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2 Dentrix Enterprise 8.0.9

Overview

The Dentrix Enterprise 8.0.9 Release Guide provides information about the new software release. This
overview section includes a brief description of the new features and enhancements available in this
release, instructions regarding the installation of the new version, and important notes.

Note: For information about using the new features in this release, refer to “Using the New Features
and Enhancements” in this document or the “What's New in Dentrix Enterprise?” portion of the Dentrix
Enterprise Help.

Features

Dentrix Enterprise 8.0.9 includes the following new features and enhancements:
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Treatment Requests — The new Treatment Request Manager module and the new Treatment
Requests tab in the More Information window allow you to store and manage requests for treatment,
from patients or providers, that require appointments to be scheduled. Once a request is recorded
and reviewed, you can see it in the Scheduling Assistant to help you get that patient scheduled.

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

Procedure Button Templates — You can now create templates for sets of 24 procedure buttons in the
Patient Chart that follow a user across the network to other computers. You can also assign templates
to users or let them create and choose their own.

Family Search — You can now search for a patient by his or her guarantor or another family member.

File Exchange — The new File Exchange module allows you to do a mass export of Document Center
and C-CDA files and allows you to update Dentrix Enterprise from an offline database when it is
reconnected to the network with patient demographics, problems, allergies, and medications (PAM),
charges, payments, treatment plans, Document Center files, and provider/staff exports.

Appointment Preview — You can now position your mouse pointer over an appointment to quickly
view appointment information, including the time zone of the clinic where the appointment is
scheduled (which can be helpful if, for example, your Appointment Book view shows operatories from
multiple clinics).

Insurance Eligibility lcon — You can now specify in Appointment Book views whether you want the
insurance eligibility icon to appear on appointments or not.

Patient List and Global Alerts — You can now filter the Patient List and Global Alerts by patient tags
and billing types.

More Information Window Links — You can now quickly access a patient’s insurance information from
the More Information window.

Medical Alerts Window — The look of the Medical Alerts window has been simplified, and you can
now select a reason for inactivating an alert.

Patient Information — The Patient Information dialog box, which you access from the Family File,
has a refreshed look and a more organized layout. Also, you can now add multiple addresses and
contacts for a patient.

Select Employer — Now, when you are attaching an employer to a patient’s record, the dialog box
that appears has been redesigned, so it is more obvious that you should search for the employer you
want to attach before entering a new employer in case that employer already exists in your database.
This could help you avoid unintentionally entering a duplicate employer into the system.

Insurance Information — The Insurance Information dialog box, which you access from the Family
File, has a refreshed look and a more organized layout.

Tooth Numbers — When entering or editing a payment or a credit, you can now view the applicable
tooth number to help ensure correct allocation.
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Custom Links — You can define custom links to websites that will appear in the About Dentrix
Enterprise dialog box, which you can access from the Help menu of any module. For example, links to
the Resource Center and MyVoice are provided by default.

Active Directory Single Sign On — With the new integration of Lightweight Directory Access
Protocol (LDAP) with Dentrix Enterprise, after you sign in to Windows, you can log in to Dentrix
Enterprise without entering a user name and password.

Custom Clinic Details on Statements — Now, for each clinic, you can specify the clinic information
that appears in the upper-left corner of printed billing statements that are generated from that clinic.
You can specify the clinic or provider name, clinic address, and clinic phone number separately, and
each clinic can have different settings. The billing information you specify will also affect electronic
statements that are sent using QuickBill.

UDS - Tobacco Use and Intervention Report — The denominator for this report is now determined
by the number of patients, who had at least one visit encounter or, depending on the codes used, at
least two visit encounters, and who were 18 years old or older either at the time of the visit or, if there
were multiple visits, at the time of the earlier of the two most recent visits. Also, additional CDT codes
are now supported for adding encounters for “Encounter, Performed: Home Healthcare Services.”

835 EOB Import Utility

e If you use this add-on feature to post a batch of insurance payments from electronic EOBs, the
Batch Insurance Payment Entry dialog box now shows all the procedures associated with the
claim for a given EOB not just the procedures on the EOB. Consequently, if the payer pays for an
alternate procedure code (alternate benefits), the utility automatically applies the amount paid for
the alternate procedure code to the procedure code that was originally billed on the claim. Also,
for now, the utility no longer creates automatic adjustments for write-offs or refunds.

® If you use this add-on feature to post a batch of insurance payments from electronic EOBs, in
the Batch Insurance Payment Entry dialog box, the 835 import utility now automatically adds
a note to an insurance payment if the payor pays for alternate procedure codes (alternative
benefits). The note includes the procedure codes that were originally billed on the claim and
their corresponding alternate procedure codes. Also, if you have the setting turned on that
automatically copies an electronic EOB (in a readable format) to a patient’s Document Center
when you import an 835 file, the document in the Document Center contains the original and
alternate codes (if any).

e If you use this add-on feature to post a batch of insurance payments from electronic EOBs, in
the Batch Insurance Payment Entry dialog box, the 835 import utility now provides options for
applying a credit adjustment and multiple charge adjustments to a claim. You can also specify the
default adjustment types for those adjustments and if you want the 835 import utility to calculate
a credit adjustment automatically.

Insurance Payment Notes — You can now add notes to insurance payments (posted individually or in

a batch).

Axia and Corral - If your organization uses the Axia add-on (which can be purchased separately) for
processing credit card payments, EMV chips are now supported. Also, you and your patients can now
make one-time or recurring payments online using your organization’s online payments portal (which
is hosted on the Corral website). Online payments go directly into Dentrix Enterprise as suspended
credits.

You can access your organization’s online payments portal from the Office Manager or Ledger in
Dentrix Enterprise. From the portal, you can make payments, view transaction history, generate
reports, manage notifications, view patient records, and manage your account.

Suspended Credits Manager — If your organization uses the Axia add-on (which can be purchased
separately) for processing credit card payments, online payments (through the Corral website) go
directly into Dentrix Enterprise as suspended credits. From the new Suspended Credits Manager
window in Dentrix Enterprise, you can apply credits to charges without having to open each patient’s
Ledger one at a time. The Suspended Credits Manager is also available even if you do not use the
Axia add-on, so you can manage suspended credits for all patients from a central area of Dentrix
Enterprise.

Dentrix Enterprise 8 Release Guide
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Select Encounter — Now, whether you are selecting an encounter number from the Appointment
Book, a patient’s Chart, or a clinical note, the search dialog box is now consistent across the
application, and the dialog box now includes a column for the discharge date.

Document Center File Types — In the Document Center, you can now store and export files of any
type supported by Windows. However, you can preview only the files that are of file types supported
in previous versions of Dentrix Enterprise in the Document Center, such as .pdf and .png.

Coordinated Universal Time (UTC) — Dentrix Enterprise now supports UTC. This new functionality
allows you to operate in multiple time zones in the Appointment Book and log new records from
other modules using the time zone of the logged-in clinic’s date and time.

HL7 — There are miscellaneous enhancements for HL7 integration.

California Prescriptions — In an effort to help regulate the prescribing of controlled substances,
the state of California is now requiring that prescriptions have numbered check boxes, instead of
numbers to be circled, to specify the number of allowed refills. The California prescription forms in
Dentrix Enterprise have been updated accordingly.

Digital Signatures — You can now see the dates and times of digital signatures for signed Document
Center files, Treatment Planner consent forms, and clinical notes. In previous versions of Dentrix
Enterprise, you could see only dates.

Installation

Install Dentrix Enterprise 8.0.9 on each computer that runs Dentrix Enterprise. This includes terminal
servers (servers running Microsoft Terminal Services) and Citrix servers. For help with the download and
installation of Dentrix Enterprise 8.0.9, contact Dentrix Enterprise Customer Support at 1-800-DSCHEIN,
option 4.

Important Notes

If your organization uses the Axia add-on, when you upgrade to 8.0.9, the add-on will be turned off.
You will need get an APl ID and an APl Token from Axia before you can re-enable the add-on.

To download a copy of the latest Dentrix Enterprise system requirements, visit www.dentrixenterprise.

com/support/requirements.

You should install Dentrix Enterprise at a time that is outside of your regular office hours.
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Using the New Features and Enhancements

The pages that follow contain instruction about how to use the new features and enhancements of this
release.

Treatment Requests

The new Treatment Request Manager module allows you to store and manage requests for treatment,
from patients or providers, that require appointments to be scheduled.

OPENING THE TREATMENT REQUEST MANAGER

You can open the Treatment Request Manager from the Office Manager module. The Treatment Request
Manager opens as an independent window because it is a separate module.

To open the Treatment Request Manager

In the Office Manager, from the File menu, click Treatment Request Manager. Or, you can click the
Treatment Request Manager button on the toolbar.

The Treatment Request Manager opens.

Dentrix Enterprise 8.0.9
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&% Treatment Request Manager - [AF]

5

Clinies: [ Al
Rev Prov: [¥] All

Patient Name

Req Date ~ Req Type

Description

Severity

Rev Date

Rev Prov

Status.

Clinic

Winters Carl
Smith Angela
Croshy Brent

11/8/2017 | Patient
11/8/2017

11/6/2017 Patient

Dental Consultation

Complaint
Tooth whitening o...
Toothache

3
S
1

11/6/2017

DESMITH

Received
Received
Review...

AF
AF
AF

Request Details:

EPRD:

Req Date:

From: [ Notes:
To: B
Q

+ 7 - v

FILTERING THE LIST OF TREATMENT REQUESTS
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 the 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. Inthe Treatment Request Manager, set up the following filters as needed:

e 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.

e Rev Prov - To view treatment reests that were reviewed by any provider, select the All check

box. Or, click the search button
view.

™ | to select the providers whose reviewed requests you want to

Dentrix Enterprise 8 Release Guide
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* 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

REFRESHING THE TREATMENT REQUEST MANAGER

To make sure you have to most current list of treatment requests in the Treatment Request Manager, click

the Refresh/Apply filter settings button ti

ADDING TREATMENT REQUESTS

You can add a treatment request as needed.
To add a treatment request

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

&% Treatment Request Manager - [AF] = lier s
Clinics: Al Patient Name Req Date ~ Req Type Description Severity Rev Date Rev Prov  Status Clinic Request Details:
Winters Carl 11/8/2017 Patient Complaint 3 Received |AF
Rev Prov: Al Smith Angela 11/8/2017 Dental Consultation Tooth whitening 0. |5 Received |AF EPRD:
Crosby Brent 11/6/2017 Patient Toothache 1 11/6/2017 DESMITH | Review.. |AF
Req Date:
From: =] Notes:
To: El

The Select Patient dialog box appears.

Dentrix Enterprise 8 Release Guide
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Select Patient
Search By | Appointments | Advanced Search
Patient Info Clinic
_ _ _ _ Show On Sci Keyboard
@ Last Name (Last, First) () Other D () Subscriber ID @ This clinic ou On Sereen Keybosrd - ()
() First Name (First Last) () Chart # (") Home Phone (1 All clinics
() Preferred Mame D 55% (7 Birthdate () My clinics
Enter Last Name (Last, First):
|
[T Include Archived Patients
HoH Last Name First Name Ml Prefemed Name Birthdate Sex  Provider Clinic Status Chart #
1 T r
Previously Selected Patients
HoH Last Name First Name Ml Prefemed Name Birthdate Sex  Provider Clinic Status Chart #
- Winters Carl 11/11/1%80 |M | DESMITH AF Patient W21
- Smith Angela 7/7/1959 F TH1 AF Patient SMO0D6C
- Crosby Brent 11/11/1973 |M | DESMITH AF Patient CRO0D4C
4 1 +
More Info ok | [ cancel
2. Select a patient.
The New - Treatment Request dialog box appears.
New-T Request - (Winters, Barbara [WI212])
Reguest Date: Description: [C] Reviewed
wem? @] | Dale;
Reguest Type: Severity:
[ h ] [ 1 h ] Provider:
Status:
Notes:
) (o

3. Set up the following options as needed:

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. Enter or select the date that the treatment request was
submitted, received, or entered.

Description — Type 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. The
available types are customizable in the Practice Definitions.

7
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e Severity — Select a severity to prioritize the treatment request by. The available severity levels are
1 =5 and cannot be customized.

e Status - Select a status to track the treatment request by. The available statuses are customizable
in the Practice Definitions.

* Notes - Type any additional information regarding the treatment request.

e 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” on page 10.

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

e 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” on page 11.

VIEWING AND EDITING TREATMENT REQUESTS

You can view and edit a treatment request as needed.

To view and edit a treatment request

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

& Treatment Request Manager - [AF] | =

i Al Patient Name Req Date ~ Req Type Description Severity Rev Date Rev Prov  Status Clinic Request Details:

Winters Barbara | 11/8/2017 Patient Broken tooth 1 Received |AF Winters Barbara
Rev Prov: Al Winters Carl 11/8/2017 Patient Complaint 2 Received |AF EPRD:

Smith Angela 11/8/2017 Dental Consultation Tooth whitening 0... |5 Received |AF
Req Date: Crosby Brent 11/6/2017 Patient Toathache 1 11/6/2017 DESMITH | Review... |AF
From: El Notes:

Broken molar in LL

To: El

+ 7 - ™

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.

4
2. Click the Edit Treatment Request button / This button is available only if one treatment request is
selected.

The Edit - Treatment Request dialog box appears.
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Edit - Treatment Request - (Winters, Barbara [WI212])

Reguest Date: Description:

1/ 82017  [Ev Broken tooth

Reguest Type: Severity:
(Patient - [ -

Status:

Notes:
Broken molarin LL

[ Reviewed
Date:

Provider:

[ Update

Set up or modify any of the following options as needed:

Dentrix Enterprise 8.0.9 9

Request Date — If necessary, enter or select the date that the treatment request was submitted,

received, or entered.

Description — Type 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. The

available types are customizable in the Practice Definitions.

Severity — Select a severity to prioritize the treatment request by. The available severity levels are

1 -5 and cannot by customized.

Status — Select a status to track the treatment request by. The available statuses are customizable

in the Practice Definitions.

Notes - Type 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” on page 10.

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” on page 11.

Dentrix Enterprise 8 Release Guide
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DELETING TREATMENT REQUESTS

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. In the Treatment Request Manager, select one or more treatment requests.

& Treatment Request Manager - [AF) follo =

Clinics: 2l Patient Name ReqDate ~ Req Type Description Severity Rev Date Rev Prov  Status Clinic Request Details:

Winters Barbara | 11/8/2017 Patient Broken tooth 1 Received |AF Winters Barbara
Rev Prov: Al Winters Carl 11/8/2017 patient Complaint 3 Received |AF EPRD:

Smith Angela 11/8/2017 Dental Consultation Tooth whitening o... |5 Received |AF
Req Date: Crosby Brent 11/6/2017 Patient Toothache 1 11/6/2017 DESMITH | Review.. |AF
From: [~ Notes:

Broken malar in LL

To: El

+ 7 - vk

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.

On the message that appears, click OK.

REVIEWING TREATMENT REQUESTS

A provider can review a treatment request before or after an appointment for that request is scheduled,
according to your organization’s policies.

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 - (Winters, Barbara [WI212])

Reguest Date: Description: Reviewed

11/ 8217 [@v | Brokentooth Dea
1/ 82007 @~

Reguest Type: Severity:

[ Patiert v ] [ 1 = ] Provider:

Status:
Notes:

Broken molarin LL

T ) (o)

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.

Dentrix Enterprise 8 Release Guide
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3. Click the Provider search button to select the provider who reviewed the treatment request.
Change the Status, and enter additional Notes as needed.

5. Do one of the following:
e 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” on page 11.

SCHEDULING APPOINTMENTS FOR TREATMENT REQUESTS

You can schedule an appointment for treatment requests from the Treatment Request Manager.
Depending on your organization’s policies, you may need to wait until after a request has been reviewed
to schedule the appointment.

Tip: You can also schedule appointments for existing treatment requests from the Scheduling Assistant.
To schedule an appointment for a treatment request

1. Do one of the following:

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

Edit - Treatment Request - (Winters, Barbara [WI212])

Reguest Date: Description: Reviewed

11/ 82017 @~ | Brokentooth Bz=
17 B

Reguest Type: Severity:

[ Patient - ] [ 1 - ] Provider:

Status: DESMITH
Notes:

Broken molarin LL. OKto schedule as emergency ASAP |

o) o)

e With one or more treatment requests selected in the Treatment Request Manager, click the

Create Appointment button @ This button is available only if at least one request is selected.

