select
HIPAA Acknowledgement in the Options section of the
Express bar. The Contacts for window is displayed.

6 Enter the necessary data to document when he signed the
HIPAA Acknowledgement, and click OK. The InOffice
window is displayed. The patient’s arrival time is displayed in
blue in the Arrive column, indicating that he has arrived. The
Loc column contains the code W (waiting room).
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10

11

12

When the patient is asked to go into the Operatory, select
Change Location from the Options section of the Express
bar. The text in the patient’s row turns green, indicating that
he has been moved to the Operatory. The Loc column now
displays the Operatory number.

When the patient finishes in the Operatory, select Change
Location from the Options section of the Express bar. The
text reverts to blue, the Loc column has a W (waiting room),
and the Op Time column displays the number of minutes that
the patient was in the Operatory.

Click Check Out on the toolbar at the top of the window. The
Appointment Card for the patient is displayed.

Click Post on the toolbar at the top of the window. The
Transactions window is displayed.

Click Close. The Processing Options window is displayed.

For this exercise, deselect all of the options, and click OK
(Process).



Lesson 10

Managing Lab Cases

You can create and track a lab case, and you can view all lab
cases for a particular lab or a particular patient.

The lesson includes:
e Managing Labs

e Managing Lab Cases

Managing Labs

Before you can work with lab cases, you must add at least one
lab. You can also delete a lab or edit lab information.

Adding a Lab
To add a lab:

1 From the main menu, select List > Labs. The Labs List
window is displayed.

2  Click anywhere in the list and click Add on the toolbar. A blank

Labs window is displayed with the General Info tab active.

3 Type the lab name, address, phone numbers, and other
relevant information in the appropriate fields.

4  Click the Contact tab, and enter contact data in the
appropriate fields.

5 Click OK to save the data, and click Close.

Deleting a Lab

To delete a lab:

1 On the main menu bar, select List > Labs. The Labs List
window is displayed.

2 Select the lab to delete.

3 Click Delete. A message asks you to confirm the lab for
deletion.

4  Click Yes, and click Close.

Editing a Lab

To edit the information about a lab:

1 On the main menu bar, select List > Labs. The Labs List
window is displayed.

2  Click the name of the lab that you want to edit.
3 Click Edit on the toolbar. The lab record is displayed.
4  Edit the fields that you want to change.

5 Click OK, and click Close.

Note

Before managing lab
cases, add the labs to
which the cases are
sent.

Note

You can also access
lab cases from the
new Labs tab in
charting.
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Note

When adding a lab
case, you can include
tooth and shade
information.

Managing Lab Cases

After you add a lab, you can:

¢ Create a lab case.

o  Create a reminder to be displayed on the day the lab case
is expected.

e Mark a lab case as returned.

e« Mark a lab case as closed.

Adding a Lab Case

To add a lab case:

1 From the menu bar, select List > Patient. The Patient List
window is displayed.

2  Select the appropriate patient.

3 Select Clinical Management > View Lab Cases from the
Options section of the Express bar. The Lab Case List
window for the patient is displayed.
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4  Click Add. A blank Lab Case window is displayed.

? |[fdClose & & 1 =
LabCase #: 6 OFEM  Patient: | | | Nicholas. Elizabeth
Office ID: 101 Doctor: | ~ | Smiley. Dostor
Lab: | 0 - | Phone: [ ] - =
Contact: Faw: [1 -
Opened: 01/04/2010 - [T Complete
Expect B ack: Ad - Invoice H:
Returmed: L - Fee: $0.00
Tooth: [ Shade: |
D escription:
& Carcel

5 Select the lab to which the case is assigned and type a case
description.

6 Click OK. You are asked to display a reminder on the day the
the lab case is expected.

SoftDent Software B

'E Create a reminder memo ko appear on the day the
L

lab case is expected back?

fes Mo |

7 Click Yes, and click Close.

If the patient has an appointment scheduled and the lab case has
been linked to the appointment, a red L is displayed at the bottom
of the appointment in the Daily Appointments window to indicate
an open lab case.



Marking a Lab Case as Returned 3 Select the appropriate case, and click Edit. The window for

. , , the lab case is displayed.
After a lab case is returned to your office, mark it as returned.

4  Select Mark Completed from the Options section of the

To mark a case as returned: Express bar and click OK.

