DENTRIXENTERPRISE

DENTRIX ENTERPRISE 11.0.48
LEARNER’S GUIDE

California Department of
Corrections and Rehabilitation

EHENRYSCHEH\O' — www.DentrixEnterprise.com | 800.459.8067



ii  Copyright

PUBLICATION DATE
May 28, 2024

COPYRIGHT

© 2024 Henry Schein One. All rights reserved. No part of this publication may be reproduced,
transmitted, transcribed, stored in a retrieval system, or translated into any language in any form by any
means without the prior written permission of Henry Schein One.

SOFTWARE LICENSE NOTICE

Your license agreement with Henry Schein One, which is included with the product, specifies the
permitted and prohibited uses of the product. Any unauthorized duplication or use of Dentrix Enterprise
in whole or in part, in print, or in any other storage and retrieval system is forbidden.

LICENSES AND TRADEMARKS

The Henry Schein One logo is a registered trademark of Henry Schein One. Dentrix Enterprise and the
Dentrix Enterprise logo are registered trademarks of Henry Schein One. Microsoft Windows, Excel,
and Word are trademarks of Microsoft Corporation. All ADA CDT codes are protected by U.S. and
International copyright laws; all rights reserved by the American Dental Association.

DENTRIX ENTERPRISE AND MICROSOFT WORD

Dentrix Enterprise can share its database with Microsoft Word, a word processing product created by
Microsoft Corporation. To use Dentrix Enterprise with Microsoft Word, you need to license and install
Microsoft Word.

Dentrix Enterprise 11.0.48 Learner’s Guide



Contents il

Contents

Chapter 1: Treatment Request Manager .........ocooovoieiiiiiiiiieccee e 1
Filtering Treatment Request Manager........ccoociviiiiiiiiie e 2
Adding Treatment REQUESTS ......oviiiiiiiiii e 2
Editing Treatment REQUESTS.......oviiiiiic e 4
Deleting Treatment REQUESES .....c..iiiiiiiiic e 6
Reviewing Treatment ReQUESTS ..ot 6
Canceling or Completing Treatment REQUESES.......cooiiiiiiiiiiiie e 7

Chapter 2: More Information ..o 9
Viewing DemographiCs ..o i 10
VIEWING @ SUMIMAIY ..ottt ettt 10
AdAING PatieNt TAGS «..cviiiiiii e 11
Viewing Inmate INformation.........ocooiiiiiiiie e 12
VIEWING DIPCS . 13
URatiNG DPCS ..o 14
Placing Movement HOldS .........ooiiiiiii e 16
Closing Movement HOIAS ..ot 17
Locating AP OINTMENTS . ....iiiiiiii e 19
ViIEWING PrOCEAUIES ..ot 19
Reviewing PAM Data ......ccoiiii e 20
Viewing Treatment Plans .. ..o 20
REVIEWING VITalS .. 21
Managing Treatment REQUESTS........ooiiiiiiiiie e 21

Chapter 3: Scheduling AsSiStant .......cccoiiiiiiii e 23
Filtering the Scheduling Assistant List.........cccociiiiiiiiii e 24
Customizing the Scheduling Assistant Filters ... 26
Copying the List of Records to other Programs..........cccccooiiiiiiiiiiiiiceeeee 29
Scheduling Appointments from Scheduling Assistant ...........ccoooiiiiiiiiiiie 30

Chapter 4: Family File ..o 33
The Family File Toolbar ... 34
SeleCtiNng @ Pati@Nt ..o oo 35
Viewing Patient DemographicCs ........coiiiiiiiiiiee e 39
Entering Patient NOTeS . ....iiiiii e 39
Viewing and Hiding Patient NOteS .........ooiiiiiiiiiicc e 40
EXPOrting C-CDA FIleS ..ot 41

Dentrix Enterprise 11.0.48 Learner's Guide



iv  Contents

Chapter 5: QuUIck LETTEIS ..oouiiiiiiii e 43
Chapter 6: Office Journal.........ccooiiiiiiiii e 45
Viewing Office Journal ENtries.......cooiiiiiiiiii e 46
Adding Office Journal ENTries .......c.ooiiiiiiiiiiiieee e, 49
Editing Office Journal ENtries ..o 50
Deleting Office Journal ENtries .......ccooiiiiiiiiiiiiee e 51
Printing Office Journal ENtries ......c.ooiiiiiiic e 51
Chapter 7: Document CeNTEr.......c.oioiiiieiii e 53
SCANNING DOCUMENTS ..o 54
IMPOItING DOCUMENTS ... 54
PrNtING DOCUMENTS ...t 55
Editing Document INformation ............ocoiioiiiiiicce e 55
Modifying Document AttaChments .. .....cooiiiiiiic e 57
Deleting DOCUMENTS ..ot 58
SIgNING DOCUMENTS ... 59
Chapter 8: Appointment BooK .........cccoooiiiiiiiiiiiieececee e 61
The Appointment Book Toolbar...... ..o 62
Scheduling Appointments for Treatment REQUESES.........c.coveiiiiiiiiiiieceee 63
Linking Treatment Requests to APPointmMeENtS.......ccooiiiiiiiioi i 68
Breaking APROINTMENTS ....c.iiiiiiiiet e 70
MOoVING APPOINTMENTS L..oiiiiiiiii e 71
Changing the Status of an AppPOINTMENT.......ccooiiiiiiii i, 71
Working with ASAP APPOINTMENTS ....eoviiiiiiiiii e 72
Printing the Appointment Book VIEW ........c.cociiiiiiiiiiiiiieie e 72
Completing APPOINTMENTS .....c.iiiiiiiiiie e 73
Editing APPOINTMENTS ..ottt 75
Unlinking Treatment REQUESTS .....c.oouiiiiiiiiiiii e 75
Deleting APPOINTMENTS. ....oviiiiieieie et 76
SChedUliNG EVENTS ... 77
Rescheduling Events Using the Pinboard.........ccccooiiiiiiiiiiie e, 79
EditiNg EVENTS .o 79

Dentrix Enterprise 11.0.48 Learner’s Guide



Contents VvV

Chapter Q0 Chart ..o 81
The Chart TOOIDAT ..o e 82
OPENING CRAI .t 83
Handling Global AlErtS.........oiiiiiii e 85
Assigning Encounter NUMDETs . ........coiiiiiiiiiic e 85
Changing the Provider for a Charting Session ...........ccooiviiiiiiii e, 86
Posting a Code for NO SCre@ning .o..c.oviiiiiiiieie e 87
Verifying and EQiting PAM Data .......ccoooiiiiiiiiiiieieee e 88
Verifying Patient Health ASSeSSMENnts .......ccooiiiiiiii i, 88
Entering Prescription Orders ..o 88
ViIieWING Lalb Orders .....o.oiiiiii e 89
Accessing MiPACS Imaging SOftWare ..........ocoovoiiiiiiieecec e, 89
Changing Dentition in Chart..........cooiiii e 89
Charting CoNItIONS .....c.iiuiiiie e 90
Charting ExXisting Treatment ......ccooiiiiiiii e 92
Charting Treatment NEEAS ......ooviiiiiiiiiiie e 94
Linking Conditions and Treatment-planned Procedures............ccccooeiiiiiiiiiiiie, 97
INvalidating CondItioNS .......cviiiiii e 99
Referring Treatment to Off-site Specialists.........ocooiiiiiiiiiiii 101
Referring Treatment to In-house Specialists...........ccooiiiiiiiiiiieee e, 103
Changing Progress NOte VIEWS .........couiiiiiiiiiiie e 105
Posting Treatment to Supernumerary Teeth.........cccooiviiiiiiiiie 107
Editing ProCeAUIES .....ouiiii e 109
Deleting ProCEAUIES .......o.iiiiiiet e 110
INValidating ProCedUIEs.......c..oiiiiiiiiiie e 111
Editing CondItioNS ....c.oouiiiiic e 113
Printing a Patient’s Chart ... 114
Printing Progress Notes and the Patient Chart..........c.ccooooioiiiiiiiiccc, 115
Viewing Patient EQUCAtion TOPICS ....oviiiiiiiiiiiiiieicc e 116

Dentrix Enterprise 11.0.48 Learner's Guide



Vi Contents

Chapter 10: Perio Chart .......oooooiiiii e, 119
The Perio Chart WINOW .......co.oiiii e 120
Entering New Perio EXaminations........ccciiiiiiiiiiiii e 121
Charting Probing Depths Greater than 9 Millimeters..........ccocoviiiiiiiiiiiiiice 122
Recording Gingival Inflammation ...........ccooiiiiii 123
ENtering DiagnOStiCS ...ee it 124
Comparing Perio EXamMS........ciiiiiiic e 125
Changing the Perio EXam VIEW ........cccoiiiiiiiiiie e 126

Chapter 11: Clinical NOteS .......ooiiiiiiiii i, 129
Viewing CliNical NOTES.......o.iiiiii e 129
Changing the Provider ... 130
Entering Clinical Notes Using Templates .........ccooiiiiiiiiiiiiieec e 131
Entering Clinical Notes Manually ..ot 132
Editing ClNiCal NOTES ..ot 134
SigniNg CliNICal NOTES .......iiiiiii e 134
Appending CliNiCal NOTES .....o.iiiiie s 135
Using Signature Manager . ....ouiiiiiii e 136

Chapter 12: Treatment Planner ..., 137
Viewing Treatment Plans ... 138
Prioritizing Treatment PIans ........c.oocooiiiiiii e, 138
Changing Treatment Plan Approval Statuses...........coceviiiiiiiiiiiic e, 139
Rejecting Treatment Plans. ... 141
Creating Treatment Plan Cases ... 142
Deleting TreatMENT......o.i i 143
Moving Treatment Between Cases ......cccoiiiiiiiiiiiiicc e 144
Printing the Patient Treatment Case Report........ccociviiiiiiiiiiiicc e 145

Chapter 13: ENd of Day .....oioiiic e, 147
Verifying Completed ApRointmMents ..........ocooiiiiiiioiii e, 147
Generating @ Day SNEet.......ooiiiii i 147
SigniNg ClINICal NOTES ......iiiiic e 157
Generating the Aging/Credit Balance Report ........ccooceviiiiiiiiiiiiiccee, 157

Chapter 14: ContinUiNg Care........ocoooiiiiioiiicieceeee e, 155
Tracking Perio MaintenanCe........coii it 155
Tracking Plaque Index > 20........coiiiiiiiii i 157
Tracking Lab Cas@s .....c.eouiiiiiiiiiiet e 158

Dentrix Enterprise 11.0.48 Learner’s Guide



Contents  Vii

Chapter 15: Ledger ..o 163
Ledger TOOIDAr . ..o e 163
Viewing the Transaction LOg ...t 165
Editing PrOCEAUIES ....ooviiiiii e 166
Deleting AdJUSTMENTS. ....o.iiiiiiii e 167
Generating a Walkout Statement ..o 168
Generating the Patient Ledger REport ........cooiiiiiiiiiiicc e 168

Chapter 16: REPOIS ....iiiiiiiiiie e, 169
Single-User Mode MESSage ...ttt 169
The Office Manager Toolbar.........oiiiiiii e 170
Daily APPOINTMENT LISt ...t 171
Production SUMmMary REPOI.......coiiiiiiiiict e, 172
PatiENT LISt ..ot 173
UDS - Encounter and User Statistics Report.........cocooviiiiiiiiiiie, 176
Unsigned Clinical Notes REPOIt .......cuiiiiiiiii e 177

Dentrix Enterprise 11.0.48 Learner's Guide



viii  Contents

Dentrix Enterprise 11.0.48 Learner’s Guide




Chapter 1: Treatment Request Manager 1

Chapter 1: Treatment Request
Manager

Treatment Request Manager allows you to store and manage requests for treatment, from patients or
providers, that require appointments to be scheduled. Prior to scheduling any appointment, except for an
initial appointment for prosthetics, you must enter a treatment request for the patient. (Refer to your CDCR
workflows for any other exceptions based on locations.) A provider must review the treatment request unless
the request’s assigned type is “RC Dental Screening.” Then, you can schedule the appointment with that
treatment request attached. The treatment request remains attached the appointment until that appointment

is set complete.

Note: You can also create treatment requests from a patient’s More Information window. For more
information, see “Managing Treatment Requests” in Chapter 2: More Information Window.

To open Treatment Request Manager, in Office Manager, from the File menu, click Treatment Request

Manager. Or, you can click the Treatment Request Manager button [#4] on the toolbar.

# Treatment Request Manager - [CENTRAL]

Clinics: Al Patient Name  Chart# Req Date Req Type Description Severity ~ Rev Date RevPr.. Status Clinic Request Details:
Abbott James S |ABB101 7/7/2020 Patient Cracked tooth 1 7/7/2020 DSMITH |Receiv.. |SQ

Rev Prov: Al [-»] |CrosbyBrentL |cro101 7/7/2020 Patient Broken tooth 1 Receiv... | CHINO EPRD:
Smith Timothy | ABB103 7/7/2020 Dental Consultat... | Tooth discoloration |1 Receiv... | CHINO

Req Type: Al |>»| | valgardson A.. |VAL100 7/7/2020 Provider Reque... |Follow-up 1 Receiv... | CHINO
Winters Carl  [WIN100 7/7/2020 Patient Toothache 1 7/7/2020 DSMITH |Receiv... | CHINO

Req Status: [ All | »» Notes:

Req Date:

From: v

To: ~

+ J - v
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2 Chapter 1: Treatment Request Manager

Filtering Treatment Request Manager

You can filter the list of treatment requests to suit your preferences.

Note: Any changes you make to the filter settings are saved for the next time you access Treatment Request
Manager, even after closing Dentrix Enterprise. Also, the filter settings are user specific, so each user can have
his or her own filter settings to suit their preferences.

To filter the list
1. InTreatment Request Manager, set up the following filters as needed:

*  Clinics — To view treatment requests for all clinics, select the All check box. Or, click the search
button to select the clinics whose requests you want to view. By default, the treatment requests for
the clinic you are currently logged in to are displayed.

*  Rev Prov — To view treatment requests that were reviewed by any provider, select the All check box.
Or, click the search button [*"J to select the providers whose reviewed requests you want to view.

* Req T— To view treatment requests of any type, select the All check box. Or, click the search
button [ to select the types of requests you want to view.

*  Req Status — To view treatment requests with any status, select the All check box. Or, click the search
button [ to select the statuses of requests you want to view.

*  Req Date — To view treatment requests that are dated within a specified range of dates, enter or select
the From and/or To dates (you can have an open-ended range).

2. Click the Refresh/Apply filter settings button ti

Adding Treatment Requests

You can add a treatment request as needed. After the dentist has reviewed the 7362 paper form, in Treatment
Request Manager, the OT will add a corresponding treatment request using the information on the form,
including the dentist’s notations.

To add a treatment request

1. InTreatment Request Manager, click the Add Treatment Request button +.

% Treatment Request Manager - [CENTRAL]

i (=P Patient Name Chart# Req Date Req Type Description Severity Rev Date Rev Pr.. Status  Clinic Request Details:
Abbott James S | ABB101 7/7/2020 Patient Cracked tooth 1 7/1/2020 DSMITH |Receiv... |SQ
RevProv: [al | = Crosby BrentL  |CRO101 7/7/2020 Patient Broken tooth 1 Receiv... |CHING EPRD:
Smith Timothy | ABB103 7/7/2020 Dental Consultat.. | Tooth discoloration |1 Receiv... |CHINO
Req Type: [ Al |» Valgardson A... |VAL100 7/7/2020 Provider Reque... | Follow-up 1 Receiv... | CHINO
1

Winters Carl WIN100 7/7/2020 Patient Toothache 7/7/2020 DSMITH |Receiv.. | CHINO
Req Status: [F] all | »» Notes:

Req Date:

From: v

Te: ~

+ 7 - &
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Search By | Appointments | Advanced Search |

The Select Patient dialog box appears.

Select Patient X

Chapter 1: Treatment Request Manager

Patiert Info Clinie:
@ Last Mame (Last, First) (O Other 1D (O Subscriber ID @This clinic | 1o On Sereen Keyboard ®
()First Name (First Last) (O Chart # (C)Home Phone Al elinies
() Preferred Name (Oss# () Birthdate (O My clinics
Enter Last Name (Last, First):
| Search
[ Include Archived Patients
HoH Last Name First Name Ml Prefermed Name Bithdate Sex  Provider Clinie Status Chart #
< >
Previcusly Selected Patients
HoH Last Name First Name Ml Prefemed Name Bithdate Sex  Provider Clinic Status Chart # ~
: Wirters Carl 12/18/1%43 |M  |DDS1 CHINO Patiert WIN100
Crosby Brent L 5/19/1955 M DDsA CHING Patient CRO101
Smith Timothy Tim 12/16/1930 |M  |DD31 CHINO Patiert ABB103
Abbott James 5 |dim 3/3/1982 M DSMITH fle] Patient ABB101
£ >
Mare Info 0K Cancel

Select a patient.
The New - Treatment Request dialog box appears.

Mew - Treatment Request - (Crosby, Brent L [CRO101])
Request Date: Diescription: [] Reviewed
07/07/2020 @~ | | | Date:
Request Type: Severity:
L 2| -.1 2 | Provider:
Status: Scheduled by Date:
| Received | | Ise |l
MNotes:
Crs o core

Set up the following options as needed:

Dentrix Enterprise 11.0.48 Learner’s Guide

Request Date — Today’s date is selected by default as the date of the treatment request, but you can
specify a different date if necessary. For a patient request, enter or select date that the dental clinic
received the treatment request from the patient; for a provider request for treatment, the initial date
of the request; or for a provider request for a consult, the date that the consult was created.

Description — Enter a brief description, such as the reason, for the treatment request.

3



4 Chapter 1: Treatment Request Manager

*  Request Type — Select a type, such as the source, to assign to the treatment request. Refer to the
appropriate job aid for information about which request types should be used.

Note: System-only request types are not available for selection. A system-only type is one that has
been set up to allow requests of that type to be added only through HL7 messages.

*  Status — Select a status to track the treatment request by. Refer to the appropriate job aid for
information about which statuses should be used.
*  Severity — This option is not used.

*  Scheduled by Date — Enter or select the date by which an appointment for this treatment request has
been requested to be scheduled. For a provider-requested treatment request, this date is the TIC date.

*  Notes — Enter any additional information regarding the treatment request (such as information
entered by the patient on Form 7362).

* Reviewed — To mark the treatment request as having been reviewed, select the check box. However,
this can be done at a later time. For more information about reviewing a request, see “Reviewing
Treatment Requests” in this chapter.

Note: You can mark a treatment request as having been reviewed at the same time it is entered.

Do one of the following:
* To save the treatment request, click Add. Then, on the message that appears, click OK.

* To save the treatment request and schedule an appointment for it (with or without the request having
been reviewed), click Create Appt. However, you can schedule the appointment at a later time. For
information about scheduling a treatment request, see “Scheduling Appointments for Treatment
Requests” in Chapter 8: Appointment Book.

Note: After entering a treatment request, be sure to scan any forms and documents (such as Form 7362) into
the patient’s Document Center.

Editing Treatment Requests

You can edit a treatment request as needed unless it has a system-only request type. A system-only request type
is one that has been set up to allow requests of that type to be updated only through HL7 messages.

To edit a treatment request

1.

Dentrix Enterprise 11.0.48 Learner’s Guide

In Treatment Request Manager, select a treatment request.

& Treatment Request Manager - [CENTRAL]

ciics: Al Patient Name  Chart# ReqDate  ReqType Description Severity  Rev Date Rev Pr.. Status  Clinic Request Details:

Abbott James S | ABB101 7/7/2020 Patient Cracked tooth 1 7/7/2020 DSMITH | Receiv.. |SQ Crosby Brent L
RevProv: [Al | - Crosby BrentL | CRO101 7/7/2020 Patient Broken tooth 1 Receiv... |CHINO EPRD:

Smith Timothy | ABB103 7/1/2020 Dental Consultat... | Tooth discoloration |1 Receiv.., | CHINO
Req Type: [JAll |»| |valgardson A.. |VAL100 7/7/2020 Provider Reque... | Follow-up 1 Receiv.. CHINO

Winters Carl | WIN100 7/7/2020 | Patient Toothache 1 7/7/2020 | DSMITH |Receiv.. |CHING
Req Status: A All |- Notes:

Broken molar in LL
Req Date:
From: ~
To: ~
4
+ 7 - vk

Note: Some details of the selected request, such as the patient name, appointment details, and notes,
appear on the right side of the window. These details appear only if one request is selected.




Chapter 1: Treatment Request Manager 5

e
2. Click the Edit Treatment Request button Z "This button is available only if one treatment request is
selected.

The Edit - Treatment Request dialog box appears.

Edit - Treatment Request - (Crosby, Brent L [CRO101])

Request Date: Description: [[] Reviewed

07/07/2020 [@v  [Broken tooth | Date:

Request Type: Severity:

Patient > ] e Provider:

Status: Scheduled by Date:

Received ~ 712020 w
MNotes:

Broken malar in LL

(E=nhr Cancel

3. Set up or modify any of the following options as needed:
*  Request Date — Enter or select the date that the treatment request was submitted.
*  Description — Enter a brief description, such as the reason, for the treatment request.
*  Request Type — Select a type, such as the source, to assign to the treatment request.
Note: System-only request types are not available for selection. A system-only type is one that has
been set up to allow requests of that type to be added only through HL7 messages.
*  Status — Select a status to track the treatment request by.

*  Scheduled by Date — Enter or select the date by which an appointment for this treatment request
must be scheduled.

* Notes — Enter any additional information regarding the treatment request.
* Reviewed — To mark the treatment request as having been reviewed, select the check box. For more

information about reviewing a request, see “Reviewing Treatment Requests” in this chapter.

Note: If the treatment request has already been marked as having been reviewed, and you clear the
Reviewed check box, the Status reverts to Received automatically unless the Status is Scheduled, in
which case, the Status does not change.

4. Do one of the following:
*  To save the changes, click Update. Then, on the message that appears, click OK.

*  To save the changes and schedule an appointment for the treatment request (with or without the
request having been reviewed), click Create Appt. However, you can schedule the appointment at a
later time. For information about scheduling a treatment request, see “Scheduling Appointments for
Treatment Requests” in Chapter 8: Appointment Book.

Note: If a treatment request with a Scheduled status is updated through an HL7 message, the status of the
treatment request changes to Received automatically.

Dentrix Enterprise 11.0.48 Learner’s Guide



6 Chapter 1: Treatment Request Manager

Deleting Treatment Requests

If the security rights assigned to your user account allow it, you can delete treatment requests as needed. If you
delete a request that is linked to an appointment, that request will be unlinked from that appointment.

To delete a treatment request

1. InTreatment Request Manager, select one or more treatment requests.

% Treatment Request Manager - [CENTRAL]

Clinics: &l Patient Name Chart= Req Date Req Type Description Severity Rev Date RevPr.. Status  Clinic Request Details:
Abbott James S |ABB101 7/7/2020 Patient Cracked tooth 1 7/7/2020 DSMITH |Receiv... |SQ Crosby Brent L
RevProv: [JAl | = Crosby Brent L | CRO101 7/7/2020 Patient Broken tooth 1 Receiv... | CHINO EPRD:
Smith Timothy | ABB103 T/7/2020 Dental Consultat.. Tooth discoloration |1 Receiv.., | CHING
Req Type: All [ | valgardson A.. |VAL100 7/1/2020 Provider Reque... | Follow-up 1 Receiv.. CHINO
Winters Carl WIN100 7/7/2020 Patient Toothache 1 7/7/2020 DSMITH |Receiv.. | CHINO
Req Status: A Al |[»» Notes:

Broken molar in LL
Req Date:

From: ~
To! v

+ 7 - &

2. Click the Delete Treatment Request button ™ . This button is available only if at least one treatment
request is selected.

3. On the confirmation message, click Yes.

4. On the message that appears, click OK.

Reviewing Treatment Requests

Typically, a provider must review a treatment request before an appointment for that request is scheduled.
Exceptions to the rule for reviewing a request before scheduling it may include exam requests and Reception
Center dental screening requests.

To review a treatment request

1. In the Edit - Treatment Request (or New - Treatment Request) dialog box, select the Reviewed check
box.

The review options become available.

Edit - Treatment Request - (Crosby, Brent L [CRO101])

Request Date: Diescription: Reviewed

07/07/200 [+ | [Broken tooth | Bz
07A72020 @+

Request Type: Severity:
Patient e 1 e Provider:

Status: Scheduled by Date:
Received v 71712020 w

MNotes:

Broken malar in LL

Create Appt Update Cancel

Dentrix Enterprise 11.0.48 Learner’s Guide



Chapter 1: Treatment Request Manager 7

2. Today’s date is selected by default as the Date of the review, but you can specify a different date if
necessary. Enter or select the date that the treatment request was reviewed.

3. Click the Provider search button [*”] to select the provider who reviewed the treatment request.

The Status changes to Reviewed automatically.
Note: If you clear the Reviewed check box, the Status reverts to Received automatically.

Enter additional Notes as needed.
Do one of the following:
*  To save the changes, click Update. Then, on the message that appears, click OK.

* To save the changes and schedule an appointment for the treatment request, click Create Appt.
However, you can schedule the appointment at a later time. For information about scheduling
a treatment request, see “Scheduling Appointments for Treatment Requests” in Chapter 8:
Appointment Book.

Canceling or Completing Treatment
Requests

If the security rights assigned to your user account allow it, you can cancel or complete a treatment request as
needed.

Notes:

*  You cannot edit a treatment request once it has been canceled or completed.

*  You cannot create an appointment for a treatment request that has been canceled or completed.

To cancel or complete a treatment request

1. In Treatment Request Manager, select a treatment request.

% Treatment Request Manager - [CENTRAL]

Clinics Hal [ Patient Name Chart# Req Date Req Type Description Severity Rev Date Rev Pr.. Status  Clinic Request Details:
Abbott James § | ABB101 7/7/2020 patient Cracked tooth 1 7/7/2020 DSMITH |Receiv... | SQ Crosby Brent L
RevProv: [AAl |-| |CrosbyBrentlL |crRO101 7/7/2020 patient Broken taoth 1 Receiv... | CHINO EPRD:
Smith Timothy | ABB103 7/7/2020 Dental Consultat.. Tooth discoloration |1 Receiy... | CHING
Req Type: [JAll |»| |valgardson A.. |vAL100 7/7/2020 provider Reque... |Follow-up 1 Receiv...  CHINO
Winters Carl | WIN100 7/7/2020 patient Toothache 1 7/7/2020 DSMITH |Receiv... | CHINO

Req Status: [ All | »» Notes:

Broken molar in LL
Req Date:

From: ~

To ~

Q

+ /- &

2. Click the Edit Treatment Request button V4 .
The Edit - Treatment Request dialog box appears.

Dentrix Enterprise 11.0.48 Learner’s Guide



8 Chapter 1: Treatment Request Manager

Edit - Treatment Request - (Crosby, Brent L [CRO101])

Request Date: Deescription: [] Reviewed
07/07/2020 [~ | [Broken tooth | Date:
Request Type: Severity:

e = L e Provider:
Status: Scheduled by Date:

Received ~ 71712020 v
MNotes:

Broken molar in LL

Create Appt Cancel

3. From the Status list, select Canceled or Completed.
4. Click Update.

If your user account does not have the security right to cancel or complete treatment requests, a message
appears and asks if another user can override the block this one time; otherwise, skip to step 7.

5. Click Yes.
A password dialog box appears.
6. 'The overriding user enters his or her credentials, and then clicks OK.

A confirmation message appears, stating that this treatment request will no longer be editable.

7. Click Yes.

Dentrix Enterprise 11.0.48 Learner’s Guide



Chapter 2: More Information 9

Chapter 2: More Information

More Information provides you with access to an entire overview of patient information, such as basic
demographics, future appointments, treatment plans, medical information, aged balances, Dental Priority
Classification, dental holds, patient movement, and effective communication requirements. You can also
access other Dentrix Enterprise modules from More Information.

Since More Information serves as a dashboard, if the security rights assigned to your user account allow it, you
will access More Information prior to working with a patient’s record.

To open More Information, with a patient selected in a patient-specific module, such as Chart, with a patient’s
ﬁointment selected in Appointment Book, or from Office Manager, click the More Information button

on the toolbar.

T More Information - (Abbott, James S)[AF][UTC

[MST]][DSMITH J[ABB101][C

SI0 0 [T [DPC: 4]

O 43%@4&%5%!#@@

Abbott, James S.

Age 35 Chart ABE101 Home (301) 555-1212
DOB 03/03/1982 Clinic AF Mobile [801) 555-7696
Sex Male Provl DSMITH ‘Work (801) 555-2223
55N Status Active Home Email documentation@henryschein.com
Marital Divorced Billing Type 4 ‘Waork Email
1234 Some 5t Language English
Chino, CA 18181 Ethnicity
Summary Dental Ins @ Medical Ins ® Tags
- Delta CA Primary- Aetna CA
Inmate Next APPOIMMENB + @{ Continuing Care
Date Clinic Prov Date Type Appt
Appointments 12/21/2017 8:00 AM | DRAPER [opst
Procedures
Medical Alerts
‘Outstanding Claims Balance Aging: Patient: Family:
U Created Sent Ameunt Clinic 0-30 0.00 0.00
3160 0.00 0.00
Health Assessments 51.90 0.00 0.00
a0+ 0.00 0.00
Treatment Requests Suspended 0.00 0.00
Total 0.00 0.00
Family ¥
Status MName Age
Guar Abbott, James 5. |35 |

Dentrix Enterprise 11.0.48 Learner’s Guide



10 Chapter 2: More Information

° o °
Viewing Demographics
The following information from the patient’s Family File appears for your reference: age, birth date, gender,

marital status, address, chart number, clinic, primary provider, patient status, billing type, home phone
number, mobile phone number, work phone number, email address, and language preference.

Abbott, James S.
Age 38 Chart ABB101 Home (801} 5551212
DOB 03/03/1982 Clinic 50 Mobile (801) 555-7896
Sex Male Provi DSMITH Work (301) 555-2223
-\'-1 r S5N Status Active Home Email documentation@henryschein,com
= . Marital Divorced Billing Type 4 Work Email

1234 Some St Language English
Chine, CA 18181 Ethnicity

Viewing a Summary

The Summary tab displays the following: the names of the dental insurance plans that are attached to the
patient (if there are multiple, click a circled number icon to view the name of the corresponding plan), the
names of the medical insurance plans that are attached to the patient (if there are multiple, click a circled
number icon to view the name of the corresponding plan), the patient tags that are attached to the patient,
the patient’s future appointments, continuing care attached to the patient, and the aged balances on the
patient’s account.

Summary Dental Ins (D Medical Ins ® Tags
Primary: Delta CA Primary: Astna CA Pre-Med Needed
Inmate Next Appointments == @{

Date Clinic Prov
Appointments ) )
Continuing Care

Procedures Date Type Appt
1/5/2018 LAB CASE
Medical Alerts 1/22/2018 Pl>20 01/19/2018
6/22/2018 PERIO

Treatment Plans
Health Assessments

Treatment Requests

Qutstanding Claims

Billing Created Sent Amount Clinic Balance
Aging: Patient: Family:
0-30 0.00 0.00
31-60 0.00 0.00
61-90 0.00 0.00
90+ 0.00 0.00
Suspended 0.00 0.00
Total 0.00 0.00
Ins Est far Compl Proc 0.00 0.00
© Ins Estfor Appt Proc 0.00 0.00
EST Portion 0,00 0,00

To view a patient’s insurance information, click one of the circled numbers next to Dental Ins or Medical
Ins, and then click the plan name.
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Adding Patient Tags

While Dentrix Enterprise does provide many options for generating reports so that they include patients that
meet specific criteria, sometimes (especially for certain financial reports where filtering by account billing type
isn’t quite what you want) you want to filter a report further to include patients that meet custom, patient-
specific criteria. For this, Dentrix Enterprise provides patient tags, which can be assigned to and removed from
patients individually as needed. You can also assign patient tags to patients to quickly identify or categorize
them internally instead of having to type the same thing over and over in a patient note for every applicable
patient.

Important: You will assign a patient tag to a patient’s record if the patient requires pre-medication before
dental treatment.

To assign a patient tag to a patient

1. On the Summary tab of a patient’s More Information, click the Tags link.

Summary Dental Ins (D Medical Ins (D Tags
Primary: Delta CA Primary: Astna CA
Inmate Next Appointments == @\"
Date Clinic Prov
Appointments

Continuing Care
Procedures | Date Type Appt

Note:
e If the patient does not have any tags, the tag icon on the button is white @

*  If the patient has tags, the tag icon on the button is yellow ’6

The Select Tags dialog box appears.
| Available Tags - Applied Tags -

Cancel

2. Select a tag in the Available Tags list, and then click the Add button il
3. Click OK.
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Viewing Inmate Information

The Inmate tab displays the following information about the inmate as stored in the Strategic Offender
Management System (SOMS) database: requirements for effective communication (EC) or the Americans
with Disabilities Act (ADA), custody level, current status, work assignment, earliest possible release date,
external patient ID, adaptive support needs, TABE score and date, SLI, LEP, primary and secondary
communication methods, dental chronic care, mental health level of care (MH LOC), clinical risk, housing
program and type, reception center (RC) admit date, RC length of stay, RC eligibility, bed details, and
movement history. You cannot change any of this information.

Summary . g
Dental Priority Classification Movement Hold
Inmate DPC 1A - Urgent care - MNone
) 1 calendar day from the date of diagnosis Effective Communication/ADA
Appointments Yes
Procedures Custody Level: Adaptive Support Needs
= None
Medical Alerts [FUEL St
Work Assignment: TABE Score:
Treatment Plans TABE Date:
Earliest Release: 7/7/2022 ate: /17
Health Assessments . I:I
Treatment Requests LEP: YES
Housing
Billing Prim. Method: [ ]
Program Mame: (MCB) Mental He:
Second. Method: I:I
Dental Chronic Care:
RCAdmitDate [ |
RC Length of Stay: I:I
Clinical Risk:
RC Eligibility: [ ]
Bed Details &

Movement History

[=2]
m
[=

Transfer Date - Movement Type / Reason

Inmate Info

Notes:
e To view the bed details (block, cell, bed, and yard), expand Bed Details.

*  To view the inmate’s requirements for EC or ADA, click the link under Effective Communication/ADA.
If the link text is “None,” the inmate does not have any requirements. If the link text is “Yes,” the inmate
has requirements.

* To view the inmate’s adaptive support needs, click the link under Adaptive Support Needs. If the link
text is “None,” the inmate does not have any adaptive support needs. If the link text is “Yes,” the inmate
has adaptive support needs. An adaptive support need appears as a category name (such as Behavior or
Social Interactions) and a description or instructions.
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Viewing DPCs

You can view an inmate’s Dental Priority Classification (DPC) on the Inmate tab. If “None” appears, or if

Chapter 2: More Information

the classification is not correct, the dentist will update the DPC from the Clinical Notes module.

summary L. i i
Dental Priority Classification Movement Hold
Inmate DPC 1A - Urgent care - Yes

1 calendar day from the date of diagnosis

Effective Communication/ADA

Appointments Yes
Procedures Custody Level: Adaptive Support Needs
- None
Medical Alerts S
Woark Assignment: TABE Score: 3.0
Treatment Plans )
Earliest Release: TABE Date: 7/7/2020
Health Assessments . I:
Treatment Requests LEP: YES
Housing
Billing Prim. Method:
Program Name: (MCB) Mental Hez —
To view the DPC history

Click the link under Dental Priority Classification.
The Dental Priority Classification dialog box appears.

(T Dental Priority Classification

Current Class: 1A Urgent care

1 calendar day from the date of diagnosis

Update Status

Histary
Date Set Class  Status Description Source
T/7/2020 1A Urgent care 1 calendar day from the date of diagnosis DSMITH

Notes:

* Ifa DPC update is required with every clinical note, to update a patient’s DPC, you must do so by
signing a clinical note and then selecting a DPC code when prompted. For information about signing
clinical notes, see “Signing Clinical Notes” in Chapter 11: “Clinical Notes.” However, if a DPC update is
allowed without a clinical note, you can update a patient’s DPC from the More Information window (see
“Updating DPCs” in this chapter).

* In the Dental Priority Classification dialog box, you can also delete an entry from the History list by
selecting that entry and then clicking Delete.
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Updating DPCs

An inmate’s Dental Priority Classification (DPC) appears on the Inmate tab. If a DPC update is required
with every clinical note, to update a patient’s DPC, you must do so by signing a clinical note and then
selecting a DPC code when prompted. For information about signing clinical notes, see “Signing Clinical
Notes” in Chapter 11: “Clinical Notes.” However, if a DPC update is allowed without a clinical note, you can
update a patient’s DPC from the More Information window.