S Treatment Recquest Marager - [4F] o s

Clinics: Al Patient Name ReqDate ~ Req Type Description Severity Rev Date RevProv  Status  Clinic Request Details:

Winters Barbara |11/8/2017  |Patient Broken tooth 1 11/8/2017  DESMITH  Review.. |AF Winters Barbara
Rev Prov: [ Al Winters Carl 11/8/2017 Patient Complaint 3 Received |AF EPRD:

Smith Angela 11/8/2017 | Dental Consultation Tooth whitening o... |5 Received | AF
Req Date: Crosby Brent 11/6/2017  |Patient Toothache 1 11/6/2017  |DESMITH | Review.. |AF
From: - Notes:

Broken molar in LL. OK to schedule

To: E as emergency ASAP.

Dentrix Enterprise 8 Release Guide
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The Select View dialog box appears. Also, the Appointment Book opens in the background if it is
not already open.

Enter View Name: I
| View Name /| Clinic | Short-cut | Select |
Central CENTRAL® F12 Manage Views |
Highland HIGHLAND F2
My Clinic View AF F5 _ MNew |

Edit |
Delete |

* Default View of the Clinic

2. Select an Appointment Book view.
3. Click either Select or OK.

The New Appointment Information dialog box appears.

Continuing —
Praw: IDESMITH ﬂtare ﬂ Change Pat |
ENCH Altached: =
I ﬂ ¥ Use Reason To Auto Update CC Patient Infa | |—
Reason
Other Appt(z] |
Initial | Deletel
Ing Clairn [rfo |
Add Tx | Del. Al
Misc. | Schd. Mext |
Wwhait Al Call |
Desc: |
Length: | 0 min ﬂ Status: |<n0ne> LI Dp:l ﬂ Find |
Amount:| Schedule:IFIXED LI Date: | ﬂ Pin Board |
RVU: | Tupe: | <rone> | Time: | ] History |
Staff: I ﬂ Tx Request: IBroken taoth ﬂ _
oK
Orig. Sched. Operator: IDSMITH D ate Sched.: I‘I‘I.-"DS.-"2D‘I?
Note Cancel |
Inzert D ateline |
I Chart Pulled
I
[ Main Concem? ™ Pdlicy Holder Mame? [ Last Dental Exam?

[~ IFPain, HowLong? [~ Subs. 55#7 DOB? [ Patient's DOB Age?
[ Insurance Mame? I~ Employer Name? Gipt [~ Refered By?

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

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

6. 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.

7. On the confirmation message, click Yes.

Dentrix Enterprise 8 Release Guide




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 the Appointment Book, double-click an appointment.

| Winters, Barbara E
CHwI212
-

Prov: IDESMITH »»| Care
Altached:
ENCH |1 052298 ﬂ ¥ 1lze Reazon To Auka Update CC

5l

Continuing I

The Appointment Information dialog box appears.

|

Change Pat

Patient Info |

=

Reazon

Iitial | Pc  Emerg treatment, palliative Deletel
Add Tx | Del Al

Other Appt(s]

Ing Clairn [rfo

ik R

M Schd. Nest
Wwhait Al Call
Desc: IEmergEx
Length: | 30 minﬂ Status: |<n0ne> LI Dp:IAF-UPm ﬂ Find
Amourt; [37.00 Schedule: [FIED | Date 1170872017 | FinBoard |
RYL: |2-DD Type:IGeneraI LI Time: I‘ID:DDam ﬂ History |
Staff: I— ﬂ T Request: I ﬂ

Orig. Sched. Operatar: IDSMITH Date Sched.: |11.-"DS.-"2D1?
Mote:
Inzert D ateline |

-

0K

Cancel

i

[~ Chart Pulled
[~ Late &ppt

[ Main Concemn? [ Palicy Holder Mame? [ Last Dental Exam?
7 IfPain, How Long? [~ Subs. 55#7 DOB? | Patient's DOB Age?
[ Imsurance Mame? [~ Employer Mame? Gipt [ Referred By?

2. Click the Tx Request search button 2]

The Select Treatment Request dialog box appears.

0K

Dentrix Enterprise 8.0.9 13
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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.

4. Click OK.
5. Inthe Appointment Information dialog box, click OK.

VIEWING TREATMENT REQUESTS LINKED TO APPOINTMENTS

When viewing an appointment’s details, you can view the treatment requests that are linked to that
appointment.

To view linked treatment requests

1. In the Appointment Book, double-click an appointment.
| Winters, Barbara \j

Ciw1212

H: P

The Appointment Information dialog box appears.

Appointment Information - (Winters, Barbara)

g

Continuing —

Prov: IDESMITH >>| Care ﬂ Change Pat
Altached:

ENCH I‘I 052238 ﬂ ¥ Use Reason To Auto Update CC Patient Info | |—

Reason

Iitial | Pc  Emerg treatment, palliative Deletel
Add Tx | Del. Al
Misc. | Schd. Mext

Other Appt(z]

Ing Clairn [rfo

¢l

e aitAdll Call
Desc: |EmergEx
Length: | 30 minﬂ Status: |<n0ne> LI Dp:IAF-DPD‘I ﬂ Find
amount: [37.00 Schedule: [FIXED ~| Date: [T/0822017 > PinBoard |
RvL: [200 Tope:[Genersl | Time: [10:00am ») Hitoy |
Staff: I ﬂ Tx Request: IBroken tooth ﬂ
(] 8
Orig. Sched. Operator: IDSMITH D ate Sched.: I‘I‘I.-"DS.-"2D‘I?
Mote: Cancel |

Inzert D ateline |

-

[~ Chart Pulled
[ Late &ppt

I
[ Main Concem? ™ Pdlicy Holder Mame? [ Last Dental Exam?

[ IFPain. HowLong? [~ Subs. 5547 DOB? [ Patients DOB Age?
[ Insurance Mame? I~ Employer Name? Gipt [~ Refered By?

2. Click the Tx Request search button >

The Select Treatment Request dialog box appears. Only treatment requests that have been created
for the patient whose appointment you are viewing are available.
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4. Click OK.
5. Inthe Appointment Information dialog box, click OK.

QUICKLY VIEWING PATIENT INFORMATION

In the Treatment Request Manager, click a patient name to open that patient’s More Information window.

Req Date ~ Req Type
11/8/2017 Patient

11/8,/2017 Dental Consultation
11/6,/2017 Patient

MANAGING TREATMENT REQUESTS FROM THE MORE INFORMATION WINDOW

You can view and manage treatment requests not only from the Treatment Request Manager but from the
More Information window.

ReqDate  Req Type Description Severity FRewDate  RevProv Appt Date  Status
Summary
11/8/2017 | Fatient Broken tooth |1 |11nmu1? | DESMITH |11M1? | Reviewe
Appointments
Procedures
Medical Alerts
Treatment Plans | m | T
Health Assessments
Notes Appointments < + — *
Treatment Requests Broken molarin LL. OKto schedule as - Date/Time 11/08/2017 10-00AM UTC -07-00
emergency ASAP. -
Clinic AF
Description EmergEx
A Provider DESMITH

In a patient’s More Information window, on the Treatment Requests tab, do any of the following:

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

e To create a new treatment request, click the Add Request button +  For information about adding
a treatment request, see “Adding Treatment Requests” on page 6.

e 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.
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e 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 @ If a 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” on
page 11.

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.
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Scheduling Assistant

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

Journal entries.

OPENING THE SCHEDULING ASSISTANT

You can open the Scheduling Assistant from the Office Manager module. The Scheduling Assistant opens
as an independent window because it is a separate module.

To open the Scheduling Assistant

In the Office Manager, from the File menu, click Scheduling Assistant. Or, you can click the Scheduling
Assistant button on the toolbar.

The Scheduling Assistant opens.

A2 Scheduling Assistant - [AF]
Patient Name | Chart # Care Type Date * | Length Provider Status Clinic
& Continuing Care [13] Croshy Brent CROO0O4C PROPHY 8/2/2018 4 Unit(s) DESMITH MNone AF
B Smith Angela SMO0Q0eC EXAM 1/2/2018 1 Unit(s) THL MNone AF
™ Due w/out Appointments .
Crosby Tom CR95 PROPHY 9/21/2017 4 Unit{s) DESMITH Mone AF
I Overdue 1-30 Days Crosby Tom | CR95 Perio Exam 9/21/2017 3 Unit(s) DESMITH None AF
™ overdue 31-60 Days Winters Barb... |wI212 PROPHY 9/17 /2017 4 Unit(s) DESMITH Mone AF
™ Overdue 61-90 Days Winters Carl WI211 PROPHY 9/17 /2017 4 Unit(s) DESMITH MNone AF
smith Angela SMO00EC PROPHY 9/17 /2017 TH1 Mone AF
™ overdue »90 Days N .
Crosby Brent CRO004C Perio Exam 9/15/2017 3 Unit(s) DESMITH Mone AF
" Unscheduled Appointments (0] Croshy Brent | CR93 PROPHY 8/1/2017 4 Unit(s) DSMITH None CENTRAL
' ASAP Appointments [275] Crosby Brent CRO3 Perio Exam 8/1/2017 3 Unit(s) DSMITH MNone CENTRAL
Abbott Jame.. |AB31 Perio Exam 7/28/2017 3 Unit(s) DSMITH Mone CENTRAL
" Unscheduled Tx Plans  [0] B
Abbott James | ABOO30 PROPHY 4/11/2017 4 Unit(s) DESMITH MNone AF
¢ Unscheduled Tx Requests  [2] Abbott Jan AB32 Perio Exam | 3/16/2017 3 Unit(s) DESMITH Naone AF
Clinics: W all LI
prov. 7 Al ;l
¢

FILTERING THE SCHEDULING ASSISTANT LIST

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

Notes:

e Any changes you make to the filter settings are saved for the next time you access the 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.

e 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.
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To filter the list

1. In the Scheduling Assistant, set up the following filters as needed:

e List - Select the type of list that you want to view:

Dentrix Enterprise 8 Release Guide

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:

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

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

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

e 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:

e When selecting and clearing check boxes, the list of results will not be updated until you
click the Refresh/Apply filter settings button O

e 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 Scheduling Assistant
Filters” on page 19.

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.

Note: For information about customizing the Unscheduled Appointments filter, see
“Customizing the Scheduling Assistant Filters” on page 19.

ASAP Appointments — The list displays patients who have appointments that are marked as
ASAP. The number in square brackets is a count of patients that have appointments on the
ASAP List.

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 Scheduling Assistant Filters” on page 19.

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.

Note: For information about customizing the Unscheduled Tx Requests filter, see
"Customizing the Scheduling Assistant Filters” on page 19.
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Clinics — To view patients in all clinics, select the All check box. Or, click the search button 221 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 |
to select the providers whose patients you want to view.

2. Click the Refresh/Apply filter settings button O

CUSTOMIZING THE SCHEDULING ASSISTANT FILTERS

In the 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 the 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 the Scheduling Assistant to the system defaults by clicking the
Reset Filters button Q

To customize the Continuing Care filter settings

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

& Continuin%(:are [2]

The Continuing Care Filter dialog box appears.

Continuing Care Filter

Due w/out Appointments Date Range:

From: 1092017 [+] 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 22|10 select the desired continuing care types. The All
check box is selected by default.

3. Click Apply.

19
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To customize 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: |[10/082017 [=] To: [=]
Broken Reason: ¥ Al LI

Appt. Reason: W all LI

Apply | Close

2. Set up the following options:

e 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.

e Broken Reason - To include patients with broken appointments that were broken for any reason,

select the All check box. Or, click the search button ﬁ to select the desired reasons. The All
check box is selected by default.

e Appt. Reason - To include patients with broken appointments that have any appointment

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

3. Click Apply.

To customize the Unscheduled Tx Plans filter settings

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

o Unscheduled@xplans [21]

The Unscheduled Treatment Plans Filter dialog box appears.

Unscheduled Treatment Plans Filter

Proc Date Range:

From: 1182017 [«] To [=]
Procedure Range: ¥ all LI

Proc Approval Status: W Al LI

Apply | Close |

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.
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® 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?1 to
select the desired approval statuses. The All check box is selected by default.

3. Click Apply.

To customize the Unscheduled Tx Requests filter settings

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

f* Uns cheduledETx Reguests [2]

The Unscheduled Treatment Requests Filter dialog box appears.

Unscheduled Treatment Requests Filter

Date Range:

From: 1082017 [=]| To [=]

Severity: v all LI
Request Types: W all LI

Request Statuses: [V all ;I

Apply | Close |

2. Set up the following options:

e Date Range - To include patients with unscheduled treatment requests that were requested
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.

e Severity — To include patients with unscheduled treatment requests of any severity, select the All
check box. Or, click the search button |40 select the desired severity levels. The All check box
is selected by default.

* Request Types - To include patients with unscheduled treatment requests of any type, select the
All check box. Or, click the search button 22|10 select the desired types. The All check box is
selected by default.

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

3. Click Apply.

VIEWING THE DETAILS OF A RECORD

When you select a record in the Scheduling Assistant, the details that appear on the right side of the
window vary depending on the type of record selected:

e Continuing Care — Patient name, continuing care type description, due date, prior treatment date,
scheduled appointment details, motivational note, number of Office Journal entries in the last six
months (you can click the number link to open the patient’s Office Journal), details of last Office
Journal entry, and contact phone numbers and email addresses.

® Unscheduled Appointments — Patient name, appointment details (encounter number, scheduled
production, reason, linked treatment request, linked continuing care, and notes), number of Office
Journal entries in the last six months (you can click the number link to open the patient’s Office
Journal), details of last Office Journal entry, and contact phone numbers and email addresses.
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ASAP Appointments — Patient name, appointment details (encounter number, scheduled
production, reason, linked treatment request, linked continuing care, and notes), number of Office
Journal entries in the last six months (you can click the number link to open the patient’s Office
Journal), details of last Office Journal entry, and contact phone numbers and email addresses.

Unscheduled Tx Plans — Patient name, procedure details (code, amount, tooth, surfaces, related
treatment plan case), number of Office Journal entries in the last six months (you can click the number
link to open the patient’s Office Journal), details of last Office Journal entry, and contact phone
numbers and email addresses.

Unscheduled Tx Requests — Patient name, request details (type, reviewed date, reviewer, and notes),
number of Office Journal entries in the last six months (you can click the number link to open the
patient’s Office Journal), details of last Office Journal entry, and contact phone numbers and email
addresses.

Note: These details are displayed only if one record is selected.

Also, you can click the name in the Patient Name column of any record in the Scheduling Assistant to
open that patient’s More Information window.

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.
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In the Scheduling Assistant, select one or more records. To select multiple, while pressing Ctrl, click
the desired records.

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 12,/20/2017 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.

Croshy BrentL 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

You can schedule an appointment from the Scheduling Assistant.

To schedule an appointment

1. In the Scheduling Assistant, select a record.

Patient Name | Chart # Care Type Date * | Length Provider Status Clinic Croshy Brent
& Continuing Care [13] Crosby Brent | CRO004C PROPHY 8/2/2018 4 Unit(s) DESMITH None AF
. Smith Angela | SMO006C EXAM 1/2/2018 1 Unit(s) TH1 MNone AF Care Description:  periodic cle...
™ Due w/out Appointments )
Crosby Tom | CR95 PROPHY 9/21/2017 |4 Unit(s) DESMITH  None AF Due Date: 8/2/2018
I™ Overdue 1-30 Days Crosby T ; ; '
r-us y Tom CR95 Perio Exam 9/21/2017 3 Unit(s) DESMITH MNone AF Prior Treatment:  3/14/2017
™ Overdue 31-60 Days Winters Barb... |WI212 PROPHY 9/17/2017 4 Unit(s) DESMITH None AF
N B Scheduled Appt:  None
™ Overdue 61-90 Days Winters Carl w211 PROPHY 9/17/2017 4 Unit(s) DESMITH None AF
Smith Angela | SMO0006C PROPHY 9/17/2017 THL None AF Motivational Note:
™ Overdue >90 Days ) ;
Crosby Brent CRO004C Perio Exam 9/15/2017 3 Unit(s) DESMITH MNone AF
" Unscheduled Appointments 2] Crosby Brent | CR93 PROPHY 8/1/2017 4 Unit(s) DSMITH None CENTRAL
' ASAP Appointments [275] Crosby Brent CR93 Perio Exam 8/1/2017 3 Unit(s) DSMITH MNone CENTRAL
Abbott Jame... |AB31 Perio Exam 7/26/2017 3 Unit(s) DSMITH None CENTRAL
" Unscheduled Tx Plans  [0] B
Abbott James | AB0OO30 PROPHY 4/11/2017 4 Unit(s) DESMITH None AF
 Unscheduled Tx Requests [2] Abbott Jan AB32 Perio Exam 3/16/2017 3 Unit(s) DESMITH MNone AF
Clinics: @ all _| Contacts in last 6 months: 1
Last Contact: 11/8/2017
Provi oAl | - -
Description:  Broken Appointm...

Prov/Staff.  DESMITH

Home Phone:  (801)555-6177
Mobile Phone: None
Work Phone:  (801)555-3563

Home Email:  documentation...

