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LICENSES AND TRADEMARKS

© 1987 — 2008 Henry Schein, Inc. Easy Dental, Henry Schein, and the ‘S’ logo are
registered trademarks of Henry Schein, Inc.

Microsoft is a registered trademark and Excel, Windows, and Word are registered
trademarks of Microsoft Corporation; HP-Laserjet is a trademark and HP-Deskjet is a
registered trademark of Hewlett-Packard Company.

EASY DENTAL AND MICROSOFT WINDOWS

Easy Dental operates in a graphic environment called Microsoft Windows, created by
Microsoft Corporation. Microsoft Windows gives a standard look and feel to Easy Dental
and all other Windows applications. To run Easy Dental and Microsoft Windows, you need
to license and install Microsoft Windows

EASY DENTAL AND MICROSOFT WORD FOR WINDOWS

Easy Dental can share its database with Word for Windows, a word processing product
created by Microsoft Corporation. To use Easy Dental with Word for Windows, you need
to license and install Microsoft Word for Windows.
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About This Manuadl

Thank you for purchasing Easy Dental. Over the course of your software implementation,
this guide will help you learn how to use Easy Dental to complete the day-to-day tasks in
your office.

Each chapter covers one broad topic or set of related topics. Chapters are arranged by the
different Easy Dental modules and by different management techniques.

Each chapter is organized into explanatory topics with steps-by-step instructions of how
each feature works. These topics provide the information you need to master Easy Dental.
At the end of each chapter, this guide provides activities to “Check Your Understanding”
and “Apply Your Knowledge.” You may either complete these activities with your trainer or
save them for a later time and complete them on your own.

The “Check Your Understanding” questions test your comprehension of the preceding
chapter. These questions are objective and have only ONE correct answer. You can find the
answers to these questions in the Solutions chapter at the back of the guide.

The “Apply Your Knowledge” activities allow you to apply the topics learned in the guide
in real-world situations. These activities are subjective, so there may be more than one way
to accomplish the task correctly. The Solutions chapter at the back of the guide outlines one
of the ways to accomplish each activity.

Each chapter of this guide contains the vocabulary used in the chapter. Though you may
be familiar with many of the terms, read each definition carefully to ensure your definition
matches the definition used in the chapter.

Any method of instruction is only as effective as the time and effort you invest in it. For

this reason, you are encouraged to spend time reviewing the topics and activities in this
guide.

How to Get Help
After your trainer leaves, you may have additional questions. You may be able to find the

answers to your questions in this manual or you can consult the Easy Dental 2008 User’s
Guide. If you cannot find the answer, contact the Easy Dental Software Support staff at:

1-800-824-6375, option 2, 1

When you call, be near your computer and have your copy of the Easy Dental User’s Guide
available. The Support staff may ask you certain questions about your system setup.

s

About This
Manual
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Important Information

Keep this page at hand when calling Easy Dental. In order for most departments to offer
assistance, they must have this information:

Practice Name:

Doctor’s Name:

Serial Number:

Customer ID Number:

Number of Computers in Office:

Operating System on Server:

Operating System on Workstations:

eTrans Username:

eTrans Password:

Telephone Numbers

Here is a list of useful numbers when calling Easy Dental:

e Easy Dental Support: (800) 824-6375, option 2, 1
e eServices: (800) 735-5518, option 2, 3
e Easy Image and Scholar Support: (800) 824-6375, option 2, 4

e Sales: (800) 824-6375, option 1

e Training: (800) 824-6375, option 3

e Order Processing: (800) 824-6375, option 4
e Operator: (800) 824-6375, option 9

viii » Easy Start: New Office Implementation Guide
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Icons Serve as Cues

Topic:

Represents the beginning of a topic.

Student Note:

A margin note that highlights information regarding the features in 2007 and
how it may affect your database.

Quick Tip:

A margin note that represents a tip, shortcut, or additional way to do
something.

Warning:

A margin note that represents a caution when performing a task.

Check Your Skills:

Represents a Check Your Skills practice.

Apply Your Knowledge:

Represents an Apply Your Knowledge activity.

Important
Icons
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Computer Basics

erms carefully before moving to the

Objectives

Once you have completed this chapter, you should be able to:
e Understand Basic Computer Terminology
¢ Understand the Recommended Backup Procedures
e Identify the Windows Desktop
e Create Shortcuts on the Windows Desktop
e Access Programs from the Windows Desktop
¢ Switch Between the Different Easy Dental Modules

e Cancel Print Jobs

Chapter

1
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Topic 1 B Computer Basics

Terminology

Byte: The unit of measurement used by computers to indicate the size of a file. For
example:

» Kilobyte (KB): 1000 Bytes
e Megabyte (MB): 1,000,000 Bytes
e Gigabyte (GB): 1,000,000,000 Bytes

Computer Processor: This is the brains of your system. It controls how fast your
computer will run.

Hard Drive/Disk: Your hard drive stores the programs installed on your computer. Hard
drives are categorized according to how much storage space they have.

System Memory: RAM (Random Access Memory). System memory is used to perform
operations and contains information that has been temporarily copied from the hard
drive. The size of RAM varies on different computers. However, the more RAM you have
installed, the faster your computer will run open programs.

Operating System: The computer software program that allows users to communicate with
the computer’s hardware. The operating system translates the user’s request and commands
(entered with a keyboard or mouse) into a binary language used by the computer (i.e.
Microsoft Windows 2000 or XP).

Network: Allows separate computers to communicate with one another and share resources
(i.e., files, printers, etc.).

System Requirements

Because Easy Dental’s hardware specifications often change, it is suggested that you
call the Easy Dental Support department at (800) 336-8749, option 21 to find out about
the current system requirements. Easy Dental Support can fax you the most updated
specifications. These specifications can also be found at http://www.easydental.com/
support/system_requirements.asp.
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Backup Procedures

Why Backup?

You spend days, months, or even years building up your database. Unfortunately, this data
is very vulnerable to power surges or other unexpected disasters. To alleviate this danger, it
is recommended that offices consistently back up their data.