Summary

Dental Priority Classification Movement Hold

Inmate DPC 1A - Urgent care - Yes
1 calendar day from the date of diagnosis Effective Communication/ADA

Appointments Yes
Procedures Custody Level: Adaptive Support Needs
= None
Medical Alerts S
Woark Assignment: TABE Score: 3.0
Treatment Plans )
Earliest Release: TABE Date: 7/7/2020
Health Assessments . I:
Treatment Requests LEP: YES
Housing
Billing Prim. Method:
Program Name: (MCB) Mental Hez —
To update a DPC

1. Click the link under Dental Priority Classification.
The Dental Priority Classification dialog box appears.

(T Dental Priority Classification

Current Class: 1A Urgent care

1 calendar day from the date of diagnosis

Update Status

Histary

Cate Set Class Status
T/7/2020 1A

Description Source

Urgent care 1 calendar day from the date of diagnosis DSMITH

2. Click Update Status.
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'The Update DPC Status dialog box appears.

' Update DPC Status

1/20/2021 @~

(Class
14
1B
1C
2
3
4
5

Status

Urgent care

Urgent care

Urgent care

Interceptive care

Routine rehabilitative care
No dental care needed

Special needs care

Refused Refused RC screening

Description
1 calendar day from the date of diagnosis
30 calendar days from the date of diagnosis

60 calendar days from the date of diagnosis

120 calendar days from the date of diagnosis

365 calendar days from the date of diagnosis

Inmates not appropriate for inclusion in DPC
Inmates with special needs

Refused RC Dental Screening

1,2 30r5

Encounter# 112121121

3. Click the Provider search button to select the correct provider.

Chapter 2: More Information 15

4. Click the Encounter # search button to select the correct encounter number.

5. Select the correct status based on the patient’s treatment plans.

6. Click Select.
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Placing Movement Holds

If the security rights assigned to your user account allow it, you can place a movement hold on a patient.

Note: A patient can have only one active movement hold at a time.

To place a movement hold
1. On the Inmate tab, click the link under Movement Hold. If the link text is “None,” the inmate does not

have an active movement hold.

The Movement Holds dialog box appears.

Movement Holds - (Abbott, James)

Hold Date  ~ Hold Type Hold Provider  Hold Reason  Approved Date  Closed Date Provider Closed  MNotes
7/1/2020 Dental D5MITH Surgical T/7/2020 T/7/2020 DEMITH
Close Selected Hold Add Edit Delete

Note: In this dialog box, you can also delete a hold by selecting it and then clicking Delete. However, you
cannot delete a hold that was received through an HL7 message.

2. Click Add.
The Add Movement Hold dialog box appears.

Add Movement Hold

Hold Date | firr - Approved Date | _; , -

Hold Provider I:I = Closed Date i v
Hold Type Dental Provider Closed I:I >

Hold Reason | |

MNotes

Save Cancel

3. Set up the following options:
* Hold Date — The date that the hold went or will go into effect.
* Hold Provider — The provider placing the hold.
*  Hold Type — “Dental” appears for your reference.
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¢  Hold Reason — The reason for the hold.

*  Approved Date — The date that the hold was approved. This may be entered later if needed by editing

the hold.
*  Notes — Additional details regarding the hold.

*  Encounter # — The applicable encounter number.

4. Click Save.

Closing Movement Holds

To close a movement hold (today only)

On the Inmate tab, click the link under Movement Hold. If the link text is “Yes,” the inmate has an

active movement hold.

The Movement Holds dialog box appears.

Movement Holds - (Abbott, James)

Chapter 2: More Information

Once a movement hold is no longer necessary, you can close it if the security rights assigned to your user
account allow it.

Hold Date  ~ Hold Type Hold Provider  Hold Reason  Approved Date  Closed Date Provider Closed  MNotes
T/7/2020 Dental DSMITH Recovery
7/1/2020 Dental DSMITH Surgical T/7/2020 T/7/2020 DSMITH

Close Selected Hold Add Edit Delete

Select a movement hold, and then click Close Selected Hold.

The Provider Selection dialog box appears.

Provider Selection

Show Results Clear Search Use field(s) below to search
ProviderlD FirstMName LastName Title
| | |

Enter your search criteria, and then click Show Results.
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‘The matching providers appear.

ider Selection

Clear Search

ProviderlD FirstMName LastName Title

DSMITH Dennis Smith OMD

4. Select the provider releasing the hold, and then click OK.
A message appears and states that the date of the release will be today.
5. Click OK.

To close a movement hold (today or prior)

1. On the Inmate tab, click the link under Movement Hold. If the link text is “Yes,” the inmate has an
active movement hold.

The Movement Holds dialog box appears.

Movement Holds - (Abbott, James)

Hold Date = Hold Type Hold Provider  Hold Reason  Approved Date  Closed Date Provider Closed  Motes
T/7/2020 Dental DSMITH Recovery
7/1/2020 Dental DSMITH Surgical T/7/2020 T/7/2020 DSMITH

| Close Selected Hold Add | | Edit | | Delete

2. Select a movement hold, and then click Edit.

The Edit Movement Hold dialog box appears.

nent Hold

Hold Date |:rmzozo | Approved Date |?mzozo |

Hold Provider Closed Date | _/_/__ ~
Hold Type Dental Provider Closed I:I

Hold Reason | Recovery |

Notes

Encounter # (2312112

Save || Cancel
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3. Set up the following options:
* Closed Date — The date that the hold is being released.
*  Provider Closed — The provider releasing the hold.

4. Click Save.

Locating Appointments

The Appointments tab displays the patient’s past appointments (unless the Hide Past Appointments
check box is selected), future appointments, and appointments on the Unscheduled List (unless the Hide
Unscheduled Appointments check box is selected).

19
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Appointments

Procedures

Medical Alerts

Treatment Plans

Health Assessments

Treatment Requests

Billing

Date Time TimeZone Status Reason Prov Operatory  Clinic Ln

Summary
7/14/2020 1:00 PM UTC -06:00 | <naone= CompEx HYG1 DRAPERT CHING 30
Inmate 7/7/2020 1:00 PM UTC -0&:00 | <none= Consult DDs1 DRAPER1 CHING 10

[] Hide Past Appointments

|:| Hide Unscheduled Appointments

+ "

To view an existing appointment, select it, and then click the Locate Appointment button .

Viewing Procedures

'The Procedures tab displays the completed, treatment-planned, and/or existing procedures for the patient,
according to which check boxes are selected.

Tip: To view only completed procedures, make sure that the Completed check box is selected and that the

other check boxes are clear.

Appointments

Procedures

Medical Alerts

Treatment Plans

Health Assessments

Treatment Requests

Billing

Date Th Surf Proc Description Status Amount Prov Clinic
Summary
10/15/1996 3 an, D2120 Amalgam-2 surfac.., | Completed 90.00 DSMITH 50
Inmate 411272017 31 07110 Extraction-single ... |Existing Other | 0.00 DROEBE CENTRAL
12/20/2017 24 De010 Surg place impla.. |Tx 0.00 DSMITH 50

Completed Tx

Existing Existing Other

I
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Reviewing PAM Data

The Medical Alerts tab displays the patient’s problems, allergies, and medications (PAM) and smoking status.

Important: Since all PAM data will be entered in PowerChart, you cannot enter or edit PAM data in Dentrix
Enterprise. For information about opening PowerChart, see “Verifying and Editing PAM Data” in Chapter 9:
“Patient Chart.”

Summary Problems Smoking Status:
Description Status Date Mever smoked tobacco
Inmate High Blood Pressure Active 10/8/2015

Last Alert Review:
10/08/2015

Appointments

Most Recent Health Concerns:

Procedures Medications
Description Status Date
Medical Alerts Coumadin Active T7/7/2020
Treatment Plans
Health Assessments Allergies
Description Status Date
Treatment Requests Latex Allergy Active /72020

Billing ‘

Viewing Treatment Plans

The Treatment Plans tab displays all the patient’s treatment-planned procedures. You can click the name of a
treatment plan to view only the treatment-planned procedures that are part of that case.

Important: Treatment that a patient has refused is placed in a rejected case in Treatment Planner. To include
rejected cases in the list, make sure that the Rejected check box is selected.

Summary Tx Cases: Date Th Surf Proc  Description  Status AP Amount Prov Clinic Visit
ALL 7/7/2020 (13 |MO... |D2160 | Amalgam-3 ... |Proposed | REQ |0.00 DSMITH | CHING 1

Inmate Filling T/7/2020 |24 DED10 | Surg place i... | Proposed | REQ |0.00 DSMITH| CHING 2
Implant T/7/2020 |18 | MO | D2160 | Amalgam-3 ... | Created 0.00 DSMITH| CHING

Appointments
Treatment P...

Procedures

Medical Alerts

Treatment Plans

Health Assessments

Treatment Requests Show:
. [ completed
Billing [ Rejected
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Reviewing Vitals

The Health Assessments tab displays the health assessments that were entered for the patient.

Important: Since vitals entered from Dentrix Enterprise would appear only in Dentrix Enterprise and not
in PowerChart, you cannot enter or edit patient health assessments in Dentrix Enterprise. All vitals will be
entered in PowerChart. For information about opening PowerChart, see “Verifying and Editing PAM Data”
in Chapter 9: “Patient Chart.”

Summary Dat Blood Pul T A Weight Height BMI Resp Pulse Ion:aled p Clini
N Pressure | e lEMP ge WVeg elg Rate Ox rov inic
Conc
Inmate
T/T/2020 | 118/83 62 98.6°F (33 152 Ibs |6' 1" 201 (30 90 % 50 % DSMITH | CHIND
Appointments 4/7/2020 |120/80 64 98.6°F |38 |1601bs |6 1" 21.1 |30 90 % 50 % DSMITH | CHING
Procedures
Medical Alerts

Treatment Plans

Health Assessments

Treatment Requests

Billing

oraph format, select a patient health assessment, and then click the Patient

To view a patient’s vitals in a

Health Assessment button

Managing Treatment Requests

The Treatment Requests tab displays the treatment requests that were entered for the patient.

Req Date Req Type Description Severity RevDate RevProv  ApptDate Status
Summary
T7/7/2020 |Patient |Cracked tooth |1 |7ﬂ!2020 |DSMITH |12¢"214’2{!17 |Recei\red
Inmate
Appointments
Procedures
Medical Alerts
Treatment Plans
Health Assessments. Notes Appirtments < + = @
UL molar in back. OK to schedule as emergency Date/Time 12/21/2017 10:008M U
Treatment Requests. ASAP. Clinic 5Q
- Description Pano, CompEx
Billing Provider DSMITH
Do any of the following:

*  To view a treatment request’s notes and linked appointment’s details, select the request. The details appear
only if one request is selected.

* To create a new treatment request, click the Add Request button * . For information about adding a
treatment request, see “Adding Treatment Requests” in Chapter 1: Treatment Request Manager.
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*  To delete one or more treatment requests, select the requests, and then click the Delete Request(s) button
= . On the confirmation message that appears, click OK.
*  To schedule an appointment for one or more treatment requests, select the requests, and then click the

Create new appointment with selected request(s) button ¥ 1fa selected request is already linked to an
appointment, you will be asked if you want to unlink the request from its current appointment and link
that request to the new appointment that will be created. For information about scheduling a treatment
request, see “Scheduling Appointments for Treatment Requests” in Chapter 8: Appointment Book.

Note: You cannot create an appointment for a treatment request with a Canceled or Completed status.

e To unlink a treatment request from an appointment, select the request, and then click the Unlink button

= . This button is available only if one request is selected. On the confirmation message that appears,
click Yes.

Note: The status of a treatment request changes automatically according to the following criteria:

*  With a reviewing provider selected, the status changes to Reviewed.

Req Date Req Type Description Severity RevDate RevProv  ApptDate  Status
12/15/2020 |Patient Broken tooth 4 12/15/2020 |DSMITH

*  Without a reviewing provider selected, the status changes to Received.

Req Date Req Type Description Severity RevDate RevProv  ApptDate Status
12/15/2020 | Patient Eroken tooth 4 Received
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Chapter 3: Scheduling
Assistant

Scheduling Assistant enhances the scheduling workflow by combining the Continuing Care, Unscheduled
Appointments, ASAP, Unscheduled Treatment Plans, and Treatment Request Manager lists into one window.
Also, Scheduling Assistant includes quick access to a patient’s details and Office Journal entries.

To open Scheduling Assistant, in Family File, Ledger, Chart, Appointment Book, or Office Manager, from
the File menu, click Scheduling Assistant. Or, you can click the Scheduling Assistant button on the

toolbar.

#% Scheduling Assistant - [5Q]

Patient Name | Chart # Care Type | Date * | Length Provider | Status Clinic
@ Continuing Care [E] Abbott Jame... |ABB101 PERIO 6/22/2018 |5 Unit(s) DSMITH None 50
. Smith Timothy |ABE103 BIOPSY 4/20/2018 DDs1 None CHING
™ Due w/out Appointments
Abbott Jame.. |ABB101 1/22/2018 DENMITH MNone 50
I” Overdue 1-30 Days Johnson Willi... |J00003 PERIO 1/21/2018 DDS1 None CHING
™ Overdue 31-60 Days Abbott Jame... |ABB101 LAB CASE |1/5/2018 DSMITH Out sQ
I~ Overdue 61-90 Days Smith Angela L |SM1234 PERIO 10/12/2017 | 5 Unit(s) DDs1 Qut CEN
Crosby Aman... |CR9998 PERIO 5/4/2017 |5 Unit(s) DSMITH Cut 5Q
I~ overdue >90 Days N i
Winters Carl WINT0O0 PERIO 4/9/2017 |5 Unit(s) DDs1 Out CHING
¢ Unscheduled Appeintments [0]
€ ASAP Appointments [35]
= Unscheduled Tx Plans  [1]
¢ Unscheduled Tx Reguests  [3]
Clinics; ¥ all ;I
Prov: W all LI
&

Tip: You can click the name in the Patient Name column of any record in Scheduling Assistant to open that
patient’s More Information.
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Filtering the Scheduling Assistant List

You can filter the list of patients in Scheduling Assistant to suit your preferences.

Notes:

*  Any changes you make to the filter settings are saved for the next time you access Scheduling Assistant,
even after closing Dentrix Enterprise. Also, the filter settings are user specific, so each user can have his or
her own filter settings to suit their preferences.

* A patient may appear more than once in the list if he or she has multiple items (continuing care types,
broken appointments, ASAP appointments, treatment plans, or treatment requests) that meet the criteria
of the filter settings for the selected list type.

To filter the list
1. In Scheduling Assistant, set up the following filters as needed:
*  List — Select the type of list that you want to view:

*  Continuing Care — The list displays patients with continuing care attached to their records and/
or who need continuing care appointments scheduled. The number in square brackets is a count
of patients that meet the Continuing Care filter settings.

If none of the check boxes under Continuing Care are selected, the list displays patients with
continuing care attached to their records, whether or not appointments have been scheduled for
those continuing care types. To view patients with unscheduled continuing care types that will
be due starting at a certain time and/or that have been overdue for a certain length of time, select
any of the following check boxes:

*  Due w/out Appointments — Any continuing care types that will be due.

*  Overdue 1-30 Days — Any continuing care types that have been overdue for one to 30 days.

*  Overdue 31-60 Days — Any continuing care types that have been overdue for 31 to 60 days.

*  Overdue 61-90 Days — Any continuing care types that have been overdue for 61 to 90 days.

e Overdue >90 Days — Any continuing care types that have been overdue for more than 90
days.

Notes:

*  When selecting and clearing check boxes, the list of results will not be updated until you

click the Refresh/Apply filter settings button Q.

* A continuing care type is considered due or overdue according to the specified Due w/
out Appointments Date Range of the Continuing Care filter. For information about
customizing the Continuing Care filter, see “Customizing the Continuing Care Filter
Settings” in this chapter.

*  The only continuing care types that will be used are those for tracking outstanding lab
cases, tracking patients with plaque indexes over 20, biopsies, and periodontal maintenance.
However, the plaque index and perio maintenance types will be for informational purposes
only. Prophy and perio maintenance will be tracked through treatment plans. Exams will be
tracked with an external report.
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*  Unscheduled Appointments — The list displays patients who have broken appointments that
need to be rescheduled. The number in square brackets is a count of patients that meet the
Unscheduled Appointments filter settings.

Notes:

* Ifa patient is transferred, Dentrix Enterprise will automatically cancel his or her existing
appointment and place the patient onto the Unscheduled Appointments list at the new
location. The broken appointment reason will be Patient Transfer.

*  For information about customizing the Unscheduled Appointments filter, see “Customizing
the Unscheduled Appointments Filter Settings” in this chapter.

* ASAP Appointments — This list is not used because appointments are not pre-booked. The
patient count for this list should always be zero.

e Unscheduled Tx Plans — The list displays patients who have unscheduled treatment plans. The
number in square brackets is a count of patients that meet the Unscheduled Tx Plans filter
settings.

Note: For information about customizing the Unscheduled Tx Plans filter, see “Customizing the
Unscheduled Tx Plans Filter Settings” in this chapter.

*  Unscheduled Tx Requests — The list displays patients who have unscheduled treatment requests.
The number in square brackets is a count of patients that meet the Unscheduled Tx Requests
filter settings. This list is the same list that is shown in the Treatment Request Manager (see
Chapter 1: Treatment Request Manager); however, it is provided in the Scheduling Assistant, so
staff can work in a centralized area to schedule appointments.

Note: For information about customizing the Unscheduled Tx Requests filter, see “Customizing
the Unscheduled Tx Requests Filter Settings” in this chapter.

*  Clinics — To view patients in all clinics, select the All check box. Or, click the search button 21 to
select the clinics whose patients you want to view. By default, the patients for the clinic that you are
currently logged in to are displayed.

*  Prov - To view patients for any provider, select the All check box. Or, click the search button 221 to
select the providers whose patients you want to view.

2. Click the Refresh/Apply filter settings button Q.
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Customizing the Scheduling Assistant
Filters

In Scheduling Assistant, you can customize the filter settings for the Continuing Care, Unscheduled
Appointments, Unscheduled Tx Plans, and Unscheduled Tx Requests lists.

Note: Any changes you make to the filter settings are saved for the next time you access Scheduling Assistant,
even after closing Dentrix Enterprise. Also, the filter settings are user specific, so each user can have his or her
own filter settings to suit their preferences.

Tip: You can reset all filter settings for Scheduling Assistant to the system defaults by clicking the Reset
Filters button O.

Customizing the Continuing Care Filter Settings

1. Click Continuing Care (it becomes a hyperlink when you position your pointer over it).

& Continuin% care [2]

The Continuing Care Filter dialog box appears.

Continuing Care Filter x

Due w/out Appointments Date Range:

From: | &/7/2020 w To: ~

Care Types: [ all LI

Apply | Close

2. Set up the following options:

*  Due w/out Appointments Date Range — To include patients with unscheduled continuing care
types that have due dates within a specified range of dates, enter or select the From and/or To dates
(you can have an open-ended range). One month prior to today is selected as the From date by

default.

*  Care Types — To include patients with unscheduled continuing care of any type, select the All check
box. Or, click the search button 2| o select the desired continuing care types. The All check box is
selected by default.

3. Click Apply.

Dentrix Enterprise 11.0.48 Learner’s Guide



Chapter 3: Scheduling Assistant 27

Customizing the Unscheduled Appointments Filter Settings

1. Click Unscheduled Appointments (it becomes a hyperlink when you position your pointer over it).

o Unscheduledﬁggoirﬂments [3]

The Unscheduled Appointments Filter dialog box appears.

Unscheduled Appointments Filter

Broken Date Range:

From: |&/7/2020 w To: w
Broken Reason: [V All :I

Appt. Reason: W all ll

Apply | Close |

2. Set up the following options:

*  Broken Date Range — To include patients with appointments that were broken within a specified
range of dates, enter or select the From and/or To dates (you can have an open-ended range). One
month prior to today is selected as the From date by default.

*  Broken Reason — To include patients with broken appointments that were broken for any reason,
select the All check box. Or, click the search button ﬂ to select the desired reasons. The All check
box is selected by default.

*  Appt. Reason — To include patients with broken appointments that have any appointment reason

attached, select the All check box. Or, click the search button 22| to select the desired appointment
reasons. The All check box is selected by default.

3. Click Apply.

Customizing the Unscheduled Tx Plans Filter Settings

1. Click Unscheduled Tx Plans (it becomes a hyperlink when you position your pointer over it).

> Unscheduledgxplans [21]

The Unscheduled Treatment Plans Filter dialog box appears.

Unscheduled Treatment Plans Filter

Proc Date Range:

From: |6/7/2020 v To: w
Procedure Range: ¥ al ;I

Proc Approval Status: | all > I

Apply | Close |
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2. Set up the following options:

Proc Date Range — To include patients with unscheduled treatment-planned procedures within
a specified range of dates, enter or select the From and/or To dates (you can have an open-ended
range). One month prior to today is selected as the From date by default.

Procedure Range — To include patients with unscheduled treatment-planned procedures for any
procedure code, select the All check box. Or, click the search button ﬂ to select the desired
procedure codes. The All check box is selected by default.

Proc Approval Status — To include patients with unscheduled treatment-planned procedures
regardless of the approval status, select the All check box. Or, click the search button 2] to select the
desired approval statuses. The All check box is selected by default.

3. Click Apply.

Customizing the Unscheduled Tx Requests Filter Settings

1. Click Unscheduled Tx Requests (it becomes a hyperlink when you position your pointer over it).

" UnscheduledETxReguests [2]

The Unscheduled Treatment Requests Filter dialog box appears.

Unscheduled Treatment Requests Filter

Date Range: |By Tx Request Date =

From: |&/7/2020 w To:

Severity: VAl Lj
Request Types: v Al L]

Request Statuses: W all ﬂ

I Include requests attached to unscheduled appt

Apply ‘ Close |

2. Set up the following options:

Date Range — Select whether to include patients with treatment requests by the request date or the
schedule-by date

From/To — To include patients with treatment requests that have cither a request date or a schedule-
by date (according to the Date Range selection) within a specified range of dates, enter or select the
From and/or To dates (you can have an open-ended range). One month prior to today is selected as
the From date by default.

Severity — This option is not used.

Request Types — To include patients with treatment requests of any type, select the All check box.
Or, click the search button 2] to select the desired types. The All check box is selected by default.

Request Statuses — To include patients with treatment requests regardless of the status, select the All
check box. Or, click the search button 22| to select the desired statuses. The All check box is selected
by default.

Include requests attached to unscheduled appt — Either select this check box to include patients
with unscheduled and scheduled treatment requests, or clear this check box to include only patients
with scheduled treatment requests.

3. Click Apply.
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Copying the List of Records to other
Programs

You can copy selected records to the Windows Clipboard, so you can paste the content into another program,
such as Microsoft Word or Excel. Only the details that you can see in the columns of the list are copied.

To copy the list

1. In Scheduling Assistant, select one or more records. To select multiple, non-adjacent records, while
pressing Ctrl, click the desired records. Alternatively, to select a range of adjacent records, click the first
record of the desired range, and then, while pressing Shift, click the last record of the desired range.

Patient Name | Chart # Req Type Description Severity | Date * | Provider Status Clinic

Crosby Brent L |CRO101 |Patient Broken tooth |1 12/20/2017 Received |DRAPER
Smith Timothy | ABB103 Dental Con... | Tooth discol.. |1 1242042017 Received |DRAPER
Valgardson A.. |VAL100 Provider R... |Follow-up 1 12/20/2017 Received |DRAPER

Click the Copy Selected to Clipboard button L=

Use your third-party program’s paste functionality to paste the contents into that program.

Crosby Brent L CRO101 Patient Broken tooth 1 12/20/2017 Received DRAPER
Smith Timothy ABB103 Dental Consultation Tooth discoloration 1 12/20/2017 Received DRAPER
\Valgardson Adrian  VAL100  Provider Requested Follow-up 1 12/20/2017 Received DRAPER
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Scheduling Appointments from

Scheduling Assistant

You can schedule an appointment from Scheduling Assistant.

Note: You cannot create an appointment for a treatment request with a Canceled or Completed status.

To schedule an appointment

1. In Scheduling Assistant, select a record.

% Scheduling

* Continuing Care [8]

I Due w/out Appointments

™ overdue 1-30 Days

" Overdue 31-60 Days

™ Overdue 61-90 Days

" Overdue >80 Days
Unscheduled Appointments [0]
ASAP Appointments  [35]

Unscheduled Tx Plans  [1]

o I e B |

Unscheduled T Requests  [3]

Clinics: ¥ all il

Prov: [ Al iI

QU

Patient Name | Chart # Care Type | Date * | Length Provider Status Clinic
Abbott Jame.. |ABE101 PERIO 6/22/2018 |5 Unit(s) DSMITH Mone 5Q
Smith Timathy | ABB103 BIOPSY 4/20/2018 DDs1 Maone CHINO
Abbott Jame.. |ABB101 1/22/2018 DSMITH Mone sQ
Johnson Willi... | JO0003 PERIO 1/21/2018 DDS1 Mone CHINO
Abbott Jame.. ABB101 LAB CASE  1/5/2018 DSMITH Qut 5Q
Smith Angela L |SM1234 PERIO 10/12/2017 |5 Unit(s) DDS1 Qut CEN
Crosby Aman... |CR9998 PERIO 5/4/2017 |5 Unit(s) DSMITH Qut 5Q
Winters Carl WINT0O PERIO 4/972017 5 Unit(s) DDs1 Out CHINO

Abbott James §

Care Desc.: Track Lab Case
Due Date: 1/5/2018
Prior Treatment:  12/21/2017
Scheduled Appt:  Mone

Motivational Note:

Contacts in last 6 months: 1

Last Contact: 7/7/2020
Description:  Broken Appointm...
ProvyStaff: DESMITH

H. Phone: (801)555-1212
M. Phone: (801)555-78%6
W. Phone: (801)555-2223

H. Email: documentation@hen...
W. Email: None

¢ C

2. Click the Create Appointment button ¥ This button is available only if one record is selected.

The Select View dialog box appears. Also, Appointment Book opens in the background if it is not already
open.

Enter View Name: I

* Default View of the Clinic

Short-cut | View Name £ | Clinic Select

F2 Draper Hygiene CHIND Manage Views |
F3 Draper Restorative CHINO

F1 Full Schedule CHINO i

Delete

i
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3. Select an Appointment Book view.
4. Click either Select or OK.

The New Appointment Information dialog box appears.

New Appointment Information - (Abbott, James 5)

Continuing

Piov: [DSMITH 5| Care LEB CASE 01/06/2018 »|| | changepar |
ENCH Aftached: -
| ﬂ ™ Use Reason To Auto Update CC Patient Info | |i

Reazon
Other Appt(s]

Initial | Deletel
Tx | Del. &l
Misc. | Schd. Mext

Wit Al Call

Ins Clairn Info

Desc: [LAB CASE

Length: 'D_ min ﬂ Status: |<n0ne> LI Dp:l
Amount:l Schedule: IFIXED j Date: I
RWL: I Type:|<none> j Time: |

Find

¢ iR R

Pin Board

History

M MMM

Staff: I ﬂ Tx Hequest:l >
oK |
Orig. Sched. Operator: IDSMITH Date Sched.: ID?.-"D?.-"2D2D
Note Cancel |

Inzert D ateline |

[~ Chart Pulled

[~ COCR-Form 193 [~ COCR-Form 72250 [ COCR-Form 7425 [ COCR-Form 7429
[~ COCR-Fom237F [~ COCRFom7423 [ CDCRFom7426 [ CDCR-Form 7441
[ COCR-Form 239 [~ COCR-Form 7424 [ COCR-Form 7428 [ CDCR-Form 7443

Notes:

* Ifyou are scheduling a continuing care appointment, the continuing care type and assigned provider
are attached to the appointment automatically.

e Ifyou are rescheduling a broken appointment, the original appointment details, such as the provider,
reason, description, length, and amount, are entered automatically in the new appointment.

* Ifyou are scheduling a treatment-planned procedure, it is linked to the appointment automatically
along with the assigned provider and any corresponding continuing care.

* Ifyou are scheduling a treatment request, it is linked to the appointment automatically along with

the patient’s provider.

5. Set up the appointment details, such as the provider, encounter number, and reason.
Click Pin Board.

Navigate to the desired date for the appointment, and then drag the patient’s appointment from the
Pinboard to the desired time slot in the correct operatory.

8. On the confirmation message, click Yes.
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Family File stores and displays important patient information, such as a patient’s name, address, phone
number, medical alerts, birth date, insurance coverage, employer, and referral information.

Note: Each patient will have a separate Family File record.

Chapter 4: Family File

33

The Family File window contains several sections, called “blocks,” that display information. By double-
clicking any of these blocks, you can enter, edit, or delete corresponding patient information.

0 [PDT]] [DSMITH] [ABB101]] [EC/

Patient Information

¥ Dentrix Family File - (Abbott, James S) [SQ] [UTC

File

Edit

(ol [ [E] bl [&] (o[ [5] (2] @] 3 [6] ba] 5

Help

Mame: Abbott, James 5 [Jim]

Block

Chart #: 4BB101

MEEE

5

Medical Alerts Block

Employer Block ™

Insurance

Information Block

Billing and Payment

Agreement Block

Continuing
Care Block

Patient Notes
Block

Referral Blocks

Address: 1234 Some St Consent: 03/02/1993 Clinic: 501
Chino, CA 18181 First ¥isit: 03/02/1933 551t
Last Visit: 07/08/2020 Birthday: 03/03/1982, 38
Phone: P [801]555-1212, \/ [801)585-2223 Mizsed Appt: Provider: DSMITH
S [301)555-7896 Fee Sched: <Prov Default>
Status: Active, M, Divorced, Guar, Ins, H-of-H E-Mail: documentation@henmyschein. com
dical Employer Cont. 07#22/20 LAE CASE
erts Care 08/08/20 PI>20
e | IS UTANCE: IEntaI Frimary LI Patient Notes M
Company: Delta Ca
Group Plan: Co-Pay/Lab
Groupslieidiiiin
Fee Sched:
Coverage: 0.00 Used: 0.00
Ded. 5/P/0: 0/0/0 Met: 0/0/0
(0530 [ 31560 | 61->90 | 91> [Guspended Balance |  |Refemed By 07/08/2020
=T | o000 | 000 | o000 | o000 [ o000 | Dr. Evans, Jeff
Payment Amt: & Amt Past Due: N& Referred To 07/08/2020
Bill Type: 4 Last Payment: 180.00 1242002017 _Local DAR
Status Hame Position | Gender | Patient | Birthda
HofH Guar Ins | Abbott, James S Divarced | Male Tes 03/03/1982 ~

Notes:

will need to be added manually.

Patient information in Family File will be downloaded automatically from SOMS, but some information

When a patient is paroled or discharged, Dentrix Enterprise will automatically change the patient’s

assigned clinic to the clinic named Z_Paroled/DC and change the patient’s status to Archived. If the
patient re-offends, his or her record will be reactivated automatically.
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The Family File Toolbar

The toolbar contains several buttons that you can click to access certain areas or features of Dentrix Enterprise.

ol [ Bl (% (o= [5]2] @ 2 (4] bl 295 ] = 8] [=] 2] 4 b 3]

The function of each button on the toolbar is explained in the following table.

Button

Name

Description

More Information

Opens the selected patient’s More Information window.

Patient Chart

Opens the selected patient’s Patient Chart.

Ledger Opens the selected patient’s Ledger.
Appointment Book Opens the Appointment Book module.
Office Manager Opens the Office Manager module.
Quick Letters Opens the Quick Letters dialog box.

Continuing Care

Opens the selected patient’s Continuing Care list.

Prescriptions

Opens PowerChart.

Office Journal

Opens the selected patient’s Office Journal.

Document Center

Opens the selected patient’s Document Center.

Message Center

Opens the Cerner Message Center.

Patient Education

Opens the Patient Education dialog box.

Select Patient

Opens the Select Patient dialog box to select a patient.

Referral Analysis

Opens the selected patient’s Referral Analysis dialog box.

IEEE R EEREERREEEEEE

Patient Notes Report

Opens the Patient Notes Report dialog box to print notes.

b
I_

Medical Consultation

Opens PowerChart.

Clinical Notes Opens the selected patient’s Clinical Notes window.
1,.:5; Patient Referrals Opens the selected patient’s Patient Referrals dialog box.
E Patient Health Exchange Opens the selected patient’s Patient Health Exchange dialog box.
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Button

Name

Description

=

DXOne Reports

Click to open DXOne Reporting to generate and manage reports.

Signature Manager

Click to open the Signature Manager dialog box to sign multiple
clinical notes at one time.

] |1

Scheduling Assistant

Click to open the Scheduling Assistant window, which can help

enhance your scheduling workflow.

Selecting a Patient

If you want to view or edit a patient’s information in any patient-specific module (Family File, Ledger, Chart,
Treatment Planner, Document Center, and Office Journal) or schedule an appointment for a patient (in
Appointment Book), you must first select the patient.

To select a patient

1. In a patient-specific module, click the Select Patient button on the toolbar.

The Select Patient dialog box appears.

Select Patient

Search By | Appointments | Advanced Search |

Patient Info Clinic
Show On Sci Keyboard
@ Last Name (Last, First) ~ OOtherID (O Subscriber ID (OThis clinic on On Screen Keytoard ()
(CJFirst Name (First Last) (O Chart# (C)Home Phone (@ All clinics
(O)Preferred Name ss# (C)Birthdate (OMy clinics
Enter Last Name (Last, First):
| Search
[ Include Archived Patients
HoH | Last Name First Name | Mi| Prefemed Name | Bithdate | Sex | Provider Clinic Status Chart #
< >
Previously Selected Patients
HoH | Last Name First Name MI| Prefemed Name Birthdate Sex | Provider Clinic Status Chart # ™
. Abbott James 5 |dim 3/3/1382 M |DSMITH 5Q Patient ABB101
Winters Carl 12/18/1343 |M |DDS1 CHIND Patient WIN100
Crosby Brent L 5/19/1985 |M  |DDS51 CHINOD Patient CRO1M1
Smith Timattny Tim 12/16/1350 (M |DDS51 CHINO Patiert ABB103
< >
More Info Mew Patient/Family 0K Cancel

Tip: For your convenience, the patients that were selected most recently appear under Previously
Selected Patients. If the patient you are looking for appears in the list box, you can select that patient’s
name without having to search for it first.
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2. Do one the following:

*  On the Search By tab, select which type of patient information that you want to search by, select
which clinics you want to search in, and then begin typing letters or numbers (depending on the type

of information).
Select Patient
Search By | Appointments | Advanced Search |
Patient Info Clinic
Show On Sci Keyboard
@ Last Name (Lsst, First) (O Other D (O Subscriber ID OThis clinic ow On Screen Keyboard ()
(O)First Name (First Last) (O Chart# (C)Home Phone (® Al clinics
(O Preferred Name (Oss# () Birthdate (O My clinics
Enter Last Mame (Last, First):
crosh| Search
[ Include Archived Patients
HoH | Last Name First Name MI| Prefemred Name Birthdate Sex | Provider Clinic Status Chart #
Crosby Amanda 11/11/41870 |M  |DSMITH 5Q Patient CR9998
Croshy Brent L 5/19/1955 |M (DDS1 CHIND Patient CRO101
Crosbry Shirey H 9/7/1358 F DDs51 CEN Patiert CRO102
£ >
Previously Selected Patients
HoH | Last Name First Name MI| Prefemed Name Birthdate Sex | Provider Clinic Status Chart # ™
Abbott James 5 |dim 3/3/1382 M |DSMITH 5Q Patient ABB101
Winters Carl 12/18/1343 |M |DDS1 CHIND Patient WIN100
Croshy Brent L 5/19/1885 |M  |DD51 CHINO Patiert CROIM
Smith Timathry Tim 12/16/1350 (M |DDS1 CHIND Patient ABB103
£ >
More Info Mew Patient/Family 0K Cancel

If you type at least three letters or numbers (or all digits of a birth date), any patients that match your
search criteria appear automatically in the results list. Continue typing as needed to narrow the search
results. If you have only one or two letters or numbers entered, click Search to view the patients that

match your search criteria.

Tip: You can use the wildcard character (%) when performing searches.

Notes:

e The Chart # in Dentrix Enterprise corresponds to the CDCR #. For patients with multiple
CDCR #s, Dentrix Enterprise uses only the controlling CDCR #, which should match
PowerChart and SOMS. To view other CDCR #s, open PowerChart, and then review the
Identifiers section within the Patient Information. Also, you can review patient identification
numbers in SOMS.

e The Other ID in Dentrix Enterprise corresponds to the PID. Scroll to the right in either the
results list or the Previously Selected Patients list to see the Other ID.
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On the Appointments tab, select a date (the default date will be today’s date each time you open the
Select Patient dialog box if the Always start with “Today” check box is selected), and select which
clinics you want to search in. The patients who have an appointment on the selected day appear in

the results list.