Work Email: None

SA

% E

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

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

Enter View Name: |

View Name + | Clinic | Short-cut Select |
Central CENTRAL" F12 Manage Views |
Highland HIGHLAND F2

My Clinic View AR F5

MNew |
Edit |
Delete |

* Default View of the Clinic

0K Cancel

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

The New Appointment Information dialog box appears.
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Mew Appointment Information - (Crosby, Brent)
Continuing —
Piov: [DESMITH »3| Care FROFHY 08/02/2013 || | ChangsPat |
ENCH Attached: -
I ﬂ [T Uze Reazon To duto Update CC Patient Info | |i

Reazon

Other Appt(z)

Initial | Deletel
Tx | Del Al
Mizc. | Schd. Mext

Inz Claim Info

« 1

i aitAdll Call
Desc: [PROPHY
Length: | 40 minﬂ Status: |<none> LI Dp:l ﬂ Find
Amognt:l Schedule:lFIXED LI Date: IUS-"'U2-"’2U13 ﬂ Pin Board |
HVU:I T_',]DE:|<none> | Time: | ﬂ Histary |
Staff: I ﬂ T= Request: I ﬂ
(] 8 |
Orig. Sched. Operatar; IDSMITH Date Sched.: |11£21 ey
Note: Cancel |

Inzert Dateline |

Fs

[~ Chart Pulled

I~ Main Concemn? | Palicy Holder Hame? I Last Dental Exam?
7 IfPain, How Long? [~ Subs. S5#7 DOB? | Patient's DOB Age?
[ Imsurance Marne? [~ Employer Mame? Gipt [ Refered By?

Notes:

® If you are scheduling a continuing care appointment, the continuing care type and assigned
provider are attached to the appointment automatically.

e If you 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.

e If you are scheduling an ASAP appointment, the original appointment details, such as the
provider, reason, description, length, and amount, are entered automatically in the new
appointment.

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

e If you 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.
6. Click Pin Board.

7. 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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There are 24 procedure buttons in the Patient Chart that allow for quick access to recording charting
needs. You can now set up templates for those procedure buttons based on specific needs and then
assign those templates to users. Also, each user can choose to use one of the templates or create a

custom set of procedure buttons.

ADDING PROCEDURE BUTTON TEMPLATES

You can create a new template for the 24 procedure buttons that are available to users in the Patient
Chart.

To add a procedure button template

1.

In the Office Manager, from the Maintenance menu, point to Practice Setup, and then click Chart

Procedure Button Setup.

The Chart Procedure Button Setup dialog box appears.

Chart Procedure Button Setup

Chart Button Templates

Assistant
Dentist
Hygienist

Tx Coordinator

Set Template for User |

—Preview

Assigned Codes
|D2140 |D2160 |D2320
|p7140 |Do120 |D0140
|p2750 |Do150 |poi6n

3| [D3310 |D0210 |poz20
|p1351 |D0274 |Do272
|p1110 |p1120 |Ds110
[15110 |ps110 |D5120
|15009 |DE240 |D6750

[~ Set Selected Template for All Users

Close |

2. Do one of the following:

e To create a new template based on the default button set, click New.

e To create a new template based on an existing template, select the template, and then click

Copy.

The New Chart Button Template (or Copy Chart Button Template) dialog box appears.
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Mew Chart Button Template @

Template Name: ||

: Assigned Codes
P B |77 [ozra [p2160 [p2330
if’i.‘.-“.f’]'_'._" |p7140 |poi20 [po140
if'—" [ |p2750 [po150 [p1sD
il |Da31o |Do210 |D0220
g [E |D1351 |D0274 |Do272
.E,,,le]ﬂ |p1110 |p1120 [pat10
‘G-U [15110 |ps110 |D5120
[Derez [ pea o

0K I Cancel |

Note: For each button in the table on the left, the corresponding code appears in the table on the
right.

3. Inthe Template Name field, type a name for the template.

4. For each button that you want to customize, do the following:

a. Click the button, such as .

The Edit Procedure Button Setup dialog box appears.

Edit Procedure Button Setup @
Select Code ———— | Select Tooltip Text
' Procedure: * |se Procedure Description

|D214Cl =
—I " Use Custom Text

" Dental Diagnestic:

l— . | IArnaIgam-‘I surf. prim./perm

—Select Button Face
' Use Image " Use Code Text
ﬁ . Font: I j

b. Under Select Code, select one of the following options:

® Procedure — To assign a procedure code to the button. Then, either type the desired
procedure code (ADA, administrative, condition, or product code) or multi-code, or click the

search button ﬁl to select the desired code.

e Dental Diagnostic — To assign a dental diagnostic code to the button. Then, either type the
desired dental diagnostic code, or click the search button il to select the desired code.

Notes:

e Dentrix Enterprise uses a smart-code feature. When you are charting a procedure code,
depending on the surfaces or roots selected, the procedure will be updated when it is
posted. For example, if you chart a one-surface amalgam (D2140) but select three surfaces,
Dentrix Enterprise will automatically post the three-surface amalgam (D2160).
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e With the smart-code feature, Dentrix Enterprise not only updates procedure codes based
on surfaces and roots when posting resins and amalgams but also updates them by tooth
number. For example, if you use a one-surface anterior resin procedure button when posting
a three-surface resin to tooth 28, Dentrix Enterprise will update and post the procedure to
reflect three surfaces and the posterior tooth.

* Because of the smart-code feature, you do not need to assign multiple variations of the same
code, such as for amalgams or root canals, to your procedure buttons.

c. If you position your pointer over a procedure button, a tooltip will appear with identifying text for
that button. Under Select Tooltip Text, select one of the following options:

e Use Procedure Description — To use the procedure or diagnostic code’s description in the
tooltip.

Amalgam-1 surf, prim/perm b
] [ s =

e Use Custom Text — To use custom text in the tooltip. Then, type the desired description in
the field provided.

d. Under Select Button Face, select one of the following options:

¢ Use Image - To use a pre-defined graphic to identify the button. Then, from the button
menu, click one of the 65 charting symbols that represent procedure codes.

[~}

EREECE - E =B
— EBEREScees 8
gEeanRedda @i §
=il iloNAVESi
=z2El|lcldli @R E
HEEESLE®=0IF

e Use Code Text — To use the procedure or diagnostic code to identify the button. Then, select
the desired Font.

Tip: For best results, use a 6-point Arial font.

e. Click OK.
5. Inthe New Chart Button Template (or Copy Chart Button Template) dialog box, click OK.

For information on assigning a template to users, see “Assigning a Procedure Button Template to Users”

on page 31.
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EDITING PROCEDURE BUTTON TEMPLATES

You can edit a custom procedure button template as needed. However, you cannot edit the Dentrix
Default template.

To edit a procedure button template

1. In the Office Manager, from the Maintenance menu, point to Practice Setup, and then click Chart
Procedure Button Setup.

The Chart Procedure Button Setup dialog box appears.

Chart Procedure Button Setup (=2
Chart Button Templates ~Preview
% Assigned Codes
%jergir: () 8 @ [p2120 [pz160 [p2330
T Coordinator M == [p7a0 [bo120 [puta0
il P20 [Do150 [pute0
E g§| |D3310 |D0210 |poz20
@ E |p1351 |D0274 |Do272
,E,,Rﬂ_g |p1110 |p1120 |Ds110
Hew | Edit | Delete | Copy | AR\ [15110 |ps110 |ps120
@ |15009 |D6240 |D6750
Set Template for User |

I™ Set Selected Template for All Users M

2. Select a template, and then click Edit.
The Edit Chart Button Template dialog box appears.

Edit Chart Button Template @
Template Name: I
; Assigned Codes
P B\ [pzia [oz160 [02330
j ,j;l’.ﬂz [p7140 [po120 [po1an
1 f=|{f= [o2750 [pois0 [pot6n
0 BIE p=o— pen =
@ |E |D1351 |D0274 |po272
.E,,le]ﬂ; |p1110 |p1120 |Ds110
@.U J15110 |D5110 |D5120
[z o5 ooz oo
0K Cancel |

Note: For each button in the table on the left, the corresponding code appears in the table on the
right.

3. Change the Template Name as needed.

For each button that you want to customize, do the following:

a. Click the button, such as .

The Edit Procedure Button Setup dialog box appears.
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Edit Procedure Button Setup @
—Select Code —Select Tooltip Text
% Procedure: ¢ Use Procedure Description
I ==
p2140 —I " Use Custom Text
" Dental Diagnostic:
l— - | |Arnalgam-1 surf. prim./perm
—Select Button Face
' Use Image " Use Code Text
H . Font: I j
oK | Cancel |

Under Select Code, select one of the following options:

Procedure — To assign a procedure code to the button. Then, either type the desired
procedure code (ADA, administrative, condition, or product code) or multi-code, or click the

search button 22| to select the desired code.
Dental Diagnostic — To assign a dental diagnostic code to the button. Then, either type the
desired dental diagnostic code, or click the search button 22|46 select the desired code,

Notes:

Dentrix Enterprise uses a smart-code feature. When you are charting a procedure code,
depending on the surfaces or roots selected, the procedure will be updated when it is
posted. For example, if you chart a one-surface amalgam (D2140) but select three surfaces,
Dentrix Enterprise will automatically post the three-surface amalgam (D2160).

With the smart-code feature, Dentrix Enterprise not only updates procedure codes based
on surfaces and roots when posting resins and amalgams but also updates them by tooth
number. For example, if you use a one-surface anterior resin procedure button when posting
a three-surface resin to tooth 28, Dentrix Enterprise will update and post the procedure to
reflect three surfaces and the posterior tooth.

Because of the smart-code feature, you do not need to assign multiple variations of the same
code, such as for amalgams or root canals, to your procedure buttons.

If you position your pointer over a procedure button, a tooltip will appear with identifying text for
that button. Under Select Tooltip Text, select one of the following options:

Use Procedure Description — To use the procedure or diagnostic code’s description in the
tooltip.

S —
Amalgam-1 surf. prim/perm o
= i L

Use Custom Text — To use custom text in the tooltip. Then, type the desired description in
the field provided.
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5.

d. Under Select Button Face, select one of the following options:

e Use Image - To use a pre-defined graphic to identify the button. Then, from the button
menu, click one of the 65 charting symbols that represent procedure codes.

Tl L L

— EERRBS8ceea el
EEaneaaaa s

=il iiecAViin
=zelpeciBRE
IS8 s=rP

e Use Code Text — To use the procedure or diagnostic code to identify the button. Then, select
the desired Font.

Tip: For best results, use a 6-point Arial font.

e. Click OK.
In the Edit Chart Button Template dialog box, click OK.

For information on assigning a template to users, see “Assigning a Procedure Button Template to Users”
on page 31.

DELETING PROCEDURE BUTTON TEMPLATES

You can delete a custom procedure button template as needed. However, you cannot delete the Dentrix
Default template. When you delete a template, it will no longer be available for selection by any user.
Also, when you delete a template that is assigned to any users, those users will be assigned the Dentrix
Default template.

To delete a procedure button template

1.

In the Office Manager, from the Maintenance menu, point to Practice Setup, and then click Chart
Procedure Button Setup.

The Chart Procedure Button Setup dialog box appears.

Chart Procedure Button Setup @
Chart Button Templates — Preview
|Dentrix Default
Dentist Assigned Codes
Everyone |p2140 |Dz160 |D2330
Hygienist
T Coordinator |p7140 |Do120 |Do140
|D2750 |D0150 |Doten
igy| |p3a3to |D0210 |poz20
_E |D1351 |D0274 |Do272
ﬁ_g |p1110 |p1120 |psii0
New | Edit | Delete Copy | @lﬁ U [15110 |psi10 |p5120
[W2E7z [ o e
Set Template for User |

[~ Set Selected Template for All Users

Close |
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If the template that you want to delete is set as the default template for all users, you must clear the
[Template Name] is set as the default template for all users check box before you can delete that
template. (If the check box is labeled Set Selected Template for All Users, a template is not set as

the default for all users.)

Chart Procedure Button Setup

el | Edit | Delete

Com.'l

Set Template for User |

—Preview —

SnlEmIER = = -

Sele=e=1

Viissista set as the default template for all users

Select a template, and then click Delete.

A confirmation message appears.

Click Yes.

ASSIGNING A PROCEDURE BUTTON TEMPLATE TO USERS

You can assign any procedure button template as the default for all users or specific users.

To assign a procedure button template to users

1.

In the Office Manager, from the Maintenance menu, point to Practice Setup, and then click Chart

Procedure Button Setup.

The Chart Procedure Button Setup dialog box appears.

Chart Procedure Button Setup

Chart Button Templates

|Dentrix Default

Dentist
Everyone
Hygienist

Tx Coordinator

New | Edit | Delete

Copy

Set Template for User

(B>
~Preview
Assigned Codes
(=) [oz160 [02330
B RENE [oo120 [oo1an
il [Doi50 [poten
E |Doz10 |poz20
@_E |D0274 |Do272
.E,,Rﬁ_g |p1110 |p1120 |Ds110
A A [15110 |ps110 [ps120
E@@ |15009 |DE240 |D6750

[~ Set Selected Template for All Users

Close |

Select a template.
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3. Do one of the following:

e To assign the template to all users, select the Set Selected Template for All Users check box
(or the [Template Name] is set as the default template for all users check box, if a template is
already assigned to all users). Ignore the following steps.

Important: With a template assigned as the default for all users, users cannot use a different
button set or create their own custom button sets.

e To assign the template to specific users as their default procedure button set, click Set Template
for User. This button is not available if a template has been assigned to all users.

Note: Users can customize the procedure button set for the template from the Patient Chart. The
original template will not be affected. Users can also create their own custom procedure button
sets.

The Set Chart Template “[Template Name]” to Users dialog box appears.

a-' Set Chart Template "Assistant” to Users EI@
Current Clinic: IﬁF 'l Groups: |<.NI Groups: VI
User ID | Last, First Name | Clinic | Group -
AGORM Gorman, Albert AF
DESMITH Smith, Dennis AF
EDNA Miles, Edna AF
MHAYES Hayes, Marie AF _
SANDRA {i}Carrell, Sandra AF
SANDY {i{Treeman, Sandy AF
D Thomas, David AF v
Add to Selected Users | Remowve from Selected Users T
User ID | Last, First Name | Clinic | Group
Copy | Cancel |
Y

4. Filter the list of users as needed:

e To view users with rights in a specific clinic, select that clinic from the Current Clinic list. To view
users with rights in any clinic, select <All Clinics> from the Current Clinic list.

e To view users that belong to a specific user group, select that group from the Groups list. To view
users that belong to any user group, select <All Groups> from the Groups list.

5. Select the desired users, and then click Add to Selected Users.

The selected users are moved to the Selected Users list (the lower list).
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Add to Selected Users | Remove from Selected Users T
User ID /| Last, First Name Clinic Group
AGORM Goman, Albert AF
DESMITH Smith, Dennis AF
MHAYES Hayes, Marie AF
Copy | Cancel |
A

Note: To remove a user from the Selected Users list, select it, and then click Remove from Selected
Users.
Repeat steps 4 — 5 as needed to add other users.

7. Click Copy.

SELECTING YOUR PROCEDURE BUTTON SET

Each user can choose which procedure button template to use as the default button set in the Patient
Chart, unless a specific template has been set as the default for all users.

To select your procedure button set
1. Inthe Patient Chart, from the File menu, click Setup Procedure Buttons.

The Chart Button Template dialog box appears.

Chart Button Template @

Select Template:  |[EETEIEET NN ~
_ Assigned Codes
M B | e [pz160 [pz330
j f['-“ f['_'“ |D7140 |poi20 [po120
iﬁ;ﬁg [p27s0 [po1s0 [prisn
i (i [p3zt0 [poz210 [pozz0
@_E |p1351 |D0274 |Do272
E,ﬁﬁ_& |p1110 |p1120 |psii0
ALY 15110 |p5110 |ps120
[z e pan oo

oK Cancel |

2. From the Select Template list, select a template.
3. Click OK.
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CREATING YOUR OWN CUSTOM PROCEDURE BUTTON SET

In the Patient Chart, each user can create a custom procedure button set from an existing template or the
Dentrix Default template, unless a specific template has been set as the default for all users.

Note: If you edit an existing procedure button template from the Patient Chart, when you save the
changes, that button set becomes your Custom template, overwriting any customizations you might have
made previously to the Custom template. The original source template, which was set up from the Office

Manager, is not affected.

To create your custom procedure button set

1. Inthe Patient Chart, from the File menu, click Setup Procedure Buttons.

The Chart Button Template dialog box appears.