There are three main reasons to backup:
1. Protect Against Data Loss

e Backing up prevents a true disaster in terms of data loss caused by computer
hardware issues.

2. Archive Data

*  Backing up is a way to keep copies of information that you no longer need
immediate access to. Information can be archived on backup media, then
saved until the information is needed.

3. Increase System Performance

e Archiving data deletes unnecessary files, thereby freeing up valuable disk
space.

Backup Guidelines

Although there are no set rules for when a backup should be done and what should be
backed up, Easy Dental recommends that backups be done on daily, weekly, monthly, and
quarterly intervals (see Figure 1-1).

Daily Weekly Monthly Quarterly

Data Folder
(C:\Program Files\Ezdental\Data\) E

Easy Dental Folder
(C:\Program Files\Ezdental\) E

Hard Drive
(C:\)

|
Store Off Site E E E

Legal Copy

%]
%]

Figure 1-1: Recommended Backup Schedule.

Easy Dental does not recommend incremental tape/media backups. Easy Dental
recommends doing a full backup whether it is a daily, weekly, monthly, or quarterly backup.

%

Topic 2
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Each day, a backup of the data directory (C:\Program Files\Ezdental\Data\ or C:\Ezdental\
Data\, depending on the location of your data) should be performed. The most critical files
in the Data folder include those with the following extensions:

e *dat
e Fidx
e *inf

At the end of the work week, you should backup the Easy Dental folder (C:\Program Files\
Ezdental\ or C:\Ezdental\, depending on the location of your files). This will include all of
your program files and the following subdirectories:

e C:\Program Files\Ezdental\Data\

e C:\Program Files\Ezdental\Doc\

e C:\Program Files\Ezdental\Eclaims\
e C:\Program Files\Ezdental\Image\

On a monthly basis, the entire server C:\ drive (or the location of the Easy Dental program)
should be backed up.

On a quarterly basis, it is a good idea to take your monthly backup and store it with a legal
source (i.e., an accountant or lawyer). Placing the tape in the care of a legal source helps to
make the tape a legal document. This may help prevent problems if the office’s treatment or
care was called into question. Check with your local officials for guidelines.

7-Tape Rotation Cycle

Easy Dental recommends using a 7-tape rotation system for backing up. This assumes that
the office works a 5-day work week. If the office works more days than 5, add one tape for
each additional day. If the office works less than 5 days a week, you should subtract one
tape for each day the office is not open. The 7-tape rotation system allows you to always
have at least 2 weeks of recent data backed up (see Figure 1-2 on the next page). This is
especially useful as sometimes you will not discover that you have to restore a backup until
days or weeks after the original problem occurred.

The 7 tapes should be used as follows:

e Tapes 1-5: Five of the tapes should be used as your daily backup. Label each of
the 5 tapes with the day of the week you will use that tape to backup. When you
have finished, you will have a Monday, Tuesday, Wednesday, Thursday, and Friday
tape.

* Tape 6: Label the sixth tape Friday #2 (or the last day of the week you work).
You will now have 2 Friday tapes. Each Friday, you should alternate use of these
tapes.

e Tape 7: The last day of the month, use tape #7 as your replacement tape for that
day of the week. If the last day of the month is Tuesday, use tape #7 instead of
the Tuesday tape. Make absolutely certain that this tape is stored somewhere safe,
preferably off site.

4 « Easy Start: New Office Implementation Guide



Tapel | Tape2 | Tape3 | Tape4 | Tape5 | Tape6

Tape 7

Monday E

Tuesday E

Wednesday E

Thursday E

1st Friday E

2nd Friday E

3rd Friday E

4th Friday kA

Monthly

¥l

Figure 1-2: Recommended Tape Rotation Schedule.

On a quarterly basis, take your monthly tape (i.e., #7) and store it with a legal source.
Another option would be to mail this tape to yourself and do not open it. You will need to
purchase a replacement tape #7. After another quarter has passed and you have stored the
second quarter tape, you can reuse the first quarter tape. At the end of the year, however,

you should permanently archive your monthly tape as your backup for that year.

Check Your Skills 1.2

1.  Name one of the three reasons it is important to backup your data.

2. True or False? Easy Dental recommends a 5-tape rotation cycle for a 5-day work

week.

3. Which tape should be used for your monthly backup?

4. Which of the following is NOT one of the files that need to be backed up from the

Data directory? (Circle correct answer.)

a. *inf
b. *.wmf
c. *idx
d. *.dat

It is recommended that you
purchase a backup option

from a vendor of your choice.
Easy Dental Systems does not
guarantee any backup software,
other than eBackup. (For more
information regarding eBackup,
please call 800-734-5561 to talk
with an NIS representative.)

If you decide to go with a
program other than eBackup,

it is recommended that the
program you choose have

a report to show whether

the backup was completed
successfully. It is also
recommended that your backup
program allows you to make

a scheduled backup and an
as-needed backup. The “as-
needed” backup will enable you
to backup before working with
technical support.

Computer Basics ¢ 5



Topic 3 B Windows Basics

What is the Deskiop?

Desktop and different windows inside the programs. This section will cover the basic

@ When using Windows 2000 or XP, you can navigate between different programs from the
operation to help you use your computer.

If you do not have a Windows

password, click the OK button When you first turn on your computer, you will come to a screen that displays the main
to start your Windows operating icons; this is called the Desktop. Before viewing the Desktop, you may be prompted to
system. enter your username and password; enter them if necessary and click OK.

Your Desktop may look similar to Figure 1-3.

My Docurnents

/4 start
Figure 1-3: The Windows Desktop.

Customizing the Windows Desktop

@ To change the look and feel of the Desktop, do the following:

1. Right-click the background of the Desktop. A screen similar to Figure 1-4 will
appear.

The most important function of

the Desktop is to have access to

the programs you use.

Arrange Icons By b
Refresh

Paske
Paste Shortouk

Menw 3

Propetties

Figure 1-4: The Windows
Desktop right-click menu.
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2. Select Properties.

