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Introduction

You can use this workbook to become acquainted with the
PracticeWorks 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 PracticeWorks online help for more information. To
access the help, in the software, select Help > Help from the
menu bar.

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.

Using the Skill Sharpeners

The software comes with a tutorial, which contains 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.

Accessing the Tutorial
To access the tutorial:

1 Select Start > All Programs > PracticeWorks > Tutorial >
Tutorial. A message is displayed.

Il Office Expert

1 The OFffice Expert's results are ready For
WaUE FeEvis,

2  Click OK. The User Login window is displayed.

If you plan on uzing this computer exclusively, please
identify yourself naw, IF yau will be sharing this station

with otherg, prezs Cancel.
OF. I
Pazzwiord I“’“"1 Cancel |

“rour initials IiEk

3 Inthe Your initials field, type jek; in the Password field, type
1234.

4  Click OK. The Practice Central window is displayed.

5 To toggle between Practice Central and the appointment
book, click the Practice Central button. When you close the
Practice Central window, the appointment book is displayed.

6 To exit the tutorial, select File > Exit.

Resetting the Tutorial Data

To reset the tutorial data, close the tutorial, and then select Start >
All Programs > PracticeWorks > Tutorial > Reset Tutorial Data.

Note

Customer Support
does not provide
assistance on your
backup procedures.
Contact your hardware
vendor to create and
maintain a backup
routine.

Practice Central

Important

Make sure you do
these exercises in the
tutorial and not in
your live data.
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Printing the Workbook

You can print the PracticeWorks Practice Management Software

Initial Training Workbook from the Start menu and from the
Carestream Dental Institute (CDI).

From the Start Menu

To print from the Start menu:

1

On the Windows task bar, select Start > All Programs >
PracticeWorks > Documentation > Initial Training
Workbook.

2 In the workbook, select File > Print. The Print window is
displayed.

3 Select the options you want and click Print.

From the CDI

To print from the CDI:

1

2

Log in to the CDI.

Select Course Catalog > Product Training >
PracticeWorks.

Click the Documentation tab.

Press Ctrl+F, and in the Find field at the top of the window,
type initial training workbook and click Next.

When you locate the workbook, click Click here to start this
course.

When the workbook opens, click the Print file icon. The Print
window is displayed.

Select the options you want and click Print.
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Lesson 1

Navigating in the Software

You can access the software in the following ways:

o Double-click the PracticeWorks icon on the desktop.

OR

o Select Start > All Programs > PracticeWorks >
PracticeWorks.

The Practice Central window is displayed. To toggle between
Practice Central and the appointment book, click the Practice
Central button. When you close the Practice Central window, the
appointment book is displayed.

Logging In and Logging Out

To log in to the software, select Activities > Log in and enter your
user name and password. Click OK.

To log out of the software, select Activities > Log out and click
OK.

Restoring a User’s Access

If an employee makes five unsuccessful attempts to log in with a
valid user name and invalid password, the employee is locked out
of the software for ten minutes.

If you have a security access level of 10, you can restore a
locked-out user's access. To restore access:

1 Select File > Security > Unlock locked out employees. The
Unlock Employees window is displayed.

2  Select the employee for whom you want to restore access,
and click Unlock.

Enabling Automatic Logoff

If enabled, automatic logoff shuts down the software if there has Practice Central

been no activity for a specified number of minutes.
To enable automatic logoff:

1 Select File > Security > Security options. The Office-Wide
Security Options window is displayed.

Dffice Wide Security Options [ ]

™ Enable strong password protection

I™ Enable automatic logoff
Idle time: I 10 minutes

I Erable audit Iogging of employes logirs and logouts

QK I Cancel I

2 Select Enable automatic logoff.

3 Type the number of minutes to wait before automatic logoff Tip

occurs. The default is 10. You can no longer

disable audit logging
of user logins and
logouts.

4  Click OK.
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Menus

At the top of the window are six drop-down menus:

o File

o Lists

e Activities
« ApptBook
« Experts

« Help

From the File menu, you can print reports and statements, choose
software preferences, reset insurance benefits, define security
options, and exit the software.

Lists  Activities  App
Print 3
Preferences 4
Maintenance 3
Security 3
Exit

From the Lists menu, you can add, edit, or delete entries.

Lists Activities ApptBook Experts Help
People Ctrl+C
Person Find List Ctrl+F
Employer/plans
Insurance companies
Insurance claims b
Transaction codes
Employees
Pre-defined appointments
Medical alerts
Labs
Prescription Drugs
Pharmacies
Production block booking definitions
Employee block booking definitions
NEA Payer Info
Referral Sources
Locations

Attachment Categories

Patient Attachments

PracticeWorks Practice Management Software Initial Training Workbook (DE250-16)

From the Activities menu, you
on a daily basis.

can access tasks that you perform

Activities | ApptBook Experts Help
Make appointment...
Show producer goals...
Make appt for NEW patient...
Phone inquiry...
Enter mail payments
Enter predetermination approvals...
eClaims Service
ePostings Service
eReminders
PracticeToGo...
Practice Central

Display KIOSK Alerts

Load starting balances from ledger...

Load starting balances from AR report...
Legin

Log out

Change password

Clock in
Clock out

Ctrl-A

From the ApptBook menu, you can display alternate views of the
appointment book and change appointment book settings.

ApptBook | Experts Help

Make appointment...
Show producer goals...
View

Privacy mode

Crverview

Use Daily Activity Center

v MNormal open/close time applies

Use most recent book

Different book...

v | Open for business - Override all books for this day

Ctrl-A

Ctrl-P




From the Experts menu, you can access the experts, which are
tracking reports, and the automation expert, which can automate
documents, messages, and other tasks.

Experts | Help

Answer Expert
PracticeWorks Expert Exchange...
Analysis Expert...

Automation Expert 3
Contact Expert 3
Office Expert...

From the Help menu, you can access information about using the
software.

[Tz
Help
What's Mew Yideo
Check for Updates
PracticeWorks on the Web

Systern Requirements on the Web
Carestream Dental Institute

Install Adobe Acrobat Reader

About PracticeWorks

Pick Lists

A pick list is a series of items; you can select, add, edit, or delete
an item. One pick list is of people, another of transaction codes,
another of medical alerts, and so on. You access most pick lists
from the Lists menu.

Each pick list has a Find field. Enter letters in the field, and the
software moves to the first item in the list that starts with those
letters.

Clipboards

A clipboard is a collection of demographic and clinical information
about an individual. To access a patient’s clipboard:

e If a patient calls on the phone, click the Phone Inquiry
button. The Select person on the phone window is
displayed. Find the person you want and click OK. The
Phone Inquiry window is displayed. Click Clipboard.

e On the appointment book, right-click an appointment. A
shortcut menu is displayed. Click Clipboard for. . ., and
the person’s clipboard is displayed.

« Select Lists > People. The Person Pick List window is
displayed. Find the person you want, and click OK. The
person’s clipboard is displayed.

« Select Lists > Person Find List to quickly search by first
or last name, address, city, phone numbers, or email
address. Find the person you want, and click OK. The
person's clipboard is displayed.

Phone Inquiry

Tip

To access the
Person Find List
window from
anywhere in the
software, press
Citrl+F.

Tip

Find fields have
multiple search
options. While Name
is the default search
criterion, you can
click the SSN or
Chart # column
headers to set either
of them as the Find
criterion.
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Tip

The PracticeWorks
Charting module now
integrates with CS
Imaging software.
See the online help
for more information.

Clipboard - o
Ok,
Cancel
MHame w |Street, Brandor| w |Legal name Page 2
v Patignt  Lives with: ™ zelf © Other Bppt histy
Address 2BEE Demo Street —
Tx plan
City &Atlanta State G4 ZIP 30339 Actions
PhaoneH: 123-456-7330 Wil 123-456-7290 Diapkime call Chart
C W2: 123-456-7830 | | T —
&-mail Hiztars
DOB 08181959 Sew v M O F Marital: & 5 MO D T oW Other info
Age 50 SGN 123-45-6789 —
Related
Studert & Mo FT ¢ PT  ‘Whers? sate
Inzurance Owervisw Ledger
Primary Dental: Crown Systems Sagarore Health Plan A/F Setup
Sec Dental CareCredit
Prirm Medical: —
Sec Medical: —_—
. Attachments
Reszponsible party e
f* zelf © Other A/F admin by [JEE - | Risk Images
| Cur | 30 | o0 l90+1200 Pramt | Ins | Pastdus
| 5000 )| ooof ool 4zoof zool  oaoo
Plan balance 0.00 Active Contract bal 0.00
Primary doctar — [JEEK hd Prescriptions
[ Complete [ Active Chart # Owiz production | JEE. - Feferrals

[EECE

When the clipboard opens, Page 1 is displayed. The buttons to
the right of the clipboard access other areas of information about
this patient, including:

e Appt hsty—Displays the appointment history, including
the number of cancellations.

e TxPlan—Displays a patient’s treatment plans along with
the current status. You can add and edit treatment plans.

Actions—Activates any Automation Expert AutoLinks. To

Page 1 contains the following information:

e Name and contact information

o Demographic data

e Insurance information

e Account balance information

e Account owners and primary doctor
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add, edit, or remove AutoLinks, right-click this button.
e Chart—Accesses a patient'’s clinical chart.

« Insurance—Opens the patient's insurance information,
enabling you to add, edit, and view insurance information.

e History—Accesses the Patient History window,
displaying the patient's clinical history, such as
prescriptions, procedures, progress notes, and forms.
You can add and view contact notes about a patient.

« Other info—Contains fields to enter additional data.

« Related—Provides an interactive list of people with the
same responsible party, lives with, or insured party.

e Ledger—Opens the ledger for an account. In this window,
you can add and correct payments and procedures, and
you can resubmit insurance claims.

e A/R Setup—Accesses the Account Information window
for the responsible party associated with a patient.

e CareCredit—Launches the CareCredit system.

¢ Send E-Mail-Enables you to send e-mail messages to
the address listed in the clipboard.

e Attachments—Enables you to attach files to a record.



« Images—Launches the Patient Image Viewer.
» Eligibility—Launches online eligibility verification.

o Prescriptions—Enables you to prescribe drugs for the
patient and view the patient’s prescription history.

« Referrals—Enables you to enter patient and professional
referrals; it also displays the history of referrals related to
a patient.

o Snapshot-Displays a picture of a patient.

To go to the next page of the clipboard, click Page 2. The
following window is displayed:

Medical information

Medical alerts:

Select

[~ Pre-medicate with:

Preferred pharmacy

S elect Mo preferred pharmacy

Recall infarmatian

¥ Onrecal Cycle [months] & Recall producer |HYG hd

Forced recall
Lastrecal 031709

Maon-prod Prod Mon-prod Prod Mon-prod  Tatal
UnitsDﬂE j‘ﬂ i‘ﬂ :‘D:‘ 5

Lazt radingraphs

Bitewings 12-30-08 00274 Bitewings - four
Full Mouth Series [FM5] 12-30-03 00210 Full Mouth Seriez
Panoramic 12-30-08 00330 Panoramic

s

Page 1

Page 2 contains:
e Medical alerts
e Premedication information
e Preferred pharmacy
¢ Recall information

o Dates of last radiographs

To exit the clipboard, click OK to save changes or Cancel to exit

without saving changes.

Phone Inquiry Feature

You can access a patient's clipboard using the Phone Inquiry
button. Click the button, and the Select person on the phone

window is displayed.

Select person on the phone.
People tonclude: Chatth [ Tme  Lesslname Age oy Type
A7 Pltects o e ‘ — 0 [m A
¥ Patients with nsuance 0003402 Anbugey, Susen a5 Alanta w piip
7 [ Fioaonetia paites 0004301 Anderson, Bradiey 32 |1026 Demo Steet Atanta w (1234567890 |pimwip
S Hiar 0004502 Andetson, Brent 42 [1028DemoSueet  |Atlnts w (124567630 |pimhip
B 0003702 Anderson, Bian 42 [1030DemoSteet  |Aanta w (124567630 |pimbvip
¥ Lives wihs 0004201 (Andersan, Joseph 42 [10320emoSteet  |Atenta w (1224567830 [pimmhwip
¥ Refenal souces Anderson, Juie 41 [1034 Demo Sueet Atlanta w (1234567830  |piphwip
¥ Showevenone 0004902 nsted, Matthew 55 [1036DemoSueet  |Aants w (1234567630 |pimhyip
Fo— 0005101 Applegate, Andiew 61 [1038Demosueet  |Aanta w (1234567630 [pimhvip
s 0005303 Amour, Meghan 341040 Demo Stiest Atlenta w (1234567830 |pimhip
¥ Show active 0175900 | Amstrong, Apil 34 | 1042 Demo Street Atlanta w [123456.7830 pirphip
™ Show inactive 0005401 (Amstong, Ciaig 3 [1044Demosueet  |Aants w (1224567630 |pimhvip
0005302 (Athur, Cheyl 55 [1046Demosueet  |Aanta w (1234567630 [pimbvip
Actions 0006103 say, Jared 44 [1048Demostest  |Atlnta w (1224567830 |pimmhwip
000201 sbery, Any 16 [1052DemoSueet  |Aants w [124587830  [pi
famil
_podpmn | sodiond | | forery Asbery, Jery 42 1052 Demo Stieet Allanta w (1234567830 |piphwip
o Fens 0006201 asbery, Tifany 33 [10520Demosteet  |Aanta w 1234567830 [pi
0008500 Alkinson, Biad 3 [1096Demosuest  |Alnta w (1224567830 [pimhip
0007002 uty, Nicholas 3 [1058DemoSucet  |Aants w (1224567830  [pimphvip
SkckiesfonSelsctad Bersan 0002977 Basker, Jin 511080 Demo Sueet s w 123456760 [piphip
7 0007201 Bacher, Eugene 51 [1052Demosteet  |Aanta w (1234567630 [pimbvip
0007501 Bacon, Greg 3 [1084Demostest  |Anta w (1234567830 [pimmhip
o J9 4 8 0 000001 Baker, Bian 51 |1086 Demo Sueet anta w 123455780 [piphip
0008200 Baker, Charls 51 |1088DemoSuest  |Atants w 1234567630 |pimhvip
7 8 8 10 1 [Fod AE
oK Cancel

(=]

By default, the list is sorted alphabetically by last name. To find
someone quickly, type the first letters of the person’s last name in

the Find field. When you see the name you want, select it and

click OK. The clipboard is displayed.

Tip

Most of the buttons
on the right side of
the clipboard access
parts of the software
in which data can be
entered.

D

Phone Inquiry

Tip

You can access
yellow stickies in this
window.
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Note

To sort the patients by chart number, click Chart # at the top of

the column. To sort by Social Security number, click SSN.

The buttons in your

software might vary,
based on configuration.

6 of 12

The last column on the window is Type. The following codes can
be displayed here:

e pi—Patient who has insurance
e pu-—Patient who is uninsured
e lw-Lives with

e rp—Responsible party

o ip—Insured party

e rf—Referral source

Near the bottom of the window is the People to include section.
The options here serve as filters: ways to refine your list. For
example, to display a list of active patients without insurance, click
the Patients without insurance option and the Show active
option.

The buttons at the bottom of the window perform these functions:

e« OK-Opens the Phone Inquiry window.
o Cancel-Closes the window.

e Add—Opens a blank clipboard, where you can enter data
for a new patient.

e Add family . ..—Accesses the patient’s clipboard so that
a family member can be added.

» Edit—Opens the clipboard of the person selected, and
enables you to change data on the clipboard.

e Actions—Activates any associated Automation Expert
AutoLinks. Right-click on this button and select Define
AutolLinks to add, edit, or remove an AutoLink.

PracticeWorks Practice Management Software Initial Training Workbook (DE250-16)

Navigation Buttons and Shortcuts
The buttons at the top of the main window serve as shortcuts to

functions.

Pick List button—Displays the Person Pick List
window.

Make New Appointment button—Displays the
Select Producer window, to begin making an

appointment by producer.

New Patient Appointment button—Initiates the

Bl rieke
APPT
| |
il“-lF'.-‘i. process of making an appointment for a new
patient, starting with the producer.

Show Overview button—Shows one week of the
appointment book. Click it again to toggle to normal

view.

Pending page button—Accesses the Show
Pending Appointments window. Select criteria,
click OK, and a list of pending appointments is
generated.

Phone inquiry button—Accesses the Select
person on the phone window. Start typing the
caller's last name in the Find field, select the caller,
and click OK to open the Phone Inquiry window.

Paid Individual payments button—Accesses the
@ Payment From/For Pick List to apply a payment
to an account.

Bulk payments button—Accesses the Bulk Check
Pick List.




Privacy mode button—Displays the patient’s initials Right-click an appointment in the appointment book to display the
instead of name in the appointment book. Click the clipboard, print a route slip, open the ledger, check in, check out,
button to toggle to the full-name display. and make or reschedule an appointment.

. . Clipboard for Street, Brandon
Practice Central button—Provides a snapshot of _
Charting Module

your day, including the following lists: Images
e New patients Attachments

o Patients requiring radiographs Reute slip

o Patients with appointments in different chairs Ledger

« Patients with high balances Check in
Check out
Reschedule/Cancel/Failed

__.;l" CareCredit button—Accesses the CareCredit Mext appointment
it Payment integration. Undo
e —

Undo confirmed

Attach Yellow Sticky
Wait for doctor

Family info./scheduling
CareCredit Integraticn

Insurance Eligibility Service

View audit log

Properties
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Looking at Different Dates

ﬁ Each day when you access the software, the appointment book is
displayed. The current date is displayed at the top of the window

Calendar

Using the Go-Forward Buttons

The buttons on the top right portion of the window enable you to
navigate forward from the displayed date, or back to the current
day.

¥ Monday. January 5, 2015
meEaEy  +1day [EAWEERl +1 month |+ 6 months

In the example, clicking one of these buttons does the following:

o Click the button labeled Today to display the appointment
book for the current date.

e Click the button labeled +1 day to advance the
appointment book one day.

o  Click the button labeled + 1 week to advance the
appointment book one week.

o  Click the button labeled + 1 month to advance the
appointment book one month.

o  Click the button labeled + 6 months to advance the
appointment book 180 days. For example, if the date
currently displayed is July 6th, and you click + 6 months,
the appointment book displays January 4.

Tip

To hide the Time
Tracker from the
Appointment book
display, select Appt
Book > View > Turn
Off Time Tracker
Line.
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and highlighted on the calendar, but you can navigate to any date.

Using the Calendar

The Calendar provides another way to change the date displayed
in the appointment book. To show or hide the Calendar, click the
Calendar icon next to the date.

s 7 8 910
1112 13 14 15 16 17
1819 20 21 22 23 24
25 26 27 26 29 30 31

You can:

e  Click any date on the calendar, and the appointment book
displays the date.

e  Click the next month or the previous month at the top of
the calendar to move to that month.

¢  Click to the right of the year to move forward one year, or
to the left of the year to move back one year.

« Click the letter of a day to go to that day week by week.

¢ Click in the middle of the month to go to today's date.

Using the Time Tracker

The Time Tracker is a red line that lets you know exactly where you
are in the current day. The line extends the width of the
appointment book on the current day. For pending and future
dates, the line is displayed in the Time column on the left.

T TORFRHED TITEWRTT

10:00aRggcs 940a-10:30s | A e
40100

10:302 MEoles, Jerem Curlap. Sleve ﬂ 10:002 - 11:00a
RECE GEE I

[




Skill Sharpeners

Exercise 1—What is the home phone number of Mandy
Stephens, a patient?

To find out:

1 Click the Phone inquiry button. The Select person on the
phone... window is displayed.

2 In the Find field, start typing stephens. The cursor
automatically moves to the first entry in the list that begins
with st.

3 Select Stephens, Mandy. Her home phone number is in the
Phone column: 123-456-7890.

4  Click Cancel to close the window.

Exercise 2—Does Dr. Klein have any appointments next
Tuesday afternoon?

To find out:

1 In the appointment book, click the red tab with the label +1
week. The appointment book displays the appointments next
Monday.

2  Click the yellow tab with the label +1 day. The appointment
book displays the appointments for next Tuesday.

Dr. Klein's appointments are scheduled in two columns, but
the only afternoon appointment for him is from 2:30 to 4:00.
The appointment is for Bradley Anderson.

3 To find out what the appointment is for, double-click the
appointment. The Edit Existing Appointment window is
displayed.

The Description field contains CR 19. Below that is the Tx
class, which contains the entry Crown, the definition of the
code CR, and 19 refers to the tooth number.

4 At the lower-right of the appointment is a yellow sticky. Click
once on the yellow sticky, and a note is displayed. Click OK to
close the yellow sticky.

5 To return to today's date, click the green tab with the label
Today at the top of the appointment book, or click the current
date on the calendar.

Exercise 3—Change the appointment book so that initials are
displayed for the patients rather than full names.

Click the Name button to change the privacy display on the
appointment book.

Exercise 4—Add the following patient:

Christopher J. Bell (likes to be called “Chris”)
5750 N. Meridian Street
Indianapolis, Indiana 46299

Chris is a single male, employed by the Crunchy Frog Chocolate
Company. He has dental coverage through his employer’s
Platinum Plan. He stopped in your office to make his first
appointment, so you asked him to fill out a new patient form and
you made a copy of his insurance card.

To add Chris as a patient:

1 Click the Phone inquiry button. The Select person on the
phone window is displayed. The cursor is in the Find field.

2  Start typing Chris's last name. Even though he is a new
patient, you want to make sure that he is not already in the
system.

3 Click Add. A message asks if this person is also a patient.

PracticeWorks Practice Management Software Initial Training Workbook (DE250-16)
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Note

The A/R Admin by field
indicates the doctor or
facility that owns the
accounts receivable for
this account. The
provider is whose
information prints on the
patient's statement.

Note

Dr. Klein is indicated
by his initials in the
appointment book—
JEK.
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Click Yes. A blank clipboard is displayed.

Type chris j bell in the Name field. After you press Tab, the
system capitalizes appropriately, last name first. The cursor
moves to the Legal Name field.

Type christopher, the legal name, and press Tab. The legal
name prints on all insurance-related items. The Patient option
is already selected, as is Lives with self. This indicates that
Chris has his own mailing address. If he did not, you would
click Other, and then choose his Lives with from the Person
Pick List window.

Press Tab until you are on the first line of the address. Type
5750 n. meridian st, and then press Tab until you are in the
ZIP field.

Type 46299, and then press Tab. The city and state are
populated automatically. The cursor moves to the Phone: H
field (home phone), and the area code is generated
automatically. In the live software, the default area code is the
same as the office's area code. In the tutorial, the default area
code is 999.

Type the rest of the phone number: 5551212, and press Tab.
The cursor moves to the first work phone field.

Type 2225151x1234, and press Tab. The cursor moves to the
second work phone field. Chris doesn’t have a second work
phone, so press Tab to move to the e-mail field.

Type cbell@crunchy.com, and then press Tab. The cursor
moves to the DOB field.

Type 09221967 (MMDDYYYY) and press Tab. The cursor
moves to the Sex field.

M is the default sex; S is the default marital status. In this
case, both are correct. Press Tab to move to the SSN field.

PracticeWorks Practice Management Software Initial Training Workbook (DE250-16)
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15

16

17

18

19

20

21

22

23

Type 333445555 in the SSN field.

From the A/R Admin by drop-down list, select JEK. This is
the doctor who administers Chris's accounts receivable.

From the Primary doctor drop-down list, select JEK. This is
Chris's primary doctor.

Select JEK for Owns production. This is the doctor who
receives the fees paid for any work done on Chris by a
hygienist or by a doctor who does not own production.

Click Insurance on the right side of the clipboard. The
Insurance page of the clipboard is displayed.

From the Relationship to insured party drop-down list,
select Self. The Insurance Plan Pick List window is
displayed.

Select Crunchy Frog Chocolate Co - Platinum Plan, and
click OK. The insurance page of Chris's clipboard is displayed
again.

Click OK. The first page of Chris’s clipboard is displayed
again with the Primary Dental section completed.

Click OK, and select No when asked if the clipboard is
complete. The Select person on the phone. ... window is
displayed again.

Click Cancel.



Exercise 5—Add a family member.

Chris Bell is married to Laurie Bell (formerly Laurie Bailey), and
she is now a patient covered under her husband’s insurance.

To add Laurie Bell:

1 Click the Phone inquiry button. The Select person on the
phone window is displayed.

2 Find out if Laurie is in the system under her maiden name,
Bailey. Type BAl in the Find field, and you see that there is no
Bailey in the system.

3 Use the Backspace key to delete the letters BAI, and type
BEL, to find her husband, Chris Bell.

4  Select Chris Bell in the list, and then click Add Family. A
clipboard is displayed with Chris Bell already entered as the
Lives With and Responsible Party.

5 Type laurie a bell in the Name field, and press Tab.
6 Type laura in the Legal Name field, and press Tab.

7 The address and home phone for Laurie have been copied
into Laurie’s clipboard from Chris’s clipboard. Laurie has a
different work number, so press Tab to move to the Phone
(W1) and type 9992221515. Press Tab twice to move to the
E-mail field.

8 Laurie does not have an e-mail address, so press Tab to move
to the DOB field. Type 06241968 (MMDDYYYY).

9 Change Sex to F; change Marital from S (single) to M
(married). Once the marital status is changed, the Spouse
button is active.

10 Click Spouse, and the Spouse Pick List window is
displayed. Select Chris Bell from the list, and click OK.
Laurie's clipboard is displayed again.

11

12

13

14

15

16

17

18

19

20

21

22
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In the SSN field, enter Laurie's number: 444332222.

Click Insurance on the right side of the clipboard, and the
Insurance page is displayed. Most of the necessary data is
already displayed, but the Relationship to insured party
might indicate child. Select spouse from the drop-down list.
The Insured Party Pick List window is displayed.

Select Chris Bell from the list, and click OK. The Person
Insurance Plan List is displayed.

Click OK. The Insurance Page is displayed.

Click OK, and Page 1 of Laurie’s clipboard is displayed again.

Click OK to close the clipboard, and select No when asked if
the clipboard is complete. Before exiting, however, you need
to change her husband’s marital status from single to married.

Near the top of Laurie's clipboard is the Lives With area. Click
View to the right of Chris’s name in that area. Chris's
clipboard is displayed as the active window.

Click M in the Marital section to change Chris’s marital
status. The Spouse button becomes active.

Click the Spouse button, and the Spouse Pick List window
is displayed.

Select Laurie Bell and click OK. Chris’s clipboard is
displayed.

Click OK. Chris's clipboard is saved and closed. Laurie’s is
left open.

Click OK to close Laurie's clipboard.
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Lesson 2

Configuring the Software

Before you use the software on a daily basis, you must enter

certain information. To help you set up the software, answer the

following questions.

What categories best describe the type of dentistry your
office provides?

How many appointment chairs do you want?
What are your office hours for scheduling purposes?

Which calendar advance tabs would you prefer? One
week? Three weeks? Four months?

Does the doctor or hygienist like to do certain procedures
at specific times of the day?

Which security level should be assigned to each
employee?

What transaction codes do you use?

From which printer do you want documents to print?

You can configure the software to reflect your management
practices. To access the configuration utility, click Start > All
Programs > PracticeWorks > Configuration of PracticeWorks.
The Configuration utility window is displayed.

The following menus are available:

« File
« Setup
« Documents

Setup Menu

Click the Setup menu, and the following options are displayed:

Crocuments

Treatment classes

Appoinkment book 3
Auta dialer

PRACTICEWORKS E-Services Modem Account Settings
PRACTICEWOREKS E-Claim Service

Electronic claims - Emdeon

Electronic stakements 3
izeneral configuration

WISA Easy Pay

Product Integration

Treatment Classes

Treatment classes are a way of organizing ADA codes and your
appointment types into categories. Treatment classes facilitate
scheduling appointments, reporting, and treatment-plan
management.

The ADA groups treatment codes into categories, including
diagnostic, restorative, periodontics, preventive, oral surgery, and
general services. You can also set up your own categories.

PracticeWorks Practice Management Software Initial Training Workbook (DE250-16)
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Note

After the time block
length is set and
appointments are in
the appointment book,
you must contact a
Technical Support
Representative to
change the length of
the time block.

To set up treatment classes:

1 In the Configuration utility window, select Setup >
Treatment Classes. The Treatment Classes window is
displayed.

Treatment Classes

13 IHestorative - major 29 IUnused29
30 IUnused3D
31 |Unused3

32 |Unused32

14 IHestorative - minar

15 |Denture partial:

Class name Rank Class name Rank

|5_ 1?|Implant |5_

2 IEmergenc_l,l |4_ 18 IE stractiondsurgery |5_
3 [37 1a[THD/TH] [5
4 |Diagnostice |3_ 20 |Orthodontic: |5_
5 |5ealants |3_ 21 [whitening |5_
B [Hvgiene |5_ 22 |Appliance |5_
7 |Perno |5_ 23 |Follow-up visits |5_
8 |Amalgams |5_ 24 |Consultation |5_
9|Resinz/composites |5_ 25 |Products |5_
10| Crawn |5_ 26 [Miscellansous |5_
11 IBridge |5_ 27 IUnused2? IW
12[ReT [ 28[0nusedzs [10
B o

B o

B o

B fio

16 |Repair/reline

%

Cancel |

2 Enter new treatment classes by editing existing entries or
editing any entry with a class name containing the word
“unused.” To edit, click and drag over the part of the name that
you want to replace and then type the new text.

3 Click OK.
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Appointment Book Chairs and Colors

Two appointment book features are accessed from the
Configuration Utility menu: Chair names and Appointment
colors. To set up these features:

1 Select Setup > Appointment Book, and two choices are
displayed: Chair names and Appointment colors.

2 Select Chair Names. The Appointment Chairs window is
displayed.
| Time block length - ‘

Chair Definitions

Chair 1 s
Chair 2

Chair 3

Chair 4

Chair &

Chair 6

Chair 7

Chair 8

Chair 3

Chair 10

Chair 11

Chair 12

Chair 13

Chair 14 =l

Cloze I Add | E dit | Hemovel

3 Inthe Time Block Length field, type the shortest period of

time for an appointment. All appointments are in multiples of
the time block length.

For example, if the time block length is 10 minutes, an
appointment can be 10 minutes, 20 minutes, sixty minutes,
and so on.



Chair Names

In addition to determining the time block length in your office, the
Appointment Chairs window is used to add chairs, delete chairs,
and name chairs. The names given to chairs appear at the top of

columns in the appointment book.

In the Appointment Chairs window on the previous page, the
office has 14 chairs. Your office can have only one chair or as
many as 300. A single chair is equivalent to one column in the
appointment book.

The chair definitions are numbered by default. To change the chair
definition from a number to a name:

1 Select a chair definition.

2 Click Edit at the bottom of the window.

38 Type the new name of the chair, and click OK.
4 Repeat for each chair you want to name.

5 Click Close.

Appointment Colors

Select Setup > Appointment Book > Appointment Colors. The
Appointment Colors window is displayed.

Appointment Colors

Appointment statug I Marmal j

Foreground color -
B ackground color l:l

E xample appaintment Ginger Yitas
AMAL 14 M0
8:00a - 3:30a

<== [lick on color to change

oK | Cancel |

You can assign a combination of foreground and background
colors to a particular appointment status. Choose among eleven
different appointment statuses:

¢ Normal

« Normal ASAP
e Late

e CheckedIn

« Suspended
¢ Checked Out
+« Block Book Conflict

e Pending
e Pending ASAP
e Seated

o Waiting for Doctor

PracticeWorks Practice Management Software Initial Training Workbook (DE250-16)
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Tip

If you change the
default colors, make
a note to remind
yourself of the
significance of each
color.

Important

For proper printing
of reports, the fonts
and sizes should not
be changed.

To assign colors:

1 Click the Appointment Status drop-down arrow. A list is
displayed.

2  Select the status to which you want to assign color.
3 Click in the Foreground color field and select the color.
4 Click in the Background color field and select the color.

5 Click OK.

Documents Menu

The Documents menu in the configuration utility enables you to
set office-wide defaults for printing documents or set specific
defaults for the workstation you are using.

The following options are found on the Documents menu:

Documents

Office-wide default
This computer's default
Insurance forms

Statements

Reports

Expert cards and labels
Treatment plan proposal
Payment plan schedule
Dacurments k
Audit Log

Zonkracks k

- vy v v

Prescriptions
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Select an item from the menu and click OK. The Document

Configuration window is displayed.

Document Configuration

Caonfiguration for;

Draw lines: W Draw lines

Faorm type:  MAA

Orientation:  * Partrait

Applies to: All documents on this computer.

(G |5 E HF Phatosmart C309a senies

Draft made: [ Draft mode

Default document

™ Landscape

Paper source: |Main tram

Large font name:  Arnial
Large font size: 10

Small font name:  Arial
Small font size: 8

Farm reqistration: Left

Paper size type: |Letter, 85inx1Tin

=
=
Select large font

Select small font

0.00 cm Right
|

Bl

0.0o ch

Down j

Test Frint

| Ok | Cancel

To configure documents:

e  Printer—Select a printer name.

e Orientation—Select Portrait or Landscape. Typically,
landscape is used for cards; portrait is used for labels.

¢ Large font name and Large font size—To change, click
Select large font and select the size you want.



o Small font name and Small font size—To change, click
Select small font and select the size you want.

o Form registration—Use this field to adjust the left/right
and top/bottom margins. If changes are necessary, use
the Left slider and change the value to -.80; use the Up
slider to change the value to .40.

o Test Print—Click Test Print to verify that this workstation
can generate printed output.

General Configuration

There are other options in the software that can be set up in the
configuration utility. Select Setup > General Configuration, and
the General Configuration window is displayed.

There are nine categories on the window, each of which can be
expanded to offer more options.

General Configuration

Charting Module

+
#- Document
+- Experts
#- Insurance
=+ Inteqgration
+
+
+
+

Internet

Preferences

Techrical

Woice Activation Module

Setting: Description of item goes here
v

o

Walue:

Select Preferences, for example, and a subset of options is
displayed.

General Configuration
- =

Appaintment baak
Auto dialer

Charting Module
Clipboard

Contracts

Doaily Activity Center
Electronic Claimz
Electronic Statements
Ledger

Perzon Pick List
Printing
Practice’w/orks Utilities
Start-up

Treatrent plan v

3 o 3 S 3 3 S S S

Setting: Desciiption of item goes here
(=

~

Walug:

Exiting the Configuration Utility

To exit the configuration utility, select File > Exit.
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Skill Sharpeners

Exercise 1—You want to change the color of the Seated status
for an appointment.

To change the color:

1 Click the Appointment Status drop-down arrow. A list is
displayed.

2 Select Seated.
3 Click in the Foreground color field and select green.
4 Click in the Background color field and select yellow.

5 Click Cancel.

Exercise 2—You want to add a treatment class.

To add a treatment class:

1 In the Configuration utility window, select Setup >
Treatment Classes. The Treatment Classes window is
displayed.

2 Scroll to the end of the list of classes and click in the field.

3 Type a new treatment class name and click OK.
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Lesson 3

Setting System Preferences

While some default values are set up in the configuration utility,
most are set up in the software itself. Many of these defaults are in
the following areas:

o Preferences
o Statement setup
o Statement messages
e Post card messages
o Recall defaults
» Insurance estimating
o Treatment proposal messages
e Payment plan messages
e Miscellaneous defaults

e Appointment book
e Adding chairs
« Establishing business days
o Establishing business hours
« Block booking (for production types and employees)

o Employee attributes
e General
o Scheduling
e Insurance
e  Other

e Transaction codes
e« Medical alerts
e Labs

Setting Up Preferences

To access the options on the Preferences menu, select File >
Preferences. The Preferences menu is displayed.

LS RSN ENENEN

Statement setup...

Statement messages

Post card messages

Recall defaults...

Insurance estimating...

Tx proposal messages...
Payment plan messages...
Office Expert...

Office monthly plan...

Other office information...
Ledger setup...

Image path settings...
Practice Central Preferences...
ePayments setup...
eReminders setup...

Amazing Charts Export setup...
KIOSK Cenfiguration Options
Address Configuration...

Show Dr. booked time

Show patient's portrait
Enable quick search

Use customn appt status colors
Write-off by producer

Update thumbnails on acquisition

Miscellaneous defaults

PracticeWorks Practice Management Software Initial Training Workbook (DE250-16)
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Statement Setup

To set up your statements:

1

Select File > Preferences > Statement Setup. The Office

Wide Statement Setup window is displayed.

Office Wide Statement Setup

Should we print

[ Print zero balances

[™ Print credit balances

v Prirt mail statements
Min balance to print $ {5.00

™ Frint for standard envelopes

‘when to print

Biling cycle % monthly € indags ID Mew activity delay |1 days
Dray of month ta print ID
v Fieset when balance paid

¥ Fieset when ins pmt received

[~ Delay until ALL insurance clears

What to print

V¥ Print amount due and date
Diue date is IF davs from stmt print
V¥ Subtract ins estimate from amt due
Clairn iz stale after |[B0 daps

¥ Frint account age meszage
[+ List outstanding claims

Transactions to print:
¥ since last statement
™ Print procedure code € details of balance

[ Frint provider information

Charges to add

[~ Charge interest Interest grace period [days) I 15
[~ Charge interest on pay plan tin. balance to charge interest § IE.DEI

tonthly interest rate I 1.00 % Late charge 3 I n.an

Mimimum interest charge | 0.00 Late charge grace period [daps) a

Walkout statement options

[ Frint amount due [~ Print today's date in DUE DATE

¥ Print walkout staterment after Checkot

ak. I Cancel
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Specify the following options when configuring statements:

Which statements should be printed.
Billing cycle=When statements should be printed.

e Monthly—Accounts receive a statement once a
month.

e In days—Accounts receive statements more than
once a month. Enter the number of days between
statements.

o Day of month—Type the date that you want
statements to print each month. If you normally print
statements on the first day of each month, enter a 1
in this field. If you are sending statements once a
month, be sure to deselect Reset when insurance
payment is received and Reset when balance is
paid.