Select Patient
Search By |: Appointments ;| Advanced Search
Clinic
. (®) This clinic
Show appointments for: | 7/7/2020 -
- DAl clinics
Always start with "Today”
(O My clinics
Last Name First Name MI| Prefemed Name Birthdate Pravider Clinic Status Chart # S5#
Abbott James 5 |dim 3/3/1982 DSMITH 5Q Patient ABB101
£ >
Previously Selected Patients
HoH | Last Name First Name MI| Prefemed Name Birthdate Sex | Provider Clinic Status Chart # ™
: Abbott James 5 |dim 3/3/1582 M |DSMITH 5Q Patient ABB101
- Winters Carl 12/18/1343 |M |DDS1 CHIND Patient WIN100
. Crosby Brent L 5/19/1985 |M  |DDS51 CHINOD Patient CRO1M1
Smith Timathry Tim 12/16/1350 (M |DDS1 CHIND Patient ABB103
£ >
More Info Mew Patient/Family 0K Cancel
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*  On the Advanced Search tab, type part or all of any of the types of patient information that you
want to search by (you can search by multiple criteria), select any of the patient statuses, select which
clinics you want to search in, and then click Search.

Select Patient
Search By | Appointments | Advanced Search
Search @ Patient () Family [ Barcode Scanner
Last Name | crosb Chart # CE)HP':{I; clinic Show On Screen Keyboard ®
First Name 55% Al linics
PI’Ef;:I'_ﬁg Birthday ~ (O My clinics
Sex - ID Type v @
Phone ID#
Status Patient [ Archived
[ Inactive [ Mon-Patient
Search Clear
Search Results
HoH | Last Name First Name MI| Prefemred Name Birthdate Sex | Provider Clinic Status Chart #
. Croshy Amanda 11/11/41870 |M  |DSMITH 5Q Patient CR9998
£ >
Previously Selected Patients
HoH | Last Name First Name MI| Prefemed Name Birthdate Sex | Provider Clinic Status Chart # ™
: Abbott James 5 |dim 3/3/1582 M |DSMITH 5Q Patient ABB101
- Winters Carl 12/18/1343 |M |DDS1 CHIND Patient WIN100
. Crosby Brent L 5/19/1985 |M  |DDS51 CHINOD Patient CRO1M1
Smith Timathry Tim 12/16/1350 (M |DDS1 CHIND Patient ABB103
£ >
More Info Mew Patient/Family 0K Cancel

Note: You can search for a patient by last name, first name, chart number (CDCR number), or date
of birth. If you cannot locate the patient in the dental database, create a ticket in Solution Center.

3. Double-click a patient name in the results list.
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Viewing Patient Demographics

The Patient Information block (the top section) displays a patient’s demographics. To view more details,
double-click the Patient Information block.

MName: Abbatt, James S [Jim] Chart #: ABB101 |@
Address: 1234 Some St Consent: 03/02/1993 Clinic: 5Q
Chino, C& 18181 First Visit: 03/02/1933 SS5#:
Last Visit: 07/08/2020 Birthday: 03/03/1982, 38
Phone: P (301)555-1212, '/ (801)555-2223 Missed Appt: Provider: DSMITH
S [801)555-7896 Fee Sched: <Frov Default
Status: Active, M, Divorced, Guar, Ins, H-of-H E-Mail: documentation@henryschein. com

Note: Certain pre-populated information from SOMS cannot be edited. This includes the patient’s name,
date of birth, and other assigned IDs.

Entering Patient Notes

A patient note can include any information about a patient that you want to be viewed internally in your
office and not be seen by the patient.

Note: Patient notes apply to an individual patient, and you can view them only from the patient’s
appointment information in Appointment Book, from the patient’s Family File, or on the patient notes
report.

Important: Anyone can edit and delete the text of a patient note. Use a clinical note to add any information
that you want to remain permanently on a patient’s record.

To enter a patient note

1. With a patient selected in Family File, double-click the Patient Notes block.

Patient Notes View I

— =7 F— N7 N0 anon

The Patient Note dialog box appears.

Patient Mote

Insert Dateline | “\'}r’l

| wied - Dec 20,2017 -
Jim is Joe Martinez's cousin.

Clear | oK I Cancel |

To insert the current date where the text cursor is positioned in the field, click Insert Dateline.
Type the note. A patient note is limited to 4,000 characters.
Note: You "can click the Check Spelling button E to check the spelling of the note text (this button is

available only if a certain preference setting has been enabled).

4. Click OK.

39
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Viewing and Hiding Patient Notes

Each time you log on to Dentrix Enterprise, patient notes are hidden for all patients by default. When you
first open the Family File of a patient with a patient note, the patient note is hidden by default. Afterwards,
for each patient that you select in the Family File, the notes are viewed or hidden depending on the state of
the previously selected patient’s notes.

Notes:

*  Datient notes apply to an individual patient, and you can view them only from the patient’s appointment
information in Appointment Book, from the patient’s Family File, or on the patient notes report.

* If no notes have been entered for the patient, the block displays “No Note,” and the View/Hide option is
not available.

To view patient notes

If the notes are being hidden, you can view the notes by clicking View. (When you click View, the button
label changes to, “Hide.”)

Patient Notes igw

To hide patient notes

If the notes contain confidential information, it is recommended that you hide the notes by clicking Hide
after each time the notes are viewed. (When you click Hide, the button label changes to, “View.”)

Patient Hotes Hide

-whed - Dec 20,2017 -
Jim iz Joe Martinez's cousin.
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Exporting C-CDA Files

If the security rights assigned to your user account allow it, you can export a C-CDA (Consolidated-Clinical
Document Architecture) file that can be shared with another healthcare professional. The C-CDA file contains
a summary of a patient’s clinical information from the following: the most recent visit, laboratory test results,
medical alerts/problems, and medications.

To export a patient’s health information

1. With a patient selected in Family File, click the Health Exchange button L=l on the toolbar.
The Patient Health Exchange dialog box appears.

Patient Health Exchange - (Abbott, James 5) [SQ] [UTC -06:00 [MDT]] [DSMITH] [ABB... =

Import/Received  Export
Export Patient File (C-CDA)
Export Patiert File To:
| | Browse
Document Type to Export: Export the following formats: C-LDA version:
(® Clinical Summary - For Patient (CS) HTML (Human Readable)  |y21
(O | Transition of Care Summary ] XML (Data File)
Related Referra B
Note:
[] Disable Export Encryption Patient Declined CS Export
History
Export Date Type User Mote Referal Name
View Delete
Close

2. On the Export tab, next to Export Patient File To, click Browse to select the location where you want to
save the .html file (a human-readable format) and C-CDA file (an .xml file that is computer readable).
3. Under Document Type to Export, sclect Transition of Care For Referral (TC). Click the Related

Referral search button to select the referral (to) that you want to associate with the summary. The
related referral is required for you to be able to export the summary.

Note: Under Export the following formats, the HTML (Human Readable) check box is always selected
and cannot be cleared. Leave the XML (Data File) check box selected to have the file contain data in an
XML format.

4. In the Note field, type any notes that you want to attach to the export. Notes are only for your reference
and are not included in the text of the file.
5. Click Export.

A message appears when the export is complete.

6. Click OK.

Note: Each time a C-CDA file is exported, an entry is added to the History list on the Export tab. To view a
file, select it, and then click View.
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Chapter 5: Quick Letters

With Quick Letters you can quickly generate a pre-determined form with patient information, Dentrix
Enterprise will insert as much information as possible into the form, such as his or her name and CDCR

number.
Note: To use this feature, Microsoft Word must be installed.

Quick Letter examples:

*  CDCT-239_Prosthetic Rx, which is a Prosthetic Prescription

¢  CDCR-7225_D, which is a Refusal of Examination and/or Treatment

*  CDCR-7423_RC, which is a Notification of Reception Center Dental Screening
¢ CDCR-7424, which is a Consent for Root Canal Treatment

Note: An outside report will be provided for all patients who are due for their Dental Exam. In Quick Letters,
you can print the Exam Notification, so the notification is logged in the Office Journal.

To generate and print a quick letter
1. In Family File, Ledger, or Chart, with a patient selected (or in Appointment Book, with a patient’s

appointment selected), click the Quick Letters button @ on the toolbar.

The Quick Letters dialog box appears.

Quick Letters - (Abbott, James 5)

— Select Letter

Merge Letter :
Letter Mame Template Frint |

Address on envelope [form feed] dxenvl.doc ——
Blank Letter Form diximi34. doc Buildiews |

Dental Exam Motification dximB0. doc

Mew | Edit | Delete | Close I

2. Select the letter that you want to print.
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3. Do one of the following:
*  To create and print the letter without reviewing it, click Print.
* To create and review the letter in Microsoft Word prior to printing it, click Build/View.

Important: Use Build/View to add custom language to a letter, such as a refusal form or a written
response, before printing it.

Note: Dentrix Enterprise adds an entry in Office Journal that indicates a letter has been sent to the
patient.
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Chapter 6: Office Journal

With the Dentrix Enterprise Office Journal, you can do the following:

*  Record contact among patients, providers, and staff

¢ Enter administrative notes

Dentrix Enterprise automatically adds entries in Office Journal for activities such as scheduling an

appointment and printing Quick Letters.

To open a patient’s Office Journal, do one of the following:

e From any Dentrix Enterprise module (except Office Manager), select a patient, and then click the Office

Journal button

on the toolbar.

*  From Appointment Book, select a patient’s appointment, and then click the Office Journal button

on the toolbar.

*  From Office Manager, click the Office Journal button on the toolbar; cancel the dialog box that

prompts you to select a provider or staff member; from the View menu, click By Patient; and then select

a patient.

%7 Office Journal - Patient: Abbott, James S[Jim] [0!

982] [38] [] [EC/ADA: Yes] [EPRD:

022] [DPC: 1A]  — O

File Edit View Help

o1 B4R E= BT

=-[#] 01/19/2018

R compe:
(4] 01/04/2018
{58 SrglmpEnd#24
[ 12/21/2017
{58 Consult
=[] 12/19/2017

XI Letter

Fatient - After 04/08/2020
ProviStaff at All Clinics - All entries

Appointment
Operatar; DEMITH

Diate: 07/14/2020
Tirne: 1:00:00 Pk

Frovider: HYG1
Clinic: CHIND

Feason:

CompEx
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Viewing Office Journal Entries
Do any of the following:

Click the Expand List button :

Click the Collapse List button =

to expand the list of entry dates to see more information.

™ to collapse the list of entries to see only the entry dates.
Click the View Filters button =» to customize the view when viewing patient, provider, staff, or referral
journal entries.

Click the Hide/Show Info button 2] to show or hide additional information on the right side of the
window for a selected entry.

Viewing Patient Journal Entries

You can display all the entries for a certain patient. Also, you can customize what types of entries are displayed
in Office Journal.
To customize the view

1.

If you are not viewing Office Journal by a patient name, from the View menu, click By Patient, and then
select a patient.
From the View menu, click Filters.

The View Filters dialog box appears

View Filters

Select Journal Entry Types
Spointrnents

rsp Filter By:

Okl amntments . .

Guarantar Payments € This Clinic

HIFAA Privacy & Al Clinics
= by Clinics

Entries Dated After:
Patient Perio Letter |D4,-"DB,-"2020
Payment Agraement Mot v

™ All Journal Entry Types
[~ Save as Default

o]

Cancel |

3. Set

up the following view options:

Select Journal Entry Types — Select the entry types you want to be displayed, or select All Journal
Entry Types to view all entry types.

Filter By — Click This Clinic if you want entries from the current clinic to be displayed, or All
Clinics if you want entries from all clinics to be displayed.

Entries Dated After — To only display items after a certain date, leave the default date, or type a
different cut-off date.

Select Save as Default if you want to save the current settings for the next time you open Office Journal
Click OK to return to Office Journal with the selected view settings.
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Viewing Provider or Staff Journal Entries

You can display entries for a specific provider or staff member. Also, you can customize what types of entries
are displayed in Office Journal.
To customize the view

1. Ifyou are not viewing Office Journal by a provider or staff member, from the View menu, click By
Provider/Staff, and then select a provider or staff member.

2. From the View menu, click Filters.

The View Filters dialog box appears.

View Filters

—Select Journal Entry Types

o i 1l v Patient Broken Appointments
[~ Include Patient Entries [ Patient Letiers

o Femlise [~ Patiant Billing Statements
[~ Include Patient Entries [ Patient Perio Letiers

2 ifizesl=n=sus [~ Referral Gratuities
[ Include Patiant Entries c]
¥ HIPAA Privacy w7

[~ Include Patient Entries

Entries Dated After: IDB."ID?."IZDZD [~ Save as Default
oK I Cancel

Feferral Recaps

Referral Slips

3. Set up the following view options:

* Select Journal Entry Types — Select the entry types you want to be displayed. For Phone Calls,
Reminders, Miscellaneous, and HIPAA Privacy, you can select the accompanying Include Patient
Entries check box to include all patient entries for any of those types, as well.

*  Entries Dated After — To only display items after a certain date, leave the default date, or type a
different cut-off date.

4. Select Save as Default if you want to save the current settings for the next time you open Office Journal.

5. Click OK to return to Office Journal with the selected view settings.
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Viewing Referral Journal Entries

You can display entries for a specific referral (inbound or outbound). Also, you can customize what types of
entries are displayed in Office Journal.
To customize the view

1. Ifyou are not viewing Office Journal by a referral, from the View menu, click By Referral By or By
Referred To, and then select a referral.

2. From the View menu, click Filters.

The View Referral Filters dialog box appears.

View Referral Filters

Select Journal Entry Types Select Provider/Staff

Elﬁm Privacy D | Mame l Statuz ~

R DEF_P.. DEF_PROV,DEF_PROY  Primary

il S [alulchl Srith, Drennis D Primary

Phone Calls HYG1 Hayes, Sally H Secondary

Referal Gratuities DDS2  Hemandez, Maria D Primary

Refenal Fecaps HYG2 ‘wilzon, Paige M Secondary

Feferral Slipz DRO1 Hewitt, Mark O Frimary

Feminders AMCC...  McClure, Angela PFrimary
NRMRR  Rnkh Mavid Primaru &7

¥ &l Jounal Entry Types W For &ll Prow/Staff
iatries Dated [04/08/2020 [ Save as Default
e

(] 8 I Cancel

3. Set up the following view options:

*  Select Journal Entry Types — Select the entry types you want to be displayed, or select All Journal
Entry Types to view all entry types.

*  Select Provider/Staff — Select the providers and/or staff you want to view, or select For All Prov/Staff
to view entries for all providers and staff

*  Entries Dated After — To only display items after a certain date, leave the default date, or type a
different cut-off date.

4. Select Save as Default if you want to save the current settings for the next time you open Office Journal.

5. Click OK to return to Office Journal with the selected view settings.
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Adding Office Journal Entries

You can manually add four types journal entries into Office Journal: Phone Call, Reminder, Misc, and
HIPAA. These entries will include the date, time (except for reminders), and provider/staff members, and you

can add a note.

To add a manual entry

1. In Ofhice Journal, click the Add Journal Entry button 8 on the wolbar.

The Add Journal Entry dialog box appears.

Add Journal Entry - Abbott, James 5[Jim]

Type Date (mrm/dd
IMisceIIaneous 'l 0?/07/2020
FProw/Staff Time (hhimm:ss
IDDS‘I >> | 3:22:00 PM
Diescription
|Descripti0n here

RE
MNote v
Note herg|

oK | Cancel |

2. Set up the following options:

* Type — SclectMiscellaneous.

e Prov/Staff — If you want to assign a provider or staff member to this journal entry, click the search

button ﬂ, and then select a provider or staff member.

*  Description — Type a short description (up to 40 characters in length) for the journal entry.

*  Note — Type a longer description (up to 4,000 characters in length) for the journal entry. Also, you

can click the Check Spelling button ﬂ to check the spelling of the note text (this button is available

only if a certain preference setting has been enabled).
* Date — If needed, change the date of the journal entry.

e Time — If needed, change the time of the journal entry.

3. Click OK.
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Editing Office Journal Entries

Automatic entries (for appointments, billing statements, etc.) cannot be edited, but if the security rights
assigned to your user account allow it, you can edit manual journal entries.
To edit a manual entry
1. In Ofhice Journal, expand an entry date item, and then select the manual entry that you want to edit.
2. From the Edit menu, click Edit.

The Edit Journal Entry dialog box appears.

Edit Journal Entry - Abbott, James 5[Jim]

Type Date (mmddd
IMisceIIaneous 'l 07/07/2020

FProw/Staff Time (hhimm:ss
IDDS‘I > | 3:22:00 P

Description
IMetwith patient

RE
Mote v

Declined to answer questions-DS

| oK I | Cancel I

3. Make any necessary changes:

*  Prov/Staff — If you want to assign a different provider or staff member to this journal entry, click the
search button , and then select a provider or staff member.

*  Description — Type a new or change the existing short description (up to 40 characters in length) for
the journal entry.

*  Note — Type a new or change the existing longer description (up to 4,000 characters in length) for the

journal entry. Also, you can click the Check Spelling button E to check the spelling of the note text
(this button is available only if a certain preference setting has been enabled).

* Date — If needed, change the date of the journal entry.
* Time — If needed, change the time of the journal entry.

4. Click OK.
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Deleting Office Journal Entries

Payment, appointment, and payment agreement note entries cannot be deleted from Office Journal, but if the
security rights assigned to your user account allow it, you can delete letters and manual journal entries.
To delete a manual journal entry
1. In Ofhice Journal, expand an entry date item, and then select the manual entry that you want to delete.
2. From the Edit menu, click Delete.
A confirmation message appears.

3. Click the Yes to delete the entry.

Printing Office Journal Entries

You can print the entries currently being displayed in Office Journal.

Note: Dentrix Enterprise will print whatever entries are currently being displayed in Office Journal regardless
of which entry dates are collapsed or expanded.

To print Office Journal entries
1. In Office Journal, from the File menu, click Print.

The Print dialog box appears.

Print

r— Printer
Name: |2nd Floor Copier LI Properties... |
Status: Ready

Type: Canon iR5570/iR6570 PCL5e
Where:  IP_10.224.18

Comment: ™ Print to file
r— Print range Copies
@« Al Number of copies: |1 3:

 Pages from:|1 to:l‘l ; ; ;
€ Selection _l}ﬂ _2}2 jﬂ

oK I Cancel

2. Select a printer.

3. Set up any other options as needed, and then click OK.
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Chapter 7: Document Center

Document Center can help your office become paperless. You can scan, capture, and import documents
(such as patient forms and referral letters) and images (such as patient pictures and X-rays). You can then
attach these documents to patients, providers, employers, insurance plans, and referral sources. Also, these
documents can be printed, emailed, or sent electronically (for claims).

A document in Document Center can be a document file type (.txt, .rtf, .doc, .docx, and .pdf), an image file
type (.bmp, .gif, .jpg, .png, and .tif), a slide show presentation file type (.ppt. .pptx), a spreadsheet file type
(:xls or xIsx), or any other file type (which can be stored but not previewed in Document Center).

You can open Document Center from Family File, Ledger, Chart, Appointment Book, Treatment Planner,
Collections Manager, and Office Manager by clicking the Document Center button IE on the toolbar.

The Document Center window consists of a menu bar, toolbars, a document tree, a document thumbnails
pane, a document preview area, and a document notes pane.

Document Thumbnails Document Preview Area Toolbars

Menu Bar

2][DPC:1A]  — |

| Abbott, James S (Jim)

- &, iAbbott, James S (Jim) [ABE10T] |
=-[ Dental - Form 7362

»

HE‘IOH J E E EE Whole Document LI

Image received from Dr. M. Jones.

v

£
By Patient - All Dateq- Selected Types

Document Tree Document Notes
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Scanning Documents

You can acquire documents and images in Document Center with a scanner or digital camera.
Document Center can store any important document or image that you may need to attach to a patient,

provider, staff member, insurance carrier, employer, and/or referral.

To scan a document

P
e

1. In Document Center, from the From Device button menu, click the appropriate device.
The corresponding third-party program opens.

2. Select the documents or images you want to acquire, and follow the program’s instructions for acquiring
the document or image. The specific steps to complete this process depend on the device that you are
using.

3. When the acquisition is complete, the Document Information dialog box appears. Enter the appropriate
document information as explained in “Editing Document Information” in this chapter.

Importing Documents

You can import documents and images into Document Center from a file on your computer, another
computer on your office’s network, a disc, an external drive, or a saved email attachment.

Important: Without encryption, transmitting patient health information by email is not secure. Refer to
the CCHCS Information Security and Privacy for guidelines on sharing and transmitting patient health
information.

Document Center can store any important document or image that you may need to attach to a patient,
provider, staff member, insurance carrier, employer, and/or referral.

Important: Do not attach documents to providers, staff, or insurance carriers.

To import a document

1. In Document Center, click the Import from File button &: .

The Import dialog appears.
« v 4 <« GWinn (\int.. » TestFiles v [¥] S Search Test Files
Organize » MNew folder == =
%) Documents ~  Name -
‘ Doanieds Elj Back25choolShort.ppt
b Music B Cancellation letter.rtf
=/ Pictures B Collection.rtf
n Videos ﬂl_] Disclosure.doc
25 Windows () T2 EOB.pdf

|i= ExampleMan.jpg
2 initial HealthReport.rpt.pdf
@,_] January 2011 Phone List.xls

5 WD320GE (E)
== |nstalls (\\fs1) (I:

= help_center (W @I_] Mew Patient.doc

= QAServer (\\fs2) |EI_] Percent of Patients Who Have Received Oral Health Edu...

m= Dexis (ifsTisum ¥ € 2
File name: | v| | Anfites () v
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2. Locate the directory where the file is stored, select the desired file, and then click Open.

3. When the acquisition is complete, the Document Information dialog box appears. Enter the appropriate
document information as explained in “Editing Document Information” in this chapter.

Printing Documents

Document Center provides the following ways to print documents:

Print the Document Center List — The Document Center List consists of the contents in the document

tree for the current view. It will

list all attached documents, according to the filters selected. In the

Document Center, from the File menu, point to Print, and then click Document Center List.

Print documents — You can print a specific document or multiple documents. In the Document Center
document tree, select the documents you want to print. Then, from the File menu, point to Print, and

then click Print Document(s).

Editing Document Information

You can edit the date, type, description, note, attachments, and signatures assigned to a document as long as
the document has not been signed. Once a document has been signed, you cannot change that document’s
date, type, description, or note, but you can attach more sources to it.

To edit document information

1.

In the Document Center document tree, select the document that has information you want to edit.

T - -— F— —

(=

2 L, Abbott, James suﬁ) [ABE101]
=-[Z7 Dental - Form 7362
B R 12202017Form 7362
= '[:')‘ Dental Health History
E K 12/2012017-Dental questionn

\:r Patlent Treatment
% [28Y 12/2012017:Cracked tooth
= l Progress Note

12/2002017-Follow-up

Click the Document Information button E .
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The Document Information dialog box appears.

Document Information

Reference Date: | 7/ 7/2020 ~|  |Patient
Abbett, James S (Jim) [ABB101]
Total # of Pages: 1
Document Type Template:
Document Type:
| Patiert: Treatment |
Description
ICracked Tooth
Mote: Cd

Image received from Dr. M. Jones.

oK | Cancel |

3. Make the necessary changes to any of the following options:
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Reference Date — By default, the date of the document is the current system date, but you can
change it as needed to reflect the correct date of service (dental encounter). This date will appear for
this document in the document tree and when it is printed.

Document Type Template — Select the template that corresponds to the type of document being
added. The Document Type and Description will be populated automatically based on the selected
template.

Notes:

*  Each template corresponds to a CDCR form number. Use the Outside Provider template when
you are adding non-CDCR documents (such as clinical notes or oral surgery notes) from outside
providers.

*  The Document Type and Description associated with each template are configured to match the
setup in PowerChart, so do not change them in the Document Information dialog box.

e Ifa template needs to be changed or a new one added, create a ticket in Solution Center.
p g

Document Type — The type is determined by the selected Document Type Template. Do not change
the type.
Description — The description is determined by the selected Document Type Template. Do not

change the description. This description will appear for this document in the document tree and be
used as a file name for the document when the document is exported or attached to an email message.

Important: Without encryption, transmitting patient health information by email is not secure.
Refer to the CCHCS Information Security and Privacy for guidelines on sharing and transmitting
patient health information.

Note — Type any pertinent notes regarding the document. The note text will be appended
automatically to the text of an email message with this document attached, and you can view the note
when previewing this document.
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*  Modify Attachments — To associate the document with a patient, provider/staff, employer, insurance
plan, and/or referral other than the current patient, provider/staff, employer, insurance plan, or
referral currently being viewed in Document Center, click this button. For more information about
document sources, see “Modifying Document Attachments” in this chapter.

Note: If you are acquiring from the Document Center printer driver or the Document Center
Unfiled Documents window, by default, the document does not have any attachments associated

with it.

4. Click OK.

Modifying Document Attachments

If the security rights assigned to your user account allow it, you can modify attachment sources for a specific
document as needed (for example, to transfer a document that was scanned into the wrong patient’s record
to the correct patient’s record). You can associate a document with a patient, provider/staff, employer, dental
insurance plan, medical insurance plan, inbound referral, and/or outbound referral. Also, you can assign
additional sources to a document that has been signed.

To modify a document’s attachments

1.

In the Document Center document tree, select a document.

e e F—— —

(=

- & iAbbott, James S (Jim) [ABB101] |
=-[77 Dental - Form 7362

B B 12202017 Form 7362

E 'f__'j Dental Health History

= 12/20/2017:Dental questionn

E l__'j Patient Treatment

= b

=77 Progress Note

= 12/2002017-Follow-up

Click the Modify Document Attachments button ER
The Modify Document Attachments dialog box appears.

Medify Document Attachments

Attach Documents By

Document Attachments

Patient Patient
Provider/Staff
Employer

Dental Insurance Plan

Medical Insurance Plan

Referred BY

Abbett, James S (Jim) [ABE101]

cogoogeee

Referred TO

Remove Attschment

Diocument Signatures... |
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3. Make the necessary changes:

*  Attach Document By — For each entity that you want to attach to the document, click the
corresponding entity’s search button &, and make your selection:

* Patient — In the Select Patient dialog box that appears, select a patient.

*  Provider/Staff — In the Select Provider/Staff dialog box that appears, select the desired provider
or staff member.

* Dental Insurance Plan — In the Select Dental Insurance Plan dialog box that appears, select
the desired insurance plan.

*  Medical Insurance Plan — In the Select Medical Insurance Plan dialog box that appears, select
the desired insurance plan.

*  Referred BY — In the Select Referred By dialog box that appears, select the desired referral

source.
The attachment associations appear in the Document Attachments list box.

¢ Remove Attachment — To remove an attachment, select it in the Document Attachments list box,
and then click Remove Attachment.

4. Click Close.

Deleting Documents

If the security rights assigned to your user account allow it, you can delete a document as needed. Dentrix
Enterprise will not delete the original document from the computer but will remove it from Document
Center.

To delete a document

1. In the Document Center document tree, select the document you want to delete.
- & iAbbott, James S (Jim) [ABB101] |
=] \_1 Dental - Form 7362

2. Click the Delete Selected Document(s) button 1
Do one of the following:

e If the document has multiple attachment sources, a dialog box appears. Select whether you want to
delete the document for only the current attachment source being viewed in the Document Center or
delete the document for all attachment sources, and then click OK.

* If the document is attached to only the source being viewed in Document Center, a confirmation
message appears. Click OK.
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Signing Documents

You can apply signatures to a document attached only to patients, providers, and/or staff. You can apply a
signature to a document for each patient, provider, or staft member attached to the document.

Chapter 7: Document Center

Important: Once a document has been signed, you cannot change the document information, but you can

attach the document to additional sources.

To sign a document

1.

In the Document Center document tree, select the document you want to sign.

—a . we CI— 1 —

=

=

- & iAbbott, James S (Jim) [ABB101] |
2-[ 7 Dental - Form 7362

B B 12202017 Form 7362

-

E L__'j Dental Health History

= 12/20/2017:Dental questionn

-

E L__'j Patient Treatment

= b

= [:'j Progress Note

-8 12/2002017-Follow-up

Click the Sign Document button . (If the selected document already has at least one signature, the

button looks different. Ejf‘:‘)

The Sign Document dialog box appears.

Sign Document

Mame IJames 5. Abbott

Date I 7/ 72020 'l

WARNING: Adding 2 signature will profubit
any edifing of the Document Information

OK

Clear

Cancel |

The Name field automatically displays the patient, provider, or staff member selected in Document
Center, but you can change the name as needed.

Use a mouse or other supported device to add your signature in the Signature box. If you need to erase
the signature so that you can re-sign, click Clear.

Click OK.

59
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Chapter 8: Appointment Book

Appointment Book provides tools to help you navigate through the schedule, search for open times, and
manage appointments. Typically, you will identify appointment needs and schedule appointments from
Treatment Request Manager and Scheduling Assistant. However, in Appointment Book, you can record
broken appointments and print the schedule.

Appointment Book is divided into the menu bar, calendar, time bar, provider color bar, date bar, operatory
ID, toolbar, navigation buttons, pin board, day view, week view, month view, and flip tabs.

Provider Co Operatory ID

bGveto Pinboard Help Navigaﬂon
817 = /Buttons
Rl Goal
AF-DPO AF-OP0Z | AF-OPO3
: 10 | Day View
: : Week View
e i T Month View

: : Pin Board
50 50 A

12:00pm 12:00pm
10 A0
:20 :20 |V ik |
30 30 =
40 40
50 5| F

1:00pm 1:00pm m

10 10 A i
i o ‘/Fllp Tabs
230 230 _'h
40 40
50 50 Z

[200m _—l

Since most appointments will be made with a couple of days of receiving a treatment request, you can use the
navigation buttons to navigate to the correct date.

dop
To search for an open time for a particular day of the week or time, click the Find New Appointment Time

button on the toolbar.
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The Appointment Book Toolbar

The toolbar contains several buttons that you can click to access certain areas or features of Dentrix Enterprise.

0] | =) (=] (%] [ 5] |2 (8] 1] ] o] =] &) |v] (] 1] ] (2] [0 | ] 3]

The function of each button on the toolbar is explained in the following table.

Button

Name

Description

More Information

Opens the More Information window of the patient scheduled for
the selected appointment.

Patient Chart

Opens the Patient Chart of the patient scheduled for the selected
appointment.

Opens the Family File of the patient scheduled for the selected

Family File .
appointment.

Ledeer Opens the Ledger of the patient scheduled for the selected

case appointment.
Office Manager Opens the Office Manager module.
Quick Letters Opens the Quick Letters dialog box.
Prescriptions Opens PowerChart.
Office Journal Opens the Office Journal of the patient scheduled for the selected

appointment.

-

Document Center

Opens the Document Center of the patient scheduled for the
selected appointment.

Message Center

Opens the Cerner Message Center.

Opens the Break Appointment dialog box to select a reason for

Break Appointment breaking the selected appointment.

Schedule Appointment Opens the Sele.ct Patient dialog b.ox to.select a patient, and then
the New Appointment Information dialog box opens.

Find New Appointment Opens the Find New Appointment Time dialog box to find an

Time available appointment time by entering search criteria.

Locate Appointment

Opens the Select Patient dialog box to select a patient, and then
the Appointments dialog box appears.

Set Complete

Opens the Set Appointment Procedures Complete dialog box.

Delete Appointment Deletes the selected appointment.

Medical Alerts Opens the Mf:dlcal Alerts window of the patient scheduled for the
selected appointment.

Clinical Notes Opens the Clinical Notes window of the patient scheduled for the

selected appointment.

S EEESNE R E E R R E R EEEEE

Patient Health Exchange

Opens the Patient Health Exchange dialog box of the patient
scheduled for the selected appointment.
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Button

Name Description

=

DXOne Reports

Click to open DXOne Reporting to generate and manage reports.

Signature Manager

Click to open the Signature Manager dialog box to sign multiple
clinical notes at one time.

] |1

Scheduling Assistant

Click to open the Scheduling Assistant window, which can help
enhance your scheduling workflow.

Scheduling Appointments for
Treatment Requests

You can schedule an appointment for treatment requests from the Treatment Request Manager. For
information about using Treatment Request Manager, see Chapter 1: Treatment Request Manager.

Tip: You can also schedule appointments for existing treatment requests from Scheduling Assistant. For
information about using the Scheduling Assistant, see Chapter 3: Scheduling Assistant.

Note: When scheduling an appointment for a treatment request, the treatment request will automatically be

attached to the appointment. If the appointment requires additional treatment requests, you can attach those
requests, too.

To schedule an appointment for a treatment request

1.

Do one of the following:

In the Edit - Treatment Request (or New - Treatment Request) dialog box, click Create Appt.

Edit - Treatment Request - (Abbott, James S [ABB101])

Request Date: Deescription: Reviewed

0707/2020 @ | [Crackedtooth | b=tz

07/07/2020 [E~

Reguest Type: Severity:

PRI > 1 > Provider:

Status: Scheduled by Date: DSMITH =

Reviewed ~ 772020 w
Motes:

JJL molarin back. DK to schedule as emergency ASAP.

Create Appt Update Cancel
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*  With one or more treatment requests selected in Treatment Request Manager, click the Create

Appointment button ¥ This butcon is available only if at least one request is selected.

x Treatment Request Manager - [CENTRAL]

Thitsz 2 Al Patient Name Chart# Req Date Req Type Description Severity Rev Date Rev Pr.. Status  Clinic Request Details:
Abbott James 5 | ABB101 7/1/2020 patient Cracked tooth 1 7/1/2020 DSMITH |Receiv... 5Q Abbott James §
RevProv: [ Al Crosby BrentL |CRO101 7/7/2020  |Patient Broken tooth 1 Receiv... CHINO EPRD:  7/7/2022
Smith Timothy ~ (ABB103 7/1/2020 Dental Consultat... | Tooth discoloration |1 Receiv... |CHINO Appointment Date/Time:
Req Type: [A All Valgardson A. VAL100 7/7/2020 Provider Reque... |Follow-up 1 Receiv... CHINO 12/21/2017 10:00AM UTC -06:00
Winters Carl WIN100 7/7/2020 Patient Toothache 1 7/7/2020 DSMITH |Receiv... |CHINO
Req Status: [ All Notes:
UL malar in back. OK to schedule as
Req Date: emergency ASAP.
From:
To:

* o=

€

+ 7 - -

Note: You cannot create an appointment for a treatment request with a Canceled or Completed status.

The Select View dialog box appears. Also, Appointment Book opens in the background if it is not already
open.

Enter View Name: I

Short-cut | View Name # | Clinic Select

F2 Draper Hygiene CHIND Manage Views |
F3 Draper Restorative CHINO

F1 Full Schedule CHINO i

Delete

i

* Default View of the Clinic

0K Cancel

2. Select an Appointment Book view.

3. Click either Select or OK.
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The New Appointment Information dialog box appears.

Mew Appointment Information - (Crosby, Brent L)

Continuing
Prowv: IDDS1 ﬂ Care ﬂ
EMCH Attached:
| ﬂ ¥ Use Reason To Auto Update CC

i

Change Pat

Patignt Info | |—

Reazon

Initial | Deletel
T | Cel &l
Mise. |

Dese: |

Length: ,D_ min ﬂ Status: |<n0ne> j Dp:l
Amount:l Schedule:IFIXED LI D ate: I

Other Appt[z)

Ing Clairn Irfo

Schd. Mext
whait Al Call

¢ i

Find
Fin Board

History

]
=

o[ Twefaome 7] Time: | »|
st [ 33
Orig. Sched. Dperator: W Date Sched.: IW

Mote:
Insert Dateline |

T Request: IBroken taath

0K

Cancel

i

[~ Chart Pulled

[~ COCR-Form 193 [~ COCR-Form 72250 [ COCR-Form 7425 [ COCR-Form 7429
[~ CDCR-Form 237-F [ CDCR-Form7423 [ CDCR-Form 7426 [ CDCR-Form 7441
[~ CDCR-Form 233 [~ CDCRForm7424 [ CDCR-Fom7428 [ COCR-Form 7443

Chapter 8: Appointment Book 65

Note: The treatment request is linked to the appointment automatically along with the patient’s provider.

The status of the linked treatment request changes to Scheduled automatically.

Set up the appointment details, such as the provider, encounter number, and reason.

Note: The encounter number is required because it is used to send the clinical notes over to Millennium.

5. Use one of the following methods to find an available time slot for the appointment:

* Pinboard: (This is the preferred method since appointments are not pre-booked more than a few days

in advance.)

a. Click Pin Board.