3. The Display Properties screen, similar to Figure 1-5, will open.

Display Properties

| Themes || Desktop || Screen Saver | Appearance |Setting$ |

Inactive Window

Active Window

Windows and buttons:

LCaolor zcheme:

| Default blue) v

[Homai g

L ak JI_ Cancel ] Apply

Figure 1-5: The Display Properties window.

4. Refer to your Windows User’s Guide for assistance on changing colors, backdrops,
wallpaper, etc.

Accessing Programs in Windows

There are two ways to access programs. One is through the Start menu using the Start
button. The second is using a shortcut icon on the Desktop.

To access a program in Windows by using the Start menu, do the following:
1. Click the Start button.
2. Select Programs.

3. Select Easy Dental.

Creating Shortcuts

To access a program in Windows by using a shortcut on the Desktop, double-click the
desired shortcut. If the desired shortcut icon does not exist, do the following:

1. Select Start | Programs | Easy Dental.

2. Right-click the Easy Dental icon.

3. Select Send To | Desktop (create shortcut) (see Figure 1-6 on the next page).
4. Click Yes.

Computer Basics * 7



[@ Accessoties
@ Adaobe

[@ Articulate
@ Computer Hardware Programs
@ Dell Programs

tal
[@ Games
I Macromedia
@ Micrasoft Office 3
@ QuickTime 3
3

B add ta "EZDental rar"
@ RobaHelp Office B Compress and email...
¥

¥ B Compress to "EZDental.rar” and emai

Qa Burn CD & DYDs with Roxio Open
] New Office Document
q Open Office Document
@ Set Program Access and Defaults

a Program Updates

Scan For Viruses. .
B Add to archive...

¢ Favarites

4 .

Send To 4 11 Compressed (zipped) Folder

B Dacuments »
z

G Settings » Cut =
S search » Chny {2, DirectCD Drive (D)
©) Help and Support Create Shortout (&) Fax Destination via RightFax Services
= Run... Delete ) Mail Redpient

Rename
[@ shut Dowin, [} My Documents

- - ", DVDJCD-RW Drive (D:)
fstat € @ —

Figure 1-6: Creating a shortcut on the Desktop.

Switching to Another Easy Dental Module
Although you can easily create a shortcut icon for Easy Dental, Easy Dental also gives you

the flexibility to navigate all Easy Dental modules from within itself. Click any of the quick
icons to open the desired module (see Figure 1-7).

Figure 1-7: The quick icons found on the left side of Easy Dental.

Check Your Skills 1.3

1. What is the most important function of the Desktop?

8 « Easy Start: New Office Implementation Guide



Cancelling Print Jobs

Cancelling Print Jobs

Occasions may arise when you wish to cancel a print job (i.e., wrong information, not
enough information, printing the wrong document, etc.). If your print job only has one
copy to print, it is easiest to let the printer finish the job. If you have multiple pages being
printed and you do not want to waste the paper or the time, here are a few steps that will
assist you in cancelling print jobs.

1.

nok »

First take out the paper tray or remove the paper from the paper tray. This will
immediately stop the printing, so you can cancel the print job.

To cancel the print job, select Start | Settings | Printers.
Double-click the printer you are using.
Highlight the document you want to cancel.

Select Document | Cancel.

You can cancel the printing of
all documents on a printer that
is attached to your computer. If
you are using a network printer,
you can cancel only your own
documents. Once they begin
printing, documents can only be
cancelled from the print server.

Computer Basics ¢ 9



Apply Your Knowledge

Activities

1. Create a shortcut on your Desktop for Easy Dental.

2. Switch from the Schedule module to the Patients module.

10 ¢ Easy Start: New Office Implementation Guide



Chapter

2

Practice Setup

ember setup,
setup, e-claims setup, and many
assist you in using Easy Dental as efficiently as possible.

Objectives

Once you have completed this chapter, you should be able to:
*  Enter Your Practice, Provider/Staff Member, and Operatory Information
e Set up Passwords
e Set up Procedure Codes and Explosion Codes
e Customize Practice Definitions
*  Customize Practice Defaults
e Enter Your Fee Schedules
e Setup and Print Patient Surveys
*  Set up Your Preferences

*  Perform Electronic Processing Using Easy Dental

Practice Setup * 11



Topic 1

@

The fiscal year defaults to
January. If you have a different
starting month for the fiscal
year, change the number to the
corresponding month.

B Practice Setup

Practice Setup

Setting up your practice information is a great place to start customizing Easy Dental for
your practice needs. Follow the steps below to set up Easy Dental.

1. Open the Reports module.

2. Click (Practice Setup) | Practice Resource Setup. A screen similar to
Figure 2-1 will open.

Practice Resources il
— Practice |nformation — Dperatones
Eazy Dental Practice 1 OP-1
9330 LBJ Freeway 2 Op-2 fel
Suite 800 3 0P3 Edit
Diallag, Tes 75243

[200]76E6-6464 ext: Delete |

Administrative Contact:

HIP&&, Officer:
Fizcal Year: January :
Bank #: ﬂl
— Provider(=]
1D | Mame | Status | Mew
D05 Stevens, David D Primary Edit
pDs2 Simpzon, Dale D Primary

HTG1 Hawtharme, Suzan H Secondary |nactivate |

Ligt
Inactive

Staff

D | Mame | Status | Mew
E dit

Inactiate

-l Lizt

Inactive

Figure 2-1: The Practice Resources window.

3. Click the Edit button in the Practice Information section. A screen similar to
Figure 2-2, on the next page, will open.

4. Enter a Title and address for the practice.
Select an Administrative Contact and HIPAA Officer for the practice.

6. Enter the Bank Deposit Number if you wish to have the number print on the
practice’s daily deposit slip.

7. Enter the month that the practice fiscal year begins in the Fiscal year’s beginning
month (1-12) field.

8. Mark the desired statement option:

12 ¢ Easy Start: New Office Implementation Guide



Practice Information
Title:

IEas_l,l Dental Practice

— Address:
Street

| 9330 LB Freeway

|Suite 800
City 5T Zip
|Dallas T 75243
Phone Ent
[2001756 5464 |

— Settings:

Adminiztrative Eontact:l ﬂ
HIF& Dfficer »]

Bank Deposgit Mumber

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

& |se Practice Info on Statements.

