
12/14/2022

1

CLOSING THE YEAR 
IN DENTRIX

THE WEBINAR WILL BEGIN SOON...

PRESENTED BY CHARLOTTE SKAGGS

CLOSING 
THE YEAR 

IN 
DENTRIX

PRESENTED BY
CHARLOTTE SKAGGS
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WEBINAR 
CONTROLS

Use the Sound Check to 
test your audio for the 

webinar.

WEBINAR 
CONTROLS

Click the PDF link to

download the

webinar handout.
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WEBINAR 
CONTROLS

To ask a question

type your question

in the box.

MEET ASHLEY WATKINS

Senior Product Manager for Dentrix, 

Dentrix Canada, Dentrix Voice, and 

Dentrix Imaging Center

• Identifies problems to be solved 

and translates those into features

• Works with engineering and coordinating all 

departments for Dentrix releases

• Values innovation, hard work, and forward-

thinking
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PRESENTER: 
CHARLOTTE SKAGGS

Founder of Vector Dental 

Consulting

A practice management firm 

focused on taking offices to 

the next level.

Co-Owned and Managed a 

Successful Dental 

Practice

With 17 years' experience, 

she has unique approach to 

consulting.

PRESENTER: 
CHARLOTTE SKAGGS

Dentrix User

Has been using Dentrix for 

over 20 years and is a 

Certified Dentrix trainer.

Featured Columnist 

for Dentrix Magazine
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CLOSING THE 
YEAR IN 
DENTRIX

Brought to you by the                           customer success team

AGENDA: CLOSING THE YEAR

CLOSING THE YEAR 
WITH DENTRIX

HOW TO CLOSE THE 
YEAR IN DENTRIX

RECOMMENDED YEAR-
END REPORTS
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WHAT DOES IT MEAN:  
CLOSE THE YEAR?

• Same as closing any month.

• Closing December = Closing Year

WHAT DOES IT MEAN:  
CLOSE THE YEAR?

• Required:
• Completed procedures, 

periodontal exams, and 
unsigned clinical notes are 
moved to history

• Insurance benefits are reset

• Optional:
• Purge Appointments / Events

• Apply Finance and Late charges

• Process Future Due Payment 
Plan charges and create claims
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WHEN TO 

CLOSE THE 

YEAR

• On or after first day of the new month

• Close when you are ready

• Review day sheets > Confirm transactions are correct

• Confirm all procedures have been entered and allocated correctly

• Confirm clinical notes have been created

• Close the month regularly to keep up-to-date

WHY CLOSING IS IMPORTANT

AGES ACCOUNTS RECEIVABLES

Without closing, everything appears in 0-29 days aging 

backet.

DISPLAYS CURRENT 
TRANSACTIONS IN THE 
LEDGER

Ledger will be cluttered 

with older information 

instead of recent 

procedures.

MORE ACCURATE 
INSURANCE 
ESTIMATES

Resets benefits 

and maximums for 

the year.
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WHY CLOSING IS IMPORTANT

MORE ACCURATE REPORT DATA

Accounts that are properly aged will get better 

month and year-to-date data.

TRANSACTIONS ARE 
LOCKED AND MOVED 

Transactions, clinical notes, and perio exams are 

susceptible to changes until the month is closed.

HOW TO CLOSE THE 
YEAR IN DENTRIX
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CLOSING THE MONTH

MANUALLY

AND

AUTOMATICALLY

In this webinar, we will cover closing the 
month/year in:

MANUALLY 
CLOSING

THE MONTH    
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Before you Begin...

• Ensure database is backed up

• Wait until first day of month

• Recommended: Close Dentrix on all computers

• Recommended: Run month end on server computer

MANUALLY 

CLOSING 

THE MONTH

STEP 1: DECIDE MONTH

MANUALLY 
CLOSING 

THE MONTH

1. Click Close Month
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STEP 1: DECIDE MONTH

MANUALLY 
CLOSING 

THE MONTH

1. Click Close Month

2. Review last closed 

month

3. Choose month/year

1. Default will be last 
month closed

2. Can close multiple 
months

3. Wait for new month 
to close

1. Choose tasks

2. Select cutoff for purge 

appointments

* Asterisk = Scheduled in 

Task Scheduler

STEP 2: SELECT MONTH 
END TASKS

MANUALLY 
CLOSING 

THE MONTH
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ONLINE HELP LINKS

Video: Dentrix G7.5 Close Month

Article: Month End Options in 

One Click! Using the New Close 

Month Window

Article: What You Need to 

Know to Close the Year in 

Dentrix

AUTOMATING YOUR 
END OF MONTH
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https://hsps.pro/Dentrix/NewFeatures/NFOG75_close_month.html
https://magazine.dentrix.com/month-end-options-in-one-click-the-new-month-end-window/
https://magazine.dentrix.com/what-you-need-to-know-to-close-the-year/
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AUTOMATING END OF 

MONTH

Before you Begin...