Navigate to the desired date for the appointment, and then drag the patient’s appointment from

the Pinboard to the desired time slot in the correct operatory.

c.  On the confirmation message, click Yes.
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* Find New Appointment Time tool:
a. Click Find.
The Find New Appointment Time dialog box appears.

Find Mew Appointment Time

Select Provider(s) Select Days Start Date

MCCLURE I™ Sunday 07/08/2020 >3 -
v Monday * Dayls) ﬂﬂﬂ -
V¥ Tuesda " Weekls]
1y
" Month(z] ﬂﬂﬂ

Select Op.[s] [ Saturday

End: ﬂ
Providers/operatories in
@ View Fantuenin ]
" Clinic ’h ™ Search By apnt Tupe
W Select All Ops il G
[ Mo Duplicate Operatory Times SearchMiew | Search Cancel

Select Time Block

W ‘wednesday
V¥ Thursday Time R ange

W Friday Appt Langth:ﬂ

[™ Time Pattern Search

Clear 4l | Stat [ |

b. Set up the following options:

Dentrix Enterprise 11.0.48 Learner’s Guide

Select Provider(s) — Select the providers whose availability you want to search for. By
default, the providers assigned to the current view being used in Appointment Book appear
in the list.

Select Op(s) — Leave Select All Ops selected to search for open times in all operatories, or
deselect the operatories that you do not want to search for open times in. By default, the
operatories assigned to the current view being used in Appointment Book appear in the list.

Providers/operatories in — By default, View is selected, and the providers and operatories
assigned to the current view being used in the Appointment Book appear in the Select
Provider(s) and Select Op.(s) lists. To display providers and operatories assigned to

a different view, select the desired view from the list. Or, to display the providers and
operatories for the clinic that you are currently logged in to, select Clinic.

If you change the current selection under Providers/operatories in, you must make new
selections in the Select Provider(s) and Select Op.(s) lists.

Select Days — Select the days of the week that you want to include in the search.

Start Date — Enter the date from which you want to start searching, or click the search
button > to select the date from a calendar. By default, this is today’s date.

Note: Alternatively, to advance the Start Date by a specified interval relative to the date
currently entered, select an interval type (Day(s), Week(s), or Month(s)), and then click a
number button. For example, if you want to look for an available appointment time starting
six months from today, click Month(s) and then 6 to advance the starting date by six
months.

Appt Length — Leave the default length selected, or click the search button 22| to set the
amount of time needed for the appointment. You can also indicate a time pattern: chair
(blank), assistant (/), and provider (X) time.

No Duplicate Operatory Times — If the search finds the same open time in multiple
operatories on a given date, and you want only the first of those duplicate times to be listed,
select this check box.




c. Click Search/View.

The Available Appointment Times dialog box appears and lists the first 10 available times that

match your search criteria.

Available Appointment Times

Fri  07A10/2020 8:00am
Fri  07A10/2020 8:00am

Fri  07A10/2020 1:00pm

Ularn -
Thu 07/09/2020 8:00am -
Thu 07/09/2020 8:00am -
Thu 07/03/2020 1:00pm -
Thu 07/09/2020 1:00pm -
Thu 07/09/2020 1:00pm -

Fri 07/10/2020 8:00am -

12:00pm
12:00pm
5 00pm
5:00pm
5:00pm
- 12:00pm
- 12:00pm
12:00pm
- B:00pm

Morel Viewl Wiew Nextl

D5SMITH : Al
DSMITH :
DSMITH
DSMITH
DSMITH
DSMITH
DSMITH :
DSMITH
DSMITH :
DSMITH

Select | Cancel |
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d. Select the date and time that you want to preview in Appointment Book, and then click View.

Appointment Book displays that date and outlines that time.

Tip: If none of the 10 displayed dates and times will work, click More to list the next 10 available

dates and times.

e. To use the selected date and time to schedule the appointment, click Select; otherwise, click

Cancel to change your search criteria.

Notes:

All appointments must have a yellow E on them. This denotes that insurance has been attached to the

patient’s record (refer to step 5¢).

If you schedule a patient and the appointment color is white, the provider chosen for this appointment
has not be sent up correctly. To resolve the issue, create a ticket in Solution Center.
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Linking Treatment Requests to
Appointments

If a patient already has an appointment scheduled to which you need to link a treatment request, you can link
that treatment request to that existing appointment. You can link multiple requests to one appointment, but
you cannot link a request to multiple appointments.

To link a treatment request to an appointment

1. In Appointment Book, double-click an appointment.

I [E]
7

The Appointment Information dialog box appears.

MNew Appointment Information - { y, Brent L)
Continuing —
Prov: IDSMITH ﬂ Care I ﬂ Change Pat |
ENCH Attached: -
| ﬂ V¥ Use Reason To Auto Update CC Fatient Infa | |—

Reazon

Iitial | Pz Consultation-per seszion Deletel
Tx | Del. &l
Misc. | Schd. Mext

W ait il Call

Other Apptlz]

Ing Clairn Irfo

Desc: |Eonsult
Length: | 30 minﬂ Status: |<n0ne> j Dp:IADP'I ﬂ Find

Amount: [0.00 Schedule: [FIXED ~| Date: [07/09/2020 Pin Board
Rl |u.un Type: [General ~| Time: [#00am »| Hiaw

¢ iR R

Staff: I ﬂ Tx Hequest:l
oK |
Orig. Sched. Operator: IDSMITH Date Sched.: ID?.-"D?.-"2D2D
Mate: Cancel |

Inzert D ateline |

[~ Chart Pulled

[ CDCR-Form 193 [~ COCR-Form 72250 [~ COCR-Form7425 [ CODCR-Form 7429
[~ COCR-Form237-F [ COCR-Form 7423 [ COCRForm 7426 [ COCR-Form 7441
[~ CDCR-Form 239 [~ COCR-Form7424 [~ COCR-Form7428 [ CDCR-Form 7443

2. Click the Tx Request search button 2|
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The Select Treatment Request dialog box appears.

ct Treatment Re

Patient C ooth e <Not Linked>

3. Select the treatment requests that you want to link to this appointment. To select multiple requests, while
pressing Ctrl, click the desired requests. Only treatment requests that have been created for the patient
whose appointment you are viewing are available. Also, if a selected request is already linked to another
appointment, you will be asked if you want to unlink the request from its current appointment and link
the request to this appointment.

Note: You cannot attach a treatment request with a Canceled or Completed status to an appointment.

4. Click OK.

The status of any linked treatment requests changes to Scheduled automatically.

5. In the Appointment Information dialog box, click OK.
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Breaking Appointments

When a patient doesn’t show up for or cancels his or her appointment, or, if for some reason, your office has
to cancel the appointment, you can break the appointment. To prevent these broken appointments from
being forgotten, Dentrix Enterprise moves them to the Unscheduled List, where they can be reviewed on a
regular basis. When you break an appointment, Dentrix Enterprise moves all of the entered information to
the Unscheduled List so that you don’t have to re-enter it later. The appointment remains on the Unscheduled
List until you reschedule it.

Also, when you try to schedule an appointment for a patient with a broken appointment, Dentrix Enterprise
displays a message that states that the patient has a broken appointment and prompts you to reschedule it.

To break an appointment

1. In Appointment Book, select the appointment.

2. Do one of the following:

e If ducats have already been produced, or if it is past the ducat cut-off time, break the appointment:

e
a. With the appointment selected, click the Break Appointment button on the toolbar.
The Break Appointment dialog box appears.

Break Appointment

l The appointment will no longer be dizplayed from the Appointment List.
' It will be moved ta the Unscheduled List. BREAK, appointrment?

Reason: |[SEN{n]

ak I Cancel |

b. Select the Reason that corresponds to the broken appointment code that you entered in the
Patient Chart.

c. Click OK.

Note: Dentrix Enterprise moves the appointment from Appointment Book to the Unscheduled List
and updates the last missed appointment information in Family File to reflect the date the patient
broke the appointment and the number of times the patient has broken appointments. Also, Dentrix
Enterprise automatically adds an entry in the patient’s Office Journal.

* Ifyou are going to reschedule the appointment immediately, do so as explained in “Moving
Appointments” in this chapter.
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You can quickly move an appointment to a new day, time, and/or operatory as needed.

* By dragging (same day):

1. In Appointment Book, click and drag the appointment to a new time and/or operatory.

bbott, James 5

picPosFl, pisd
H:555-111

EORE S~

|

i, James 5
Apic hipdd
H:555-111 ‘@
DROBE

2. On the confirmation message that appears, click OK.
*  With the Pinboard (same day or different day):

1. In Appointment Book, click and drag the appointment to the Pinboard.

Tlibthté 555210'3? [ &bbatt, Pamcg@ #|List
A Ramalg3Per Tty IFeriE —
-JH:555-1586 -|H:555-1586 @'
-Innsg rneca !

Tip: To return an appointment on the Pinboard to its original time and operatory, from the File

menu, click Refresh.

2. Once you find a new day, time, and/or operatory for the appointment, click and drag the

appointment to the desired spot on the schedule.

-| &bbott, Patricia -[Zbbuott, F'at-lic' - (ImEe
AmalgiPerttl3 .« g e

- Hi585-1586 | 5551588 ]

qonss [lirnca

3. On the confirmation message that appears, click OK.

Changing the Status of an

Appointment

You can change an appointment’s status to track the stages of the corresponding patient’s visit.

Note: When the patient arrives on site, you will change his or her appointment status to Here. This will
change the color of the bar on the left side of the appointment to blue to visually indicate to the staff that the

patient has arrived for his or her appointment.

To change an appointment’s status

1. In Appointment Book, select the appointment.

2

2. From the Status menu, select a status.
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Working with ASAP Appointments

With Dentrix Enterprise, you can flag scheduled appointments as ASAP (As Soon As Possible). Once you
have flagged an appointment as ASAD, it appears on the ASAP List.

Note: Since you will rarely pre-book dental appointments, you will likely not flag appointments as ASAP very
often. However, there may be a scenario where an oral surgeon needs to schedule an additional day or a lab
case comes in early; in which case, you may want to flag the patient’s appointment as ASAP to put him or her
on a quick call list.

To flag an appointment as ASAP

While scheduling or editing an appointment, in the New Appointment Information or Appointment
Information dialog box, select ASAP from the Schedule list.

To schedule an ASAP appointment

1. In Scheduling Assistant, select ASAP Appointments to view appointments that have been marked as
ASAP. For more information about opening and filtering the Scheduling Assistant list, see Chapter 3:
Scheduling Assistant.

Locate an ASAP appointment, and verify that the patient is available.

Reschedule the ASAP appointment as explained in “Scheduling Appointments from the Scheduling
Assistant” in Chapter 3: Scheduling Assistant.

Printing the Appointment Book View

The Appointment Book View Report shows your daily schedule.

To print the Appointment Book View Report

1. In Appointment Book, from the File menu, click Print Appointment Book View.

The Select View dialog box appears.

Select View
Se_lec:t — Print Wie
Provider(s) ~ Appaintment Display Info ¥ Frint smount
Line 1: IName 'l I~ Print &ppt Colors
I~ Print Day Note

Lime 2: IApptHeason 'l
Line 3 IPhone 'l

[ Print Perfect Day
I™ Print Time at Right

Time ‘ie

Line 4: IProwder LI R IS_
Lirne & Im @ am © pm
. End Hr: |5_
Dot Line &: Im ® am O mm
[07/0872020 >>| Line 7: [Stat ~|

Line & IW’ork Fhone 'l

Line 3 IPref. Marme 'l

Save Print Yiew |
Load Print Wiew |

Pririt

| Batch I

Cancel |
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2. 'The current view in Appointment Book determines the default settings for the report, but you can change
any of the following options as needed:

Select Provider(s) — Select up to 10 providers to include on the report.
Select Op(s) — Select up to 10 operatories to include on the report.

Date — By default, the current date is used as the date for which the schedule will be printed, but you
can type a new date in the Date field or click the search button >* to select a date.

Appointment Display Info — Depending on the length of an appointment, up to nine lines of
information can be displayed on the face of an appointment. For each Line, select the information
you want to have displayed on that line, or select [None] to leave that line blank.

View Options — Select any of the following:

*  Print Amount — To print the scheduled production amount for the day, week, or month.

*  Print Appt Colors — To print in color if you are using a color printer instead of in grayscale.
e Print Day Note — To print the Appointment Book day note for the date being printed.

*  Print Perfect Day — To print the perfect Day Scheduling time blocks.

*  Print Time at Right — To include the time bar on the right side of the appointments in addition
to the time bar along the left side.

*  Time View — Type the earliest hour of appointments that you want to print in the Start Hr field.

Type the latest hour of appointments that you want to print in the End Hr field. Click am or pm
for both fields.

3. If you want to save the current settings for the next time you print the Appointment Book View, click
Save Print View. Only one Appointment Book View per computer can be saved.

4. Click Print to print the report to the default printer for Office Manager, or click Batch to send the report
to the Batch Processor in Ofhce Manager.

Completing Appointments

You will post/charge procedures from Appointment Book by marking patients’ appointments as “Complete.”
When you are completing an appointment, you can choose to post the procedures attached to that
appointment to Ledger and Chart.

To complete an appointment

1. In Appointment Book, locate the appointment. If the appointment’s provider and/or reasons do not need
to be changed, select it. (Skip step 2.)

_

2. If the appointment’s provider and/or reasons need to be changed, do the following to edit the
appointment:

a.

Double-click the appointment.
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The Appointment Information dialog box appears.

Appointment Information - (Abbott, James 5)

Continuing —
Praw: IDSMITH ﬂ Care ﬂ Change Pat |
ENCH Attached: =
| ﬂ [V Use Reason To Auto Update CC Patient Infa | |i

Reazon

Imitial | Pz Panoramic film Deletel
Pz Comp oral evaknew/estab pa

T | Del Al

Misc. | Schd. Mext

W ait il Call

Other Appt[z)

Ing Clairn Irfo

Desc: |F'ano, CompEx

Length: ,H min Status: |<n0ne> j Op: IADF"I ﬂ Find
mount: [100 Schedule: [FIXED | Dater 070872020 Fin Board
AU [P0 Type[General  v] Time: [S00am »| History
Staff: I— ﬁ Tu Hequest:l ﬁ

Orig. Sched. Dperator: W Date Sched.: IW

Mot Cancel

Insert Dateline |

¢ iR

0K

i

[~ Chart Pulled
[ Late &ppt

[~ COCR-Form 193 [~ COCR-Form 72250 [ COCR-Form 7425 [ COCR-Form 7429
[~ CDCR-Form 237-F [ CDCR-Form7423 [ CDCR-Form 7426 [ CDCR-Form 7441
[~ CDCR-Form 233 [~ CDCRForm7424 [ CDCR-Fom7428 [ COCR-Form 7443

b. Make any necessary changes to the Prov or Reason as needed.

Notes:

e If the appointment requires a $5.00 co-pay, click Initial to select Co-Pay Visit as an appointment
reason.

*  If the patient has refused treatment, remove any treatment that has not been completed, and then
click Initial to select Patient Refusal as an appointment reason.

c. Click OK.

3. Click the Set Complete button ¥ on the toolbar.
The Set Appointments Complete dialog box appears.

Set Appointment Procedures Complete

Select Procedures

Mote: All attached treatment requests will be et to complete

Set Complete I Cancel

Notes:

*  All procedures attached to the appointment are selected. If a procedure has not been completed on
this visit, deselect that procedure.

*  For prosthetic procedures, the ADA code will be charged out with the Final Impression. If there is a
Preliminary Impression first, that will be no charge. At the final impression appointment, the ADA
code and in-house code for the Final Impression will be charged out.
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*  For after-hours emergency visits, in addition to the ADA codes being posted, the ADA code of
D9440 (Office visit-after regular hrs.) will be posted.

e Ifa procedure that requires additional treatment information (such as a tooth number or surface) has
been attached to the appointment (by clicking Misc. in the New Appointment Information dialog
box), that procedure will not be set complete. Deselect it. You will have to post it to the patient’s
Chart or Ledger separately, specifying the appropriate treatment areas.

3. Click Set Complete.

Dentrix Enterprise posts the procedures to Chart and Ledger, and the appointment in Appointment Book
becomes gray to indicate that the appointment has been completed.

Notes:

*  The goal is to have all appointments grayed out or rescheduled by the end of the day.
*  Each patient’s Dental Priority Classification (DPC) should be confirmed and, if needed, edited. This can

be done when the patient’s clinical note is signed.

Editing Appointments

You change the provider and/or reasons pertaining to an appointment if those options need to be changed
when you are completing that appointment. For information about how to complete an appointment, see
“Completing Appointments” in this chapter.

Unlinking Treatment Requests

If you need to unlink a treatment request from an appointment, you can do so from the corresponding
patient’s More Information window. For information about how to unlink a treatment request, see
“Managing Treatment Requests” in Chapter 2: More Information Window.
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Deleting Appointments

You can permanently delete an appointment from the Appointment Book. The only time you should delete
an appointment for patient of record is if you scheduled the appointment for the wrong patient or the
appointment should not have been scheduled in the first place.

Note: When you delete an appointment, Dentrix Enterprise makes an entry in the audit trail, indicating the
date and time you deleted the appointment.

To delete an appointment

1. In Appointment Book, select the appointment.

2

2. Click the Delete Appointment button @ on the toolbar.
A confirmation message appears.

3. Click Yes.
Note: If a treatment request was attached to the appointment, the status of that treatment request changes
automatically according to the following criteria:

*  With a reviewing provider selected, the status changes to Reviewed.

Req Date Req Type Description Severity RevDate RevProv  ApptDate  Status

12/15/2020 |Patient |Brokentooth |4 |12f15!2020 |DSMITH| ||Rew'ewed I

*  Without a reviewing provider selected, the status changes to Received.

Req Date Req Type Description Severity RevDate RevProv  ApptDate  Status

12/15/2020 | Fatient | Eroken tooth |4 | | | I Received

Dentrix Enterprise 11.0.48 Learner’s Guide



Scheduling Events

Appointment Book is not just for managing patient appointments. It also allows you to schedule events, such
as staff meetings, vacations, and activity reminders. You can use an event to block out time or close one or all
operatories in Appointment Book, so you have a visual reminder that you cannot schedule during that time.

An event can be for a single day or be a recurring event for up to one year.

To schedule an event or a series of events

1.
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In Appointment Book, navigate to the starting date of the event, right-click in the desired operatory at

the desired starting time for the event, and then click Schedule Event.

Y Appointment Book <CDCR> <5Q> <UTC -06:00 [MD

File View Status Setup Apptlists Moveto Pinbo

MNote  |RVU Fee: 00 | RV Goal 1
= T | AF-OP01

The Schedule Event dialog box appears.

Schedule Event

— Event Time — Operatories
Start: | 8:20am il Endil 8:30am
ADP2
[ Close Operatary (1l Day Event) AOP3
—Ewent Day:
Stat [7/08/2020 5> | End:[07/08/2020 > |
Select Days of the ‘wWeek
¥ Sun. W Mon W Tues. W Wed
W Thus. W Fii B Sat. Clear Al |
™ al
Description: - Event Color
e —
[ Center Description on Scheduled Event

Motes

Insert Dateline | wl

MOTE: If multiple operatories and/or days are specified for the Event, separate Events
[one per day per operatony] will be created/displayed in the Appointment Book. The
Event creation process may take several minutes depending on the criteria specified.

(] 8 Cancel
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2. Set up the following options:

* Time, Days, Operatories — By default, Dentrix Enterprise uses the operatory, date, and time for the
event that corresponds to the time slot where you right-clicked to begin scheduling this event. You
can change the Event Time, Event Days, and/or Operatories as needed. If the event will last the
entire day, select Close Operatory (All Day Event).

Notes:

*  You must select at least one day. If the event starts and ends on the same day, select that day of
the week.

*  You cannot schedule an event that overlaps a scheduled appointment or another event.

e Description — Type a description for the event or series. To center the description horizontally at the
top of the event block in Appointment Book, select Center Description on Scheduled Event. With
this check box cleared, the description is left aligned.

¢ FEvent Color — Click the button to choose a color for the event.

Tip: When choosing a color for the event, choose a light color that contrasts with the black text
of the event description, so you can see the words easily. For example, black text will not be easily

readable on a dark blue background.
* Notes — Type any notes that apply to the event.

Important: If you create a repeating event, be aware that if you want to delete the whole series, you must
delete each event in that series one at a time.

3. Click OK.

Y Appointment Book <CDCR: TC -06:00 [MDT]>

File View Status Setup Apptlists Moveto Pinbeard Help

EEREEM

e | RYLU Fee: 00 303 Tuesday - July 7, 2020

Notes:

*  The event creation process may take several minutes, depending on the date range specified, the days
of the week selected, the number of operatories selected, and the number of future appointments

scheduled.

* Ifyou attempt to schedule a single event that overlaps with an existing appointment or event, a
message appears and states that the operatory is already scheduled at the requested time.

e If Dentrix could not create an event that is part of a series because that event overlaps with an existing
appointment or event, a log file appears for your reference. You can correct the conflicts and then
schedule events to match those in the series you created previously.
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Rescheduling Events Using the
Pinboard

You can use the Pinboard to quickly reschedule an event.

To reschedule an event using the Pinboard
1. Drag a partial-day or all-day event to the Pinboard.
A copy of the event appears as an event icon on the Pinboard.
A Gt

!

2. Drag the icon from the Pinboard to the desired date, time, and operatory.

Editing Events

You can edit an event’s details as needed. If the event is part of a series (an event that repeats at regular
intervals), only the occurrence you are editing is affected.

To edit an event

1. In Appointment Book, double-click the event you want to edit.

The Edit Event dialog box appears.

Edit Event
—Ewvent Time — Operataries
Stark: I 2:00am ﬁl End:l 5:00pm il ADP1
[ Cloge Operatary (41 Day Event) AOP3
—Event Day

Stat [07/08/2020 »»| Enet [07/0872020 5> |
Select Days of the Week

M Sun [ Mon W Tues [ wed

[~ Thus. T Fii [ Sat Clear &I |

Description:

e ——
[~ Center Description on Scheduled Evert
Ingert Dateline |E

[~ &l

— Ewvent Color

Motes

MOTE: If multiple operatories and/or days are specified for the Event, separate Events
[one per day per operatory] will be created/displayed in the Appointment Book. The
Event creation process may take several minutes depending on the criteria specified.

Delete | (] 8 I Cancel
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2. Edit the various event options as needed. For information on setting up event options, see “Scheduling

Events” in this chapter.
3. Click OK.

Deleting Events

You can delete a single event or an event that is part of a series. You cannot delete a whole series of events at

one time; you must delete each occurrence separately.

To delete an event

1. In Appointment Book, double-click the event you want to delete.

The Edit Event dialog box appears.

—

[ Center Description on Scheduled Event

Notes
Insert Dateline I%

MNOTE: If multiple operatories and/or days are specified for the Event, separate Events
[one per day per operatory] will be created/displayed in the Appointment Book. The
Ewvent creation process may take several minutes depending on the criteria specified.

Delete I oK I Cancel |

2. Click Delete. On the confirmation message that appears, click Yes.
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Chapter 9: Chart

Chart is the clinician’s working chart for the patients’ clinical treatment information. Clinical staft will
enter existing dental restorations, current conditions, and completed treatment. You can access Perio Chart,
Treatment Planner, and Clinical Notes from Chart.

The Chart window consists of the menu bar, toolbar, graphical chart, procedure buttons, procedure code
category buttons, status buttons, and progress notes.

Procedure Buttons  Procedure Code Category Buttons

¥ Dentrix Chart - (Abbott, James

File Options View Prim/Perm Procedures  Mul
EN =R = A
- Diagnostic Preventive
@ Festorative Endodontics
R Periodontics Prosth, remoy
A " 1 ( @ Mawilla Prasth Implant Serv
d ¥ - - ! ) Prastha, fixed Oral Surgery
{ A i H ﬂ Ds213| Ds2ti = =
P . Orthodontics Adjunct Sery
Graphlcal Chart == ¥ 4 I U ko] i Conditions In - House
m L Lab Use Only
w | 1 f F ) A EFEID)| | e | T EI]| Exl Treat Plan | Complete | '“I'—Status Buttons
e T-W b @630 M| || |
L L
J | \ Chart Notes Mgl ﬂ
H
Date | Tooth [ Surf | Proc | Proy | Clinic Description Stat [ AP [Amount -~ [~ 0
07/06/2020 TS008 DSMITH 50 Flaque TON cles LA G L (]
07/07/2020 18 MOD  D2160 DSMITH 50 Amalgam-3 surf. prim/perm TP 0.00 % Treat Plan
07/07/2020 18 MOD 15106 DSMITH 50 Caries/decay CON [ Completed
07/07/2020 24 DEO10 DSMITH 50 Surg place implant: endasteal TP 0.00 I Evisting
¥ Conditions
I~ Exams
I Proc. Notes
I Clinic Notes
I Consent Forms
@
I -

Progress Notes

Note: On the title bar, when you have a patient selected, you will be able to view the patient’s name, clinic,
appointment provider, CDCR number, date of birth, age, bed, TABE score, EPRD and DPC code.
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The Chart Toolbar

Chart includes a toolbar to provide easy access to most of the charting tools and other areas of Dentrix
Enterprise.

ol [=][E] el (& (ol [5][2] @] (%] bal (] [ [ 0] (4] [ [ @6 4] = bd 2] 2] 3] B

The function of each button on the toolbar is explained in the following table.

Button |Name Description

E More Information Opens the selected patient’s More Information window.
o8 Family File Opens the selected patient’s Family File.

E Ledger Opens the selected patient’s Ledger.

Q. Appointment Book Opens the Appointment Book module.

Q Office Manager Opens the Office Manager module.

i Quick Letters Opens the Quick Letters dialog box.

g Continuing Care Opens the selected patient’s Continuing Care list.

BR Prescriptions Opens PowerChart.

@ Office Journal Opens the selected patient’s Office Journal.

Document Center Opens the selected patient’s Document Center.

ﬁ Patient Education Opens the Patient Education dialog box.

e Select Patient Opens the Select Patient dialog box to select a patient.
@I Print Dental Chart Prints the patient chart.

E Work Chart Displays the work chart view.

-E- Full Screen Chart Displays the fullscreen chart view.

D Progress Notes Expands the Progress Notes panel to fill the window.
i Treatment Planner Opens the selected patient’s Treatment Planner.
Perio Chart Opens the selected patient’s Perio Chart.
|§| Medical Alerts Opens the selected patient’s Medical Alerts window.
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Button [Name Description

Patient Health Assessment | Opens the Patient Health Assessment dialog box.

Orders Opens the Orders dialog box.
Clinical Notes Opens the selected patient’s Clinical Notes window.
MiPACS Opens MiPACS.

Patient Health Exchange Opens the selected patient’s Patient Health Exchange dialog box.

DXOne Reports Click to open DXOne Reporting to generate and manage reports.

Click to open the Signature Manager dialog box to sign multiple

Signature Manager . .
clinical notes at one time.

Click to open the Scheduling Assistant window, which can help
enhance your scheduling workflow.

G| ST IS S

Scheduling Assistant

Opening Chart

You can open Chart from Appointment Book.

To open a patient’s Chart

1. In Appointment Book, double-click the patient’s appointment.

_
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‘The Appointment Information dialog box appears.

Appointment Information - (Abbott, James 5)

|

Misc. |

Continuing
Praovw: IDSMITH ﬂ Care ﬂ Change Pat |
Attached:
EREY | ﬂ [V Use Reason To Auto Update CC Patient Info |
Reazon
Other Appt(z)
Imitial | Pz Panoramic film Delete |
Pc Comp oral eval-new/estab pa Ing Claim Info
Tx Del. &l

Desc: |F'ano, CompEx

Length: | 40 minﬂ Status: |<n0ne>

| op[aoPr »l

Amaunt; |u.un Schedule: |FIXED

Schd. Mext
wiait Al Call

Find

i

RwU: IU-DD Type:IGeneraI
Staff: | )
Orig. Sched. Operator: IENTEHPHISE

Tx Request: ICraCked taath

] Date: [07/08/2020 > PinBoard |
LI Time: IS:DDam ﬂ Histary |

Date Sched.: IU?.-’D?.-"2D2U

Mate:

Insert Dateline |

--------------- wied - Jul 8, 2020 --eeeeeeeeee
Patient iz sensitive

0K

Cancel

i

[~ Chart Pulled
[ Late &ppt

[~ CDCR-Form 193
[~ CDCR-Form 237-F
[~ COCR-Fam 233

[~ CDCR-Form 7423
[~ CDCR-Form 7424

[~ CDCR-Form 7225-D

[~ CDCR-Form 7425
[~ CDCR-Form 7426
[~ CDCR-Form 7428

[~ CDCR-Form 7429
[~ CDCR-Form 7441
[~ CDCR-Form 7443

2.

provider.
3. Click OK.
4.
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Handling Global Alerts

Global alerts, which are attached to problems, allergies, and medications (PAM), will appear mainly when you
open Chart. For example, for a patient who is allergic to Penicillin, not only will the Medical Alert icon be a

red cross, but an a notification will appear when you open his or her Chart.

To handle a global alert

When a notification appears, select the Do not show this alert again today check box to suspend the alert for
this patient for today only, and then click OK to dismiss the message.

Alert - Abbott, James 5 [ABB101]

@ Penicillin Alergy

The patient is allergic to Penidilin,

Bibliographic Citation: Citation here | DeveloperfAuthar: Author name |
Funding Source of Technical Information: Funding source | Release Date:
07/07/2020 | Revision Date: 07/07/2020

Education URL:  Allergy ta penidilin (disorder)

™ Do not show this alert again today

Assigning Encounter Numbers

If Chart is the first area you open for a patient during his or her visit, you must assign an encounter number
to the patient’s visit. This encounter number is used to send the clinical notes over to Millennium.
To assign an encounter number
1. Open a patient’s Chart.
The Encounter Required dialog box appears.

Encounter Required

Encounter #:

| >

OK I Cancel |

2. Click the Encounter# search button ﬂ
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The Select Encounter Number dialog box appears.

Select Encounter Number

— Search By Search Date
7 Thiz Clinie Erttry Date - 7 Thisweek 7 This Year
& Al Clinic  This Manth & Al Dates
Encounter # Fatient Type | Clinic: | Entry Date | Provider Patient Clazz | Discharge Date
100000018121719 5Q 07/07/2020 DSMITH
(] 8 I Cancel |

Note: Typically, Dentrix Enterprise will show only the encounters that are currently open in Millennium.
If there are multiple encounters listed, make sure you select the encounter that you want your clinical
note attached to. For example, for an inpatient visit, you should select the inpatient encounter. To verify

which is the correct encounter, open Millennium.

3. Select the encounter number to attach to this visit, and then click OK.

4. Click OK.

Changing the Provider for a Charting

Session

When you open a patient’s Chart, the appointment provider’s name should appear on the title bar. If the

provider displayed is not the treating provider, select the correct provider.

To change the provider for a charting session

1. In Chart, with a patient selected, from the File menu, click Change Provider.

The Select Provider dialog box appears.

Select Provider

| ID |

McClure, &ngela
Smith, Denige
Srith, Dennis D
Hermandez, Maria D
DEF_PROY, DEF_PROY
Hewitt, Mark O

Robb, D avid

Sith, Dernis

Jackson, Lateesha
Hayes, Saly H

Wilzon, Paige M

Search By
D Last Mame: ; l:i;ilii:i: @ All Providers
I Ias ame: € My Ciics " InApptBaok
Mame Clinic: 1D

CHIND
CHIND
CENTRAL
CENTRAL
CENTRAL
CEN

sQ

CHIND
CENTRAL
CENTRAL

0K

v

| Cancel |

2. Select the provider to whom all work posted during this session should be assigned.

3. Click OK.

Note: You can change the provider for an individual procedure by editing it after it has been posted.
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Posting a Code for No Screening

For a patient who is not in need of an RC screening, you must post the in-house code “No RC Screening
Needed” and enter a clinical note that explains why the RC screening is not needed.

Note: This is for rare cases when a dentist administratively completes an RC Screening as outlined in IDSP/P.

To post a code for no screening

1.

In Chart, with a patient selected, make sure the appointment provider’s name appears on the title bar. If
not, change the provider as explained in “Changing the Provider for a Charting Session” in this chapter.

Click the In-House procedure code category button.

[7/2022] [DPC: 1A]

Al b [2] T Bl 3

Diagnos! Preventive

Restorative Endodontics
Periodontics Prosth, remov
Masillo Prosth Implant Serv
Prostho, fixed Oral Surgery
Orthodentics Adiunct Serv
Conditionrs In - House

Lab Use Only

£0| Ex| Treat Plan | Complete | + |
| | |
view | %] 5|

The Select Procedure Code dialog box appears.

Select Procedure Code

Code Descrption

coom Inmate Refuzal
coanz Appoaintment [ nterrupted
C0003 Grie:

Julls
cloo7 Flaque Index » 20

(] 8 I Cancel I

Double-click C0004 No RC Screening Needed.
Click Comp.

To create the clinical note that explains why the RC screening is not needed, do the following:

a. Click the Clinical Notes button on the toolbar to open Clinical Notes.
b. Expand the Administrative template category, and then double-click the RC Screening template.

c.  Answer the prompts that appear.

Notes:
*  'This clinical note will appear in the Signature Manager for signing.

*  For more information about entering a clinical note, see “Entering Clinical Notes Using Templates”
in Chapter 11: Clinical Notes.
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Verifying and Editing PAM Data

You must confirm and/or edit a patient’s problems, allergies, and medications (PAM) in PowerChart.

To open PowerChart, with a patient selected in Chart, click the Prescriptions button EI on the toolbar.

Verifying Patient Health Assessments

A patient health assessment (PHA) is an electronic record of a patient’s vitals (height, weight, blood pressure,
and so forth). A patient’s health assessment will be entered into PowerChart, and you can view it in Dentrix
Enterprise.

To view a patient’s health assessments, with a patient selected in Chart, click the Patient Health Assessment

button on the toolbar.
The Patient Health Assessment dialog box appears.

% Patient Health A ment - (Abbott, James 5) [SQ] [UTC -06:00 [MDT]] [DSMITH] [ABB101] [03/ 982] [38][] [EC/ADA: Yes] [EPRD:

Vitals and BMI

Date BP Pulse | Tem| Age | Weight | Hgt/Len | BMI Resp Rate | Pulse Ox | Inhaled O2 Conc_| Provider Clinic
3 90%: CHINO

07/07/2020 118/83 38 g 1"
04072020  120/80 64 98.6 °F 38 160.... & 17 211 30 90% 50% DSMITH CHINO

Add Edit Delete Print Graph Close |

Entering Prescription Orders

You can add a new order for a prescription in PowerChart. After the order is placed, and the medication has
been verified by the pharmacy, the prescription can be seen in Dentrix Enterprise.

To open PowerChart, with a patient selected in Chart, click the Prescriptions button EI on the toolbar.

Dentrix Enterprise 11.0.48 Learner’s Guide



Chapter 9: Chart 89

Viewing Lab Orders

You can view lab orders (for example, blood tests, biopsies, and cultures) for a patient in Chart.

To view lab orders, with a patient selected in Chart, click the Orders button on the toolbar.
The Orders dialog box appears.

1[DPC: 14]
—Orders r—Results for Sel i Order
Date | Panel | Test Name |ID | Resutt | Units
13 Rwave dur L 100016 | In Progress Fasting Blood Glucose 0012 | D0123456 | mg/dl
worann | Ee—
06/07/2013 | Hx Caries susceptibility tests
06/07/2013 | Hx Adjunc pre-diag test-detect muc

Add Order | Edit Order Delete Order | Unattach Result|  ViewResult |  Education |

Order Dat: | Panel | Test Name | Test Date | ID | Resut | Units
0 Blood Glucose Fasting Blood Glucose D6/04/2013 3 | 3456 rg/dl

Close

Accessing MiPACS Imaging Software

You can access the MiPACS imaging software from Chart to view a patient’s digital images stored in that
program.

To open MiPACS, with the patient selected in Chart, click the MiPACS button E on the toolbar.

Changing Dentition in Chart

By default, Chart is set to show all teeth as permanent for patients. However, you can change the dentition for
specific teeth on a patient-by-patient basis.

Important: Do not change to default setting.
To change the dentition

1. In Chart, with a patient selected, select the teeth whose dentition you need to change to primary.

2. From the Prim/Perm menu, click Change Selected.
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Charting Conditions

You can chart a condition, such as an open contact, caries, or a missing tooth, to help create an accurate
representation of the patient’s oral cavity in the graphical chart.

Tip: To chart all conditions as a group, before you start charting, click the Auto-State button (+), and then
click EO. After you finish charting conditions, click the Auto-State button (-) again to turn off auto-state, or
click a different status button to chart treatment with the corresponding status.