£ Usze Provider Info on Statements.

Ok I Cancel

Figure 2-2: The Practice Information window.

e Use Practice Info on Statements will always print the information that you
have entered in this screen on your billing statements.

e Use Provider Info on Statements will print the patient’s default provider
information on their billing statements. If your practice is setup to keep
collection separate for each provider, this option will work best.

Click OK.

Provider Setup

To set up a new provider, do the following:

1.
2.

Open the Reports module.

Click (Practice Setup) | Practice Resource Setup (see Figure 2-1 on page
12).

Click the New button in the Provider section to add a new provider. The screen in
Figure 2-3, on the next page, will open.

Enter the provider’s name in the fields provided.
Enter a provider ID.

e The ID must be unique.

e The ID must be 4 characters.

e The ID can have A - Z and/or 0 - 9.

Enter the provider’s Title and select their Specialty.

Enter the provider’s business Address. This information is used for all
correspondence.

Enter the provider’s Phone number (optional).

If you are sending electronic
claims, an administrative
contact will need to be selected
for your office. This will give
insurance companies a specific
person to speak with about
patient information.

A ten-digit phone number will
need to be entered for each
provider/staff member in order
for them to be listed in the
Administrative Contact and
HIPAA Officer selection box.
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Non-Person is used for adding
a provider alias or an ID that
is not a person, such as your
practice information when
wanting to keep separate IDs
for insurance purposes.

Primary, under Class, must
be selected if the provider is
going to be sending claims to
insurance. Secondary is for
hygiene, associates, etc.

If you want the provider’s name
to print on insurance forms
rather than their signature,
check the “Print Provider’s

Signature Using” and mark the

desired option.

For more information on fee
schedule functionality, please
see the Insurance Estimates
topic in Chapter 4: Insurance
Management.

If a provider number is no
longer valid, you can click
Clear Provider IDs and choose
to clear that number for this
plan only or for all plans the
number is attached to.

Insurance provider numbers
can be customized as needed.
Highlight the number to be
changed, make the necessary
change, and click Change.

Provider Information

Last First Il

Fee
Name: | [ schedue| 1. FEET >
1D:| Iitle:l [~ MonPerson §Sﬁ:|
Specialty: IDentist ;I StQtEIDﬂ:I
Street
Address: I TIN_tt:I
| Medicaidtt|
City 5T  Zip
QrugID#:I
F'bune:l Ext: I NF'I:I
Class——— ¢ Blue Cross (D
1 0OPA1 P : I
Azzigned | 2 OP-2 & Frimary Blue Shield |D#:
Operatories: | 3 OP-3 Sy Prnviderﬁ:l—
Frovider ID Setup | foicett:l

Inzurance Claim O ptions _
Medlcarett:l

™ Frirtt Provider's Signature Using:
" "Signature On File!" € Provider's Mame Ok, I E— |

Figure 2-3: The Provider Information window.

9. Select a Fee Schedule if the provider uses a different fee schedule from the normal
practice fees.

10. Highlight the operatory assigned to this provider if desired.

11. Enter the corresponding ID numbers that will be used when printing insurance
claims.

12. Click the Provider ID Setup button to set up insurance-specific provider numbers.

a. Select the insurance plan to attach to the provider number to and click OK.
Figure 2-4 will open.

Provider ID Setup |X|

Setup Provider IDs For this Provider and Insurance Plan:

Pravider: IDDSI Stevens, David v

Insurance Plan: I American Western Life Pawar ID:I 06126

—Provider IDs
Provider ID Code Pravider ID Number
0B State License Mumber ;"

Celete

Add
hange |
[ ook |

| Clear Provider IDs i Copy Provider IDs Close |

Figure 2-4: The Provider ID Setup window.

b. In the Provider ID Code field, select the appropriate code type for the
provider number.

In the Provider ID Number field, enter the Provider Number and click Add.

d. Repeat steps 5 - 6 for all other Provider ID Code types and click Close once
you are finished.

13. Click OK to save and exit
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Staff Member Setup

To add a new staff member, do the following:
1. Open the Reports module.
2. Click (Practice Setup) | Practice Resource Setup.

3. Click New in the Staff section. The screen in Figure 2-5 will open.

Staft Information

Last Firzt ]

M arne: || | I_
10 | Tite: |

Street
gddress:l

Clity 5T Zip
| I

Ehane: | Ext: |

554 I K I Cancel

Figure 2-5: The Staff Information window.

4. Enter the staff member’s name in the fields provided.
Enter a staff ID.
e The ID must be unique.
e The ID must be 4 characters.
e TheID can have A - Z and/or 0 - 9.

6. Enter the staff member’s Address, Phone number, and social security number
(optional).

7. Click OK to save and exit.

Inactivating a Provider/Staff Member

If a provider or staff member leaves the practice, you have the ability to inactivate them.
This allows you to remove a provider from all reports without creating problems with totals
in the database. To inactivate a provider or staff member, do the following:

1. From the Reports module, click (Practice Setup) | Practice Resource Setup
(see Figure 2-1 on page 12).

2. Highlight the provider or staff member that you would like to inactivate and click
the Inactivate button.

e If you are inactivating a provider, Figure 2-6, on the next page, will open.

The Provider ID Code field
will be populated with many
choices, such as, State License
Number, Blue Cross Provider
Number, Blue Shield Provider
Number, Clinic Number, etc.
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All financial information and
past appointments for the
inactivated provider will remain
untouched in Easy Dental. You
can also access the financial
information at any time by
checking List Inactive and
highlighting the inactivated
provider when running a report.

By inactivating a provider, you
are assigning a new primary
provider to all the inactivated
provider’s patients and
removing the provider from the
activate provider list.

All information that is moved
to the replacement provider
(see Figure 2-6) will display
on the new Provider/Staff Audit
Trail Report (see Chapter 11:
Management Reports).