1 Select List > Patients. The Patient List is displayed. 5 Click Close.
2  Select the patient whose lab case is returned.

3 Select Clinical Management from the Options section of the
Express bar. A sub-menu is displayed.

4 Select View Lab Cases. The Lab Case List window is
displayed.

5 Select the appropriate case, and select Mark Returned on
the Options section of the Express bar. The Enter Lab Fee
and Invoice # window is displayed.

6 Enter the invoice number and lab fee in the appropriate fields.

7  Click OK. The Returned column displays the current date; the
lab case is displayed in blue. If the patient has an
appointment, a green L is displayed.

Marking a Lab Case as Complete

After all of the clinical procedures associated with a lab case have
been performed, mark it as complete.

To mark a lab case as complete:

1 Select List > Patients. The Patient List is displayed.

2  Select the patient whose lab case is returned, and select
Clinical Management > View Lab Cases from the Options
section of the Express bar. The Lab Case List window is
displayed.
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Skill Sharpener

Exercise 1—Mark a lab case as returned.
A lab case has been returned for Dan Thomas. It is accompanied
by an invoice for a specific fee. Mark the lab case as returned.

To mark a lab case as returned:

1 Select List > Patient. The Patient List window is displayed.

2 Find and select the patient in the list to activate the options on
the Express bar.

3 Select Clinical Management > View Lab Cases from the
Options section of the Express bar. The Lab Case List
window for the patient is displayed.

4  Select the case, and select Mark returned from the Options
section of the Express bar. The Enter Lab Fee and Invoice #
window is displayed.

5 Type the invoice number and the lab fee, and click OK. The
Lab Case List is displayed again, but now the text is blue and
today's date is in the Returned column.

6 Click Close.
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Lesson 11

Working with Routing Slips

This lesson includes:

Setting Routing Slip Preferences

Configuring Printing for Routing Slips

Setting Routing Slip Preferences

To set routing slip preferences:

1

2

Select System > Change System Settings > General
System. The General System Settings window is displayed.

ﬂﬂ Close  \&Edit ®Refresh  Printer Preferences  Phone Preferences

Syztem Date |01/04/20010

Startup Preferences Service Tax Settings

Ingurance,w alkoutAppointment questions after

fransaction screen
|Ask to process j

r Tax Rate 0.000

Patient Budget Plan

Credit Code (5890 » Default no. maonths m
X

TanMethod |MNoservicetay =

Account Budget Plan

IV Enable REYOLYING CREDIT

Click Printer Preferences.

3

The System Printing Preferences window is displayed.

ﬂ {4 Close

Fouting Slip Preferences

[~ ilise provider preferred routing sips ™ Include Treatment Plan

™ Include Exarn Histony [ Include Patient Referrals and Acct Aging

whalkout Staterment Preferences

v Print Patient Portion for Mext Appointrent on w alkout

[ Post PATIENT WALKOUT GIVEM code to the patient's ledger

[ Post ACCOUNT "WALKOUT GIWEM code the the account's ledger
-

Address Preferences A0 Description Preference

Billing Statements: ’m g:{%cr:tdggﬁggggzégr%? on
3 " - [Statements, Treatment Plans,
Treatment Plans: Practice wwialkouts, etc.]
“wialkout Statements: | Practice - |foice Diescription -
Prescriptions: Practice =
" Archive Preference
Quick Letters m Iv Archive Printed Letters

Default Path for Excel Files

|C: “Documents and S ettingsikurt. fanstillsky Documentshs

’ Ok I &Eance||

In the Routing Slip Preferences area of the window, you can

select the following options to customize the routing slip:

e« Use provider preferred routing slips—To customize a
provider’s preferred routing slip.

e Include Treatment Plan—To print treatment plan codes

on routing slips, if the patient has treatment plan
procedures.
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e Include Exam History—To print last exam data on the 4  Click OK. The Output Options window is displayed.

rOUtlng Sllp' Output Options
e Include Patient Referrals and Acct Aging—To include & o P
. . . . * Frinter ottact Expert
the information on routing slips. Pt Provien P
4 Click OK. " Fie £ LLaser Labe] File

=) Merge Letter Expert

Configuring Printing for Routing Slips ram

To configure print options for routing slips:

5 Select an option and click OK.
1 Select Report > Recall/Appt > Routing Slips by Date. The

Routing Slip Setup window is displayed.