To chart a condition

1. In Chart, with a patient selected, make sure the appointment provider’s name appears on the title bar. If
not, change the provider as explained in “Changing the Provider for a Charting Session” in this chapter.

2. If the condition you are entering requires a tooth number, select the appropriate tooth/teeth in the
graphical chart.

¥ Dentrix Chart - (Abbott, James 5) [SQ] [UTC -06:00 [MDT]] [DSMITH] [ABB101] [(
File Options View  Prim/Perm i-Codes Dental Diagnostics  Help

[0l (&[5 v (& o] b [l (] [l (0] -] (0] (e ][] [ oed (=] (5] ] ] 3
1] Diagnostic Preventive
iz Restorative Endodontics
— Periodontics Prosth, remov
=
Masillo Prosth Implant Serv
i Prostho, fixed Oral Surgery
— o i RgmclSe
s Conditionrs In - House
@ = Lab Use Only
w20z 5203| EO | Ex| TreatPlan | Complete | + |
Clear | H |

Chart Notes view | %] 5>

[ _Date [Tooth[ Suif [Pioc [Prov [ Clinic |  Descripion [ N [ D [ M [Stat[ AP [Amount - [Ty 5
07/06/2020 15008 DSMITH SQ Plague CON

07/07/2020 18 MOD  D2160 DSMITH SQ Amalgam-3 surf. prim/pem iTF o.00

v»nq

3. Click the Conditions procedure code category button, and then double-click a condition.

4. Do one of the following:
* If the selected condition requires the selection of quadrants, sextants, or arches, the Quadrant
Selection, Sextant Selection, or Arch Selection dialog box appears. Select the applicable treatment
areas, and then click OK.

Quadrant Selec...

[ uR| I~ UL [T s1|C 52| 53

TR L T se| T 5|1 54
0K | Cancel | ok | Cance! | 0K | Cancel |
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If the selected condition requires the selection of surfaces, the Surface Selection dialog box appears.
Do one of the following:

If one tooth is selected:

Surface Selec...

[ Mesial

[ Incizal/Declusal
I Distal

[ Lingual

[ Facial/Buccal
[ Class Five

Surfaces (]

I—
0K | Cancell

a. Select the applicable treatment areas.

b. Click OK.

If multiple teeth are selected:

Surface Selection

[~ Mesial

™ Distal
[ Lingual

[ Facial/Buccal

I Class Five

Surfaces

l—
Apply to all teeth |
o_|[m]

[ Incisal/Dcchusal

Add

surfaces, and then click Add.

Do one of the following for the other teeth listed:

With the first tooth selected in the list on the left, select the check boxes of the applicable

*  To apply the specified surfaces to all the other teeth listed, click Apply to all teeth. On
the confirmation message that appears, click either Yes to apply the surfaces to all the
teeth listed (you can change the surfaces of any tooth as needed before you click OK) or
No to apply the surfaces to only the selected tooth (you must then add surfaces to each

tooth separately before you click OK).

Surface Selection

Taoth 13 0D,

[~ Mesial

[ Incisal/Dcchusal
I™ Distal

™ Lingual

™ Facial/Buccal
[T Class Five

Surfaces acd

ao.
Apply to all teeth
(] 8 | Cancel |
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To add surfaces to each tooth separately, select a different tooth in the list on the left,
select the check boxes of the applicable surfaces, and then click Add. Repeat this process

as needed for the other teeth listed.

Surface Selection

|T00th 18 M,

[ Mesial

[ Incisal/Dcchusal
™ Distal

™ Lingual

[ Facial/Buccal
[T Class Five

Add

Surfaces

oD,

Apply to all teeth |
Eancell

Notes:

You can also change the surfaces for any tooth in the list by selecting that tooth.

To continue, every tooth in the list must have at least one surface applied.

c. Click OK.
5. Click the EO status button.

Charting Existing Treatment

You can chart existing treatment, such as a restoration, to help create an accurate representation of the

patient’s oral cavity in the graphical chart.

Tip: To chart all existing treatment as a group, before you start charting, click the Auto-State button (+), and
then click EO. After you finish charting existing treatment, click the Auto-State button (-) again to turn off
auto-state, or click a different status button to chart treatment with the corresponding status.

To chart an existing treatment

1. In Chart, with a patient selected, make sure the appointment provider’s name appears on the title bar. If
not, change the provider as explained in “Changing the Provider for a Charting Session” in this chapter.

the graphical chart.

T Dentrix Chart - (Abbott, James 5) [SQ]

:00 [MDT]] [DSMITH] [ABB10'

If the existing treatment you are entering requires a tooth number, select the appropriate tooth/teeth in

File Options View

(0[5 5] v &

Prim/Perm  Procedures  Mul

odes Dentel Diagnestics  Help

(6] il (9l [ ] [s#] (3] ] ol e ) (4] (]

[ _Date [Tooth[ Suif [ Pioc [ Prov | Clinic |

07/06/2020
07/07/2020 18

15008 DSMITH SQ
D2160 DSMITH SO
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[ Descipon [ N [ D [ M [Stat] AP [Amount ~
COoN

EHE M E
B [Z] i Diagnostic Freventive
i’; [ Restorative Endodontics
&= Periodontics Prosth, remov
‘g’ LAIS Masillo Prosth Implant Serv
=
@I ] Prostho, fixed Oral Surgery
osers| psen
i i Adiunct Serv
L s oz Condiors In- House
(@ = Lab Use Only
w201 | w02 15203 | £0 | Ex | Treat Plan | Complete | + |
Clear | H |
Chart Notes View | ¥] >>

-~ Notes

v |aP

L[]
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Specify the procedure by using a procedure button, a procedure code category button, or the Procedures

menu.

Do one of the following:

If the selected procedure requires the selection of quadrants, sextants, or arches, the Quadrant
Selection, Sextant Selection, or Arch Selection dialog box appears. Select the applicable treatment
areas, and then click OK.

Cuadrant Selec...

T ur| T L

CLR| T LL

oK I Eancell

[T s1|C 52| ™ 53

[~ se|| I s5|| I s4

Cancel |

[]8 I Eancell

If the selected procedure requires the selection of surfaces, the Surface Selection dialog box appears.
Do one of the following:

If one tooth is selected:

Surface Selec..

[ Mesial

[ Incisal/Declusal
I Distal

[ Lingual

[ Facial/Buccal
[ Class Five

Surfaces add

I—
0K | Cancell

a. Select the applicable treatment areas.
b. Click OK.

If multiple teeth are selected:

Surface Selection

Tooth 18:
Tooth 15:

[~ Mesial
[ Incisal/Dcchusal
™ Distal

™ Lingual

[ Facial/Buccal
[T Class Five

Surfaces acd

l—
Apply ta all teeth |
o_| o]

a.  With the first tooth selected in the list on the left, select the check boxes of the applicable

surfaces, and then click Add.
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b. Do one of the following for the other teeth listed:

*  To apply the specified surfaces to all the other teeth listed, click Apply to all teeth. On
the confirmation message that appears, click either Yes to apply the surfaces to all the
teeth listed (you can change the surfaces of any tooth as needed before you click OK) or
No to apply the surfaces to only the selected tooth (you must then add surfaces to each
tooth separately before you click OK).

Surface Selection

Tooth 18: 0D, 7 Mesial

Tooth 13: 00, [ Incisal/Dcclusal
I Distal
[ Lingual
I Facial/Buccal
[ Class Five

Surfaces fudd

IDD,
Apply to all teeth
(] 8 | Eancell

*  To add surfaces to each tooth separately, select a different tooth in the list on the left,
select the check boxes of the applicable surfaces, and then click Add. Repeat this process
as needed for the other teeth listed.

Surface Selection

|Tooth 16: M, ™ Mesial
[~ Incisal/Declusal

™ Distal

™ Lingual

[ Facial/Buccal
[T Class Five

Add

Surfaces

oD,

Apply to all teeth |
Eancell

Notes:
*  You can also change the surfaces for any tooth in the list by selecting that tooth.

* To continue, every tooth in the list must have at least one surface applied.

c. Click OK.
5. Click the EO status button.

Charting Treatment Needs

You can chart work that needs to be completed (treatment-planned).

Tip: To chart all treatment needs as a group, click the Auto-State button (+), and leave the Treat Plan button
depressed. After you finish charting treatment needs, click the Auto-State button (-) again to turn off auto-
state.

To chart a treatment need

1. In Chart, with a patient selected, make sure the appointment provider’s name appears on the title bar. If
not, change the provider as explained in “Changing the Provider for a Charting Session” in this chapter.
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If the treatment need you are entering requires a tooth number, select the appropriate tooth/teeth in the
graphical chart.

T Dentrix Chart - (Abbott, James S) [SQ] [UTC -06:00 [MDT]] [DSMITH] [ABB101]

File Options View

Prim/Perm  Procedures Multi-Codes  Dental Diagnestics  Help

2] [38][] [EC/ADA: Yes] [EPRI

[0l [l [E] v (& [0l [5]14] bl ] [ [ (0] [ (0] o] (0 (2] (5] oo (=] [50] [ (3] [

=2 Diagnostic Freventive

3§ [oe Restorstive Endodortics

=[] Perodonics Prosth, remoy

LEG Malo Prosth Implant Serv

glEf- Prostho, fixed Oral Surgery

@' o[ —— e

W) [oroe| oo Conditions In - House

@ = Lab Use Only
[ ) , || e o2 2| 0 | Ex | TreatPran | complete | + |
& - H < Clear | H |
\ " | chant Notes View | %] »>
[Tooth [ Suif ] [ Prov | -

] 15008 DSMITH 50 — s Con o Ameunt+ [ Notes ‘ v [ar| Q‘

07/07/2020 18

D2160 DSMITH SO

Plagie
Amalgam-3 suf. prim/pem i

0.00

7 Trast PI

Specify the procedure by using a procedure button, a procedure code category button, or the Procedures
menu.

Do one of the following:

* If the selected procedure requires the selection of quadrants, sextants, or arches, the Quadrant
Selection, Sextant Selection, or Arch Selection dialog box appears. Select the applicable treatment
areas, and then click OK.

Cuadrant Selec...

[ UuR| I~ UL [ s1|F s2| 7 53
C R L T se| T 5|1 54
0K I Cancel | oK I Cancel | QK I Cancel |
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If the selected procedure requires the selection of surfaces, the Surface Selection dialog box appears.

Do one of the following:

¢ If one tooth is selected:

Surface Selec...

[~ Mesial

[ Incizal/Dcchusal
I Distal

[ Lingual

™ Facial/Buccal
[ Clags Five

Surfaces add

I—
0K | Cancell

a. Select the applicable treatment areas.

b. Click OK.
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If multiple teeth are selected:

Surface Selection

Tooth 18:
Tooth 15:

[ Mesial

[ Incisal/Dcchusal
™ Distal

™ Lingual

[ Facial/Buccal
[T Class Five

Add

Surfaces

l—
Apply to all teeth |
e

C.

With the first tooth selected in the list on the left, select the check boxes of the applicable
surfaces, and then click Add.

Do one of the following for the other teeth listed:

To apply the specified surfaces to all the other teeth listed, click Apply to all teeth. On
the confirmation message that appears, click either Yes to apply the surfaces to all the
teeth listed (you can change the surfaces of any tooth as needed before you click OK) or
No to apply the surfaces to only the selected tooth (you must then add surfaces to each
tooth separately before you click OK).

Surface Selection

[ Mesial

[ Incisal/Dcclusal
[ Distal

[ Lingual

[ Facial/Buccal
[™ Class Five

Surfaces fadd

IDD,
Apply to all teeth
(] 8 | Eancell

To add surfaces to each tooth separately, select a different tooth in the list on the left,
select the check boxes of the applicable surfaces, and then click Add. Repeat this process
as needed for the other teeth listed.

Tooth 1 .
Tooth 15: 0D,

Surface Selection

[ Mesial

[ Incisal/Declusal
I Distal

™ Lingual

[ Facial/Buccal
[T Class Five

Add

|T00th 18 M,

Surfaces

oD,

Apply to all teeth |
Eancell

Notes:

You can also change the surfaces for any tooth in the list by selecting that tooth.

To continue, every tooth in the list must have at least one surface applied.

Click OK.

5. Click the Treat Plan status button.
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Linking Conditions and Treatment-
planned Procedures

You can link multiple conditions to a treatment-planned procedure, or alternatively you can link a treatment-
planned procedure to a condition. To link a condition and a treatment-planned procedure, they must both
already be charted. Linking a condition and a treatment-planned procedure allows you to have that condition
invalidated automatically when you complete the corresponding treatment-planned procedure.

To link a condition to a treatment-planned procedure

1.

The Edit or Delete Procedure dialog box appears.

Edit or Delete Procedure

Operator: | DSkITH E ncounter ﬂ:l
[iate: ID?.-"DB.-"2D2D Start Date:l Completion Date: I

Procedure: ID?‘I 40 ﬂ | Extract enupted th/exposed rt Procedure Status

) . & Treatment Plan
Clinic: | 50 ﬂ Override Ins. E stimate— Ao SEs
Tooth:|1? [~ Prim. Ins. I INone VI

 Completed
[T Sec Ins.l Sl

" Exigting-Current Prow

Amaunt: 0.00

" Exigting-Other Prov

RwL: 0.00 [~ Do Mot Bill Dental Insurance

Provider:lDSM”H ﬂ ™ Redquire Start/Completion Date Modifier:l

Conditior
{zu

Invalidate Upon Completion: € w/ith Werlfication  Auomatic € Mone

Diagnoses: ﬂ I

Motes:

y
Credits > |

Felated Referal
’7Hefened: 10" Mumber Type 10 Mumber

I ﬂ Hemove“ LI I
Delete | Cancel |

2. Click the Conditions search button il

The Select Condition Codes dialog box appears.

Select Condition Codes - (Abbott, James 5) [ABB101]

| Status | Date | Code | Description | Tooth | Surface I
07/08/2020 15004 Bleeding
O 07/06/2020 15008 Plague
Cancel |

In Chart, with a patient selected, on the Progress Notes panel, double-click the treatment-planned
procedure that you want to link a condition to.

Clear Selection | oK I

3. Select the check box of any condition that you want the procedure to be linked to.

4. Click OK.
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5.

Select an Invalidate Upon Completion option to specify how you want to handle the invalidation of the
conditions that the procedure is linked to when you complete the procedure (if it has been treatment-
planned):

*  None — The conditions that the procedure is linked to will not be invalidated.
*  Automatic — The conditions that the procedure is linked to will be invalidated automatically.
*  With Verification — You will choose which conditions you want to invalidate.

Click OK.

To link a treatment-planned procedure to a condition

1.

Dentrix Enterprise 11.0.48 Learner’s Guide

In Chart, with a patient selected, on the Progress Notes panel, double-click the condition that you want
to link a treatment-planned procedure to.

The Change Condition dialog box appears.

Change Condition

Date:lm
Procedure:|15004 ﬂ IBIeeding
Provider: Wﬂ
Ciinic: [50 »|

Change Condition Options:

 Invalidate Condition as of: ID?.-’DS.-"2D2U

 Walidate Condition.

Motes:

y

Select “
Delete | oK I Cancel |

"Link ta Treatment Plan:

Under Link to Treatment Plan, click Select.

The Select Treatment Plan dialog box appears.

Select Treatment Plan - (Abbott, James 5) [ABB101]

Surface

Description

07/08/2020 Extract erupted th/exposed rt 7

Lnk Oth  07/07/2020 D2160 Amalgam-3 surf. prim/pem 18 MOD
07/07/2020 D&010 Surg place implant: endosteal 24

Clear Selection | oK I Cancel |

Select the treatment-planned procedure that you want to link to the condition, and then click OK.
In the Change Condition dialog box, click OK.
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Invalidating Conditions

When you complete a treatment-planned procedure that has conditions linked to it, those conditions can be
invalidated automatically. In contrast, conditions that are not linked to treatment-planned procedures do not
get invalidated automatically when a related treatment-planned procedure is completed. However, you can
manually invalidate an unlinked condition posted in Chart.

To invalidate a linked condition when completing a treatment-planned procedure

1. To complete a treatment-planned procedure, complete the appointment that has that treatment plan
attached to it as explained in “Completing Appointments” in Chapter 8: Appointment Book.

One of the following occurs, depending on the selected invalidation option for the procedure as explained
in “Linking Conditions and Treatment-planned Procedures” in this chapter:

*  None — The conditions that the procedure is linked to are not invalidated. (Ignore the steps that
follow.)

e Automatic — The conditions that the procedure is linked to are invalidated automatically. (Ignore the
steps that follow.)

*  With Verification — You choose which conditions you want to invalidate. The Invalidate Conditions
dialog box appears. Proceed to step 2.

eatment Plan:

Invalidate | Code | Description | Tooth | Area
] 15004 Bleeding Mouth

Invalidate | Cancel |

2. Leave the Invalidate check box of each of the conditions that you want to have invalidated selected. Clear
the Invalidate check box of each of the conditions that you do not want to have invalidated.

3. Click Invalidate.

To invalidate an unlinked condition manually

1. In Chart, with a patient selected, on the Progress Notes panel, double-click a condition.
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The Change Condition dialog box appears.

Change Condition

Date:lm
Procedure:|15004 ﬂ IBIeeding
Provider: Wﬂ
Ciric: [58 >

Change Condition Options:

7 Invalidate Condition az of: ID?.-’DS.-"2D2U

& Walidate Condition,

Motes:

y

"Link ta Treatment Plan:

Select “
Delete | (] 8 I Cancel |

Under Change Condition Options, select Invalidate Condition.

In the as of field, leave the current system date entered, or type a past date to specify the correct date that
the condition became invalid.

Enter any Notes to explain why this condition is being invalidated.

Click OK.
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Referring Treatment to Off-site

Specialists

Occasionally you may need to refer a patient to an off-site specialist. You can refer a procedure to an off-site
provider from Chart. When you refer a procedure to an off-site provider, that procedure stays in your records
as diagnosed, but Dentrix Enterprise does not assess any fees for it. Also, the procedure is not considered

unscheduled treatment.

Important: Before referring treatment to an off-site provider, you must assign the appropriate Dental Priority
Classification (DPC) to the treatment-planned procedure and then wait for a dental authorization review

(DAR) to be performed.

To refer a procedure to an off-site provider

1. Assign a DPC 5 to the treatment-planned procedure that is to be referred to an off-site specialist by doing

one of the following:

* In a patient’s Treatment Planner, change the approval status of the procedure as explained in
“Changing the Approval Status of a Treatment Plan” in Chapter 12: Treatment Planner.

* Ina patient’s Chart, do th

e following:

a.  On the Progress Notes panel, double-click the procedure.

The Edit or Delete Procedure dialog box appears.

Edit or Delete Procedure

Operatar: | DSMITH

Encounter #: I

Related Referal
’7 Referred:

Date: ID?.-"DS.-"2D2D Start Date:l Completion Date: I
Frocedure: ID?‘I 40 ﬂ |Extract,erupted th/exposzed 1t Procedure Status
e ) . @ Treatment Plan
Cliric: | 50 ﬂ Overide Ins. Estimate — Eoprowal Stahis
Tooth:l? [~ Frirn. I, I
" Completed
[T Sec Ins. I P
Amount: 000 " Existing-Current Prav
. i~ Euizting-
el 0.00 [ Do Mot Bill Dental Insurance BT e A
Provider:lDSM”H ﬂ [ Redquire Start/Completion Date Modifier:l
Candition
iad |
Irwalidate Upon Completion: 8 with Verification  Auomatic € Mone
Diagnozes: ﬂl
Motes:
y
Credits > |
1D Mumber Type 1D Mumber

ﬂ Hemove“ j |

Delete |

Cancel |

b. Under Procedure Status on the right, from the Approval Status list, select DPC 5.

c. Click OK.

2. After receiving an approval through the DAR process, with the patient selected in Chart, on the Progress
Notes panel, double-click the treatment-planned procedure.
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The Edit or Delete Procedure dialog box appears.

Credits »>> I I

Related Referral
Referred: 1D Number Type 1D Number

3. Under Related Referral, click the Referred search button ﬂ
The Select Referral Type dialog box appears.

Select Referral Type

& Referred To Doctor
" Referred By Dr/Other

oK I Cancel |

4. Select Referred To Doctor.
5. Click OK.
The Select Referred To dialog box appears.

Select Referred To

— Refenal Source
Enter Mame for Search:

Mame Specialty

_Local DAR
ENT

Specialist

New | Edt |

Provider: IDSM|TH >>|
Patient Referred-To Date: IU?-"'US-"’2U2U

Scheduled Date:

Referral Status: INot Specified vl

Completed D ate:

|

Days in Refered To:

1

Reazon For Referral:

(] 8 I Cancel |

Note: If the list is long, you can filter it by name. In the Enter Name field, type all or part of the referral

source name, and then click the search button 27,

6. Select the off-site specialist to whom you are referring this treatment.
Click OK.

8. In the Edit or Delete Procedure dialog box, click OK.
The treatment’s status changes from TP to RTT.

9. When the patient returns from the off-site specialist, after reviewing the notes received from the specialist,
set the procedure complete in the patient’s Chart:

a. Select the procedure on the Progress Notes panel of the patient’s Chart.
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b. Click the Set Complete button [ to the right of the progress notes.

10. Record the review of the specialist’s notes by creating a clinical note as explained in “Entering Clinical
Notes Manually” in Chapter 11: Clinical Notes.

11. Scan the specialist’s documents into the patient’s Document Center as explained in “Scanning
Documents” in Chapter 7: Document Center. When entering the document information as explained
in “Editing Document Information” in Chapter 7: Document Center, be sure to select Dental Other/
Outside Providers as the Document Type.

Referring Treatment to In-house
Specialists

Occasionally you may need to refer a patient to an in-house specialist. You can refer a procedure to an in-
house provider from Chart. When you refer a procedure to an in-house provider, that procedure stays in
your records as diagnosed, but Dentrix Enterprise does not assess any fees for it. Also, the procedure is not
considered unscheduled treatment.

Important: Before referring treatment to an in-house provider, you must assign the appropriate Dental
Priority Classification (DPC) to the treatment-planned procedure and then wait for a dental authorization
review (DAR) to be performed.

To refer a procedure to an in-house provider

1. Assign a DPC 5 to the treatment-planned procedure that is to be referred to an in-house specialist by
doing one of the following:

* In a patient’s Treatment Planner, change the approval status of the procedure as explained in
“Changing the Approval Status of a Treatment Plan” in Chapter 12: Treatment Planner.

* Ina patient’s Chart, do the following:

a.  On the Progress Notes panel, double-click the procedure.
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The Edit or Delete Procedure dialog box appears.

Edit or Delete Procedure

Operator: | DSMITH Encounter #:I
Date: ID?.-"DS.-"2D2D Start Date:l Completion Date:

Procedure: ID?‘I 40 ﬂ |Extract,erupted thiexpozed rt IFrEeEE BEs
) i & Treatment Plan
Elinic:lsaiﬂ Override Ins. Estimate— Appioval Status
o I i [— Foc- K
" Completed
I Sec. Ins I i

" Exigting-Current Prow

]

Amaunt: 0.00
" Existing-Other Prov

RYU: 0.00 [~ Do Mot Bill Dental Insurance

Provider:lDSM”H ﬂ [ Require Start/Completion Date Modifier:l

Irwalidate Upon Completion: 8 with Verification  Auomatic € Mone

Diagnoses: ﬂ I

Condition
(zu

Motes:

y

Credits > |

Related Referal
Fieferred: 1D Mumber Type 1D Mumber

I ﬂ Hemovell j
Delete | Cancel |

b. Under Procedure Status on the right, from the Approval Status list, select DPC 5.
c. Click OK.

2. After receiving an approval through the DAR process, schedule an appointment for the patient with the
in-house specialist (such as an oral surgeon) as explained in “Scheduling Appointments for Treatment
Requests in Chapter 8: “Appointment Book.”

3. After the in-house specialist completes the treatment, set the procedure complete by completing the
appointment as explained in “Completing Appointments” in Chapter 8: “Appointment Book.”
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Changing Progress Note Views

While working in Chart it may be advantageous to view only certain treatment information. For example,
while explaining treatment to a patient, you might want to display just the graphical chart; or, while reviewing
a patient’s history, you might want to view only completed procedures and conditions on the Progress Notes
panel. By providing multiple ways to view treatment information, Dentrix Enterprise makes it simple to
review cases and make treatment recommendations.

Viewing the Work Chart

By default, Chart always opens with the work chart displayed. The work chart consists of the graphical chart,
progress notes, procedure buttons, procedure code category buttons, and status button. While in the work
chart view, you can enter conditions, chart existing and completed work, and treatment plan.

To view the work chart

With a patient selected in Chart, from the Options menu, click Work Chart.

Tip: You can resize the window, if needed. Dentrix Enterprise stores the Chart window’s dimensions upon
being closed so that, when you re-open Chart, it will open as the same size.

Viewing the Full-screen Chart

The graphical chart in Chart visually depicts the condition of the patient’s mouth. Treatment is drawn on the
graphical chart using textbook charting symbols. In addition, treatment is color-coded to indicate the status
of the treatment. For instance, completed work can be shown in blue, while recommended treatment can be
shown in red. For use as a patient education tool, you can expand the graphical chart to fill the entire Patient
Chart window.

To view the full screen chart

With a patient selected in Chart, from the Options menu, click Full Screen Chart.

Tip: You can resize the window, if needed. Dentrix Enterprise stores the Chart window’s dimensions upon
being closed so that, when you re-open Chart, it will open as the same size.

Viewing the Progress Notes

You view the progress notes so that they become the focus of Chart instead of the graphical chart.

To view the progress notes
With a patient selected in Chart, from the Options menu, click Progress Notes.

The Progress Notes panel expands to fill nearly the entire Chart window.
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Viewing Progress Notes by Selected Teeth

If a patient has an extended treatment history, you can display only treatment related to a specific tooth or
teeth in the Progress Notes panel.

To view the progress notes by selected teeth

1. With a patient selected in Chart, select the tooth or teeth for which you want to see progress notes.

2. From the View menu, click View by Selected Teeth. If no teeth are selected, this option will display
progress notes for all teeth in the graphical chart.

The progress notes view is updated, and the selected tooth/teeth are deselected.

3. To remove this view setting, from the View menu, click View by Selected Teeth (the option will have a

Viewing Progress Notes as of a Certain Date

You can view a patient’s progress notes as of a certain date. Only treatment or conditions entered on or before
the specified date are shown.

To view the progress notes as of a certain date
1. With a patient selected in Chart, from the View menu, click Chart As Of Date.
The View Chart as of Date dialog box appears.

Wigw Chart:

© ssof 7082020

* Ag of Today [Default View).

(] 8 I Cancel |

2. Select one of the following options:

e As of — To view treatment and conditions on or before a certain date. Click the search button ﬂ to
select a date.

* As of Today (Default View) — To view all treatment and conditions regardless of the date.
3. Click OK to apply the change.

4. To remove this view setting, from the View menu, click Chart As Of Date (the option will have a check
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Viewing Progress Notes by Status

Progress notes can be listed according to a specific status option(s). For example, you can have the Progress
Notes panel display only treatment-planned procedures, or you can choose to show treatment-planned and
completed procedures.

To view the progress notes by status

With a patient selected in Chart, on the right side of the Progress Notes panel, select any of the following
check boxes:

*  Treat Plan — To display only treatment-planned procedures.
*  Completed — To display only completed procedures.
*  Existing — To display only procedures with a status of existing other

*  Conditions — To display all conditions entered into the Patient Chart and the corresponding Dental
Diagnostic codes

*  Exams — To display a line for each Perio exam
*  Proc. Notes — To display procedure notes

*  Clinic Notes - To display clinical notes

Posting Treatment to Supernumerary
Teeth

Because it is not possible to view or select a supernumerary tooth in the graphical chart, it is necessary to post
the procedure to the nearest tooth and then edit the posted procedure with the appropriate supernumerary
tooth number.

To post treatment to a supernumerary tooth

1. In Chart, with a patient selected, select the tooth that is nearest to the supernumerary tooth.

2. To make a note of the supernumerary tooth, click the Conditions procedure code category button, and
then double-click Supernumerary Tooth Adjacent.

3. Post the treatment to the tooth that is nearest to the supernumerary tooth as explained in “Charting
Treatment Needs” in this chapter.

4. On the Progress Notes panel, double-click the procedure that you just posted.
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The Edit or Delete Procedure dialog box appears.

Edit or Delete Procedure

Operator: | DSMITH Encounter #:I
Date: ID?.-"DS.-"2D2D Start Date:l Completion Date: I

Procedure: |D2?92 ﬂ |Er0wn-full cast noble metal Procedure Status
& Treatment Plan

Cliric: |50 ﬂ Ovenide Ins. Estimate — Approval Status
Tooth:lﬁ I~ Prim. Inz. I INone j'

 Completed
[T Sec Ins.l SR

" Exigting-Current Prow

Amaunt: 0.00

" Existing-Other Prov

RwL: 0.00 [~ Do Mot Bill Dental Insurance

Provider:lDSM”H ﬂ [ Require Start/Completion Date Modifier:l

Irvalidate Upon Completion: € itk Werlfication  Auomatic € Mone

Diagnoses: ﬂ I

Condition
(zu

Motes:

y

Credits > |

Related Referal
Fieferred: 1D Mumber Type 1D Mumber

I ﬂ Hemovell j
Delete | Cancel |

3. Change the Tooth number based on the following ADA recommendations:

e Permanent Teeth — Add 50 to the tooth number nearest the supernumerary tooth (for example, 1 =

51,2 =52,3=53,and 32 = 82).

*  Primary Teeth — Add an “S” after the tooth letter nearest the supernumerary tooth (for example, A =
AS,B=BS,C=CS,and T =TS).

On the message that appears, asking if you want to accept the tooth number as supernumerary, click Yes.

4. Click OK.
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Editing Procedures

After treatment has been entered into Chart, you can make changes to the procedure, as needed, as long as the
procedure is not in history or attached to a claim. For example, you may need to backdate a procedure that
was posted after the actual date of service (dental encounter).

To edit treatment

1. In Chart, with a patient selected, from the Progress Notes panel, double-click the treatment item you
want to change.

|
v [ae[m]3]

[ Prov | Stat [ AP [Amount ~ [~y o
15008 DSMITH 50 Plaque
07/07/2020 18 MOD  D2160 DSMITH SO Amalgam-3 surf. prim/peim TP 000 % Trom Plan
07/07/2020 18 MOD 15105 DSMITH SO Caries/decay CON B G
07/07/2020 24 DEDI0 DSMITH 50 Suig place implant: endosteal TP 0.00 Cileme
I¥ Conditions
Exams
" Proc. Notes
[ Clinic Notes
T Consent Fome

The Edit or Delete Procedure dialog box appears.

Edit or Delete Procedure

Operator: | DSkITH E ncounter ﬂ:l
Date: ID?.-"DS.-"2D2D Start Date:l Completion Date: I

Procedure: |D2?92 ﬂ |Er0wn-full cast noble metal Procedure Status
7 Treatment Plan

Clinic: |50 ﬂ Overide Ins. Estimate — Anproval Status
Tooth:lﬁ I~ Prim. Ins. I INone VI

& Completed
[T Sec Ins.l SR

" Existing-Current Prov

Amaunt: 0.00
I  Existing-Other P
B 0.00 [~ Do Nat Bill Dental Insurance e b

Provider:IDSMlTH ﬂ [ Require Start/Completion Date Modifier:l

Conditior
{zu

Irvalidate Upon Completion: € Witk Verfication 0 Automatic €7 Hone

Diagnoses: ﬂ |

Motes:
y
Credits »» |

Related Referal
’7Heferred: 1D Mumber Type 1D Mumber

| ﬂ Hemove“ j
Delete | Cancel |

2. Make any necessary changes:
e Date — Type the correct date of the procedure.
*  Clinic — To change the clinic, click the search button 22| to select the correct clinic.
*  Procedure — To change the procedure code, click the search button 22| to select the correct code.
* Treatment area — To change the treatment area do one of the following:
*  For a tooth, type the correct Tooth number or letter (or supernumerary tooth number or letter).

*  For a Surface, Quadrant, Arch, or Sextant, click the corresponding search button 22| to select
the correct area.

*  Amount — Type the correct amount charged for the procedure.
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*  Provider — To change the provider attached to the procedure, click the search button 22| to select the

correct provider.

*  Notes — Make any necessary changes to the note, and specify the reason for the procedure needing to

be changed (for auditing purposes)

3. Click OK.

4. Since posted procedures are automatically added into a clinical note with date they are entered, you
need to enter a narrative as to why the correction was made or the procedure was backdated. Edit or
add another page to the day’s clinical note for the patient’s visit. For information about editing clinical
notes and adding pages to clinical notes, see “Editing Clinical Notes” and “Appending Clinical Notes” in

Chapter 11: Clinical Notes.

Deleting Procedures

You can delete completed, treatment-planned, or existing procedures that were posted in error unless the

procedure is in history or attached to a claim. You can also delete conditions.

To delete a completed, treatment-planned, or existing procedure

1. In Chart, with a patient selected, on the Progress Notes panel, double-click the completed, treatment-

planned, or existing procedure you want to delete.

07/06/2020

07/07/2020 24

[ Prov |
15008 DSMITH 50
07/07/2020 18 MOD  D2160 DSMITH SQ
07/07/2020 18 MOD 15105 DSMITH SQ

DE010 DSMITH $Q

n
v [we[m ]3]

Plague CON =
Amalgam-3 swif. prim/perm iR 0.00
Cares/decay o AT
Suig place implant: endosteal P 000 ™ Exstng
[¥ Conditions
I Exams
I Pioc. Notes
I Clinic Notes

The Edit or Delete Procedure dialog box appears.

Edit or Delete Procedure

Operator: | ENTERFRISE E ncounter ﬂ:|111111111
Date: |1 prrabrini Start Date:l Completion Date: I
Frocedure: [D4310 ﬂ |Periodontal maintenance Procedure Status
» . . 7 Treatment Plan
Clinic: | CENTRAL ﬂ Override Ins. E stimate — Ao SEs
[~ Frirn. I, I INone vl
# Completed
[T Sec Ins. I b
Amount:l—D_DD " Exigting-Current Prow
I " Existing-Other Py
e s [” Do Nat Bill Dental Insurarce Hngriner frav
Pravider: IDSM|TH ﬂ I Require Stat/Completion Date  Modifier: I
Conditior
iad |
Invalidate Upon Completion: ¢ w/ith Verfication € Automatic € Hone
Diagnoses: I
Motes:
y
Credits > |
Related Referal
Referred: 1D Murmber Type 10 Murnber
IBY: Dr. Evans, Jeff ﬂ Hemovel I[N one] LI I
Delete | )3 | Cancel |
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2. Click Delete.

3. On the confirmation message that appears, click OK.

To delete a treatment-planned or existing procedure

Chapter 9: Chart 111

1. In Chart, with a patient selected, on the Progress Notes panel, click the treatment-planned or existing

procedure you want to delete.

[ Proy |
15008 DSMITH 50

Plaque CON
07/07/2020 18 MOD  D2160 DSMITH SO Amalgan:3 suf. prim/perm P
07/07/2020 18 MOD 15105 DSMITH SO Caries/decay CON
07/07/2020 24 DEDI0 DSMITH S0 Surg place implant: endosteal i

[ Clinic |  Descipion [ N [ D [ M [Stat] AP [Amount « [T oo =

0.00

|
MR E

[V Treat Plan

I~ Completed
I Existing

[¥ Conditions

I~ Exams

I Pioc. Notes
[ Clinic Notes
™ Consent Foms

Tip: To select multiple procedures, while pressing the Ctrl key, click each procedure.

Click the Delete button @

On the confirmation message that appears, click OK.

4. Since posted procedures are automatically added into a clinical note, you need to enter a narrative as to
why the deletion was made. Edit or add another page to the day’s clinical note for the patient’s visit. For
information about editing clinical notes and adding pages to clinical notes, see “Editing Clinical Notes”
and “Appending Clinical Notes” in Chapter 11: Clinical Notes.

Invalidating Procedures

Dentrix Enterprise saves your office from repetitive data entry by posting procedures to both Ledger and
Chart at the same time. However, a different standard regarding record keeping exists for each module.
Ledger, as a financial record, uses generally accepted accounting principles (GAAP). In contrast, Chart is a

clinical record of patient care.

Then, what do you do when you discover a posting error for a procedure in a month that has been closed out?
The procedure has been locked to prevent deletions and changes, which is good for a financial record, and you
can simply enter an adjustment in the Ledger to correct the problem. However, the clinical record needs to
accurately represent the actual care given, but you can’t delete or change the procedure or “adjust” the clinical

record in Chart.