If the replacement provider is
not the new Default Insurance
Claim Provider, then you will
need to manually change to the
appropriate provider in Practice
Definitions.

When inactivating a provider
that is designated as the
Administrative Contact,

you will also need to select
another provider to be the
Administrative Contact.

At this time, the Time Clock data
for the inactivated provider/staff
member is NOT removed.

Inactivate Provider

x]

Thiz Provider has been selected to be inactivated: |

If thiz Provider is inactivated. the following changes will take place:

- The Prowl /Prowe for each applicable PATIENT will be changed to the Replacement Provider.

- The provider azsigned to applicable TREATMENT PLAMMED PROCEDURES, that have not
been completed, will be changed to the Replacement Provider.

- The provider azsigned to applicable APPOINTMEMTS that are scheduled for a future date, and
that hawve not been completed, will be changed to the Beplacement Provider,

- The provider azsigned to applicable UNSCHEDULED APPOIMTMENTS will be changed ta the
Feplacement Provider.

- The provider aszighed as the "'Specific Provider” for applicable RECALL will be changed to the
Feplacement Pravider.

- The provider aszigned to applicable FUTURE DUE PATMEMT PLAMS, that have remaining
charges, will be changed to the Replacement Provider.

- The provider aszigned az the "Specific Provider” for applicable DEFAULT INSURAMCE
CLAIM PROVIDER will be changed to the Replacement Provider.

- Schedule SETUP information for thiz provider will be removed.

- FUTURE DUE PaYMEMT PLAMS far this provider that do nat have remaining charges will be
remoted.

- Al TIME CLOCE data for thiz provider will be removed.

- Eazytobile SETUR information for thiz provider will be removed.

- Al changes will be recorded for the Provider/Staff Audit Trail.

- A& "Provider/Staff Audit Trail Report' will be zent to the Batch Proceszor.

Select Beplacement Provider: ﬂ
Select Adminiztrative Contact: ﬂ

It is recommended to BACKUP the database bhefore proceeding to inactivate a provider.
Press "Cancel to backup the database, or "0K' to proceed with Inactivate Provider.

MOTE: Easy Dental must be clozed at all workstations in order to proceed.

Cancel

Figure 2-6: The Inactivate Provider window.

e If you are inactivating a staff member, Figure 2-7 will open.

X

Inactivate Staff,

This Staff member has been selected to be inachvated: |
If thiz Staff member is inactivated, the following changes will take place:
- EazyMohile SETUP information for thiz ztaff member will be removed.

- All changes will be recorded for the Provider/Staff Audit Trail.
- & "Provider/Staff Audit Traill Beport” will be zent to the Batch Processor.

Select Beplacement Staff: :>>=
Select Adminiztrative Contact: ﬂ

It is recommended to BACKUP the database before proceeding with Inactivate Staff.
Press 'Cancel’ to backup the database, or "OK" to proceed with Inactivate Staff.

MOTE: Eazy Dental must be cloged at all workstations in order to proceed.

0k | Cancel

Figure 2-7: The Inactivate Staff window.

3. Near the bottom of the inactivate window, click the Search button next to Select
Replacement Provider or Select Replacement Staff.

4. Highlight the provider or staff member that will replace the person you are
inactivating and click OK.

5. Click OK to perform the inactivation.
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Activating a Provider/Staff Member

If for some reason, you need to activate a provider or staff member, it is simple enough

to do. Because the provider or staff member was detached from all patients they were
originally attached to, you will need to re-set up the records for those patients; Easy Dental
will not do it for you. To activate a provider or staff member, do the following:

1. From the Reports module, click (Practice Setup) | Practice Resource Setup
(see Figure 2-1 on page 12).

2. Check List Inactive to show all inactivated providers or staff members.

Highlight the person you would like to activate and click Activate. Figure 2-8 will
open.

Activate Provider

&

. The selected provider will become an active provider and
\“1") will no longer be treated as an inactive provider.

Any information that was removed when the provider
was inactivated wil need to be setup again.

Continuey

Cancel |

Figure 2-8: The Activate Provider window.

4. Click OK to activate the provider or staff member.

Operatory Setup

To add a new operatory, do the following:
1. Open the Reports module.

2. Click (Practice Setup) | Practice Resource Setup (see Figure 2-1 on page
12).

3. Click New in the Operatories section. The screen in Figure 2-9 will open.

Operatory Infor... |X|

o

Operatony Title:

|
(] I Cancel |

Figure 2-9: The Operatory
Information window.

4. Enter the operatory ID.
e The ID must be unique.
e The ID must be 4 characters.
Enter the Operatory Title.

6. Click OK to save changes and exit.

Operatories are displayed
alphanumerically by ID in

the Schedule module. So, if
you have certain operatories
that you would like to see
first, make sure that they come
first numerically, and then
alphabetically.
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Check Your Skills 2.1

1. Where would you go to change your practice name and address?

2.  What are the three criteria when choosing a staff ID for one of your staff
members?

3. True or False? By inactivating a provider, all financial information will be moved
to the replacement provider.

4. True or False? When a provider is inactivated, all Time Clock data for that
provider will be removed from the system.

5. Which option allows you to view financial information for an inactivated provider
when running reports?

6. In the Provider Setup window, which option tells Easy Dental to print a provider’s
name on insurance claims?

7.  Where would you go to activate an inactive staff member?

8. In which window of Easy Dental would you enter your practice’s fiscal year’s
beginning month, so that your totals are calculated correctly?