Routing Slip Setup §|

Date

Print Routing Slips For: |[MQEIERETTNTE

Providers
| 933 - | 0w | 0w | 0w | 0w
| 0w | 0w | 0w | 0w | 0w

To Select &, Set Firgt Provider to 939,

Office Information

-
-

& ok | & Cancel |

Include Accounts 101

2  Select the date for which routing slips are to be printed.

3 Select the providers to include in the report.
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Skill Sharpener

Exercise1—Change Preferences

Your office wants to print treatment plan codes on all routing slips.
How do you set this up?

To print treatment plan codes on routing slips:

1 Select System > Change System Settings > General
System. The General System Settings window is displayed.

2  Click Printer Preferences. The System Printing
Preferences window is displayed.

3 Check Include Treatment Plan.

4  Click OK.
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Lesson 12

Generating Reports

SoftDent contains many reports to help you manage your practice,
maintain financial information, and identify practice trends.

This lesson includes:
o Daily Reports
e Monthly Reports
e Yearly Reports
e Report Accuracy

e Running Reports

Daily Reports

Run these reports every day.

Morning Reports

Run these reports in the morning:

o Confirmation List—Confirmation status of patient
appointments for a specified date.

o Short Call List—Scheduled patients willing to move their
existing appointment to an earlier opening. Patients in the
tickler file willing to accept an appointment on short
notice.

e Missed Appointments—Patients who missed their
appointment yesterday. Moves missed appointments from

the Daily Appointments window to the tickler file. Moves
posted appointments to the history file.

End-of-Day Reports

Run these reports at the end of each day:

Daysheet —Overview of daily finances. Generating the
final daysheet ensures the accuracy of the receivables
totals and accounting reports.

End-of-Day Callback—Appointments marked for a
follow-up call at the end of the day.

Daily Register— Daily summary of the number of patients
seen, number of new patients, production, and collection
amounts.

Unsubmitted Claims—Insurable transactions not
submitted to an insurance company for payment. Includes
unsubmitted charges for patients by dates of service.

Daily Operatory Schedule—Patient appointments by room
and provider. Prints patient name, procedure,
confirmation icon, medical alerts, and appointment notes.
Includes an option to print in HIPAA privacy mode.

Note

Your practice might
need to run particular
reports only
occasionally.

Note

The Daily Operatory
Schedule report
defaults to
tomorrow's date.
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Monthly Reports

Run these reports every month:

Accountant's Earnings—Shows a breakdown of all
transaction codes posted. Calculates net collections, net
productions, net charges, tax, and expected income.

Account Aging—Shows ending receivables totals.
Identifies overdue accounts. Lists all accounts that have
an aged balance over a specified amount.

Insurance Payment Distribution—Lists all patients covered
by insurance payments for a specified date range.

Receivables Breakdown—Lists monthly or yearly
breakdown of receivables totals for the practice.

Transactions for a Period—Details all transactions posted
during a specified period and summarizes transactions by
provider.

Monthly Register—Summarizes the number of patients
seen, number of new patients, production, and collection
amounts for the month.

Yearly Reports

Run these reports at the end of the year:

Insurance Plan Rollover— Resets insurance benefits for
each patient with an insurance plan anniversary date of
January. Run prior to posting transactions or submitting
insurance for the month of January.

Treatment Plan Recalculation of Benefits—Recalculates
estimated insurance portions for all treatment plans.
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Practice Summary—Compares nine key areas (such as
production, receivables, referrals, and so forth) for the
past six months and forecasts the next six months.

Practice Barometer—Compares two date ranges for the
number of patients seen, new patients, productions,
goals, and receivables totals.

Accountant’s Earnings—Shows a breakdown of alll
transaction codes posted. Calculates net collections, net
productions, net charges, tax, and expected income.

Account Aging—Shows ending receivables totals.
Identifies overdue accounts. Lists all accounts that have
an aged balance over a specified amount.

Receivables Summary—Lists prior receivables, changes in
receivables, and new receivables totals for the current
date, month-to-date, and year-to-date.

Receivables Breakdown—Lists monthly or yearly
breakdown of receivables totals for the practice.

Collection Summary—Summarizes all collections by cash,
check, insurance check, and credit cards.

Yearly Register—Summarizes the number of patients seen,
number of new patients, production, and collection
amounts for the year.