To set up daily statements, enter a 0 in this field. Be
sure to check the Reset when insurance payment
is received and Reset when balance is paid
checkboxes.

What should be printed on the statement—Select each
data item you want to print.

Which charges to add on statements.
Walkout statement options.

Print for standard envelopes—This option determines
where the patient’s address prints on the statement. If it is
checked, the address prints on the left; if it is unchecked,
the address prints in the middle.



Statement Messages

You can create messages that print on statements automatically.
To create or edit statement messages:

Select File > Preferences > Statement Messages. The
Statement Messages menu is displayed.

Amount due and date messages, .,
Account age messages. ..

Regular insurance summary messages ¥
Ortha Contract ins summary messages  #

Click an option to create a new message or edit an existing
message. For example, select Amount due and date
messages, and the Statement Amount and Due Date
Messages window is displayed.

Statement Amount and Due Date Messages

ormal statement balance

r'our payment of <AmtDues iz dus in our office no later than <DueDates. - Paymert infa =
Armount due
Payment Dv
Tatal balanc

Statement with amount past due

vour account is past due. Please pap <PaztDuedmty asz zoon az possible. = Paymert infa -
- Amount due
- Payment DL
- Total balan

- Late charge
-
et dee ol
I — _'l_I

- dmount due
- Payment DL
- Total balanc

- Late charge _

Statement with partial amount past due

<PastDuetmt> of pour balance is now past due. Please pay thiz amount
imrediately. ln addition, <PartialD ueB al> of your balance iz due in our office
i later thah <DueD ates .

Ok I Cancel |

Three messages are displayed:

« Normal statement balance
+ Statement with amount past due
« Statement with partial amount past due

The current message is displayed on the left. Each message
contains conventional text and one or more variables, which
are included in angle brackets. A variable is a value that
changes from statement to statement, such as amount due or
due date. The panes on the right display the variables that you
can use when you edit a message.

To edit a message:

e Click inside the message you want to edit, and enter or
delete text.

o Toinsert a variable, click where you want the variable
inserted, and then double-click the variable on the right
that you want to insert.

« Click OK.

Post Card Messages

You can send a post card message to remind a patient of an

upcoming appointment. To create a post card message:

1

2

3

Select File > Preferences > Post card messages. The Post
Card Messages menu is displayed.

Individual post card messages...
Family posk card messages. ..

Select an option.

Create or edit the message.
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Recall Defaults

When you add a new patient to the software, your office-wide
recall default settings determine the patient’s recall status. After
the patient has had treatment, you can change the recall settings
for that patient, based on the patient’s needs.

To set up default values for recall:

1 Select File > Preferences > Recall Defaults. The Office
Wide Recall Defaults window is displayed.

Office Wide Recall Defaults

v Onrecal Cycle [months) IE_ Recall producer -
Mon-prod Prod Mon-prod Prod  Mon-prod

w0 45 40 40 4o 4

Family Becall Reminder

Dizplay if family member is not
scheduled and is due within the next I'I 90 days

Ok I Carcel |

2  Select On recall if you want your patients to come in for
regular cleanings.

3 Enter a number in the Cycle (months) field to indicate how
frequently to recall patients. The default is 6.

4  From the Recall producer drop-down list, select the
producer.

5 In the Units fields, enter the number of time length blocks for
producers and non-producers. The sum of these time blocks
determines the amount of time that should be scheduled for
the appointment.
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Enter a number in the Family Recall Reminder field to
display a reminder that a patient, or a family member, is due
for a recall appointment.

Click OK.

Treatment Proposal Messages

You can set up messages for treatment proposals. To access and

edit these messages:

1

2

3

Select File > Preferences > Tx proposal messages. The
Treatment Proposal Messages window is displayed.

Treatment Proposal Messages

Agreement for patients with inzurance

y ko anticipate all reatment

Agreement for patients without insurance

Flease understand that this iz an ESTIMATE. ‘While we try to anticipate all treatment
that will be required. there are cazes where the extent of a dental problem cannot be
fully understood until treatment has begun. Unforeseen changed in treatment can
result in addtitional cost. ‘we will inform vou of arw changes.

Patient Signature: ¥, Date: ¥,

Ok I Cancel

Edit the messages.

Click OK.



Payment Plan Messages

You can set up messages for payment plans. To create or edit
these messages:

1 Select File > Preferences > Payment plan messages. The
Payment Plan Messages window is displayed.

Payment Plan Messages

Financial arangement message that prints on payment plans

oK I Cancel |

2 Type or edit the message to be printed on payment plans in
the text area.

3 Click OK.

Ledger Setup

You can set up line-item accounting as an alternative to the
balance-forward accounting system. Line-item accounting pays
providers based on the amount collected from patients and
insurance companies.

When you select Line Item as your accounting type, the Error
Correction Time Span field automatically resets to 14 days. A
message warns you that distributions before a certain date will be
locked and asks if you want to continue. Click No to edit the time
span, or Yes to continue.

To set up the ledger:

1

Select File > Preferences > Ledger setup. The Ledger
Setup window is displayed.

Errar Carrection Time Span
Mumber of days to allow comections to ledger transactions and to
backdate entriez. [0 to remove the restriction entirely. ]

'ﬁ days

Accaunting Spstem

" Balance Forward [First-in, First-out]

' Line ltem

Line |tem Accounting Settings

Treat collection adjustment credits on Payrall & Distibution Audit reports as:
i+ Caollections " Adustments

I Require all payments to be distributed

™ Auto-distribute patient payrments

Default Auto-Distribution for Check-out Payments:

|Dldesl balance first j
Default Auto-Distribution for Mail Payments:
|E|Idest balance first L]

Colurans to include on Papment Digtibution screen charges list:
¥ Producer column ¥ Production owner column
Outstanding distibution date fiter defaults
" Alltransactions
(+ Transactions newer than J75 months
i Automnatic Distribution Swap Setting -

Distribution swaps occuwr when an insurance payment or write off cannot
be distibuted due to a prior patient payment or adjustment.

" Manual [no Automatic swap)
(* Newest First
" Oldest First

(6] 8 | Cancel |

Under Accounting System, select Balance Forward
(First-in, First-out) or Line Item.

If you select Line Item, select the options you want in the
Line Item Accounting Settings section. See Lesson 17-Using
Line ltem Accounting for more information.

Click OK.
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Note

The appointment book
that you designate as
the default is the first

one you see.

Miscellaneous Defaults

Select File > Preferences > Miscellaneous Defaults. The
Miscellaneous Settings window is displayed.

Miscellaneous Settings [ x|

Office-wide settings:

v Show detailed insurance estimates on
Treatment Plan Propozal

First month of fizcal year: IJanuar_n,J VI

Wwork station specific settings:

Schedule time alignment: | Top h

¥ Frirt grid line= on appointment printout

™ Show the patient's title on the appointment
[ Show Jr./Sr. information on the appointment
¥ Show the patient's last name first on the appointment page

[ Show the patient's last name first on the printed appointment page

| V¥ Use the blue book entries ‘

This workstation iz used for
&' Dffice Management " Clinical Setidle time values ... |

| [ Show Practice Central at startup ‘

ak. I Catcel |

For example, the default fiscal year in the software begins in
January. If you want to define a fiscal year differently, click the First
month of fiscal year drop-down list, and select the month that
begins your fiscal year.

Select Show Practice Central at startup if you want Practice
Central to display automatically when you open the software.
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Setting Up an Appointment Book

The appointment book is the electronic equivalent of a paper
appointment book. You can create as many appointment books as
you need, and each appointment book can have its own office
hours.

To set up an appointment book:

¢ Name chairs—See “Appointment Book Chairs and
Colors" on page 14.

e  Assign colors—See “Appointment Book Chairs and
Colors" on page 14.

o Define books—Includes the following tasks:

e« Name a book

e Add chairs to a book

o Identify days that the office is open

o Establish office hours

o Define the navigation tabs on the appointment book

e Set up block-booking definitions

Defining an Appointment Book
To define a new appointment book:
1 Select ApptBook > Different Book.
OR
Click Different Book.

The Select Appointment Book to View window is displayed.

2 Click Add. The Appointment Book Definition window is
displayed.



Switching Appointment Books

Appointment Book Definition To switch appointment books:

Boaok nhame || Chairs included

1 Click Different Book on the toolbar. The Select
Appointment Book to View window is displayed.

Select Appointment Book to Yiew

I¥ Default Book [for this waorkstation]

Book o
£dd chair | Rerove chair | * 4
wechat . .|
Move chair up | Move chair dovn | :ﬁ z g; é::?m[[uu"jgr‘ﬁ;"‘vl]
Tab #1 Tah t2 Tah 3 Tab tia gERerl-Be _
Mame | | |
Daps to
advance |0 o o o

Openon [ Sun [ Mon [ Tue | Wedl Thu [ Fi [ Sat

Qpen st | | | | | | |
Close at | | | | | | |
‘Fmd 1 -
Cee 0K | owe | s | Ew | e |
8  Inthe Book name field, type the name of the book. 2  Select the appointment book you want, and click OK. r—j
-
4 Inthe Chairs included field, click Add chair. The Select chair To return to the original appointment book, click Use most recent ﬁ
to add to this book window is displayed. It lists all of the book. Use most recent
chairs that you added during configuration. book
. . : ttin Block Bookin
5 Select the chair that you want to add to this book, and click Setting Up Block Booking
OK. Repeat steps 4 and 5 until you have added all of the Block booking is defining blocks of time that are reserved for
chairs that you want. specific purposes. There are two types of block booking:

6 Type the name to appear on each of the four tabs; for production and employee.

example, +1 Day, +1 Week, +1 Month, and +6 Months. Production block booking defines time blocks for the practice.

7  Type numbers in the Days to Advance fields that correspond Five time blocks are already defined:
to the names you assigned to the tabs. Tip
y X » Closed Each block has i
o . ach block has its
8 Select each day that the office is open. « Holiday own color in the

e Lunch appointment book.
e Seminar

« Vacation

9 Inthe Open at and Close at fields, type the opening and
closing hours for each business day.

10 Click OK.

PracticeWorks Practice Management Software Initial Training Workbook (DE250-16) 25 of 30



Important

Employee blocks are
necessary only if you
schedule more than

one employee in the
same column of the

appointment book.

Production Block Booking

To set up a new production block:

1 Select Lists > Production block booking definitions. The
View Production Block Definitions window is displayed.

Yiew Production Block Definitions

Description |

Consults Tx Flans Lunch-
Emergency

Haoliday

FODAK Imaging Demo

LI
Mo charge

MP

Focks - Dr

Rocks - Hug

Allowable Tx Classes

] I Cancel | Add | Edit | Remove |

2 Click Add. The Edit Block Definition window is displayed.

Schedule color

Block Description Amalgam e
Appliance I—
|| Bridge
Consultation
Crown
Denture/Partial
Diagnostic
Emergency
Endodontic
Extraction
Fallow-Up Wisit

Hvgene El

Allowable Tx Classes )

T ext color

()8 I Cancel |

3 Inthe Block Description field, type a name for the new block
type—for example, Crowns or Root Canals.

4  From the Allowable Tx Classes list, select the treatment
classes that can be performed during this block type.
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5 To assign a color to be displayed in the appointment book for
this block type, click in the Schedule color area and select a
color from the Color palette. Click OK.

Employee Block Booking

Employee block booking is used to block out time for individual
employees. During these times, an employee is not available; for
example, during seminars and training, or on vacation.

A production block is always displayed in the appointment book,
while an employee block is displayed only when the Block
booking employee view is selected or when scheduling or
rescheduling an appointment.

To define an employee block:

1 Select ApptBook > View > Block booking employee. The
title bar at the top of the window indicates that you are in
View Employee Block Booking mode.

2 Click the Calendar to select the date for the time block.

3 To define a time block, click and drag in the column for the
selected employee. The block is displayed in purple.

4 Click once on the purple block. The Choose Employee
window is displayed.

Choose Employee

Emplopees wha "Can have appaintments"'

Emplayee Mame

Erenda A Sloan
Generic Hygiene

oK I Cancel




5 Select the appropriate employee name, and click OK. The
Block Booking Specification window is displayed.

6 Click Select. The View Employee Block Definitions window
is displayed.

Yiew Employee Block Definitions

Description ;I Employee Name
S eminar ames E Klein

=
0K I Cancel | Add | Edit | Remaove |

7 To add a new definition, click Add. The Edit Employee Block
Definition window is displayed.

Edit Employee Block Definition

Block Description

8 Type a description and click OK.

After you have defined an employee block, select ApptBook >
View > Active appointments to return to the normal view of the
appointment book.
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Skill Sharpeners

Exercise 1—Change a message.

Change the Normal Statement Balance amount due and date
message so that the phrase in our office does not print.

To change a message:

1 Access the tutorial.

2 Select File > Preferences > Statement messages >
Amount due and date messages. The Statement Amount
and Due Date Messages window is displayed.

3 In the Normal Statement Balance message, select the
phrase in our office and press the Delete key. Click OK.

Exercise 2—Change idle time.

Set the idle time limit for the office management computer to
twenty minutes and for the clinical computers to ten minutes.

To set the time limit:

1 Access the tutorial.

2 Select File > Preferences > Miscellaneous Defaults. The
Miscellaneous Settings window is displayed.

3 Click Set idle time values at the lower-right side of the
window. The Set Office Wide Idle Time Limits window is
displayed.

4  Type the number 20 in the top field and the number 10 in the
bottom field.

5 Click OK twice.
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Exercise 3—Change time and days.

Change the default length of time between recall appointments for
new patients from six months to four months. Also, change the
number of days to inquire if a family member is due, but not yet
scheduled, from 190 days to 90.

To change the time and days:

1 Select File > Preferences > Recall Defaults. The Office
Wide Recall Defaults window is displayed.

2 Type 4 in the Cycle (months) field and change 190 to 90 in
the Family Recall Reminder field.

3 Click OK.

Exercise 4—Reset the data in the tutorial.

To do this:

1 Exit the tutorial.

2 Click Start, and then navigate to the PracticeWorks
Software program heading.

3 Hold the cursor over PracticeWorks Software, and select
Tutorial > Reset Tutorial Data.



Exercise 5—Create a production block.

You want to conduct 60 minutes of software training at 2:00 p.m.
every Friday beginning with the 2nd Friday in January, and going
through the 2nd Friday in February. You do not want any

appointments made for Polly or Susie during these times. You

must reserve a block of time for them. Make the color of the

schedule black and the color of the text white.

To create a new production block:

1

Select ApptBook > View > Block booking production. The
appointment book is displayed in View Production Block
Booking view.

Select the second Friday in January.

In the column headed Polly, click and drag from 2:00 to 3:00
p.m. The block becomes dark purple.

Click once on the purple time block, and the Block Booking
Specification window is displayed.

Click Select. The View Production Block Definitions
window is displayed.

Click Add. The Edit Block Definition window is displayed.

Use the Edit Block Definition window to create the following
elements of the block definition:

« In Block description, enter Software Training.

o Click Schedule color to open the palette, click on black,
and click OK.

o Click on Text color to open the palette, click on white,
and click OK.

e There are no treatment classes associated with training,
so do not select any from the list.

« Click OK. The View Production Block Definitions
window is displayed again with Software Training
selected.

8 Type or select data in the following fields:

e Double-click in the thru date field, and a calendar is
displayed. Click Feb and select the date for the second
Friday in February. Click OK, and the date is displayed in
the field.

¢ Polly is already selected; select Susie as well.
e Type 7 in the Repeat every field.

9 Click OK. The Block Booking Specification window is
displayed again.

10 Click OK. The appointment book is displayed again. Polly and
Susie are blocked for software training from 2:00 until 3:00
on January 18th.

11 Click ApptBook > View > Active Appointments. The
appointment book is displayed in its default mode.

Exercise 6—Return to the Active Appointments view.

To return to the Active appointments view, select ApptBook >
View > Active appointments. The active appointments are
displayed.
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Lesson 4

Setting Up Employees

You can set the general attributes and security levels associated

with employees.

Employee Attributes

To view the general attributes currently associated with an

employee:

1 Select Lists > Employees. The Employee List window is

displayed.
| Emplayee Type Code Syz Default ;I
lacmin——Jilvies ]
Hyaiene, Generic Hygienist HYG
Klein, James E Doctar JEK AR Admin, Reg Dr, Prod Owner _|
Pocket, Polly Hygienist FOL
Sloan, Brenda & Doctor B&S
Sulcus, Susie Hygienist 505
| Findt o
| [~ Show inactive |
Ok I Cancel Add Edit Femoyve |

Select the employee whose attributes you want to review, and

click OK. The Employee Properties window is displayed,

with the General tab selected by default.

Important

General IScheduiing | Insurance | Other |

Employee name |
Degree I—
Employee type Im
Producer code [initials) IETBE_
Email address |
Password (Required]  Create/Change |
Attributes Sys

default
[~ Canbe a patient's primary doctor [~ [ Inactive

I” Can have production ¥ Uses own fee schedule
I” Can have appointments
I Can administer accounts m

Statement/biling

Fee schedule [‘l—

Employee Properties ?

I” Can own tiansactions/production [~ | Mew employee [training help)

Name on return addiess |Demonslralion Dentist

Make checks payable to IDemonslralion Dentist

5]
=l

o ]

Cancel |

The Employee Properties window has these tabs at the top:

General, Scheduling, Insurance, and Other.

Changing attributes
of an employee
might affect financial
reports. Consult a
Technical Support
rep before making
changes.
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Important

Use the Can
administer
accounts feature
cautiously. It
changes the way
report information is
displayed. To revert
to an earlier setup,
you would have to
restore it from a
backup.

Tip

To add new
employees, a user
must have a security
access level of 5 or
higher, unless the
default access levels
have been changed.

General Attributes

The General tab contains the following data about an employee:

Employee name—In lowercase letters, type the first
name, middle initial, and last name. Press Tab to go to the
next field, and the software capitalizes the name
appropriately and displays it as Last name, First name
Middle initial.

Degree—Type a degree for this employee, such as DDS
or DMD.

Employee type—Select from the drop-down list.

Producer code (initials)—Enter the employee's initials. If
you create producer codes, you can use up to four
characters in any combination of letters and numbers.
Each employee must have a unique producer code.

Email address—Enter the employee’s email address.

Password (Required)—Click Create/Change to create
or change a password.

Attributes—Select from the following options:

« Can be a patient’s primary doctor—Select this
option if the employee is a doctor who provides
regular service to certain patients. If this is the default
doctor for the practice, select Sys default.

« Can own transactions/production—Select this
option if the employee owns his or her own
production, can own someone else’s production, or
owns the clipboards of the patients on whom work is
performed. If this employee is the default producer
for your office, select Sys default.

o Can have production—Select this option for an
employee who performs procedures on a patient.
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Each billed procedure indicates who performed the
treatment. The system tracks the amount of treatment
produced by an employee for a particular time period.

« Can have appointments—Each appointment has a
producer assigned to it. This is the person who
performs most of the dentistry during an
appointment. Select this option if this employee is the
producer on any appointment.

e Can administer accounts—Select this option for an
employee who needs a separate deposit slip. If this
employee is the default provider in your practice,
select Sys default.

¢ Inactive—Select this option to inactivate an
employee. New treatment cannot be posted for this
person, but records of treatment performed are
retained.

« New employee (training help)—Used in conjunction
with the Automation Expert, a new employee receives
customized messages when the employee performs
certain activities.

« Uses own fee schedule—Select this option for an
employee with a separate fee schedule.

Statement/billing

¢ Fee schedule—You can set up as many as three
different provider fee schedules. If you use only one
fee schedule, enter 1. If you have more than one fee
schedule, enter the number of the fee schedule used.

« Name on return address—Generated from the
license file.

o Make checks payable to—Generated from the
license file.



Creating and Changing Passwords

In the Employee Properties window, you create or change a
password. To create a password:

1 On the General tab, click Create/Change next to the
Password (Required) field. The Create new password
window is displayed.

Create new password

In order to increase security of your patient’s data. logging
into Practice'Works now requires a password

You don't have a password set so please create one now
with at least 5 characters and less than 15 characters,

Create a new password: ||
Retype new password:

| oK | Cancel ‘

2  Enter and retype the password.
3 Click OK.

To change a password:

1 On the General tab, click Create/Change next to the
Password (Required) field. The Change password window
is displayed.

Change password

0ld password
New password

Retype new password

[ ok Cancel |

2  Enter the old password, your new password, and your new
password again. A valid password is any combination of
letters and numbers between one and thirteen characters.

Enabling Strong Password Protection

If you have a security access level of 10, you can enable strong
password protection in the software. To enable strong password
protection:

1 Select File > Security > Security options. The Office-Wide
Security Options window is displayed.

Dffice Wide Security Options

I~ Enable strong password protection

I~ Enable automatic logoff

Idle time:l 10 minukes

I Enable audit Iogging of employes logins and logouts

ok, I Cancel |

2 Select Enable strong password protection and click OK.

3 The next time you log in, the Change strong password
window is displayed with the strong password criteria:
¢ Minimum of seven characters
e Must have at least one letter
e Must have at least one number
e Must begin and end with a letter
« Cannot contain your login initials
« Cannot contain consecutive identical characters

¢ Cannot be the same as any of your two previous
passwords

Enter your old password, your new password, and your new
password again. Click OK.
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Scheduling Attributes Insurance Attributes

Click the Scheduling tab at the top of the Employee Properties Click the Insurance tab on the Employee Properties window.
window. The Employee Properties—Scheduling goals window The insurance data is displayed. Insurance data is necessary only
is displayed. for facilities and doctors.

General  Scheduling | Insurancel Security/Time caldl Generall Scheduling  Insurance | Securty/Time ca[dl

Treating entity:

Scheduling goal

Ing. fi James E. Klein, DDS im
Sun Moan Tue wed Thu Fi cal iz, form narme [IET i, OO IFamIlty J
|m |35|Jc|.uo |3800.00 |3000.00 350000 (350000 |0.00 Elect. claims file |29393399 These fields will be used to fil aut claim

farms far dentistry produced by thiz
Federal tax D |99'99E|E|E|89 employes.

2chesbilechol DentiCal |0 Igggggggggg Matice that the information could be that
of another perzon, or of the practice

License number ISSSSSSSSSS itzelf.

e [950000m Refer to your user documentation for

detailz.
Medicaid number IJEK-MED|C

Text color

When thiz emplopes iz the breating doctor,
DEA number IJEK'DE-"—\ use the following Biling Doctor/Facility ta
) G ber JEFGROLP file: claimns:
The software keeps track of the dollar value of production and roUp PLmBEL SRR [ =]
compares it to the scheduling goals. Results are reported on the PIN e [JEK-PIN

Daily and Periodic reports. National Provider D |

Other Information

. . Description Walue -
If you select Can have appointments, you should assign a ’ 2
. . Connecticut BCES provider num
schedule color to this employee. To assign a schedule color: Electionic claims Site [0 num =
Georgia Medicaid provider num
) . . llinois Public Aid provid
1 Click the Schedule color area. The Color window is - @ hd

displayed. 0k | Cancel |

2  Select the color to be displayed on the appointment book for

this employee. Use this area to set up information that you want to display on

) ) insurance claims.

3 If you use Employee Block Booking, click the Text color area.
The Color window is displayed.

4  Select the color that you want for the text.

5 Click OK.
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Other Attributes

Click the Other tab at the top of the Employee Properties
window. The Security/Time card window is displayed.

General | Scheduling | Insurance  Other l

| Security settings... I CareCredit... ‘

Time card
[ Print/export time card during reporting

Edit time card...

r [_ hours per office-wide holiday
Total liness hours available per calendar year [0

Total vacation hours available per calendar year fEl

QuickBooks Pro Payroll Intearation

Payroll item |

Class [optional) ]

Service item [optional) |

Banking Information

Routing #: |
123456783

Account #:

Account Name: |

Account Type: (# Checking  Savings

Check Type: " Personal ™ Business

Employee Properties ? x

OK Cancel |

Assigning Security Levels

Security levels for employees range from 1 to 10, the highest level
of security. Security levels determine which events an employee

can perform.

Assigning security levels to employees or to events can be

performed only by an employee with a security level of 10. This is

usually the owner of the practice.

To assign a security level for an employee:

1 Select Lists > Employees. The Employee List window is

displayed.

2  Select an employee and click OK. The Employee Properties

window is displayed.

3 On the Other tab, click Security settings. The Security

properties window is displayed

Security properties for James Klein

Fingerprint...
Audit history

1].9 | Cancel ‘

Access level ,ﬁ

4 Assign or edit the security level and click OK.

To assign security levels to events:

1 Select File > Security > Edit access requirements. The
Security Access Settings window is displayed. Use the up-
and down-arrow keys to scroll through the list.

Security Access Settings E

Event Type Event Required ‘wite ta log ﬂ
Lewel
Appt boak. [Cancel] an undane check-out ENI O success
Appt book, Check. in appointment 0 Mewer
Appt book, Check out appointment 0 MNewer
Appt book, Check out w/o collecting 100% 0 Mewer
Appt book, Canfirm an appointment 0 Mewer
Appt book, Fiemove a pre-defined appt template |1 Always
Appt book, Fesume a suspended check-out 0 MNewer
Appt book Seat patient 0 MNewer
Appt book Start doctor wait timer 0 MNewer
Appt book Stop doctor wait timer 0 MNewer
Appt book, Undo a check-out 0 Hewver
Appt book, Yiew an appointment 0 Hewver
Appt book sched | Delete appt made in efor 0 Hewver
Appt book, sched | Bemove appt on pending page 0 Hewver
Appt book sched | Cancel appt/move to pending 0 Mewer J
Appt book sched | Cancel appt wio move to pending 0 Mewer
Appt book sched | Schedule [finish] an appointment 0 MNewer

Note
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The security level of
zero is reserved for
guest users. The
security level of 10 is
reserved for practice
owners.
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2 To change a security level for an event, select the existing
number in the Required Level column, and type a new
security number.

When you set the security level for an event, you can also
designate whether the event should appear on the audit log. Click
in the Write to Log column, and type N (never), A (always), O (on
success), or OO (on failure).

Employee Time Cards

Using the time card feature, you can clock in and out, record sick
and vacation hours, and designate office holidays.
Clocking In and Out

To clock in to the software:
1 Select Activities > Clock in. The Clock in window is
displayed.

Enter your intialz and pazsword

Your initials I 0k I
Password I Cancel |

2  Enter your initials and password, and click OK. The Clock in
date and time window is displayed.

Erployee: Jamesz Klein
Date: Monday, January 7, 2008

Clock-ir time: I‘I 0:52a

(n] 4 I Cahcel
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Click OK. A message is displayed asking if you want to log in.

Click Yes or No.

To clock out of the software:

1

3

Select Activities > Clock out. The Clock out window is

displayed.

Enter your initial: and password

“rour initials | oK I
Pazzword I Cancel |

Enter your initials and password, and click OK. The Clock out
date and time window is displayed.

Clock out

Employee: James Klein
Date: Monday, Januarp 7, 2008
Clock-in time: 10:52a

Clock-out time: |1 1:03a
Ok I Cancel

Click OK.




Entering Sick and Vacation Hours

To enter the number of hours of sick time and vacation time
available for an employee:

1 Select Lists > Employees. The Employee List window is
displayed. .

Employee List

| Emplopes Type Code Sys Default |

B lings. b ary I
Hygiene, Ganeric Hpgienist HYG

Elein, James E Doctar JEK AR Admin, Reg Dr, Prod Dwner _I
Pocket, Polly Hygienist FOL

Sloan, Brenda A Doctor BAS

Sulcus, Susie Hpaienist 505

‘ Find: LI

| ™ Show inactive |

Ok I Cancel | Audd I Edit I Hemovel

2  Select an employee, and click Edit. The Employee
Properties window is displayed.

3 Click the Other tab.

Employee Properties

General | Scheduling | Insurance Other I

Security settings... I CareCredit. .. J

Time card

I Print/esport time card during reporting

Total liness howrs available per calendar year |0

Tatal vacation hours available per calendar pear (0

QuickBooks Pra Payroll Integration

Payroll tem |

Class (optional) |

Service item [optional] |

Banking Information

Routing #: [

Account #: [123456783

Account Name: [

Account Type: @ Checking  Savings
Check Type (" Personal % Business

Edit ime card...

r . 2 [— hours per office-wide holiday

oK | cancel |

4

type the number of hours.
5

field, type the number of hours.
6 Click OK.
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Note

Make sure the times
reflect the number of
hours employees
should be paid. If all
employees should be
paid for eight hours,
the start time should
be 9:00a and the end

time should be 5:00p.

Designating Office Holidays

To automatically add paid holiday hours to all employees’ time
cards:

1 Select File > Preferences > Other office information. The
Other Information window is displayed.

Other Information

Description Walue ;I
llingis Public Aid county location ] L]
lllingiz Public Aid dentist name preprinted
South Caroling Group Medicaid num
=

Service Tax Settings... | Edit Holidays |

Prescription Setting:

[V Print DE& number on Prescriptions

Detault Prescription Form: IStandard Prescription Form j

2 Click Edit Holidays. The Edit Office-Wide Holidays window
is displayed.
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Edit Office-Wide Holidays
Date Start Time End Time Type ;I
i~ Time Type Date Rang
[ Holiday [~ Yacation Start Date |U1 -o-12
T liress | Begular End Date |12-3W-12
Add | Remove | Add Range | 'WI

3 To add dates, click Add. The Add Timecard Record(s)
window is displayed.

4  Enter the dates, and click OK. The Edit Office-Wide Holidays
window is displayed again.

5  When you have finished adding holidays, click Close.

Designating Employees as Inactive

When an employee becomes inactive:

1 Select Lists > Employees. The Employee List window is
displayed.

2  Select the employee and click OK. The Employee Properties
window is displayed.

3 On the General tab, select the Inactive option.



4

5

Deselect the Can have appointments option and click OK.
The Change Producer on Appointments window is
displayed.

Change Producer on Appointments [ x|

‘You have inactivated or changed this employee zo they cannat be the
producer on appointments.

If there are any appointments today or in the future [or on treatment plans
or the pending page] with this employee as the producer, they need to be
switched to anather emplayes whao can have appaointments.

Ir the fields below, select another emploges to be the producer on the
appointments and the appointments will be updated automatically. Thiz
could take several minutes. If you are not abzolutely zure that you want
to do this, prezs the Cancel button.

Current Producer on Appointrments; Sulcus, Susie

Change Mon-recall appointments to:

Change Recall appointments to: IKIein,James j

ak. I Cancel |

Use the drop-down lists to assign the inactive employee’s
future appointments to a different employee, and click OK.
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Skill Sharpeners

Exercise 1—How many employees have been set up in the
tutorial?

To find out, select Lists > Employees. The Employee List
window is displayed. You can view the employees that have been
added and set up in the software.

Exercise 2—What is Dr. Sloan’s DEA number? What is her
security level?

To find out:

1 Select Lists > Employees. The Employee List window is
displayed.

2 In the Employee List window, select Dr. Sloan and click OK.
The Employee Properties window is displayed with the
General tab active.

3  Click the Insurance tab. Dr. Sloan's DEA number is
BAS-DEA.

4  Click the Other tab.

5 Click Security settings, and the security settings for Barbara
Sloan are displayed. Dr. Sloan’s security setting is 5.

6 Click OK.
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Lesson 5

Using Lab Tracking

Lab tracking determines whether a lab case has been returned
from a lab.

To use lab tracking automatically:

o Schedule an appointment using a pre-defined
appointment type that enables lab tracking.

OR

» Use a transaction code for the appointment that enables
lab tracking.

Adding a Lab

One lab definition should be added for each lab that your practice
uses. If you make appliances, such as mouth guards, whitening
trays, and so forth, in your office, an In-House lab should be
added.

To add a lab:

1 Select Lists > Labs. The Labs Pick List window is displayed.

2 Click Add.

3

The Lab Definition window is displayed.

Lab
Address
Eityl

State ZIP code I

Fhone

Fax

Comments

Ok I Cancel |

Add the appropriate information, and click OK.
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Using the Lab Tracking Contact Expert Each morning the office expert runs automatically. When you look
at the report it generates, you see any lab cases that have a status

When a lab case comes back from the lab: of FYI, Important, or Urgent. You can then take the appropriate

1 Select Experts > Contact Expert > Lab tracking. The Lab action.

Tracking Contact Expert window is displayed.

[Lab Tracking contact Evpert =T
[ Patient Lab name Appt time Description Confimed = |
Crovns F Us Fridan 11 i CRD #11
Hewilett, Dave MonJan 21 at &10a Crown seat #12 16
Jones, Michelle Circle City Dental Lab TueJan & at 930a CRD #5
Karamanski, Nathan Crowns A Us twied Jan 16 at 210 CRD #18
Miner, Bele Crovmns A Us Weddan Sat 1:30p CRD #28
Ralston, Ralph Crovms A Us Tuedan15at 500 CRD #28 L
Rode, Brad Crowns A Us twied Jan 16 at 200p CRD #30
| Finct E|
! Pa;i-e?t IIE)mda Gann F;grlﬂ:l Lab | Crowns R Us Lab racelvedl

wodal.| " e patient's 3176551212 Ao dial... |
/2 123-456-7890 Not received
Age; 38
Rieschedus |
Livestwith |Linda Gann Prew S| Appt Sticky 0 of 0 MestyS
i1 |1560 Dema Strest Prevs] Henvs]
Auto dial.. |
atlanta G4 30339 =1
D
H: 123-455-7890
Ww1:123 4567890 =l
W2 123 466 7350
Tatallab cases: 7
Cose | actions | Pintrepont_ |

2  Select the name of the patient for whom the lab case is
intended, and click Lab Received.

Working with Lab Tracking

To use lab tracking:

1 When you set up office expert, decide when you want to be
notified that the lab work is not back. The three status settings
are: FYI, Important, and Urgent.

2  When you receive a lab case, open the lab tracking contact
expert, and clear the case.
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Skill Sharpeners

Exercise 1—Add a lab to the software.

To add a new lab:

1 Select Lists > Labs. The Labs Pick List window is displayed.

2 Click Add.

3 Type a name for the lab and add the contact information. Add
any comments you might have in the Comments field.

4 Click OK.
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Lesson 6

Using Transaction Codes

PracticeWorks uses the following transaction codes, which you
can add, edit, and delete:

Dental codes

Patient payment codes
Insurance payment codes
Adjustment codes
Automatic codes
Comment codes

Dental Codes

Dental codes are the ADA codes you use in your office. To
determine the dental codes for your office, print, evaluate, and edit

your current list of codes.

Printing Dental Codes

To print the current list of dental codes:

1

Select File > Print > Other/Misc Reports > Treatment
code by list category. The Treatment Code List is displayed

Click OK to print all of the codes. The Report Destination
window is displayed.

Click Print to Printer and OK.

Evaluating Dental Codes

To evaluate dental codes:

Highlight each code you do not use in your practice.
These should be removed.

Using a different color, highlight any code that requires a
different description (a description can be as long as 25
characters, including spaces).

You can have up to three different fee schedules. Multiple
fee schedules are appropriate if you have multiple
providers, at least some of whom charge different fees. If
you have only one fee schedule, write the fees in the
column headed Fee 1. The fees entered here are the
regular fees that the practice charges. These fee
schedules are not used for insurance fees.

Use the Abbrev column if you want to use an abbreviation
instead of the ADA code number when entering
procedures. Abbreviations are a maximum of eight
characters; spaces cannot be used.

Put a checkmark by those procedures most frequently
performed in your practice. When you edit the transaction
codes, select Print on route slip for these procedures.
You are limited to 35 codes on a route slip.

PracticeWorks Practice Management Software Initial Training Workbook (DE250-16)
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After a transaction
code has been used,
it cannot be deleted. It
can, however, be
marked as inactive
and removed from the
list of active codes.
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Note

You cannot delete a
code if it has been
charged, is part of a
pre-defined
appointment or a
treatment plan, or is
scheduled.

Editing Dental Codes

To edit dental codes:

Select Lists > Transaction Codes. The Transaction Code
List window is displayed, sorted by Code #. The codes that
are displayed depend on the button selected at the bottom of
the window in the Ledger codes to display area.

Transaction Code List y

Code # Description Feel Fee2 Fee 3 ;l
G ERE T [ soodfl|  sood
00140 Lim Oral Eval-Prob Focus $50.00 $0.00 30.00
0145 Oral eval, pat under 3yrs $0.00 $0.00 $0.00
INT 00150 Comp Oral Ewal $75.00 $0.00 30.00
00160 Detailed/E stensive eval $95.00 $0.00 30.00
00170 Re-eval-Ltd, Prob focus $0.00 $0.00 30.00
a0yl re-eval - post-op visit $0.00 $0.00 $0.00
0180 Comprehensive Perio Eval $65.00 $0.00 $0.00 _I
00190 Screening of a Patiert $0.00 $0.00 $0.00
00191 Aszessment of a Patient $0.00 $0.00 30.00
Fiix 00z10 Full Mouth Series $35.00 $0.00 30.00
Pa a0z20 Periapical single, first $25.00 $0.00 $0.00
PasDL 00230 Periapical, each addition $20.00 30.00 $0.00
00240 Occlusal $30.00 $0.00 30.00
a0za0 #-Fay Extraoral 1t Film $0.00 $0.00 $0.00

\ Find: |

Ledger codes to display & COT 2019 " Other

" Medical codes & Dental codes " Insurance payment codes ¢ Comments  Automatic

™ Show inactive codes

0K I Cancell Add... | Edit. | Hemova...l

" Diagnostic codes € Palient payment codes © Adjustment codes

To delete a code, scroll to the code that you want to delete
and click Remove.