Chart Button Template E
Select Templste: | EEITIEEN I -
Assigned Codes
|D2140 |p2180 |p2330
|D7140 |poi20 |Do140
|p2750 |pois0 |poi60
igy| |p3a3to |Do210 |poz20
|p1351 |D0274 |Do272
|p1110 |p1120 |pst10
[15110 |ps110 |D5120
|15009 |D&240 |D6750
oK Cancel |

2. From the Select Template list, select a template or Custom.

Select Template: ICustom

=l

Dentnx Defautt

P B |7 |Evevore

Il |Fuealfmal | Tx Coordinator

Note: For each button in the table on the left, the corresponding code appears in the table on the

right.

3. For each button that you want to customize, do the following:

a. Click the button, such as .

The Edit Procedure Button Setup dialog box appears.
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Edit Procedure Button Setup @
—Select Code —Select Tooltip Text
% Procedure: ¢ Use Procedure Description
I ==
p2140 —I " Use Custom Text
" Dental Diagnostic:
l— - | |Arnalgam-1 surf. prim./perm
—Select Button Face
' Use Image " Use Code Text
H . Font: I j
oK | Cancel |

Under Select Code, select one of the following options:

Procedure — To assign a procedure code to the button. Then, either type the desired
procedure code (ADA, administrative, condition, or product code) or multi-code, or click the

search button 22| to select the desired code.
Dental Diagnostic — To assign a dental diagnostic code to the button. Then, either type the
desired dental diagnostic code, or click the search button 22|46 select the desired code,

Notes:

Dentrix Enterprise uses a smart-code feature. When you are charting a procedure code,
depending on the surfaces or roots selected, the procedure will be updated when it is
posted. For example, if you chart a one-surface amalgam (D2140) but select three surfaces,
Dentrix Enterprise will automatically post the three-surface amalgam (D2160).

With the smart-code feature, Dentrix Enterprise not only updates procedure codes based
on surfaces and roots when posting resins and amalgams but also updates them by tooth
number. For example, if you use a one-surface anterior resin procedure button when posting
a three-surface resin to tooth 28, Dentrix Enterprise will update and post the procedure to
reflect three surfaces and the posterior tooth.

Because of the smart-code feature, you do not need to assign multiple variations of the same
code, such as for amalgams or root canals, to your procedure buttons.

If you position your pointer over a procedure button, a tooltip will appear with identifying text for
that button. Under Select Tooltip Text, select one of the following options:

Use Procedure Description — To use the procedure or diagnostic code’s description in the
tooltip.

S —
Amalgam-1 surf. prim/perm o
= i L

Use Custom Text — To use custom text in the tooltip. Then, type the desired description in
the field provided.
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d. Under Select Button Face, select one of the following options:

e Use Image - To use a pre-defined graphic to identify the button. Then, from the button
menu, click one of the 65 charting symbols that represent procedure codes.

Blepio0kkkEE

— EBEREScees 8
SRS SR 0.

=il ioAVES
=z & | = ﬁdi@
HEFESEs=01PFP

e Use Code Text — To use the procedure or diagnostic code to identify the button. Then, select

the desired Font.
Tip: For best resul

e. Click OK.

ts, use a 6-point Arial font.

4. In the Chart Button Template dialog box, click OK.

Family Search

On the Advanced Search tab of the Select Patient dialog box, you can now search for a patient by his or

her guarantor or another famil

To search by family member

y mamber.

1. While searching for a patient, next to Search, select Family.

2. Enter your search criteria,

and then click Search.

The person who matches your search criteria appears in the Search Results list. Related individuals

appear in the Family Members list if they are part of the same family in the Family File.
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Select Patient
|Search By | LAppointments | Ldvanced Search |
I Search () Patient @) Family I [ Barcode Scanner
Last Name | winters Chart & .g.irj;ﬁis clinic Show On Screen Keyboard ®
First Name | car SS# ©) Al clinics
Pl'Ef:::g Birthday lz‘ ) My clinics
Sex |Z|
Fhone
Status Patient Archived
Inactive Mon-Patient
[ seach |[ clear |
Search Results
HoH Last Name First Name M| Prefemed Name Birthdate Sex Provider Clinic Status Chart #
< | Winters Car [ ] [11/1171380 [M [DESMITH  |AF Patient wiz11
4 [ [ | [
Family Members
HoH Last Name First Name M| Prefemed Name Birthdate Sex Provider Clinic Status Chart # =
Winters Barbara 11171382 |[F |DESMITH ‘ﬁF Patient ‘WI212 =
Winters Jillian F DESMITH AF Patient w213 -
4 T ¢
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File Exchange

The new File Exchange module allows you to do a mass export of Document Center and C-CDA files and
allows you to update Dentrix Enterprise from an offline database when it is reconnected to the network
with patient demographics, problems, allergies, and medications (PAM), charges, payments, treatment
plans, Document Center files, and provider/staff exports.

Note: If you have a primary database (the main Dentrix Enterprise database) and a secondary database
(a database for working in Dentrix Enterprise offline), and want to use a service to watch for exported files
so that they can be imported automatically into the primary database through HL7 when the secondary
database is back online, a Dentrix Enterprise Customer Support technician can help you do the following:

® Make the required service available during the installation of Dentrix Enterprise.
e Turn on the File Exchange integration settings, which must then be configured.

However, you must have your HL7 interface configured properly and know how you want to configure the
integration settings.

CONFIGURING INTEGRATION SETTINGS

You must configure the File Exchange integration settings if you want to use services to watch for
exported files so that they can be imported automatically into the primary database through HL7 when
the secondary database is back online.

To configure File Exchange integration settings

1. While logged in to the Central clinic, in the Office Manager, from the Maintenance menu, point to
Practice Setup, and then click Integration Settings.

The Integration Settings dialog box appears.
2. Click File Exchange on the left.

The options for configuring File Exchange become available.

Integration Settings EI

Axia i A
Remote File Exchange Site Templates:

File Exchange
MiPACS

Name | Description Add

Document Import/Export Services:

ServiceName | DocPath
C-CDA Document HL7
Export
OB Service
Import
1B Service

QK Close

3. Add, edit, and delete sites in the Remote File Exchange Site Templates list as needed:
e Add - Do the following:
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a. Click Add.
The Add New Site dialog box appears.

Add New Site
Site Mame I
Description I
C-CDA Documents
OB Service IPIease Select j IPIease Select J
Export I | I |
IE Service IPIease Select j IPIease Select J

meone [ | ]

HL7
Site |Please select -]
Export |
Import |

oK | Cancel |

b. Type a Site Name.
c. Type a Description.
Under C-CDA and/or Documents, do the following:
e Select the outbound service from the OB Service list, and then click the Export search
button il to select the folder to watch.
e Select the inbound service from the IB Service list, and then click the Import search
button il to select the folder to watch.
e If you use HL7 for exporting and importing data, under HL7, select a Site.
e. Click OK.

e Edit - Select a site, and then click Edit. The Edit Site dialog box appears. Change the Site
Name, Description, C-CDA, Documents, and/or HL7 options as needed. Click OK.

e Delete - Select a site, and then click Delete. On the confirmation message that appears, click
Yes.

4. Edit the default paths of the services in the Document Import/Export Service list as needed. Select
a service, and then click Edit Path to select the correct location.

5. Click OK.

EXPORTING PATIENT DATA

You can do a mass export of Document Center and C-CDA files.

To export patient data
1. In the Office Manager, from the Analysis menu, click File Exchange.

The File Exchange dialog box appears. By default, Patient is selected as the Export Type.
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# File Exchange

Export Type

Search By:

Clinic: Al

Patient Search Results:

Patient Name ‘ DOB

Chart #

Clinic

Will be exported

Select Individual Patient

Patient Name DOB

Chart #

| Clinic

==
Include data for:
MDM 18 Months = | Since: | D' |
Doc Center Files|All Dates | Since: | D' |
Destination:
) Local Export

@ Select File Exchange Sit €

Please Select -

HL7
CLDA

Docs

2. Do any of the following as needed to add patients to the export:

3.

e To search for multiple patients, do the following:

a. For Clinic, either leave All selected to search for patients in all clinics, or click the search

button (27 to select the desired clinics to search for patients in.
b. Click Search.
The patients found appear in the Patient Search Results list.

Patient Search Results:

Patient Name

DOoB

Crosby, Brent

11/11/1973

Crosby, Crystal
Crosby, Frances
Crosby, Matt
Crosby, Shirley

Cracbhar T

4

11/11/2002
3/7/1972

11/11/1985
11/11/1975

14 M1 M0N0

Chart #
CROO04C
CROOG0
CRO0OSC
CR97
CRO048

fal=Ta 1

Clinic

AF -
AF

AF

AF

AF

AT

~ k

e To search for an individual patient, next to Will be exported, click Select Individual Patient to
select that patient. The patient now appears in the Will be exported list.

Will be exported:

[ Select Individual Patient l

Patient Name
Crosby, Brent

[ pos
| 11/11/1973

[ chart#
|CROGD4C

[ ctinic
|AF

If you searched for multiple patients, to add patients to the export, select patients in the Patient

Search Results list, and then click the Move Down button . To add all the patients found, click

39
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the Move All Down button .
The patients now appear in the Will be exported list.

Will be exported: [ select Individual Patient
Patient Name [ pos [ chart# [ ctinic

Crosby, Brent 11/11/1973 CRO004C AF

Crosby, Crystal 11/11/2002 CRODGO AF

Crosby, Shirley 11/11/1975 CROD48 AF

4 3

Note: To remove all patients selected from the export, click the Move All Up button . To remove
specific patients from the export, select those patients in the Will be exported list, and then click the

Move Up button .

4. Do one of the following:

e To export a copy of each patient’s C-CDA file to your computer, under Destination, select Local

Export. Click the C-CDA search button E to select the destination folder where the C-CDA files
will be saved.

# File Exchange
Export Type: Include data for
5
Search By: Dot Center Files| All Dates Since: [
Clinic: - [ Destination-
@ Local Export
) Select File Exchange Sit €
Patient Search Results: Please Select
Patient Name DOB Chart # Clinic L7
Crosby, Frances 3/7/1972 CROD0SC AF -
Croshy, Matt 11/11/1985 CRa7 AF DA CWsersigwinnDesktopitemp
Crosby, Tom 11/11/2002 CRO5 AF
Cross, lean 3/7/1872 CRODDGC AF Docs
Crover, Patricia 3/7/1972 CRO0DIC AF

Femunr Shamban 3707 ~onnnTe ac
Al

(2l
Will be exported: Select Individual Patient
Patient Name DOB Chart # Clinic
Crosby, Brent 11/11/1973 ‘CRO004C AF
Crosby, Crystal 11/11/2002 CRO0GO AF
Crosby, Shirley 11/11/1975 CROD48 AF
‘ '

e To export a copy of each patient’s C-CDA file and/or Document Center documents to folders
associated with a file exchange site, under Destination, select that site from the Select File
Exchange Site list. The corresponding destination folders for HL7, C-CDA, and/or Docs appear
for your reference. Under Include data for, next to MDM and Doc Center Files, specify whether
to include data for the past 18 Months, for All Dates, since a certain date (select Date Range,
and then specify a Since date), or for Today. This export method is available only if you have set
up one or more file exchange sites in the Integration Settings.
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# File Exchange

Export Type Include data for

MDM ~| Since: | D' |
Search By: Doc Center Files|All Dates ~| Since: | D' |

Clinic: Al Destination:

) Local Export

@® Select File Exchange Sit €
Patient Search Results: CCDA_EXCHANGE ~

Patient N DOB Chart # Clini
atient Name ‘ = inic HLT C:\Users\gwinn\AppDatalLoca\DXONE\Data\Exports

CELDA C:\Users\gwinn\AppData\Loca\DXONE\Data\Exports

Docs

v v ~|[a
Will be exported Select Individual Patient
Patient Name |DoB Chart # [ Clinic

5. Click Export.
6. On the message that appears, click OK.

EXPORTING PROVIDER AND STAFF DATA

You can do a mass export of provider and/or staff member data.

To export provider and/or staff data

1. In the Office Manager, from the Analysis menu, click File Exchange.
The File Exchange dialog box appears.

2. Select Provider/Staff from the Export Type list.

# File Exchange

Export Type Destination:

Provider/Staff ~ ~ Provider Staff Site Please Select -
Search By: Status

HL7
Clinic All Active
Specialty: |All [ Inactive
Sea

Providers/Staff Search Results:

ID ‘ Name | External ID Clinic Type

~ X ~ S
Will be exported
1D ‘ Name External ID Clinic Type
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3. Do any of the following as needed to add providers and/or staff to the export:

To search for providers, select the Provider check box.

To search for staff, select the Staff check box.

For Clinic, either leave All selected to search for providers and/or staff in all clinics, or click the
search button E to select the desired clinics to search for providers and/or staff in.

To search for providers and/or staff by status, select the Active and/or Inactive check boxes.

To search for providers by specialty, either leave the All option’s check box selected in the
Specialty list, or select the check boxes of only the desired specialties.

4. Click Search.
The providers and/or staff found appear in the Providers/Staff Search Results list.

Providers/Staff Search Results:

D Mame External ID Clinic Type
TS1 Sees, Tom CENTRAL Provid «
TS2 Sees, Tom ALPINE Provid
TD1 Thomas, Dawvid L AF Provid
THOMPSON Thompson, Emma ALPINE Staff
STEVE Thompson, Steve D CENTRAL Staff

4 ]

»

"~

5. To add providers and/or staff to the export, select providers and/or staff in the Providers/Staff

Search Results list, and then click the Move Down button . To add all the providers and/or staff

found, click the Move All Down button .

The providers and/or staff now appear in the Will be exported list.

Will be exported:

D Name External ID Clinic Type
TD1 Thomas, David L AF Provider (P
THOMPSON Thompson, Emma ALPINE Staff
STEVE Thompson, Steve D CENTRAL Staff

Note: To remove all providers and/or staff selected from the export, click the Move All Up button

. To remove specific providers and/or staff from the export, select those providers and/or staff in
the Will be exported list, and then click the Move Up button .
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# File Exchange
Export Type
Provider/Staff b Provider Staff
Search By: Status
Clinic All Active
Specialty: [All : [ Inactive
Providers/Staff Search Results:
ID Name External ID Clinic Type
TS1 Seas, Tom CENTRAL Provid a
TS2 Sees, Tom ALPINE Provid
TRG1 Thuong, Trong ICENTRAL Provid
TH1 Tompkins, Heather AF Provid
IAN Shah, lan SANDY1 Provid _
“ - B D
- 8
Will be exported
ID Name External ID Clinic Type
TD1 Thomas, David L AF Provider (P
THOMPSON Thompson, Emma ALPINE Staff
STEVE Thompsen, Steve D CENTRAL Staff
4 3

Destination:

Site:

HL7

CCDA_EXCHANGE -

C:\Users\gwinn\AppDataiLocal\DXOMNE\Data\Exports

6. Click Export.

7. On the message that appears, click OK.

Appointment Preview

You can now position your mouse pointer over an appointment to quickly view appointment information,
including the time zone of the clinic where the appointment is scheduled (which can be helpful if, for

example, your Appointment Book view shows operatories from multiple clinics).

*| Wwirters, Barbara
Ciwi212
H: \

Patient name: Winters, Barbara
Description: EmergEx

Phone number:

Provider: DESMITH

Date: 11/08/2017 10:00

Local time zone: (UTC -07:00 [MST])
Clinic name: AF

Scheduling operator: DSMITH

Insurance Eligibility Icon

You can now specify in Appointment Book views whether you want the insurance eligibility icon to appear

on appointments or not.

To edit a view

1. In the Appointment Book, click View on the menu bar.

The Select View dialog box appears.
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(Osettin &=

Enter View Name: I
View Name + | Clinic | Short-cut Select
Central CENTRAL® 5 Manage Views |
Highland HIGHLAND F2
Test View AF F3 Mew
Edit |
Delete
* Default View of the Clinic
ok | camcel |

2. Select a view, and then click Edit.

The Edit View dialog box appears.

Appointment View Name: —View Options
AF
I [V View Amounts [V View Appointment Notes
Short-cut key to the view: X
*Inls= v View Alerts ¥ View Provider Columns
| F1 | ¥ View Ins Eligibility
Clinic: IAF vl ~Select Days —Appointment Display Info
—Selected Providers I Sunday Line 1: IName VI
Modify List | ¥ Monday Line 2: IChart Num vl
DESMITH ¥ Tuesday Line 3: IPhone VI
[V Wednesday Line 4: IF‘mmder VI
Line 5: IO erator VI
¥ Thursday &
Line &: Iﬁppt Type - l
v Friday
—Selected Operatories —— Line 7: | Staff hd
s [™ Saturday
Medify List Line &: IWork Phone 'l
AF-OPD1 —Month Time View ———— Line S: IF'ri Hlig Date vl
AF-OPO2
Start Hour: |8 IﬁM vl
ikt B [V Default View
End Hour: |5 IPM vl
P ok | Cancel |

3. When setting up options for the view, select or clear the View Ins Eligibility check box to show or
hide the insurance eligibility icon on appointments for patients with insurance plans attached to their
records.