To solve this discrepancy, Dentrix Enterprise allows you to invalidate a procedure in history (in closed out
months). Invalidating a procedure removes it from Chart while leaving it in Ledger.

To invalidate a procedure

1. In Chart, with a patient selected, on the Progress Notes panel, double-click a procedure in history.

[ Proc | Prov |
02120 [DSMITH| 0
[2160 D052

| _Date | Tooth |
10151%%| 3 |00

10/15/19%6] 14 [MOD
10/15/1996 16 D7110 DDS1

041272017 7110 [DROBB [ CENTRAL
12/2m7 1 7110 [DSMITH| CENTRAL
1272172017 0320 [DSMITH| SO
12/21/2017 0150 [DSMITH| 50
12/21/2017 4910 [DSMITH| CENTRAL
2517 Pm7 N7 INEMITHI FERTRAD

straction-single tooth C
Panaramic fim
Comp oral evalnew/estab pat

Periodontal maintenance:
Plame Indew 5 20

|
AL

¥ Treat Plan
I ed
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The Validate/Invalidate Procedure in History dialog box appears.

Validate / Invalidate Procedure in History

alidate / Invalidate Procedure—————————————— ™ Require Start/Completion O ate
’7 @ Validate Procedure ¢ Invalidate Procedure Start Date:l
Completion Date:l

Operatar: IDEF_PH Y Cliniic: I
Date: |1 041541996 Encounter #: I Procedure Status

o € Treatment Flan
Frocedure: ID?‘I 10 E straction-zingle tooth Approval Status

Tooth:lﬁ Overide Ins. E stimate— INone 'l

™ Frim. Ins. l— ' Completed
I ' Esisting-Current Froy
Amount:l 71.00 [ See. Ins. :

€ Existing-Other Prov
Ry 0.00 Madifier: |

Provider: IDDS1 [ Do Mot Bill Dental Insurance

Conditions:ﬂ |
Diagnoses:ﬂ |

Motes:

Credits »» |

Felated Referal

Referred: 10" Mumber Type 10 Mumber

ﬂ Hemovel I LI
ak. I Cancel |

2. Under Validate/Invalidate Procedure, click Invalidate Procedure.
3. Click OK.

The invalidated transaction is removed from Chart but left in Ledger as a history transaction. In Ledger,
a plus sign (+) appears to the left of the transaction description to indicate that the transaction has been
invalidated.

Important:

*  Post an offsetting adjustment equal to the amount of the procedure, as the account has already been
billed for that procedure.

* If needed, post the procedure again using the correct information. Be sure to change the date to
reflect the date the procedure was originally posted, and change the charge amount to zero because
the account has already been billed for the procedure.

4. Since posted procedures are automatically added into a clinical note, you need to enter a narrative as
to why the correction was made. Add another page to the day’s clinical note for the patient’s visit. For
information about adding pages to clinical notes, see “Appending Clinical Notes” in Chapter 11: Clinical
Notes.
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Editing Conditions

You can edit a condition that has been posted in Chart.

To edit a condition

1. In Chart, with a patient selected, on the Progress Notes panel, double-click the condition that you want
to edit.

The Change Condition dialog box appears.

Change Condition
D ate: ID4.-"DB.-"2D2'I
F‘rocedure:|151 05 ﬂ ICaries.-"dec:ay
Tooth: [4 Provider. [DSMITH 2|

Surfaces:IMD, ﬂ Clinic: IAF ﬂ

Change Condition Options:

" Invalidate Condition as of: |D4.-"DB.-"2D21

& Walidate Condition,

Motes:

y

"Link to Treatment Plan:

Select ||D2392 - Resin composite-2z, posterior - 4 - MO
Delete | oK I Cancel |

2. Change the following details as needed:

*  Date — Enter the correct date when the condition was discovered (by you, the patient, or another
provider).

«  Procedure — To select a different condition, click the search button 2] Only codes in the Conditions
category are available for selection.

e Tooth — If applicable, enter the correct tooth number or letter (or supernumerary tooth number or
letter).

*  Other treatment areas — Do one the following if applicable:
e For a surface, click the Surface search button to select the correct surface.
* For a quadrant, click the Quadrant search button to select the correct quadrant.
e For an arch, click the Arch search button [>2] to select the correct arch.
e For an sextant, click the Sextant search button [**| to select the correct sextant.
*  Provider — To select a different provider, click the search button [>2].
¢ (Clinic — To select a different clinic, click the search button .
* Change Condition Options — Invalidate or validate the condition.
* Notes — Enter or modify the notes regarding the condition.

* Link to Treatment Plan — Link a treatment-planned procedure to this condition, or unlink a linked
treatment-planned procedure.

3. Click OK.
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Printing a Patient’s Chart

You can print a patient’s chart.

To print a patient’s chart

1. In Chart, with a patient selected, from the File menu, click Print Dental Chart.

The Print Options dialog box appears.

Print Options

Top Margin [in Inches): I 0.

[v Print Todays ‘work
[v Frint Treatment Plan
[V Print TP Estimate Detail
[w Print Chart az Dizplayed
™ Frirtt Selected Images
[T Include Motes
™ Include dnnotation
I~ Include Pres. [1.] Annatation

Cancel |

2. Select the desired print options:

*  Print Todays Work — Select this option if you want to print completed work posted on the current
system date.

*  Print Treatment Plan — Select this option if you want to print treatment-planned work that was
posted on the current system date.

If you want to include a list of treatment-planned work and the billed amount, patient portion, and
insurance portion of each, select Print TP Estimate Detail.

*  Print Chart as Displayed — Select this option if you want the report to include the graphical chart.

3. Click OK to send the report to the Chart printer.
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Printing Progress Notes and the

Patient Chart

You can print the progress notes and graphical chart as they are currently being viewed in Chart.

To print the progress notes with the chart

1. In Chart, with a patient selected, from the File menu, click Print Progress Notes With Chart.

The Print Progress Notes with Chart dialog box appears.

Print Progress Motes with Chart

Mote Range:
@ Al Progress Nates
" Date Range

ID?;’DBQD‘IS -ID?;"DBJ2D2D

[ Shaw Encounter Mumbers

I jv

[~ Print Procedure Amounts

(] 8 I Cancel |

2. Set up the following options:

* Note Range — To print all displayed progress notes, select All Progress Notes; or, to print notes
specific to a certain date range, select Date Range, and then type a date range.

*  Print Procedure Amounts — To include amounts for procedures that appear on the report.

3. Click OK.
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Viewing Patient Education Topics

You can provide education resources to a patient according to that patient’s medical alerts/problems,
medications/prescriptions, allergies, and laboratory test results. This feature uses a database of patient
education topics that are available on the MedlinePlus website. The content of this website is sponsored/
backed by the government.

To view a patient education topic
1. Do one of the following:

*  With a patient selected in a patient-specific module, such as Chart, click the Patient Education
[ 4

button 6 The Patient Education dialog box appears. Skip step 2.

*  With a prescription selected in a patient’s Patient Prescription dialog box, click the Patient
-

Education button W
Depending on a clinic setting, one of the following occurs:

e If there is a valid NDC associated with the selected prescription, the MedlinePlus website opens
in a browser window and displays the relevant patient topics, if any. Ignore the steps that follow.
However, if there are no relevant topics, a message appears and asks if you want to search the
patient topic database. Proceed to the next step.

*  The MedlinePlus website opens in a browser window and displays the patient education topics,
if any, that match the description of the selected prescription. The Record Patient Education
dialog box opens but is behind the browser window. Skip to step 8.

*  With an alert/problem, a medication/prescription, or an allergy selected in a patient’s Medical Alerts
A

dialog box, click the Patient Education button W
Depending on a clinic setting, one of the following occurs:

o If there is a valid SNOMED-CT code associated with the selected alert/problem or allergy, or
if there is a valid NDC associated with the selected prescription/medication, the MedlinePlus
website opens in a browser window and displays the relevant patient topics, if any. Ignore the
steps that follow. However, if there are no relevant topics, a message appears and asks if you want
to search the patient topic database. Proceed to the next step.

*  The MedlinePlus website opens in a browser window and displays the patient education topics, if
any, that match the description of the selected alert/problem, medication/prescription, or allergy.
The Record Patient Education dialog box opens but is behind the browser window. Skip to step
8.

e With a lab test result selected in a patient’s Lab Tests dialog box under Lab Results for Selected Lab
Order (for a selected lab order) or under All Lab Results, click Education.

Depending on a clinic setting, one of the following occurs:

* If there is a valid LOINC code associated with the selected lab test, the MedlinePlus website
opens in a browser window and displays the relevant patient topics, if any. Ignore the steps that
follow. However, if there are no relevant topics, a message appears and asks if you want to search
the patient topic database. Proceed to the next step.

*  The MedlinePlus website opens in a browser window and displays the patient education topics, if
any, that match the description of the selected lab test. The Record Patient Education dialog box
opens but is behind the browser window. Skip to step 8.

2. Click Yes.
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‘The Patient Education dialog box appears.

4 Patient Education - (Abbott, James 5)

% Problems (" Medications ¢ Lab Tests

History |

426575002
31387002

Ll

[Asthma | > | SearchOniine
Description Code

Intermittent asthma (disorder) 427603009
Non-allergic asthma (disorder) 266361008

Cough variant asthma (disorder) 409663006
Exacerbation of asthma (disorder) 281235006

Family history: Asthma (situation) 160377001

427675007
Severe persistent asthma (disorder) 426656000
Moderate persistent asthma (disorder) 427295004
v
@ English ¢ Spanish Show Education | Close |

Select a category: Problems, Medications, or Lab Tests.

Do one of the following:
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*  Type all or part of the description or code for a topic that you want to view, and then click the search
3

button

to view a list of topics that match your search criteria. Proceed to the next step.

*  Type the words that you want to search for, and then click Search Online to browse topics on the
MedlinePlus Connect website that match your search criteria. Ignore the steps that follow.

Note: The search field allows for dashes (-).

Select the topic that you want to view.

Select whether you want to view the selected topic in English or Spanish. The default selection is

determined by the patient’s selected language and a clinic setting.

Click Show Education.

The MedlinePlus website opens in a browser window and displays the patient topics that match either the
description or code (according to a certain clinic setting) of the selected topic.
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8. In the Record Patient Education dialog box, chang

¢ the Date, Provider, and/or Education URL as

needed. Then, either click Record to record that you provided the patient with education resources, or
click Don’t Record to not record an entry in the patient’s education history.

4 Record Patient Education

4 Record Patient Education

Patient Name: Patient Name:
[James 5. Abbott | [James 5. Abbott |
Date: Date:
0770872020 B | |07/08/2020 B-]
Provider: Provider:
MHAYES 5= | MHAYES = |
Ei # E #
| > RRRREE | >

r—Patient Education Information —Patient Education Information

lvpe: Type:

[Search [Problems |

Description: Description:

|a§hma | |Exerci5e-induced asthma (disorder) |

Code: Code System: Code: Code System:

| | | 31387002 | [snomED cT |

E ion URL: E URL:

https://medlineplus.gov/asthma hitml http://vsearch nim nih .gov /vivisimo/cgi-bin/queny-meta ?v

. 3Aproject=medineplusdquery=Exercise-induced+asthma+disorder+&x=04y=0
I Send link to portal Record | Don't Record ™ Send link to portal Record | Don't Record |

Online search

Show education (for selected topic)

Tip: To view information regarding the patient education topics that have been recorded previously for the
patient, in the Patient Education dialog box, click History. The Patient Education History dialog box

appears.

MHAYES DSMITH Problems e-induced asthma (disc

v s oours

Edit/View Delete Close

gL
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Chapter 10: Perio Chart

In Perio Chart, you can record clinical attachment levels, pocket depths, gingival margins, mobility, plaque,
calculus, bone loss, bleeding and suppuration points, furcation grades, and MGJ measurements.

Note: A Periodontal Screening Record (PSR) is not calculated in Perio Chart. You can enter this information
in a clinical note.

To open the Perio Chart

In Chart, with a patient selected, click the Perio button m on the toolbar.

Perio Chart opens. If the patient does not have a perio exam for today, a new exam is started.

Notes:

*  DPerio Chart provider is the provider who is selected in Chart.

* Ifa previous perio exam exists for the patient, when Perio Chart opens, the data chart displays the data
from that exam. You can update any of the measurements as needed as you perform a new exam. The
updates will be saved as a new exam for today. The previous exam is not affected and remains in history.
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The Perio Chart Window

The Perio Chart window is divided into the following areas: the data chart, tooth indicator controls,
navigation controls, and data entry controls.

Data chart Tooth indicator controls

[ Dentrix Peric Chart - Abbott, Ji me im) - MHAYES [0 021]AF[UTC -C %00 [MDT]]... = O

File Options Peric Score Setub  Date  Provider Diagnostics  Summafy  Help

T#{1 |23 |4]|5]|E 819 1011121314 [15 |16}l Tooth# Hobility

PD il
Bid Tooth Code Furcation Grade(s]
Sup [ [none] Il | >>|
CaL Flaque Eone Loss

MG [ |D-N0ne j|D-None j
TC C|P|FP|C M| Script < | ch >

PHBL Prev ore Mext

Eld s
Sup Facial/Lingual
8191

Gt Probing Depth

5|6 | +

2|3

st

Clear

Lol L S

Path: PBSL

Sup / 1]
Edit, Delete, Setup.

MG

TH |32 |3 |30 (29|28 |27 |36 |2 |23 |22 |20(19 X'I?
A

Navigation controls Data entry controls

Note: When you open Perio Chart, the actions that you have been granted permission to perform appear
in the lower-right corner. If you attempt to perform an action in Perio Chart that is prohibited, a user with
adequate security rights can override the restriction temporarily so you can complete the task.
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Entering New Perio Examinations

A default path has been set up to advance the exam automatically to surfaces and teeth throughout the
dentition. With the default path, you enter probing depths in the following order: #1 — 16, facial; #16 — 1,
lingual; #17 — 32, facial; and then #32 — 17, lingual.

You can also chart conditions, such as bleeding, suppuration, gingival margin, mobility, furcation grade, and
bone loss.
Notes:

*  You can enter probing depths using the keyboard as you proceed along the default path. Alternatively, you
can enter probing depths in the Probing Depths boxes.

*  Probing depths of 4 millimeters or greater appear in red font on the perio chart.

*  While recording periodontal measurements, if you deviate from the default path to perform a manual
entry, you will be advanced automatically the next tooth in the path after the one that you just entered
measurements for.

*  Each row on the periodontal graphical chart represents one or more measurements or conditions
recorded.

*  Tooth codes (TC) transfer over from Chart. A tooth code appears for a tooth if a condition has been
posted for that tooth. Some conditions will cause the corresponding tooth to be skipped in the recording
paths.

To enter a new perio examination
1. Do one of the following:
* Ifyou open Perio Chart, and the patient does not have a perio exam for today, a new exam is started

automatically.

Note: If the patient has a past exam, the data chart displays the data from that exam, and you can
save time by entering only the measurements that have changed since the last exam; otherwise, the
data chart is blank.

* Ifyou are viewing a past exam in Perio Chart, on the File menu, click New Exam.

Notes:
e The Perio Chart provider is the provider who is selected in the Chart.

*  To select a different script for charting the exam, on the Options menu, point to Select Script, and
then click an option. The selected script will be selected by default for all subsequent exams that you
start until you select a different script either from the Options menu or in the Perio Entry Setup
dialog box. The script selection is saved per user.

2. Record probing depths for all the facial sites of teeth 1 through 16.

Note: The yellow area of the tooth data chart represents the buccal/facial surfaces of teeth.
3. Record probing depths for all the lingual sites of teeth 16 through 1.

Note: The blue area of the tooth data chart represents the lingual surfaces of teeth.

4. Record probing depths for all the facial sites of teeth 17 through 32.
Record probing depths for all the lingual sites of teeth 32 through 17.
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6. To record periodontal conditions for any tooth, do the following:

a.

Select the facial (yellow) or lingual (blue) area of the tooth. If the correct tooth is already selected, and
you need to switch from either facial to lingual or lingual to facial, click the *Facial/Lingual button.

Note: The tooth number you selected appears in the Tooth # box at the top of the area to the right of
the data chart.
Specify any of the following:

* B (Bleeding) — Click a “B” oval to indicate a bleeding point on the tooth. A red oval that
corresponds to the selected tooth and site appears on the data chart.

* S (Suppuration) — Click an “S” oval to indicate an infection point on the tooth. A yellow oval
that corresponds to the selected tooth and site appears on the data chart.

*  Gingival Margin — Enter the gingival margin measurements.
*  MG] - Enter the mucogingival junction measurements.

*  Mobility — Click the desired mobility classification. The number appears in the center placement
of the PMB line on the data chart.

+  Furcation Grades — Click the search button 22/ to select the appropriate furcation.

* Plaque — From the list, select the appropriate plaque classification. A corresponding number
appears in the left placement of the PMB line on the data chart.

*  Bone Loss — From the list, select the appropriate bone loss classification. A corresponding
number appears in the right placement of the PMB line on the data chart.

7. From the File menu, click Save Exam to save the exam.

Notes:

If you do not save the exam manually, when you close Perio Chart, a message will appear and ask you
to save the exam.

If the Perio Chart provider was changed automatically, if you close Perio Chart after having started a
new exam without saving it, a message regarding the provider being changed automatically appears.

Charting Probing Depths Greater
than 9 Millimeters

You can enter pocket depths that are greater than 9 millimeters using the on-screen keyboard in Perio Chart.

To enter a pocket depth greater than 9 millimeters

1.
2.
3.
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Select the facial (yellow) or lingual (blue) area of the tooth.

Click the appropriate surface box under Probing Depths.

Click the 1- button, and then click a number button. For example, to record 12 mm, you would click 1-
and then 2.

Note: A measurement greater than 9 mm appears as a greater-than sign [>] on the data chart.
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Recording Gingival Inflammation

You can note whether a pocket is related to a Gingival Margin (GM) that is above the Cemento-Enamel
Junction (CEJ) by using the keyboard buttons.

To enter gingival inflammation

1. Select the facial (yellow) or lingual (blue) area of the tooth.

2. Click the appropriate surface box under Gingival Margin.

3. To enter a gingival margin that is above the CEJ as a positive number to indicate inflammation and not
loss of attachment click the + button, and then click a number button. For example, to record 2 mm, you
would click + and then 2.

Note: The positive gingival margin appears as a black box with white number on the data chart.
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Entering Diagnostics

In addition to perio measurements, other perio data can be added to the current perio exam. This data can be
used to create customized letters for insurance companies, patients, and so forth.

To add diagnostic information to the current exam

1. On the menu bar, click Diagnostics.

The Perio Clinical Notes dialog box appears.

Perio Clinical Motes

— Mote
GINGIWE HRAYS

Eo|0,;lm Bone Loss: m
Terlune lm Bore Defects: lm
Margin: [Knifs Edged | ORAL HYGIENE

Attachment:lNormal vI Plague: INone vl
Papillae:lSCaIIoped vI Caloulus: INone vl
Sulcus:lm Stain: lm
Contour [Nomal | MISCELLANEOUS |
Bleeding: INDne 'I |
Suppuration:lm

— Summary -
Periodontal Case Type
IType |-Gingivitiz LI
Patient Status Perio Status
Adult Chraric
Juvenile Acute
Pregnant

Copy to Clipboard |
Save az Default | Surmary Totals | 0K I Cancel

2. Set up the following options:

*  GINGIVA - Select the options appropriate to the condition of the patient’s gingiva: Color, Texture,
Margins, Attachment, Papillae, Sulcus, Contour, Bleeding, and Suppuration. Some of the lists
have a “None” option.

*  X-RAYS - Select the options appropriate to any Bone Loss and Bone Defects indicated by an X-ray.
Both of the lists have a “None” option.

*  ORAL HYGIENE - Select the options appropriate to the state of the patient’s oral hygiene: Plaque,
Calculus, and Stain. All of the lists have a “None” option.

e MISCELLANEOUS - Type any miscellaneous information.

*  Periodontal Case Type — Select the appropriate type for the patient.
*  Patient Status — Select the appropriate patient status.

*  Perio Status — Select the appropriate perio status.

3. If you want to copy the information in the Perio Clinical Notes dialog box to the Clipboard in a text
format, click Copy to Clipboard.

4. If you want to save the current selections as the defaults for the next time you open the Perio Clinical
Notes dialog box for any patient, click Save as Default.

5. If you want to view statistics about the patient’s perio condition, probing depths, and clinical attachment
level, click Summary Totals.

6. Click OK to save the diagnostic information as a permanent part of the current exam.
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Comparing Perio Exams
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To help you educate your patients regarding periodontal disease progression, you can compare up to four
saved perio exams with the current exam.

To compare exams

1.

In Perio Chart, from the Options menu, click Exam Comparison.

The Perio Comparative Selections dialog box appears.

Peric Comparative Selections -

— Compare
 Probing Depths (D ata)

" Gingival Margin

& Graphic ¢ Data
 Mobility (Data)

& Graphic € Data
7 Clirical Attachment Level

" Furcation Involvement (D ata)

— Select Comparizon Exan—

1041641395
07/08/2M49

— Dizplay

[T MG Line
[T Bleeding
™ Suppuration
I~ Mobity

[T Furcation |rwolvement

0K

Lok |
Cancel |
[ |

Help

Under Compare, select the type of comparison that you want view:

Probing Depths (Data) — To review a data comparison of probing depth measurements.

Gingival Margin — To review a comparison of gingival margin measurements. Select whether to view

a Graphic or Data representation.

Clinical Attachment Level — To review a comparison of CALs. Select whether to view a Graphic or

Data representation.

Mobility — To review a data comparison of mobility measurements.

Furcation Involvement — To review a data comparison of furcation grades.

Under Display, select what you want to display: MG]J Line, Bleeding, Suppuration, Mobility, or
Furcation Involvement. These options are not available if Probing Depths (Data) is selected under
Compare.

Under Select Comparison Exam, select the exams you want to compare to the current exam.

Click OK.
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The comparison appears.

[ Dentrix Perio Chart - Abbett, James S(lim) - DDS1 [07/08/2020]5Q[UTC -06:00 [MOT]] [03/03/1982] [38]

File Options Peric Score Setup Date Provider Diagnostics  Summary  Help
Probing Depth Comparison

MAXILLARY TOOTH # 1 2 3 4 5 6 7 8 9 |10 |11 |12 |13 |14 |15 |16

DCM DCM DCM DCM DCM DCM DCM DCM MCD MCD MCD MCD MCD MCD MCD MCD

Facial 07{08/2019 M 2112120210210 211120121121121122212212[121212 M
Change bt bt + + L L

07j08/2020 M 112112121212 P P 111112121212121121212121 M

Lingual 07{08/2019 M 12121121201 2122212121201212111211212121212121 M
Change & LR R Hbk ot [kt

07/08/2020 M 221212121211 P P 212112121212211211121212 M

MANDIBULAR TOOTH # 32 |31 |30 |29 |28 |27 |26 |25 |24 (23 (22 (21 (20 (19 |18 |17

DCW DCM DCM DCW DCM DCM DCWM DCM MCD MCD MCD MCD MCD MCD MCD MCD
Facial 07/08/2019 112 2120212122120 21021212012121202121201 22212121
Change + + K TEYErEr t+ +
07082020 112 4 1121212121121 21211222212121221112121212121
Lingual 07/08/2019 211 212120 212120120 2121202122101 2121201 21211122
Change t b b IR LTI t
07082020 121 1212120 21121212121211212121212122212121112
LEGEND
[ TOOTH CODES
M Missing Dto 9 mm below the CEJ 3+ >1mm and 2mm worse
U Unerupted > »9 mm below the CEJ |- >2mm worse
P Pontic A 1 mm above the CEJ A~ >1mm and 2mm better
I Implant B 2 mm above the CEJ 7~ >2mm better
C Crown C 3 mm above the CEJ
IC Implant+Crown D 4 mm above the CEJ
ID Impacted Distal E >4 mm above the CEJ

IM Impacted Mesial

Changing the Perio Exam View

From the Perio Chart, you can view perio data in several different formats:
e Graphic Chart
¢ Combined Graphic and Data Chart

*  Quadrants
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Viewing the Graphic Chart

Unlike the data chart, which displays perio data numerically, the Perio Chart’s graphic chart view displays
numeric perio data in a graphical representation. You cannot add or change data while in the graphic chart
view.

To view the graphic chart
In Perio Chart, from the Options menu, click Graphic Chart.

— Gmgival Margm —— Clmical Attachment Level —— Mucogmgival Junction

¢ Bleedng ¢ Suppuration ¢ Bleedmg and Suppuration
Furcation: F1 «» F2 <~ F3 w F4 v Mohility: 1 2 2 4 [ Prb Depth
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Viewing the Combined Graphic and Data
Chart

In Perio Chart, you can view a combination of the data chart and graphic chart. Numerical data appears above
the graphic portion of the chart. You cannot add or change data while in the data and graphic chart view.

To view the combined graphic and date chart

In Perio Chart, from the Options menu, click Combined Graphic & Data Chart.

D = Distal —— [CAL = Chnical Attachment Level
[ = Central @ Bleedmg < Suppuration = Eleeding and Suppuration
M = Mesial Furcation: F1 .- F2 = F3 w FA =< Mobility: 1 2 3 4 B PD=PrbDepth

© Dentrix 1990 - 2008

Viewing Quadrants

You can enlarge a quadrant to view that area close up.

To zoom in on a quadrant
1. While viewing the data chart or graphic chart, click in the quadrant you want to view.
2. From the Options menu, click Quadrant Zoom.

3. If you want to zoom back out to see all quadrants or to select a different quadrant to zoom in on, while
in the quadrant zoom mode, right-click anywhere in the window to zoom out so that all quadrants are
being viewed in the graphic chart (the pointer changes to a magnifying glass), and then click the desired
quadrant.

4. When you are finished using the quadrant zoom feature, from the Options menu, click Quadrant Zoom
again to get out of the quadrant zoom mode.
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Chapter 11: Clinical Notes

Keeping accurate and thorough documentation of each procedure performed in the dental office is an essential
part of clinical dentistry. In Dentrix Enterprise, you can enter a clinical note to store information about a
patient’s exam and treatment that are not specific to a procedure.

Notes:

* A dental clinical note will be added automatically to the corresponding patient’s medical record (in
PowerChart) when that note is signed. Medical notes are not added automatically to patients’ dental
records.

e There may be times when a clinical note is entered without a code being posted. For example, if an
appointment is not needed for a patient’s treatment request, create a clinical note using the No Face to
Face template, and enter the reason for the patient not needing an appointment in that clinical note.

Viewing Clinical Notes

You will access Clinical Notes from Appointment Book or Chart.

To view clinical notes

With a patient’s appointment selected in Appointment Book, click the Clinical Notes button on the
toolbar.
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Clinical Notes opens.

[Abbott, James 5) [5Q] [UTC -06:00 [MDT]] [DSMITH] [ABB101] [3

== N,

FIE - WM @R LIEHLS W&~

- 71812020
B Note#f1 [112121121]
: 02:17:20 PM [DSMITH] [SQ]

212812018
- 12/21/2017
(- 10/8/2015

Anesthetic, Specific Tooth

HE I EEEEEEEEEE R

Local Anesthetic, Brief

No Injection Given to Patient
Clinical Exams
Endodontics

Fixed Prosthetics
Hygiene

Medical Alerts

To see all the pages of all clinical notes, click the Expand All button .

To see the pages of a specific clinical note, click the plus sign (+) next to a date and then a note. When you

select a page, you should see all of the posted procedures.

Changing the Provider

If the correct provider is not attached to the page of a clinical note, you can change the provider.

To change the provider for a note

1. With a clinical note page selected, click the Change Provider for Selected Note button #2 on the

toolbar.

The Select Provider dialog box appears.

Select Provider

Search By:

£ This Clivi

@ i _Cl_mlc @ Al Providers
D Last M ame: + Al Clinicz
| | © Wy Cinics | | InApptBack

McClure, &noela
Smith, Denise CHIND
Srith, Denniz D CHIND
Hernandez, b aria D CEMTRAL
DEF_PROY, DEF_PROY CENTRAL
Hewitt, Mark 0 CENTRAL
Ruobb, David CEN
Smith, Dernis 50
Jackson, Lateesha CHIND
Hayes, Saly H CEMTRAL
“Wilzon, Paine M CENTRAL
oK

[ D [ Mame [ Clinic: 1D

Cancel

2. Select a provider, and then click OK.
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Entering Clinical Notes Using Templates

You can use templates to quickly create and add to clinical notes.

To enter a clinical note using a template

1. Do one of the following:

* To add a clinical note, click the New Clinical Note button S The Change Date and Time dialog
box appears. Leave the current date and system time entered, or type a different date and time. Then,

click OK.

Important: The date of the clinical note should be the date of service (dental encounter).

* To add a page to an existing clinical note, with that note selected, click the New Clinical Note Page

button L. The Change Time dialog box appears. Leave the current system time entered, or type a
different time. Then, click OK.

Note: If a clinical note page is not selected when you choose a template, a new clinical note will be added.
So, to add a template to an existing note, make sure the correct page of that clinical note is selected.

2. Ifyou are adding a clinical note without a corresponding scheduled appointment, you must attach an
encounter number to the clinical note. If the Edit Encounter Number dialog box does not appear
automatically, to attach an encounter number to the clinical note, do the following:

a. Click the Change Encounter For Selected Note button m .

Edit Encounter Number

Encounter Number

| selectby Date

Cancel |

b. Click Select by Date.

Select Encounter Number

— Search By Search Date
 This Clinic Entry Diate "  This Week  This Year
& Al Clinic © Thiz Marth & Al Dates
Encounter # Patient Type | Clinic | Entry Date | Provider Patient Class | Discharge Date
100000018121719 5Q 07/07/2020 DSMITH
(] 8 I Cancel |

c. Search for and select the correct encounter number, and then click OK.

Note: You should select the open encounter (the encounter without a discharge date) that
corresponds with the patient’s status (either outpatient for an institutional encounter or inpatient
for an inpatient setting). Selecting the correct encounter in Dentrix Enterprise ensures that
documentation in the EHRS is associated with the correct encounter.

d. Click OK.
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3. In the template pane (on the right), expand a category to view the list of available templates for that
category by clicking the plus sign (+) next to the category name, and then double-click the desired
template.

4. Respond to the prompts associated with the template, if applicable.

The template text and any responses you entered appear in the note field (in the middle).

Note: You can edit the note or add additional information as needed.

5. Click the Save Clinical Note button @ .

Entering Clinical Notes Manually

You can create a clinical note with text that you enter manually.

To enter a clinical note

1. Do one of the following:

e To add a clinical note, click the New Clinical Note button (= . The Change Date and Time dialog
box appears. Leave the current date and system time entered, or type a different date and time. Then,

click OK.
Important: The date of the clinical note should be the date of service (dental encounter).

*  To add a page to an existing clinical note, with that note selected, click the New Clinical Note Page

button "= The Change Time dialog box appears. Leave the current system time entered, or type a
different time. Then, click OK.

B Clinical Notes - (Abbott, James 5) [SQ] [UTC -D6:00 [MDT]] [DSMITH] [ABB101] [3/3/1982] [38] [] [EC/ADA 0 022] [DPC: 1A]

G REEAERIEEE
Notes (5 5 4 = 5

- 71812020

| E-Note#l [112121121]

B Pa1 - 02:17:20 PM [DSMITH] [SQ]
212812018

E- 1212172017

(- 10/8/2015

Recommendations
Removable Prosthetics
Restorative
Treatment

K-rays

| EEEEEEEEEEEEEE
E

2. Ifyou are adding a clinical note without a corresponding scheduled appointment, you must attach an
encounter number to the clinical note. If the Edit Encounter Number dialog box does not appear
automatically, to attach an encounter number to the clinical note, do the following:

a. Click the Change Encounter For Selected Note button D .
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The Edit Encounter Number dialog box appears.

Encounter Number

[ | selectby Date

b. Click Select by Date.

Select Encounter Number

— Search By Search Date
£ This Clinic Entry Date -  ThisWeek  ThisYear
@ Al Clinic " This Manth @ Al Dates
Encounter # Patient Type | Clinic | Entry Date | Provider Patient Clasz | Discharge Date
100000018121719 sQ 07/07/2020 DSMITH
(] 8 I Cancel |

c. Search for and select the correct encounter number, and then click OK.

Note: You should select the open encounter (the encounter without a discharge date) that
corresponds with the patient’s status (either outpatient for an institutional encounter or inpatient
for an inpatient setting). Selecting the correct encounter in Dentrix Enterprise ensures that
documentation in the EHRS is associated with the correct encounter.

d. Click OK.
3. Type the text of the note in the field in the middle of the window.

4. Click the Save Clinical Note button @ .
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Editing Clinical Notes

You can edit a clinical note that has note been signed.

To edit a clinical note

1. With a clinical note’s page selected, edit existing text, type other text manually, or insert text by using a
template.

HE Clinical Notes - (Abbott, James S) [SQ] [UTC -06:00 [MDT]] [DSMITH] [ABB101] [3/3/1982] [38] [] [EC/ADA: Yes] [EPRD:

B - WeNEQ /LSS BG &
NO,EE ;‘Nf’ El

L=
= 7/8/2020 Patient experiences pain but has no swelling in the UR quadrant. The pain
- Note#1 [112121121] seems to be associated with tooth 1.
Pg2 - 02:26:37 PM [DSMITH] [SQ]

2/28/2018 Fixed Prosthetics
12212017
10/8/2015

|

Patient Complaint

;

T Parindnntire

2. Click the Save Clinical Note button @ .

Signing Clinical Notes
Once a clinical note has been completed, sign it.

Tip: You can also sign clinical notes from Signature Manager (which you can access from Office Manager).

To sign a clinical note

With a clinical note’s page selected, click the Sign Clinical Note button £

2. If an encounter number is not already attached to the clinical note, the Select Encounter Number dialog
box appears. Search for and select the correct encounter number, and then click OK.

Select Encounter Number

— Search By Search Date
= This Clinic Entry Diate -  This Week  ThisYear
& Al Clinic © Thiz Marth & Al Dates
Encounter # Fatient Type | Clinic: | Entry Date | Provider Patient Clazz | Discharge Date
100000018121719 5Q 07/07/2020 DSMITH

(] 8 I Cancel |

Note: You should select the open encounter (the encounter without a discharge date) that corresponds
with the patient’s status (either outpatient for an institutional encounter or inpatient for an inpatient
setting). Selecting the correct encounter in Dentrix Enterprise ensures that documentation in the EHRS is
associated with the correct encounter.
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'The Update DPC Status dialog box appears.

il Update DPC Status

Provider. [DSMITH 7/8/2020 @~

(Class
14
1B
1C
2
3

4
5

Status

Urgent care

Urgent care

Urgent care

Interceptive care

Routine rehabilitative care
No dental care needed

Special needs care

Refused Refused RC screening

Description

1 calendar day from the date of diagnosis

30 calendar days from the date of diagnosis

60 calendar days from the date of diagnosis

120 calendar days from the date of diagnosis

365 calendar days from the date of diagnosis

Inmates not appropriate for inclusion in DPC 1, 2, 3or 5

Inmates with special needs

Refused RC Dental Screening

Encounter# 112121121

| Skip DPC | | Select |

Do one of the following:

plans. Then, click Select.
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*  Update the status — Verify that the correct Provider is selected. If it is not, click the search button
)

to select the correct provider. Next, select the correct status based on the patient’s treatment

* Do not update the status — If the patient’s DPC has already been set for the visit, click Skip DPC.

Notes:

If you updated the DPC, a “Signed on [date]” stamp is added to the end of the clinical note.

If you skipped updating the DPC, a “[User ID] selected Skip DPC button for DPC update” stamp is
added to the end of the clinical note.

If you select a clinical note that has been signed, the Sign Clinical Note button pA changes to the

Signature button ﬁ' .

The background of a signed clinical note’s page becomes gray to indicate that it is signed and locked.

Appending Clinical Notes

You cannot edit a clinical note that has been signed. However, if errors or omissions are discovered after a
clinical note has been locked, it must be appended in order to make any corrections or additions. You can add
a page to a signed clinical note to append it.

To append a clinical note

1.

With a note selected, click the New Clinical Note Page button

5 . The Change Time dialog box

appears. Leave the current system time entered, or type a different time. Then, click OK.

Create the clinical note as explained in “Entering Clinical Notes Using Templates” in this chapter.

Click the Save Clinical Note button @ .

Sign the clinical note page as explained in “Signing Clinical Notes” in this chapter.
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Using Signature Manager

You can review and sign clinical notes from Signature Manager.

Note: You cannot make updates or addendums to clinical notes from Signature Manager. You must do so
from Clinical Notes for the corresponding patient.