To add a code, click Add. The Transaction Code Definition
window is displayed. Enter all of the necessary data, and click
OK.

46 of 52  PracticeWorks Practice Management Software Initial Training Workbook (DE250-16)

4

5

To edit a transaction code, scroll to that code and click Edit.
The Transaction Code Definition window is displayed.

[reansacoon code pemuon

15 Code type: IDenla\ tycode T class IInIayKEln\ay -
Insurance code: |E|25TU Code group: (02500 & |noresses balance

£ Decreases balance

Abbreviation

Description Iln\ay, i etallic: 1 surf

COT Descrption: {MOMENCLATURE: inlay - metallic - one surface ;I
[ Inactive Tum ondoff auta adiustments for this code... I Posting AutuLinksI

Supplemenitary information

Taoth number entry F!eql,;iled 'I Reguired surfaces: timimum #: IW b axinnum #: |1_
Quadrant entry: | None vl Post-op/#alk-out statement comments:
=

™ Print on route slip

™ Add to tw plan when scheduled

[ Da not submit ta insurance

™ Reset patient recal

™ Requires follow-up call j
[~ Exclude charge from LIA production

I Do ot display ADA, insurance warnings for this cods ¥ Service taw applies
[ Lab case Select [ab

Fee infoimation

Schedule 1 Schedule 22 Schedule 3:
435.00 oo | 0.00

Cancel |

Default insurance payment: |0.00 %

Based on the edits indicated on your hard copy of the
transaction codes, make the appropriate changes.

Use the following guidelines when making changes:

« Select Inactive to deactivate a code. You can
reactivate it at any time.

e  Click Print on route slip if this procedure is
performed frequently. The procedure is added to the
route slip as an optional service.

¢ Click Do not submit to insurance to prevent the
transaction code from printing on insurance forms.



6

Click Reset patient recall to reset a patient’s recall
cycle.

Click Requires follow-up call, if appropriate. This
information displays on the Daily Production Detail
report, in the Call Back Contact Expert, and in
Practice Central.

Click Lab case if this procedure always receives a
lab case. This option is typically used for delivery
codes created by your office. It is not to be used on
prep appointments.

To print comments on a walkout statement when this
procedure is performed, type the comments in the
Post op/Walk-out statements comments field.

Under Fee Information, enter the fees that
correspond to the Schedule 1, Schedule 2, and
Schedule 3 columns on your printed list.

Leave Default insurance payment % blank, unless
this code is estimated for everyone at this
percentage.

Click OK.

Patient Payment Codes

Patient payment codes indicate how a patient pays for services.
Each payment type should have two codes: one to indicate a time
of service payment and one to indicate a payment received

through the mail. Abbreviations with an M in front of them indicate

a payment received in the mail.

To display the list of patient payment codes:

1 Select Lists > Transaction Codes. The Transaction Code

List window is displayed.

2 Click Patient payment codes. The Transaction Code List—

Patient Payment Codes window is displayed.

Fransocton cote Lot
abbrev | [ Code# Desciiption 1 el Fee2 Feed 4
CASH Cash payment: thank youl $0.00 $0.00 $0.00 J
Check pmt: thank poul $0.00 $0.00 $0.00
M asterCard payment $0.00 $0.00 $0.00
WISA, card payment $0.00 $0.00 $0.00
Digcover card pagment $0.00 $0.00 $0.00
American Express payment $0.00 $0.00 $0.00
Cash recv'd - Thank youl $0.00 $0.00 $0.00
Check recv'd - Thank youl $0.00 $0.00 $0.00
MasterCard rew'd: Thanks! $0.00 $0.00 $0.00
Wisa recw'd - Thank poul $0.00 $0.00 $0.00
Discover recy'd - Thanks| $0.00 $0.00 $0.00
$0.00 $0.00 $0.00
[ Find: I
i Jed
Ledger codes tadisplay & COT 2079 = Other
" Medical codes " Dental codes £ Insurance payment codes ¢ Comments  Automatic
" Diagnostic codes 1+ Patient papment codes  © Adjustment codes I™ Show inactive codes
0K I Cancel Add... Edi... Remave...
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Note Insurance Payment Codes Adjustment Codes

You should not Insurance payment codes indicate how an insurance payment is Adjustment codes are used for necessary financial adjustments:
change the default made. To display the list of insurance payment codes: refunds, discounts, insurance write-offs, and so on. To display the
settings for insurance ) )
payment codes. ] ) ) current list of adjustment codes:
1 Select Lists > Transaction Codes. The Transaction Code
List window is displayed. 1 Select Lists > Transaction Codes. The Transaction Code

. List window is displayed.
2 Select Insurance payment codes. The Transaction Code

List—Insurance Payment Codes window is displayed. 2  Select Adjustment codes. The Transaction Code List—
Adjustment Codes window is displayed.
[t oot
| _tokt S L [remectioncodet """
=5 Secnd. ance recy'd $0.00 $0.00 $0.00 Abbrey I Code # Description |
BULKIP Bulk payment - prim ins $0.00 $0.00 $0.00 LATE I T
BULKIPS Bulk payment - secnd ing $0.00 $0.00 $0.00 F — Tt eee = - $0.00 4000 $0.00
EPCHE ePostings check-piim ins $0.00 $0.00 $0.00 MININTR it o seise il 000 0,00 $0.00
EPCHES ePostings checkrse_cnd ins $0.00 $0.00 $0.00 FLANIMTR Payment plar interest $0.00 $0.00 $0.00
EPEFT ePostings EFT-prim ins $0.00 $0.00 $0.00 EARLYPMT R e $0.00 $0.00 $0.00
EPEFTS ePostings EFT-secnd ins $0.00 $0.00 $0.00 _I FLAMEILL Payment plar biling $0.00 $0.00 $0.00
PAYPLAN Transfer ta payment plan $0.00 $0.00 $0.00
TferTo $0.00 $0.00 $0.00 I
TuferFrm $0.00 $0.00 $0.00
OPEMBAL Opening balance $0.00 $0.00 $0.00
EADDEET Ead debt write-off $0.00 $0.00 $0.00
REFUND Credit balancs refund $0.00 $0.00 $0.00
FROVOLD Changed provider: was $0.00 $0.00 $0.00
Fr | PROYVMEW Changed provider: new $0.00 $0.00 $0.00
| Finc | BPAD Bulk Payment Adustment $0.00 $0.00 $0.00
Ledger codes to display 5 COT 2019 € Other Find: o
" Medical codes " Dental codes % Insurance payment codes ¢ Comments  Butomatic Ledger codes to display & COT 2019 ) Otter
¢ Disgnostic codes  { Palient payment codes ¢ Adjustment codes ™ Show inactive codes
" Medical codes " Dental codes " Insurance payment codes ¢ Comments ' Automatic
0K I Eanael Add.. Edit... Eenoe " Diagnostic codes ¢ Palient payment codes 7 Adjustment codss ™ Show inactive codes
0K I Cancel Add.. Edit... Remaove...
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To create an adjustment code:

1 Click Add. The Transaction Code Definition window is
displayed.

| Transaction Code Definition £

| Code ype: | Dental te code ™ T class: | Inlay/Onlay 'I
Insurance code: |02510 Code group: IDZEDD & [noresses balance

) Decreases balance

Abbrevistion

Drescription: I\ﬂlay, Metallic 1 surf

CDT Description: [NOMENCLATURE: inlay - metallic - one surface d
]
I Inactive Turh on/off auto adjustments far this code... | Posting AutoLinks |

Supplementary information

Tooth number entry: IHBQL;iIed - Required surfaces: Minirum #: IT b aximum #: |1
GQuadrant entry: INone - Post-opfw!alk-out statement comments:

™ Print o route slip
I™ &dd to tx plan when scheduled
I Do not submit to insurancs

™ Reset patisnt recall

I™ Requires follow-up cal ;I
™ Exclude charge from LIA production

I™ Do ot display S04 insurance warnings for this code ¥ | Service taw applies

I Lab case Select(ab |

Fes information

Schedule 1:  Schedule 22 Schedule 3

| 43500 | oon 000 Default insurance payment: |100 %
Careal

2 Type data, or select options, in the following fields:

e Abbreviation—Enter an abbreviation using a maximum of
8 characters, but no spaces. This abbreviation is used
when entering a code on a patient’s account.

o Description—Enter a description using a maximum of 25
characters. This is what appears in the list and prints on
patient statements.

e Code type—Select a code type from the drop-down list:
Adj (collection), Adj (other), Adj (production).

« Adj (collection) applies to adjustments that
automatically increase or decrease the revenue
stream.

o Adj (other) is used when the adjustment does not
affect either the collection or production numbers.

« Adj (production) is used for such things as
discounts, courtesies, and insurance adjustments.

+ Increases balance/Decreases balance—Select an
option.

3 Click OK.

Diagnostic Codes

Although you can change the setting, PracticeWorks uses ICD-10
codes as the default.

| Transaction Code List

Feel Fee 2 Fee 3 -
CARIES 025 caries, pit-suif lim enam | T [ 40.00
NORMAL 201.20 exam wo abnomal findings $0.00 $0.00 $0.00
SUPR# K001 Supemumerary Teeth $10.00 $0.00 $0.00
Find:
| =
Ledger codes to display ICD codes displayed |1ED‘10 vI
" Medical codes " Dental codes € Inswance payment codes ¢ Commenls " Automatic
% Diagnostic codes ¢ Patient papment codes  © Adjustment codes ™ Show inactive codes

[ ok | comol | gt | e | Pemove.

PracticeWorks Practice Management Software Initial Training Workbook (DE250-16)

49 of 52



50 of 52

Automatic Codes

Automatic codes are adjustments that are applied automatically to
the ledger. To display the current list of automatic codes:

1 Select Lists > Transaction Codes. The Transaction Code
List window is displayed.

2 Select Automatic. The Transaction Code List—Automatic
Codes window is displayed.

| Transaction Code List

Fee 2 Fee 3 -

[__soodil o]

$0.00 $0.00

[ 0.
50% Pratessional Courtesy 50.000%%

Fird:

B

Ledger codes todisplay ¢ £OT 2019 ) Other

" Medical codes " Dertal codes " Ingurance papment codes € Commerits i+ Automatic

" Diagnostic codes ¢ Patient papment codes £ Adjustment codes [~ Show inactive codes

0K I Cancel Add... Edi. FRemove.
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Adding Automatic Codes

To add an automatic code:

1 Select Lists > Transaction codes. The Transaction Code
List window is displayed.

2 Click Automatic. The Transaction Code List—Automatic
Codes window is displayed.

3 Click Add. If a message is displayed, click OK. A blank
Automatic Adjustment Definition window is displayed.

Automatic Adjustment Defi

Abbreviationl Code t}'DEIAdi [other] j T= cIasS:IMisceIIaneous j

& Increases balance

- " Decreases balance
Descnptlonl

I™ | Inactive Posting AutaLinks |

Adjustment definition

This adjustment is  {* Computed as a percentage
A fived amourt

Adjustment pet. [Enter 5.1% as 5.1] I 0.000
™ By default, automatically add thiz adiustrment to all patisnts
[~ By default, all ather transaction codes are included in the calculation of this adjustment

Turmn ondoff auto adjustments for this code...

Production Owner

" Assign to a specific Production Owner IBAS 'l

' Aszign to the Production Dwner of the transaction being tazed/adjusted.

Producer

" Assign to a specific Producer IBAS 'l

' Aszign to the Producer of the tranzaction being taxed/adjusted.

()8 | Cancel |

4 Type data, or select options, in the following fields:

¢ Abbreviation—Enter an abbreviation using a maximum of
8 characters, but no spaces. This abbreviation is used
when entering a code on a patient's account.



Description—Enter a description using a maximum of 25
characters. This is what appears in the list, displays on
ledger cards, and prints on patient statements.

Code type—Select one of the following code types from
the drop-down list: Adj (collection), Adj (other), Adj
(production), or Tax related.

e Adj (collection) applies to adjustments that
automatically increase or decrease the revenue
stream.

e Adj (other) is used when the adjustment does not
affect either the collection or production numbers.

o Adj (production) is used for such things as
discounts, courtesies, and insurance adjustments.

o Taxrelated is used when tax is applied to a
transaction.

Increases balance or Decreases balance—Select an
option.

This adjustment is—Select Computed as a percentage
or A fixed amount.

Adjustment pct or Adjustment amount—Enter the
appropriate percentage or amount.

By default, automatically add this adjustment to all
patients—Select this option if you want the software to
use this code for all patients.

By default, all other transaction codes are included in
the calculation of this adjustment—Select this option if
you want the software to include the codes when
calculating the adjustment.

« Assign to a specific Production Owner or Assign to
the Production Owner of the transaction being
taxed/adjusted—Select an option.

« Assign to a specific Producer or Assign to the
Producer of the transaction being taxed/adjusted—
Select an option.

5 Click OK.

Comment Codes

Comment codes represent general comments. A comment code

can be printed on a statement. To display the current list of
comment codes:

1 Select Lists > Transaction Codes. The Transaction Code

List window is displayed.

2 Select Comments. The Transaction Code List—Comment

Codes window is displayed.

e

Abbrev | Code # Desciiption | Fee1 Fea 2 Fea 3 ;I
LINKNOWN Mot on file $0.00 $0.00 $0.00
960001 Mail stmt prepared $0.00 $0.00 $0.00
910005 Insurance filed $0.00 $0.00 $0.00
910006 Secondary insurance filed $0.00 $0.00 $0.00
10007 PFrimary sent ec $0.00 $0.00 $0.00
910003 Secondary send ec $0.00 $0.00 $0.00
STRMY Stent rmwved befare printing $0.00 $0.00 $0.00
INSCLRF Prirn claim cleared $0.00 30.00 30.00 _I
INSCLRS Secnd claim cleared $0.00 $0.00 $0.00
INSCLRSA Sec claim cleared [auta) $0.00 $0.00 $0.00
C_ACT $0.00 $0.00 $0.00
Max aximum Med $0.00 $0.00 $0.00
NOELIG No Eligibility $0.00 $0.00 $0.00
REFDRAL Referred ta Oral Surgeon $0.00 $0.00 $0.00
[ Find: [ <

Ledger codes to display % COT 2019 = Dther

" Medical codes " Dental codes

" Diagrostic codes Patient paymert codes  © Adjustment codes

" Insurance papment codes  ©* Comments ' Automatic

I Show inactive codes

0K I Cancel | Add | Edit | Remove |
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Skill Sharpener

Exercise 1—Edit the transaction code list.

Edit the existing transaction code list in the tutorial so that Fee 1
for a Maryland Bridge is increased from $850 to $900.

To edit the transaction code list:

1 Select Lists > Transaction codes. The Transaction Code
List window is displayed.

2  Click the column header for Abbrev to sort by abbreviations.

3 Inthe Find field, type MRY. The transaction code for Maryland
Bridge is highlighted. Fee 1 is $850.

4  Click Edit at the bottom of the window. The Transaction
Code Definition window is displayed.

5 Change Schedule 1 to 900, and click OK. The Update Fees
window is displayed.

6 For this exercise, select Don’t Update At All, and click OK.
The Transaction Code List window is displayed again.

7 To exit the list, click Cancel.
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Lesson 7

Using Medical Alerts

Medlical alerts are reminders of medical conditions that the patient
has. These alerts display on page 2 of the clipboard and in a
patient's clinical chart. Medical alerts can be automated to display
at specific times.

The following list shows examples of medical alerts:

e Abnormal bleeding
o Allergic to aspirin

o Allergic to codeine

o Diabetic

e Heart problems

e High blood pressure
e HIV positive

o Seizures

Adding a Medical Alert

To add or edit a medical alert:

1 Select Lists > Medical Alerts. The Medical Alerts Pick List
window is displayed.

ID# | Medical Alert Description
|_
ooo1n Allergic to aspirin
00003 Allergic to codeine
o001 Allergic to Latex
000o0g Allergic to penicilin
00004 Artificial Joints
ooo12 Asthma
00017 Cancer
00015 Coumadin
00018 Diabetes
0ooaz Diabetic
00020 Glaucama
00003 Heart problems
00005 Hepatitiz
0002 High blood pressure
| Find:

19 I Cancel | Add | Edit | Remove |

2 To add a medical alert, click Add. The Medical Alert
Definition window is displayed.

Medical Alert Definition EHE

Medical Alert: I

()8 I Cancel |

3 Type the name of the new medical alert, and click OK.

4 Click Cancel to close the medical alert picklist.

Note

You must have the
appropriate security
level to add or edit
medical alerts.

PracticeWorks Practice Management Software Initial Training Workbook (DE250-16) 53 of 54



Skill Sharpeners

Exercise 1—Add a medical alert to a patient’s clipboard.

A new patient, Brett Jones, has called to say that he forgot to

mention that he is allergic to aspirin.

To add a medical alert about Brett's allergy:

1

Click the Phone inquiry button. The Select person on the
phone window is displayed.

Find Brett Jones, and click OK. The Phone Inquiry window is
displayed.

Click Clipboard, and the clipboard for the patient is
displayed.

Click Page 2 on the right side of the clipboard. Page 2 of the
clipboard is displayed.

Under Medical alerts, click Select. The Patient Medical
Alerts window is displayed.

Scroll until you find Allergic to aspirin. Select it, and click
OK. The message Allergic to aspirin is displayed in the
Medical alerts section of the clipboard.

Click Page 1 at the bottom of the Page 2 window. Page 1 of
the clipboard is displayed.

Click OK and Close.
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Exercise 2—Add a medical alert to the list of alerts.

Add an alert to the current Medical Alerts list that indicates
difficulty in hearing.

1

Select Lists > Medical Alerts. The Medical Alerts Pick List
window is displayed.

Click Add. The Medical Alert Definition window is displayed.

Type Hard of Hearing in the Medical Alert field, and click
OK. The Medical Alerts window is displayed again, and the
alert is listed.

Click Cancel.



Lesson 8

Setting Up Pre-Defined Appointments

A pre-defined appointment has many details already filled in,
saving you time when scheduling appointments.

To set up a pre-defined appointment:

1 Select Lists > Pre-defined appointments. The Pre-defined

Appointments Pick List window is displayed.

Abbrey | Desciption

4 malgams
Bleaching Delivery
Bleaching Impression
Bridge Delivemn
Bridge Prep
Compostes
Consultation
Crown delivery
Crown prep
Denture

Denture Delivery
Denture Tryin
Denture Wanhite
Emeigency exam
Extraction 1 Toath

oK | Cancell Add | Edt | Hemovel

Click Add. The Pre-Defined Appointment Definition window
is displayed.

Pre-Defined Appointment Definition

Appointrent infarmation Praduction infarmation

Descriplionl Estimated production § nog
Ahbrevialionl Honprod Prod MNonprod Prod Mon-prod Total
T Uil o 5 6 o oo
= i 50 T AT AT
I™ Recal appointrent
Description Charges d
Lab information
[7 Lab Case J
Select |3t

j

Addf’Ed\lentlyl Hemoveenllyl He-calculatel

Caniel

In the Description field, type a description for this type of
appointment.

Press Tab to move to the Abbreviation field. Type an
abbreviation, five-character maximum, with no spaces.

Click the Tx Class drop-down arrow, and select the
appropriate treatment class.

Select Recall appointment, if appropriate.

Enter an estimated dollar amount in the Estimated
Production field or enter the ADA codes or abbreviations in
the Description field, pressing Tab after each code. The
Charges column displays the standard fee for each code.
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Note

When adding ADA
codes to a
pre-defined
appointment, do not
add codes that
require a tooth
number, surfaces, or
quadrants, since
these will vary from
patient to patient.

Note

If you set the recall
units to zero and
leave the recall
section on Page 2 of
the clipboard blank,
the software uses the
values on the
Pre-Defined
Appointment
Definition window.
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8 In the Producer/Non-Producer grid, click the arrow to enter
the number of time units required for this type of appointment.
Producer units are for the doctor and hygienist's time;
Non-Producer units are for the assistant's time.

9 If alab case is required for this type of appointment, select
Lab Case. If you always use the same lab for this type of
appointment, click the Select Lab button. The Lab Pick List
window is displayed. Select a lab and click OK. The
Pre-Defined Appointment Definition window is displayed
again.

10 Click OK to save the data that you entered. The Pre-Defined
Appointments Pick List window is displayed again.

11 Click Cancel to close the window.
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Skill Sharpeners

Exercise 1—Add a pre-defined appointment for PM—Perio
Maintenance.

To add the appointment:

1 Select Lists > Pre-defined appointments. The Pick List
window is displayed.

2 Click Add. The Pre-Defined Appointment Definition window
is displayed.

3 In the Description field, type Perio Maintenance.

4  Press Tab. The cursor moves to the Abbreviation field. Enter
PM.

5 Click the Tx Class drop-down list, and select Hygiene.
6 Select the Recall appointment option.

7  Inthe Producer/Non-Producer grid, click the arrows to show
0/6/1/0/0/0 (O units of non-producer time and 6 units of
producer time, 1 unit of non-producer time, followed by 0's in
the remaining fields).

8 Click the Description column, and enter 150. This is the ADA
code for Periodontal Maintenance. Press Tab. The code, a

description, and the standard fee are automatically generated.

9 Press Tab to accept the fee. The cursor moves to the next line
in the Description column.

10 Click OK. The Pick List window is displayed.

11 Click Cancel.
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Lesson 9

Setting Up Insurance Companies

Before you can submit a claim or add a patient’s insurance

information, you must have the patient’s insurance company set

up in the software.

Adding an Insurance Company

To add an insurance company:

1 Select Lists > Insurance companies. The Insurance
Company List window is displayed and shows the insurance
companies that have already been added to the software.

Insurance Company List

| Campany Address City Phane Payar 1D ﬂ
Aetha Lif ce Co 100 M. Broadway Chicago E 587
Aetna Life Insurance Ca. 3388 Morth Meridian Street Indianapolis | 317-632-4498 B0054
Aetna Life Insurance Co. P.0. Box 3453 Omaha 800-335-0002 E0054
Blue Cross 1 Medical Drive Sacramento 471498
Blue Crozs Blue Shield 102 Morth Meridian St. Indianapolis | 317-634-8877 24105
Blue Cross Blue Shield P.0. Box 7754 Orange 22033
CIGMA 1234 Main Street Indianapalis | 900-587-2298 62308
CIGHA P.0. Box 1003 Indianapolis | 800-226-3330 E2308 ]
Caonnecticut General Life Insurane | 4487 Broad Ripple Ave. New York 516-683-1800 E2308
Delta Dental PO Box 2456 Indianapolis | 809-993-9399 13004
Delta Dental Califomia 1443 Delta Strest El Centio 877-333-2222 I
Dielta Dental Maryland 1111 York Foad Timonium 888-777-2222 23168
Equitable Life Insurance Ca. 3990 Flat Rock Road Cincinnati 62308
John Hancock Insurance Co. 9900 N. 124th St Carmel 317-844-5555 E50939
John Hancock Insurance Compan | 3389 Westfield Avenue Davenport E5033
| Find: J

=
| [~ Show inactive ‘
0K I Cancel Add Edit Femove

2

3

To add an insurance company, click Add. The Insurance
Company Definition window is displayed.

Insurance Company Definition

Company information

Company: I

Address: I

City: I
Phone: I

Contact: I

Paper ID: I Paer list... |
MEL Paver ([ I HES Paverlist:.. |
MHES Bequirements |

Ing. Provider 1D |
Other infa... |
J E stimating... |

[ Print Treating Dentist and Treatment Location Info. an all claim pages

Skate: l— ZIP: I
Fax: I

ePostings Capable [T

File electranic chaims lss: I

[T Age electroric claims as paper claims
IV Prefix COT codes with a ‘D"
[T Group number required

ILeave signature line blank,

[" Inactive
) I™ Shiink to fit
Form type

Insurance form to use for DENTAL plans:

| 4D4 2012 form |
Insurance form to use for MEDICAL plans:

| bedical form (CMS-1500) =l

o]

Cancel |

Enter the required information, and click OK.
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Note

In many cases, one
insurance company
has different branches.
For every branch
address, set up a
separate company. The
company name is the
same, but the address
is different.

Tip

Determine your
naming conventions
before you start
entering company
names. Make sure the
names are spelled
consistently.
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Note

The first time that you
use a particular zip
code, you must enter
the city and state.

Skill Sharpener

Exercise 1—Add an insurance company.

You need to add the Travelers Life Insurance Company with this
address: 3935 Eagle Creek Parkway, Omaha, Nebraska 78888.

To add the insurance company:

1

Select Lists > Insurance Companies. The Insurance
Company List window is displayed with the cursor in the
Find field.

Type the first three letters of the name of the insurance
company, TRA, in the Find field. The first Traveler's in the list
is selected. None of the entries, however, has the address
3935 Eagle Parkway. Therefore, it is safe to add this branch.

Click Add. The Insurance Company Definition window is
displayed with the cursor in the Company field. Type
travelers life insurance co in lowercase letters—the software
capitalizes for you. Press Tab.

Type 3935 eagle creek parkway, and press Tab twice to
move to the ZIP code field.

Enter 78888, the zip code. After you press Tab, the system
fills in the city and state fields automatically. This occurs
whenever you use a zip code that has been used before.

Type 8005551212x100 (the telephone number and the
extension) in the Phone field. Press Tab twice. The software
formats the telephone number, and the cursor is in the
Contact field.

Click OK, and the Insurance Company List window is
displayed.

Click Cancel.
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Lesson 10

Setting Up Employer/Plans

Many employers offer insurance as a benefit to their employees.
Some employers offer more than one insurance plan. An

employer/plan refers to the combination of an employer with a
specific insurance plan and its associated benefits.

Adding an Employer/Plan

To add an employer/plan:

1 Select Lists > Employer/plans. The Employer/Plan Pick
List window is displayed and shows the employer/plans that
have already been added to the software.

Employer/Plan Pick List

| Emplayer Plan name

Acme Pin Co. Acme Missle Co.
Acme Rubberbands Hourly Plan

Acme Toy Co. Aeme Top Co.
Allison Gas Turbine Executive Dertal
Amtrak. Firenen/brakemen
Ben &Jemy's Dippers & Scoopers
Crowe, Chizek & Co. ICPAS Dental Plan
Crown Systems Sagamore Bronze
Crumbs And Mare, Inc Executive Plan
Envelopes And Fome, Ine. Hauly ‘Warkers Plan

Fred & Co. Regal Plan
(Goodyear Tire & Rubber Goodyear Tire & Fub
Indiana University Faculty/staff Plan
Indiana University U Medical Plan

Ireurance Company

IMetropalitan |nsurance
Delta Dental Maryland
CIGNA

Delta Dental Califomia
CIGNA

"wauszau Insuiance Co.
Aetna Life Insurance Co.
Equitable Life Insurance Co.
Sagamore Health Plan
Blue Cross Blue Shield
Metropolitan |nsurance
Metropolitan |nsurance
Blue Crozss Blue Shield
CIGNA

“washington Mational Life

Tiojan 1D j
L]

| Find:

I

[~ Show inactive

0K I Cancel Add

Edit Femoye

2 To add another employer/plan, click Add. The Employer/Plan

Definition window is displayed.

E mployer information

Employer /Plan Definition

Emploper

Address

|
Cit_l,JI
Statel_ ZIF code I
F'honel

Faxl Caopy from Trojan |

Plan information

Plan name |

Group nurmber |

Inzurance type ICommerciaI Isurance Co.
V¥ Accept azsignmient of benefits
¥ Print signature on file

= bark "resin Box 27 on HERS-1 500
[ Inactive

=l

E stimating...

[ Medical insurance Other infa... |

Important

An employer may
have several different
insurance plans.
Enter each one
separately.

Tip

Insurance company

Phone:
Fau:

Unknown Select... |

ak. I Cancel

3  Enter the required information, and click OK.
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Because many
employers offer more
than one insurance
plan, use the Plan
Name field to
summarize the
benefits for that plan.
For example, type
100/80/50 -
50/1000.
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Note

Do not use the word
The as the first word
in the Company field,
even if that is the legal
name of the company.

Skill Sharpeners

Exercise 1—Add a company and an insurance plan.

Several of your patients work for the Crunchy Frog Chocolate
Company, located at 1234 Main Street, Greenfield, Indiana,
46222. Crunchy offers just one insurance plan, the Platinum Plan.
Their claims are filed with the Travelers claim processing office at
3935 Eagle Creek Parkway in Omaha. You need to add Crunchy
Frog to the system.

To add the company and plan:

1 Select Lists > Employer/plans. The Employer/Plan Pick
List window is displayed. The cursor is in the Find field.

2  Type cru, the first three letters of Crunchy Frog, to make sure
that this employer/plan has not already been entered. There
might be, for example, a Crunchy Frog/Bronze plan. After
looking at the list, you can see that there is no entry for
Crunchy Frog.

3 Click Add. The Employer/Plan Definition window is
displayed with the cursor in the Employer field.

4  Type crunchy frog chocolate co., and press Tab. The cursor
moves to the Address field.

5 Type 1234 main street, and press Tab twice. The cursor
moves to the ZIP code field.

6 Type 46222, and press Tab. The City and State fields are
filled in automatically, and the cursor moves to the Phone
field.

7 The area code 999 has been generated automatically. Type
2994146 without spaces or punctuation. Press Tab three
times, and the cursor is in the Plan Name field.
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8 Type platinum plan, and press Tab. The cursor moves to the
Group Number field.

9 Type G 999, and press Tab.

10 For this example, make sure that Accept assignment of
benefits and Print signature on file are checked.

11 In the Insurance Company section, click Select. The Select
the insurance company that this plan is through window is
displayed with the cursor in the Find field.

12 You want to find the Travelers claim office in Omaha. Type
TRA. There is more than one Travelers, so scroll down until
you find the one on Eagle Creek Parkway. Select it, and click
OK. The Employer/Plan Definition window is displayed
again.

13 Click OK. The Employer/Plan Pick List window is displayed,
and Crunchy Frog Chocolate Co./Platinum Plan has been
added to the list.

14 Click Cancel.

Exercise 2—Add insurance estimating information for Crunchy
Frog Chocolate Co.’s Platinum Plan.

Copy the information in the Office Wide Default fields to the
Crunchy Frog Chocolate Co./Platinum Plan. Then make the
following changes in the Platinum Plan:

¢ Change the percentage paid for preventive procedures to
90%.

« Change the individual deductible to $100.

« Change the family deductible to $300.



To copy the code-specific estimating information from the office
wide defaults to the Platinum Plan and make the required
changes:

1

10

11

12

13

Select Lists > Employer/plan, and the Employer/Plan Pick
List window is displayed.

Select the Crunchy Frog Chocolate Co./Platinum Plan, and
click OK. The Employer/Plan Definition window is
displayed.

Click Estimating, and the Benefit Table window for the
Crunchy Frog/Platinum Plan is displayed.

Click Copy from. The Copy Estimating Info From window is
displayed.

Select the office wide defaults, and click OK.

In the Code-Specific Estimating Information section, select
Don't copy any code specific estimating details from the
office wide defaults.

Click OK. The Benefit Table window for Crunchy Frog
Chocolate Co. is displayed again, but now it contains
code-specific data.

In the % Paid column for code range 00120 to 01999,
change 100.00 to 90.00.

In the Individual deductible amount field, change 50 to 100.

In the Family deductible amount field, change 150 to 300.

Click OK. The Employer/Plan Definition window is
displayed.

Click OK. The Employer/Plan Pick List window is displayed.

Click Cancel.
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Lesson 11

Using Treatment Plans

A treatment plan is a list of one or more procedures that the
doctor has diagnosed as necessary. Typically, it is submitted to a
patient and then approved by the patient. The software tracks both
accepted and non-accepted treatment plans.

A treatment plan—frequently written as Tx plan—informs a patient
about what to expect: how many visits constitute the course of
treatment, what is covered by insurance, and how much the
patient has to pay.

Insurance pre-determinations are generated from the patient's
treatment plan.

Setting Up a Treatment Plan

To set up a treatment plan for a patient:

1 Click the Phone inquiry button. The Select person on the
phone window is displayed.

2  Find the patient that you want. Select that patient and click
OK. The Phone Inquiry window is displayed.

3 Click Clipboard. The patient’s clipboard is displayed.

4

5

Click Tx Plan on the right side of the clipboard. The
Treatment Plan Pick List window is displayed. If no treatment
plans have been created for this patient, the list is blank.

Treatment Plan Pick List

Description Created E xpired Statuz with Patient

Close I

Cancel |

Create new plan | Edit plan | Femawve plan

Accept plan | Complete plan

Click Create new plan. A blank Treatment Plan window is
displayed.
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Note

You can create more
than one treatment
plan for a patient, and
give the patient a
choice. Only one
treatment plan,
however, can be
active at a time.

)

Phone Inquiry
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Note

If a patient has multiple
treatment plans, the
name you give the plan
distinguishes one plan
from another. The
description can be
based on the treatment
needed, option 1 or
option 2, or current-
year plan.
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6

8

9

Treatment Plan

Deseription of plan | Submitins PreD..
Fee expiration date |02-06-08 Print patient proposal..
Primary insurance Secandaty inswance O —
Insured party  George Home! Inzured party e
Employer/Plan  Crumbs &nd More, Inc EmployerFlan (losmi R B
Insurance co.  Blue Cross Blue Shisld Insuance co. Tx cantacts...
ist Prod Description Fee Status |
1JIEK 0.00[Not vet printed
¥ Show completed entiies
Fee for remaining Tx $0.00 -
i goon _ Undote ins estimate | Add/Et| Copyfiom. | Flemuest PreD | Cose |
Estimated insuiance 0 | —— | — | 7 . | g ram— |
Patiznts portion so.op Lidetals. | [Sec detals. ancel entry ns co approved. .. nitry performe

Type the name of the treatment plan, and then press Tab. The
cursor moves to the Fee expiration date field. This date
indicates how long the quoted price is in effect.

Press Tab to move to the Visit # field. Visit # is used when the
treatment logically requires more than one visit.

Press Tab to accept the default, Visit #1. The cursor moves to
the Prod column.

Press Tab to accept the default producer, or select another
producer. The cursor moves to the Description column.

10 Enter the ADA code or the abbreviation for the procedure. If

11

you do not know either of them, press Tab and a list of codes
is displayed. Select the correct code in the list, and click OK.

Press Tab. The cursor moves to the Fee column. The standard
fee for this procedure is displayed. If you want to change the
fee, enter the new amount in this column. Press Tab to move
to the next line.

12 If additional procedures are part of the treatment plan, enter

them in the same way as you entered the first procedure.

13 When you have entered all of the procedures, click Close.
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Printing Treatment Plans

To print an existing treatment plan:

1

10

Click the Phone Inquiry button. The Select person on
phone window is displayed.

Find the patient that you want. Select that patient and click
OK. The Phone Inquiry window is displayed.

Click Clipboard. The patient's clipboard is displayed.

Click Tx plan. The Treatment Plan Pick List window is
displayed.

Select the treatment plan you want to print, and click Edit
plan. The Treatment Plan window is displayed.

Click Print patient proposal. The Estimating for Proposal
window is displayed.

Estimating For Proposal [ x|

Do pou want to modify the insurance
estimates befare printing?

f+ Update estimating and print
" Clear estimating and print
{~ Change nathing and print

]

Canicel |

Select one of the options, and click OK. The Report
Destination window is displayed.

For a hard copy, click Print to Printer, and click OK. A
message is displayed.

Click Yes if you want the proposal formatted to fit in a window
envelope. Click No if you are not planning to mail the
proposal.

Click Close.



Entering Acceptance of Treatment Plans

To indicate a patient’s acceptance of a treatment plan:

1 Open the patient'’s clipboard.

2 Click Tx plan. The Treatment Plan Pick List window is
displayed.

3 Select the treatment plan, and click Accept plan. The Status
with Patient column changes from Proposed to Accepted.

4  Click Close. The clipboard is displayed again.

5 Click OK to close the clipboard.

Submitting Pre-Determinations

The patient has an interest in knowing what part of the cost is
covered by insurance. This is accomplished through a
pre-determination.

To pre-determine insurance benefits:

1 Open the patient'’s clipboard.

2 Click Tx plan. The Treatment Plan Pick List window is
displayed.

3 Click Edit plan. The Treatment Plan window is displayed.

4  Select the procedure for which you want a pre-determination,
and click Request Pre-D. The Status column on the window
changes to Waiting to submit Pre-D.

5 Repeat step 4 for each procedure to be included on the
pre-determination until each one is listed as Waiting to
submit Pre-D in the Status column.

6 Click Submit ins Pre-D. The Submit for Predetermination
window is displayed. Select to print the form on paper or
submit it electronically. If the patient has secondary insurance
you can submit the secondary predetermination now or wait
until the primary approval is received.

7 Click OK, and the Insurance Submittal Information form is
displayed.

8 Review the form, and when you are satisfied, click OK.

9 If you selected to print the form on paper, the form prints. If
you selected to submit the form electronically, it is submitted
in the next batch of electronic claims.

10 Click Close to close the treatment plan, click Close to close
the treatment plan pick list, and click OK to close the
clipboard.

Approvals of Pre-Determinations

A response from the insurance company includes a
pre-authorization number, the total amount of benefits, and the
amount that the insurance company pays for each submitted
procedure.

To enter the pre-determined benefits:

1 Open the patient’s clipboard.

2 Click Tx plan. The Treatment Plan Pick List window is
displayed.

3 Click Edit plan. The Treatment Plan window is displayed.

4  Select the procedure, and click Enter Approval. The
Approved Treatment window is displayed.

PracticeWorks Practice Management Software Initial Training Workbook (DE250-16)

67 of 72



68 of 72

Type the total amount approved for the treatment plan in the
Predetermination amount field, and press Tab. The cursor
moves to the Preauthorization # field.

If the insurance company has included a preauthorization #,
type the number. If there is no preauthorization #, leave the
field blank.