• Ensure database is backed up

• Wait until first day of month

• Recommended: Close Dentrix on all computers

• If Possible, run month end on server computer

STEP 1: SET TASKS TO 
SUSPEND/RESUME

1. Click Task Scheduler

STEP BY STEP
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STEP 1: DECIDE MONTH

1. Click Task Scheduler

2. Locate “Monthly” 

Queue

3. Right-click on tasks:

• Resume

• Suspend

• Edit

STEP BY STEP

RECOMMENDED 
YEAR-END REPORTS
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WHY RUN YEAR-END REPORTS?

Use to set 

goals, and plan 

for next year

Summary of 
production, 

collections and 
adjustments

Most 
completed 
procedures

Statistics and 
Demographics

Balances and 
outstanding 

claims

WHICH REPORTS SHOULD I RUN?

Dentrix Reports

Procedure 
Report

Payment 
Report

Adjustment 
Report

Provider 
Aging

Insurance 
Transaction 

Analysis
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ACCESSING DENTRIX 
REPORTS

LOCATING DENTRIX 

REPORTS

31

32



12/14/2022

17

LOCATING DENTRIX 

REPORTS

Office Manager > Click Analysis > Dentrix Reports

LOCATING DENTRIX 

REPORTS

Office Manager > Click Analysis > Dentrix Reports

Or

Click the Dentrix Reports toolbar button
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HOW TO USE THE 
REPORT WINDOW

A. Reports List

HOW TO USE THE 
REPORT WINDOW
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A. Reports List

B. List of generated reports 

and date generated

HOW TO USE THE 
REPORT WINDOW

A. Reports List

B. List of generated reports 

and date generated

C. Preview of the selected 

report

HOW TO USE THE 
REPORT WINDOW
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REVIEWING 
REPORTS

ADJUSTMENT SUMMARY
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ADJUSTMENT SUMMARY

41

ADJUSTMENT SUMMARY
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ADJUSTMENT SUMMARY
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PROCEDURE SUMMARY
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PROCEDURE SUMMARY
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PROCEDURE SUMMARY
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PROCEDURE SUMMARY
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PAYMENT SUMMARY
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PAYMENT SUMMARY
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PAYMENT SUMMARY
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PAYMENT SUMMARY

PAYMENT SUMMARY
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PROVIDER AGING
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PROVIDER AGING
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PROVIDER AGING
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INSURANCE TRANSACTION ANALYSIS
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INSURANCE TRANSACTION ANALYSIS
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INSURANCE TRANSACTION ANALYSIS
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INSURANCE TRANSACTION ANALYSIS

59

SUMMARY REPORTS: WHAT 
TO DO WITH THEM? 
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Allows you to:

FAMILY LEDGER REPORT

Allows you to:

• See account history of

• Procedures, payments, 
adjustments, and service 
charges

FAMILY LEDGER REPORT
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Allows you to:

• See account history of

• Procedures, payments, 
adjustments, and service 
charges

• Great for patients who ask for 
their yearly activity

FAMILY LEDGER REPORT

Allows you to:

• See account history of

• Procedures, payments, 
adjustments, and service 
charges

• Great for patients who ask for 
their yearly activity

Located in: Print > Family Ledger

FAMILY LEDGER REPORT
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ONLINE HELP LINKS

Blog: Adding ADA Codes to 

Ledger Printouts

CDT 
UPDATE

65

66

https://blog.dentrix.com/blog/2021/07/27/dentrix-g7-5-feature-adding-ada-codes-to-ledger-printouts/
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CDT UPDATE

• Be sure and check that you are 
up-to-date

• Learn how to automate your 
updates:

• Schedule Dentrix Updates 
Automatically

CDT UPDATE
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https://blog.dentrix.com/blog/2022/05/24/schedule-future-dentrix-updates-to-install-automatically/
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QUESTIONS?

ONLINE HELP LINKS

Article: What You Need 

to Know to Close the 

Year in Dentrix

Article: Closing the 

Year in Dentrix
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https://magazine.dentrix.com/what-you-need-to-know-to-close-the-year/
https://magazine.dentrix.com/closing-the-year-in-dentrix/


12/14/2022

36

Next Steps

WATCH NEW FEATURE 
VIDEOS

• Visit www.Dentrix.com/resource-center

• Go to Dentrix New Feature Videos

• Watch overviews of new features
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http://www.dentrix.com/resource-center
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SUBSCRIBE TO 
CUSTOMER EDUCATION

• Visit magazine.dentrix.com/

• Subscribe for updates

• Read past articles

• Get weekly practice management advice

• Search for content by topic

WANT TO 
CONTACT 

CHARLOTTE?

Charlotte Skaggs, Vector Dental 
Consulting LLC

Email:
vectordentalconsulting@gmail.com
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https://magazine.dentrix.com/
mailto:vectordentalconsulting@gmail.com
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THANKS FOR
ATTENDING

A recording of this webinar will be 

emailed to you within 24 hours.
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