Running Reports o Deleting providers or editing provider names with new
provider information—Changes the numbers on reports.
To run areport: When a provider leaves the practice, mark the provider as
inactive, and add new providers when new employees

1 Select Report > Category > Report_Name. The Output o )
join the practice.

Options window is displayed.

Qutput Options

% Prinker € Contact Expert
© Prirt Preview &5 Excel
 File £ Laser Labsl Fils
€ Merge Letter Expert

- ﬁ LCancel |

2  Select the options you want and click OK. The report can be
previewed or printed.

Report Accuracy

To generate reports, the software sorts through the information
stored in your databases to calculate the numbers on reports. To
reduce the time required to run reports, the software stores many
of the numbers needed for accounting reports in a single file
named RCVTOT.DAT (receivables totals). This file is updated
when you run a final daysheet.

The following actions affect the accuracy of your reports,
particularly the accounting and practice management reports:

e Running the final daysheet—Updates the RCVTOT.DAT
file. If you forget to run the final daysheet, the receivables
amounts and totals will be inaccurate on your reports.

o Deleting patients or accounts—Changes the information
on reports. It is better to mark the account or patient as
inactive. Most reports can be run to include or exclude
patients and accounts that are marked inactive.
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Skill Sharpeners

Exercise 1—List accounts with aged balances.

You want to see all accounts that have an aged balance for two
months. To run the Account Aging report:

1 Select Reports > Accounting > Account Aging. The Output
Options window is displayed.

2 Select Print Preview and click OK. The Account Aging
Report Setup window is displayed.

3 In the Applicable Accounts section, deselect all options in
the Overdue fields except 0-30 days and 31-60 days.

4  Click OK.

Exercise 2—View the operatory schedule.

You want to view all appointments scheduled in the operatory for
the current date. To view the operatory schedule:

1 Select Reports > Daily Op Schedule. The Output Options
window is displayed.

2  Select Print Preview and click OK. The Daily Operatory
Schedule Report window is displayed.

3 In the Date field, select the current date.

4  Click OK.
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Lesson 13

Deactivating Records

Categories of information can be marked as inactive, including 2  Double-click the record you want to deactivate. The Patient
pharmacies, referring doctors, employers, and labs. window is displayed.
This lesson includes: _?l[iqu;e {Fadd §Zedt fijoete @End - b+ [RRefiesh Chart Traneections E§Eigbity  [ascar, aly ]
Last, First: ~ [Ascott Mol Nicknamme: [Mally 'E“?““
Middle, Tite: [ [Wiss Home: | 4105558387 Patient l%
o Marking Patient Records Inactive N vak [T1- i
ity 5t Zip: [Towson | EEN GEE [T oeeuntine ¢
i~ Oftice Information
« Marking Provider Records Inactive oo | tur | ECEITIN PN T ot ST |, g
Sex Maital:  [Single ¥ ss 4 [73289.909% fice D =

. . DOB: |07/13/1996  on |Saturday Age 9 ¥ Has Mo &lert:[12/26/2005 -
e Marking Account Records Inactive e

Medical Alets: [ =l UserCodes:[
[ Refened In B Referred Out T l—
. . . Patient| 101 x] [Sam Ascolt Doctor [ 0/=] [ ::Ctlcms'll__[
Marking Patient Records Inactive 5 e | | -
fa | w77 = Hooerit | 2]
Fee Sched: 0
H H H H H Due: s hd DueBack: | / / hd
When a patient record is not being used, but you want to maintain Tmanems.efe.,ejdﬁ s | — :l ——
the information in the database, mark it as inactive. | X Cereel ielcee | | IRNEEEI
. . . ™ Inactive
To mark a patient record as inactive:
Note
; : . : . e | he Inactiv ion in the lower-left corner of th
1 Select List > Patient. The Patient List window is displayed. 3 Select the Inactive option in the lower-left comer of the In the Patient List
—_— _ - window. window, the Active
9 |Mcese $rdd §Zedr Fivekte @Fnd - b+ [AsTesh Chart Transactions EREkgbity  [Abbey, Chare v . .
- = . . Only option is
G Neme €D € Chatho  55.No.  ( FistHame ‘ 4 Click OK and click Close. selected by default.
P R e e M) |
17102 Abbey Charlie [)- % 196.00 07/08/08 /7 o
17101 Abbey Donald [410)555-8188 %130 96.00 07/08/05 01/03/08 2
17105 Abbey Joanne ()- = B45.00 07/08/05 /7 o
17104 Abbey Jonathon ()- = B05.00 07/08/05 /7 o
201 | Amold Patrick. (410)232-3239 100 B80.00 07/26/05 | 01/02/068 z +
102 Ascott Julie [410)737-3737 300 000 11/06/05 | 01/03/06 3 +
104 Ascott K atie (] = 24200 11/06/05 /7 1
101 Ascott Sam 1410)955-6700 x275 000 11/08/05  F 4
304 Baxter Jack 1] = 96.00 06/24/05 01/03/06 o
305 Baxter Fatie 1]- = 000 068A17/05 01/03/06 o ;I
Office 1D: 101
Home#: (] - Alerts
Chart #  <<None>» Motes: << None >»
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Marking Provider Records Inactive