For each procedure enter the preauthorization date, approval
status, and the approved amount. The total of the individual
approved amounts must equal the preauthorization amount at
the top of the window.

When finished, click OK, update the blue book to update
blue book entries, or click Ok, don't update the blue book to
close the window.

Click Close to close the treatment plan.
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Creating Treatment Plan Messages

There are two categories of treatment plan messages: one for
patients with insurance; one for patients without insurance. The
appropriate message is displayed on a printed treatment plan.

To create the treatment plan messages:

1

2

3

Select File > Preferences > Tx proposal messages. The
Treatment Proposal Messages window is displayed.

Treatment Proposal Messages

Aareement for patients with insurance

Agreement for patients without insurance

Pleaze understand that thiz iz an ESTIMATE. ‘wWhile we by to anticipate all treatment
that will be required. there are cases where the estent of a dental problem cannot be
fully understood urtil treatment has begqun. Unforeseen changed in reatment can
result in addhitional cost. “we will inform you of any changes.

Patient Signature: », D ate: =,

ak. I Cancel

Click in either box and enter the message you want to print on
the treatment proposal.

Click OK.



Skill Sharpeners

Exercise 1—Set up a treatment plan.

At 2:00 today, George Hormel has an appointment. Dr. Klein
wants to recommend a treatment consisting of two crowns of a
particular type. The ADA code for this procedure is 2750; the
abbreviation for the same procedure is CRPHN, crown porcelain
with high noble metal. The teeth that are affected are numbers 19
and 30. The treatment requires two visits.

To set up the treatment plan for Mr. Hormel:

1 Right-click on Mr. Hormel's appointment. A shortcut menu is
displayed.

2 Select Clipboard for Hormel, George, and Mr. Hormel's
clipboard is displayed.

38 Click Tx plan on the right side of the clipboard. The
Treatment Plan Pick List window is displayed. There are no
plans listed yet.

4  Click Create new plan. A blank Treatment Plan is created
with the cursor in the Visit # field.

5 In the Description of plan field, type Crowns #19 and #30,
and then click in the Visit # field.

6 Press Tab to accept the default, which is Visit #1. The cursor
moves to the Prod column.

7 Press Tab to accept the default doctor, JEK. The cursor
moves to the Description column.

8 To add the procedures that make up the treatment plan, enter
the ADA code or the corresponding abbreviation. To see a list
of ADA codes, press Tab, select the code, and click OK.

In this example, enter 2750 19 in the Description column—
2750 is the ADA code; 19 is the tooth number.

10

11

12

13

14

Press Tab to move to the Fee column, and the standard fee
for this procedure is displayed.

Press Tab to accept the standard fee.

To enter the second procedure, type 2 in the Visit # field, and
press Tab twice to move to the Description column.

Type the abbreviation crphn 30 in the Description column,
and press Tab.

Press Tab to accept the standard fee.

Click Close, click Close again, and then click OK.

Exercise 2—Print the treatment plan created for George
Hormel.

To print the treatment plan:

1

2

Open George Hormel's clipboard.

Click Tx plan. The Treatment Plan Pick List window is
displayed with Crowns #19 and #30 Treatment Plan
highlighted.

Click Edit plan, and the Treatment Plan window is displayed.

Click Print patient proposal in the upper-right corner of the
window. The Estimating for Proposal window is displayed.

Select one of the options, and click OK. The Report
Destination window is displayed.

For a hard copy, click Print to Printer, and click OK.

To print a treatment plan to mail, click Yes. To print a treatment
plan to give to a patient, click No.

Click Close.
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Exercise 3—Indicate that George Hormel has accepted his
treatment plan.

To indicate the patient’s acceptance of a treatment plan:

1

2

4

5

Open the patient's clipboard.

Click Tx plan on the right side of the clipboard. The
Treatment Plan Pick List window is displayed.

Select the treatment plan, and click Accept plan at the
bottom of the window. The Status with Patient column
changes from Proposed to Accepted.

Click Close. The clipboard is displayed again.

Click OK to close the clipboard.

Exercise 4—Mr. Hormel wants to know what part of the cost of
his treatment is covered by insurance.

To pre-determine Mr. Hormel's insurance benefits:

1

2
3
4
5

Note

In this exercise, the 6

pre-determination is

submitted by mail, but

it can also be

submitted

electronically. 7
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Open George Hormel's clipboard.

Click Tx plan on the right side of the clipboard. The
Treatment Plan Pick List window is displayed.

Click Edit plan. The Treatment Plan window is displayed.

Highlight the first procedure, and click Request Pre-D at the
bottom of the window. The Status column on the window
changes to Waiting to submit Pre-D.

Highlight the second procedure, and click Request Pre-D. lts
status changes.

Click Submit ins Pre-D in the upper-right corner of the
window. The Submit for Predetermination window is
displayed. The Submit Primary option is selected by default.

Select Print form on paper now.
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8 Click OK. The Insurance Submittal Information form is
displayed.
9 Review the form, and click OK. The Treatment Plan window

is displayed again, and the Status column has changed to
Pre-D submitted and includes the date on which it was

submitted.

10 Click Close.

Exercise 5—Enter a pre-determination of benefits into the
system.

A few weeks later, you receive a response from the insurance
company. Your estimate of benefits was $650 ($325 for each
procedure), but the insurance only pays $630 ($315 for each

procedure). The pre-authorization number is #012345.

To enter the pre-determined benefits:

1

Open George Hormel's clipboard.

2  Click Tx plan on the right side of the clipboard. The
Treatment Plan Pick List window is displayed.

3 Click Edit plan. The Treatment Plan window is displayed.

4 Highlight the first procedure, and click Enter Approval. The
Enter Insurance Approval window is displayed with the
cursor in the Predetermination amount field.

5 Type the approved amount—630—and press Tab.

6 In the Preauthorization number field, type 012345, and
press Tab. The cursor moves to the Preauth date field for the
first procedure.

7 Press Tab to accept the default date. Press Tab twice to move

to the Approved amt field.



10

11

12

13

Enter the preauthorized amount—315—and press Tab to move
to the second procedure.

Press Tab to accept today’s date. Press Tab twice to move to
the Approved amt field.

Enter 315 in the Approved amt field, and click OK, don’t
update blue book. The Treatment Plan window is displayed
again with the Status column changed.

Click Close. The Treatment Plan Pick List window is
displayed.

Click Close. The Clipboard window is displayed.

Click OK to close the clipboard.
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Lesson 12

Working with Payment Plans

Payment plans are scheduled payments for services that have

been performed.

Adding a Payment Plan

To set up a payment plan:

1 Select Lists > People. The Person Pick List window is

displayed.

Click Add entry. The Post new entries to window is

displayed.

[Post new entries ko Tom Johnson account

[[SveDate [ Enty Date Pafiert || Prod Deserption Chages | Credis

Balance | Tns | ]

[oro70e 0708 [Recount bEd 0.00]

234.21]

L]

=l

T Print wakout statement

AR oumed by JEK Ledger History
Removs erty | Cancel

Select the Responsible Party for the payments, and click OK.
The responsible party's clipboard is displayed.

Click Ledger. The Ledger Card window is displayed.

686 Diemo Stieet

Atlanta G 3033

D H: 1234567850 C T

W1: 123-456-7890 W2 1234567830 _View aucilog |
SvcDate || EntyDate Patiert Fiod Description Cherges || Credts | Balance | Ins | =]

121314 |121314 |[Brandon Suest HYG  ||07110 [Frophylasis - Adull] 25.00) s

121314 121314 |[Brandon Suest HYG  [|00272 [Bitewings, two) 15.00) 44.00(p5

121314 121314 |[Brandon Stest JEK 00120 (Periodic Oial Evaluation] 13.00 57.00(eS

12134 124314 [ccount JEK  [lcHK o (#3455) 7.00) 50,00

121314 121314 [[Brandon Suest JEK_ 151 0005 (Insuance fed) 0.0 50,0

fccourt ] 1 I soodl |

[

@ Show all ransactions " Shaw transactions for [4ccount =
Cu 30 60 50 120 | Total | Inw [Ins w0 | Pinamt [Pastgus AR ownedby
oodl  ooo]  ooo  cool sooo) soo0l  co0f oo 4z00[ oo JEK gdeot,
Ortho Contracts | Active Contract bal 0.00 Eanect enity it
Yiew eyl | Plan balance 0.00 4CareCredit Efigibity

Press Tab to move to the Description column, and type
PAYPLAN.

Press Tab. The Payment Plan Setup window is displayed.

Payment Plan Setup

Flan created on (010708

Lurrent plan balance fooo.od

Neat payment dus on  |01-07-08 Print pmt schedule:

Number of installments IE_ Be-cale instalments

Future interest 0.00 Installment due " every |30 daps = =
=mmmmm=== Iose: put plan
Pay plan lotal 734,20  onthe [T ofeachmonth

L

PBaywith Credt Card

BiingDate  Amount Charged  CreditCaid  BilingDate  Amount Charged  CreditCard  BilingDate  Amount  Charged  Credit Card
1 0.00 13 0.00 s 0.00

o o L I T a o ]
— " —  —
— - -
9 [om 21 o 3 o
o — S — " —
12 fom u fom— % fom—

Cancel
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7  Enter the total amount of the payment plan in the Current
plan balance field. Choose a date that the next payment will
be due, the number of installments, and select whether
installments are due every x number of days or on a specific
date each month.

8 When you have entered all of the necessary information, click
Re-calc installments. The Payment Plan Setup window is
displayed again, with the payment schedule filled out.

Payment Plan Setup

Plan cieatedon  01-07-08 et papment due on W Print prt schedule
Lurent plan balance W Humber of installments IE_
Fulueirers ======D=EE Irslnesae ® e lﬁ days Close out plar
Pay plan ltd 7420 & onthe [T of eachmonth
BilingDate  Amount  Cherged  CreditCard  BilngDate  Amount  Charged  CreditCard  BilingDate  Amount  Cherged  Credi Card

EN EE o s o

R T W o ® o
EERET B al for

e = I B o

s[iones [0 [ B for
HEERE e Jun A oo
 — O — -
] — o — e —

0K Cancel

9 Click Print pmt schedule to produce a copy of the payment
schedule for the patient.

10 Click OK to save the data and close the window.

The ledger card is displayed. The amount of the payment plan is
credited to the account, and the installments are charged to the
account based on the payment plan schedule.
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Creating Payment Plan Messages

To create a message that prints on a payment plan, follow these
steps.

1 Select File > Preferences > Payment plan messages. The
Payment Plan Messages window is displayed.

Payment Plan Messages

Financial arangement message that prints on payment plans

()8 I Cancel |

2  Type the message, and click OK.



Skill Sharpeners

Exercise 1—Post charges for an appointment.

Sheri Demaree has an appointment at 11:10 this morning to have
a root canal. The fee is $785. Ms. Demaree has made
arrangements to pay $35.00 at the time of treatment and then
make fifteen payments of $50, due on the 15th of each month for
the root canals.

To check her in and out and accept her payment:

1 Sheri has arrived for her appointment. Right-click on her
appointment, and select Check in. You might receive
messages related to HIPAA or referral sources.

2 Click OK to acknowledge any messages. Sheri's appointment
is now green, indicating that she has checked in.

3 The doctor is ready to see Sheri. Right-click on her

appointment, and click Seat. Sheri's appointment is now blue.

4  The doctor has finished Sheri's root canal, and it is time to
check her out. Right-click on the appointment, and select
Check out. Sheri's Check out ledger card is displayed. The
$785 charge for today's root canal is displayed, giving Sheri a
balance of $860. She already owed $75 for a consultation,
but that is not part of the payment plan.

5 Press Tab to accept JEK in the Prod column.
6 In the Description column, type CASH, and press Tab.

7  In the Credits column, type 35, and press Tab. The balance is
reduced to $825.

8 Click OK. The Print and Submit Options window is
displayed. Click OK.

9 Click Close.

Exercise 2—Set up Sheri’s payment plan.

To set up the payment plan:

1

2

10

11

Open Sheri's clipboard.

Click Ledger to the right of the clipboard. The Ledger Card is
displayed. You can see a $35 payment has been made, and
an $860 balance remains.

Click Add entry near the bottom of the window. The Post
new entries to Sheri Demaree account window is
displayed.

Press Tab to accept JEK in the Prod column, type PAYPLAN,
and press Tab. The Payment Plan Setup window is
displayed, and the cursor is in the Current Plan Balance field.

Type 750 and press Tab. This is the total to be paid on the
payment plan. The cursor is in the Next Payment Due On
field.

Type the date that the first payment is due on this payment
plan. For this example, leave the default date, and press Tab.
The cursor is in the Number of Installments field.

Type 1—the number of payments—and press Tab.

In the Installment due section, select onthe ___ of each
month. Then type 1 in the field, and press Tab.

Click Re-calc installments in the upper-right corner of the
window. The table is displayed with fifteen payments of $50
each.

Click Print pmt schedule to give a copy to the patient.

Click OK to save the plan.

PracticeWorks Practice Management Software Initial Training Workbook (DE250-16)

75 of 76



76 of 76  PracticeWorks Practice Management Software Initial Training Workbook (DE250-16)




Lesson 13

Using Experts

Experts are components that perform certain functions
automatically. Select the Experts menu, and you have access to
the following experts:

Experts | Help

Answer Expert

PracticeWorks Expert Exchange...

Analysis Expert...

Automation Expert »
Contact Expert 3
Office Expert...

o The Answer Expert accesses the Help system.

e The PracticeWorks Expert Exchange is a tool that enables
you to download experts created by others.

e The Analysis Expert enables you to display data in a
spreadsheet.

e The Automation Expert is an event-driven process that
enables you to incorporate your business rules into the
software. You can customize the program so that
documents are printed, other programs are run, important
reminders are displayed, and so on.

Example: You might have a rule that if no payment has been
made on a patient’s account in 60 days, payment arrangements
must be made when that patient checks in. You can use the
Automation Expert to verify at check in whether a patient meets
the criteria for such a rule. If so, a message is displayed stating
that payment arrangements must be made.

Contact Experts

Contact Experts are interactive reports tracking patient,
appointment, and financial information, as well as, notating
contacts made with patients, insurance companies, and labs.
Select Experts > Contact Expert, and a list of the different types
of contact experts is displayed, as well as a user-defined option.

Appointrent confirm/review...
Pending page...

Recall...

Delinguent accounts...
Outstanding insurance claims...
Unscheduled Tx plans...

Lab tracking...

Follow-up calls...

Remaining Benefits...

User defined...
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Appointment Confirm/Review Contact Expert When you create a new Contact Expert, the Appt

) ) Confirm/Review Contact Expert Criteria window is
There are many occasions when you need to track patient's

. , . _ . . displayed.
appointment information. The Appointment Confirm/Review
Contact Expert creates a list of patients whom you need to Appt Confirm/Review Contact Expert Criteria
contact based on the criteria that you select. For example, you
. . y ) Pie, ¥ Producer: & Al O Specific  [IER -
might want to contact patients for the following reasons:
) i . Prirmary doctor: @ a1 Speciiic JEK v
* You need to call patients to confirm upcoming
appointments. Treatment classes to include: Appointrment types to include:
@« Al Specific
« You want to send post card reminders to patients who Amalgam i’ " Recal only
. . Appliance e
have upcoming appointments. Bridge Mot recall
Consultation & Irclude 4l
; ; ; Crown *
. Y.ou have elxvallablle time in your schedule, and you wz.ant to Derture/Patia Bl
fill them with patients who have requested to come in
sooner, if pOSSib|e. [~ Show ONLY "soomer if possible” appointments
[ Include pending appaintments
To use the Appointment Confirm/Review Contact Expert to W (ol corTres epeies
generate a list of patients who meet your criteria: ™ Exclude card printed between | and |01-07-08
. [ Exclude label printed betweenl and IEI‘I -07-08
1 Select Experts > Contact Expert > Appointment
confirm/review. The Appointment List Already Exists Appaintments between [010712 and [011212
window is displayed. Appointment length bebween I‘I and |99 units

Appointment List Already Exists Production value between ID.EID and ISBSSB.SB

<2 An existing appointment Contact E xpert was created on 07-02-08. ‘Would you like

® / tousge it instead of building a new one?
‘“(} £ (1]4 I Cancel |

Use existing Contact Expert |

Generate new Contact Expert |

| 3 Select the options you want and click OK.

Cancel

2 To use the last Contact Expert that you created, select Use
existing Contact Expert.

To create a new contact expert, select Generate new
Contact Expert.
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A list of patients meeting the criteria is displayed at the top of the
Appointment Contact Expert window. The columns can be
sorted and searched by selecting one of the column headings.
Highlight a patient's name to display detailed information in the
bottom half of the window.

Appointment Contact Expert M=
Sooner  Print  Confimed
I Farily iz an if poss =
435y, Jared Thu.an 10 &t 2:30p Tue May 15,2010
Bannon, Robert Bannon, Robert Thudan 10 at 1:40p
Biszell, Rachael Bissell, Rachael Tuedan 8at B:00a
Callag. Christopher Callas, Christopher ThuJan 10 at 10:30a J
Cannon, Ricky Cannon, Ricky TuedJan 8 at 1:00p
Clemaons, Gwwnne Clemons., Gwynng Fridan11 at 3:21p
Davis, Jenna Davis, Jenna Thudan 10 at 10:50a
[ Find: 1
=]
Patient | Jared Asay Cannat Desc: COMP 200
locate frrrep .
Autadial.| D . Time: Thudan 10 at 2:30p
W1:123-456:7830 palients Mot corfimed Fieschedue
Ww2123-456-7890 Prod: $150 Canfirm Goto appt
Age: 38 7
Es Length: 30 minutes Appt history | Cancel  Fail
Last recall: 05-20-07
Livesiith I Jared Azap Prev YSI-’5\DDt Sticky 0 of 0 MextYS
Auto dial. I 1048 Demn Street :I
Atlanta Ga 30339
D
H: 123-456-7830
W1:123-456-7890 |
W2:123-456-7890
Total appts: 61 Total marked ta print: 61
Frint this patient | Dan't print patient | Print ALL patients | Frint from here | Print no patients | Actions I
Close I Piint report | PFiint cards | Piint labels | ‘write to disk file |

The information in the middle of the window is related to the
patient currently highlighted in the list. There following buttons are
at the bottom of the window:

o Print this patient—Changes the Print column for this
patient from No to Yes.

o Don't print patient—Changes the Print column for this
patient from Yes to No.

o Print ALL patients—Changes all entries in the Print
column to Yes.
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Print from here—Sets the status in the Print column to
Yes for this patient and all patients that follow in the list.

Print no patients—Sets the status in the Print column to
No for all patients. Use this option to print a few patients
from the list. Set them all to No, and then change the
status for the few you want to print to Yes.

Actions—Used to auto-link documents, labels, or cards. Note

You choose whether to apply the selected action to the

entire list or only the highlighted record. Use the Print

Preview option to
view a document

Close—Closes the list. before you print it

Print report—Prints the generated list, whether the Print
column is set to Yes or No.

Print cards—Prints predefined cards for everyone on the
list with a Yes status in the Print column.

Print labels—Prints labels for everyone on the list with a
Yes status in the Print column.

Write to disk file—Copies all entries with a Yes in the
Print column to a file called APPT.LST. This is an ASCII
file that can be used by most word processors,
spreadsheets, and database programs.
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Pending Page Contact Expert

The pending page contains a list of patients who have cancelled
or missed appointments. The Pending Page Contact Expert is
commonly used to reschedule.

To use the Pending Page Contact Expert:

1 Select Experts > Contact Expert > Pending Page. The
Pending Page List Already Exists window is displayed.

<P An existing pending page Contact Expert was created on 07-02-11. Would you like
\._‘/ to uze it instead of building a new one?

Uze existing Contact Expert |

Generate news Contact Expert |

Cancel |

2 To create a new list using criteria that you designate, select
Generate new Contact Expert. The Pending Page Contact
Expert Criteria window is displayed.

Producer: &l " Specific IJEK v”

|F'rimary doctar: (e al S pecific IJEK v”

Treatment classes to include: Appointment types to
& Al Specific include:

Arnalgams - " Recall orly

Appliance

Britiges Mot recal

Conzulkation & Include all

Crowns

Dentures-Partials j

[ Show ONLY "sooner if possible” appointments

[ Include inactive patients

Appointment length between |1 and |99 units

Production value between ID.DD and |99999.99

(i) | Cancel |

3 Set the criteria that you want, and click OK.

80 of 88  PracticeWorks Practice Management Software Initial Training Workbook (DE250-16)

Recall Contact Expert

The Recall Contact Expert generates a list of patients who do not
have a recall appointment scheduled, based on criteria you select.

To access the Recall Contact Expert:

1 Select Experts > Contact Expert > Recall. The Recall
Contact Expert Already Exists window is displayed.

Recall Contact Expert Already Exists

<P An existing recall Contact Expert was created on 11-20-11. Would you like to uze it
w*/ instead of building a new one?

Uze existing Contact Expert |

Generate news Contact Expert |

Cancel |

2 To create a new list, select Generate new Contact Expert.
The Recall Contact Expert Criteria window is displayed.

Recall Contact Expert Criteria

Charactenistics of patient recall

' Patients on recal & Active patients
= Palients naot on recall ' Inactive patients
" Eveone " Eveyone

Recall producer: IAny producer 'l
Production owner: IAny production owner 'l

Recall dus date between I and ID‘I 1212 |

™ Include patients who've never had a prophy
™ Must have irsurance

™ ust biave met deductible
™| Under, mawimumm byiat east ID.DD

[ Include patients aleady contacted, wha fall within the recall due
date range

™ Exclude when card printed betwesn I and IU'I 0708
™ Exclude when label printed between I— and W
Mo previous visit in the last |1_ days

¥ Include Family members not due

¥ Include inactive Family members

¥ Regardless of recall due date, include patients with
re-contact dates between ID‘I -01-08 and ID‘I 308

Cancel |




You can customize your results with the following options:

Patients on recall—Includes patients who have the
On recall option selected on Page 2 of the
clipboard.

Active patients—Includes patients who have the
Active option selected at the bottom of Page 1 of the
clipboard

Recall producer—Refers to the field on Page 2 of
the clipboard (from which a doctor's initials,

hygienist’s initials, or the code HYG can be selected).

Recall Due Date Between—Type the dates as
MM-DD-YY.

Enter the appropriate criteria, and then click OK.

2 Three types of messages are displayed: Appointment

reminder cards, Recall due in the future, and Recall past Tip
due. In the left column, type the text that you want. In the right You can also create
column, you can select variables to be included in the left family post card
messages.
column.
3 Click OK.

Delinquent Accounts Contact Expert

The Delinquent Accounts Contact Expert generates a list of
responsible parties, enabling you to manage overdue accounts. To
access this Contact Expert:

1 Select Experts > Contact Expert > Delinquent accounts.
The Accounts Expert Already Exists window is displayed.

Accounts Expert Already Exists

| An existing accounts Contact Expert was created on 01-02-17. Would you like to
.:_/ uze it instead of building a new one?

Post Card Messages
To create post card messages:
1 Select File > Preferences > Post card messages >

Individual post card messages. The Individual Post Card
Messages window is displayed.

Individual Post Card Messages [ x|
Appointment reminder cards
<FirstMames, - Appointrent info

Wust a reminder - pou have an appointment with us on <4pptDay> <ApptDates at

<ApptTime>. We ook forward to seeing youl Patientinfo

Riecall due in the fulure
<Firstt ames, . Patient infx
iAccording to our records, you will be due for a cleaning on <DueDateTxts. Please call .

Recallinfo
Lis 50 W Cah aMMange an appointment

Recall past due
<FirstName>, - Patient info
iAecording to our recards, you were due for a cleaning on <DusDateTxt>. Please call us - Recal info
20 we can anange an appointment,

Cancel

Usze eristing Contact Expert |

Generate new Contact Expert |

Cancel |
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2 To specify the criteria to be used in generating the list, select
Generate new Contact Expert. The Delinquent Accounts
Contact Expert Criteria window is displayed.

Delinquent Accounts Contact Expert Criteria

Include accounts with payments not received by due date:
¥ Most recent statement's payment is late by at least |1 days
¥ &ny prior statement's payment is still unpaid

Include accounts with balances in the following aging categories:
[T Accourts with 3 current balanes
™ Accounts with a 30 day balance
™ Accounts with a B0 day balance
™ Accounts with a 90 day balance
[™ Accounts with a 120 day balance

[ Include accounts with balances greater thar: IU.DD

[ Include accounts already contacted

A/F Administrator: Al Specific IJEK j |

Cancel |

3 Select the criteria, and click OK.

Insurance Claims Contact Expert

The Insurance Claims Contact Expert enables you to generate a

list of insurance claims that have not been paid. To access this
Contact Expert:

1 Select Experts > Contact Expert > Outstanding insurance
claims. The Insurance Expert Already Exists window is
displayed.

Insurance Expert Already Exists

\ Anh exigting insurance Contact Expert was created on 01-02-11. Would pou like to
./ use itinstead of building & new one?

Usze existing Contact Expert |

Generate new Contact Expert |

Cancel |
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2

3

To specify the criteria to be used in generating the list, select
Generate new Contact Expert. The Insurance Claims

Contact Expert Criteria w

indow is displayed.

Insurance Claims Contact Expert Criteria

Paper
Outstanding between IE and [999 daps

Electranic
Outztanding betweenI‘ID and [999 daps

™ Include already contacted

Production owner; & Al € SpecificIJEK v”

Claimz include: IEIaims only

@ Dental ' Medical ¢ Both

=

Cancel |

Select the criteria, and click OK. The Delinquent Insurance
Claim Contact Expert window is displayed.

Insured party

. Jarnes i
Blu Lashbrook, Kelly 1
Blue Crags Blue Shield Long. Jery
CIGMHA Craily, George
CIGNA Herrin, Ladonna
CIGMHA Haoskins, Keith
CIGMA, McFall, Allyson

Metropalitan Insurance
Metropalitan Insurance

Dean, Eric
Heckman, Joseph

Delinquent Insurance Claim Contact Expert [_ [ x]

I Insurance Co

Insured's 55N Submitted Via

123-46-6789

Contacted :I

Electranic
Paper
Paper
Electranic
Electronic
Paper
Paper
Paper

23456789

Reltoinsured: Self

[ Find: | o
REUNENCE COMpany hiured Party Infarmation
Aetna Lite Insurance Co. Wiew Ins Co... ||| James Lacy Employer. Ben Jemy's
P.0. Box 3453 S5N:123-45-6789 Plan: Dippers Scoopers
Omaha NE E2088 Birthdate: 02-13-1363 Group 1D
Age:38
Phane 500-333-0008 _Autadal. |
Contact
Wiew Ins Parly. “iew Ins Plan... I
Claim | nfarmation
Patient: James Lacy Subritted:  12-26-07 Last contacted Contacted.
Birthdate: 02-13-1369 —I

Total submitted:

$29.00 Re-contact after

. Claim type: Electronic Comments:
Patient [ns D
Tracking # Mone
Coverage: Primary
View patient.. Viawnlocedures.l Resubmit... | Clear clairn I
Submission details | EIaimStatusl
Tatal claims: 18 Close: I Actions I Pritit report |




Unscheduled Treatment Plans Contact Expert

The Unscheduled Treatment Plans Contact Expert searches for
patients with treatment plans that contain unscheduled visits. To
use this Contact Expert:

1 Select Experts > Contact Expert > Unscheduled Tx plans.
The Tx Plan Contact Expert Already Exists window is
displayed.

Tx Plan Contact Expert Already Exists

) ', An existing treatment plan Contact Expert was created on 01-02-10. Would you like
\__‘/ to uge it instead of building a new one?

Use existing Contact Expert |

Generate new Contact Expert |

Cancel |

2 Select Generate New Contact Expert. The Unscheduled Tx
Plan Contact Expert Criteria window is displayed.

Unscheduled Tx Plan Contact Expert Criteria

Type of plan

Plan must have been proposed within last
I~ Plan must have been accepted

Fee expiration date betweenl andl

¥ Include plans with no fee expiration date

days

Treatment classes to include

Plan value
I ax amount patient will pay ISSSSS.SS

in amount office will charge $ {0,071
= Consider only nest unscheduled visit
' Consider all unscheduled visits

Inzurance related info

™ Patient must have insurance
I~ Ins comust have pre-authonzed work

Appts will be scheduled on or after
[for inzurance estimating purpozes]

™ Include plans already contacted

I Include inactive patients

|F'mductinn owner. Al Specific IJEK ‘l |
cars |

3 Select the criteria and click OK.

Lab Tracking Expert

The software enables you to track appointments that require lab
cases to ensure that they are delivered prior to the appointed date
and time.

To generate a list of appointments with pending lab cases, select
Experts > Contact Expert > Lab tracking. The expert looks for all
appointments with pending cases, so there is no criteria to enter.

Follow-Up Calls Expert

The software enables you to generate a list of patients who had
procedures requiring a follow-up call.

To generate a list of patients requiring a follow-up call:

1 Select Experts > Contact Expert > Follow-up calls. The
Follow-up Expert Criteria window is displayed.

Follow-up Expert Criteria

Producer: & Al Specific
Primary doctor: Al © Specific
Appointment date between: and |01-04-10

™ Include patients already contacted

Cancel

2 Select the criteria and click OK.
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Click OK. The Follow-up Contact Expert window is

displayed, with the most recent contact information for each
patient.

Follow-up Contact Expert E\E\E|
Patient Appt Time Contacted d

Farnlly

Patiznt information

Patient | Ray Adkins
D

Appointment information

Time: Mo appointment
Auto dial.. | y/1:123-456-7890 Length: 0 minutes
W2 1234567890 L ootoapat |
: Folowup
M:‘;ﬁgk‘”s Svodale Prod [Description Required?
Aulo il oStk -
At GA 30339 010410 JEK 04341 (Petio /AP - 4+ ThiBuad) Yes
D H: 1234567830
/1123 456-7890 W2 1234567890
Contact information
Last contacted: Contacted

FRe-contact after.
Comments:

Chose Actions \ Prirtreport |

In this window, you can call the patient, select Auto dial if
your office uses this function, or print a report.

When you have contacted the patient, click Contacted. The
New Contact Entry window is displayed.

New Contact Entry

Re-contact if no action by |78

Comment

Contacted From Expert Follow-up Comment -

00708 |+ HIF&4 Acknowledgement ©

[elle

HIP&A Acknowledgement completed

|

I Show only fallow-up contacts Cancel

Type the appropriate comments, and click OK when you are
finished.
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User-Defined Contact Experts

You can create a user-defined contact expert using

PracticeScript, a basic programming language built into the
software.

Office Expert

Office Expert is a component that runs automatically when the
software is started each day. It examines your patients, accounts,
insurance claims, and other items and produces a list of important
events that need your attention.

Using Office Expert

The first person to open the software each day sees a message
indicating that the Office Expert has been generated.

i The Office Expert's results are ready For
YOLF FEview,

QK |

Click OK, and the Office Expert window is displayed.



If you choose not to view the Office Expert report at this time,
close the Office Expert window. You can view Office Expert later
by selecting Experts > Office Expert. The Office Expert window
is displayed.

Friarity Description ;I
L =d to be printed
Urgent Insurance Outzstanding paper claims getting old
Urgent Insurance Outstanding electranic claims getting old
Urgent Insurance EBenefit info needs to be reset _I
Urgent Appt book. There iz a lab caze pending for 01-03-08.
Urgent Appt book. Appointments are not confirmed
Urgent Recall Unscheduled recall past due
Urgant T planz Unzcheduled t in b plan
Impartant AR Patient payments past due LI
Caonditioh
There are 4 people who should have had statements sent ta them in the past 8 to 999 days totaling ﬂ
$1.479.00. In addition, there are 4 people whao should have had statements sent ko them in the past 1 to 7
daps tataling $440.00. Finally, there are B people who should have had statements sent to them in the past 0
to 0 days totaling $2.193.00. j
Suggested action
"r'ou ghould prepare a statement run to print statements for theze people. Select ;I
FILE_PRINT_STATEMENTS_PREPARE STATEMEMNT RUN fram the main rmenu.
LI

Cloze I Take action | Frint report |

The Office Expert window lists the items that require your
attention.

The top section of the window has three columns: Priority, Area,
and Description. The Priority column indicates the importance of

the item:
e« Urgent
e Important
« FYI

The Area column indicates the general area of the software that is
affected. The Description column provides a short description of
the item.

The Condition section provides a summary of the highlighted
item.

The Suggested action section describes an action that
addresses the item. In many cases, this action can be initiated by
clicking Take action at the bottom of the window.

To print the Office Expert report, click Print report.

Configuring Office Expert

To configure the Office Expert:

1 Select File > Preferences. The Preferences menu is
displayed.

Statement setup...

Statement messages >
Post card messages >
Recall defaults...

Insurance estimating...

Tx proposal messages...

Payment plan messages...

Office Expert...

Office menthly plan...

Other office information...

Ledger setup...

Image path settings...

Practice Central Preferences...

ePayments setup...

eReminders setup...

Armazing Charts Export setup...

KIOSK Coenfiguration Options 3
Address Configuration...

Show Dr. booked time

Show patient's portrait
Enable quick search

Use custom appt status colors

Write-off by producer

SRR AT AYAS

Update thumbnails on acquisition

Miscellaneous defaults
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2 Select Office Expert. The Office Expert Configuration 3 In the Office Expert Configuration window, you can set the

window is displayed. following options:

ofce Expert contiguration | ¢ Option to report—Deselect the items you do not want to
Option to report Fri e lem[;:ftsa:to e Urgent include in the Office Expert.

||7 Recalldue andunscheduled [0 thw [30 [T thew [30 0 [T thu W|

[F 2R pepments due T tul [ twls | 7t 5D | e FYI, Important, Urgent—Type numbers in each pair of
[ statements to print [ tufd | [tz B thw [5m | columns to indicate the range of days that produces the
| Paper claims outstanding [26 w28 | 30  tw [40 | [41 thu [559 | status.

| Electranic cleims outstanding [0 thu [74 | [15 | th [25 | |75 thu [559 |
[ Fending appoiniments (age)  [§ |t [15 | [16  thw [30 | |31 thu [958 |
|# uncorfimed appoirtmerts T w5 [ e i J0 tw o |
||7 Active Yellow Stickies on date ID_ thu |3_ ld_ thiu I?_ IB_ thru W|
||7 Unaccepted tx plans (age) I?_ thru IT IT thru W IT thru W|
||7 Accepted bt plans (age) ID— thru IS— l?— thru IT IT thru W|
||7 Pre auth/unscheduled t= (age] ID_ thu IS_ l?_ thiu IT IT thru W|

Example: To configure the Office Expert to notify you if a

lab case remains pending four days before an

appointment, set the status for this condition to be FYI,

and enter a 4 in both columns under FYI on the Pending
lab cases line.

i | thi | thi | | th | . . .
PR R e ] To designate any pending lab cases not received two to
Dr. Time Lltilization )
|Numbe, of minutes Dr s NOT avaloble duing the 51 Mon  Tue  wed  Thu  Fi_ 5al three days before an appointment as Important, enter 2
day (for lunch, etc.]. IEI IED EO IEI IEEI IEEI ID . . .
| in the first column under Important and 3 in the second
| Mumber of days to lock for appaintments that have not been checked out I 7 | COIU mn.

ok I Cancel |

To report any pending lab cases not received one day
before the appointment as Urgent, enter 0 and 1 in the
columns under Urgent.
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Skill Sharpeners

Exercise 1—Use a contact expert.

You have received a lab case from Crowns R Us for Beryl Miner.
Use the lab tracking contact expert to clear the lab case for Ms
Miner and to see how many other lab cases have not yet been

received.

To run the lab tracking contact expert:

1

Select Experts > Contact Expert > Lab Tracking. The expert
runs and then displays the Lab Tracking Contact Expert
report.

The report is sorted by the patient’s name. Select Beryl
Miner, and click Lab Received.

To find the next appointment for which a lab case has not yet
been received, click the Appt Time column header to sort the
lab cases by appointment date. The next appointment for
which the lab case has not been received is Michelle Jones.

Exercise 2—Run an expert.

You need to identify distributable credits. To run the undistributed
payments expert:

1

Select Experts > Undistributed Payments Expert. The
Undistributed Payments Expert Criteria window is
displayed.

Select All Transactions and click OK. The Undistributed
Payments Expert window is displayed.

To view credits posted to a specific producer, click the Prod
column; to distribute payments based on the largest
distributable amount, click the Distributable column.

To distribute a credit, click Distribute. The Payment
Distribution window is displayed.
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Lesson 14

Making Appointments

When a new patient contacts you, make sure that the patient is
not already in the system. Although the person may not be a
patient, he or she might be a responsible party or a dependent of
another patient who is in the system.