9. If a provider/staff member is not listed as an option when choosing a HIPAA

officer, what could be the culprit?
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Passwords

Password Setup

Passwords can be a great tool in an office to avoid unauthorized use of certain sensitive
features within Easy Dental. Passwords, when used with the Standard Audit Trail Report,
can give useful information about changes made in the system and which provider/staff
member made the change. To set up passwords, do the following:

1. Open the Reports module.

2. Click (Practice Setup) | Passwords | Setup Practice for Passwords. A
screen similar to Figure 2-10 will open.

Password - Setup Practice

Security Optiohs

Pazzaward Administration A
Account Adiustrments, Add Mew =
Account Adjustrents, Delete —
Account Adjustments, Edit
Account Motes, kaodify
Account Include Hiztory Tranzactions
Accounts Setup
Accounts, Open
Appointment Day Motes, Modify
Appointments, Break
Appointments, Delete
Appaintments, Edit
Appointmentz, Schedule Hew
Appointmentz, Set Complete
Audit Trail Reportz
Audit, Clear
Batch Processar, Delete Reparts

£

[~ Eequire Secure Uszer Pazswords
j Werify Uszer Before Access

(1] I Cancel

Figure 2-10: The Password - Setup Practice window.

Check the Enable Passwords box.

4. Select the features for which Easy Dental must verify appropriate user rights
before granting access.

Click the button next to Verify User Before Access.
Check Require Secure User Passwords if desired.

Click OK. If you have never set up password before, the Password Administration
will open (see Figure 2-11 on the next page). If you have set up passwords before,
you will need to click (Practice Setup) | Passwords | Setup Users for
Passwords from the Reports module.

8. Highlight the provider/staff User ID that you would like to set up rights for. This
will list the available rights.

9. Select the rights for the user by checking each category or clicking the
(Expand) button to select specifics rights within a category.

10. If you want to assign all of the rights to a user, click the Select All button.

11. Click the Setup Password button and you will be able to enter in a password for
each user.

Before enabling passwords,
make sure you have a current
backup and that every user has
an ID set up in the Practice
Resource Setup.

S

A secure password must be

at least seven characters in
length and must contain a mix
of alphabetic, numeric, and
special characters (i.e., | @#$,
etc.).

If you were not using secure
passwords before, Easy Dental
will not require you to change
your password to meet the
secure password requirements.
From this point on, if a user
changes their password, they
will be required to choose a
password that meets the secure
password requirements.
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As a password, you should
never use a word that can be
Sfound in the dictionary, a birth
date, anniversary, or familial
name.

A great way to create a
password is to use an acronym.
For example, la#1Wictd, which

stands for, I am #1 when it
comes to dentistry. As you can
see, all requirements are easily
met with this method.

When assigning rights to a
user, keep in mind the tasks
that each individual in your

office performs on a daily basis.

Assign rights to only those
individuals who will have a

need to perform that operation.

Password Administration - Setup Users

Uzer 1D Uzer Mame: IStevens, Drawid O
pos2
HY' G
Uger ID: IDDS1
Setup Password |

— Select Secunty Option Rights

- [ Administration
Copy Bights. . | -- [ Schedule
[+ [] Recall
" [ Patients
- [ Treatment Plans

- -- [] Completed Procedures
Expand List | B [ Irswance
. [+ [] Accounts
Collapse List : o .
;l [ [ Billing and Callections
[ [ Letters

-- [] Cortacts
[+ [] Referals

Select Al | - [ Prescriptions

- [ Guestionnaire
Ml -- [ Documents
" [ Repaorts
- [ Practice &nalysiz
- [ Practice Setup
- [ Eagywieh
- [ Time Clock

Cancel | Cloze I

Figure 2-11: The Password - Setup Users window.

12. If there is more than one user with the same rights, then after setting up the first of
these users, do the following:

a. Highlight the next user with the same rights.
b. Click the Copy Rights From button and select the user that you first set up.
c. Click the Copy button.

13. When you are done with passwords, click the Close button.

14. If Easy Dental prompts you to save changes, click Yes.

Changing Passwords

Easy Dental has provided a way for all users to change their own password without having
access to the security rights for themselves or other users. The user will not have access to
change other user’s passwords either. To change your password, do the following:

1. Log into Easy Dental as yourself.

2. From the Reports module, click (Practice Setup) | Passwords | Change
Password. Figure 2-12, on the next page, will open.

3. Your username should display in the User ID field. If it does not, close and re-
open Easy Dental on the computer and log in again.

4. In the Current Password field, enter your current password.

In the New Password field, enter the desired password.

20  Easy Start: New Office Implementation Guide



Change Password

Lser I | DDS1

Current Passward:

Mew Passward:

I

Confirm Passwaord:

ol I Cancel |

Figure 2-12: The Change Password window.

6. In the Confirm Password field, enter your new password again.
7. Click OK.

Password Recommendations

Easy Dental recommends that the main dentist(s) or practice owner(s) be given rights to all
operations. Be sure to assign these users the Password Administration right, so that they
will have to ability to edit rights and passwords at will.

Easy Dental recommends that the office manager be assigned access to all operations,
EXCEPT for Password Administration and Audit, Clear.

Easy Dental recommends that these staff members have access to all operations, EXCEPT:

*  Password Administration

*  Appointments, Delete

*  Appointments, Purge

e Audit, Clear

e Audit Trail Reports

e (linical Notes, Add Signature

*  Fee Schedules Setup

*  Finance/Late Charges

*  Month End - Update

e Payment Plans, Add New/Edit Info
e Practice Definitions Setup

*  Practice Analysis

e Practice Resource Setup

*  Print Billing Statements

e Print Payroll Report

e Print Time Punch Report

¢ Time Clock, Edit Punches/Notes
e Time Clock, Setup

e Utility Administration

S

A user does not need the
Password Administration right
in order to change their OWN
password.

S

Although the initial setup for
passwords is important, as long
as the Password Administration
and module rights are given

to someone in the office,
passwords can be customized at
anytime.

All users must be granted the
Open right for each module
(i.e., Patients, Open, etc.) in
order to open Easy Dental.

Call Easy Dental Support, (800)
336-8749, option 21 for a more
detailed description of each
user right.
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Check Your Skills 2.2

Which of the following is NOT considered a secure password? Circle the correct
answer.

a. EasyDentall!
b. Yatbpwictdl!
c. la#lwictd

d. leolc

True or False? Easy Dental recommends that all staff members be given access to
all operations within Easy Dental.