4. Click OK.

Patient List and Global Alerts

You can now filter the Patient List and Global Alerts by patient tags and billing types.

To filter the Patient List

In the Office Manager, from the Analysis menu, click Patient List to open the Patient List dialog box.
The new filters, Billing Type and Patient Tags, appear in the list. You can double-click a filter to apply and
customize it for the list that you will generate.
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Appointment Date
ﬂssigned Clinic
Eiling Type “
Completed Procedures

Continuing Care
Ethnicity
Gender

Homeless Status
ICD-5-CM Diagnostic Codes

Laboratory Test Results

Language

Medical Alerts"Problems —

Medications
—

Patient Tags

Poverty Level

Prefemed Contact

Prescriptions -

Patient List
| Double click on fitter below o | Fitter Description
Allergies

To filter a global alert

In the Office Manager, from the Maintenance menu, point to Practice Setup, and then click Global
Aerts Setup to open the Global Alerts Setup dialog box. When you create or edit a global alert, the
new filters, Billing Types and Patient Tags, appear on the Patient Filters tab of the Setup Global Alert
dialog box. You can click Select to customize the corresponding filter for the global alert.

Setup Global Alert
Al options {Paient Fiters |

~Medical Alerts/Problems

Display this alertif a patient has Ia;-n,I = | of the following:

~Prescriptions
Display this alert if a patienthas |any | of the following:

~Patient Tags

Display this alertif a patient has Ia;-n,I = | of the following:

Select...

Select...

Select...
i~ Medications

Dispiay this alert f a patient has [any ] of the following:

[ Patient 1
Display this alert if a patient has ALL of the following:

Select...

Select...
r—Allergies

Display this alert if a patient has Iaﬂ‘f | of the following:

r~Lab Test Results

Display this alert if a patient has Iany | of the following:

Select... | Add... Edit... Delete
[ Patient Health it r~Biling Types
Display this alertif a patient has Iany | of the following: Display this alert if a patient has ANY of the following:
Add... Edit. .. Delete | Select...

Finish I

Previous | Mext |

Cancel |
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More Information Window Links

You can now quickly access a patient’s insurance information from the More Information window. Each of
the patient’s insurance plans is a hyperlink that you can click to access the corresponding plan information
in the Insurance Information dialog box.

Crosby, Brent
Age 44
DOB 11/11/1973
Sex Male
SSN
Marital Married

1234 Pluto Circle
American Fork, UT 34003

Maore Information - (Crosby, Brent J[AF][UTC -07:00 [MST]][DESMITH][CRO004C][11/11/1973][44]

Vi daskvagId;

‘Chart CRO004C
Clinic AF

Provl DESMITH
Status Active
Billing Type 13

Home [801) 555-6177
Mobile

Work (301) 555-3563

Home Email documentation@henryschein.com
‘Work Email

Language Spanish

P Dentallns (1) (2) (@) MedicalIns (1) (©) Tags |TestTag1
Primary: Delta FMI Primary: ACME Medical Test Tag 2
Appointrents Next Appointments == Q\ Continuing Care
Date Clinic Prov Date Type Appt
Procedures 11/17/2017 1:00 PM | AF DESMITH 9/15/2017 Perio Exam 09/15/2017
. 11/18/2017 :00 AM | AF DESMITH 5/2/2018 PROPHY
Medical Alerts
Treatment Plans
Outstanding Claims Balance Aging: Patient: Family:
Health Assessments Crrated | Sent P——— 030 32000 82500
- 3/24/2015 | 3/24/2015 165.00 | CENTRAL 3160 350.00 350.00
reatment Requests 5190 1280.00 1230.00
5/21/2015 5/21/2015 350.00 | AF : :
90+ 3071.00 3161.00
Suspended 0.00 -449.00
Total 5021.00 5167.00
Family ¥
Status Mame Age
Guar Croshy, Brent 44
Married Croshy, Shirley 42
Child Croshy, Crystal 15
Single Croshy, Tom 15
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Medical Alerts Window

The look of the Medical Alerts window has been simplified, and you can now select a reason for

inactivating an alert.

To view and inactivate a medical alert

1. Open the Medical Alerts dialog box from the More Information window, Family File, Patient Chart,

Treatment Planner, or Appointment Book.

Dentrix Enterprise 8.0.9

ol o

Medical Alerts ¢ Problems:

' Medical Alerts - Crosby, Brent [AF] [UTC -07:00 [M5T]] [DESMITH] [CRO004C]

P

Medical Alert Description  Status Severity Discovered ...
Allergic To Latex Active Unknown 12/03/2013
ASTHMA Active Unknown 01/07/2014
Medications / Prescriptions:

Medication Description Status Strength Prescribed ... Durat.. Rx Date
Amaoxicillin Created 250 mg Office 2 03/25/2015
CeleBREX 100 MG Active Other 1 Day 12/03/2013
Allergies:

Allerqy Description Status Allergen Type Severity Discovered ...
Hay Fever . | Active Environmental All.. |Unknown 12/03/2013
Penicillins - CLASS Active Drug allergy Unknown 12/04,/2013
SulfADIAZIME - Oral Active Drug allergy Unknown 03/25/2015

Additional Information:
SNOMED: 258750005
jlanR:H

ICD-10:

Medispan:

First Databank:

Changed: 12,/3/2013

MNotes:

Last Alert Review: 04,/20/2015

==
@

2. Select a medical alert, and then click the Inactivate Alert button

The Inactivate Medical Alert dialog box appears.

Inactivate Medical Alert

,-_:'_. !‘S Select reason to Inactivate Medical Alert

[Entered In Emor

7]

End Date will be populated with today's date.

=

3. Select the reason you are inactivating the medical alert from the list provided.

4. Click OK.

47
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Patient Information

The Patient Information dialog box, which you access from the Family File, has a refreshed look and a
more organized layout. Also, you can now add multiple addresses and contacts for a patient.

Patient Information
Personal Demographics Office Info
Last First Fatient Status Sex Frovl Frovz
[krosby [ Brent | Patient | |male | | DESMITH . | [ MHaveES >3 |
Middle Preferred Marital Language Clinic Initial Provider
I I IMarried LI ISpanish j IAF >>| I >>|
Suffin Salutation Race Other Race Fee Schedule
I I IUnspecified LI IUnspecified j |<Pr0\r Default> >>|
Title Pat Class Ethnicity Religion Chart #:
[ I Title on Stmt: | |unspecified _v|  |Unspecified v | [ crooosc >>|
Birthdate Age Death Date: Poverty Level Waorker Consent Date
Ill!ll!l9?3 44 I IUnspecified LI IUnspecified LI |11;25;2002
55% Other ID Veteran Homeless First Visit Last Visit
| | 40518 |Unspecitied |  [Unspecfied | |11,f26,f2002 |03;14;201?
Pat Ext ID: Driver's License # User Def. Cat. Housing 5tatus Last Missed Appt # Missed
I I IUnspecified LI IUnspecified LI |11,roa;201? |3
Gender Identity Sexual Orientation
Address >>| [unspecitied x| |unspecifiea ]| Patient Alias
1234 Pluto Circle Last Name First Mame
American Fork, UT, 84003 | |
Middle Suffix
Effective Date:
End Date:
Contact Info Communication Mother's Maiden
Home Mabile Contact Preference EasHblame First Name
I (801)555-6177 I IUnspecified vl I I
Middle Suffix
Work Ext. Other [ Mo phone calls
I 01)555-3563 I
Eot) [~ No correspondence
FAX Time To Call
l— I— [™ Disclosure restriction
Home Email
|documentation@henryschein.cc I Dedlined
‘Work Email
Copy Patient Contact Info Additional Info Cancel |
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ADDING ADDRESSES

You can add multiple addresses to a patient’s Family File record.
To add an address

1. In the Patient Information dialog box, click the Address search button il
The Patient Addresses dialog box appears.

Address Type ‘ Address ‘ Effective Date ‘ End Date

1234 Pluto Circle

American Fork, UT, 84003

Edit | Delete

Set as primary Add Family

Close |

* - Primary Address is the address that will be displayed on Patient Information window

The addresses currently associated with the patient appear.
2. Click Add.
The Add New Address dialog box appears.
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Add New Address (=]

Address Type

Street 1

Street 2 Street 3

City State 7P

| | . |
County/Parish Country

Effective Date

End Date

Save Cancel

3. Set up the following options:
e Address Type — Select the type of address, such as Home or Work.
e Street - Type the street address.
e ZIP - Either type the ZIP Code and press Tab, or click the ZIP search button il to select or add
the ZIP Code. The corresponding City, State, and Country appear automatically.
e County/Parish — Type the county or parish.
e Effective Date — Type or select the effective date of this address for the patient, if known.

e End Date - If the address is no longer valid for the patient, type or select the date it became no
longer valid, if known.

4. Click Save.
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SELECTING A FAMILY MEMBER'’S ADDRESS

You can select the address of a patient’s family member to add to the patient’s Family File record.

Note: Adding a family member’s address to a patient’s record does not link the two addresses; the
address is copied from the family member’s record to the destination patient's record. Changing one
address thereafter does not affect the other.

To add a family member’s address

1. In the Patient Information dialog box, click the Address search button il
The Patient Addresses dialog box appears.

Address Type ‘ Address ‘ Effective Date ‘ End Date

1234 Pluto Circle

American Fork, UT, 84003

Set as primary Add Family

Edit | Delete

Close |

* - Primary Address is the address that will be displayed on Patient Information window

The addresses currently associated with the patient appear.
2. Click Family.
The Family Addresses dialog box appears.
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Family Members Address Type | Address

1234 Pluto Circle

American Fork, UT, 84003

Crosby Shirley - 1234 Pluto Circle
11/11/1975 (42) ome American Fork, UT, 84003
Crosby Crystal S — 1234 Pluto Circle
11/11/2002 (15) American Fork, UT, 84003
Crosby Tom

11/11/2002 (15)

Select Close

3. Under Family Members, leave All selected to view the addresses for all family members, or select a
family member to view only that member’s addresses.

The corresponding addresses appear on the right.
4. Select an address, and then click Select.

The Select from Family Addresses dialog box appears.

[scectbomFamiy pctesses (|

Address Type

Home =

™ Set as Primary Address

Add | Cancel

5. Select the Address Type.

6. If the address is the patient’s primary address, select the Set as Primary Address check box.
7. Click Add.
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EDITING ADDRESSES

You can edit any of a patient’s addresses in the Family File as needed.

To edit an address

1. In the Patient Information dialog box, click the Address search button il

The Patient Addresses dialog box appears.
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Address Type Address

Effective Date

End Date

1234 Pluto Circle

AEmE American Fork, UT, 84003

123 Mexico Way

Home Cabana 123
Puerto Vallarta, 123456, Mexico

Set as primary

Add | Family |

* - Primary Address is the address that will be displayed on Patient Information window

Edit | Delete

Close |

The addresses currently associated with the patient appear.
2. Select an address.
3. Click Edit.

The Edit Address dialog box appears.
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Edit Address (=]

Address Type

Street 1
|123 Mexico Way

Street 2 Street 3

ICabana 123 I

City State 7P

|puerto vallarta 123456 s> |
County/Parish Country

I IMexico

Effective Date

=]

End Date

=]

Save Cancel

4. Change any of the following options as needed:
e Address Type — Select the type of address, such as Home or Work.
e Street - Type the street address.
e ZIP - Either type the ZIP Code and press Tab, or click the ZIP search button il to select or add
the ZIP Code. The corresponding City, State, and Country appear automatically.
e County/Parish — Type the county or parish.
e Effective Date — Type or select the effective date of this address for the patient, if known.

e End Date - If the address is no longer valid for the patient, type or select the date it became no
longer valid, if known.

5. Click Save.
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SETTING THE PRIMARY ADDRESS

You can specify which of a patient’s addresses is the primary address. Only the primary address appears in
the Patient Information dialog box.

To set the primary address

1. In the Patient Information dialog box, click the Address search button il

The Patient Addresses dialog box appears.
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Set as primary

Edit | Delete

Puerto Vallarta, 123456

, Mexico

Add | Family |

* - Primary Address is the address that will be displayed on Patient Information window

Address Type Address Effective Date End Date
“ y 1234 Pluto Circle . .
ome American Fork, UT, 84003
123 Mexico Way
Home Cabana 123

Close |

The addresses currently associated with the patient appear.

2. Select an address.

3. Click Set as primary. This button is available only if the primary address is not selected.

The address moves to the top of the list, and an asterisk (*) appears next to its address type.
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DELETING ADDRESSES
You can delete a patient’s address as needed. However, you cannot delete a patient’s primary address.
To delete an address

1. In the Patient Information dialog box, click the Address search button il
The Patient Addresses dialog box appears.

Address Type Address Effective Date End Date

1234 Pluto Circle

[FAEmE American Fork, UT, 84003 B

123 Mexico Way

Home Cabana 123
Puerto Vallarta, 123456, Mexico

Add | Family | Close |

* - Primary Address is the address that will be displayed on Patient Information window

Set as primary Edit | Delete

The addresses currently associated with the patient appear.

2. Select an address.

3. Click Delete. This button is available only if the primary address is not selected.
A confirmation message appears.

4. Click Yes.
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ADDING CONTACTS

You can add multiple contacts to a patient’s Family File record.

To add a contact

1.

In the Patient Information dialog box, click Contact Info.

The Patient Contact Information dialog box appears.

[bsternt Cortoctitormation T =]
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* Emergency

* - Primary relationship type

Set as primary | Edit

Relationship Type | Relationship |

Delete |

Contact Name

Darren Crosby

Add

Address
1234 Somewhere Rd
Alpine, UT, 84006

Effective Date

| Telephone

(801) 555-1234

Close |

The contacts currently associated with the patient appear.

Click Add.

The Add New Contact Information dialog box appears.
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Add New Contact Information (23]

Relationship Type Contact Relationship Effective Date

- [unt - [

Contact Information

MName

Prefix Last First

Middle Suffix

Address

Street

City State Zip

Country Phone

Save Cancel

3. Set up the following options:

¢ Relationship Type - Select the type of relationship for the contact, such as Emergency or Next
Of Kin.

e Contact Relationship - Select the relationship that the contact has with the patient.

e Effective Date — Type or select the effective date of this contact for the patient, if known.
e Name - Type the contact’s name.

e Address - Type the contact’s street address, city, state, ZIP Code, and country.

e Phone - Type the contact’s phone number.
4. Click Save.
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EDITING CONTACTS

You can edit any of a patient’s contacts in the Family File as needed.

To edit a contact

1.

In the Patient Information dialog box, click Contact Info.

The Patient Contact Information dialog box appears.
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Relationship Type | Relationship | Contact Name | Address

Effective Date

| Telephone |

1234 Somewhere Rd

* Emergency Brother Darren Crosby Alpine, UT, 84006

1234 Some St
Anytown, UT, 123456

Mext Of Kin Lynn Crosby

* - Primary relationship type

Setasprimaryl Edit | Delete | Add |

(801) 555-1234

(801) 555-1111

Close |

The contacts currently associated with the patient appear.
Select a contact.

Click Edit.

The Edit Contact Information dialog box appears.
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Edit Contact Information (23]
Relationship Type Contact Relationship Effective Date
Next Of Kin - [Mother -| -
Contact Information
MName
Prefix Last First
I ICrosby Lynn
Middle Suffix
Address
Street
[1234 some st
City State Zip
[anytown |ut 123456
Country Phone
| |so1s551111
Save Cancel

4. Change any of the following options as needed:

¢ Relationship Type - Select the type of relationship for the contact, such as Emergency or Next
Of Kin.

e Contact Relationship - Select the relationship that the contact has with the patient.

e Effective Date — Type or select the effective date of this contact for the patient, if known.
e Name - Type the contact’s name.

e Address - Type the contact’s street address, city, state, ZIP Code, and country.

e Phone - Type the contact’s phone number.
5. Click Save.
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SETTING THE PRIMARY CONTACT
You can specify which of a patient’s contacts is the primary contact.
To set the primary contact

1. In the Patient Information dialog box, click Contact Info.

The Patient Contact Information dialog box appears.

Relationship Type | Relationship | Contact Name | Address | Effective Date | Telephone |

1234 Somewhere Rd
Alpine, UT, 84006

* Emergency Brother Darren Crosby (801) 555-1234

1234 Some St
Anytown, UT, 123456

Mext Of Kin Lynn Crosby (801) 555-1111

* - Primary relationship type
Set as primary | Edit | Delete | Add | Close |

The contacts currently associated with the patient appear.

2. Select a contact.
3. Click Set as primary. This button is available only if the primary contact is not selected.

The contact moves to the top of the list, and an asterisk (*) appears next to its relationship type.
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DELETING CONTACTS

You can delete a patient’s contact as needed. However, you cannot delete a patient’s primary contact.