To make a first appointment:

1 Click the Phone Inquiry button. The Select person on the
phone window is displayed.

o
E—
co03402 P
00001 [anderson. Brady % [10m0emoseet  [atata  |w 123455780 [pimmip
00502 [anderson. Brent 2 [1soemosiest  [atma  |w [1254570%0  [simmin
003702 [andesson, Bian 2 |1000emosuen  [atana  |w [122456780  [siowip
cooézon 2 [tzocmosiest  [atma  |w [1254%70%0  [simmin
5 [10i0emostest ot [w [12045570%0  [simmin
oootsn 5 [1owoemostest  [atma  [w [125457030  [simmin
ooos10n 5 [10moemostest st [w [12045570%0  [simmin
ooosa03 3 [1osooemosiest  [atma  [w [1254%70%0  [simhein
017500 3% [1020emosuest  [atata  |w 123456780 [pimmip
oooss0n 3 [1ospemosiest  [atma  [w [12545570%0  [simhein
005902 55 |1046 DemoSteet Atanta w [1245678%0  [pimhwip |
ooosi03 4 [100emosiest  [atoma  [w [1204%57030  [simmin
oovs20n 16 [1020emostest  [auma  |w 1234587850 |
ooosz0n o [1zoemostest  [atma  [w [1204557030  [simmi
oo0c201 ® [10520emosiest  |atmta | [1234557080  [pi
oovse00 3 [1moemostest  [atoma  [w [12545570%0  [simmin
coo7on2 3 [10560emosiest  [atmia  |w (1234557650 [pimmiv
oozar7 5 [1s0Demostest  [atoma  [w [12545570%0  [simmein
- oo07201 51 [1e20emosiest  [atma  [w [1204m70%0  [rimmin
ooo7zm % [15i0emosiest  [atoma  [w [12045570%0  [simmin
L 4 E & g © 0008001 51 1066 Demo Street | Atlanta. w |123-456-7830 pitpwip
0008200 51 1068 Demo Street Atlants. w [123-456-7830 Pt ip
7 N U Find A
ok Concel =l

2  After you have verified that the new patient is not already in
the system, click Add. The Add New Person window is
displayed.

Add New Person

:{J Is this mew person also a patient?

es Mo |

Since this person is a patient, click Yes. A blank clipboard is

displayed.

Enter any necessary data, and click OK. The Clipboard

Marked Incomplete window is displayed.

Clipboard Marked Incomplete

" %
2)

‘fes

Is this person's information now
complete?

Click Yes, and the Select person on the phone window is
displayed again. The patient you just added is selected.

Click OK. The Phone Inquiry window is displayed.

Phone Inquiry

Farnily recall information

ISI[E E3

Age

Last prophy

Next Due

Hext Recal

Hone ______Jifione
L]

Mext Hon-recall :I

Tip

=
Clipboard Edit recall Appt. history ake appt. Go to appt Ptn. Contactz|  Prescriptions |
Account information
Fiezponzible party:  Carl Fenway
| Cur | 30 =11) | a0 | 120 | Ihs. | Ptr amt | Pay plan ICan?ot
ocate
| 0.00 n.00f n.oof 0.00] 0.00] 0.00 0oo | 0.00 patient's
Mext payment due: Mone = —
T £0.00 Clipboard | Ledger | RP Contacts |

Cloze
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When you enter data
on the clipboard,
remember to enter
the date of birth in
MMDDYYYY format.
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Phone Inquiry

7

10

11

Click Make appt. The Make New Appointment window is
displayed.

Type NPA (new patient adult) in the Description field in the
Appointment Information section.

Click Find. The Appointment Expert window is displayed.

Appointment Expert
Search criteria
Time range I 800a to I 5:00p

Search from |D1 081 for " nest available [day by day)
' best of next |3 week(z]

[T Gun ¥ Mon W Tue v wed ¥ Thu ¥ Fi [T St

¥ Observe block booking ules W Don't averlap doctor time

Chairs to search

[~ SUSIE [~ #5[JEK]
[~ POLLY [~ Overflow
[~ #4[JEK]
Begin zearch | Cancel |

Change the appointment criteria to meet the patient’s needs,
and click Begin search. When the software finds the earliest
time that meets the criteria, the Appointment Expert Results
window is displayed.

Appointment Expert Results

Time: Wednesday, January 9, 2012 at 12:00p
Prog: Under Dr. goal

Conz: Mo block match, Dr. time gap

Meut best ch-:-icel lgrore this day | Schedule |
Erevious chaice | Caticel |

The tentative appointment is displayed in yellow.

If the date and time is satisfactory, click Schedule. The
appointment changes to white, indicating that the
appointment is not yet confirmed.
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Appointments Made by Current Patients

Most appointments by current patients are made by phone or at
the conclusion of an appointment.

Appointments Made by Phone

If a patient calls to make an appointment:

1 Click the Phone Inquiry button. The Select person on the
phone window is displayed.

2  Select the patient from the list, and click OK. The Phone
Inquiry window is displayed.

3 Click Make appt, and the Make New Appointment window
is displayed.

4  Click Description, and select the appropriate appointment
type from the pre-defined appointment list.

5 The default settings from the predefined appointment are
selected. Make changes to the description and time units if
necessary.

6 Click Find. The Appointment Expert window is displayed.

7  Change the appointment criteria to meet the patient’s needs,
and click Begin search.

8 When the software finds the earliest time that meets the
criteria, the Appointment Expert Results window is
displayed. When you find the appropriate date and time, click
Schedule.



Appointments Made During Check Out

While checking out, a patient’s next appointment can be made.
The steps for making the appointment are based on whether the
appointment is with a dentist, in which case it is an operative
appointment, or with a hygienist, in which case it is a recall
appointment.

Operative Appointments

To schedule an operative appointment:

1 Right-click on today’s appointment. A shortcut menu is
displayed. Click Next appointment.

2 Click Description, and select the appropriate appointment
type from the pre-defined appointment list.

3 Change the description and time units if necessary.

4  Click OK. The yellow, unscheduled appointment is
superimposed on the appointment book.

5 Click-and-drag the appointment to move it.

To move to another day, use the calendar to select a different
day. Drag the appointment to an open time slot, and double-
click the appointment.

When the appointment is scheduled, it turns from yellow to white.

Recall Appointments
To schedule a recall appointment:

1 Right-click on today’s appointment. A shortcut menu is
displayed. Click Next appointment.

2  Click Recall appt. in the Make New Appointment window.
The appointment information is filled in based on the patient's
preferences on Page 2 of the clipboard and the predefined

recall appointment. The appointment book advances to the
date when the patient is due for the next recall appointment.

3 Click OK, and the appointment is ready to be scheduled.
4 Drag-and-drop the appointment into a time slot.

5 Double-click on the appointment to change the status from
unscheduled (yellow) to scheduled (white).

Emergency Appointments

To make an emergency appointment:

1 For an appointment made by phone, click the Phone Inquiry
button. The Select person on the phone window is
displayed.

2  Find the patient on the list, and click OK. The Phone Inquiry
window is displayed.

3 Click Make appt, and the Make New Appointment window
is displayed.

4 Click the Description button, and select the emergency exam
from the predefined appointment list. Click OK. The Make
New Appointment window is displayed again.

5 Click OK, and the appointment book is displayed for today’'s
date with the emergency appointment in yellow floating on
top.

6 Click and drag the emergency appointment to an appropriate
spot on the appointment book.

7 Double-click the emergency appointment. It changes from
yellow to white.

&

Phone Inquiry

Note

To adjust the length of
an appointment in the
appointment book,
hold the mouse over
the first or last time slot
of the appointment and
drag it to lengthen or

shorten the
appointment.
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Confirming Appointments Rescheduling and Canceling Appointments

You can use the Contact Expert to generate a list of appointments To reschedule or cancel an appointment:

scheduled for a specific date in the future or you can work directly

from the appointment book to confirm appointments. To confirm 1 Right-click the appointment. A shortcut menu is displayed.

appointments directly in the appointment book: Clipboard for Adkins, Ray

Charting Module

1 Double-click the appointment. The Edit Existing Images
Appointment window is displayed. Route slip
Ledger
:
Patient informatiar Production information ﬂl Checkin
2"1L'S°Bk;-\"Teg Produger | JEK. = | Est production §|  350.00 -
Atlantaamo feet G4 303 Mon-prod Prod Nonprod Prod Mon-prod Total e ReschedulefCancel|Failed
Day Wis[ "2 75 A 0 0 AT Confrm.. Mext appointment
Home: 1234567390 Minutes [20" |["80" {20 |0 ™0 | Fen
x:;tz; Egigg;ggg M Prod Description Charges ﬂ Bedin Unda confirmed
boe 43 Cieboad.. || | ¢ 07210431 (Evpied) 175,00 Chreck out.. Attach Yellaw Sticky

N JEK 07210 #32 [Erupted) 175.00
Appaintment information

Description | | =%

WA

= Fiesched/Cancel
Ta class |Extraction - =] e Farily info. fscheduling
X Ins Est I Add/E dit antryl Remove entry| - Re-calculate | CareCredit Integration
"CONFHMED* T Resall appoirimenk fiecaled Insurance Eligibility Service
™ Sooner if possible Lab information s !
[~ LabCase ™| Lat case pending view audit log
Time: Wednesday, January 3, 2008 ol [ |
2:20pto 350p .
Appt was made on 05-15-07 PrDDEl’tIE-'S
o Click Confirm. The red NOT CONFIRMED message is no 2 Click Reschedule/Cancel/Failed. The Reschedule/Cancel

Appointment window is displayed.

Reschedule/Cancel Appointment

Feason for change

longer displayed on the appointment.

" Canceled with adwvance notice
Canceled without adwance notice
Failed with excuse

Failed without excuse

DRSS BN

Appointment was made in error

~

Rescheaduling appointmeant

Appointment handling
* Feschedule now
 Mowe to pending page

" Delete appointment

Ok | Cancel
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3 In the Reasons for change section, select one of the
following options:

o Canceled with advance notice

« Canceled without advance notice
« Failed with excuse

« Failed without excuse

« Appointment was made in error
¢ Rescheduling appt

4 In the Appointment handling section, select one of the
following options:

e Reschedule now—Puts the appointment in reschedule
mode so that it can be moved to a different day or time in
the appointment book.

« Move to pending page—Move an appointment to the
pending page if the appointment is being cancelled, but
the patient is not rescheduling at this time.

o Delete appointment—Delete an appointment if you have
no expectation that the patient will reschedule.

5 Click OK. The selections made in this window determine what
displays next.

The software keeps a history of the cancellations for each patient
and the reasons for each cancellation. On any patient’s clipboard,
click Appt Hst to review the cancellations.

Sooner If Possible Appointments

Sooner if possible appointments are those appointments that
have been scheduled, but for which the patient has requested an
earlier appointment, if possible.

To schedule a sooner if possible appointment:

1 When you make the appointment, check Sooner if possible
on the Make New Appointment window.

2 To use the Appointment Confirm/Review Contact Expert to
generate new appointments for patients on the sooner if
possible list, select Show ONLY “sooner if possible”
appointments on the Appt Confirm/Review Contact Expert
Criteria window.

Appt Confirm/Review Contact Expert Criteria

Froducer: & Al Specific IJEK | |
|Primar_l,l doctor. % Al Specific IJEK 'I |

Treatment classes to include:; Appointment types to include;

& al © Specific

~

malga = Recall only
Appliance
Bridoe = Mot recall
Conzultation
Crowm & |nclude al
Denture/Partial ;l

[ Show DMLY "sooner if possible” appointments

™ Include pending appointmerts

™ Include confimed appaintrments

[ Exclude card printed between I and |D1-D?-DS

[ Exclude label printed betweenl and |D1-EI?-E|8

Appointments between 010712 and 011212
Appointrent [ength between |1 and |99  units
Production walue between ID.DEI and IEISSSS.SS

] I Cahcel |

Note

You canreschedule an
appointment using
“drag and drop.”
When you start to
drag the appointment,
the Reschedule/
Cancel Appointment
window is displayed.
Select Reschedule
now, and the
appointment becomes
a floating yellow block
that you can drag to a
new time slot and
double-click to drop it
in.
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Important Deleting a Patient Record

Once a patient

record is deleted, it . . .
cannot be retrieved. record. The patient must have an Inactive status, with a zero

PracticeWorks now enables you to completely delete a patient's

balance and no outstanding transactions.

When the deleted patient is not their own Responsible Party (RP),
the RP's ledger still lists the transactions, but the patient's name is
deleted.

The Audit Log records patient deletions, as well as deletions that
are cancelled before being confirmed.

To delete an inactive patient:

1 Select Lists > People. The Person Pick List is displayed.
2 Under People to include, select Show inactive.

3 If the patient has an Active status, use the Show active filter,
and deselect the Active option on the bottom of the
Clipboard.

4  Select the patient and click Edit. The Clipboard is displayed.

Note 5 Click Permanently Delete this Person. A verification

If you click Cancel in message confirms the patient's date of birth and last visit
the verification
message, an entry is

made in the Audit Log . C .
indicated the deletion 6 Click OK. The patient's record and images are permanently

was started and removed, and the action is entered into the Audit Log.
canceled.

date. Verify that this is the patient you want to delete.
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Skill Sharpeners

Exercise 1—Schedule a new patient.

A new patient, Joan Spurgeon, has called for an initial
appointment.

To make a pre-defined initial appointment:

1 Click the Phone inquiry button. The Select person on the
phone... window is displayed.

2 Click Add. The Add New Person window is displayed, asking
if this new person is also a patient.

38 Click Yes. A blank clipboard is displayed.

4  Type the name joan spurgeon as the new patient. Type her
home phone number: 9995554321. Type her work phone
number: 9995556789x327. Type her date of birth, 08041972,
and other necessary data.

5 Click OK. The Clipboard Marked Incomplete window is
displayed. Click No. The Select person on the phone
window is displayed, and Ms. Spurgeon is on the list.

6 Click OK. The Phone Inquiry window is displayed.

7 Click Make appt. The Make New Appointment window is
displayed.

8 Click the Description button, and select NPA—-New patient
exam-adult.

9 Click OK. The appointment is created as a yellow box of the
appropriate length. The appointment is floating on the
appointment book—that is, it is in reschedule mode and has
not yet been moved to the day and time that the appointment
occurs.

10 Try to schedule the patient for the next day, click the +1 tab at
the top of the appointment book. The displayed page in the
appointment book changes to the next day, and the
appointment that you created is still floating. If no slot is
available, click +1 again until you find an available slot.

11 Drag the appointment to any open slot of the appropriate
length in one of the two hygiene chairs.

12 When the yellow appointment is in an appropriate slot,
double-click it. The appointment changes from yellow to
white, indicating that it is scheduled.

Exercise 2—Schedule an appointment for a patient who has a
treatment plan.

Kevin Amburgey needs an appointment for surgical extractions of
tooth 1 and tooth 32, and an amalgam on tooth 4. The doctor
wants the appointment to be seven time units (70 minutes):

e 1 unit of non-producer time

e 2 units of producer time

e 1 unit of non-producer time

e 2 more units of producer time
e 1 unit of non-producer time

To make an appointment from the treatment plan:

1 Click the Phone inquiry button. The Select person on the
phone. .. window is displayed.

2 Select Kevin Amburgey from the list, and click OK. The
Phone Inquiry window is displayed.

3 Click Make appt. The Select procedures to perform during
this appointment window is displayed.
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All of the procedures in the treatment plan are in green, and
their Status is Include in this appointment. The doctor has
decided, however, to do the amalgam and only two of the
extractions during the first visit, and the other two extractions
during the next visit.

4 Highlight the procedure for tooth 16, and click Change visit
#. The Change Visit window is displayed and defaults to Visit
#2.

5 Click OK. The visit number on that procedure is now 2. The
procedure is displayed in black and at the bottom of the list.
The status is now Not yet scheduled.

6 Change the visit number for the tooth 17 procedure to Visit #
2.

7  Click Schedule selected items. The Make New
Appointment window is displayed. The procedures for visit
#1 are displayed.

8 In the Description field on the left side of the window, type
EXT 1, 32 AMAL 4, and press Tab.

9 From the Tx Class drop-down list, select Extraction.

10 At the top of the window select the appropriate time unit, and
click OK. The appointment is in reschedule mode.

11 Drag the appointment to an appropriate day and time in a JEK
column, and double-click it. The appointment has been made.
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Lesson 15

Using Yellow Stickies

Yellow stickies are electronic notes that can be displayed manually
or automatically. They are reminders that you create, attach to a
record, and delete when they have served their purpose. This
lesson describes the basic activities associated with yellow
stickies:

» Creating and attaching yellow stickies
« Reading yellow stickies
« Editing and deleting yellow stickies

Yellow stickies can be attached any place you see a yellow
square. There are several places to which you can attach a yellow
sticky:

e To a patient's clipboard

e To an appointment

e To an employer/plan

e To an insurance company

o To a specific day in the appointment book

The procedures for working with yellow stickies are the same
wherever you use them.

You can access active yellow stickies from the top of the
appointment book, next to the toolbar.

Creating a Yellow Sticky

To attach a yellow sticky to a patient’s clipboard:

1 Select Lists > People. The Person Pick List window is
displayed.

Person Pick List
Peopleto nc &
¥ Patients wihout insurarce S [
ek e 0003402 Atianta w |123486780 [
7 Besponsible patties 0004301 32 |1026 Demo Street Atlanta w |1z3456 7830 |simbvip
 insured paties 0004502 42 |1028 Demo Stieet Atianta w |1z24567830  [pimhwip
—— 0003702 4z |1030 Demo Stieet Atlanta w (1234567630 |pimip
E 0004201 o 42 |1032 Demo Stieet Atlarta w 1234567030 |oim i
Anderson, Juie 41 |1034 Demo Stieet Alanta w (1234567630 |oimmip
004902 Ansted, Matthew 5 |1035 Demo Stieet Alarta w 1234567090 |pimip
0005101 Applegate, Andiew 61 |1038 DemoStieet Alanta w (1234567690 [simmip
o 0005303 Amour, Meghan 3t | 1040 Demo Stieet Alanta w (1234867090 |pimip
o Simei 175900 Amstiong Apil 3 |1042 Demo Stieet Atianta w |1z24887830  [piphwip
™ Show naciive: 0005401 (Amstrong, Craig 3t | 1044 Demo Street Atlanta w (1234567830 |pimip
ooosan S5 |100emosicst  |athme  |w 1745670 [mmh |
Acton: 0005103 4 1048 Demo Street Atarta w 1234567830 i ip
addperson iy 0006201 16 |1052 Demo Stieet Atlarta w (1234567830 |oi
0006201 42 |105 Demo Stieet Alanta w (1234567630 |oimip
Editperson Actions 0006201 33 | 1052 Demo Stiest Alarta w (1234567830 |oi
0006500 34 |1055 Demo Stieet Atianta w |1z24887830  [piphwip
— 0007002 3 |1058 Demo Sheet Alanta w (1234867090 |pimip
0002377 51 |1080 Demo Stieet Atianta w |1z24887830  [piphwip
IR 0007201 51 |1062 Demo Stieet Atlanta w (1234567630 |pimwip
T R 0007501 3 |1064 DemoStieet Atianta w 1234567030 |pimmip
0008001 51 |1066 Demo Stieet Atlanta w (1234567630 |imip
0002200 51 |1088 Demo Stieet Alarta w 1234567090 |pim i
7 8 3 m n
\rm ame ]
Cancel IS

2  Select a patient, and click OK. The patient'’s clipboard is
displayed. If a yellow sticky note is present, it is displayed in
bright yellow, with a number indicating how many notes are
present. When no notes are present, the placeholder for the
sticky note area is pale yellow.
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Cli - -
— a
& e g Bt
Cancel
Mame] - [Street, Brandor|  |Legal name Page 2
¥ Patient  Lives with: © self © Other Appt bty
Address 2666 Dema Street —_—
Tx plan
City Atlanta State G ZIP 30333 Actions
Phone H: 123-456-7830 'w1:123-456-7830 Daptime call Chart
C: W2 1234567830 hd Insurance
e-mail: Histary
DOB 08181989 Sex & ¢4  F  Maital & 5 MO DO ow Other infa
Age 50 G5N 123456733 4 —H o
it
Student: & Mo FT (" PT where? et
Insurance Overview Ledger
Primary Dental:  Crown Systems Sagargore Health Plan AR Setup
Sec Dental CareCredit
Primn Medical: —_——
Sec Medical: —_—
Attachi I:
Fiesponsible party |EeEmen)
& self ¢ Other A/R admin by [JEE Images
[ cw [ 30 =) [90+120 | Pmfamt | Ins. /[Pastdus
[ 50,00/ 0.00] .00 000 /300 . 0.oo
Plan balance 0.00 Auctive Contract bal (00
Primary doct JEK. - Prescriptions
[” Complete ¥ Active Chart # (wnz prodyction | JEK, - Referals

Numeral Indicates Attached Note

38 Click on a note. The Yellow Stickies window is displayed.

Yellow Stickies |- [C]x]

|

Altach I Cancel |

4  Click in the text area and type the note text. You can type up to
220 characters.

98 of 100 PracticeWorks Practice Management Software Initial Training Workbook (DE250-16)

Click Attach. The Yellow Sticky attached to patient window
is displayed (the title changes if you add a note associated
with another section of the clipboard).

Yellow Sticky attached to patient

Automatically dizplay on screen

[ ondate I [ at patient check-in

™ when making appointments [ at patient check-out

™ when viewing b plans [T when viewing ledger

Frint on items for patient

™ on Tx proposals
[ onwalk out statement

= on mailout statement

Frint on reports for intermal use

[ onroute slip
™ onrecal report

When to de-activate note
& prever

 after date I

€ after 15t auta display/print

£ after pmt from patient of at least ID.DD
£ after pmt from insurance of at [east ID.DD

ak. I Cancel |

In the first section of the window, you can choose when you
want the sticky you have created to display:

You can also indicate the following preferences:
e  Certain items on which you want the message to print
» Reports on which you want the message to print

« A date on which you want the yellow sticky deactivated



8 Click OK. The clipboard is displayed again, the note is bright
yellow, and there is a number on the note. The number
indicates how many notes are attached in this area.

Reading a Yellow Sticky

To read a yellow sticky, click on it, and the text is displayed.

Read Yellow Stickies [=]

Sent Mew Patient farms in the
mail ko George, he will bring
them in to his appointment
today

Mote1 of 1 wiritten 07-05-04
W active Display

Discard Frev note

Editing and Deleting a Yellow Sticky

When you click on a yellow sticky and it displays the text, you see
the following buttons at the bottom of the window:

e Discard—Delete the note.
¢ OK-Close the note.

e Prev note-If there is more than one note, display the
previous one.

« Next note-If there is more than one note, display the next
one.

« Display—Display the Yellow Sticky attached to. ..
window to edit the attachment and printing selections for
the note.

« New note—Create another note in the same place.

More About Yellow Stickies

To attach a yellow sticky to an appointment, right-click the
appointment and select Attach Yellow Sticky from the shortcut
menu.

You can also attach a yellow sticky to a date in the appointment
book. To attach a yellow sticky to a date:

1 Navigate to the date.
2  Click the yellow sticky in the appointment book.

3 Enter the text that you want, and click Attach. The Yellow
Sticky attached to date window is displayed.

4  Click OK.

A yellow sticky is displayed in the appointment book here:

1 2 ¢ & All8 Chairs & Monday, Jar]\:ary 5,2015
[Teds  +1 day
- . #3 (Hva) #4 JEK) 5 (JEK) 26 (BAS) #7 (BAS)
8000 [fFEbor. Stephanie ok, Ry |- fGarta Grocke. Focks -0t
P IcR U 25
8300 8005 - 850 8002 300 800a- 3308 S
e — 0D+
D Corence
9:002fN0T CONFIRMED Stes i 2
RECA FE il
930025 2 50 - Erre
[Ferguson, Deviey Eato — H
ot CorFRMED [RECC B FL
10:00a Beeca 540a-10305 =
a1 Boes.Jarem o 10002 11:005 ol =
&t B Com
11000 fanderson, Bradey e T
RPRS Earlyy NOT CONFIRMED ggvams.
1:002- 1200
U ® 1100a- 12000 110212000
12:00p| I — Conch =
12:30p|
1:00p ffBasker.Jim Bamhar, Michele I | Copas, Ter Focks D
I EBRI FINE UL CR#6 INLAY 575
1300 1000 - 2000 T:00p - 200 T00p - 230p T:00p - 200
1
200p fffiome Geoge cerbag, Sheer (Coers Fred
s RECC 1 Jcove s17 Moo
2300 2000 - 3100 2005+ 250p e Doaa 200p- 250 g
] E
Ry Mcoiendar 53031
s Lndsay Gainey Jonathan
i A Fiix — ACRCE]
330p) Cacler Fon
F Op - 4000 0o e e e
v| 400p) ol Ao 3%p- 450
3 NS
4:30p JfF|
M aEEc 78 9m0
S00pf=| 11772713 14 15 16 17
sanp|| 1819 20 21 22 23 24f
PE| 25 26 27 28 29 30
600p|=
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Skill Sharpeners

Exercise 1—Attach a date-specific yellow sticky.
The doctor is going to take the entire office out for dinner. Attach a
note to remind everyone of the dinner.

To attach the yellow sticky:

1 Access the appointment book, and navigate to the first Friday
in March.

2  Click the yellow sticky in the appointment book. The yellow
sticky text area is displayed.

3 Type Dr. Klein is taking everyone out to dinner tonight.
Click Attach. The Yellow Sticky attached to date window is
displayed.

4  Click OK.

Exercise 2—Attach a patient-specific yellow sticky.

Becky Peterson is a patient whose identical twin sister, Nora Dell,
is also a patient. Becky gets upset when people mistake her for
her sister. Attach a yellow sticky to Becky's clipboard to remind
the staff of this situation.

To attach the yellow sticky:

1 Open Becky Peterson’s clipboard.

2  Click the yellow sticky icon in Becky's clipboard. The yellow
sticky text area is displayed.

3 Type Do not confuse this patient with her twin sister. Click
Attach. The Yellow Sticky attached to patient window is
displayed.

4  Click at patient check-in, and click OK twice.
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Exercise 3—Attach a yellow sticky that pertains to a
responsible party.

Christopher Lambert has bounced a couple of checks with your
office. Attach a yellow sticky to Christopher’s clipboard stating
that only cash or a credit card should be accepted.

To attach the yellow sticky:

1 Open Christopher Lambert's clipboard, or the clipboard of
anyone for whom Christopher is the responsible party.

2 In the Responsible Party section of the clipboard, click on
the yellow sticky. A blank yellow sticky is displayed.

3 Enter something like Accept only cash or credit card. Click
Attach. The Yellow Sticky attached to Responsible Party
window is displayed.

4  Select at patient checkout (the time when payment is usually
made). Click OK.



Lesson 16

Checking Patients In and Out

Between checking a patient in and the time a patient leaves the
office, you can perform the following tasks:

o Enter charges

e Estimate insurance

e Accept a payment

e  Print a walk-out statement

Checking a Patient In

To check a patient in:

1 When the patient arrives, right-click the appointment and click
Check in. Several alerts could display, including a note, a
warning that no referral source is indicated, or a HIPAA
notification.

The appointment block changes to the checked-in color, and
the words Waiting room are displayed along with a timer that
indicates how long the patient has been waiting.

2 When the patient is seated for the scheduled treatment,
right-click the appointment again, and select Seat. The
appointment block changes to the seated color, and the
words Waiting room are replaced with In chair.

Checking a Patient Out

To start the check out process, right-click the appointment, and
click Check out. The Check Out Ledger window is displayed.

FRespansible party

Check Out Ledger

Stephanie Abbott Risk: Primary insurance
1004 Demo Strest Insured party  Stephanie Abbott
Atlanta GA 30333 Employer/Plan The Supply House ]
D, H: 123-456-7330 Inswiance co.  Aetna Life Insurance: :
w/1:123-456-7830 ‘w2 123-456-7890 J
Svec Date || Erntry Date Patient Prod Description Charges Credits Balance [ ‘ j
01-07-08 01-07-08 Stephanie &bbatt 505 00150 (Comp Oral Eval] 75.00] 75.00( phw
0710708 010708 [StephanieAbbott  SOS (00210 [Full Mouth Series) 95.00) 170.00]pw
01-07-08 01-07-08 Stephanie abbott 505 01110 [Prophylasis - &dult) 45.00] 215.00f pw
01-07-08 01-07-08 Stephanie Abbatt 505 0.00| 215.00f pw
Patient Prevbalance Above activity  Newbalance | Today's acct
1004 Dema Street Total due 0.00 1500 215.00 =500 &] ﬂl
Outstanding ins. 000 165.00 165.00 165.00
Allanta GA 30339 3 Credit Card CareCredit
e Fay this now 000 50.00 50.00 50.00 i d
[Ca [ 30 [ B0 [ 80 [ 120 | Ins |Pinamt [Pastdue TR
AR owned by JEK [ 215.00] 0.00/ 0.00/ 0.00/ 0.00/ 165000 S0.00 0.00

Ledger histary | Presciiptions

Prim details kails

Note

If you have turned off
the patient-seating
option, you will not
see the waiting-room
timer.
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Check Out Ledger

Use the Check Out Ledger window to enter charges and
payments or to make adjustments while the patient is in the office.
The main section of the Check Out Ledger window contains nine
columns:

o Svc Date—Date that the activity occurred. Today's date is
the default, but it can be changed to a date in the past.

o Entry Date—Date the activity is entered into the system. It
is generated automatically and cannot be edited.

o Patient—Patient’s name, generated by the software.

e Prod-Producer who is credited with the treatment on this
patient. Enter the first initial of the producer or press the
space bar to cycle through the names of all producers in
the system.

o Description—Description of the procedures, adjustments,
and payments entered into the Check Out Ledger for the
appointment. Enter the ADA code or abbreviation to add
a procedure, adjustment, or payment. Press Tab in a blank
description field to view the transaction code list.

o Charges—Amount to be charged for the procedure,
automatically generated based on the fee schedule.

Tip o Credits—Any amounts in this column decrease the

account balance.

Use the
Prescriptions button

. e « Balance—Running total of the account's balance. This
to print prescriptions.

amount may contain a prior balance in addition to today's
charges.

¢ Ins—Shows the status of insurance for all dental codes.
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The following status codes can be displayed in the Ins column:

pW—Primary claim waiting to submit
pS—Primary claim submitted
pC—Primary claim cleared or collected
pN—Primary claim no assignment
pR—Primary claim refused

Estimating Insurance During Check Out

Insurance estimation is the process of estimating how much a
patient’s insurance pays for a given set of procedures.

The following buttons are located at the lower-right of the Check
Out Ledger window:

Ins estimate—If the button is active, click it to re-estimate
insurance.

Prim details (details about the primary insurance)—If the
button is active, click it and the Insurance Estimate
Worksheet is displayed.

Estimating—Click it to display or edit the benefit table for
the employer.

Re-estimate—Click it if you changed the default values.



Taking a Payment During Check Out 4 All future appointments, including those for family members,

T are printed on walkout statements. Make your choices and
0 enter a payment: . . .
pay click OK to print a walkout statement with today’s date. The
1 If you do not know the payment code: Insurance Submittal Information window is displayed.
o Press Tab to display the Transaction Code Pick List Molres|  Descripton
. Narne aof biling dentist or dental entity |z reatment result Date
window. F James E. Klein, DD5 ﬁ?i??i’.’?n‘:ﬂl"é' | C
t Addiess where payment should be mailed |z ieatment result ale Date State
. . . . | of auto accident? | &
o Click Patient payment codes. The list of transaction | Pemermten s T —— —
. . City, State. Zip &
codes now displays only the patient payment codes. - oo N
¥ Dientist S5M or TIN Dentist license no. Dentist phane gl‘::::::‘r'\l? | @ precemen
o Select the patient’s method of payment from the list, and L sosmems 9993539 B R | [y —— Dateplaced  Morihs T
. . . . T [Frstvisit date FPlace of teatment F\ac}\ogl;ghs How || orthodontics? &l e t.?la\ rDemalmng
current sefies NClosed: mary
click OK. The Check Out Ledger window is displayed il | 2| e e W e
i Other fees? Oralimages  How odels How Submission type Insurance ype
agaln‘ ol EESD enclosed? many | enclosed? many |0Hgina\ claim | |Commelc\allnsulance o, 7]
& hm £ es & No O ves Supparting papenwark. Mode for sending papenwork.
2 In the Credits column, and enter the payment amount. Femaths for sl sendoes 3 [Nore & [orspeciied [
Papemwark 1D: I
3 After all charges, payments, and adjustments are entered, o gl eference # |
. . . . . . = Fieasan for submizsion delay Inpatient admission date
click OK. The Print and Submit Options window is ™ Fint “Signalure o fie" [Nt applcable =
. [T Accept assignment of benefit Service authorization exception  Inpatient discharge date
dlsplayed. I Emergency [Hot appiicablz =
Fre-authorization #
Statement printing

| V' Print\walkout staternent for |D1 -07-11 | 5

Insurance submission

Verify the information in the window. Click OK. If the current
patient or a family member is not scheduled for recall, the
[ Print form on paper

] St el Family Recall Reminder window is displayed.
[~ Print "Signature on file"

¥ ficcept assignment of benefit 6

You can see scheduled appointments, make an appointment,
or go to an appointment. When you are finished, click Close.
The appointment book is displayed, and the completed
T e appointment is gray.

™ Hold all procedures until the: nest visit

PracticeWorks Practice Management Software Initial Training Workbook (DE250-16) 103 of 108



Working with Statements

The software provides many ways to customize the process of
preparing and sending statements. Statements can be printed
and mailed or they can be transmitted electronically.

Setting Up Statement Defaults

In the Office-Wide Statement Setup window, you specify when
to print, what to print, and the charges to add.

Office Wide Statement Setup

Should we print

[V Frirt mail statements [ Prirt zero balances
Min balance to print § IW [~ Print credit balances
™ Prit Far standard ervelopes
“wihien bo print
Biling cycle € monthly € in days ID_ Mew activitp delay |1 daps
Day of month to print ID_ r Delay until LL insurance clears

¥ Feset when balance paid

¥ PReset when ins pmt received

‘wihat ta print
¥ Print amount due and date V¥ Print account age message
Diue date iz W daps from stmt print [V List autstanding claims
[V Subtract ins estimate from amt due Transactions ta print
Clairn iz stale after IF dayz i since last statement
™ Print procedure code € details of balance

™ Print provider information

Charges to add

[ Charge interest Interest grace period [days] W
[ Charge interest on pay plan Min. balance to charge interest $ |5.00
Monthly interest rate 1.00 % Late charge 4| 000
Minimurm interest charge $ W Late charge grace period [days) I_U

‘wialkout statement options

[ Print amount due [™ Prirt today's date in DUE DATE
¥ Print walkout staternent after Checkout

Cancel |
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Printing Statements

To prepare and print statements:

1 Select File > Print > Statements > Prepare Statement run.
The first time you do this, the software displays a message to
remind you that once the statements are prepared, they
cannot be undone.

2 Click Yes. If this is the first time you are running your
statements, you must contact a technical support
representative for an authorization code. A status window is
displayed while statements are prepared.

3 When the statements are ready to print, a message is
displayed.

4  Click OK. The statements are added to the Statement
Queue.

5 Select File > Print > Statements > View Statement Queue.
The Statement Queue window is displayed.

6 Select one of the following options:

e  Print all unprinted—To print statements that were not
previously printed.

¢ Print this statement—To print the highlighted statement.

e View clipboard—To access the selected patient's
clipboard.

e Printfrom here—To print all the statements in the list from
the selected statement to the end of the list.



+ Remove this statement—To remove the highlighted Printing the Ledger for One Patient on an

statement from the queue. You are then prompted for Account
confirmation. The account will not have another statement
generated until the next statement date. You can print the ledger for one patient on an account with
multiple patients. Printing such a ledger produces a list of

» Remove all statements—To remove them all from the procedures performed, not a statement suitable for billing
queue. A warning message is displayed to confirm this purposes.
action. The accounts will not have statements generated
until their next statement date. To print the ledger for one patient on an account:

7  Click Close. 1 Navigate to the patient’s ledger. For example, from Page 1 of

the clipboard, click Ledger. The patient’s Ledger Card

Reprinting an Individual Statement window is displayed.

To reprint the most recent statement for a patient: ltewrced
_ o S,
1 Select Lists > People. The Person Pick List is displayed. s o4 30
o] H: 123-456-7890 = .
W 123-456-7830 W2 123-456-7850 M‘
2 S [ t th i t wh tat t tt int d SycDale | EnimDate Patiert Prod Description Chages || Ciedle || Baance | Ins |l
e eC e pa Ien w Ose S a emen you Wan O reprln 1 an 121314 121314 Brandon Sheet HYG 01110 (Prophslasis - Adult] 29.00) 29.00(pS
. . , . . . 12 13:14 B::gdg:?’l::t HvG  |o0272 [B::zv.fs,gwlvaua - 15.00) 44.00|pS
click OK. The patient’s clipboard is displayed. IESFN et = b T T
1 5 1910005 (Inguran 0.00| 50.00)
""" il 3t ool | sl ]
3 Right-click anywhere on the clipboard. A shortcut menu is
displayed.
Re-print lask statement j
Prep and prink new statement =
: . % Show all ransactions " Show transactions for [Account [~
Wigw audit ng Cur 30 [ a0 120 [ Tol | Ins [ins w0 | Finamt [Fastdue AR wned by
lmﬁim%im Eilil mnlﬁimlznm JEK gty |
v Ackive Ontho Contiscts| active Contract bal 000 Borect entry it
View pag plan | Plan balance 0.00 £ CareCredit Eligraity

Edit person directly

2 Inthe patient’s ledger, select Show transactions for, near the

4  Click Re-print last statement. bottom-middle of the window.

3 The default value of the Show transactions for field is
Account. Click the drop-down arrow and select the name of
the patient for whom you want to print transactions.

4 Click Print. The Print Account History window is displayed.

5 Enter the date range of the transactions you want to print.
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6 Click the Include procedures only checkbox.

7  Click OK. The Report Destination window is displayed.

8 Select whether to print the report or preview it first, and click
OK.

HIPAA Acknowledgements

If a patient has not signed a HIPAA Privacy Acknowledgement, a

message displays every time you check in that patient. When a

patient has signed the HIPAA form, however, you need to indicate

that the patient has done so.

To indicate that a patient has signed the HIPAA Privacy

Acknowledgment:

1

Open the clipboard of the patient who has signed the HIPAA
Privacy Acknowledgement.

Click History at the right side of the clipboard. The Patient
History window is displayed.

Click Add Contact at the bottom of the window. The New
Contact Entry window is displayed.

Click the Contact Type drop-down list.