To view clinical notes in the Signature Manager

1. While logged in to Dentrix Enterprise as the user who needs to sign clinical notes, in Office Manager,

click the Signature Manager button L=

The Signature Manager dialog box appears.

@ Signature Manager - Clinical Notes

Time Zone
3 20 |UTC -07:00

Frovider
DSMITH

Clinic

Patient Chart #
Abbott, James S (Jim) | Al

Birthday

Mote
Note#1

Page Signed

Te:  [o7/08/2020 ~

O Any Date

Unsigned ~

07/08/2020 |UTC -07:00 5Q DDS1 Crosby, Brent L CRO101 5/19/1955 Note#1 Pal-02:43.45 PM
07/08/2020 |UTC -07:00 5aQ Dos1 Smith, Timethy (Tim) | ABB103 12/16/1990  |Note#1 | Pal-02:46:27 PM
07/08/2020 |UTC -07:00 5Q DDs1 Valgardson, Adrian VAL100 37271956 Note#1 Pal-02:47.02 PM
07/08/2020 |UTC -07:00 5aQ Dos1 Winters, Carl WIN100 12/18/1943  |Note#! | Pgl-02:45:12PM
Filters
Date Range Selection Clinic Selection Provider Selection
() Previous: 7 Day(s) (O Current Clinic fm
=3 All
(@) Date Range @ Other
(07/08/2020 » Al Status Selection

Medical Alert:

Medications:  Amoxicillin

Allergies: Penicillins - CLASS

Since Last Visit: Medical Alert:  No Change

Medications: Mo Change

Allergies: No Change
Numeric Pain Scale

Allergic To Latex

Pain Scale Type:
Description:

Pain Level: 0

2. Set up the following Filters as needed:

*  Date Range Selection — Select one of the following options:

*  Previous — To view clinical notes for the specified number of days prior to today’s date. Enter the
number of days.

*  Date Range — To view clinical notes within the specified date range. Select the starting and
ending dates of the range.

*  Any Date — To view clinical notes for any date.

*  Clinic Selection — Select one of the following options:

*  Current Clinic — To view clinical notes for the clinic that you are currently logged in to.

. - g T , >
*  Other - To view clinical notes for specific clinics or all clinics. Either click the search button

to select the clinics whose clinical notes you want to view, or select the All check box to include

all clinics’ clinical notes.

. . . b . ..
*  Provider Selection — Click the search button to select the providers whose clinical notes you
want to view, or select the All check box to include all providers’ clinical notes.

*  Status Selection — Select whether you want to view all, unsigned, or signed clinical notes.

3. Click the Refresh button to apply the specified filters.

Only the clinical notes that match the specified criteria appear in the list.

4. For each clinical note that you need to sign, do the following:

a. Select the clinical note to review it.

b. Click the Sign button £ sign the clinical note as explained in “Signing Clinical Notes” in this

chapter.
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Chapter 12: Treatment Planner

In Treatment Planner, you can organize treatment based on a patient’s Dental Priority Classification (DPC).
y g p

Also, you can prioritize treatment and set the Approval Code. Dentrix Enterprise automatically adds all

procedures that are treatment-planned from the Patient Chart into the default treatment plan case folder.

To open Treatment Planner, with a patient selected in Chart, click the Treatment Planner button on the
toolbar.

The Treatment Planner window consists of a menu bar, toolbars, the Treatment Plan panel, the case details,
and the graphical chart or progress notes.

Treatment Plan Panel Case Details Graphical Chart

-+ Dentrix Enterprist Treatment Planner - Baber, Kirk O [BAODO1] [6/23/1964] [36]) null} (null) {null) []

i File Edit Optiond View Insurance Help
NEEYEC O seBEET 2 k% E S @ e o B
0§ 2oy o8 5108

Treatment Plan Case Setup

Case Status: Created: 7/8/2020

(® VisitNot Set
Code Th Surf Provider Clinic Descriptipn

& DO150 DDS1 sQ Comp oraf eval-new/estab pat
Case? D1201 DDS1 50 Prophylaxfe with fluoride-child
e = e D2110 4 o] DDS1 50 Amalgam4 surface, primary
& Created: 7/8/2020 D2150 13 DL, DDS1 S0 Amalgam4 surf. prim/perm v

Created: 7782020

& Treatment Plan

Include Completed Cases
[ Include Rejected Cases

I[mf. Treatment Plan Case Setup

Iﬂ Insurance/Case Amounts
I&j Supporting Information
I@ Case Status History

G} Settings
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Viewing Treatment Plans

The Treatment Plan Case Setup section on the Treatment Plan panel displays the treatment plan cases that
have been created for a patient.

R IPELE
'

n 01201: Prophylaxis with flucride-child
D2110: Amalgam-1 surface, primary [#4 0]
3 D2150: Amalgam-2 surf. prim/perm [#13 DL ]
Case2
Created: 7/2/2020 il

Treatment Plan
- Created: 7/82020

Include Completed Cases
[ Include Rejected Cases -

Prioritizing Treatment Plans

When more than one visit is required to complete a treatment plan case, you can organize the procedures in
that case into visits, so you know which procedures will be done in each visit.

To order procedures by visit

1. In Treatment Planner, on the Treatment Plan panel, from the Treatment Plan Case Setup section,
expand the appropriate case by clicking the plus sign (+).

2. Select the procedures that will be completed in one visit (to select multiple, while pressing the Ctrl key,
click each procedure). Next, right-click one of the selected procedures, and then click Create Visit.

=) Treatment Plan
! Created: 517/2010

D &750: Crown-porc fuze high noble mtl [#3 ]
021

Delete Procedure(s)
Set Complete

Create visit

Move ko Visit 1 (NEW)

Repeat this step for all subsequent visits of the treatment plan. As visits are created, the number of the
visit increases (1, 2, 3, and so forth). The specified visit numbers appear next to the procedures.

Treatment Plan L
CRRRT oo 5naroio
[10150: Comp oral eval-new/estab pat
[2140: Amalgam-1 surf. prim/perm [#19 E.]

E D2160; Amalgam-3 surf. primperm [#13 MOD]

Note: The visit order also appears for your reference when selecting a Tx appointment reason from the
Appointment Information dialog box.

3. After you have prioritized treatment in the case, you must change the status of the case to “Accepted.” Any
additional treatment will go into a new case folder. To accept the case, do the following:

a. Select the case folder.

b. Click the Update Case Status button " and then click Accepted on the button menu.
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'The Update Current Case Status dialog box appears.

Update Current Case Status

Mew Case Stalus: Acceplted
Date: 07/08/2020 ~
Comment:

Cancel

c. Leave today’s date entered, or select the correct date that the case was accepted.
d. Enter any relevant notes.

e. Click OK.

Changing Treatment Plan Approval
Statuses

After prioritizing a treatment plan, the dentist can assign a DPC code to each procedure of that plan. This
information will be transferred back to the Treatment Request Manager and the Unscheduled Treatment Plan
list of the Scheduling Assistant.

To change the approval status of an individual procedure

1. In a treatment plan case folder, double-click a procedure.

Treatment Plan w
CREIEY o e 5ri92010]

D0150: Comp oral eval-new/estab pat
D2140: Amalgarm-1 surf. primAperm [#19B.]
E D2160; Amalgam-3 surf. prim/perm [#13 MOD]
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The Edit or Delete Procedure dialog box appears.

Edit or Delete Procedure

Operator: | DSMITH Encounter #:I
Date: ID?.-"DS.-"2D2D Start Date:l Completion Date: I
Frocedure: |D21 50 ﬂ |Amalgam-2 surf. prim/perm Procedure Status
. . . * Treatment Plan
Cliric: | 50 ﬂ Overide Ins. Estimate — Approval Status
TDDth:lﬁ I~ Prim. Ins. I I DPC1 Vl
Surfaces:IDL, ﬂ ™ Sec Ins l—  Completed

Amount: 0.00 " Esisting-Current Prov

" Existing-Other Prov

RyL: 0.00 [~ Do Mot Bill Dental Insurance

Provider:IDDS1 ﬂ [ Require Start/Completion Date Modifier:l

[ Overide Proc Flags

Irvalidate Upon Completion: € /it Werlfication  Auomatic € Mone

Diagnoses: ﬂ I

Condition
PI

Motes:

y

Credits > |

Related Referal
Fieferred: 1D Mumber Type 1D Mumber

I ﬂ Hemovell j
Delete | Cancel |

2. Under Procedure Status on the right, from the Approval Status list, select a DPC code.
3. Click OK.

To change the approval status of multiple procedures

1. Ina treatment plan case folder, select procedures, right-click one of the selected procedures, and then click
Assign Treatment Approval Status.

Dentrix Enterprise Treatment Planner - Fisher, Dan B [F

i File Edit Options View Insurance Help
WaEVLEC o seRRTLala g
A RN > B A PR

Treatment Plan Case Setup

K .=_4" 'ﬁ‘t L

Case Status: Created: 4/4/201°

SEE (® VisitNot Set
Treatment Plan Code  Th su
D2391 18

B JL¥ Created: 4142019
: D2392 13 ©

Move Procedure(s) to Default Treatment Plan

Delete Procedure(s)
Set Complete
Assign Treatment Approval Status |

Create Visit
Delete Visit

Move to Visit 1 (N
[ Include Completed Cas BRI

[ Include Rejected Cases 7|
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The Assign Treatment Approval Status dialog box appears.

| Assign Treatment Plan Approval Status

Select Treatment Plan Approval Status:

Mone v

| ok | | cancel |

2. From the Select Treatment Approval Status list, select the DPC code that you want to apply to all the
selected procedures.

3. Click OK.

Note: If any of the selected procedures already has an approval status, and it is different from the status that
you selected in the Assign Treatment Approval Status dialog box, the approval status will be changed for
those procedures.

Rejecting Treatment Plans

If a patient refuses all or certain treatment, you can reject those procedures in Treatment Planner. Rejected
treatment is removed from the odontogram.
To reject all treatment in a case

1. Select a treatment plan case folder.

2. Click the Update Case Status button E , and then click Rejected on the button menu.

The Update Current Case Status dialog box appears. The Update Current Case Status dialog box
appears.

Update Current Case Status

Mew Case Stalus: Rejected
Date: [7/08/2020 P

Comment:

Mote: Procedures in the selected case will be rejected
and associated conditions unlinked.

Cancel

Note: If any procedures have linked conditions, a note appears at the bottom of the dialog box to inform
you that the associated conditions will be unlinked from the rejected procedures.

3. Leave today’s date entered, or select the correct date that the case was rejected.

4. Enter the reason that the treatment was refused.

5. Click OK.

To reject partial treatment

1. Create a new treatment plan case folder as explained in “Creating Treatment Plan Cases” in this chapter.
Note: If you need to rename the folder, you can do so by right-clicking it and clicking Rename Case.

2. Drag the rejected procedures into the new folder.
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3. Click the Update Case Status button 2 , and then click Rejected on the button menu.

The Update Current Case Status dialog box appears.

Update Current Case Status

Mew Case Stalus: Rejected
Date: [7/08/2020 ~
Comment:

Mote: Procedures in the selected case will be rejected
and iated conditions unlinked

Cancel

4. Leave today’s date entered, or select the correct date that the case was rejected.

5. Enter the reason that the treatment was refused.

6. Click OK.

To reject irrelevant treatment

If, for example, an RCT was treatment planned for a tooth, but that tooth was subsequently extracted, create
a new case folder, put that extraction procedure in it, and then reject the new case.

Creating Treatment Plan Cases

To maximize the patient experience, you want make treatment planning customized and personal, but you
also want to maintain efficiency. When you post treatment-planned procedures in Ledger or Chart, Dentrix
automatically places those procedures into a default treatment plan case in Treatment Planner. However, you
can create additional treatment plan cases to group and organize procedures. This allows you to track the
status of or prioritize various courses of treatment.

To create a new case
1. In Treatment Planner, on the Treatment Plan panel, from the Treatment Plan Case Setup section, click

the New Case button “

Treatment Plan Case Setup

n [01201: Prophylaxis with fluoride-child
E 02110: Amalgam-1 surface, primary [#4 0]
3 D2150: Amalgam-2 surf. prim/perm [#13 DL]

The new case appears in the case list.
B Tr

2. Type a name for the case, and then press Tab or Enter to apply the name.

eatment Plan [1]
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All treatment-planned procedures are automatically added to the default case (“Treatment Plan” is the
name if it has not been renamed). Select the desired procedures in the default case (to select multiple
procedures, while holding down the Ctrl key, click the procedures), and then drag the selected procedures
to the new case.

Treatment Plan Case Setup
1SRt Y SIEE
z el

D0150: Comp oral eval-newlestab pat
D1201: Prophylaxis with fluoride-child

Created: 5A8/2010 ’ﬁ

Tip: If all the procedures in the default treatment plan case will be put into the same case, you can rename
the default case to avoid having to create a new case and move the procedures into the new case.

Deleting Treatment

You can delete existing treatment-planned procedures that are not in history. For example, if a panorex was
treatment planned a year ago and is no longer necessary, you can delete that procedure.

To delete a treatment-planned procedure

In Treatment Planner, on the Treatment Plan panel, from the Treatment Plan Case Setup section,
expand the appropriate case by clicking the plus sign (+), and then double-click a procedure.

Treatment Plan
Created: 5/17/2010

[ 2750; Crown-pore fuge high noble mil [#3 ]

D2150: Amalgam-2 suif. primdperm [#14 t0.]
[5120: Complete denture - mandibular [#18-31 ]
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The Edit or Delete Procedure dialog box appears.

Edit or Delete Procedure

Operator: | OFMO1 Encounter #:l—
Date: ID?.-"DS.-"2D2D Start Date:l— Completion Date: I—
Procedure: |D21 10 ﬂ |Amalgam-1 surface, primary Procedure Status
. . & Treatment Plan
Clinic: | 50 ﬂ Override Ins. Estimate— Anproval Status
T°°th3|4_ I Prim. Ins. I INone vl
Surfaces:ID ﬂ ™ SecIns l— " Completed
Amount: 0.00 " Esisting-Current Prov
: " Existing-Other P
e Ay [ Do Mot Bill Dental Insurance M Y

Provider:IDDS1 ﬂ ™ Require Start/Completion Date Modifier:l

[ Owvenide Proc Flags

Invalidate Upon Completion: € itk Werlfication © Auomatic € Mone

Diagnoses: ﬂ I
Motes:
y

Credits > |

" Related Referal

Condition
(zu

Fieferred: 1D Mumber Type 1D Mumber

IBY: Dr. Evans, Jeff Hemovell[None] j I
Delete | ak | Cancel |

Click Delete.
On the confirmation message that appears, click OK.
The treatment-planned procedure is removed from Treatment Planner, Chart, and Ledger-Treatment

Plan.

Tip: To delete multiple procedures at the same time, in the Treatment Plan Case Setup section, while
pressing the Ctrl key, click the procedures you want to delete. Next, right-click one of the selected procedures,
and then click Delete Procedure(s). Then, on the confirmation message that appears, click Yes.

Moving Treatment Between Cases

To move treatment between cases, select the desired procedures in one case (to select multiple procedures,
while holding down the Ctrl key, click the procedures), and then drag the selected procedures to another case.

Treatment Plan Case Setup

D0150: Comp oral eval-newlestab pat
D1201: Prophylaxis with fluoride-child

Created: 58/2010 'ﬂﬂ
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Printing the Patient Treatment Case
Report

You can print the Patient Treatment Case Report for the current patient and customize the data that appears

on th

e report.

To generate the Patient Treatment Case Report

1. InTreatment Planner, on the Treatment Plan panel, click the Print button <4 | and then click Patient
Treatment Case Report on the button menu.

The Patient Treatment Case Report dialog box appears.

Patient Treatment Case Report

Procedure Code Date Range

From:

By:  (®Entry Date
Case Fee Expiration Date Range

From:
(® &ll Dates

Select Provider

From: | <ALL> >> | Tor| <ALL>

Beport Options
Print Subtotals by Visit

Include Finance Status

[] Use Patient Friendly Descriptions
[] Exclude Completed Procedures from Case

Include Patient Balance
Include Family Balance

[] Use Dental Plan Maximums and Deductibles

Compare to Fee Schedule:

Select Columns...

[ Save as Default
[] Print Preview

Include Cases With

Case Status:

Created

Printed

Pre-Auth (Prim)
Pre-Auth (Sec)
Follow-Up Made
Refemed

T O 7/ 82020 ~ |

Accrep‘ted
Rejected
Completed

[ an

Case Severity:

Immediate
Eventual (Future)
Optional

NONE

A a1

Patient Privacy

[] Hide Patient SSN
[] Hide Patient Chart Number
[] Hide Patient Birthdate

0K Cancel

3. Set up any of the following options:

Procedure Code Date Range — Enter a date or date range of treatment-planned procedures posted in
the range to include. To include all dates, select All Dates for From and To.

Case Fee Expiration Date Range — Enter a date or date range of cases with an expiration date within
that range to include. To include all dates, select All Dates for From and To.

Select Provider — To select a provider or range of providers for the patient’s treatment-planned
procedures to include, click the From and To search buttons , and select the providers. To include

all providers, leave From “<ALL>” To “<ALL>” entered.

Report Options:

e Select the options that correspond to the information you want to include.

* To include a comparison of the current fee schedule to a selected fee schedule, select the

Compare to Fee Schedule search button (-], and select a fee schedule.
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* Include Cases With — Select the case statuses that you want to include, or select All to include all
statuses. Also, select the case severities that you want to include, or select All to include all severity
levels.

*  Patient Privacy — Select the options that correspond to the patient information you want to exclude.
Tips:

* To save the current report settings as a set for the next time you run this report, select Save as

Default.

* To preview the report before printing it, select Print Preview.

4. Click OK.

Dentrix Enterprise 11.0.48 Learner’s Guide



Chapter 13: End of Day 147

Chapter 13: End of Day

At the end of the day, do the following:

Verify that all appointments are set complete in Appointment Book.

2. Verify that all procedures are completed by generating a day sheet.
3. Sign any unsigned clinical notes from Signature Manager.
4. Verify that there are not any patient credit balances by generating an aging report.

Verifying Completed Appointments

While viewing today in Appointment Book, all appointments should be grayed out. For information about
completing appointments, see “Completing Appointments” in Chapter 8: Appointment Book.

Generating a Day Sheet

To make sure that each patient who was seen today has had a procedure posted and that a visit co-pay and/or

dental lab fee has been charged.

To generate a day sheet

1. In Office Manager, click the DXOne Reports button on the toolbar.
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DXOne Reporting opens.

MJl DXONE Reporting

File Reports Security Scheduling E-Mail

SEEECTCAS

Help

[=

Select Report Category:

Reference

Management
Ledger
Analysis

List

Audit

uDs

Custom

Double Click to Launch Report Options:

Analysis Summary
Appointment Cycle Time
Appointment 5tatistics

Assigned Rights Report - Current

Credit Card Transaction
Daily Summary

Day Sheet

Day Sheet - Adjustments
Day Sheet - Deposit Slip
Day Sheet - Receipts

2. From the Select Report Category list box, select Management.

3. In the Double Click to Launch Report Options list box, double-click Day Sheet.

The Day Sheet dialog box appears.

H Day Sheet

Date Range
® Specific Range

Clinic

M Al

Group By
® No Group By

: O clinic
From: 82022022 [0~ | ® collecting Clnic S
Tor | 8/20/2022 - O Rendering Clinic ® o
. Clinic
() Relative Date Range Provider/Staff O Billing Type
Current Day Al O No Subgroup
O clinic
Laie Lies Billing Type ) Provider
@ Entry Date
V] .
) Procedure Date Al Layout Options
. @® Phone #
Patient Tag O chart
~) Chart #

[] Run By Patient Tag

Report Detail Sort
@® Alphabetical
) Chronological

> WV Al

Other Options

[l Do not display Patient Name

|Save as Default | |Clear Defaults|

oK | | Cancel

4. Set up the following options:
*  Date Range — Do one of the following:
*  Leave Specific Range selected and today’s date entered in the From and To fields.

*  Seclect Relative Date Range, and then select Current Day from the list.

Note: For a credit or charge to be included on the report, it must have a date within the date range or
relative date range, based on the Date Type.
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Date Type — Select whether to run the report by Entry Date or Procedure Date. Entry date
indicates the date of a transaction that was entered into the database. Procedure date indicates the
date of a transaction that was manually changed. Most of the time, procedures will have the same
entry and procedure date. They will only differ when you backdate a procedure. Applied credits use
the allocate date instead of entry or procedure date.

Clinic — Click the search button ﬂ to select the clinics you want to include on the report, or leave

All selected to include all clinics. Select whether to run the report by Collecting Clinic or Rendering
Clinic.

*  When specific clinics are selected for the Collecting Clinic, the report will include the following:
*  Credits where the collecting clinic is specified
*  Charges where the rendering clinic is specified

*  When specific clinics are selected for the Rendering Clinic, the report will include the following:
*  Suspended credits where the collecting clinic is specified
* Applied credits where the rendering clinic is specified

*  Charges where the rendering clinic is specified

Provider/Staff — Click the search button ﬂ to select the providers/staff members you want to
include on the report, or leave All selected to include all providers and staff members.

The following stipulations apply when selecting a provider:
e The report will only include transactions associated with the rendering provider(s) specified.

* Ifany providers are specified, the report will not include any suspended credits regardless of the
group by option specified.

Billing Type — Click the search button ] to select the billing types for the patients you want to
include on the report, or leave All selected to include all billing types.

Patient Tag — To have the report include patients with certain tags assigned to them, select the Run

By Patient Tag check box; and then click the search button ﬂ to select the desired patient tags, or
leave All selected to include all patient tags. To not filter the report by patient tag, clear the Run By
Patient Tag check box.

Group By — Select one of the following options:

*  No Group By — For no grouping. Only the grand totals appear on the report. The totals are not
broken down by clinic or provider.

*  Clinic — To group the report by clinic. The totals are broken down by clinic, and the report
displays grand totals.

Do one of the following:

* To not group the report by provider within each clinic grouping, clear the Provider check
box. The report displays a charge with its associated rendering clinic. The report displays a
suspended credit with its associated collecting clinic. The report displays an applied credit
with either the rendering clinic of the charge that it’s applied to or its collecting clinic.

*  To group the report by provider within each clinic grouping, select the Provider check box.
For each provider, the report displays totals that are related to the outer clinic grouping.
The report displays a charge with its associated rendering provider. The report displays a
suspended credit under a “SUSPENDED CREDITS” grouping. The report displays an
applied credit with the rendering provider of the charge that it’s applied to.
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Provider — To group the report by provider. Totals are broken down by provider, and the report
displays grand totals.

Do one of the following:

To not group the report by clinic within each provider grouping, clear the Clinic check

box. The report displays a charge with its associated rendering provider. The report displays
an applied credit with the rendering provider of the charge that it’s applied to. With this
grouping option, the report does not display suspended credits because suspended credits are
not associated with a provider.

To group the report by clinic within each provider grouping, select the Clinic check box.
For each clinic, the report displays totals that are related to the outer provider grouping. The
report displays a charge with its associated rendering clinic. The report displays an applied
credit with either the rendering clinic of the charge that it’s applied to or its collecting clinic.
With this grouping option, the report does not display suspended credits because suspended
credits are not associated with a provider.

Billing Type — To group the report by billing type. Totals are broken down by billing type, and
the report displays grand totals.

Do one of the following:

To group the report by billing type without a secondary grouping, select the No Subgroup

option.

To group the report by clinic within each billing type grouping, select the Clinic option. For
each clinic, the report displays totals that are related to the outer billing type grouping. The
report displays a charge with its associated rendering clinic. The report displays an applied
credit with either the rendering clinic of the charge that it’s applied to or its collecting clinic.
With this grouping option, the report does not display suspended credits because suspended
credits are not associated with a provider.

To group the report by provider within each billing type grouping, select the Provider
option. For each provider, the report displays totals that are related to the outer billing type
grouping. The report displays a charge with its associated rendering provider. The report
displays an applied credit with the rendering provider of the charge that it’s applied to.

If all providers are selected for Provider/Staff, the report displays a suspended credit under
a “SUSPENDED CREDITS” grouping. If specific providers (instead of all providers)
are selected for Provider/Staff, the report does not include a “SUSPENDED CREDITS”

grouping.

If specific providers (instead of all providers) are selected for Provider/Staff, the totals and grand
totals do not include suspended credits, other applied credits, or other applied credit initial
balances.

Layout Options — Click Phone # to display the patient’s phone number next to the procedure, or
Chart # to display the patient’s chart number next to the procedure.

Report Detail Sort — Select either Alphabetical to sort the transactions alphabetically by the last
names of patients or Chronological to sort the transactions by date according to the Date Type.

Click Save as Default to save the current settings for the next time you run the report.

Click Clear Defaults to revert the dialog box options to the original defaults.

Click Schedule to open the Schedule Report dialog box and schedule the report to be emailed.
Click OK to preview the report.
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Signing Clinical Notes
You can identify and sign any unsigned clinical notes in Signature Manager. For information about reviewing
and signing clinical notes, see “ Using Signature Manager” in Chapter 11: Clinical Notes.

& Signature Manager - Clinical Notes

Date Time Zone Clinic ~ Provider ~ Patient Chart # Birthday Mote Page Signed Medical Alert:  Allergic To Latex
» 20 |UTC 0700 DSMITH | Abbott, James S 3/3/1982 | Note#tl m‘ed‘ﬁtims: ';\mo)‘i‘l‘l_”“" Lass
ergies: eniciins -
L \ - o R X S
07/08/2020 |UTC0700 |5 | DDS1 | Crosby, Brent L CROID1  |5/19/1955 | Notetfl | Pql-02:43:45PM Singe Last Visit; Medical Alert: o Change
07/08/2020 |UTC0700 |SQ  |DDS1 | Smith, Timothy (Tim) |ABB103 | 12/16/1990  Mote#1 |Pal-(02.46.27 PM Medications:  No Change
07/08/2020 |UTCO700 |SQ  |DDS1 | Valgardson, Adran  |VALIOD  |3/2/1956 Note#1 |Pol 0247.02PM Allergies: Mo Change
07/08/2020 |UTCO700 [5G |DDS1 | Winters, Cad WINIDD  [12/18/1943  |Note#l |Pal-02:45-12PM Pain Scale Type: Numeric Pain Scale Pain Level: 0
Description:
Fitters
Date Range Selection Clinic Selection Provider Selection
(O Previous: |7 Day(s) (O Current Clinic im'
=
S @® Other ol
07/06/2020 5 Al Status Selection
To:  [o7/08/2020 -
Unsigned
() Any Date

Generating the Aging/Credit Balance
Report

As visit co-pays and dental lab fees are posted, Dentrix Enterprise will automatically adjust off the balance in
the Ledger. If an error is made in posting either of those adjustments, and it was subsequently deleted, Dentrix
Enterprise will not automatically remove the adjustment. The adjustment will have to be deleted manually.

To verify that all patient balances have been adjusted off, generate the Aging/Credit Balance Report.
To generate an aging report

1. In Office Manager, click the DXOne Reports button on the toolbar.
DXOne Reporting opens.

Ml DXONE Reporting

File Reports Security Scheduling E-Mail Help

SEEEeICAS [

Select Report Category: Double Click to Launch Report Options:
Reference Aging/Credit Balance

Management Insurance Claim Aging

Ledger Insurance Claims Mot Sent

Analysis Pre-Estimate Aging

List Pre-Estimates Not Sent

Audit Procedures Mot Attached to Insurance
uDs Provider Revenue

Custom Secondary Insurance Claims Not Created

Secondary Pre-Treatment Est. Mot Created
Suspended Credits

Utilization

2. From the Select Report Category list box, select Ledger.
3. In the Double Click to Launch Report Options list box, double-click Aging/Credit Balance.
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The Aging/Credit Balance dialog box appears.

Ml Aging/Credit Balance

Aged Balance as of | 7/8/2020 O Guarantor Aging Intervals Group By
From: All Over 0 ® Guarantor
Last Pmt Before D d All ® Only Guarantor
To: S All Over |30 =
v ) Clinic
Date Type dini Over |60 O Provider
Inic
() Entry Date over |ao ) Clinic\Guarantor
® Procedure Date All ) Provider\Guarantor
Over |120
Balance Range Provider over M=o Sort Options
<Exclude Zero Balances> & All & 150 ® By Guarantor Name
ver
Minimum ST () By Owver 180 to Current Balance
ALL= <ALLs Billing Type ) By Largest to Smallest Balance
=l R 9yp Days Past Due U
All VAR Other Options
Patient Tag 0 ¥ 1 Include Guarantor Notes

[] Run By Patient Tag Maximum

<MNo Limit>
== [« Al

|Save as Default| |Clear Defaults| | oK | | Cancel |

4. Set up the following options:

*  Aged Balance as of — Enter the Aged Balance as of date, which is the date from which to age the
balances. Remember the following when typing a date:

*  The credit or charge must have a date prior to or equal to the date entered.

*  Credits that have been applied to charges use the applied date to determine if the date is less than
or equal to the aged balance date.

*  All charges and suspended credits use the entry date or procedure date (whichever is specified) to
determine if the date is less than or equal to the aged balance date.

* Last Pmt Before — The Last Pmt Before date can be used to exclude accounts that have made a
payment recently. For example, if the date is for the prior month, any accounts that have a guarantor
payment for that prior month will be excluded from the aging report. Insurance payments are
ignored.

*  Clear ALL and enter a date to include accounts that have made payments before the specified
date. Also, if ALL is not selected, a guarantor will only show on the report when his/her last
payment (guarantor payment) was made prior to the date entered.

*  Leave ALL selected to include all accounts, regardless of the date of the last payment.

*  Date Type — Select whether to run the report by Entry Date or Procedure Date. Entry date
indicates the date of a transaction that was entered into the database. Procedure date indicates the
date of a transaction that was manually changed. Most of the time, procedures will have the same
entry and procedure date. They will only differ when you backdate a procedure. Applied credits use
the allocate date instead of entry or procedure date.

* Balance Range — Select Exclude Zero Balances to include all credit or debit balances on the report.
¢ Guarantor — Click the From and/or To search buttons ﬂ to select the range of guarantors you

want to include on the report (the range can be open-ended), or leave both All check boxes selected
to include all guarantors.
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Clinic — Click the search button ] to select the clinic that you are verifying balances in. With a
specific clinic selected, the report will include the following:

*  Suspended credits where the collecting clinic is specified
*  Charges where the rendering clinic is specified

*  Applied credits assume the charges are for the rendering clinic. Therefore, if a charge doesn’t
show because of the clinics specified, and the applied date is on or before the aged balance date
specified, the applied amount will not show and is not considered suspended.

Provider — Click the search button ﬂ to select the providers you want to include on the report,
or leave All selected to include all providers. When specific providers are selected, the report will
include/exclude the following:

* Include transactions associated with the rendering provider(s) specified.
*  Not include any suspended credits, regardless of the Group By option specified.

* Ifacharge doesn’t show because of the providers specified, and the applied date is on or before
the aged balance date specified, the applied amount will not appear.

Billing Type — Click the search button ] to select the billing types for patients you want to include
on the report, or leave All selected to include all billing types.

Patient Tag — To have the report include patients with certain tags assigned to them, select the Run

By Patient Tag check box; and then click the search button 22| to select the desired patient tags, or
leave All selected to include all patient tags. To not filter the report by patient tag, clear the Run By
Patient Tag check box.

Aging Intervals — Enter the aging intervals, in days, as you want them to appear on the report. Each
guarantors balance will be aged by the ranges specified in each of the six interval buckets. Clinic and
provider groupings are also aged using these same buckets.

Days Past Due — Select the Minimum days past due: 0, 30, 60, 90, 120, 150, or 180. For example,
if you only want accounts with a balance over 60 days, select “60.” Select the Maximum days past
due: <No Limit>, 30, 60, 90, 120, 150, or 180. For example, if you do not want to include any
accounts with an aged balance over 90 days, select “90.”

Group By — You have the following options:
*  Guarantor — Click this option to group the report by guarantors.
*  Only Guarantors — Click this option to list balances by guarantor name.

*  Click Clinic or Provider to group the report first by guarantor name and then by clinic for
each guarantor. Clinics listed are based on the charges for the rendering clinic and suspended
credits for the collecting clinic.

*  Click Provider to group the report first by guarantor name and then by provider for each
guarantor. Providers listed are based on the charges provider. Suspended credits are included
on the report but are only shown under the guarantor grouping.

*  Clinic/Guarantor — Click this option to group the report first by clinic and then by guarantor
name. Clinics listed are based on the charges for the rendering clinic and suspended credits for
the collecting clinic.

*  Provider/Guarantor — Click this option to group reports first by provider and then by guarantor
name. Providers listed are based on the charges provider. Suspended credits are not included with
this grouping.
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e Sort Options — You have the following options:

* By Guarantor Name — Click this option to sort the report first by the grouping specified and
then alphabetically by guarantor name.

* By Over 180 to Current Balance — Click this option to sort the report first by the grouping
specified (whatever is entered as the last aging interval) and then by the oldest to newest balance.

* By Largest to Smallest Balance — Click this option to sort the report first by the grouping
specified and then by the largest to smallest balance.

*  Other Options:

* Include Guarantor Notes — Select this check box if you want to include the patient’s guarantor
note. With this check box selected, any guarantors with a note will print below the guarantor
information. This check box is only available when the Group By option is set to Guarantor
(with any sub-grouping).

Click Save as Default to save the current settings for the next time you run the report.

Click Clear Defaults to revert the dialog box options to the original defaults.

Click Schedule to open the Schedule Report dialog box and schedule the report to be emailed.
Click OK to preview the report.

o o N W

If any balances are listed, post adjustments to those accounts to make their balances be zero.

10. Re-run the report to make sure that there are no accounts listed.
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Chapter 14: Continuing Care

You can use Continuing Care to track the following:

Perio maintenance for patients
Patients who have a Plaque Index (PI) score over 20
Lab cases for prosthetics

Biopsy cases

You will generate Continuing Care lists only for lab cases.

Tracking Perio Maintenance

You will post a D4910 to track a periodontal maintenance for a patient. If needed, you can also change the
interval for that continuing care type for a patient.

To record periodontal maintenance

1. In Chart, with a patient selected, make sure the appointment provider’s name appears on the title bar. If
not, change the provider as explained in “Changing the Provider for a Charting Session” in Chapter: 9:
Chart.

¥ Dentrix Chart - (Abbott, James S) [SQ] [UTC -06:00 [MDT]] [DSMITH] [ABB101] [03/03/1982] [38][] [EC/ADA: Yes] [EPRD: 07/07/2022] [DPC: 1A] O X
File Options View Prim/Perm  Procedures Multi-Codes Dental Diagnostics  Help
—
(=] s =
k Diagnostic Preventive
Restorative Endodantics
Periadontics Prosth, remoy
Mazillo Prosth Implant Sery
. - Prostho, fixed Oral Surgery
< PA W A H ﬂ it |G Orthodontics Adjunct Sery
) ¥ q : U (50 REST Conditions In - House
] - Lab Use Ory
| J . J 3 |‘5N‘ 15202 | 15203 EIJI Eul Treat Plan | Complete | +
7 3 @ s H‘- Clear |

2. Click the Periodontics procedure code category button, and then double-click D4910 Periodontal
maintenance.

3. Click the Comp status button.

The procedure appears in the progress notes, and the associated continuing care type, PERIO, is attached

to the patient’s record.
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To view and modify a patient’s continuing care

The continuing care types attached to a patient’s record appear in the Cont. Care block of Family File.

E-Mail: documentation@heniyschein.com

Cont. 07/22/20 LAB CASE 08/08/20 PI>20

Care [02/08/20 PERIO

Patient Notes iew l

If you need to change when the patient is eligible for a follow-up visit for a specific continuing care type, such
as PERIO, you can change the interval of that continuing care type.

To edit a patient’s continuing care

1. With a patient selected in Family File, double-click the Cont. Care block.

Cont. 07/22/20 LAB CASE 08/08/20 PI>20
Care  08/08/20 FERIO

The Patient Continuing Care dialog box appears.

Patient Continuing Care - (Abbott, Jarr

| Type | Appt? | Skat_us [ Prior Treat. | Prov |
12212017 | P

i} 19

1221207 | Prowl

[I7/22/2020

+
08/08/2020 Pl-20 07/14/2020+
BIOPSY

Edi. | Clear.. | Close |

Select the continuing care type that you want to edit.
Click Edit.
The Edit Continuing Care dialog box appears.

Edit Continuing Care - (Abbott, James 5)

Type: Drescription:

|PERID |Perio

Drate Set: Scheduled Appt.; Motivational Mote: y
|07/08/2020 | [

Drue Date: Frior Treatment:

[oaa/z2020 | [o7/0as20s

Status:
I [Mone] LI

— Provider:
 Provl ® Provz

—Default &ppt. Time:——————————————

¥ Time? |5 Urits] SetTima--l oK | Bareed |

4. To set the interval for the patient’s continuing care, click the Due Date search button 2,

Dentrix Enterprise 11.0.48 Learner’s Guide



5.