To mark a provider record as inactive:

1 Select List > Provider. The Provider List window is
displayed.

2  Double-click the record you want to deactivate. The Provider
window is displayed.

3 Select the Inactive option.

4  Click OK.

Marking Account Records Inactive

To mark an account record as inactive:

1 Select List > Account. The Account List window is
displayed.

2  Double-click the record that you want to deactivate. The
Account window is displayed.

3 Select the Inactive option.
4  Click OK. A message is displayed.

5 To mark all patients assigned to the account as inactive, click
Yes. Otherwise, click No.

6 Click Close.
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Skill Sharpener

Exercise 1—Report inactive referral doctors.
You want to create and preview a report that includes referral
doctors who have been marked as inactive.

To print or preview a report of inactive referral doctors:

1 Select Reports > Practice Management > Referral. Select
the appropriate report. The Output Options window is
displayed.

2  Select the output option, and click OK. The Report window is
displayed.

3 Select the report criteria, such as Include Inactive Referring
Doctors.

4  Click OK.
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Appendix A

Account and Patient User Codes

SoftDent uses the following default codes, shaded in gray. You
can use this table to record user-defined account codes.

Table 1 Account User Codes

Code Definition

A

B

c Collections—No statement is generated; excluded
from account aging.

D

E

F

G

H

I Inactive—No statement is generated; excluded
from account aging.

J

K

L Legal matter—No statement is generated;
excluded from account aging.

M Messages.—Statement includes the notes in the
Account window.

N No statement is generated.

(o)

P

Q

R

Code Definition

S

T

U

\'

w

X Insurance information is turned off.

Y Statement does not include dunning messages.

z Account is not charged finance or billing fees.

F3 Account accrues finance or billing charges after it
is 30 days past due.

F6 Account accrues finance or billing charges after it
is 60 days past due.

Fo Account accrues finance or billing charges after it
is 90 days past due.

- Account does not receive a statement for its fixed
budget plan.

1

2

3

4

5

6

7

8

9

SoftDent Practice Management Software Initial Training Workbook (DE1055-16)

93 of 94



SoftDent uses the following default codes, shaded in gray. You o
. i . Code Definition
can use this table to record user-defined patient codes. U
Table 2 Patient User Codes v
w Indicates the patient receives medical assistance.
Code Definition
X Insurance estimation is turned off.
A Accept assignment—Patient accepts assignment of
all benefits. Y
B z
C Collections—Patient is excluded from recall reports. 1
D 2
E 3
F 4
G 5
H 6
| Inactive—Patient is excluded from recall reports. 7
J 8
K 9
L Legal matter—Patient is excluded from recall
reports.
Messages—Recall postcards and reports include
M the second line of the Notes field in the Patient
window.
N Patient is not included in recall postcards and
reports.
o
P PREMED is printed on recall postcards and reports
and is displayed on appointment cards.
Q
R Indicates the monthly interval for recalls; for example,
R4 indicates a recall interval of four months.
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Index

A

account 38
account aging 88
accountant’s earnings 88
accounts
activating 28
adding 37
appointments
adding canceled to tickler 24
adding overlapped to tickler 25
blocking slots 19
confirming 23
different ways to schedule 21
editing 23, 29
family 33
handling missed 25
icons on 14
limits on canceled or overlapped 24
new patients 27
notes 14, 23
patient preferences 33
report on missed 26
resolving canceled 24
scheduling from patient list 22
scheduling walk-ins 21
Assistant window 15
assistant, accessing for appointments 14

B
bluebook update method 55
book at a glance. See book quick glance.
book quick glance
description 18
view 13