From the list of contact types, select HIPAA
Acknowledgement. The New Contact Entry window is
displayed again, this time with HIPAA Acknowledgement
displayed in the Contact type field.

In the Comment field, type Signed and the date.

Click OK. The Patient History window is displayed again with
the HIPAA Acknowledgement listed.

Click Close.
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Skill Sharpeners

Exercise 1—Check in a patient.

It is 8:00 a.m, and Stephanie Abbott shows up for her
appointment.

To check in Ms Abbott:

1 When Ms Abbott shows up, right-click her appointment, and
click Check in from the shortcut menu.

2  If you see warning messages concerning HIPAA or referrals,
click OK for each message. The Incomplete Clipboard
window is displayed.

3 Click Yes.

4  Enter the data that is missing on Page 1, Page 2, and the
Insurance page:

5 Click OK, and select Yes when asked if the clipboard is
complete.

6 To seat Ms Abbott, right-click her appointment, and click

Seat. The appointment changes from green to blue (in chair).

Exercise 2—Check out a patient.

Ms Abbott needs to be checked out. In addition to the scheduled

examination, the doctor performed a periapical x-ray of tooth #30.

You need to add this procedure to the check out ledger, collect
the money she owes, and print a walk-out statement.

To perform these activities:

1 Right-click Ms Abbott's appointment, and select Check out.
The Check Out Ledger is displayed.

2 To add the periapical x-ray of tooth #30:

e Press Tab to accept the default producer.

e Enter 0220 30 in the Description column and press Tab.

3 To indicate that Ms Abbott pays the balance due, $75, in
cash, type Cash $75 in the Description column, and press
Tab.

4  Click OK. If warning messages are displayed, click Yes. The
Print and Submit Options window is displayed.

5 Accept the default choices, and click OK. The Insurance
Information Submittal form is displayed.

6 Review the form, and click OK to print the form. The Family
Recall Reminder window is displayed.

7  Click Close.
8 At the prompt, select New patient Adult.

9  On the Print Document window, click Print now. The
appointment book is displayed again.

Tip

If you do not know
the code for a
procedure, press Tab
to display a list of
codes and
abbreviations.
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Lesson 17

Using Line ltem Accounting

You can use Line ltem accounting as an alternative to the Balance
Forward accounting system. Line ltem accounting:

— Ermar Correction Time Span—
Mumber of days to allow comections to ledger transactions and to

® Pays prOVIderS based on amounts CO”eCted' backdate entries. [0 ta remove the restriction entirely. ]

m days

e Links charges and credits.

—Accounting Spstem

" Balance Forward [First-in, First-out)

e Records the distribution of insurance with specific S

transaction details.

i Line ltem Accounting Settings -

Settl n g U p th e Led g e r Treat collection adjustment credits on Pagroll & Distribution Audit reports ag:

* Collections ™ Adjustments

To set up the ledger for Line ltem accounting: I Requie all paments to be distibuted
I Auto-distribute patient payments
1 Select File > Preferences > Ledger setup. The Ledger Deefault Autc-Distribution for Check-aut Papments:
Setup window is displayed. et chosaniis =
Default Auto-Distribution for b ail Payments;
iDIdest balance first _VJ

Columns to include on Payment Distribution screen charges list:
¥ Producer colurn ¥ Production owner colurmin
 Outstanding distribution date Filter defaults

| &l ranzactions

| & Transactions newer than I_g manths

;:.Automatic Diztribution Swap éetting +

Distribution swaps occur when an insurance payment or wite off cannot
| be distributed due to a prior patient payment or adjustment.

| € Manual [no Automatic swap)
| & MNewest First
| €7 Didest First

ok I Cancel I

2 In the Accounting System section, select Line Item.
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3 Inthe Line Item Accounting Settings section, select the
options you want:

e Set the Treat collection adjustment credits on Payroll
& Distribution Audit reports as: option to:

o Collections—Collection adjustment credits are
processed like a cash, check, or credit card payment.
The credit is paid out to the producer or production
owner.

OR

o Adjustments—Collection adjustments are processed
as Production or Other adjustments; they are not
paid out to producers.

« Select Require all payments to be distributed to
require that payments be distributed in full to open
charges.

o Select Auto distribute patient payments if you want the
payments to be distributed automatically.

e From the Default Auto-Distribution for Check-out
Payments drop-down list, select an option.

e From the Default Auto-Distribution for Mail Payments
drop-down list, select an option.

« Select whether to include columns for Producer,
Production Owner, or both on the Payment Distribution
window charges list.

o Select a default option in the Outstanding distribution
date filter defaults section.

4  Click OK.
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Understanding the Ledger

The ledger is displayed with these notifications in the top right

corner:
COLLECT $43.00
—
CREDIT $29.00

The ledger uses these color codes:

e Blue—Undistributed payments.
« Black—Open or current charges.

¢« Green—Comments, such as Insurance filed or Contract
activated.

e Red-Corrected entries. Entries appear as corrected
when a transaction entered on a previous date is
modified.

Distributing Payments

To apply specific dollar amounts from a payment to specific line
item charges, use the Payment Distribution window.

If you have set this option, the Payment Distribution window is
displayed automatically when you click OK in the Check Out
Ledger, or when you add a payment directly to the ledger.



Payment Distribution —_ - l

Payment information Fiter by
@ Ertie account (" Specifc patient [Rabdas <]
@& Mlpoducers Speciicpioducer [ JEX

@ Alpiod owners Speciioprod. owner K. -]
@ Alins clams " Speciiciw clam  |For Ay 010515 Subnited -]

Rlesp. paity: Adkins, Flay

Payment code: CHK - Check pt: tharik you! (Chk #1001)
Enlry date: 010515
Service date: 010515

Total amount: $150.00

Remaining: $150.00  #ll chages & Chaiges newer than 6 months Fieset fiters
Distribution method to use:

I Only show eharges wih a distibution from this payment Oldest balance st - Distibute | Clear distibution |
Svedale  Dist dale Palient Fod PO Description Fee Estins  EstWD  Podoher Duenow Amitoapoly o

Ray Adkins UEK  [JEK  [04341 UL(Perio S/RP -4+ TheCluad) | $19500 [ $116.00 $0.00 s000 [ #7900 000

Ray Adkins JEK  |JEK {00210 (Full Mouth Series) 355 50,00 $0.00 $000 | 99500 000

Ray Adkins JEK  |JEK  |00330 (Panaiamic) $95.00 50,00 $0.00 $000 | 99500 000
Ry Adkins JEK  |JEK {00274 [Bitewings - four) $55.00 50,00 $0.00 3000 | 45500 oo

leged Ledger Histary #4000 | $116.00 $0.00 5000 | $324.00 000

I Disvibution applied

Il Distibution cppled. not fitered
“indicates Est ins subtracted hiom amt due: claim is Tl o 0 e, Cancel
stao after B0 days.

The following details for the payment are displayed:

» Responsible party

o Payment code

« Entry date

o Service date

e Total amount of payment

« Remaining amount to be distributed

The following filters are available:

e Account

e Producers

e Production owners

e Insurance claims

o Date range of charges

A line-item list of charges is displayed. For each transaction, you
can see:

e Service and distribution dates

e Producer and production owner
e Transaction code and description
e Fee and estimated insurance

o Estimated write off amount
e Paid-other

e Due now

e Amount to apply

Distributing the Payment

If you have set up a default distribution method, the payment is
distributed automatically.

To manually distribute a payment across multiple charges:

1 Use the drop-down list to select a Distribution method.

2  Click Distribute. The payment amount is distributed in the
Amt to apply column.

3 Click Clear Distribution if you want to select a different
method, or enter amounts manually.

4  Click OK. The remaining amount is displayed in red, and a
message alerts you when additional distributions are possible.

Viewing and Editing Distributions

To view or edit a distribution:

1 Access a patient’s ledger and right-click on the entry you want
to view.

2 Select View/Edit Distributions.

3 If you selected a credit to view or edit, the Payment
Distribution window is displayed. To edit the distribution,
click in the Amt to apply column and enter a new value.

If you selected a debit to view or edit, the Payments
Distributed to this Charge window is displayed. Select the
distribution you want to view or edit.

Tip

You can use filter
options for displaying
charges.

Note

You can enter amounts
directly into the fields
in the Amt to apply
column, or you can
distribute a payment
across multiple
charges using the
Distribute button.
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Note

If no write-off code is
predefined at any level,
<no write-off
selected> is
displayed next to the
Select write-off
button.

LIA and Insurance Payments

You use the Receive Insurance Payment window to process
insurance payments. For more information about processing
payments, see Lesson 18—Processing Payments.

| Insurance payment amt | 37.00 Papment type | Check ¥ Check t 321564 Select wite-off DELT&W0 - Delta Dental wite O
FRemaining #0.00 Clear distribution

Senvice  Prod Desciplion Submited  Estimale amiy  Previous P Aleady  Amtto  Amtio  Stas s

Ind F:
Deductible Deductible paid apply wite-off
010217 |JEK  |09230 [N20 analgesia) $18.00 $8.00 $0.00 $0.00 $0.00 $0.00 8.00 1.00 | Collected J
010217 |JEK  |02160 #26 MOD [Amalgam - 3 $58.00 $23.00 $0.00 $0.00 $0.00 $19.00 25.00 10.00

40 ] $19.00 $37.00 $11.00

OK.updsicbluebock | OK.dorit updste busbock | Lodger Hitors | Post adusiment | Concel |

The following features are specific to Line ltem accounting.

Write-Off Codes

If the claim includes a write off, an insurance write-off code must
be selected. With LIA, insurance write-offs are posted when the
insurance payment is recorded, not during checkout as with
Balance Forward accounting. An adjustment code must already
be assigned in order for the write-off to be posted.

Write-off codes are pre-defined or entered manually.

Pre-Defined

If a code is selected for UCR write-offs in insurance estimating, it
is used for insurance write-offs. The order of selection is:

1-Employer Plan
2-Insurance Company
3-Office-wide Setup
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Manual

To enter a write-off code manually:

1 Click Select write-off to display the Transaction code list,
filtered for adjustment codes.

2  Select an adjustment code. You are prompted to save this as
the default write-off code.

3 Click Yes to save the code to the Employer Plan and use it for
this payment. Click No to use it for this payment without
saving it.

Amount to Apply

The amount of insurance applied to a procedure cannot exceed
the submitted amount minus the previous IP.

Example: If the submitted amount is $100 and the previous
insurance payment is $20, the combined total of the amount to
apply and the amount to write off cannot exceed $80.00.

The cumulative total of the amount to apply cannot exceed the
insurance payment amount as displayed in the upper-left of the
window.

Example: If the payment amount is $40, the sum of the amount to
apply cannot exceed $40. If you attempt to apply more than the
check amount, Distributions exceed the payment amount.
Please reduce distributions to proceed is displayed.You cannot
complete the insurance payment process until this is corrected.
Click Cancel to return to the Post New Entries window.

If the sum of the amount to apply is less than the payment,
Additional distributions are possible is displayed. You can click
OK and distribute the payment from the Payment Distribution
window later.



Amount to Write Off

The write-off amount cannot exceed the submitted amount minus
the previous insurance payment.

If the write-off amount is not recorded in the Receive Insurance
Payment window, you must add it manually to the ledger,
distributing it in the Payment Distribution window.

Distributing Insurance Payments and Write-Offs

When the amount to apply and the amount to write-off entries are
complete, select an option for updating the blue book. The
insurance payment and write-off are recorded in the ledger.

Using the Undistributed Payments Expert

Use the Undistributed Payments Expert to identify undistributed
payments, print a report, or proceed directly to the Payment
Distribution window. The Expert lists the amounts and details for
each payment and displays the total number of undistributed
payments and the undistributed amount.

To use this expert, select Experts > Undistributed Payments
Expert. For each payment, the following information is displayed:

e Responsible party

» Service date

e Producer to whom credit is posted
o Description

e« Amount

e Undistributed amount

In the Undistributed Payments Expert window, you can:

« Select a payment in the list and click Distribute. The
Payment Distribution window is displayed, indicating
the amount remaining to distribute and listing the
procedures to which you can apply the amount.

e Select Only include auto-credit card payments from
Payment Plans.

¢ Click Print to view or print the report.

Setting Security and Audit Logging

PracticeWorks automatically logs certain types of Line Item
accounting events. Whenever distributions are created, edited, or
deleted, the changes are recorded in the Audit Log as Payment
Distribution edited.

The following activities trigger audit logging:

o Initially distributing line items, such as adding entries,
checking out, entering insurance payments, and making
orthodontic contract adjustments

« Viewing distributions from the right-click menu
e Undoing check-outs

« Correcting entries

o Adjusting bulk checks

You can adjust security access levels for certain tasks to restrict
who can perform them and to manage event logging.

Note

If you have selected
Write off by producer
on the File >
Preferences menu,
write-offs are
generated by
producer.
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To manage security access levels and audit logging for Line Item
accounting:

1 Select File > Security > Edit access requirements. The
Security Access Settings window is displayed.

2 Inthe Ledger event type field, find the view/edit payment
distribution event and requirements. This can only be set to
Always or On success.

3 Scroll to the event type, such as Printing, and set the access
levels for the new reports:

e  Print Payment by Procedure Report
o  Print Payroll by Collections Report
e  Print Unpaid Production Report

4 Click Close.

Printing Reports
You can print the following Line ltem accounting reports:

o Payroll

o Distribution Audit

o Estimated Net Production

e Unpaid Production

e Payment by Procedure

e Insurance Payment by Procedure

To print a report, select File > Print > Accounts and Receivable
> Line ltem Accounting and the report you want. The criteria
window for that report is displayed.
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Skill Sharpener

Exercise 1—Set Line Item accounting as your default setting,
distribute a payment, and print the Unpaid Production report.

To set up the default and print the report:

1

Select File > Preferences > Ledger setup. The Ledger
Setup window is displayed.

Under Accounting System, select Line Item.

Under the Line Item Accounting Settings section, select the
following options:

Select Require all payments to be distributed to
require that payments be distributed in full to open
charges.

From the Default Auto-Distribution for Check-out
Payments drop-down list, select Oldest balance first.

From the Default Auto-Distribution for Mail Payments
drop-down list, select Oldest balance first.

Select to include columns for both Producer and
Production Owner on the Payment Distribution window
charges list.

Click OK, and the payments are distributed automatically.

Select File > Print > Accounts and Receivable > Line Iltem
Accounting > Unpaid production. The Print Unpaid
Production Reports window is displayed.

Select the following options:
¢ In the Print report by: field, select Production Owner.

« In the Print report for: field, select Specific and select
JEK.

« In the Patients to include: field, select All.
Click OK.

Select Print Preview and click OK.
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Lesson 18

Processing Payments

There are several ways that payments can be made:

e From a patient who has mailed a payment or walked in to
make a payment

e As acheck from an insurance company for one claim

o Asacheck from an insurance company for multiple claims

Payment from a Patient

To process a payment from an individual—in person or through the

mail:

1 Click the Individual payments button. The Payment
From/For Pick List window is displayed.

Payment From/For Pick List

People to include:

¥ Patients
¥ Patients with insurance:

¥ Responsible partes

=

=B ELE =

r

Actions:
Add person Add family
Edit person Actions

Stickies for Selected Persor

0003402
0004301
0004502
0003702
0004201

0004302
0005101
0005303
0175300
0005401
0005302
0006103
0006201
0006201
0006201
0006500
0007002
0002977
0007201
0007501
0008001
0008200

Find: AMBX]

(Andetson, Bradley
Anderson, Brent
{Andesson, Bian
Anderson, Joseph
Anderson, Jule
(Ansted, Malthen
Applegate, Andiews
Amou, Meghan
Amstong, Apil
[Amstiong, Craig
Antus, Chery
52y, Jared
Asbery, Amy
sbey, Jery
Asbey, Tifany
Atkinson, Biad
Auty, Nicholas
Basker, Jm
Bacher, Eugene
Bacon, Greg
Bake, Bizn
Bake, Chailes

—
46

Addess ciy Phone Type
102 et (o [
1020emoStest  [Allanta w (1234567890 |piip
1026 DemoStest  [Atlanta w (1234567890 |piip
1028 DemoStest  [Allnta w (1234567890 pipwip
1030 Demo Street Atlanta w (1234567830 pitplwip
10020emoStest  [Allanta w (1234567890 |piplwip
1034 DemoStest  [Atlanta w (123456780 |pimwip
1036 DemoStest  [Atlanta w (1234567890 |pimwip
1038 DemoSteel  [Atlanta w 123456780 [pipwip
1040 DemoStest  [Atlanta w (1234567890 pipwip
1042DemoStest  [Atlanta w (1234567890 pipip
1044 DemoStest  [Atlanta w (1234567890 pimwin
1046 DemoStest  [Atlanta w (1234567890 |pipip
1048DemoStest | Atlanta w (1234567890 |pimwip
1052DemoSteet  [Atlanta w 1234567890 pi
1052DemoStest  [Atlnta w (1234567890 |pipip
10520emoStest  [Atlanta w (1234567890 |pi
1056 DemoStest  [Atlanta w (1234567890 |pimwi
1058 DemoSteel  [Atlanta w 123456780 [pipmip
1060DemoStest  [Atlnta w (1234567890 pipwip
10620emoStest  [Atlnta w (1234567890 piphwip
1064 DemoStest  [Allanta w (1234567890 |pimip
1065 DemoSteel  [Allanta w (1234567890 |pipwip
1088 DemoSteet | Atlanta w 1234567890 |pimwip

Select the patient from the list, and click OK. The Post New
Entries window is displayed.

Post new entries to Jimmy Lewis account.

Svc Date || Entry Date Patient | Pred
010711 010711

Description

Charges || Ciedts || Balerce || Ins | =

[Brecount UEE 0.00] 143.00]

]

[ ]
Ledger Histary
Remove entry | | Cancel

AR awned by JEK

I Print walkout statement

Press Tab to move to the Description column.

Press Tab again. The Transaction Code List window is
displayed. At the bottom are buttons indicating which type of
transaction code is displayed. Patient payment codes are
displayed by default.

Transaction Code List

Abbrey Code # | Drescription Fee 1 Fee2 Fee3d -
[ — . Thanks! [____soodfll sl s0og
AMER Amernican Express payment $0.00 $0.00 $0.00
CasH Cash payment; thank poul $0.00 $0.00 30.00
MCASH Cash recv'd - Thank poul $0.00 $0.00 $0.00
CHE Check prt: thank woul $0.00 $0.00 $0.00
MCHE Check recv'd - Thank poul $0.00 $0.00 $0.00
DIsc Dizcover card payment $0.00 $0.00 $0.00
MOISC Discaver recy'd - Thanks! $0.00 $0.00 $0.00
MC tasterCard payment $0.00 $0.00 $0.00
MMC MasterCard rov'd: Thanks! $0.00 $0.00 $0.00
WISA WISA card payment $0.00 $0.00 $0.00
EZPaY “iza Easy Pay $0.00 $0.00 $0.00
MEZPaY iza Easy Pay rev'd - Tha $0.00 $0.00 $0.00
VIS A Viza recy'd - Thank youl $0.00 $0.00 $0.00
[ Find: 1
E|
Ledger codes to display ADA dental codes d\splayed.IEDT-ZElUE -
" Medical codes " Dental codes " |nsurance papment codes € Comments € Automatic
" Diagnostic codes Patient payment codes Adjustment codes [ Show inactive codes

o]

Cancel | Add | E dit. | Femove. |

For this example, assume payment is in the form of a check.
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Individual payments

Note

If you are using the
Line Item Accounting
feature, the Payment
Distribution window
is displayed when you
click Individual
payments.
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Individual payments

Select the form of payment from the list, and click OK. For
payments made after the time of service, choose payment
types with a M in front of them. The Post New Entries
window is displayed again.

Press Tab to move to the Credits column. Enter the amount of
the payment.

Press Tab, and the Check Payment window is displayed, with
the current date and the amount you entered.

Check Payment

Date: 0m-07-11
Amaunt: 25.00

Check Ho: IE
oK I Cancel |

Type the check number in the Check No. field, and click OK.
The Post new entries window is displayed again.

When you have finished making entries, click OK.

Print and Submit Options

Statement printing
| V' Prirt walkout statement for |D1 0711 |

Insurance submission

™ Prirt form on paper

™ Submit electronically

[ Prirt "Sighature on file"

[V Accept assignment of benefit

™ Hold all procedures until the nest visit

Ok I Suzpend
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Processing Insurance Payments

You can receive checks from an insurance company that are either
for an individual claim or for a group of claims—called bulk claims.

Processing Individual Claims

To enter a payment for an individual claim:

1 Click the Individual payments button. The Payment
From/Payment For Pick List window is displayed.

2  Select the patient from the list, and click OK. The Post New
Entries window is displayed.

3 Press Tab to move to the Description column. Type IP to
indicate that this is an insurance payment. Press Tab. The
Outstanding Claim Pick List window for the patient is
displayed.

Svc Date Patient Submitted Ihsurance co. Ihgured SSN Tupe ;I

ok I Cancel




4

Select the claim that matches the payment, and click OK. The
Receive Insurance Payment window is displayed.

Insuiancs payment amt [37.00 Payment ype [Check +|  Check #[321584 Select wite-ofl | DELTAWD - Delta Dertal wike Off
Remairing $0.00 Clear distibution

Sewviee  Prod Desciption Submitted  Estimate  Ind Famp PreviouslP  Alleady  Amito  Amilo  Staus |
date Deductible Deductivle paid apply  wrkeoff

01-0217 |JEK | 09230 (N20 analgesia) $16.00 $8.00 $0.00 $0.00 $0.00 $0.00 8.00 1.00 | Collected _]
01-0217 |JEK | 02160 #26 MOD (Amalgam - 3 $56.00 $29.00 $0.00 $0.00 $0.00 $19.00 2300 1000 | e

4000 | $19.00 $37.00 $11.00

Cancel |

0K, update blue book ‘ 0K, don't update blue book ‘ Ledger History Post adjustment

In the Insurance payment amount field, enter the check
amount and press Tab to move to the Status column.

Collected is the default value in the Status column, but you
can change it to Refused or Re-submit.

Click OK, update blue book, or OK, don’t update blue
book, as appropriate.

Click Cancel to close the picklist.

Processing Bulk Payments

The bulk insurance check entry feature enables you to clear
multiple claims that were paid with one insurance check.

To enter a bulk check payment:

1 Click the Bulk payments button. The Bulk Check Pick List
window is displayed.

Bulk Check Pick List

Received Papor Check num Completed |
_
=]

| [o10708 | Find | [~ Show completed |
Closs | Add Ede | Fin |

Bulk payments
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The list is empty unless there are checks that have been
partially entered. To enter a check, click Add. The Bulk Check
Entry window is displayed.

Bulk Check Entry

Deposit to 2
Payor name I Check amount 000
Check number Payments entered 0.00
Date entered: 010708 Bulk. adjustments entered 0.00
Date completed: Bieeme 0 D_ B_D
Patients paid for
Patient I Party SvcDate | Amount Type  »f
Add patient payments/adj. | Add bulk check adjustment | Remaove payment/adj. |
ak I Caricel |

In the Deposit To field, select the A/R administrator.

In the Payor Name field, type the name of the insurance
company.

In the Check number field, type the check number.
In the Check amount field, type the total amount of the check.

Click Add patient payments/adj. The Person Pick List is
displayed.
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8

9

Select the person whose claim is being paid, and click OK.
The Outstanding Claim Pick List window is displayed.

Outstanding Claim Pick List

Swve Date Patient Subritted Insurance co. Insured 55N

[ o |

Cancel |

Select the claim from the list, and click OK. The Receive
Insurance Payment window is displayed.

Receive Insurance Payment

Insurance payment amaunt m
Service Code # Description Submitted  Estimate Ind Family Prod Status d
date: Deductible  Deductible
121207 |01110 Prophylasis - Adult $20.00 $0.00 $20.00 $20.00 JEK Collected
OF.. update blus book | 0K, don't update blue book I Post adjustment | Cancel |

10 Type the amount paid in the Insurance payment amount

11

field, and click the Status column for the procedure being
cleared by this payment until it reads Collected.

Click OK, update blue book or OK, don’t update blue book.
The Person Pick List window is displayed again. Select the
next patient for whom a payment is being made.



As you enter payments from the bulk check, the software
keeps track of how much of the check has been accounted for
and how much remains to be entered. When the total
payments entered equals the check amount, the Payment
Entry Complete window is displayed.

Payment Entry Complete

The entire amount has been accounted for, Payment: entry is now complete. To se this payment entry in the fit,
check the "shaw completed" check bax,

12 Click OK. The Bulk Check Pick List window is displayed with
the completed check.

13 Close the window.

If you begin making entries from a bulk check, but you do not
finish, click OK to exit. The Bulk Check Entry Not Complete
message is displayed. Click Yes to quit, and the record is saved in
the list.

Adjustments to Bulk Payments

If an insurance company has reduced the amount of the bulk
payment to compensate for a previous over-payment or under-
payment, a bulk check adjustment can be made.

To enter a bulk check adjustment while entering a bulk payment:

1

2

Click the Bulk payments button. The Bulk Check Pick List
window is displayed.

Bulk Check Pick List

Received Payor Check rum Completed d
=
||D1-UT-DS Find | [~ Show completed |
Close I Add | Edit | Frirat |
Click Add. The Bulk Check Entry window is displayed.
Bulk Check Entry
Depst o E -
Payer rame Check smourt om
Dheck rumber Payrmsrts srtsred om
Dateentored: 010708 Bulk adjustments entered 0.00
Dats completsd Difersrces 0 om
Patierts psid for
Patient rs Party SvcDate | Amount Twpe 4|
L1
El
Add patient payments/ady | | Add bulk check adustment | Femove payment/adi. | |
o | Cancel |

Bulk payments
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Individual payments

Click Add bulk check adjustment. The Person Pick List -
Bulk Insurance Adjustment window is displayed.

Person Pick List - Bulk Insurance Adjustment

People to inchude:

Legalname  Age Address ciy Tipe
" e S —
¥ Patients with insurance — 3 H ]
Alanta w |1 biip
¥ Responsible patties 32 [102 Demo Sueet Alanta w (123456780 [pimbvip
r 0004502 Andeson, Brert 42 (1028 Demo Steet Alanta w 1234567830 |pimhip
= 0003702 Anderson, Bian 42 {1030 Demo Stiest Atlanta w 1224567820 [piphip
0004201 Anderson, Joseph 42 (1032 Demo Stieet Alanta w 1234587830 [pimhwip
I [ Anderson, Julie 411034 Demo Stiest Atlants w 1234567830 |pirplwip
T 0004302 Ansted, Matthew 55 (1036 Demo Steet Alanta w (123456780 |pimhwip
- 0005101 Applegate, Andiew 61 (1038 Demo Stieet Alanta w (122456780 [piphip
= 0005303 Amou, Meghan 34 [1040 Demo Steet Alanta w (123456780 [pimhip
0175900 Amstong, Agi 34 (1042 Demo Stieet Alanta w 1234587830 [piphwip
r 0005401 [ Amstiong, Craig 34 |1044 Demo Street Atlanta w (1234567830  |pimwip
0005302 Autur, Cheyl 55 (1046 Demo Stieet Alanta w (1234567890 |pimhwip
Lol 0006103 Asay, Jared 441048 Demo Stieet Atlnts. w 1234567830 |piplwip
T Addtamy | | |0008201 Asbeny. Amy 16 [1052Demo Sueet Alanta w [12345678%0  |pi
———— | |ooos20n Asbery. Jery 42 (1052 Demo Steet Alanta w 1234567830 [piphwip
Edit person Actons | | [o0e201 Asbery, Tifary 33 (1052 Demo Steet Alanta w 1234567830  |pi
———— | |oomsso0 Atkinson, Biad 3¢ (1056 Demo Stiet Alanta w 1234567830 |pimiwip
e 0007002 Auty, Nicholas 3 (1058 Demo Stieet Allanta w 1224567820 [piphip
0002977 Basker, Jin 51 (1060 Demo Steet Alanta w (1234587830 |pimhwip
0007201 Bacher, Eugene 51 [1062Demo Stieet Alanta w (1224567820  [piphip
ol et e 0007501 Bacon, Greg 3 (1064 Demo Stieet Allanta w (123456780 [pimhip
0008001 Baker, Bian 51 (1065 Demo Stieet Alanta w (1234567830  |pimiwip
0008200 Baker, Charles 51 [1068 Demo Steet Atlanta w 123456780 [simhip
7 8 3 w0 1
Find: AMB.K|

=]

Select the patient, and click OK. The Bulk Check
Adjustment for . .. window is displayed.

Bulk Check Adjustment for patient Eric Dean

Thiz should only be used when the amount of the bulk check does not
equal the total amount of the individual payments.

% Fix previous overpayment for the patisnt
The adjustment amount will be added back to the patient's
balahce.

™ Fix previous underpayment for the patient

The adjustrnent armaunt will be credited to the patient’s
balance.

Adjuztment amount Im
Adjustment comment I

o]

Cancel |

Select whether the adjustment is for an over-payment or

under-payment. Enter the amount and a descriptive comment.

Click OK. The Bulk Check Entry window is displayed again.
Enter the check information and add patient payments.

Add the bulk check adjustment.
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Updating the Blue Book

The blue book is a list of the insurance company's allowable fees
for various procedures. If the payment from an insurance company
is different from the amount that was estimated, you may want to

update the blue book with the new amount.

To update the blue book:

1 Click the Individual payments button. The Payment
From/Payment For Pick List window is displayed.

2  Select the patient from the list, and click OK. The Post New
Entries window is displayed.

Post new entries to Christy Robbins account
S Dale || Entiy Dete Paiet | Piod Desciption Chages || Credls || Balce | s | al
010708 010708 |ccaunt DER 0.00) 73.00)

I

AR owned by JEK

=l
Ledger Histo
Remove enty | Cancel

[T Prink wakout statement

3 Press Tab to move to the Description column. Type IP to
indicate that this is an insurance payment. Press Tab. The
Outstanding Claim Pick List window for the patient is
displayed.

Svc Date Patient Submitted Insurance co. Insured S5N Type :I

Cheisty Fiobbirs_ J[573.00 Ch Ll

ok Cancel |




4

Select the claim that matches the payment, and click OK. The
Receive Insurance Payment window is displayed.

Receive Insurance Payment

Insurance payment amount [T Check No: [0
Semvice  Code#t Description Submitted  Estimate Ind Family Prod Stats |
date Deductible  Deductible
121307 [01110 [ Prophylasis - Adult $23.00 $23.00 $0.00 $0.00 HYG  [Collected
121307 (00272  |Bitewings, bwo $15.00 $15.00 $0.00 $0.00 HYG  |Collected
121307 (0150 |Comp Dral Eval $35.00 $35.00 $0.00 $0.00 HYG  |Collected
OK, update blue bock | OF., dor't update blus book | Post adjustment | Cancel |

In the Insurance payment amount field, enter the check
amount and press Tab to move to the Status column.

Collected is the default value in the Status column. Type R to
change it to Refused.

Click OK, update blue book. The Blue Book Entries
window is displayed.

Blue Book Entries [ M= 3
Wiew |

EMPLOYER / PLAM:  Allizon Gas Turbing

Individual deductible:

I 0
Family deductible: IU
ID

The deductibles and annual maximum infarmation on
thiz screen apply to this emplover/plan. ALL patients
with thiz emplayer/plan will be affected by the

information here. Itis MOT specific ta this patient. Apnual rasimum:

Code # Description UCR k4 Ded App.  Update ;I
o0s0 Comp Oral Eval $0.00 0.0 No No
o272 Bitewings, two $0.00 0.0 Mo No
01110 Prophylazis - Adult $0.00 0.0 Mo Mo _|
I
0K, save changes I Continue, but don't save changes |

10

11

12

13

Make sure that you are on the line for the transaction code
that you want to change. Type the new amount in the UCR
column.

Press Tab, and type the percentage of the cost of the
procedure that is covered. For example, type 100 in the %
column if the procedure is covered at 100 percent.

Press Tab, and if the insurance deductible would apply to this
code, type Y for yes.

Press Tab to move to the Update column. Type Y to change
the Update column from No to Yes.

Click OK, save changes. The Payment From/For Pick List
window is displayed again.

Click Cancel to close the window.

Disabling Blue Book Updates

By default, the blue book entries feature is enabled. To disable this
feature:

Select File > Preferences > Miscellaneous defaults, and
the Miscellaneous Settings window is displayed.

Deselect the Use the blue book entries option.

Click OK.
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Skill Sharpeners

Exercise 1—Process a personal check.

You have received a check from a patient named Brett Jones. The
check is for $25, and it is check #1234.

To process the check:

1 Click the Individual payments button. The Payment
From/For Pick List window is displayed.

2 Select Brett Jones. Click OK. The Post new entries to Brett
Jones Account window is displayed. The initials JEK are in
the Prod (Producer) column by default. Press Tab to accept
JEK in the Prod column.

3  With the cursor in the Description column, type MCHK.
4  Press Tab. The cursor moves to the Credits column.

5 Type 25, and press Tab. The Check Payment window is
displayed. Verify that the amount is correct, type the check
number in the Check No. field, and click OK.

The Post new entries to ... window is displayed again with a
$25 credit and the transaction code and check number in the
Description column.

6 Click OK.
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Exercise 2—Process an insurance check.

You have received an insurance check for $61.00 against a claim
made for services provided to Kyle Tapp. Process the check, and
then verify that the payment has been posted.

To process the insurance check:

1 Click the Individual payments button. The Payment
From/For Pick List window is displayed.

2 Select Kyle Tapp, and click OK. The Post New Entries to
Amy Tapp (for Kyle Tapp) window is displayed.

3 Press Tab to accept JEK in the Prod column.
4 In the Description column, type IP, and then press Tab.

5 Enter 61.00 for the payment amount, and 123456 for the
check number.

6 Click OK, don’t update blue book. Since you received the
amount that you were expecting, there is no need to update
the blue book. The entry is posted, and the Payment
From/For Pick List window is displayed again.

7 Click Cancel.

To verify that the insurance payment was posted:

1 Open Kyle Tapp's clipboard.

2 Click Ledger. The Ledger Card window for Kyle and Amy
Tapp is displayed. The $61 insurance payment has been
posted.



Exercise 3—Process a bulk check.

You have received a single check, #4321, for $178 from Travelers
Life Insurance Company. The check is for two claims: $29 for
services provided to Jim McNulty and $149 for services provided
to Jimmy Lewis.

To process a bulk check—that is, a check for more than one claim:

1

10

11

Click the Bulk payments button. The Bulk Check Pick List is
displayed. Typically, the list is empty.

To enter a new check, click Add. The Bulk Check Entry
window is displayed.

In the Deposit To field, press Tab to accept JEK.

In the Payor Name field, enter Travelers Life Insurance
Company, and press Tab.

In the Check number field, enter 4321, and press Tab.
In the Check amount field, enter 178, and press Tab.

At the bottom of the window, click Add patient
payments/adj. The Person Pick List - Bulk Insurance
Payment window is displayed.

Find Jim McNulty in the list, and click OK. The Outstanding
Claim Pick List window is displayed. There is only one
outstanding claim for Jim McNulty—$29 submitted to
Travelers Life—and that matches the check, so click OK. The
Receive Insurance Payment window is displayed.

Enter 29.00 in the Insurance Payment Amount field.

Click OK, don’t update blue book. The Person Pick List -
Bulk Insurance Payment window is displayed again.

Find Jimmy Lewis in the list and click OK. The Outstanding
Claim Pick List is displayed.

12

13

14

15

16

17

18
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There are two claims for Jimmy, one for $120 and one for
$29. These total $149, the amount on the check from
Travelers Life Insurance. Select the first submitted claim, the
one for $120, and click OK. The Receive Insurance
Payment window is displayed.

Enter 120.00 in the Insurance Payment Amount field.

Click OK, don’t update blue book. The Person Pick List -
Bulk Insurance Payment window is displayed again.

Jimmy Lewis is still highlighted, so click OK and process the
claim for $29.00.

After you have processed all of the claims, the Payment Entry
Complete window is displayed. Click Yes to indicate that you
are finished with the bulk payment. The following message is
displayed: The entire amount has been accounted for.
Payment entry is complete. To see this payment entry in
the list, click the “Show completed” checkbox.

Click OK. The Bulk Check Pick List is displayed.

Click Close.
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Lesson 19

Estimating Insurance

Insurance estimates vary according to insurance companies and
plans. Different plans may produce different estimates for the
same procedure. Data on the benefits an insurance company pays
for a specific procedure is kept current by updating the blue book.

A doctor might negotiate an agreement with one or more insurers
to provide dental services at a “usual, customary, and reasonable”
(UCR) rate, which is not necessarily the same as the doctor's fee
schedule. The insurer agrees to pay some or all of the UCR
amount, which is expressed as a flat rate or as a percentage.

The agreement between the insurer and the doctor specifies
whether the doctor can charge the patient for the amount in
excess of the UCR.

A doctor and an insurer might enter into a particular type of
agreement called a capitation plan, which pays the doctor a fixed
amount for each of the insurer's customers who enroll with the
dentist. The fee is paid to the doctor monthly, whether dental
services are provided or not. If a patient requires dental services,
the patient pays nothing or pays a co-payment.

Other factors include primary and secondary coverage, yearly
deductibles, lifetime limits, and so on.

A dental office provides a service to the patient by providing an
estimate and informing a patient how much he or she owes.

Methods of Estimating Insurance

At check out, the software bases the estimate of insurance on the
following search procedures:

e The software looks in the blue book for code-specific
coverage associated with the patient’s
employer/insurance plan.

o If there is no data on a code-specific employer/plan, the
software then looks for coverage associated with a range
of codes for that employer/plan; for example, all codes
from XXX to YYY are covered at 80 percent of the UCR.

o If there is no data on employer/plan code ranges, the
software looks for code-specific coverage by the
insurance company.

o If there is no code-specific coverage for the insurance
company, the software looks for coverage for a range of
codes for that insurance company.