6.
7.

Chapter 14: Continuing Care 157

The Set Interval dialog box appears.

Set Interval

Interval:
lrls_ﬂ IMonths VI ™ +1Day

Current Due D ate: Mew Due Date:
| 08/08/2020 |DB;"DB£2D2D
(] 8 I Cancel |

Change the Interval to reflect the amount of time that elapses between the patient’s continuing care visits.
Select +1 Day to extend the interval an extra day to prevent insurance billing problems for patients with
strict interval requirements.

Click OK.
In the Edit Continuing Care dialog box, click OK.

Tracking Plaque Index > 20

You will post the in-house code C1020 to track Plaque Index >20 for a patient. Show how the continuing

care module will track this patient.

To enter a plaque index over 20

1.

In Chart, with a patient selected, make sure the appointment provider’s name appears on the title bar. If
not, change the provider as explained in “Changing the Provider for a Charting Session” in Chapter 9:
Chart.

T Dentrix Chart - (Abbott, J; )] /S 2] [DPC: 1A]

File Options View  Prim/Perm Procedures Multi-Codes Dentsl Diagnostics Help
[0l (&[5 v (& [l([5][2] () (%] bal [ [ ] [# 0] (4 il bed (2] 1 (A 3 &

[=) ] Diagnostic Freventive

Restorative Endodortics

Pericdontics Prost, remoy

‘g’ Maslo Prosth Implant Sery

Prastho, fixed Oral Surgery

@@ vt ) 2 e =

A ¥ ™ ) - Condiions In- House

(& i Lab Use Orly

" . f /A i , ||| w22 23| E0 | Ex | Treat Plan ] Complete | +|
~- o - / A A "’d F . Clear | H |

Click the In-House procedure code category button, and then double-click C1020 Plaque Index > 20.
Click the Comp status button.

The procedure appears in the progress notes, and the associated continuing care type, PI>20, is attached
to the patient’s record.

To view a patient’s continuing care

The continuing care types attached to a patient’s record appear in the Cont. Care block of Family File.

Care

Cont. 07/22/20 LAB CASE 03/08/20 Pl 20 | ‘

08/08/20 PERIO
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Tracking Lab Cases

You can use Continuing Care to track a patient’s lab case.

Lab Out

To start the tracking of a lab case, post the correct procedure, and then verify that the correct continuing care
g p p g
type is attached to the patient’s record and that the type has the correct status.

To post a lab case procedure

1. In Chart, with a patient selected, make sure the appointment provider’s name appears on the title bar. If
not, change the provider as explained in “Changing the Provider for a Charting Session” in Chapter 9:
Chart.

2. If the treatment need you are entering requires a tooth number, select the appropriate tooth/teeth in the
graphical chart.

File Options View Prim/Perm  Procedures Multi-Codes Dental Diagnostics  Help
vl (& o] (=] (6] ba] (<ol (] sl (] 1] (ol ] (2 (4] (] oed (=] () [ [l 3
- Diagnostic Preventive
' Restorative Endodontics
Periodontics Prosth, remov
‘g‘ Mavillo Prosth Implant Serv
‘ ﬂ = Prostho, fixed Oral Swigery
( r _Inszn osatt = = et Serv
J ¥ v Conditions In - House
@@= useony
ad \ I/ AR \ || 5| 02| wes| E0 | Ex | TreatPlan | Complete | + |
‘ | ' & v a * £ Clear || | |

3. Specify a prosthetic procedure, such as D7110, by using a procedure button, a procedure code category
button, or the Procedures menu.

If the selected procedure requires additional treatment information (surfaces, quadrants, sextants, or
arches), the Surface Selection, Quadrant Selection, Sextant Selection, or Arch Selection dialog box
appears.

Surface Selec...

[~ Mesial
[ Incizal/Dcchusal

I Distal
™ Lingual
™ Facial/Buccal

[ Class Five
e [ UR| T UL [T 51| 52| 53
I—S“'faces rR|IC W I~ se| " 55| s4

0K | Cancell ot I Eancell ot I C‘5'n°'3|| Ok I Ef'nC'3||

CQuadrant Selec...

4. Select the applicable treatment areas, and then click OK.

Note: For surface selections, if multiple teeth have been selected, the treatment areas you specify will be
applied to all those teeth.
5. Click the Comp status button.

The procedure appears in the progress notes, and the associated continuing care type, LAB CASE, is
attached to the patient’s record.
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1. With a patient selected in Family File, double-click the Cont. Care block.

Cont. 07/22/20 LAE CASE 08/08/20 FI>20
Care  08/08/20 PERIO

The Patient Continuing Care dialog box appears.

Patient Continuing Care - (Abbott, James 5)

Status

0 LAB + Out g 0

08/08/2020 | PERIO + 07/08/2019 | Prov2

08/08/2020 | PI>20 07/14/2020+ 12/21/2M7 | Prowvl
BIOPSY

Edi. | Clear.. | Closs |

2. Select the LAB CASE continuing care type.
3. Click Edit.
The Edit Continuing Care dialog box appears.

Edit Continuing Care - (Abbott, James 5)

Type: Diescription:

LB CasE | Track Lab Case

[rate Set: Scheduled Appt.: Mativational Mote: y
[12/21/2017 | [

Due Date: Prior Treatment:

[07722/2020 »»| [12/2172013

Status:
|1 Out LabOut =l
— Provider:

' Provl 7 Prowz

—Default Appt. Time:————————

I Time? Set Time... | ,TI Cancel

The selected Status should be Lab Out.
4. Click OK.

5. In the Patient Continuing Care dialog box, click Close.
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Lab In

When a lab case is received back from the lab, change the status of the patient’s Lab continuing care type, and
then schedule the patient for an appointment.

To change the status of a lab case

1. With a patient selected in Family File, double-click the Cont. Care block.

Cont. 07/22/20 LAB CASE 08/08/20 PI>20
Care  (08/08/20 PERIO

The Patient Continuing Care dialog box appears.

Patient Continuing Care - (Abbott, James §)

Status Prior Treat.

+ Ot

0 PER " 3
08/08/2020 | Fi>20 0741472020+ 120212017 | Frowt
BIOPSY

Edi. | Clear.. | Close |

2. Select the LAB CASE continuing care type.
3. Click Edit.
The Edit Continuing Care dialog box appears.

Edit Continuing Care - (Abbott, James 5)

Type: Drescription:

LB CasE | Track Lab Case

[rate Set: Scheduled Appt.: Mativational Mote: y
[12/21/2017 | [

Due D ate: Prior Treatment:

[07722/2020 »»| [12/2172013
Status:
|1 Out  LabOut |

— Provider:
i Provl  Provz

—Default Appt. Time:————————

I Time? ’— SetTime...l ,TI Cancel

4. Change the Status to Lab In.
5. Click OK.
6. In the Patient Continuing Care dialog box, click Close.
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7. Review the patient’s prosthetic procedure in Chart to see if an additional lab fee needs to be posted. Do
not edit the original fee.

To post an additional lab fee, do the following:

a. In Chart, with the patient selected, make sure the treating provider’s name appears on the title bar. If
not, change the provider as explained in “Changing the Provider for a Charting Session” in Chapter

9: Chart.
b. Click the Lab Use Only procedure code category button, and then double-click the additional lab

procedure.

c. Click the Comp status button.

d. Locate the clinical note that was created when you posted the additional lab procedure. For
information about viewing clinical notes, see “Viewing Clinical Notes” in Chapter 11: Clinical Notes.
Note: The provider will have to sign the clinical note.

e. If the provider for the clinical note is not the treating dentist, change the provider as explained in
“Changing the Provider” in Chapter 11: Clinical Notes.

8. Schedule the patient’s appointment for the lab case from Scheduling Assistant as explained in “Scheduling

Appointments from Scheduling Assistant” in Chapter 3: Scheduling Assistant.

Note: You do not attach a treatment request to a follow-up appointment for a prosthesis.

Lab Delivered

When the prosthetic appliance is delivered, clear the Lab Case continuing care type from the patient’s record.

Important: You can view all outstanding lab cases from Scheduling Assistant. Make sure to delete all delivered
cases from the list to keep it accurate.

To stop tracking a lab case

1. In Scheduling Assistant, filter the list to view only the patients with the Lab Case continuing care type
attached to their records as explained in “Customizing the Continuing Care Filter Settings” in Chapter 3:
Scheduling Assistant

2. Click the patient’s name (which is a hyperlink).

The patient’s More Information window opens.

3. Click the Family File button &
The patient’s Family File opens.

4. Double-click the Cont. Care block.

Cont. 07/22/20 LAB CASE 08/08/20 PI>20
Care 08/08/20 PERIO
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The Patient Continuing Care dialog box appears.

Patient Continuing Care - (Abbott, James 5)

Status Pricr Treat.

P B . 1
08/08/2020 | Fl>20 07/14/2020+ 12/21/2017 | Prowl
BIOPSY

Edi. | Clear.. | Close |

5. Select the LAB CASE continuing care type.
6. Click Clear.

7. On the confirmation message that appears, click Yes.
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Chapter 15: Ledger

Ledger contains all the procedures posted from Appointment Book or Chart. For the most part, you will
use Ledger only to view procedures. If a procedure has been entered in error, the provider can edit or delete
it from Chart. However, it will be necessary to edit or delete the adjustment associated with the edited or
deleted procedure in the Ledger.

For information about editing and deleting procedures, see “Editing Procedures,” “Deleting Procedures,” and
“Invalidating Procedures” in Chapter 9: Chart.

Ledger Toolbar

The toolbar contains several buttons that you can click to access certain areas or features of Dentrix Enterprise.

(0l [ [= bl & (o= [2] 32 (] el [ [4 < (2] FAl ] =] 40 [ [ 2] 2] 4 b 3]

The function of each button on the toolbar is explained in the following table.

Button | Name Description
E More Information Opens the selected patient’s More Information window.
% Patient Chart Opens the selected patient’s Patient Chart.
o8 Family File Opens the selected patient’s Family File.
Q. Appointment Book Opens the Appointment Book module.
Q Office Manager Opens the Office Manager module.
1 Quick Letters Opens the Quick Letters dialog box.
g Continuing Care Opens the selected patient’s Continuing Care list.
BR Prescriptions Opens PowerChart.
@ Office Journal Opens the selected patient’s Office Journal.
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Button

Name

Description

-

Document Center

Opens the selected patient’s Document Center.

Message Center

Opens the Cerner Message Center.

Patient Education

Opens the Patient Education dialog box.

Select Patient

Opens the Select Patient dialog box to select a patient.

Guarantor Notes

Opens the selected patient’s Guarantor Notes dialog box.

Treatment Planner

Opens the selected patient’s Treatment Planner.

Enter Payment

Opens the Enter Payment dialog box to enter a patient payment.

Enter Procedure

Opens the Enter Procedure(s) dialog box.

Print Walkout

Prints a walkout statement.

Print Statement

Prints a billing statement.

Print Family Ledger Prints a family ledger report.

Fast Checkout Performs a fast check out.

Medical Alerts Opens the selected patient’s Medical Alerts window.
Clinical Notes Opens the selected patient’s Clinical Notes window.

Patient Health Exchange

Opens the selected patient’s Patient Health Exchange dialog box.

DXOne Reports

Click to open DXOne Reporting to generate and manage reports.

Signature Manager

Click to open the Signature Manager dialog box to sign multiple
clinical notes at one time.

|| 2] | )| [T | D | 2 | | oD | | ) [0 | [ |

] o)

Scheduling Assistant

Click to open the Scheduling Assistant window, which can help

enhance your scheduling workflow.
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Viewing the Transaction Log

The transaction log is a written record of all transactions posted to a patient’s account. For each transaction,
the date, patient name, tooth number and surface (when applicable), procedure code or type, a description,
amount, provider, and clinic are shown.

Date I Mame | Surface I Tooth' Check # I Code I 5 | Description I N I R | D | [ | SfPI Amountl Provider I Clinic IIHS IAP | Balance
12/21/2017 William Johnson 01110 Prophylaxis-adult p 0,00 DSMITH ~ AF Mo 1 0.00
12/21/2017 William Johnson M 2 D2140 Amalgam-1 surf. prim/perm 0.00 DSMITH ~ AF No 1 0.00
12/21/2017 William Johnson D4355 Full mouth debridemnt, eval/di... 0,00 DSMITH ~ AF Mo 0.00
12/21/2017 William Johnson D0210 Intraoral-complete series (bw) > 0.00 DSMITH ~ AF No 0.00
12/21/2017 William Johnson 00150 Comp oral eval-new/estab pat D 500 DSMITH ~ AF Mo 5.00

--_------H----Eq

You can sort the transaction log by clicking any of the column headers, such as the following:
*  Date — The date of the transaction or procedure.

*  Entry Date — The date that the transaction or procedure was entered. This may be different than the
Date; for example, if you backdated the transaction or procedure.

*  Tooth (Tooth Number) — The tooth associated with the procedure.

* Code (Procedure/Transaction Code) — The associated procedure code or financial transaction type
(payment, adjustment, or so forth).

*  * (Transaction Flags) — In this column, any of the following symbols may appear:

* — An asterisk indicates that the transaction has been moved to history. History transactions cannot

be edited or deleted.

+ — A plus sign indicates that the procedure has been invalidated. Invalidated procedures still show in
Ledger but no longer appear in Chart.

A — A carat indicates that the procedure has been back dated to a month that has been closed out.
When the procedure is moved to history, the carat will change to an asterisk.
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Editing Procedures

You can edit a procedure as needed, such as when you receive an invoice from a specialist for services

performed off-site.

To edit a procedure

1. With a patient selected in Ledger, double click a procedure.

E Dentrix Ledger - (Jehns

, William) [CHING] [UTC -0

File Opt\ons View Transaction

Insurance  Print  Month End  Help

Date Mame I Surface Toothl Check # I Code I De;cnptlon I I M I 5/P | Amount | Provider I Clinic | Ins |AP | Balance

=& Al [

12/21/2017 W\IIlamJohnson

[William Johnson | |16l | D7210 |

01/10/2018 W\IIlamJohnson

Adjust...

Adjust...

Write- Off

Write- Off

The Edit or Delete Procedure dialog box appears.

Edit or Delete Procedure

Operator: | ENTERFRISE
Date: |b1 A0/2018

Encounter #: I
Start Date:l Completion Date: I

Procedure: |D?2‘I 1]

Cinic:|CENTRAL >3]
Tooth: lﬁ

Amount:l 15.00

R 0.00

Provider: IDDS‘I ﬂ

ﬂ |Extraction-surgicala’erupt tooth

Override Ins. Estimate—

[~ Frirn. Irs. I
[T Sec Ins. I

[~ Do Not Bill Dental Insurarice
[ Redquire Start/Completion Date Modifier:l

Procedure Status
7 Treatment Plan

Approval Statuzs
|5 DPCH vl
* Completed

" Exigting-Current Prow

" Exigting-Other Prov

Conditior

ed |

Invalidate Upon Completion:

1 with Verification

 Automatic € None

Diagnoses: ﬂ I

E

Credits > |

Hates: | Completed off-site by oral surgecr,

Related Referal
Referred:

I ﬂ Hemove“

1D Murmber Type

1D Mumber

=] |

Delete |

Cancel |

-15.00 DDS1

12/21/2017 William Johnson D110 Prophylaxis-adult 0.00 DSMITH Mo 0.00
12/21/2017 William Johnson M 2 D2140 Amalgam-1 surf. prim/perm 0.00 DSMITH 9Q No 1 0.00|
1272172017 William Johnson D4355 Full mouth debridemnt, eval/di... 0.00 DSMITH  5Q No 0.00
12/21/2017 William Johnson Do210 Intracral-complete series (bw) 0.00 DSMITH  5Q No 0.00
12/21/2017 William Johnson 00150 Comp oral eval-new/estab pat 5.00 DSMITH SO No 5.00
12/21/2017 William Johnson MOD 15 D2160 Amalgam-3 surf. prim/perm 0.00 DSMITH  CENTRAL No 5.00|

-5.00 DSMITH 50
|___|Extraction-surgical/erupttooth | s ||| | | 1500/DDS1___|CENTRALINo |

CENTRAL

0.00
0.00

Make the necessary changes, such as correcting the Amount, changing the Provider, or entering Notes.

3. Click OK.
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Deleting Adjustments

You can delete an adjustment for a corresponding deleted procedure.

To delete an adjustment
1. With a patient selected in Ledger, double click an adjustment.

The Edit Or Delete Credit Adjustment dialog box appears.

B Edit or Delete Credit Adjustment

Operatar: IENTEHF’HISE Collecting Cliric: ISQ > Type: |-Trust Wwithdrawl
J -Eash_ Dis_count
Date: [12/21/2017 Encounter #: 111111111 Lredit Adjustment

Amaunt: 5.00
Apply ta Charges IWiIIiamJohnson j
Mote:
w
Apply Remaining | Remove Applied I [ Do not automatically allocate Delete | OK./Post | Cancel |
Date I Encounte... I Code I Th I Patient Provider I Clinic I Chargel O‘ther...l Guar ... I Appliedl Balancel
1272117 D0150 William John... DSMITH 5Q 5.00 0.00 5.00 5.00 0.00

| Total Remaining [ Listed Chargesl Listed Other ... | Listed Guar Est| Total Applied | Listed Balancesl

| 0.00 5.00 0.00 5.00 5.00 0.00]

2. Click Delete.
A confirmation message appears.
3. Click OK.
The patient’s Ledger balance should be zero.
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Generating a Walkout Statement

A walkout statement is generally given to a patient as a receipt of charges posted and payments made on the

day of treatment.

To print a walkout statement

1.

In Ledger, with a patient selected, do one of the following:

* Ifyou have set up your walkout statement defaults, click the Print Walkout button L&l on the
toolbar. Ignore the steps that follow.

*  To override the walkout default options to print a different type of walkout for the patient. From the
Print menu, click Walkout. The Print Report dialog box appears.

E Print Report

—Walkout Form Type: ————————  ‘Walkout Date: [07/08/2020
@ Enhanced Fom Message: 05
 Plain Farm |

— Select Report Types:

[ Family ' alkout

v Walkout/Doctar's Statement
[~ Appointment Card

[ Print Doctor Fecommendations Save as Default [
I~ Frint¥TD Finance Charges, Late Charges, and Payments

¥ Print Adustments Send to batch | Print I Cancel |

Under Select Report Types, sclect Walkout/Doctor’s Statement.
To include adjustments on the statement, select Print Adjustments.

If you have a standard message that you want to print on all walkout statements by default, type the note
in the Message field.

If you are not doing a one-time override of the default options, to store your settings as the default
options for the next time you print walkout statements, select Save as Default.

Click Send to Batch or Print.

Generating the Patient Ledger Report

The Patient Ledger Report shows transactions for the selected patient.

To print the Patient Ledger Report for one patient

1.

In Ledger, with a patient selected, from the Print menu, click Patient Ledger.

The Patient Ledger Report dialog box appears.

B Family Ledger Report

First Transaction Date: |1 20214207
Send to batch I Pririt |

Cancel |

2. Type a First Transaction Date. All transactions posted after the entered date will be included on the

report.

3. Click Send to batch or Print.
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Chapter 16: Reports

Within Dentrix Enterprise, there are two areas from which you run reports:

e Office Manager — The reports here are mostly clerical reports that are specific to the clinic that a user is
logged in to.

*  DXOne Reporting — The reports here require a higher security level and are administrative reports. You

access DXOne Reporting by clicking the DXOne Reports button 2 o1 the toolbar of Office Manager.

Single-User Mode Message

If a message, which states that the database is in single-user mode, appears when you attempt to open Dentrix
Enterprise, one of your I'T personnel has turned on this mode, so no other users can open Dentrix Enterprise.
Once your IT person has turned off single-user mode, you can open Dentrix Enterprise.

DENTRIX Enterprise D32

|'f- -'\'-I Database has been set to single user mode by user:
K@Y ENTERPRISE.
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The Office Manager Toolbar

The toolbar contains several buttons that you can click to access certain areas or features of Dentrix Enterprise.

0| | (=] =] e (2] (9] 3|9 (D] (8] [0 =] 8 b H 2

The function of each button on the toolbar is explained in the following table.

Button | Name Description

K . Opens the Select Patient dialog box to select a patient, and then
| More Information R . .

selected patient’s More Information window opens.

% Patient Chart Opens the Patient Chart module.
¥ Family File Opens the Family File module.
E Ledger Opens the Ledger module.
Q. Appointment Book Opens the Appointment Book module.
@ Office Journal Opens the Office Journal module.

Opens the Select Provider/Staff dialog box to select a provider

Document Center or staff member, and then the selected person’s Document Center
opens.
Message Center Opens the Cerner Message Center.

Opens the Dentrix Print Preview window to display the report

Print Preview .
selected in the batch processor.

Print Report(s) Prints the reports selected in the batch processor.

Delete Report(s) Opens the Delete Options dialog box to delete all or certain
reports.

Refresh/Clear Selection Clears all report selections in the batch processor.

DXOne Reports Opens the DXOne Reporting module.

Treatment Request

Manager Opens the Treatment Request Manager window.

IEEIEE R

o

Scheduling Assistant Opens the Scheduling Assistant window.

4] et

Opens the Signature Manager dialog box to sign multiple clinical
notes.

(&

Signature Manager
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The Daily Appointment List lists all appointments for a selected range of dates and by the selected providers
and operatory ranges. The list includes the appointment date, status, time, patient name, provider and
operatory, appointment reason, and appointment duration.

To run the report

1. In Ofhice Manager, from the Reports menu, point to Lists, and then click Daily Appointment List.

The Daily Appointment List dialog box appears.

Daily Appointment List

Fieport Date; ID?HUBH2U2U

— Select Provider

From: [<ALL> 2| Tl

— Select Operatony:

From: [<aLL> »| To @l

|

— Appointment Date

Select Patient:
J<sLL> ﬂ

— Select Report Types

[ Operatory Appointment List

W Daily &ppaintment List
[ Exclude 'Chart-Pulled' Appointments
[ Estended [Landscape)

Frimary Saort: IApptDate#Time 'l
Secondary Sork: IDperatory Mame vl

From: |07/08/2020 Tao: |07/09/2020 [T Beg ADDHD'I
a8 I Cancel |

Clear Operatory List, and select Daily Appointment List.

The default Report Date is the current system date. You can type a different date to have that date print

at the top of the report.

4. Click OK to send the report to the Batch Processor, where it can be viewed or printed.
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Production Summary Report

With the Production Summary Report, you can review production by procedure code categories for a date
range. Among other reasons, you will use the report to view the number of comprehensive exams that have
been completed year-to-date for all clinics.

To run the report
1. In DXOne Reporting, select Analysis, and then double-click Production Summary.
The Production Summary dialog box appears.

H Production Summary

Date Range Clinic Group By
() Specific Range All ® No Group By
From: [ O clinic
Provider/Staff Provider
To: B~ ; O Provider
B Al .
® Relative Date Range Clinic
Current Calendar YTD  ~ Billing Type Report Type
all ® Standard
Laiz e ) by Category
) Entry Date Category O by ADA Code
@ Procedure Date
i .
Al Other Options
ADA Code [ separate Totals for
Medicaid and
Al Non-Medicaid Patients

[ Include Patient Detail
Patient Tag

] Run By Patient Tag
| & Al

|Save as De‘FauIt| |Clear Defaults| Schedule | OK | | Cancel |

2. Set up the following options:

*  Date Range — Select Relative Date Range, and then sclect Current Calendar YITD.
* ADA Code - Click the search button ﬂ to include D0150 Comprehensive Exam on the report.

3. Click Save as Default if you want to save the current settings for the next time you run the report.

4. Click OK.
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The Patient List displays a list of patients according to specified criteria, such as information from their
medical alerts/problems, medications, prescriptions, demographics, and laboratory test results. For example,

male patients in any date range, at any clinic, who have had a D2160 completed.

To run the report

1. In Office Manager, from the Analysis menu, click Patient List.

The Patient List - Select Template dialog box appears.

Patient List - Select Template

Patient List

Note: You can run, edit, or delete any saved template from this dialog box.

2. Click Add.

The Patient List dialog box appears and displays the Filter Set screen.

Patient List

Chapter 16: Reports 173

List name: |Completed D2160

Filter Set
Fitters Review
Data Fields

Fun

Double click on filter below

Completed Procedures

Continuing Care

Cument Status

Dental Chronic Care

Dental Priority Classifications

Earliest Release Date

Effective Communication/ADA

Ethnicity

Homeless Status

Housing Type

ICD-5-CM Diagnostic Codes

Laboratory Test Results

Language

rao

AND

Assigned Clinic

Description

Between the ages of

18and 539

Has one of the
following Assigned
Clinic values: F5P,
5Q, CHIND, CEN,
LAC, DVI, CRC

AND

Completed Procedures

All of the following
procedure codes:
D2160 by procedure
date for any date

AND

Gender

Has one of the
following genders:
Male

-«

Cancel

3. Enter a List name if you are going to save your search criteria as a template for future use.
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4.

6.

Dentrix Enterprise 11.0.48 Learner’s Guide

For as many filters as you want to set up, under Double click on filter below, double-click each desired
item to specify the criteria of that filter in the dialog box that appears (the name depends on the filter that
you double-click):

Click the Next button ‘ .

The Filters Review screen appears.

Patient List

List name: |Completed D2160

i Wiy “v

Filters Review
Data Fields | Fitter Set Description
Between the ages of 18 and 59
Run AND Has one of the following Assigned Clinic values: FSP, 5Q, CHINO, CEN, LAC, DVI, CRC
AND All of the following procedure co: 2160 by procedure date for any date

AND Has one of the following genders: Male

- oo | = |

Add any additional filter sets (click the Add Filter Set button (?, and then repeat steps 4 — 5). Then,
click the Next button ‘ .
The Data Fields screen appears.

Patient List

List name: |Completed D2160

Fitter Set Category Double click to add a =l
. data fiekd S W
Fitters Review Allergies A
&
Data Fields Appoirtments Data Field __| Caicgoy
Biling Type
Run Completed Procedures
=T Birthdate Clinic Patient Information
Continuing Care
- P Chart Gender Patient Information
Dental Priority Classifi 18
CDSCM City ADA Code Completed Procedures
o Clinic Procedure Date | Completed Procedures
Immunizations
R Contact Clinic Completed Procedures
Inmate: Information o
) County Provider Completed Procedures
Inmate: Location
E-Mail
Laboratory Test Results
Ethnicity
Medications
Gender
Movement Holds
Home Phone Show Al | Description
Homeless Status
Prescriptions
Language
Problems
Mobile Phone
Fat o i r

‘ ‘ Cancel Save

Note: If a data field specifically has the ability to show all records for a given data field regardless of the
applied, corresponding filters, the data field will appear in the lower-right corner with a check box that
may be selected to show all records pertaining to the specific data field type for a patient. Only certain
data fields can allow this functionality.




7.
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In the desired categories, double-click the data fields that you want to include. Then, click the Next

button .

The Run screen appears and displays the results list.

Patient List

List name: |Completed D2160 |

Fiter Set 0 _;a

Fitters Review

Run

Data Fields Patiert Name | Clinic | Gender | ADA Code | Comp Proc Pl Date | Comp Proc Clinic | Comp Proc Provi
D2160 D DD
Johnson, William CHIND Male D2160 12/21/2017 CENTRAL DSMITH
Smith, Timothy CHIND Male D2160 12/21/2017 5Q DDSA
Winters, Carl CHINO Male D2160 1772016 5a DDs1

< | »

-5 Corce e

Tips:

To open the Ledger, Chart, or Family File of a patient on the list, right-click that patient’s name, and
then click the desired menu option.

Click a column header to sort the list by that column in ascending order. Click the same column
header to switch to descending order for that column. To sort by multiple columns, click each
column header in the order by which you want to sort (for example, first by patient name and then
by the problem description; numbers appear next to the names of the column headers by which you
are sorting). Right-click a column header to remove the sort option for that column.

Patient Mame 1f Clinic | Age Zf Gender | ADA Code
Abbott, James S

Croshy, Brent L DRAPER 62 Male D2160
Johnson, William DRAPER 34 Male D2160
Smith, Timathy DRAPER 27 Male D2160
Winters, Car DRAPER 74 Male D2160

-4
To print the list, click the Print button =

To copy the list as tab-delimited text to the Windows Clipboard, click in the list, and then press Ctrl
+ A and then Cul + C.

To re-generate the list, to make sure you have the most current information, click the Run button

)

To save the search criteria as a template, click Save.
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UDS - Encounter and User Statistics
Report

The UDS - Encounter/User Statistics Report lists the number of encounters by provider and procedure code.
This report uses the UDS (Uniform Data System) standards for reporting.

To run the report
1. In DXOne Reporting, select UDS, and then double-click UDS - Encounter/User Statistics.

The UDS - Encounter/User Statistics dialog box appears.

ﬂ UDS - Encounter/User Statistics

Date Range Clinic Report Type
® specific Range All ® Encounters By Provider
From: | 7/8/2020 Dv ~, Encounters and Users by
O
Provider selected procedure codes
Tor |7/8/2020 [+
Al [l Group By County
() Relative Date Range .
. Other Options
Current Day Billing Type
[ Include Patient Info
] . .
Date Type Al Do not display Patient Name
O Entry Date ADA Code
@ Procedure Date
Al
Patient Tag
] Run By Patient Tag
>>| WAl
|Save as De‘FauIt| |Clear Defaults| OK | | Cancel

Set up the filters as needed.
Click OK:
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Unsigned Clinical Notes Report

The Unsigned Clinical Note Report is a list of patients with clinical notes that need approval (to be signed).

To generate the report

1. In Office Manager, click the DXOne Reports button 2] on the toolbar.
The DXONE Reporting dialog box appears.

El DXONE Reporting

File Reports Security Scheduling E-Mail Help

CEEECICAE [

Select Report Category: Double Click to Launch Report Options:
Reference ASAP List

Management Birthday List

Ladger Caries Prevalence and Periodontal Index Report
Analysis Daily Appointment List

List Clinical Notes

Audit Initial Health History

uDs Oral Health Education

Custom Patient/Inactive Patient List

Patient Revenue List By Payer
Pericdontal Exam

Procedures By Contracted Amount
Unscheduled Appointment List

From the Select Report Category list box, select List.
In the Double Click to Launch Report Options list box, double-click Clinical Notes.
The Clinical Notes dialog box appears.

Ml Clinical Notes

Date Range Patient Report Type
® Specific Range ETonT Al ) All Notes
From: | 7/8/2020 - (0 Naotes Already Approved
T M al _
(® Motes Needing Approval
To: | 7/8/2020 E~
Clinic
) Relative Date Range
O an
Current Day
Time Zone Provider/Staff
@ Clinic Time L i
Q utc
Encounter #
Al
Patient Tag

] Run By Patient Tag

=» W] All

Save as De‘FauIt| |Clear Defaults| Schedule | 0K | | Cancel
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4. Set up the following options:
e  Date Range — Do one of the following:

* Leave Date Range selected. Then, either leave today’s date entered in the From and To fields, or
specify a different date range.

*  Select Relative Date Range, and then select Current Day or a different date range option from
the list.
Notes:

*  Using a relative date range is recommended if you are saving your report settings as the default so
that you do not have to manually type a date range each time you run the report.

*  For a clinical note to be included on the report, it must have a date within the date range or

relative date range.

Also, select either Clinic Time to use the clinic time zone or UTC to use Coordinated Universal
Time.

¢ (Clinic — Click the search button ﬂ to select the clinics you want to include on the report, or leave
b4 p
All selected to include all clinics.

*  Provider/Staff — Click the search button 2| to select the providers/staff you want to include on the
report, or leave All selected to include all providers.

*  Report Type — Select Notes Needing Approval to include clinical notes that have not been approved
or signed.

Click Save as Default to save the current settings for the next time you run the report.
Click Clear Defaults to revert the dialog box options to the original defaults.

Click Schedule to open the Schedule Report dialog box and schedule the report to be emailed.

® N W

Click OK to preview the report.

Dentrix Enterprise 11.0.48 Learner’s Guide



	Chapter 1: Treatment Request Manager
	Filtering Treatment Request Manager
	Adding Treatment Requests
	Editing Treatment Requests
	Deleting Treatment Requests
	Reviewing Treatment Requests
	Canceling or Completing Treatment Requests

	Chapter 2: More Information
	Viewing Demographics
	Viewing a Summary
	Adding Patient Tags
	Viewing Inmate Information
	Viewing DPCs
	Updating DPCs
	Placing Movement Holds
	Closing Movement Holds
	Locating Appointments
	Viewing Procedures
	Reviewing PAM Data
	Viewing Treatment Plans
	Reviewing Vitals
	Managing Treatment Requests

	Chapter 3: Scheduling Assistant
	Filtering the Scheduling Assistant List
	Customizing the Scheduling Assistant Filters
	Copying the List of Records to other Programs
	Scheduling Appointments from Scheduling Assistant

	Chapter 4: Family File
	The Family File Toolbar
	Selecting a Patient
	Viewing Patient Demographics
	Entering Patient Notes
	Viewing and Hiding Patient Notes
	Exporting C-CDA Files

	Chapter 5: Quick Letters
	Chapter 6: Office Journal
	Viewing Office Journal Entries
	Adding Office Journal Entries
	Editing Office Journal Entries
	Deleting Office Journal Entries
	Printing Office Journal Entries

	Chapter 7: Document Center
	Scanning Documents
	Importing Documents
	Printing Documents
	Editing Document Information
	Modifying Document Attachments
	Deleting Documents
	Signing Documents

	Chapter 8: Appointment Book
	The Appointment Book Toolbar
	Scheduling Appointments for Treatment Requests
	Linking Treatment Requests to Appointments
	Breaking Appointments
	Moving Appointments
	Changing the Status of an Appointment
	Working with ASAP Appointments
	Printing the Appointment Book View
	Completing Appointments
	Editing Appointments
	Unlinking Treatment Requests
	Deleting Appointments
	Scheduling Events
	Rescheduling Events Using the Pinboard
	Editing Events

	Chapter 9: Chart
	The Chart Toolbar
	Opening Chart
	Handling Global Alerts
	Assigning Encounter Numbers
	Changing the Provider for a Charting Session
	Posting a Code for No Screening
	Verifying and Editing PAM Data
	Verifying Patient Health Assessments
	Entering Prescription Orders
	Viewing Lab Orders
	Accessing MiPACS Imaging Software
	Changing Dentition in Chart
	Charting Conditions
	Charting Existing Treatment
	Charting Treatment Needs
	Linking Conditions and Treatment-planned Procedures
	Invalidating Conditions
	Referring Treatment to Off-site Specialists
	Referring Treatment to In-house Specialists
	Changing Progress Note Views
	Posting Treatment to Supernumerary Teeth
	Editing Procedures
	Deleting Procedures
	Invalidating Procedures
	Editing Conditions
	Printing a Patient’s Chart
	Printing Progress Notes and the Patient Chart
	Viewing Patient Education Topics

	Chapter 10: Perio Chart
	The Perio Chart Window
	Entering New Perio Examinations
	Charting Probing Depths Greater than 9 Millimeters
	Recording Gingival Inflammation
	Entering Diagnostics
	Comparing Perio Exams
	Changing the Perio Exam View

	Chapter 11: Clinical Notes
	Viewing Clinical Notes
	Changing the Provider
	Entering Clinical Notes Using Templates
	Entering Clinical Notes Manually
	Editing Clinical Notes
	Signing Clinical Notes
	Appending Clinical Notes
	Using Signature Manager

	Chapter 12: Treatment Planner
	Viewing Treatment Plans
	Prioritizing Treatment Plans
	Changing Treatment Plan Approval Statuses
	Rejecting Treatment Plans
	Creating Treatment Plan Cases
	Deleting Treatment
	Moving Treatment Between Cases
	Printing the Patient Treatment Case Report

	Chapter 13: End of Day
	Verifying Completed Appointments
	Generating a Day Sheet
	Signing Clinical Notes
	Generating the Aging/Credit Balance Report

	Chapter 14: Continuing Care
	Tracking Perio Maintenance
	Tracking Plaque Index > 20
	Tracking Lab Cases

	Chapter 15: Ledger
	Ledger Toolbar
	Viewing the Transaction Log
	Editing Procedures
	Deleting Adjustments
	Generating a Walkout Statement
	Generating the Patient Ledger Report

	Chapter 16: Reports
	Single-User Mode Message
	The Office Manager Toolbar
	Daily Appointment List
	Production Summary Report
	Patient List
	UDS - Encounter and User Statistics Report
	Unsigned Clinical Notes Report