As a recommendation from Easy Dental, which two password rights should NOT
be given to the office manager?

Where would you go to change your own password in Easy Dental without having
access to assigning rights to other users?

Which of the following is a good type of word to use when thinking up a
password? Circle the correct answer.

a.  Anacronym

b. A word that can be found in the dictionary
c. A familial name

d. A birth date

Before enabling passwords, what two things should you make sure have been
done?
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Procedure Code Setup D Topic 3

Procedure Code Setup

To set up a new or edit an existing procedure, do the following:
1. Open the Reports module.
2. Click (Practice Setup) | Procedure Code Setup.
3. Highlight the desired category.
4

Select a code, then click Edit or, if creating a code, click New. A screen similar to
Figure 2-13 will open.

Procedure Code Editor - Existing

D escription: | FEE s —
b 3 |Ferio
[ Edit Fee |
—LCode Mames——— ~ Treatment Flags
Dot 20 ADA Code I_ Drifficult Proc.
[~ Condition 7
IF'eriu:u:Iiu:X Abbreyv Desc [ Remave Tooth 4.
W Shaw in Chart 5
I Code 32 =3
— Auto Recall E
| Code 4 [NONE] > | 8. 0.00
7 g n.on
I— Code 5 — Procedure Time—— 10 0.00
1 Unisl ]| (] 11 0.00
12, 0.0
Procedure Category:| Diagnost - 13 0.00
Tocedure aegu:ur_ul iagnaostic _I i 000
Appaintrment Type:l General ;I 1 g ggg
17 0.on
Treatment .-i‘-.rea:IMDuth ;I Flags I 18. 0.00 [
el TPDE:I[NDHE] LI [~ Do Mot Bill to Insurance

Edit Mote | Mew Code | &l »l Save | Cloze I

Figure 2-13: The Procedure Code Editor window.

5. If you are creating a new code, then you will need to enter an ADA Code,
Description, and an abbreviated description.

6. Enter/edit the fees for the procedure code:
a. Highlight the fee schedule to which you want to assign a fee.
b. Click the Edit Fee button.

For more information on fee
c. Enter the dollar amount. schedule functionality, please
see the Insurance Estimates
topic in Chapter 4: Insurance
7. Check the desired Treatment Flags. Management.

d. Click the [ (Accept Change) button to accept the changes.

e Difficult Procedure will print an asterisk on the Day Sheet indicating a phone
call should be made at the end of the day.

e Condition will only post the procedure to the Chart module and no fee will be
charged.

¢ Remove Tooth will remove a selected tooth from the Chart module. This is
applicable for extractions and missing teeth.

e  Show in Chart will display the procedure under the category button in the
Chart module.
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The Auto Recall field informs
Easy Dental to automatically
update the patient’s recall date
by the interval assigned when
the procedure is completed.
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10.

11.

12.

13.

If desired, select the recall type that you want attached to the procedure under

Auto Recall.

Select the Procedure Time. This is the amount of time, based on the Schedule
module unit, needed to complete the procedure.

Select the Treatment Area:

*  Mouth is used for cleanings, x-rays, exams and any other procedure that does

not required a tooth, surface, etc.
¢  Tooth is used for crowns, sealants, root canals, extractions, etc.
e Surface is used for amalgams and resin fillings.

*  Quadrant and Sextant are used for perio procedures.

The Paint Type will determine how the procedure will be painted on a tooth when

it is posted in the Chart module.

Check Do Not Bill to Dental Insurance if you never want to bill this procedure to
insurance companies and do not want it to show on the Procedures Not Attached to

Insurance Report.

Click Edit Note. The screen in Figure 2-14 will appear.

Edit Procedure Code Motes

— Procedure Code Progressz Mote

E »amired intraoral zoft tizzue- WL, extraonal soft tizsue- WL, Patient iz
not currently taking any medications. Hard tizsue exam done and T plan
nioted on the tooth chart,

When thiz procedure iz set complete:
¥ Copy to Procedure Mote
" Copy to Clinical Hote
" Do Mot Copy

— Recommendation Mate

[T Frint Mot on W alkout R ecommendation Documents: ﬂ

Clear all (1]

Clear | Cancel |

Figure 2-14: The Edit Procedure Code Notes window.

Enter Procedure Code Notes for the procedure you are working on.

b. Mark the desired option as to where to copy the procedure note to when the

procedure is completed:

e Copy to Procedure Note will copy the note in the Note field of a

procedure. A chevron (>>) will be displayed in the Description column
of a procedure Chart or Accounts modules when a note is present.

Copy to Clinical Note will copy the note to the Clinical Notes for the day
that the procedure was completed. This will copy each time a procedure
is completed. Therefore, if you complete the same code several times
within the same day (i.e., full-mouth restoration, etc.), you will need to
delete the extra notes from the patient’s Clinical Notes.

Do Not Copy will not copy the note to any area within Easy Dental.



Enter Recommendation Notes as desired (care instructions).

d. Check Print Note on Walkout to print the recommendation notes on the
Walkout statement.

e. Click OK to save and exit.
14. Click Save and click Close when you are finished.

Explosion Code Setup

An explosion code allows you to post several procedures simultaneously by grouping
together procedure codes that are typically scheduled at the same time, such as a root canal
and crown, or prophy and exam, etc. To set up an explosion code, do the following:

1. Open the Reports module.
2. Click (Practice Setup) | Explosion Code Setup.

3. Click New to set up a new explosion code. The screen in Figure 2-15 will open.

Explosion Code Editor El
— Explozion Code:
Rl R ecall - Comprehe
Egpluaiunl :-::-:IHEE Abbrey. Desc.: IHEEump
Appointment Type: IGeneraI ;I

Tepe——————
Procedure Time:l 4 >3 Unit[z] ’75' Standard ¢ Bridge

Code Dezcription

Recall - Prophy, Adult

0oz10 Intraoral-complete zeries [bw)

0415 Callection of microarg culture

00425 Caries suzceptibility tests

Dn4e0 Pulp witality testz Edit

il b

Delete

*Procedure requires treatment information when uzed

[~ Djsable Explosion Code 0K I Cancel |

Figure 2-15: The Explosion Code Editor window.