« If there is no coverage for a range of codes for an
insurance company, the software looks for an office-wide
code-specific schedule of fees.

o If there is no office-wide, code-specific fee schedule, the
software looks for an office-wide fee schedule for a range
of codes.

« If there is no office-wide fee schedule, the software looks for
ADA code-specific default insurance.

Note

If a dentist’s fee is less
than the insurance
company's UCR, the
company bases its
insurance calculation
on the dentist’s fee.
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Note

For identical plans,
you can copy data
from the first plan
rather than typing it
again.

Example: A dentist treats three patients, patient A, patient B, and
patient C. All three patients have the same treatment done, and
the fee is $200.

Patient A has no insurance. Patient A pays $200. The software
produces this figure from the office-wide default fees.

Patient B has insurance through his employer, Ben and Jerry's.
Ben and Jerry's dental insurance is provided by Aetna. This plan
states that Aetna pays 80 percent of the usual, customary, and
reasonable charges for this procedure. The patient pays the
difference, including any amount in excess of the UCR. Aetna has
determined that the UCR in this instance is $180. Eighty percent
of $180 is $144. Therefore, the patient pays $56, the difference
between the $200 fee and what the insurance company pays.

The software produces this estimate from the code-specific
amount for the procedure, as well as whether the patient is
responsible for the amount in excess of the UCR.

Patient C has insurance through his employer, Fred and Company.
The employer has the Regal Plan through Metropolitan Insurance.
This plan states that the insurer will pay 80 percent of the UCR,
and the patient does not have to pay anything in excess of the
UCR. Metropolitan Insurance, like Aetna, has determined that
$180 is the UCR. Therefore, the insurer pays $144, and the
patient pays $36, the difference between what the insurer pays
and the UCR. The dentist writes off $20, the difference between
the combined amounts paid by the insurer and the patient and the
standard fee.

The software produces this estimate from the code-specific
amount for the procedure, as well as whether the patient is
responsible for the amount in excess of the UCR.
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Code-Specific Estimating by Plan

Code-specific insurance plans offer coverage based on specific
dental codes. The coverage may be either a specific amount or a
percentage of UCR fees.

To set up an employer/plan that offers code-specific coverage:

1 Select Lists > Employer/plans. The Employer/Plan Pick
List window is displayed.

Employer,/Plan Pick List

I Employer Plan narne Insurance Campany Trajan ID ;I
EECIne. | Metropolian Insuiance [ ]
Acme Pin Co. Acme Missle Co. Delta Dental Maryland

Acme Rubberbands Hourly Plan CIGMA

Acme Toy Co. Acme Toy Co. Delta Dental California

Allizon Gas Turbine Executive Dental CIGNA

Armirak. Firemen/brakemen Y auzau Insurance Co.

Ben & Jemny's Dippers & Scoopers Aetna Lite Insurance Co.

Crowe, Chizek & Co. ICPAS Dental Plan Equitable Life Insurance Co. _I
Crown Systems Sagamare Branze Sagamore Health Plan

Crumbs &nd More, Inc. Executive Plan Blue Cross Blue Shield

Envelopes énd Forms, Inc. Hourly ‘workers Plan Metropolitan Insuance:

Fred % Ca. Regal Plan Metropolitan Insurance:

Goaodpear Tire & Rubber Goodyear Tire & Fub Blue Cross Blue Shield

Indiana University Faculty/stalf Plan CIGMA

Indiana University U Medical Plan ‘whashington National Life

| Fin: -

| I~ Show inactive |

0k I Cancel Add Edit Femoyve




2

Select the Employer/plan and click OK. The Employer/Plan

Definition window is displayed.

Employer /Plan Definition

Employer information

Employer |E] Enmy's
Address | 3200 Green Willow Rd.

City I\ndianapnlis
StateI\N ZIP code |48280
Phone |31 7-8E5-4490
Fax I Copy from Trojan

Plan information

Plan name IDippers & Scoopers

Group number I

Insurance type IEommermaI Insurance Co. j

¥ Accept assighmient of benefits Bl |
shimating...

™ Print sigrature o file

[~ Medical insurance Other infa... |

™| Wark “rest in Boy 27 on HCRA-1500
™ Inactive

NEUrAnce Compar

Aetna Life Insurance Ca. Select...
P.0. Box 3453

Ornaha ME 78888

Phone:  800-339-0008

Fau
oo |

3

Click Estimating. The Benefit Table window for the employer

is displayed.
Code range Deductible Arnual Lifetime
P Lpplies
# - ;
Imml'i ficid o) Individual deductible amount: ID « C
0.0 v
l— l— o " Family deductible amaount: IU o c
l— l— 000 I Individual maxirmum amount: IU e .
l— l— o0 = Ortho lifetime maximum amount: IU e &
I 0.0 v Renewal date: |U1 03
I 0.00 T Adjustment code to use for automatic capitation/managed
I 0.00 i~ care wiite-off:
I 0.00 v ﬂl Mone Assigned ﬂl
| 0.00 e
Adjustment code to uzse for automatic wite-off of amounts in
I 0.00 v excess of LICH:
I 0.00 ke Select | Mone Assighed Clear |
| | 0.00 [
l— l— 00 ~ thenéhls. coverag.;afls"sfecn.ndahry : -
0 stimate as if full fee is whatewver primary doesn't pay.
| [T i : i
¢~ Estimate as if coverage were primary, but only pay up ta
I 0.00 I~ ESTIMATED BENEFIT minus what primary will pay
i Estimate as if coverage were primary, but only pap up to
the FULL FEE SUBMITTED minus what primary will
pay.
oK I Cancel Copy from... Code-specific estimating
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4  Click Code-specific estimating. The Benefit Details window 6 Select a payment method from the Patient Payment Method

for the employer is displayed. section:
procitbeta o planfon ® e o Patient pays any amount that the insurance doesn't
IE . ——— PPM IPM Ins% InsFised PnFiked UCR  ‘Wwiite DK [;edﬁfst Freq | . . .
— B pay, including any amount in excess of UCR.
|amalgam - 3 Surfac |1 0
3 surt resin, anterion |1 0
| s i « Patient pays any amount of the UCR fee not covered
lamalgam - 4+ Surlz |1 0 . . . .
e | : by insurance. Office writes off any fees in excess of
Extraction, addition |1 0
Find: _I UCR.
Abbrev: 45AD Code #: 02131 Description: 4 surt amalgam, deciduous . Patient pays a fixed amount; office writes off any
Patient payment method nsurance payment method . . .
T T rrre—— FE.ET:;MLWhateve,m.mdnm e balance not paid by insurance. If you select this
pay, including any amount in excess of . ) .
2 Paient pays ary pat of the UCA fes not o |0 method, enter the fixed amount in the Amount field.
E:;E::de Eei:;.;aunéa Difice wiites off any £ Dnly covered by capitation plan, or inswiance does net cover at all
Not bl B ol e ——— 0 o o + Patient pays ONLY any applicable deductible; the
ote Amount; |00 the: . . . .
C grarony eyt || s ety o3 P weniveee office writes off any balance not paid by insurance.
To set up the Benefits e e o | Rt
Details window, click o || csdvewmose | wispsnsen | Hottioo | 7  Select a payment method from the Insurance payment
Initial Plan Setup and Cancel | Edit b code | Clear estimate details | Frevious t4 code | method section:
enter data in the Initial
Plan Setup window. « Percentage

The Benefit Details window has the following four sections:
o Fixed Amount

e« Code list « Only covered by capitation plan, or Insurance does
« Patient payment method not cover at all
« Insurance payment method 8 In the Other insurance information section:

e Other insurance information
e In the Maximum fee considered (UCR) field, type the

All in the last th f the wi I h
data in the last three parts of the window apply to the code UCR. If you do not know the UCR, type .

that is selected in the Code list.

¢ Inthe Insurance payment frequency field, enter the limit
for how often the insurance company will pay for the
code. The limit is defined in months. If there is no limit,
type O.

5 Click Add new tx code to enter data for a new transaction
code; click Edit tx code to modify data for the code selected
in the Code list.

o Select Deductible applies if there is a deductible.

9 Click OK.
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Benefit-Table Estimating by Plan

Benefit-table insurance plans offer coverage in terms of groups of
related codes. The rules of coverage for any code within the group
apply to all codes in the group.

To set up an employer/plan that offers coverage for groups of
codes:

1 Select Lists > Employer/plans. The Employer/Plan Pick
List window is displayed.

2 Select the Employer/plan and click OK. The Employer/Plan
Definition window is displayed.

3 Click Estimating. The Benefit Table window is displayed for
the employer.

Code range Deductible Annual Lifstime
St tvu End %Paid  APPISS Individual deductible amount: IU— o -
% :; Family deductible amaunt: ID o C
o0 Individual mazimum amont: ID o o
oo Ortha lifetime masimum amat: IU— c g
W Renewal date: IW
0.00

Adiustment code to use for automatic capitation/managed
carne write-off:

Select | Mone Assigned Clear

Adiustment code to use for automatic write-off of amaounts in
excess of UCH:

Select | Mone Assigned ﬂl

When thiz coverage is secondary

XX AAARR A KR A

{*  Estimate as if full fee iz whatever primary doesn't pay.

C = =Y = =Y (= = (= IE=d IE:
ol o 2 2| =2 = = =
=1 NR=1 NE=1E=1IF=1 ir=1 ir=1 ix=1

=
=
{==]
<l

¢~ Estimate az if coverage were primary, but only pay up to
ESTIMATED BEMEFIT minus what primary will pay.

(" Estimate as if coverage were primary, but only pay up ta
the FULL FEE SUEMITTED rminwus what primary will
pay.

JERRRRRRRRRNANN
JERRRRRnaRaNAn

%

Cancel Copy from... Code-specific estimating

8

Enter the ADA code ranges for each group of codes, the
percentage to use for the estimate, and whether a deductible
applies to that group of codes.

Type the individual deductible amount, the family deductible
amount, and the maximum amount. For each of these
amounts, select Annual or Lifetime.

Note

Type the date of the contract renewal in the Renewal date
field. Adjustment codes are
not used with

Select an option in the When this coverage is secondary benefit-table estimating.

section.

Click OK.

Copying Code-Specific Estimating Information

To copy code-specific estimating data:

1

Select Lists > Employer/plans. The Employer/Plan Pick
List window is displayed.

Select the combination of employer/plan that you want and
click OK. The Employer/Plan Definition window is
displayed.

Click Estimating. The Benefit Table window is displayed.
This is the destination to which you want to copy existing
estimation information.
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6 Select the employer/plan combination from which you want to

copy estimating information, and click OK. The Insurance

el e Annual Liftime Estimating Copy Options window is displayed.

Start thrw End % Paid - . o
Individual deductible amourt: 0 2 L
w0~ o & c
Family deductible amaount:
0.0 v You are abou! to opy insurance estimating information from Ben
g o . ID— I r Jeny's to Crowe, Chizek Co.. Please choose the appropriste
0.0 Individual masimum amaurt: aptions below
0.00 Ortho lifetime masimum amaurt: IU & s Benefit Table Information
Delete sllinfomation on the Beneiit Table dialog box for
0.00 Renewal date: Im 05 Crowe, Chizek Co. and ieplace it with the information for Ben
- ¥ ey
0.00 Adjustrient code ta uze for automatic capitation/managead
0.00 care write-off: Code-5pecific Estimating Information
p (& Delete all code-specific estimaling detail for Ciowe, Chizelc
Select | Hone Assighed Clear | Co. and eplace them with all code-specifc estmating detals
fiom Ben Jemy's.

=
=
=

Adjustment code to use for automatic wite-off of amounts in

excess of UCR: ¢~ Ciopy all codrspecific simating datais from Ben Jery's and
e S G e il G S e

| " | code-specific estimating detais that alieady exit for Crows,
Select | Mone Assigned Clear e G

‘when this coverage iz secondary

2 e e
o o| =
=1 0=1 =]

£ Capy the code-specific estimating datals from Ben Jeiny's but
don't delete or overwits any of the code-specifc estimating
details that already esist for Crowe, Chizek Co.

=
=
=

{*  Estimate as if full fee iz whatever primary doesn't pay.

=
=
=

¢~ Estimate as if coverage were primary, but only pay up to
ESTIMATED BEMEFIT minus what primary will pay.
¢~ Don'toopy any of the code-specifc eslinaling detaik fom

{  Estimate as if coverage were primary, but only pay up ta Ben Jemy's
the FULL FEE SUEMITTED minus what primary will
pay.

JRRRRRRRRRRNNND
LT T

=
=
=
=l

Cancel

%

Cancel | Copy from... | Code-specific estimating |

7  Select an option, and click OK. If a message asks you to
4  Click Copy from. The Copy Estimating Info From window is confirm your selection, click Yes. The Benefit Table window
displayed. with the copied data is displayed.

8 Edit the information and click OK.

{~ Copy fram an insurance company

" Copy from an employer / plan

= Copy fram the office wide defaults

()8 I Cancel |

5 Select an option and click OK. If, for example, you select
Copy from an employer/plan, the Employer/Plan List
window is displayed.
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Skill Sharpener

Exercise 1—Set up a code-specific plan.

One of your patients has insurance through an employer that uses

a code-specific insurance plan. You must set up the plan in the

software.

To set up a plan that offers code-specific coverage:

1

9

Select Lists > Employer/plans. The Employer/Plan Pick
List window is displayed.

Select the Ben & Jerry’s and click OK. The Employer/Plan
Definition window is displayed.

Click Estimating. The Benefit Table window for the employer
is displayed.

Click Code-specific estimating. The Benefit Details for
plan Ben & Jerry’s window is displayed.

Click Add new tx code and enter data for a new transaction
code.

Select a payment method from the Patient Payment Method
section: Patient pays any amount that the insurance
doesn’t pay, including any amount in excess of UCR.

Select a payment method from the Insurance payment
method section: Percentage.

In the Other insurance information section:
e In the Maximum fee considered (UCR) field, type O.
o Select Deductible applies.

Click OK.

10 When you are finished, reset the tutorial data.
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Lesson 20

Working with Claims

You can use the Insurance Claims window to locate specific
claims and view the status, procedures, and details of a claim. All
claims are stored in this list, but you can move claims from this list
to an archived list to improve the search speed.

To access the Insurance Claims window:

1 Select Lists > Insurance Claims > Main claims list. The
Insurance Claims window is displayed.

ci E x|
'Dlaims o include: Submitied Paieri name | Inswred pary Irsurance co. Coverage: Type Status. -
¥ Waitingto submit I Refused E N | T |
¥ Submited I Colecied 00515 |Tapp, Amp Tepp, Ay Equisbie Lie Insusance Ca Paper
F Pinay 7 Secorday || |W10515  |Tamm.Krie Tagn. Ay Equiabie L Insusance Co Faper  |Submited
01-0515 |Jensen, Aaron | Jensen, Aaron Blue Cross B hield Paper Submitted
et e 010515 [Hewlett, Dave. Hewett, David Aetna Life Insusance Co. Paper Submited
¥ Paper I PaperPieD 01-0515 | Cunan, Michasl Cueran, Michae! Agtna Life Insurance Co. Paper Submitied
010515 Cunen, Michae! Cusran, Michael Metiopoltan Insurance Secondayy | Peper \wailing to submit
W Elechonicaly I ElecPreD | 1010545 |Peterson. Beckie Petersan, Deckie Travelers Lie Insusence Co. | Pinay Pager |Submited
01-0515 Pelerson, Beckis Petessan, Aaron Blue Cross Blue Shisld Secondaty Paper W aitng o submit
Epscs 00515 |Banon, Susan Basron, Susan Wausau Insance Co. Primary Paper Submited
o To 010515 |Lines, Robert Lines, Robet Travelers Lie Insuance Co Primay Faer | Submited
= 010515 |Lews.Jinmy Lews Jrvey Tiavelers Lie Insusence Ca Prevay Peper |Submited
00515 |Peterson Aaron Feterson, Adron Blus Crose Bie Shickd Prema Paper  |Submited
eset il Fitercisms || 019515 |Cage, Darey Cage. Danil CIaNA Prrvary Paper |Submited
\ Y| [01:0515  |Adcock, Lany | Adcock. Lay Equiabie Lie Insurance Co. Primary Electioric  |Wailng to submt
010595 |idair Jacob Adai, Jacoh Aetna LiteInusance Co Primary Paper  |Submited
010515 |Ammstrong, Apil Armationg. Apdl Metiopolitan Insurance Primary Electioric | Wailng to submit
010515 |Awmstiong, Craig | Armeliong, Craig Mebiopolitan Insurance Primary Electioric | Wailing to submit
01-0515 Buness. Lori & Buaress, Lon A Sagamote Health Plan Prmary Electtonic  |Waiting to submit
010515 [Adkins. ey Adkins. Ray Metiopoltan Insurance Primary Paper Submitied
010515 |Hal Dariel Adkins, Ray Metiopolian Insurance Piinaty Paper | Wailng to submit
010515 Hal, Dariel Adkins. Ray Metiopoltan Insurance Prinary Electioric | Waitng to submit
010515 |Hal, Vicioia Adins, Fay Metopoltan neuance Primary Peper |Submited
010515 |Eaton, Michael Eston, Sarah CIGNA Primay Paper  |Submited
010515 |Boks, Jeremy Bokes, Jeremy CIGNA Prevay Peper |Submited
010515 Madren, Ten Madren, Tim Blue Cross Blue Shield Prenay Paper Submitted
01-0515 Earywine, Timmie Eadlywine, Timmie: Blue Cross Blua Shield Prmnary Paper Submitted
010515 Bernelt, Jeremy Bennell Jeremy Delta Dental Mayland Primary Paper Submitted
010515 [Banta, Brocke Benta, Brocke Deka Dental Mayland Prinary Elecioric | Wailing to submit
amactors | l;osas Boles, Jeterny [ CIGNA Prinaiy Electioric [ Wailing to subtit
o St T 010515 | Andesson, Bradley Andercca, Eraciey et Life Insusance Co. Piimay Electionic | Waiing to submit
01-0515 Eailywine, Timme Earlyene, Timmie: Blue Cross Blue Shield Frmany Electionic  |Waitng to submit
Detals FE— 010515 Madien, Tin Madien, Tim Blue Cross Bhue Shicld Primary Electioric | Wailng to submit
L0515 |Eaion Michael Eston, Sarah CIGNA Piimay Elecionic | Waing to subic
Clear clam Clear 41 o =l
nd:
J -l

2 Use the Claims to include filters to select the Status and
Coverage type of claims to display.

3 Use the Submission methods to include filters to select the
type of claims to display.

4  Use the Date range fields to filter the list by dates.

If you are using the NEA FastAttach software integration,
additional filters and action buttons are displayed on this
window, as well as an NEA Status column.

5 Click Filter Claims to update the list based on the selected
filters. You can sort the list by submitted date or patient name.

6 Select a claim from the list and use the Claim actions buttons
to resubmit a claim, enter details, or access the procedures
for the claim.

7 To remove a claim from the list, select it and click Clear. To
remove all the claims displayed in the list, click Clear All.

Archiving Claims

You can move claims with a status of Refused, Collected, Dead
claim, or Not sent to the Archived list. It is recommended that you
archive claims with a date range from the oldest to one or two

years old.
Note

To archive insurance claims:

Claims with a status of

Waiting to Submit or

1 In the Insurance Claims main window, select the filters:
Refused, Collected, Paper, and Electronically.

claims.
2 Use the date range and additional filters to define the list of

claims to archive.
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3 Click Filter Claims. The filtered list is displayed and the
Archive buttons are activated under Claim actions.

4  Select a claim from the list and click Archive claim, or click
Archive all to archive the entire list. You are prompted to
continue the action.

5 Click OK. When the archiving process is complete, another
prompt is displayed asking if you want to reset the filters and
view the other claims.

6 Click OK. The Insurance Claims window displays the claims
that have not been archived.
Restoring Archived Claims

To access archived claims:

1 Select Lists > Insurance Claims > Archived claims list. Use
the filters and search features to locate the claim you want, as
well as to view details and procedures for a claim.

2 Torestore an archived claim, select it and click Restore claim,
or click Restore all to return all claims in the list to the
Insurance Claims window.
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Skill Sharpener

Exercise 1—Archive and then restore a claim.

To archive and restore a claim:

1 Select Lists > Insurance Claims > Main claims list. The
Insurance Claims window is displayed.

2 Select the filters: Refused, Collected, Paper, and
Electronically.

3 Use the Date range filters to display a list of claims from three
years ago.

4 Click Filter Claims. The filtered list is displayed.
5 Select a claim from the list and click Archive claim.
6 Click OK twice.

7 To restore the claim:

« Select Lists > Insurance claims > Archived claims list.

e Select the claim and click Restore claim.
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Lesson 21

Generating Reports

To generate most reports, select File > Print. The Print menu is

displayed.

Accounts and Receivables
Appointrents

Patients

Insurance

PRACTICEWORKS E-Services
Statements

Referral Reports

R and Pharmacy Reports
OkherMisc Reports

v v v v vy vy vy v w

Document queue. ..

Each of the options generates one or more reports. Move your
cursor to Accounts and Receivables, for example, and the

following options are displayed.

Daily reports...

Periodic reports...

Line Itern Accounting 3
Account history...

Account receivable

Adjustment / Comment summary
Collection summary

Daily account activity

Delinquent payrnents

Last patient payments

Insurance company ledger details

Monthly plan tracking report

Daily Reports

To generate a daily report:

1

Select File > Print > Accounts and Receivables > Daily
reports. The Print Daily Reports window is displayed.

Print Daily Reports

Repart criteria

Report date

Firzt month of fizcal year: m
Frint repart(z] far: @ &l Specific IJEK vI

Reports to print

v &/R recap
¥ List adjusting entries
[~ ShowYTD column

[ Combined A/F recap
™| List adjusting entries
I~ Show T calumn

[v Deposit slip [# of copies] |1_
v List deposit details

[~ Combined deposit zlip
™| List deposit detailz

v Reconcilistion repart
[ Combined reconciliation report

v Production detail

Ok I Cancel Reset to defaults
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2  Make your choices in the Report criteria section. In the Print
report(s) for field, select All or Specific. If you select
Specific, select a producer from the drop-down list.

3 In the Reports to print section, select the reports, and click
OK. The Report Destination window is displayed.

4  Select Print to Printer or Print Preview, and click OK.

Periodic Reports

A periodic report is generated for a specific period of time. To
generate the report:

1 Select File > Print > Accounts and Receivables > Periodic
reports. The Print Periodic Reports window is displayed.

Print Periodic Reports

Fiepoart criteria
thru I 1-3112
First month of fizcal year: IJanua[_l,J "I

Prieat repart(z] for: i+ Al " Specific  |JEK v

Report range

Reports to print

V¥ &7R recap
[v List adiusting entries
[~ ShowYTD column
[~ Combined &/F recap
™| List adjusting entries
= Sk Y70 calurnn
v Production summary
™ Reconciliation repart

[~ Combined reconciliation report

[T Deposit slip [t of copies) |1
™ List deposit details

[~ Combined deposit slip
[T List deposit details

0K I Cancel

Reset to defaults |
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2 In the Report range fields, type the start date and end date
for the report.

3 In the Reports to print section, select the reports, and click
OK. The Report Destination window is displayed.

4  Select Print to Printer or Print Preview, and click OK.

Line Iltem Accounting Reports

The following Line Item accounting reports are found on the File >
Print > Accounts and Receivables > Line ltem Accounting
menu:

Payroll...

Distribution audit ...
Estimated net production...
Unpaid production...

Payment by procedure...

Insurance payment by procedure..,

When you select the report you want to print, the print options for
that report are displayed.

Multi-Doctor Cross-Settlement Report

The multi-doctor cross-settlement report can be used to track
collection amounts for producers. To generate the report:

1 Select File > Print > Accounts and Receivables >
Multi-doctor cross-settlement.

2  Select Actual cross-settlement or Pending
cross-settlement. If you select Actual cross-settlement, the
Actual Cross Settlement Report window is displayed.



Actual Cross Settlement Report
Date range to congider
and IDS-33-1 2 ‘

| Cross settle ranzactions between |QIE

Crogs settlement method

' Settle by praduction owner ' Seftle by Service Date
& Settle by producer % Settle by Entry Date

Patient accounts to includs
Al
= Spesific

Crozs settlement details ta print

Mo details

Al producers/production awners
" Specific producer IJEK YI

I™ Include transactions not requinng settlement

[~ ‘irite net results to log file

Cancel | Reset to defaults

Identify the following report criteria:

o Start date and end date for the report

Production owner or producer

« By service date or entry date

e All accounts or one account

e All producers or one specific producer

Click OK. The Report Destination window is displayed.

Select Print to Printer or Print Preview, and click OK.

Alphabetical Appointment List

You can generate an alphabetical list of patients with
appointments on a particular date. To generate the report:

1 Select File > Print > Appointments > Alphabetical
appointment list. The Alphabetical Appointment Lists
window is displayed.

Alphabetical Appointment Lists

Appointments on IU‘I 712

™ Include patient's age and pre-med info.

¥ Inciude completed appointments
™ Inciude pellow stickiss
™ Inciude phone numbers

Appointment Book
@ Al Specific

Hyg & Dr Elein [0 verflow]
Hug & Dr Sloan [Dverflow
Hugiene only - [3 chairz]

QK I Cancel |

2  Select the report options you want, and click OK. The Report
Destination window is displayed.

3 Select Print to Printer or Print Preview, and click OK.

Marketing Report

The marketing report lists patients who have had one or more
specific procedures performed during a defined period of time. It
can be used to find patients that have had a specific procedure,
but have had no follow-up procedure. The report includes
responsible party, employer, insurance, and account information.
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To generate the report:
1 Select File > Print > Other/Misc Reports > Marketing
report. The Print Marketing Report window is displayed.

Marketing report criteria

Fiange target procedures occured | TYEGEE

thru IUS-U?-12
Print report(s) for. = Al © Specific IJEK ‘l

Target transactions
Select | Target procedure description Select | Target procedure description

Select | Target procedure description Select | Target procedure description

Select | Target procedure description Select | Target procedure description
Detail transactions

Select | Detail procedure description Felect | Detail procedure description

Select | Detail procedure description Select | Detail procedure description

Select | Detail procedure description Select | Dretail procedure description

[+ PFrint only the first occurence of a kransaction

Cancel |

2 In the Range target procedures occurred fields, type the
date range for the report.

3 Select whether the report is for production owners or for a
specific production owner.

4  Select one or more procedures that are the target for this
report by clicking Select. The Transaction Code Pick List
window is displayed. Select a transaction, and click OK twice.
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Account History Report

The account history report summarizes the history of one account.
This report does not list producers, deleted entries, or original
entries that have been corrected.

To generate the report:

1 Select File > Print > Accounts and Receivables > Account
history, and the Select Responsible Party Pick List window
is displayed.

2  Select the responsible party, and click OK. The Account
History of. . . window is displayed.

3 Type the from and to dates in the appropriate fields, and click
OK. The Report Destination window is displayed.

4  Select Print to Printer or Print Preview, and click OK.

PracticeWorks eServices Report

The eServices report summarizes electronic transmission data. To
generate a report:

1 Select File > Print > PRACTICEWORKS eServices >
eServices reports. The PRACTICEWORKS eServices
Reports window is displayed.

2  Select a report from the list, specify the criteria, and click
Print.



Contract Claims Report

The contract claims report prints all orthodontic contract claims
that are in the print queue. To generate the report:

1

Select File > Print > Insurance > Contract claims. The Print
Contract Claims window is displayed.

Print Contract Claims [<]
2 Any contract claims waiting to print to paper will be printed, Make sure the appropriate printer has paper and is
- J / ready.
Do you wank to prink the claims now?
fes Mo |

Click Yes to print the contract claims report. If there are no
contract claims in the queue, a message is displayed.

Reports Not on the Print Menu

The following reports, which are not on the Print menu, can be

generated:

e When you run Office Expert, you can print a hard copy of
the information by clicking Print report at the bottom of
the Office Expert window.

e When you run a contact expert, you can print the
information by clicking Print report at the bottom of the
Contact Expert window.

« If you have the appropriate security level, you can view
and print the security audit log. Select File > Security >
View Main Security Log, and the Audit Log window is
displayed. Click Print at the bottom of the window to print
the audit log.

Save User Report Options

For the following reports, the settings you select are saved and
used the next time you run the report:

e Daily/Periodic report
e Actual/Pending Cross-Settlement report
o Referral report

The date-range settings, however, are not saved, and must be
specified each time you run the report.
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Skill Sharpeners

At the end of the day, you want to print these reports: a final copy
of the day’'s schedule; a daily report to balance your production
and collections for the day; and a list of prescription drugs.

Exercise 1—Print the day’s schedule.

To print the schedule:

1 Make sure that the appointment book is displaying today's
date. Select File > Print > Appointments > Appointment
page. The Appointment Page Printing window is displayed.

2 Set the Number of appointment pages to be printed field
to 1.

3 Click OK.

Exercise 2—Print the Daily report.

To print the report:

1 Select File > Print > Accounts and Receivables > Daily
Reports. The Print Daily Reports window is displayed. The
default report date is today's date.

2  Select the options that you want to add to the report, and
click OK. The Report Destination window is displayed.

3 Select Print to printer or Print preview, and click OK.

Exercise 3—Print a list of prescription drugs.

To print the list:

1 Select File > Print > Rx and Pharmacies Reports >
Prescription drugs report.

2  Select Print to printer or Print preview, and click OK. The
Prescription Drugs List window is displayed or printed.
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Lesson 22
Using Practice Central

The Practice Central window displays essential practice and
patient information on a customized home page. The specific data
displayed in the Practice Central window depends on your
preferences.

Click the Practice Central button. The Practice Central window
is displayed.

rks v7.0.18 Tutorial

Practice Central

Resource Center

ceivables is $12,764.20. It is
5.00 (16%) of your total

High Balance Patients > $750.00 ©
Jed: @ 2:00a Cathy Campbell -
FYI Today
patients

[Patients with Treatment not Currently Scheduled
g s00m Banta

Brooke

R S
In o
Re )

3:30p Ron Lagler
4:00p Arnold Z Abbott

i ; Patients with Appts in Different Chairs
[Patients Needing Rad E 8:00a Stephanie Abbott

8:00a Stephanie Abbolt (8t s ) 9:30a Jeremy Boles

G 6130 Lisa Caffrey (itewin

In this example, the following sections are displayed on the left
side of the window: Resource Center, Links, Production Goals,
and FYI Today.

Resource Center provides quick access to your Practice

Central preferences, to log out, to switch users, to close
the Practice Central window, or to exit the software.

Practice Central

Links provides Internet connections to information about
the software.

Production Goals shows the goal for the day, week, and
month.

FYI Today provides summary information about today's
patients:

e Number of patients remaining
e Number of insured patients
e Number of remaining new patients

o Number of patients remaining who need to sign the
HIPAA acknowledgment form

o Time of the last scheduled appointment
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The main section of the Practice Central window is divided into 2  Select the items you want to display; deselect the items you
the sub-sections. What you see depends on the preferences you do not want to display.

identified. Depending on these preferences, you might have to ) . . . .
3 To change the order of display, click an item in the Practice

Central Content pane, and click the Move Up or Move Down
button.

scroll down to see more of the Practice Central window.

4 On the left side of the window, select variables to determine

how to display items. In the example, a list of Available

Schedule Times is displayed for three days. To change the

variable, type another number.

5 Click OK.

Customizing Practice Central

To customize the Practice Central window for your workstation:

1 Select File > Preferences > Practice Central Preferences.
The Practice Central Preferences window is displayed.

Practice Central Preferences [ %]
~ Practice Central Content————————————
High Dallar &mount: Im
Practice Central Content =
High B alance Amaount: ID.DD Office Expert Summary
Patients with referrals in the last |6 Manths Awailable Scheduler Times |

High Balance Patients

Patients that have not been seenin |18 Months ; .
High Dollar Patients

[T Show Production Goals Mew Patients

— Radiographs are due after————— Birthday Patients -
" Bitewings: I‘I_ Months TI' D I LI—I
[~ Full Series: |5_ Months

I Panaral |5_ Morths Select All | Move Up | Move Down |

—&vwailable Scheduler Time:

Search the Scheduler for Open 30 Minute Intervals

For the Mext |3 Days
()8 I Cancel
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Skill Sharpener

Exercise 1—Define high-balance patients as anyone who
owes $1,000 or more and display them first in the Practice
Central window.

To define high-balance patients and change how they are
displayed in the Practice Central window:

1

Select File > Preferences > Practice Central Preferences.

The Practice Central Preferences window is displayed.
In the High Balance Amount field, type 1000.

In the Practice Central Content pane, select High Balance
Patients.

Click the Move Up button until High Balance Patients is at
the top of the list.

Click OK.
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Lesson 23

Tracking Referrals

Referrals fall into two categories: practice referrals and
professional referrals. Patients referred by advertising or other
patients are tracked as practice referrals. Patients referred to a
specialist from a general dentist are tracked as professional
referrals.

Adding a Referral to a Patient’s Record

You want to know who referred a patient to your office. Was it a
patient or was it a doctor? You keep track of these referrals by
creating a referral source in the patient’s record.

To add a referral source to a patient’s record:

1 Select Lists > People. The Person Pick List window is
displayed.

2 Select the appropriate patient, and click OK. Page 1 of the
patient’s clipboard is displayed.

Click Referrals. The Referral Information window is
displayed.

Referrals PX

Practics Referal Information
Tammy has referred o ather patients, Change Refener
Tommy has no futurs appointments scheduled.
Tommy was not refered o the practice by anyoe. Change Datz

Clear Referer
Piofessional Referrals
Type  Pefened ByTa ReferalDate  Due Back Status Date Completed

Include these refenal types

¥ Incoming Referrals Add New Edit Detalls | Wiew Details ‘ Delete ‘ Close: ‘

¥ Oulgaing Fieferrals

To add the source that referred this patient to your practice,

click Change Referrer. The Referral Sources window is
displayed.

Referral Sources
| Refermsl Source Mame Title Specialy “Wark Fhone #
Bilboard 4\ ]
Building Sign
David Johnzon DDs General Dentistiy B78-123-4567
Jonathan Canal DDs Endodartics 678-123-4567
I ary Pocket DD Periodontics B78-123-4567
Michael Bracket DDs Orthodontics FF0-123-4567
Periodontal S pecialists Periodontics 7r0-123-4567
Phonebook
Sally Kidd DDs Pediatric: Dentistiy 678-123-4567
Tri-Citiez Oral Surgery Oral Surgery B78-123-4567
‘Welcome To Meighborhood Postcard
| Find: |
Show Inactive Sources
‘ " PersonList @ Other Referal Sources | | Ok I Edit Add New Cancel

=

=]
=
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5 By default the Other Referral Sources option is selected, Entering Professional Referral Information
which displays a list of other doctors and other non-patients.

You could select Patient List instead, if you want to indicate To add a professional with whom you have a referral relationship:

that a patient is the referral source. Select the name from the

1 Navigate to any patient’s clipboard.
list, and click OK. 9 yp P

2 Click Referrals. The Referrals window is displayed.
Adding Referral Sources

3 Click Add New. The data-entry fields become active.
To add a professional referral source from this window:

4  Select one of the options from the drop-down list in the

1 Make sure that the Other referral sources option is selected. Referral Status field.
2 Click Add New. The Referral Information window is 5 To populate the Referred by field, click Select. The Referral
displayed. Sources window is displayed.
Referral Information Referral Sources 21
ZECE RN ncoming Feferral | Refenal Source Name Title: Specialty “wiork Phone # d
Eiboad ——————— 1 [ ]
Referral Status: |F‘ending Appointment ﬂ Building Sign
David Johnzon DDs General Dentistiy B78-123-4567
Referred by: Janathan Canal DDs Endodontics 678-123-4567
% Mary Packet (] %]u] Periodontics B78-123-4567
Referral Date: |01-04-10 Michael Bracket DDs Orthodantics 770-123-4567
Periodontal Specialists Periodontics 7701234567
. Phonebook
B Bzst Sally Kidd oS edlefie Disfieiy 5751234567 Ll
Date Seen: ,7 Tri-Cities Oral Surgery Oral Surgery B78-123-4567
Welcome To Neighborhood Postcard
Date Completed:
Reason For | o
Referal: inck:
=]
Shaw [nactive Sources [~
| € Persorlist 5 Dther Referral Sources | T Add New Cancel |
Status Motes:

‘ Ok | | Cancel |

3 Enter the appropriate data, and click OK. The referral source
is added to the list displayed in the Other referral sources
window.
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6 Click Add New. The Referral Information window is
displayed.

Referral Information

FEEE R |ncoming Referral

Fieferal Status: ‘Pending Appointment j
Refemred by: Select
Refemal Date: W
Due Back:
Date Seer: ’7
D ate Completed: ’7

Reason For
Refenal:

Status Motes:

| 0K | | Cancel |

7  Fill in the fields, and click OK.

Running Referral Reports

Three reports track referrals and associated financial data:

» Incoming Referral report—Identifies patients referred to
you by another doctor.

o Outgoing Referral report—Identifies patients referred by
you to another doctor.

» Patient Referral report—Identifies patients referred to you
by patients or other sources.

Incoming Referral Report

To generate the Incoming Referral report:

1

Select File > Print > Referral Reports > Incoming referral
report. The Incoming Referral Report window is displayed.