To delete a contact

1.

Dentrix Enterprise 8 Release Guide

In the Patient Information dialog box, click Contact Info.

The Patient Contact Information dialog box appears.

Relationship Type | Relationship | Contact Name | Address

Effective Date

Telephone |

1234 Somewhere Rd

* Emergency Brother Darren Crosby Alpine, UT, 84006

1234 Some St
Anytown, UT, 123456

Mext Of Kin Lynn Crosby

* - Primary relationship type

Setasprimaryl Edit | Delete | Add |

(801) 555-1234

(801) 555-1111

Close |

The contacts currently associated with the patient appear.

Select a contact.

Click Delete. This button is available only if the primary contact is not selected.

A confirmation message appears.
Click Yes.




Select Employer
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Now, when you are attaching an employer to a patient’s record, the dialog box that appears has been
redesigned, so it is more obvious that you should search for the employer you want to attach before
entering a new employer in case that employer already exists in your database. This could help you avoid
unintentionally entering a duplicate employer into the system.

To assign an employer to a patient

1. In the Family File, with a patient selected, double-click the Employer block.

The Employer Information dialog box appears.

Employer Information

Select Employer |

OR

Enter Mew Emplover Information

Emplayer ﬂame:IE e}

=l

Street
Qddress:l
|
City ST Zip
| [
Employer Phone: I
Clear | 0K I Cancel |

Select Employer.

Type the first few characters of the employer’s name in the Employer Name field, and then click

The Select Employer dialog box appears so that you can verify that the employer does not already

exist in Dentrix Enterprise.

Mame Address
P 123 Offi

Select Employer
Enter Employer Mame:
[HsPs
ST

(] 8 | Elosel

sl

3. Do one of the following:

e If the employer already exists, select it, and then click OK.

e If the patient’s employer does not already exist, click Cancel to return to the Employer
Information dialog box, and then type the employer's name, address, and phone number.

4. Click OK.
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Insurance Information

The Insurance Information dialog box, which you access from the Family File, has a refreshed look and a
more organized layout.

Insurance Information - (Crosby, Brent)

IMedicaIInsuranceI

Plan Information

Subscriber: | Crosby, Brent ﬂ Insurance Data |
Carrier: I Delta PMI ﬂ Coverage Table |
Subscriber Id #: | 111111111

Insurance Plans ubscriber 1 #: | Payment Table |

Coverage Order "S|gnature CmEE Ded/Benefits |

1. ¥ Release of Information v Assignment of Benefits
2, |Delta Dental PPO

3. |Healthnet Last Plan Eligibility Check: |

4. |Mone

Plan Effective Date: IOl!OlszlO Plan Expiration Date: I
Clear Coyerage - o
—-gl Patient Information

Relation to Subscriber —————

& Self ™ Not Eligible @
" Spouse Last Eligibility Check: I—
" Child |—;[ Eligibility Start: IW
C O‘therl | Eligibility End: [tzm172015

View Insurance Plan History Cancel |

Tooth Numbers

When entering or editing a payment or a credit, you can now view the applicable tooth number to help
ensure correct allocation.

Date I Encounte... I Code Th BPatient I Provider I Clinic I Chargel O‘ther...l Guar ... I Applied I Balance
07/29/14% D6240 § 6 BBrent Crosby  DESMITH AF 750.00 0.00 750,00 0.00 750,00
07/29/14* D6240 § 7 WYBrent Crosby — DESMITH AF 750.00 0.00 75000 0.00 750,00
07/29/14% D750 § 5 WBrent Crosby  DESMITH AF 750.00 0.00 750,00 0.00 750,00
07/29/14* D&750 § & W§Brent Crosby — DESMITH AF 750.00 0.00 75000 0.00 750,00
07/29/14% D7111 § 31 QBBrent Crosby  DESMITH AF 71.00 0.00 14.20 0.00 71.00
03/10/15* D0110 Brent Crosby ~ DESMITH CENTRAL  165.00 0.00 0.00 000 16500
03/10/15* D7285 Brent Crosby  DESMITH CENTRAL  185.00 0.00 18500 000 16500
03/30/15* D2750 § 4 WBrent Crosby — DESMITH CENTRAL  850.00 0.00 0.00 0.00  850.00
03/30/15* POCHK Brent Crosby  DESMITH CENTRAL  100.00 0.00 10000 0.00 10000
04/17/15* D0150 Brent Crosby ~ DESMITH AF 185.00 0.00 18500 0.00 18500
04/17/15* D1110 Brent Crosby ~ DESMITH AF 165.00 0.00 18500 000 16500
03/14/17 D0120 Brent Crosby ~ DESMITH AF 155.00 0.00 0.00 0.00 15500
03/14/17 D1110 Brent Crosby ~ DESMITH AF 165.00 0.00 0.00 000 16500
1171317 D3110 § 14 W§Brent Crosby — DESMITH AF 160.00 0.00 0.00 000 16000
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Custom Links

You can now define custom links to websites that will appear in the About Dentrix Enterprise dialog
box, which you can access from the Help menu of any module. For example, links to the Resource Center
and My Voice are provided by default.

About Dentrix Enterprise =]
Dentrix Enterprise 8.0 CE Current Dental Terminology (COT) Current Time: 11/13/2017 11:03:09
Copyright 1987-2017 | Copyright® American Dental Association (ADAL
DENTRIX| Henry Schein, Inc. Al rights reserved.
ENTERPRISE All Rights Reserved.
X All AMA CPT™ codes are protected by LS. and International copyright laws.

Installed Products: Al rights reserved bythe American Medical Association for CPT codes.
Product | Version | -
Appointment Book 8056188
Collections Manager 2096138 LOINC & Info Third Pa-rty Open Sourc-e Info sttem Info |
B:?umlineprﬂrﬂ(:enter ggi:}ﬁ e My Voice Resource Center System Reqs I
D¥One Reporting 8.0.0.188 MiPACS Dental Trends Axia I
Famity File 8.0.96.188 ’
Ledger 2096188 BDC 1800Dentist CE I
MiPACS Bridge 8.0.96.188 |
(Office Joumal 8.0.96.138
(Office Manager 8096138

To add, edit, and delete a custom link

1. While logged in to the Central clinic, in the Office Manager, from the Maintenance menu, point to
Practice Setup, and then click Definitions.

The Practice Definitions dialog box appears.

Practice Definitions

Diefinition Tupe Diefinition Text
Adjustment Types - IMy Woice hitp: //myvoice. dentrixenterprize. com
Allergen Tupe v
Allergies I > |
Allergy Reaction dd

1: b
2 Re

am

Alternate Procedure Code Mames C L m’
&

it |

Appointment Check List nter  hitp: .d t prise. com/support

Appointment Break Feazons 3 Syetem Regs  http:/Awnw, dentriventerprize. com LChange
Appointment Beasons 4 MIPACS  hittp: /A google. com

Appoirtment Status = 5 Dental Trends  hittp:/Awvw. google. com

Approval Status E: &wia  hitp:/Awew google.com Delete
Appaintment Types 7. BDC http:.-".-"www.google.com

Billing Types 8 1800Dentist  http: /v, google. com

Blood Type 9 CE  http: v google. com

Claimn Forrnat

Claim Resubmit Reason
Continuing Care Status
Ly 1 Li
Custom Motes
Dental Diagnostic Code Categories
Ethnicity

Financial Clazs Types

Gender Identity

Homeless Status

Housing Statuz

Income Recurnence

Language Category
Medical Alerts/Problems e _m

2. From the Definition Type list, select Custom Links.
3. Do any of the following:

e Add a definition — With an existing definition selected, under Definition Text, type a brief
description of the link in the first field, and type the website address of the link in the second
field. Click Add.

e Edit a definition — Select a definition. Under Definition Text, change the brief description of the
link, and/or change the website address of the link. Click Change. On the confirmation message
that appears, click Yes.

e Delete a definition — Select a definition. Click Delete. On the confirmation message that
appears, click Yes.
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Active Directory Single Sign On

With the new integration of Lightweight Directory Access Protocol (LDAP) with Dentrix Enterprise, after
you sign in to Windows, you can log in to Dentrix Enterprise without entering a user name and password.

Important: Once you turn on and configure single sign on (SSO) for Dentrix Enterprise, you cannot go
back to using Dentrix Enterprise without SSO.

GETTING STARTED

To get started using SSO, do the following:

1. Every user who will be allowed to log in to Dentrix Enterprise must have a Dentrix Enterprise user

account and an Active Directory (AD) user account.

Designate a Dentrix Enterprise user account to be the super user account. That super user will have
rights to all parts of Dentrix Enterprise in every clinic.

*  You will need to know that super user's AD user name and Dentrix Enterprise Log On User ID

(the SQL user ID, which may be different than the Dentrix Enterprise ID for that user).

Provider Information
Last First Ml Suffix Log On
Mame: [Smith [Demis [] User ID: [DSMITH Edt |
|D:|DSMITH Title:l [~ NonPerson User Password: [~ Convert
- - . [ to AD
Caonfirm Pazsword:

Also, you must know whether that super user is entered into Dentrix Enterprise as a provider or as
a staff member.

— Provider(z]
. - Mew
- Smith, D ennis
HYG1 -Hapes, Sally E| Edit
HvG2 - MeClure, Liza o ——
MCOOK - Cook., Maria ~  Inactivate
— Staff
CRYSTAL - Mayers, Crystal Mew
JAMET - "wilzan, Janet M
LALRIE - Gibzon, Laurie Edit
STEVE - Thompzon, Steve D —
Ihactivate

3. To have SSO turned on for your organization, contact Dentrix Enterprise Customer Support at
1-800-DSCHEIN, option 4.

4. Once the super user opens Dentrix Enterprise, he or she can link other user accounts to AD user

accounts and make other super users. Any super user in Dentrix Enterprise can link user accounts to
AD user accounts and make other super users. With SSO turned on, a user will not be able to log in

to Dentrix Enterprise until his or her user account has been linked to an AD user account. You must
link users one at a time.

Note: Even though you will no longer enter credentials to log in to Dentrix Enterprise, you will still be

required to enter your AD credentials when signing clinical notes and when entering temporary overrides
for users to do tasks that they do not have rights to do normally.
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A super user is a user who has rights to all parts of Dentrix Enterprise in every clinic. A super user in
Dentrix Enterprise can link user accounts to Active Directory (AD) user accounts and make other super

users.

To make a super user

1. While logged in to any clinic as a super user, in the Office Manager, from the Maintenance menu,

point to Practice Setup > Security Setup, and then click Security Rights Setup.

The Security Rights Setup dialog box appears. The Users tab is selected by default.

Security Rights Setup
Users | Groups |

ﬁ:l‘:m [T Show SOL Users
D | Last | First | Def Clinic | P/S |+
DSMITH Smith Dennis CENTRAL B
EDMNA Miles Edna AF 5 —
ERICA Byers Erica HIGHLAND 5
FRO3 Lara Leslie ALPINE 3
FROS Holmes Rhonda ALPINE 5
FR(I1 Gihsnn (1) Al PINF s LI

Clinic selected: lm I~ List Inactive V¥ Super Admin

2. From the Select User list, select a user.
3. Select the Super Admin check box.

LINKING USERS TO ACTIVE DIRECTORY

In Dentrix Enterprise, only a super user can link user accounts to Active Directory (AD) user accounts.

To link users to Active Directory

1. While logged in to the Central clinic as a super user, in the Office Manager, from the Maintenance

menu, point to Practice Setup, and then click Enterprise Setup.

The Enterprise Setup dialog box appears.

Enterprise Setup

 Clinic: Information
American Fork Dental Practice
1234 E. Main Street

American Fork, UT 84003
(801)555-7878

January Clinic Rezource Setup

~ Clinic:

AF American Fork Dental Practice Amenican Fork, UT 9% Mew
ALFINE Alpine Family Dental Alpine, UT D

BILLING Billing Office Lehi, UT Edit

HIGHLAMD Highland Dental Associates Highland, UT

HILL1 Hill Drental Clinic: Eagle Mourtain, UT _ Delete
rcul LR B PN | Lali 1IT

Beds Setup |

Close |

2. From the Clinics list, select a clinic.
3. Under Clinic Information, click Clinic Resource Setup.

The Clinic Resource Setup dialog box appears.
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Clinic Resource Setup - My Dental Corporation <CENTRAL> <UTC -07:00 [MST]>
Clinic: Information Operatarie:
American Fork Dental Practice
1234 E. Main Street Hew
American Fork, UT 84003 Edit
(801)555-7878
January
1234561234
Administrative Contact: =
Cliric 1D: AF e |
Provider(s]
DESMITH - Smith, Dennis E - Mew
MHAYES -Hayes, Marie |;
D1 - Thamasg, David L j E dit
D2 - Turner, Darren b —_—
IE)._A‘I - Tran, Tom_ . -~ Inactivate
Staff
AGORM - Gormnan, Albert - Mew
ALAN - Jarman, Alan |; -
EDMNA - Miles, Edna = Edit
ESME - Esmerelda, Gomez —
JESNETTE - Smith, Jeanette v Inactivate
[ List Inactive Securty Electronic Partal Meszenger
[~ ShowActive  Hights Setup Fi= Admin Setup Setup
Directary
Users Cloze |

4. From the Provider(s) or Staff list, select a user, and then click the corresponding Edit button.

The Provider Information (or Staff Information) dialog box appears.

Provider Information

Last First Ml Suffix LogOn
Name: [Smith [Dennis E ] User ID: [DESMITH Edit |
1D:[DESMITH Tt [DDS [~ MonPerson WserPassword [ Conven
. [ to &0

Confirm Password:

Electronic Rx User |
Specialty: IDentist LI
Street

Addiess: {1234 . Main Street Fes Schedule: [T, UCR
I FYU Schedule: |1 R 1 b

City State Zip

|merican Fork Jur[aa003 Clic: [&F >
TIN 8 [<CLINIES
Phone: [[80)555-4160  Eat | =

E-Mail: IDoc:umentation@henr}lschewn.c:om
) S5 |123-45-B?89
Assigned  [Dperatory [Clinic
Operatories: State (D n:|1 111111 State:|UT
ﬂ State License Expiration: |1 111/20m8
Medicaid #: |2222
DE& #: IAG‘I 833753

Provider 1D Setup | DEA License Expiration: |1 2n2/2ms

Cla DE& Schedule: T 00 T T W W

& Primary Tie ta Primary Provider: NP |—1 233933
gl ; I— . :
ecandary >>| @ Blue Cross [D#: T23a441

 Blue Shield ID#:

—Insurance Claim Options————————————————————— Provider #: I‘I 2345555
¥ Print Provider's Signature Using: Dffice #: I‘] 245666

@ Signatwe onFile " Provider's Name Other ID#: [12345577
¥ Use Cliric TIN UPINg: [T234557888

oK I Cancel |

Ll

5. Inthe upper-right corner of the dialog box, click Convert to AD.

The Search Domain User dialog box appears.
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& Search Domain User
AD Username: |
First Name:
Last Name: @
MName Username
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6. Type the AD Username (or at least the first three characters), First Name, and/or Last Name of the

10.
11.
12.
13.
14.

user to search for.

Note: You must type at least three characters in the AD Username field if you are searching by the
user's AD user name. You must type at least two characters in the First Name or Last Name field if

you are searching by the user’s first or last name.

Click the search button [=2].

The AD users that match your search criteria appear in the list.

& Search Domain User
AD Username: DSMITH
First Name: Dennis
Last Name: Smith @
Name Username
Smith, Dennis DSMITH

Select a user.
Click OK.

Note: In the Provider Information dialog box, the password fields are no longer available.

Log On

UserID:IGW’INN

Click OK.

Repeat steps 4 — 10 as needed to link other user accounts in this clinic to AD user accounts.

In the Clinic Resource Setup dialog box, click Close.

Repeat steps 2 — 12 as needed to link other user accounts in other clinics to AD user accounts.

In the Enterprise Setup dialog box, click Close.
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Custom Clinic Details on Statements

For each clinic, you can specify the clinic information that appears in the upper-left corner of printed
billing statements that are generated from that clinic. You can specify the clinic or provider name, clinic
address, and clinic phone number separately, and each clinic can have different settings. The billing
information you specify will also affect electronic statements that are sent using QuickBill.

Important: This functionality requires a certain global setting to be turned on. A Dentrix Enterprise
Customer Support technician can turn on this global setting for your organization.

To customize the billing information for all clinics

1. To set up the statement options for all clinics, while logged in to the Central clinic, from the
Maintenance menu, point to Practice Setup, and then click Enterprise Setup.

The Enterprise Setup dialog box appears.