C
calendar, using 16
checks, from a patient 48
client area 5
collection summary 88
colors, changing defaults 15
contacts 33
credit cards

entering manually 49

D
daily appointments view 13
daily operatory schedule 87
daily register 87
day 13
daybook view 14
daybook. See daily appointments
daysheet 87
dial patient for short call icon 14
docking

express bar 9

power bar 6
doctors, adding referring 11

E
electronic router 77
employers, adding 40
end-of-day callback 87
eServices

previewing statements 60

transmitting statements 62
express bar 5

current views 9

docking 9
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general operations section 9
options section 9
structure 8

H
header bar 5
help menu 6
hidden slot note icon 15
HIPAA
acknowledgements 78
privacy settings 17

icons
dial patient for shortcall 14
displaying or hiding 7
hidden slot note 15
lab case outstanding 15
lab case returned 15
new patient 15
off/fon 17
on appointments 14
power bar 6
short call 14
show tickler list 17
view patient portrait 14
view patient’s info 17
yellow telephone 14
zoom 14
InOffice
displaying 75, 78
filling 78
processing patients 76
insurance
checking benefits 35
info button 32
insurance companies
adding 41
payments 50

insurance payment distribution 88

insurance plan rollover 88
insurance plans, adding 42
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lab case returned icon 15
lab cases
adding 80

lab case outstanding icon 15

lab case returned icon 15

marking as complete 81

marking as returned 81

processing returned 82
labs

adding 79

deleting 79

M

main menu bar 5
menus
experts 6
file 6
help 6
insurance 6
internet 6
list 6
reports 6
scheduler 6
shortcut 15
system 6
TeamTalk 6
view 6
window 6
wizards 6
month at a glance 19
monthly register 88

N

new patient icon 15
notes
adding 70
deleting 71



P

patients
adding new from phone center 33
adding to a new account 39
adding to an existing account 39
checking in from InOffice 76
finding an account balance 35
information 32
new patient icon 15
preferences 33
processing checks 48
scheduling from list 22
scheduling new 27
payments
cash 47
credit card 49
insurance companies 50
processing checks 48, 54
processing insurance 55
phone center
accessing 31
finding a patient’s balance 35
power bar 5
docking 6
icons 6
practice barometer 88
Practice Central
notifications 4
setting preferences 4
practice summary 88
preferences
billing statements 57
printing statements 58
prescriptions
button 33
list window 33
recording 35
privacy on/off icon 17
provider detail bar
description 17
displaying 17
providers

changing active status 11
printing on routing slips 84

R

receivables breakdown 88
receivables summary 88
reports
account aging 88
accountant’s earnings 88
collection summary 88
daily 87
daily operatory schedule 87
daily register 87
daysheet 87
end-of-day callback 87
insurance payment distribution 88
missed appointments 26
monthly 87
monthly register 88
practice barometer 88
practice summary 88
receivables breakdown 88
receivables summary 88
routing slips by date 84
running 87
tickler file 25
transactions for a period 88
treament plan recalculation of benefits 88
unsubmitted claims 87
yearly 87
yearly register 88
routing slips
printing providers on 84
setting preferences 83

S

scheduler 13

scheduler icon bar 17
scheduler toolbar 16
settings, changing system 11
short call
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checkbox 23
icon 14
shortcut menu 15
show tickler list icon 17
slots, blocking for vacation 19
software, opening 3
statements
previewing electronic 60
previewing paper 59
setting preferences 57
transmitting electronically 62
status bar 5
system, changing settings 11

T
TeamTalk
adding a note using TeamTalk window 71
adding notes to one patient record 70
creating a note 73
creating notes 69
deleting a note 71, 72
description 69
editing a note 73
events triggering notes 69
looking at a note 72
using the wizard to add a note 70
viewing existing notes 69
telephone icon 14
tickler file
adding canceled appointments 24
adding overlapped appointments 25
ticklers, show list icon 17
title bar 5
toolbar, customizing 7
transactions for a period 88
treatment plan recalculation of benefits 88

U

unsubmitted caims 87
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vacation, blocking slots 19
view patient’s info icon 17
view, patient portrait 14
views
book quick glance 13
daily appointments 13
daybook 14

W

wizards
adding TeamTalk notes 70
list 6

workbook, printing 1

Y

yearly register 88
yellow telephone icon 14

y4

zoom icons 14
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