Incoming Referral Report E|E|
Referral Date Range Include Patients with Status:
Start Date: |{E End Date: |01-04-10 v Ary Status W
. . . = W
[ Only include referrals with production in this range:; = -

Start Date: ’7 End Date: ’7 =
" Only include this source: & Include production performed by all emplopees

@ Inchude all referral sources X .
Only include refenals with the

Sort Referral Sources By:  |Sort Alphabetically - selected production owners:

@ Include detailed patient financial infarmation Ao b et e
" Include summary of patient financial information selected 4/R administrators:

™ Include NO patient financial information

Sort Patients By: [Sort Alphabetically |

[~ Include inactive patients

Fririt Preview | Cancel

Enter the date range for the report.

Select Include All Referral Sources or Only Include This
Source. If you select Only Include This Source, the Referral
Sources window is displayed. Select a source and click OK.
The Incoming Referral Report window is displayed again.

Select one of the options in the Include Patients with Status
section.

Select whether to include detailed, summary, or no patient
financial information.

Click Print or Preview.
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Outgoing Referral Report

To generate the Outgoing Referral report:

1 Select File > Print > Referral Reports > Outgoing referral
report. The Outgoing Referral Report window is displayed.

Outsoing Referral Report

Referal Date Range
Start Drate:

End Date: |071-04-10

Inchude All Referral Sources

Only Include This Source:

ey
—
[ Only show patients who are past due for return
-

Include inactive patients

Sort Patients By:  [Sart Alphabetically |

Fritat I Presview | Cancel |

2  Enter the date range for the report.

3 Select Include All Referral Sources or Only Include This
Source, which displays the pick list from which to select the
specific source.

4 Click Print or Preview.
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Patient Referral Report

To generate the Patient Referral report:

1

Select File > Print > Referral Reports >Patient referral
report. The Patient Referral Report window is displayed.

‘ Patient Referral Report E|@

Referral Date Range
[ Dnly include reterrals with production in this range:

Start Date: | [E2IERIE End Date: |01-04-10 Start Date: | End Date: |
" Only include this source & Include production performed by all employees

& Include all referral sources £

~ Onlyinclude referrals with the éAS
Sort Referral Souces By: | Sort Alphabetically hd selected production owners:

& |nclude detailed patient financial information .

¢~ Onlyinclude referrals with the
" Include summary of patient financial information selected A/R administrators:
 Include NO patient financial information

Sort Patients By: [San Alohabetically -]

[ Include inactive patients

Print Preview | Cancel

Enter the date range for the report.

Select Include All Referral Sources or Only Include This
Source, which displays the pick list from which to select the
specific source.

Select whether to include detailed, summary, or no patient
financial information.

Click Print or Preview.



Skill Sharpener

Exercise 1—Add a referral.

Chris Bell was referred to your office by a patient named Brandon

Street. This should be recorded in the software.

To indicate that Chris Bell was referred by Brandon Street:

1

2

Open Chris Bell's clipboard.

Click the Referrals button. The Referral Information window
is displayed.

Click Change. The Referral Sources window is displayed.
Click Person List at the bottom of the window.

Start typing street in the Find field. When you find Brandon
Street, click on the name and then click OK. The Referral
Information window is displayed again, but now Chris was
referred to the practice by Brandon Street.. . is at the top
of the window.

Click Close. Page 1 of the clipboard is displayed again.

Click OK and Cancel.
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Lesson 24

Working with Pharmacies and Prescriptions

You can store a list of your patients’ preferred pharmacies and a
list of prescriptions that are prescribed for your patients.

Adding a Pharmacy

You can store a list of pharmacies used by your practice and your
patients. To add a pharmacy to the list of pharmacies:

1 Select Lists > Pharmacies. The Pharmacy List window is
displayed.

Pharmacy List

Name Address Ciy Phone A

[[Find 1

=]

I I~ Show inactive ‘

ok Cancel Add Edt Fiemove

2 To add a pharmacy that is not already on the list, click Add.
The Pharmacy Definition window is displayed.

Pharmacy Definition

Mame: I

Address: I

|
Eity:l— State: l_ ZIP: l—

Phone: I Fax: I

Cortact: I

E-mail: I

Motes:

[ Inactive

()8 I Cancel |

3 Type information in each of the fields. Because many
pharmacies are part of a chain, be sure to enter an accurate
address and phone number for each.

4  Click OK.
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Adding a Patient’s Preferred Pharmacy

To add a preferred pharmacy to a patient’s clipboard: [ Hare _ Al Biy Phane 2l

Beckerd's

Pills 'R Us

1 Navigate to the patient’s clipboard.

2 Click Page 2. The second page of the clipboard is displayed. L
Earlywine, Timmie
=
=]

| [~ Show inactive |

Medical infarmation

Medical alerts: 0K | Canoel | dd Edit | HBmUVBl
Select |
4  Select a pharmacy from the list, and click OK.

[ Pre-medicate with:

Prefened phamacy 5 If the patient’s pharmacy is not on the list, click Add, type the
Select Mo prefered pharmacy Clear . . i . g
EEEE pharmacy's information in the Pharmacy Definition window,
and click OK.

Recall information

V' Onrecal Cycle [months) & Recall producer IHYG 'l

6 Click Page 1 to return to the first page of the clipboard.

Forced recal
Lastrecall  09-20-07
Mon-prod Prod Mon-prod Prod Mon-prod  Total 7 CIle OK
wis[T 5 g 47 4 e
Last radiograph
Bitewings 01-02-02 00274 Bitewings - four
Full Mouth Series [FMS]  01-02-08 00210 Full Mouth Series
Panaramic 01-02-08 00330 Pancramic

Integration (s |

3 In the Preferred Pharmacy section, click Select. The
Pharmacy List window is displayed.
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Adding a Drug

To add a drug to the Prescription Drug List and then generate a

prescription:

1 In the Phone Inquiry window or the clipboard, click
Prescriptions. The Prescription Drug History window is

2

I

displayed.
Prescription Drug History
Drug Mame Date Guantity Fiefill Done by Action
Wi | Prezcribe Drug | Fiefill | Frint I Cloze I

2 Click Prescribe Drug. The Prescription Drug List window is

displayed.
Narne Quantity |
_
Find:
| =~
| [~ Show inactive |
ok | cencel Add Edi Remove |

3

4

5

Click Add. The Prescription Drug window is displayed.

Prescription Drug

i Drug Information

Name: [ ™ Inactive

i~ Prescription Infarmation i Additional Instruction:

Hxl

Diosage: I

Dispense: I

Directiors:

Refills:

Cancel |

Type the appropriate information, as you would for a
prescription that you were writing out.

Click OK. The Prescription Drug List window displays the
drug you added.

Prescription Drug List

| Marme Quantity |

Amioxicillan

| Find: | £

| I~ Show inactive |

o | Ceesl Add Edit Remove |
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Phone Inquiry

Note

The Prescription
Form to Print
drop-down list
includes state-
required formats.

6 Click OK twice. The Prescription Options window is
displayed.

Prescription Options

" Call Preferred Pharmacy
Beckerd's
404-111-2222

" Choose Another Pharmacy to Call

' Print Prescription

7 Selection the option you want, and click OK. If you select
Print Prescription, the Prescription Destination window is
displayed.

Prescription Destination

& Print to Printer
™ Print Presiew

¥ Frint DE& number
Prezcription Farm ta Print:
IStandald Prescription Form j

] I Cancel |

8 Select Print to Printer or Print Preview and select the form

you want from the Prescription Form to Print drop-down list.

Click OK.
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Checking Prescription History

To look at the prescription history of a patient:

1 Click the Phone Inquiry button. The Select person on the
phone window is displayed.

2  Select the patient whose prescription history you want to
check, and click OK. The Phone Inquiry window is displayed.

3 Click Prescriptions. The Prescription Drug History window
is displayed.

Drug Mame Date Guantity Refill Done by Action ﬂ
Amoxicillan 01-07-08 4 tabs I_

Wiew | Prezcribe Drug | Fiefill | Frint I Cloze |

4 From this window, you can see the patient’s prescription
history, reprint a prescription, write another prescription, or
refill a prescription. When you have finished, click Close.

You can print prescriptions from the Prescription Drug History
window, which can be accessed from the Phone Inquiry window,
from the Prescriptions button on Page 1 of the patient’s
clipboard, and from other locations in the software.



Skill Sharpeners

Exercise 1—Add a pharmacy.

A patient, Jacob Adair, has told you that he fills his prescriptions at
a new pharmacy called Test. The pharmacy is located at 1234
Exchange Way, Atlanta, Georgia 30339. The telephone number is
678-321-4567.

To add Test Pharmacy:

1

Select Lists > Pharmacies. The Pharmacy List window is
displayed.

As you can see, Test Pharmacy is not on the list. Therefore,
click Add. The Pharmacy Definition window is displayed.

In the Name field, type Test Pharmacy, and press Tab. The
cursor moves to the Address field.

In the Address field, type 1234 Exchange Way, and press
Tab twice. The cursor moves to the Zip field.

In the Zip field, type 30339, and press Tab. The City and
State fields are populated automatically, and the cursor is
now in the Phone field.

Type 678-321-4567, and press Tab.
Enter any other data that you feel is pertinent.

Click OK and Cancel.

Exercise 2—Indicate that Test Pharmacy is the preferred
pharmacy of Jacob Adair.

To identify the patient’s preferred pharmacy:

1 Navigate to the clipboard of Jacob Adair.
2 On Page 1 of Jacob Adair’s clipboard, click Page 2.

3 Inthe Preferred pharmacy field on Page 2, you see the
notation No preferred pharmacy. Click Select. The
Pharmacy List window is displayed.

4  Select Test Pharmacy from the list, and click OK.

Page 2 of Jacob Adair’s clipboard is displayed again, but now
the Preferred pharmacy field indicates that Test Pharmacy is
his preferred pharmacy. The telephone number is also
displayed.

5 To exit, click Page 1.

6 Click OK.
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Lesson 25

Working with Attachments

You can use categories for different types of documents that you
attach to a patient’s file. In the Attachments window, you can
attach, access, and manage the documents.

Using Attachment Categories

Categories enable you to sort and manage the documents you
attach to a patient’s record. You can create a category or use the
following system categories:

o Consent-Financial class

» ldentification—Demographic class
e Insurance-Financial class

e Lab—Clinical class

e Medical History—Clinical class

o Referral-Clinical class

To create a user-defined category:

1 Select Lists > Attachment Categories. The Attachment
Categories window is displayed.

L
Attachment Categories d

| Caegony o [l e 2
|dentification Demographic Mo System J
Insurance Financial Mo Sustem

ab Clinical ‘Tes Sustem

Medical History Clinical Yes System

Refenal Clinical ‘Tes System

[ Finet 1

0K Cancel Add

Click Add. A new Attachment Category window is displayed.

Enter a name for the category, and select a class from the list.

If you want items in this category to be reviewed, select
Requires Review.

Click OK.

Adding an Attachment

To add an attachment to a patient’s record:

1

In the patient's clipboard, click Attachments. The
Attachments window is displayed with a list of files attached
to the patient's record.

Tip

Attachments that
need a review are
added to Office
Expert, and you can
configure Practice
Central to display
the items.

Note

‘Attachments for Street, Brandon

Attachment Fiteing

Attachment dale range [~ Desaiiption Seaich [~ Of File Type [~ Having Category [~ InClass [ Reviewsr [~ ReviewStatus

122503 01-04-10 [ [ = J = =T = |
apply Filers Open ad | Edt | MakReviewed | e | e |

i

PracticeWorks Practice Management Software Initial Training Workbook (DE250-16)

[tems in the Clinical
class require review,
but you can change
the review status.

161 of 164



Note

The reviewer's name
is based on the
current login name.

2

Click Add. The Attachment Definition window is displayed
with the patient's and reviewer's names.

Attachment Definition

Street, Brandon Feviewer James Klein, DD

Attachment file path:

Erter a shart description af this attachment:
Attach Date Attachment Category Review Status
[01-0410 [ | Edt Mot Fequired_JRa

Open | Scandbcguire | oK | Cancel ‘

In the Attachment file path: field, click the ellipsis button and
navigate to the file you want to attach.

Click Open. The file path is entered in the window.
Enter a description of the attachment.

Use the list to select a category. One of the following classes
is displayed based on the category: Financial, Clinical, or
Demographic.

Set the Review Status field to Needs Review, Reviewed, or
Not Required.

162 of 164 PracticeWorks Practice Management Software Initial Training Workbook (DE250-16)

Using the Attachment List Window

You can view a list of all documents attached to patient records.
To use the Attachment List window:

1 Select Lists > Patient Attachments. The Attachment List
window is displayed.

e ————————————
e Patient Name "

Attachment Fiering

Attachment date range [~ Descript tion Search [~ OfFile Type [ Having Category r InClass [~ Reviewer [ ReviewStatus [
122809 70410 [ [ = =N = = e |
Aopl Fiters Open o | it | MakReviewed | Remove | oo |

2 To find a particular attachment, use the filters to sort through
the list.

3 Toadd an attachment, click Add. The Select a patient to add
this attachment for window is displayed. Select a patient
and continue adding the attachment.

4 To edit an attachment, select it in the list and click Edit. The
Attachment Definition window is displayed.

5 To remove an attachment, select it in the list and click
Remove. You are prompted to verify the deletion.

6 When you are finished with the Attachment List, click Close.



Skill Sharpener

Exercise 1—Attach a document to a patient record.

To add an attachment to a patient’s record:

1

In a patient's clipboard, click Attachments. The Attachments
window is displayed.

Click Add. The Attachment Definition window is displayed.

In the Attachment file path: field, click the ellipsis button and
navigate to a file you can attach.

Click Open. The file path is entered in the window.
Enter a description of the attachment.
Use the list to select a category.

Set the Review Status field to Not Required.
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Appendix A
Daily Checklist

-t

© N o o & 0 DN
L T T T T T T |

10.[
11.[
12.[
13.[

14.1
15.[
16.[
17.1
18.[
19.[

20.[
21.[

Verify Backup and Change Tape
Open PracticeWorks

Clock In and Log In

Confirm Tomorrow’s Appointments
Print Route Slips for Tomorrow
Print Schedule for Tomorrow

Work the Office Expert

hd  bd bd hd hd hed hed hed

Move All Cancellations and Failed Appointments to
Pending Page

1 Enter Treatment Plans for Today
1 Enter Payment Plans for Today

1 Post Mail Payments

1 Print Daily Reports

1 Balance Route Slips and Schedule Against Daily
Report

1 Print Cross Settlement Report

1 Print All Items Sent to the Document Queue
1 Send Electronic Claims for Today

1 Report All Error Messages

1 Check Everyone In and Out Today

1 Print Final Copy of Today’s Appointment Page for
Legal Record

1 Balance Money to Deposit
1 Clock Out and Log Out

22.[ 1 Close PracticeWorks
23.[ 1 Back Up Data

Quick Reference for Daily Checklist

1

Verify Backup and Change Tape

A backup of your data files should be done every day. Check
with your hardware consultant about the best way to do a
backup.

Open PracticeWorks

Launch the software after you verify that the files were backed
up.

Clock In and Log In

Select Activities > Clock in. Enter your initials and password.
The time on the computer is displayed. After clocking in, you
are asked if you want to log in. Click Yes if you are the primary
user on this workstation; otherwise, click No.

Confirm Tomorrow’s Appointments

Go to next day on the appointment book by clicking the +1
tab at the top of the appointment book. Double-click on the
first appointment that is marked in red, Not Confirmed. The
Edit Existing Appointment window is displayed. The window
displays the patient’s phone number. Call the patient to
confirm the appointment.
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Perform one of the following actions, as appropriate:

» Click Confirm on the right side of the window.

o Click Resched/Cancel on the right side of the window.
Move the appointment to the pending page if the patient
cannot reschedule.

Repeat the process for each unconfirmed appointment.

Print Route Slips for Tomorrow

Be sure you have the next day’s schedule in front of you, and
then click File > Print > Rout e Slips.

Print Schedule for Tomorrow

Be sure you have the next day’s schedule in front of you, and
select File > Print > Appointment page. Use the Up and
Down arrows to indicate the quantity to print.

Work the Office Expert

For each item, select the item and click Take Action. If you
don't get through each item each day, those items are carried
forward to the Office Expert for the next day.

Move All Cancellations and Failed Appointments to the
Pending Page

At the end of the day, right-click on each appointment that
remains in red and click Cancel/Fail. Decide whether to
move the appointment to the pending page.

Enter Treatment Plans for Today

Right-click on the appointment, and select Clipboard. On the
right side of the clipboard, click Tx plan. Create a new plan,
and enter the treatment. You can request an insurance
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10

11

12

pre-determination by right-clicking each procedure that you
want to appear on the form. You can print the form from this
window as well as print the treatment proposal for the patient.

Enter Payment Plans for Today

Payment plans are entered from the ledger, not the check out
ledger. Access the ledger by right-clicking the appointment,
clicking Clipboard, and then clicking Ledger. In the Ledger,
click Add, and type PayPlan. Tab through the line, and the
Payment Plan Setup window is displayed. Enter the amount,
number of payments, and due dates. Click Re-calc
installments to create a payment plan schedule. Print the
schedule.

Post Mail Payments

Click the Individual Payments button. Select the
Responsible Party, and select the payment code by pressing
Tab in the Description field.

Print Daily Reports

Select File > Print > Daily Reports.

e A/R Recap-Lists total production, adjustments, goals,
and percent of goal for each producer who worked that
day, as well as the beginning and ending Accounts
Receivable.

o Deposit slip— Breaks down patient checks, insurance
checks, cash, and credit cards.

e Production detail-Lists a summary for each producer
who worked that day, showing patients seen, procedures
performed, and total dollars produced.

« Reconciliation report—-Shows any corrections made that
day for a previous service date.



13

14

15

Daily reports can be run at any time, but corrections can only
be made for the first 90 days after the original transaction
date.

Balance Route Slips and Schedule Against Daily Report

Balance the gross production shown on the top of the A/R
Recap report for each producer who worked that day with the
route slips for the day. Compare the gross production to the
schedule to be sure that you have a route slip for all patients
who had an appointment today. This report shows the gross
production for each producer, but does not reflect any
adjustments.

Print Cross Settlement Report (if applicable)

If producers’ compensation is based on collections in your
office, run a Cross Settlement report from File > Print > Multi
Doctor Cross Settlement Report > Actual cross
settlement. This report cross-settles monies collected and
adjustments to the producer with the oldest balance on the
account. These numbers can change for up to 90 days, so run
the report at the end of the pay period and again 90 days later
for that same period, and compare the numbers.

Print All Items Sent to the Document Queue

Select File > Print > Document Queue, and all documents
that were set up to print later are displayed. You can print all
documents of a specific form type or all documents of a
certain name. You can also export documents or reprint a
document. When you finish printing, delete the documents in
the queue.

16

17

18

Send Electronic Claims for Today

Select Start > All Programs > PracticeWorks > Submit
electronic claims. A submission report prints showing all
claims submitted; rejected claims are listed at the top of the
report, with an explanation of the problem. For each electronic
claim that is accepted, a tracking number is sent to your
software. When the process is complete, a transmission
summary report is printed listing each claim that was
processed.

Report All Error Messages

Keep a daily log of error messages encountered, noting the
workstation, what was done when the error occurred, and
what the error message said. If the same error occurs
repeatedly, report it. Record all information on any error that
occurs; this will assist Support in resolving problems.

Check Everyone In and Out

Check in: Right-click on an appointment and select check in.

Check out: Right-click on an appointment and select check
out.

o Posttoday’s treatment, entering the appropriate producer
and codes on the check out ledger.

o Post payments by selecting the appropriate producer and
payment codes.

¢ Click OK and print a Walk-out statement.

e Submit insurance electronically or print to paper and mail
to the insurance company.
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19

20

21

22

23

Print Final Copy of Today’s Appointment Page for Legal
Record

After all appointments have been checked out and cancelled
or failed appointments have been moved to the pending page,
print a final copy of the schedule as it actually occurred. This
should be kept as a legal record.

Balance Money to Deposit

Balance the collection figure on the A/R Recap report with
the monies collected for the day indicated on the Deposit Slip
report.

Clock Out and Log Out

Select Activities > Clock out. Enter your initials and
password, and the time is displayed. Then select Activities >
Log out.

Close the PracticeWorks Software

You must exit the software before you perform the daily
backup.

Back Up Data

After exiting the software, perform the daily data backup.
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Glossary

Account

All patients who have the same person responsible for their balances. An
account may be a family, or a grouping of people for the purposes of recall.

Accounts receivable

Money that people owe you. More formally, money that is owed for services
rendered, which is credited to a specific account. The accounts receivable
process tracks the amount of money owed to each account.

Adjustments

Those items other than payments or charges that change a patient’s balance.
Examples of adjustments are discounts, returned checks, and bad-debt
write-offs.

Appointment book

A calendar with each date displaying a fixed combination of chairs in a
specified sequence. Each chair is represented by a column in the appointment
book. When you access the software, the default appointment book is the first
thing displayed. A practice can have more than one appointment book (for
example, one for dental procedures and another for hygiene appointments).

Associate

A dentist in your office who is an employee of the practice. An associate can be
paid based on production, collections, a salary, or an hourly rate. An associate
cannot be a patient’s regular dentist; the status of regular dentist is reserved
for providers. Fees for dentistry performed by an associate are credited to the
patient's regular dentist.

Benefit-table estimating
A method of estimating insurance coverage in which insurance benefits apply
to a range of codes.

Book

le, one book for dental procedures and another for hygiene appointments).A
synonym for appointment book; a combination of chairs in a specified
sequence. Each chair is represented by a column in the appointment book.
When you access the software, the default appointment book is the first thing
displayed. A practice can have more than one book.

Block booking

Blocks of time reserved in the appointment book for certain types of activities
or for when appointments cannot be made. There are two types of block
booking: production block booking and employee block booking.

Other terms for this concept include color-coded scheduling, perfect day
scheduling, ideal day scheduling, and target scheduling.

Blue book
A feature of the software that tracks how much each insurance plan pays for
charges submitted by your office.

Bulk payment
A check from an insurance company that includes payment for more than one
claim.

Chair

One column in the appointment book. This column can represent one physical
chair in your office or one individual producer (who can move among several
physical chairs). You can have up to 300 different chairs in your appointment
books.

Click and drag

A common Windows operating system activity in which you point at an object—
for example, an appointment—and hold down the left mouse button. Then, while
still holding the button down, move the mouse, and the object you are pointing
at moves in the same direction as the mouse. When you have moved the object
to where you want it, release the left mouse button.

Clinical appointment
An appointment for work performed by a dentist rather than a hygienist.

Clipboard

A two-page electronic representation of a patient’s contact information,
insurance, data, payment information, medical alerts, and other relevant
information. Toggle between the two pages by clicking on the Page 1 or Page
2 button.
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Code-specific estimating
A method of estimating insurance coverage in which benefits are associated
with a specific code.

Comment codes

Transactions that do not affect the patient’s balance, but that you want
recorded in the patient’s history. There are two categories of comment codes:
printable and non-printable.

Contact expert
A generated list of people, labs, or insurance companies needing attention.

Contract
Schedules of future treatment that have not been billed yet.

Default values

Those variables that are selected before implementation of the software and
are always displayed unless the user changes them. The current day in the
appointment book, for example, is the default value for what will display when a
user accesses the software.

Drop-down list
A field that, when you click on it, displays a list. There is usually a down-arrow at
the right side of the field to indicate a drop-down list.

Employee block
A block of time—such as lunch, vacation, staff meetings—when an employee is
unavailable for appointments.

Employer/plan
The specific combination of employer and insurance plan that provides
insurance coverage for a patient. Many employers offer more than one plan.

Entry date
The date that an activity is entered into the software.

Event-driven
Software routines that are initiated automatically when specific events occur.
The automation expert, for example, is event-driven.

Expert

A software component that performs common functions more quickly than you
can do them manually. Examples of experts in the software include the
appointment expert and the delinquent account expert.

Facility employee
A person who works in your office, but who does not offer dental services to a
patient.

Family

In this software, the term family refers to two or more people grouped together
for recall purposes. The common denominator among this group is the person
entered in their Lives with field.

Family recall reminder

A window that displays automatically if any of three things occurs: (1) the
patient checks out; (2) the patient schedules a new appointment; (3) the
patient reschedules an appointment.

Fee schedule

The list of ADA codes that you use and the fee that you charge for each one.
You can have as many as three different fee schedules. The fees are entered on
the transaction code list.

Find

A field in a pick list used to search for a specific entry in that list. Enter a few
letters in this field, and the software moves immediately to the entry in the list
beginning with those letters. The Find function enables you to find entries
quickly in very long lists.

Highlight bar
Indicates which entry in a pick list is currently selected.

Inactive

A status code assigned to former employees and patients. An inactive status
removes references to the employee in the system while retaining historical
records of any work performed by that employee while active.

Insertion point

Where the cursor is currently located on the screen. Anything you type will
appear at the insertion point. You can change an insertion point by clicking on
another location.

Insurance company

In this software, the name, address, phone number, and other basic information
necessary to get claims submitted to the right place. More detailed information
about the patient’s coverage is entered when employer/plans are set up.
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Insurance estimate
An approximation of how much a patient's insurance will pay for a dental
procedure. The software provides this estimate to you.

Insurance status codes
e pW—Primary claim waiting to submit
e pS—Primary claim submitted
e pC—Primary claim collected
o pN—Primary claim no assignment
e pR—Primary claim refused

Insured party

The person whose name goes on the employee/subscriber line of the
insurance form.

Landscape

A visual representation of a piece of paper that is oriented so that its width is
greater than its height. In some printing applications, you are asked whether
you want the output to be portrait or landscape.

Ledger card

A list of financial transactions that occurred for a particular account. All
transactions that affect a patient’s balance appear on the ledger card, as do
such transactions as insurance filed. Each ledger card represents one account
and one responsible party.

Line Iltem accounting

An alternative to balance-forward accounting. Line item accounting processes
pay providers based on the amount collected from patients and insurance
companies. You can post payments to individual line items in the ledger instead
of applying payments to the oldest balance.

Lives with

A field on Page 1 of a patient’s clipboard. Click self if this person is the only
patient in the household or is the responsible party for someone else in the
household. Click Other if other members of the household are also your
patients.

Menu
A list of options from which you can choose.

Ownership

An indication of who in the practice is credited financially with work done on a
patient. A patient’s transaction is credited to the account receivable of the
person with ownership of the patient, regardless of who actually did the work.

Patient

A person who comes to your practice for treatment. All patients have to be
connected to a lives with and a responsible party, and can be connected to an
insured party and to a referral source.

Payment codes

A subset of transaction codes used to indicate form of payment on a ledger
card. The software comes with default payment codes, which you can edit or
add to. You cannot delete payment codes. The following payment codes are
among the most common: CASH (cash payment at time of service), CHK
(check at time of service), MCHK (check received in the mail), VISA, MC
(MasterCard), AMEX (American Express), IP (insurance payment primary).

Payment plan
Scheduled payments for services that have already been performed.

Pending page

A list of all appointments that are failed or cancelled, and have not yet been
rescheduled. If someone cancels an appointment, right-click on the
appointment to reschedule or, if it cannot be rescheduled, click Move to
Pending Page.

Perfect day scheduling
The concept of increasing efficiency in scheduling through the systematic use
of block booking. See Block booking.

Pick list

The starting point for adding, editing, or viewing most things in the software.
Pick lists can be accessed from the Lists menu, where you can select from
eleven different lists, including People, Employer/Plans, Insurance
companies, Insurance claims, Transaction codes, and Employees. The
toolbar can be configured to enable access to the person pick list.

Portrait

A visual representation of a piece of paper that is oriented so that its height is
greater than its width. In some printing applications, you are asked whether you
want the output to be portrait or landscape.
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Pre-defined appointment

Common patterns of appointment data, such as treatment class, procedures,
and number of producer and non-producer units. Instead of entering all of this
data for each appointment of this type, you can create a pre-defined
appointment, in which you enter the common data once. Then when you make
an appointment of that type, you select it from a list of pre-defined
appointments. All of the common data will be automatically entered into the
appointment, saving a great deal of time.

Pre-determination of benefits
The process of determining a patient’s insurance benefits before any costs are
incurred.

Producer

Anyone in your office who provides dental procedures to a patient for a fee,
and whose performance of these procedures is tracked. Each appointment has
an assigned producer: that is, the person who performs most of the
procedures during that appointment. Procedures will vary among offices, but
typically a producer is a provider, associate, or hygienist.

Production block

An amount of time reserved for a specific set of treatment classes for which
appointments can be scheduled. Each type of appointment is associated with a
different color and is displayed with that color in the appointment book.

Provider

A dentist who owns account receivables. A provider can be a patient’s regular
dentist, and therefore owns the receivables generated when treatment is
provided to that patient by a hygienist or associate.

Recall appointment

A periodic appointment, typically with a hygienist. Recall appointments can be
scheduled automatically using the recall default. If, for example, the recall
default is six months, the software could automatically schedule the next
appointment six months after today’s hygiene appointment.

Recall default

A period of time that the software automatically uses to generate a reminder
that a patient is due for another appointment. For example, if a new patient has
his first appointment on February 8 and the recall default is six months, the
system will generate a reminder that the patient is due for another appointment
on August 8. The recall period can be adjusted for individual patients.

Reschedule mode

The status of an appointment when all of the necessary information has been
entered, but a date and time have not been scheduled. An appointment in
reschedule mode is yellow and appears to be floating above the appointment

page.

Responsible party

(1) The individual who will pay for that part of the treatment not paid by
insurance. The responsible party is not necessarily the patient. (2) The person
on any account to whom statements will be sent.

Security level
An employee is assigned a security level from 1 to 10. Level O is reserved for
guest users. Level 5 security is necessary to edit employee records.

Service date
The date that dental activity is performed.

Sooner if possible appointments
Those appointments that have been scheduled, but for which the patient has
requested an earlier appointment.

Statement queue
A list of all statements prepared and ready to print. The statement queue is
used to review statements before printing.

Strong password

A password that makes it more difficult for someone to enter under your ID. A
strong password is typically at least six characters long, is composed of both
letters and numbers, and is mixed case.

Time-block length

The basic unit of time used in a practice. This would be equivalent to the
shortest possible appointment. All other appointments are multiples of the
time-block length. In the software, the term unit is a synonym.

Toggle
To move back and forth between two areas in the software, such as Page 1
and Page 2 of the patient's clipboard.

Transaction codes

A broad term that includes the following types of codes: dental, diagnostic,
patient payment, insurance payment, adjustment, comment, automatic
deduction, and medical.
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Treatment class

A way to organize ADA codes into groups for reporting, scheduling, and
treatment-plan purposes. You might use the following treatment classes, for
example: Crown and Bridge Fillings, Implants, No Charge, Extractions, and
Dentures.

Treatment plan
Also called the TxPlan, a treatment plan is a list of procedures that has been
submitted to, and approved by, a patient.

UCR
A frequently used abbreviation for Usual and Customary Rate, the amount
that an insurance company would typically pay for a procedure.

Unit

The basic length of time used as a building block for making appointments. This
term is a synonym for time-block length. If the unit of time selected by your
office is ten minutes, for example, a procedure that was three units long would
take thirty minutes.

Utility
An automated procedure that speeds up certain basic types of maintenance.

Variable
A value that changes based on context. For example, the values amount due
and due date change from statement to statement.

View

The way the appointment book presents data. The default view of the
appointment book is active appointments. You may change to Pending page,
Block booking production, or Block booking employee by selecting
ApptBook > View and selecting an option.

Yellow sticky
An electronic reminder that can be attached to different records in the
software: a person’s clipboard, an insurance company, and so on.
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Index

A

abbreviations, insurance codes 102
accessing the software 1
accounting, Line ltem 109
ADA codes 13
adjustment codes 45, 48
alerts, medical 53
analysis expert 77
answer expert 77
appointment book
configuring 14
defining 24
going to different dates 8
return to original 25
switching 25
appointment chairs
defining 15
window 15
appointment history 93
appointment status 15
appointments
adding pre-defined 57
by phone 90
colors 15
confirming 92
deleting 93
during check out 91
emergency 91
for inactive employees 38
making 89
making from treatment plan 95
new patient 95

pre-defined 55

recall 91

rescheduling 92

right-clicking 7

setting default length 14

sooner if possible 93
ApptBook menu 2
attachments, adding 161
attributes 32
Audit Log 113
automatic codes 45, 50
automatic logoff, enabling 1
automation expert 77

B

billing cycle 20

block booking
employee 26
production 26

blue book
disabling 123
updating 127

bulk payments 119

o

calendar 8

categories of attachments 161
chairs, defining 15

check in 101

check out ledger 101

check out tasks 101
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checks
bulk 119
insurance for individual 118

claims
archiving 135
viewing 135
working with 135

clipboard 4
accessing 3
page 2 of 5

clock in 36

clock out 36

code types 49

codes
adding automatic 50
adjustment 45, 48
automatic 45, 50
comment 45, 51
dental 45
diagnostic 49
editing dental 46
ICD-10 49
insurance payment 48
patient payment 47
payment 47

colors, appointment 15

comment codes 45, 51

configuration
accessing 13
appointment book 14
documents 16
general 17

contact expert 77

D

daily reports 139
delinquent accounts contact expert 81
dental codes 45
about 45
editing 46
diagnostic codes 49

distributing insurance payments 112
distributing payments 110
distributions, editing 111
document

configuration 16

form registration 17

menu 16

orientation 16
documents, attaching 161, 163

E

emergency appointments 91
employees
attributes 31
inactive 38
security levels 35
setting up 31, 40
employer/plans
list 61
setting up 61
adding plans 61
entry date 102
estimating insurance
adding information 62
benefit table 131
code-specific 128, 133
methods 127
experts
appointment confirm/review contact 78
contact 77
delinquent accounts contact 81
insurance claims contact 82
menu 3, 77
office 84
pending page 80
recall 80
Undistributed Payments 113
unscheduled treatment plans contact 83
user-defined 84
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F

family members, adding 11
fee schedules 32, 47, 102
File menu 2

fiscal year, defining 24
follow-up calls, report 83

G

general configuration 17

H

Help menu 3

HIPAA, indicate patient has signed 106
holidays 38

I
ICD-10 codes 49
inactive employees 38
insurance
estimating benefits 102
status 102
status codes 102
write-off codes 112
insurance claims contact expert 82
insurance companies, adding 59
insurance payment codes 45, 48
insurance payments
bulk checks 119
individual claims 118
IP 6

L

lab cases 47
labels, printing 79
labs, adding 41
landscape orientation 16
ledger cards
description 73
printing one patient on account 105
ledger, setting up 109
Line ltem accounting 109

Line ltem accounting reports 114
lists

closing 6

employer/plans 61

exiting 6

medical alerts 53
Lists menu 2
lock-out

invalid password 1

restoring access 1
logging-in, 10-minute lock-out 1
LW 6

M
medical alerts 53
adding 53, 54
associating with patient 54
menus
ApptBook 2
Document 16
Experts 3
experts 77
File 2
Help 3
Lists 2
Preferences 19
messages
payment plans 23, 74
postcard 21
statements 21
treatment plan 68
treatment proposal 22

N

navigation 1

(0]

office expert
about 84
configuring 85
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online help, accessing vii
orientation
landscape 16
portrait 16
Other tab 35

P

passwords
changing 33
creating 33

locked out if invalid 1
patient payment codes 45, 47
patient proposals, printing 69
patients

adding 9

appointment for new 95

check-out 101

check-in 101
payment codes 45
payment plans

adding 73

messages 23, 74

printing 74

setting up 75
payments 103

bulk check 125

distributing 112

individual 117

insurance 124

processing 117
pending appointments 6
pending page 80, 93
person pick list

filters 6

sorting 6
pharmacies

adding 155

adding preferred 156
phone inquiry icon 3
Pl 6
pick list 3

plans
employer 61
payment 73
treatment 65
portrait orientation 16
postcard messages 21
Practice Central 24
PracticeWorks software, accessing 1
pre-defined appointments, adding 57
pre-determinations
approval of 67, 70
submitting 67
preferences, setting 19
prescriptions
adding a drug 157
calling in 158
patient history 158
printing 158
printing
comments on walk-out statement 47
daily report 144
dental codes 45
ledger for one patient on account 105
on route slip 46
patient proposal 69
payment schedule 74
prescriptions 158
route slip 7
statements 104
treatment plans 66
privacy mode 7
producers 22, 102
PU 6

Q

queue, removing statements from 104
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R

recall contact expert 80
referrals 153
adding 149
adding sources 150
running reports 151
reports
account history 142
callback tracking 83
contract claims 143
daily 139
daily production detail 47
daily reports 144
dental codes 45
eServices 142
lab tracking contact expert 87
legal copy of day’s schedule 144
Line Item accounting 114
marketing 141
multi-doctor cross-settlement 140
not on the Print menu 143
office expert 42, 85
referrals 151
settings saved 143
reprinting statements 105
rescheduling appointments 92
RF 6
RP 6

S

security 113
security levels, employees 35
service date 102
sick time 37
sooner if possible appointments 93
statement queue 104
statements
office-wide setup 20
printing 104
printing messages on 21

reprinting 105
setting up 20
status settings 42
strong passwords
criteria 33
enabling 33

I

time cards
clocking in 36
clocking out 36
holidays 38
sick time 37
vacation time 37
transaction codes
adding 46
adjustment codes 48
automatic codes 50
comment codes 51
deactivating 46
deleting 46
editing 46
editing a list 52
insurance payment 48
patient payment 47
treatment classes
definition 13
settingup 14
treatment plan messages 68
treatment plans
defining 65
making appointments from 95
patient approval 67, 70
printing 66, 69
setting up 65
treatment proposals, messages 22
tutorial, resetting vii
Tx plan. See Treatment plans.
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U

undistributed payments Expert 113
unscheduled treatment plans contact expert 83
user-defined contact expert 84

W

walkout statements 103
write-off codes 112

Y

year, fiscal 24

yellow sticky
about 97
attaching 97
editing 99
patient-specific 100
reading 99
responsible party 100
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