Enterprise Setup

— Clinic: Infarmation

American Fork Dental Practice
1234 E. Main Street

American Fork, UT 84003
[501)555-7878
January

Clinic Besource Setup |

 Clinic:

ALPINE

BILLING Billing Office
HIGHLAND
HILL1 Hill Dental Clinic

[R=IT] TR )

American Fork Dental Practice

Alpine Family Dental

Highland Dental Associates

American Fark, UT [
Alpine, UT

Lehi, UT

Highland, UT
Eagle Mountain, UT _

Pk 11T

Delete

Close |

2. For each clinic in the Clinics list, do the following:

a. Select the clinic, and then click Edit.

The Clinic Information dialog box appears.

Note: If you don't have security access to the Central clinic, for example, or if each clinic is
allowed to choose which statement options will work best for that office, you can log in to a clinic
other than the Central clinic and set up the statement options for that clinic. While logged in to
that clinic, from the Maintenance menu, point to Practice Setup, and then click Clinic Resource
Setup. To open the Clinic Information dialog box, under Clinic Information, click Edit.
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Clinic Information - CENTRAL

" Gieneral  Settings | Optional Settingsl Subscriptionsl

Administrative Contact: IDDN ﬂ

Bank Deposzit Mumber
[1234585

Show/HideMask S5M:
I Show Completely LI

Fizcal year's beginning month [1-12]: |1_

Time Zone:

| (GMT-07:00) Mountain Time: (U5 & Canada) |
Eilling Statement
IUse Cusztom Settings on Statements LI

Custam Settings |

r— Change Provider Completion Options

[V Owerride Provider For &)l Trangactions
@ Per Patient
 Per Session

— Change Fee Schedule Rounding Option

Fiound to: IDoIIar vl b defauilt

 Clinical Mote Maming

¥ Use First Clinical Mote Template to Name
Clinical Mote Pages

oK I Cancel |
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b. On the Settings tab, from the list under Billing Statements, select Use Custom Settings on

Statements.

The Custom Settings dialog box appears.

Note: If Use Custom Settings on Statements is already selected, and you want to change the
settings, click the Custom Settings button to open the Custom Settings dialog box.

Custom Settings
~Name
© Provider I LI
|CENTRAL |
~Addre
Clinic |aF |
— Phone
Clinic |aF |
jul s LCancel |

c. Set up the following options:

¢ Name - Specify whether you want to use a provider's name or a clinic’s name, and then select

the desired provider or clinic from the corresponding list.

e Address - Select the clinic whose address you want to use.

® Phone - Select the clinic whose phone number you want to use.

d. Click OK.
e. Inthe Clinic Information dialog box, click OK.

When you are finished, in the Enterprise Setup dialog box, click Close.
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835 EOB Import Utility

If you use this add-on feature to post a batch of insurance payments from electronic EOBs, the Batch
Insurance Payment Entry dialog box now shows all the procedures associated with the claim for a given
EOB not just the procedures on the EOB. Consequently, if the payer pays for an alternate procedure code
(alternate benefits), the utility automatically applies the amount paid for the alternate procedure code

to the procedure code that was originally billed on the claim. Also, for now, the utility no longer creates

automatic adjustments for write-offs or refunds.

| Payment:
. Batch Entry Type:
Date: [11/07/2016 ¥ | Check # [111000111 Collect Clinic >>|"(_

Amount|  28520] Bank/Branch#: 000111222 E # % Electronic OB (1 Unp

Pmt Type:
" Check
i) & gl

€ Medical Clos= |

—Pending Claims:
Select Electronic EOBE:

Allied Group Insurance Trust

ViewIns EOB... | ViewE0B.. |

+ | Subscriber Name | SubsciiberID | Patient Name Pii/Sec Biled At

11111

eStatus
(- Post

Subm Amt

Est Ins

Amount left to be applied
(for all procedures on claim)

| Paid/Ad

Split Prim Claim.. |
Edit Claim... |

All procedures from

claim displayed

Unapplied Amount:  0.00

s | Guar

ISMITH (

O |insEst | InsAmt | Applied

45.00

48.00 45.00

69.00

65.00 69.00

Adiustment [None =] Adi Tvpe: | No automatic adjustments

Adj Date: [11/07/2016 | Provider =

L I

0.00 000] 9120 9120 13120 8280 000" Update
Deductible Applied for Claim: -
Tt
—
Auto Adjs From Ins Plan Will Be Posted Standard
’]_ Do Not Post Auto Adjustments 3> |—‘ Other

—Posted/Skipped Claims:

Hids PostedSiipped | Totals: # Posted/Skippsc: PaidiAdi Skipd: Adj Amt Posted Paid Amt Posted

Date ¢ | SubscriberName | Subsciber ID | Patient Name | PifSec | eStatus | Biled Amt | Subm Amt | Estins | AdjAmt | Paid Amt EditClaim.. |

Pend Skipped Claim |
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HANDLING ALTERNATIVE BENEFITS

If you use this add-on feature to post a batch of insurance payments from electronic EOBs, in the
Batch Insurance Payment Entry dialog box, the 835 import utility now automatically adds a note to

an insurance payment if the payor pays for alternate procedure codes (alternative benefits). The note
includes the procedure codes that were originally billed on the claim and their corresponding alternate
procedure codes. Also, if you have the setting turned on that automatically copies an electronic EOB
(in a readable format) to a patient’s Document Center when you import an 835 file, the document in the
Document Center contains the original and alternate codes (if any).

After you have imported an 835 file, when you click Post Claim in the Batch Insurance Payment Entry
dialog box, if the payor has paid on any alternate procedure codes, the original codes and the alternate
codes are inserted automatically at the beginning of the insurance payment note.

& =) = )
I Payment Batch Entry Type: —————— | [ Pmt Type: Ins Type:
Date: [04/02/2018 = | Check # 44444444 Collect. Clinic: [CENTRAL »| P i P & Next EOB |
Amount|  24560] BankiBranch#: [123456 E # (* Electronic EOB (1 Unp i) || & Electronic | | Medical Close |
—Pending Claims:

Select Hectronic EOB:

ACME INSURANCE FSS I

+ | Subscriber Name
Abbatt, James 5

ViewIns EOB... | ViewEOB.. |

Split Prim Claim... |
Edit Claim.. |

| Subscriber 1D Patient Mame Pri/Sec eStatus Biled Amt | Subm Amt | EstIns Paid/Adj
111111111 Abbett, James Pri Pt OK - Post 412.01 412 24360

Altemate Codes: Orig:D0274 - Alt:D0272 i

— Enter Payment:

Hide Enter Payment I Mote: |Atemate Codes: - | I

Date £ |De¢cription Th | Suface | Code | Prov
Surgic removl resid tooth..

Ew——
Adjustment |None | AdiType: |
Adj Date: [04/02/2018 |  Provider |
~Posted/Skipped Claims:
Hide Posted/Skipped Totals: # PostediSkipped: | 0/
Date ¢ | SubscriberName | SubsciberD | Patient Name ok | _cored | eim.. |

Pend Skipped Claim |

Also, if the electronic EOB has been copied to a patient's Document Center automatically, the document
in the Document Center contains the original and alternate codes (if any).

Service Payment Information
Date Orig/Alt Proc Code Charge Amount Payment Amount
1/3/2018 D0120 $56 $30
Contractual Obligations

Charge exceeds fee schedule/maximum allowable or contracted/legislated fee arrangement. (Use Group Codes PR

1/3/2018 $69 $26
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SETTING UP ELECTRONIC EOB OPTIONS

For the 835 EOB import utility, can specify if credit adjustments will be applied automatically and the
default adjustment types.

To set up the options for electronic EOBs

1. Inthe Ledger, from the File menu, click Set Auto Credit Allocation Options.

The Set Automatic Credit Allocation Options dialog box appears.

i~ Electronic EOE Options

Default Provider for Mon-ltemized eEOE Charges:
I Patient's Provl LI

p—
[~ Calculate adjustments from eE OB with:
Billed &mt - eEOE Adj Amt - Ledger &mt = Adjustment Amt

-Credit Adjustment Type

[Swite-Dit |
+Charge Adjustment Type
| +Debit Adjustment il
Copy Electronic EDBs to Document Center
oK I Cancel |

2. Under Electronic EOB Options, set up the following options:

Calculate adjustments from eEOB with — To have credit adjustments be calculated and applied
automatically to procedures on electronic EOBs, select this check box. An automatic credit
adjustment for a procedure is calculated as the amount billed to insurance, minus the adjustment
amount on the EOB, minus the amount posted in the Ledger. However, an automatic credit
adjustment will be calculated only if the electronic EOB has a corresponding adjustment that
references a CO code of 45 or 131. To not allow automatic credit adjustments for electronic
EOBs, clear this check box.

-Credit Adjustment Type - Click the search button il to select the default adjustment type to
use for credit adjustments in the Batch Insurance Payment Entry dialog box.

+Charge Adjustment Type — Click the search button 221 to select the default adjustment type to
use for charge adjustments in the Batch Insurance Payment Entry dialog box.

3. Click OK.

POSTING A BATCH OF INSURANCE PAYMENTS FROM EOBS

With the 835 EOB import utility, you can import EOBs (in the 835 X12 4010 standard format) and post
multiple insurance payments to multiple patients’ accounts. Also, you can quickly apply adjustments to
payments for procedures on EOBs.

Important: Do not import an EOB until you have received the applicable check from the payor or verified
that the applicable funds have been transferred through an EFT.

To post a batch of insurance payments from EOBs

1. Inthe Ledger, from the File menu, click Enter Batch Ins. Payment.

The Batch Insurance Payment Entry dialog box appears.
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Date: |ww2ms_| Check #: Collect. Clinic: _ > [ B"""E’“"T""e rﬁ"'m (L"DLV: Next EOB |
Amount 000 BankiB : # r‘" ic EOB (0 U 9 || @ E C Medical
—Pending Claims
SzEmiEzerELl View Ins E02..._ | vieweoe.. |
))I
Split Prim Claim... I
Date /| Subsciiber Name | SubsciberID | Patient Neme PifSec |eStaus | BiledAmt | SubmAmi |Estins | Paid/Ad
Edit Claim |

2. Under Batch Entry Type, select Electronic EOB.
3. Set up the following options:

* Pmt Type - Select Check if a check was mailed to the office, or select Electronic if payment was
received through an electronic funds transfer (EFT).

e Collect. Clinic - Click the search button il to select the clinic that is collecting the payment.

e Ins Type — Select Dental.

Important: You can import eEOBs for only dental claims that you submit through eClaims.
eClaims does not support medical eEOBs.

Note: The Amount, Check #, and Bank/Branch # are not available if Electronic EOB is selected as
the Batch Entry Type. That information will appear once an EOB is imported (see steps 4 — 6).

4. Under Pending Claims, click the Select Electronic EOB search button il
The Select Electronic EOB dialog box appears.

| . I Include EOBs Processed Since: [ 6/ 4/2012 |
Date Recd | Payor Name |F'ay0r|D |F'aid.1\mt | Reference # | Method | Production | Status

CME Insurance Com 2| 111000111 Electronic

_ CME Insurance _ Check Issued

Skip/Process Selected EOB and Displayed ECE Claims |

Date | Subsciber Name | Subscriber 1D | Patient Name |F‘rif5ec |eaarus |Bied.1\mt |Paadnmt
Abbott, James 1,000.00

—_

0K Cancel

5. Toimport EOBs, do the following:

a. Toimport 835 files that were previously downloaded, click Import 835 EOB File to locate and
select those 835 files.

Dentrix Enterprise 8 Release Guide




76  Dentrix Enterprise 8.0.9

Dentrix Enterprise 8 Release Guide

b. Click Open.

The Importing EOBs dialog box appears, and the EOBs you selected are processed.
c. Click Save Imported Records, and then click Close.

By default, Dentrix Enterprise saves the log file when you click Save Imported Records or Close.
Select an EOB from the top list box, and then click OK.

You are returned to the Batch Insurance Payment Entry dialog box, and a list of all claims on the
selected EOB appear.

ﬁ) Batch Insurance Payment Entry - Electronic -|:|- u
Fayment BachEntyType || PmtT, Ins T:
i i - c vpe vpe = vpe Next EOB
Date: [06/D4/2018 x| Check # [111000111 Collect. Clinic: [CENTRAL £y I € Manul  Check & Dental
Amount 1500.12| Bank/Branch & |000111222 Encounter #: * ic EOB (1 Unpt + El ' Medical Close
—Pending Claims
Select Electronic EOB: View Ins FOB | Viiew EOB |
ACME Insurance Company

Split Prim Claim...

Date 4 | Subscriber Name | Subscriber ID Patient Name Pri/Sec eStatus Billed Amt | Subm Amt | Est Ins Paid/Adj
06/04/70 00.00 Edit Claim... |
06/04/2018 | Abbott, James S T Abbott, James Pri Pmt OK- Post 222714 222714| 133628 1.000.00
—Enter Payment
Hide Enter Payment | MNote: == Find Claim... | Skip/Process | Post Claim | Unapplied Amount:  0.00
’ ‘ Description | Th | Surface ‘ Code ‘ Prav ‘ Charge | Cr Adj | Oth Ins | Guar Cr | Ins Est ‘ Ins Amt | Applied | Balance | Deduct | Pmt Table
} | Periodic oral evaluation D0120 DSMITH 54.85 0.00 . 54.85 54.85 54.85 0.00 0.00 M Update
06/04/2018 | Bitewingsfour fims D0274 | DSMITH 8472 0.00 0.00 0.00 8472 72 84.72 0.00 0.00 |7 Update
06/04/2018 | Prophylaxis-adult D1110 | DSMITH 121.86 0.00 0.00 0.00 121.86 121.86 121.86 0.00 0.00 " Update
06/04/2018 | Amalgam-3 surf. pim/perm | 12 | MOD, D2160 | DSMITH 27969 0.00 0.00 60.00| 27969 27969 138.57 8112 0.00 " Update
—Credit Charge Deductible Applied for Claim —
Adj Date: [06/04/218 = | Adj Date: [06/04/2018 <] Date Charge Payment Total 400.00 | Preventative:
PP T . —
Adj Amount Jalet Credit Adjs: 0.00
orer
[P — Adi Type: [+Debt Adustment 7] Charge Adis: 0.00 '
| 1ype: I- ite: -
Provider |DSMITH | Auto Adjs From Ins Plan Wil Be Posted
e I:Iil I _I Add I Edit I Delete | #of Charge Adjs: 0 | I Do Not Po - —‘
— Posted/Skipped Claims
Hide Posted/Skipped Totals: # Posted/Skipped: PaidiAdj Skip'd: Adj Amt Posted Paid Amt Posted
Date /| SubscrberName | SubscrberD | Patient Name | FifSec | eStatus | Biled Amt | SubmAmt | Estins | AdiAmt | Paid Amt

Pend Skipped Claim

For each claim associated with the EOB selected in step 4 — 6, under Pending Claims, perform any of
the following tasks as needed:

e To view EOBs imported into the Document Center for the payor, click View Ins EOB.
e Toview EOBs imported into the Document Center for the patient, click View EOB.

e To split a claim into two claims in order to post a partial insurance payment, select the desired
claim, and then click Split Prim Claim.

e To view a claim, edit claim information, or enter a dental or medical insurance payment, select the
desired claim, and then click Edit Claim.

e To enter a payment, adjustments, and other details, select the desired claim, and then follow the
instructions as explained in steps 8-9.

Note: To skip the processing of the claim, click Skip/Process. Ignore steps 8-9.




Dentrix Enterprise 8.0.9 77

8. Forthe claim selected in step 7, under Enter Payment, perform any of the following tasks as needed:

e To enter or change the credit adjustment for each procedure, select a procedure; in the Cr Adj
column, double-click the corresponding box; type the correct amount; and then either click the

check mark ﬂ, or press Enter. The next procedure is selected, and the next box
down in the same column becomes active, so you can enter the adjustment for each procedure
in succession. Repeat as needed until you have entered the adjustment for all applicable
procedures. The total amount of all credit adjustments for the selected claim will be posted as a
single credit adjustment, using the date, type, and note as displayed under Credit Adjustment
(which is below the procedure list). You can change the adjustment’s details as needed.

Note: A credit adjustment may be calculated automatically for a procedure according to the
setting in the Set Automatic Credit Allocation Options dialog box.

e To enter or change the details of the Credit Adjustment for the claim, do the following:

a. Change the Cr Adj for each procedure. The total of those credit adjustments appears in the
Adj Amount box.

b. By default, the date of the adjustment is today’s date, but you can specify a different date as
the Adj Date.

c. Select the type of adjustment from the Adj Type list. The default selection is determined by
the setting in the Set Automatic Credit Allocation Options dialog box.

d. To enter a note for the adjustment, either type in the Note box directly; or click the Note
search button il, type the note, and then click OK.

Note: The adjustment is attached to the claim, has the claim ID associated with it, and is viewable
from the claim window.

e To change the amount insurance is supposed to pay for each procedure (the actual insurance
portion, not the estimated insurance portion), select a procedure; in the Ins Amt column, double-
click the corresponding box; type the correct amount; and then either click the check mark

T ] ¢
or press Enter. The next procedure is selected, and the next box down in the same column
becomes active, so you can enter the insurance amount for each procedure in succession. Repeat
as needed until you have entered the insurance amount for all applicable procedures.

e To change the amount of the payment that is to be applied to each procedure, select a
procedure; in the Applied column, double-click the corresponding box; type the correct amount;

and then either click the check markl ﬂ or press Enter. The next procedure is

selected, and the next box down in the same column becomes active, so you can enter the
applied amount for each procedure in succession. Repeat as needed until you have entered the
applied amount for all applicable procedures.

e To enter the amount of the deductible that is to be applied to each procedure, select a
procedure; in the Deduct column, double-click the corresponding box; type the correct amount;
and then either click the check markl ﬂ, or press Enter. The next procedure is

selected, and the next box down in the same column becomes active, so you can enter the
applied deductible for each procedure in succession. Repeat as needed until you have entered
the applied deductible for all applicable procedures.

e To update the payment table for a procedure (only if a deductible is not being applied and if the
maximum benefit has not been exceeded), in the Pmt Table column, select Update. Repeat as
needed for other procedures.

* To add a Charge Adjustment (you can have multiple per claim), do the following:

a. By default, the date of the adjustment is today’s date, but you can specify a different date as
the Adj Date.

b. Type the amount of the adjustment in the Adj Amount box.
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Select the type of adjustment from the Adj Type list.

d. To attach a provider to the adjustment, click the Provider search button 22|10 select the
correct provider.

e. To enter a note for the adjustment, either type in the Note box directly; or click the Note
search button ﬁl type the note, and then click OK.

f. Click Add.

Note: The adjustments are attached to the claim, have the claim ID associated with them, and
are viewable from the claim window.

To edit a Charge Adjustment, do the following:

a. Select anitem in the list (the Date and Charge for each item in the list appear for your
reference).

b. Click Edit to populate the details of that adjustment in the boxes to the left of the Ist.

c. Change the Adj Date, Adj Amount, Adj Type, Provider, and Note as needed.

d. Click OK. (The label of the Add button changes to OK when you are editing an adjustment.)
To delete a Charge Adjustment, do the following:

a. Select anitem in the list (the Date and Charge for each item in the list appear for your
reference).

b. Click Delete. The adjustment is deleted without confirmation.

To modify the deductibles being applied for the claim, under Deductible Applied for Claim,
change the values for Standard, Preventive, and/or Other as needed.

If you have set up automatic adjustments for the insurance plan but dont want to post those
adjustments, under Auto Adjs From Ins Plan Will Be Posted, select Do Not Post Auto
Adjustments. With this check box selected, only adjustments on the EOB will be posted
automatically as applicable, according to the setting in the Set Automatic Credit Allocation
Options dialog box.

To document information regarding the insurance payment, either type in the Note box directly;
or click the Note search button 2], type the note, and then click OK.

9. Click Post Claim.

Notes:

If you attempt to select another claim under Pending Claims, attempt to close the Batch
Insurance Payment Entry dialog box, or click Next EOB, after having made any changes to the
amounts (such as Cr Adj and Applied) for any procedure under Enter Payment without clicking
Post Claim, a message appears. To post the claim with the changes before switching to the
other claim, closing the dialog box, or clearing the dialog box for the next check, click Post the
Claim and Continue; to discard the changes for the claim and continue, click Continue without
Posting; or to keep the changes and return to the dialog box with the claim still selected, click
Cancel.

If the payor pays for alternate procedure codes (alternative benefits), the utility automatically
inserts a note to at the beginning of the insurance payment note. The note includes the
procedure codes that were originally billed on the claim and their corresponding alternate
procedure codes.

If you have the option selected in the Set Automatic Credit Allocation Options dialog box that
automatically copies an electronic EOB (in a readable format) to a patient’s Document Center
when you import an 835 file, the document in the Document Center contains the original and
alternate codes (if any).

10. Repeat steps 4-9 until you have entered all of the insurance payments from a single check or EFT.
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Notes:

e If you attempt to close the Batch Insurance Payment Entry dialog box before you have finished
posting claims for the insurance payment, a message appears. To save the batch entry session
so that you can resume it later, click Yes, type a Pending Session Name to help you identify the
session later, and then click OK.

e If you attempt to close the Batch Insurance Payment Entry dialog box, or click Next EOB, while
the Amount under Insurance Payment differs from the Paid Amt Posted under Posted/Skipped
Claims, a message appears. To return to the batch entry session so that you can reconcile the
difference, click Cancel; to exit the batch entry session because you will return later to reconcile
the difference, click Yes; or to exit the batch entry session and either complete or not complete
the payment, click No. If you click No, on the next message that appears, select either No (if you
will reconcile the payment later) or Yes (if you are done with the payment), and then click OK.

e Any claims posted as explained in steps 4-9 appear under Posted/Skipped Claims. To edit the
details of a claim, select the claim, and then click Edit Claim. For any claim that was skipped
instead of posted (Skip/Process was clicked instead of Post Claim), to mark that claim as
pending for payment entry, select the claim, and then click Pend Skipped Claim.

e Closing the Ledger window before returning to a saved batch entry session will end the session.
However, all payments posted prior to closing the Batch Insurance Payment Entry dialog box
remain posted to the individual accounts.

e To resume a saved batch entry session, in the Batch Insurance Payment Entry dialog box, click
Pending Sessions, select the desired session, and then click OK.

11. When you have finished entering the payments for one check and are ready to enter another, click
Next EOB to clear the dialog box of all entries and open the Select Electronic EOB dialog box so
that you can attach another insurance payment to multiple claims.

For processed EOBs, insurance payments appear in the patients’ Ledgers, and the status of the
associated claims changes to “Received.”
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Insurance Payment Notes

You can now add notes to insurance payments (posted individually or in a batch).

ADDING NOTES TO INSURANCE PAYMENTS

You can enter and edit a note for an insurance payment. Additionally, there is a spellcheck feature for the
notes. As with the notes for guarantor payments, you cannot edit the notes for insurance payments in

history (in a closed out month).

— Deductible Applied For Claim
Operator: IENTEHPHISE Collecting Clinic: ICENTF!AL 2] Standard Preventive Other
100.00 0.00 0.00
Date: [04/02/2018 Encounter # | > | | |
— Enter Adjustment

Check #: |444444
Bank/Branch #: I

Payment Type: % Check Payment
" Electronic Payment

Amount: I 245960
Pre-Auth Number: I
Claim Clinic: ICENTHAL

INone 'I (Ol Sl
Total Amount: I

[MOTE: Insurance Estimates are only for this claim)

Apply Remaining I Remove Applied I v W OK/Post I Cancel I
Note: |This is a note for the insurance payment i
w«
.

Ins Est | Ins Amt | Applied | Balance

OthIns | GuarCr
000 16241

Charge
412.01

Provider
DQCHAN

Code
D7250

Description
Surgic remov...

Date T...| Surface
04/02/18 12

249.60 24960 24960 0.00

ADDING NOTES TO BATCH INSURANCE PAYMENTS

When you are posting either a manual or an electronic insurance payment from the Batch Insurance
Payment Entry dialog box, you can enter and edit a note. Any notes entered here will also be available
when viewing the corresponding insurance payments from the Ledger.

| Payment: -
Date: [/02/2018 7| Check #: [t4444244 Collect. Clinic: [CENTRAL | »Wg"""E""”T"*‘

" Medi

——— Pmt Type: —Ins Type:
PMW awwﬂl

ical Close I

ViewEOB.. |

P 243 60) # [123456 E # & ic EOB (1 Unpr & B

Pending Claims:

Select Electroric EOB: View Ins EOB... |
ACME INSURANCE > |

Patient Naf’
Abbott, Jan|

Date
04/02/2018

| Subsciber 1D
11111111

/| Subscriver Name
Abbott, James S

Solit Prim Claim

—Enter Payment:
Hide Enter Payment INm Note here| >>|I
Date /| Descrption | Th | Suface | Code | Prov it Table
04/02/2018  Surgic removl resid tooth... | 12 D7250 DQCHI Update
—Enter Adj for Claim:
Adjustment INone ;] Adj Type: I ] jl
oK Cancel | 0.00
Adj Date: [04/02/2018 ~|  Provider |  ow|
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Axia and Corral

If your organization uses the Axia add-on (which can be purchased separately) for processing credit
card payments, you and your patients can now make one-time or recurring payments online using your
organization’s online payments portal (which is hosted on the Corral website). Online payments go
directly into Dentrix Enterprise as suspended credits.

You can access your organization’s online payments portal from the Office Manager or Ledger in Dentrix

Enterprise. From the portal, you can make payments, view transaction history, generate reports, manage

notifications, view patient records, and manage your account.

To access your online payments portal

1. In the Office Manager or Ledger, from the File menu, click Online Payment Portal. Or, click the
Online Payment Portal button . on the toolbar.

The Online Payments Portal window opens.

@ Online Payments Portal El

Welcome to Corral. Pleasze login.

[] Remember rmy emnail

Forgot your password?

e |

2. Login with your Corral credentials.

The portal opens, and the Transactions dashboard appears.
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@ Online Payments Portal

@ QuickPay

Please select

B Marcelos Terminal | -

Transactions dashboard

[E= ol )

l#* Reports & Account ¥

(1 Date range

Transaction history

o Filters

Amount

$20.00

£20.00

$100.00

Total: $120.00

-

m
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Suspended Credits Manager

If your organization uses the Axia add-on (which can be purchased separately) for processing credit card

payments, online payments (through the Corral website) go directly into Dentrix Enterprise as suspended
credits. From the new Suspended Credits Manager window in Dentrix Enterprise, you can apply credits

to charges without having to open each patient’s Ledger one at a time.

To apply suspended credits
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The Suspended Credits Manager is also available even if you do not use the Axia add-on, so you can
manage suspended credits for all patients from a central area of Dentrix Enterprise.

Note: You can still apply suspended credits that are associated with a specific patient’s account from that
patient’s Ledger without using the Suspended Credits Manager.

In the Office Manager or Ledger, from the File menu, click Suspended Credits Manager. Or, click the

Suspended Credits Manager button on the toolbar.
The Suspended Credits Manager window opens.

-

1/18/2018 ~

Type:
All -

Q

=

7 Suspended Credits Manager [E=5(ECH =)
. Date Name Amount Balance Allocated  Type Clinic
Clinics 1/18/2018 | Abbott, James 5500 5500 000 External | CENTRAL
Al 1/18/2018 Crosby, Brent -100.00 -100.00 0.00 Office CENTRAL
Date Range. 1/18/2018 Cff)Sb Shirle 20.00 20.00 0.00 Office CENTRAL
1/18/2018 Winters, Carl -216.00 -216.00 0.00 External CENTRAL
Erom:
1/18/2018 ~
To:

2. Set up the following filters as needed to filter the list of payments that have suspended credits:

e Clinics — Select the All check box to include payments for any collecting clinic, or click the search
button to select the desired clinics. By default, only the clinic that you are currently logged in

to is selected.

e Date Range - Leave today’s date selected to include only payments made today, or change the
From and To dates to include payments within the specified date range.

e Type — Select All to include payments entered in Dentrix Enterprise and online, select Office to
include only payments entered in Dentrix Enterprise, or select External to include only payments
entered online.

Refresh button .

3. To apply the selected filters, or ensure that you have the most recent payments listed, click the

Click an Amount (which appears as a link) to open the corresponding payment and apply it to

charges on the patient’s or family’s account.

Tip: You can click a patient's Name (which appears as a link) to open the corresponding patient’s

More Information window.
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Select Encounter

Now, whether you are selecting an encounter number from the Appointment Book, a patient’s Chart, or
a clinical note, the search dialog box is now consistent across the application, and the dialog box now
includes a column for the discharge date.

Select Encounter Number
—Search By Search Date
& This Clinic IEntl}' Date vl @ This Week  This‘Year
Al Clinic 7 Thiz Manth Al Dates
Encountertt Fatient Type | Clinic: | Entry [ ate | Provider Patient Clazz | Discharge Date
oK. I Cancel

California Prescriptions

In an effort to help regulate the prescribing of controlled substances, the state of California is now
requiring that prescriptions have numbered check boxes, instead of numbers to be circled, to specify the
number of allowed refills.

refil o [ 1 [ J2[ ]2 [ ]a[ |5 (zero)

Note: The text for the number of refills will still be spelled out on the line after the number 5.

The following prescription forms in Dentrix Enterprise have been updated accordingly:
e CA Standard

e CAFull Sheet

e CA Half Sheet
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Digital Signatures

You can now see the dates and times of digital signatures for signed Document Center files, Treatment
Planner consent forms, and clinical notes. In previous versions of Dentrix Enterprise, you could see only
dates.

VIEWING DOCUMENT CENTER SIGNATURES

When you view the digital signatures for a signed document in the Document Center, for each signature
selected, the date and time that the document was signed are displayed.

i Dentrix Document Center - Abbott, James S (Jim) [11/11/1970] [47]

i File Edit View Acquire Setup Help

ey s

= &by Abbott, James S (Jim)
[ Electronic EOB
=-[77 Miscellaneous

B o
Q-Mw ng-get

Name |James 5. Abbott

Date I 4/ 27218 'l Time |3:5? PM

i Document Signatures

Date Last Name First Mame Ml ChartPRID# Status  Prov./Pat.
'S 04/02/2018 i Patient : Patient
04/02/2018  Chan Micheal MCHAN Active  Provider

4 I ] »

Close |
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VIEWING TREATMENT PLANNER CONSENT FORM SIGNATURES

When you view the digital signatures for a signed consent form in the Treatment Planner, for each
signature, the date and time that the form was signed are displayed.

Qf Dentrix Enterprise Treatment Planner - Abbott, James S (Jim) [11/11/1970] [47

! File Edit Options View Insurance Help
WaHEVWEC JsewBEI<Zal
g v B9 3-H%

Supporting Information

Informed Consent
Form:

4/2/2018  Consent for Tr...  Patient, Provider

Consent Form
Remove Selected Consent for Treatment ‘h
|, the undersigned patient, hereby authorize the undersigned provider to perform the procedure(s) or course(s) of treatment listed below. | -
Select Consent Form: understand my dental condition and have discussed several treatment options with the undersigned provider. | have been given a printed [
Consent for Anesthesia ;I copy of the procedure or treatment details and any post-op instructions.

Note: Once 2 Consent form has been si | understand the risks inherent in the treatment(s). | have discussed these risks with the dertist. The dertist has addressed all questions and
patient, the treatment case that the form| |concems | have presented. | understand the expected results of the procedure(s) or courseds) of treatment. | understand that these results
sttached to cannot be deleted. cannot be guaranteed and may not be achieved. | am aware of my right to waive treatment of any kind and | am aware of the possible
consequences of nontreatment.

| have di d my health history information, including allergies, reactions to medicine, diseases, and past procedures. | understand that

withholding this information may affect the outcome of the procedurels) or course(s) of treatment.
iz Treatment Plan Case Setup

| authorize the undersigned provider and any other qualified assistants or medical professionals to perform the procedure(s) or treatment(s)
ﬂ Insurance/Case Amounts

— _ — Additional Motes...
o Supporting Informal

Patient'Representative signature Practice signature
(& Case Status History

 setti ﬂ'g g ¢ 5
Clear Clear
- James S. Abbott - i >
IDate: 4272018 Time: | 4:01 PM I E Time: | 401 PM

Relationship to patient: | Selt

) ()|

2

VIEWING CLINICAL NOTE SIGNATURES

When you view the digital signature for a signed clinical note, the date and time that the note was signed
are displayed.

Clinical Notes - (Abbott, James 5) [CENTRAL] [MCHAN] [] [11/11/1970] [47]
CIE e s a[f]Ee oS
MNotes: 5 = 3 ? ’

- 4/2/2018 Pati i
= Note#1 qug Sign Clinical Mote
§ “Pot-4:03:45 PM [MCHAN] [
2 CAmmf
Clear

Name: | Micheal Chan, DDS

Date:  |4/2/2018 Time: I-i:D-I FM

Coe
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How to Learn More About This Release

For complete information on how to use the new features in this release, refer to the Dentrix Enterprise
Help. You can also find information from this guide in the “What's New in Dentrix Enterprise 8.0.9?"

section of the Dentrix Enterprise Help.

You can view on-demand product training videos, download PDF copies of product manuals (such as the
Reports Reference, User's Guide, and System Requirements), and search the support knowledgebase
for troubleshooting tips and answers to common questions in the Resource Center at www.

dentrixenterprise.com/support/resource-center if you have an active customer service plan.
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