4. Enter a Description for the explosion code. The description can be up to 31
characters in length.

5. Enter a unique five-digit Explosion code. Easy Dental automatically assigns the
first two digits as xx.

Enter an abbreviated description for the explosion code.
If the explosion code will post a bridge, mark Bridge; otherwise, mark Standard.

Set the Procedure Time required to complete this group of procedures.

© *® =N

Add procedure codes to the explosion code. You can add up to 8 procedure codes
including other explosion codes.

a. Click Add. Enter the ADA procedure code in the field provided.
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b. If the procedure code you selected requires the entry of additional information,
another field will appear allowing you to pre-define a surface, a quadrant, or
sextant.

c. Click OK.
10. Repeat steps 9 - 10 to add any additional codes.
11. Click OK.
12. Click Close to exit the Explosion Code Editor window.

Check Your Skills 2.3

1. When setting up procedure codes, which option will print an asterisk on the Day
Sheet indicating a phone call should be made to the patient at the end of the day?

2. True or False? When setting up procedure codes, if you check Do Not Bill to
Dental Insurance, this particular procedure will never be billed to any insurance
carrier.

3. After entering a fee for a procedure, which button must you click in order to save
that fee?
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Customizing Defaults

Practice Definitions

Practice definitions are set up in Easy Dental to organize patients, payments, adjustments,
and many other categories that your dental office may need to track on reports. The
Practice Definitions will need to be customized for your office before you start using Easy
Dental. To access the Practice Definitions window, follow the steps listed below.

1. Open the Reports module.
2. Click (Practice Setup) | Definitions. The screen in Figure 2-16 will open.

Practice Definitions

Definition Type

Appoinkment T

Definition Text

I General Add
1d | Descripkion I Change |
1 General
2 High Production Delete |
3 Medium Production ~
4 Low Production

Close

d

Figure 2-16: The Practice Definitions window.

3. You can then use the Definition Type field to change the types of definitions listed.

Customizing Practice Definitions

To customize your definitions, do the following:
1. Open the Reports module.
2. Click (Practice Setup) | Definitions (see Figure 2-16).

Click the down arrow next to the Definition Type field to select the type you want
to customize.

4. There are three changes that can be made:

*  To change a definition, highlight the type to be changed and replace the
existing description with a new description in the Definition Text field. Click
the Change button and then click Yes to the message that appears to save the
new description.

e To add a new definition, replace the existing description with a new
description in the Definition Text field and click Add. The new definition
will be added in the next available spot.

e To delete a definition, click Delete.
5. Click Close when finished.

Do NOT delete definitions. This
will leave Easy Dental in an
unstable state and can cause
areas of Easy Dental to not
work properly.

When editing definitions,
remember that any changes
will affect all previous entries
with that definition’s ID. For
example, if you change Credit
Card Payment to Master Card
Payment, all of the existing
credit card payments will

now be listed as, Master Card
Payment.

All definition types have a limit
as to how many of that type
can be entered into the system.
Here is a list of the most
common definition limits:

99 - billing types

64 - medical alerts

40 - payment/adjustment types
20 - appointment reasons

Call the Easy Dental
Support department for more
information on practice
definition limits.
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Practice Defaults

To set up your practice defaults, do the following:
1. Open the Reports module.
2. Click (Practice Setup) | Practice Defaults. The screen in Figure 2-17 will

open.
Practice Defaults £|
Default Provider Default Operatary
DD51- Stevens, David D
DDS2- Simpzon, Dale D OP-2- Operatory 2
OP-3- Operatory 3
Default Biling Type Default Billing Statement
01 - Standard Billing - finance charges PN Full Formn/Download -~
02 - Standard Billing - no finance charges i |Download/HSI! Enee. —
03 - Insurance Family - Dual Insurance HSIF-L3 / 8.5411
04 - Insurance Family - finance charges | |HSIF-3 /9.5:7 b
r— Default Insurance Claim Provider
— Eilling Provider
" Provider of Procedures % Patient's Provi
 Specific Provider. | ﬂ |

[ MName to use for Provider: ﬂ |

— Rendering Provider
% Provider of Procedures © Patient's Prov

" Specific Provider: I ﬂ |

— Pay-To Provider
" Provider of Procedures % Patient's Provi
" Specific Provider: I ﬂ |

[~ Mame to use for Provider: |

Freferences. . |

Figure 2-17: The Practice Defaults window.

Cancel |

3. Select the Default Provider to be automatically assigned to each new patient that
is entered.

4. Select the Default Operatory to be automatically assigned to each new
appointment scheduled using the Schedule Appointment icon in the Schedule
module.

5. Select the Default Billing Type to indicate the billing type to be automatically
assigned to each new head-of-house.

6. Select the Default Billing Statement to indicate which form will be used when
printing billing statements.

7. Select the Default Insurance Claim Providers:

e Billing Provider will show when the claim is printed and will be listed as the
billing dentist on the claim.

*  Rendering Provider is the provider who actually did the work or provided
the service for the patient. This is only used for e-claims, except when using
the new CDT-5 claim form.

e Pay-To Provider is the provider who is designated to receive payment for
the claim. This is only used for e-claims, except when using the new CDT-5
claim form.

8. Click OK to exit and save changes.
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Automatic Fee Schedule Changes

The Automatic Fee Schedule Changes utility allows you to change an entire fee schedule
rather than changing one fee at a time. To use the Automatic Fee Schedule Changes utility,
do the following:

1. Open the Reports module.

2. Click (Maintenance) | Fee Schedule. The screen in Figure 2-18 will open.

. S For more information on fee
Automatic Fee Schedule Changes £| schedule functionality, please
: see the Insurance Estimates
Select Fee Schedulez|1. FEE 1 b topic in Chapter 4: Insurance
— Select Procedure Code Management.
From[<alls »| Tafall >
— Select Operation
¥ Copy Fes Schedule To (2 FEE 2 ﬂ
" Clear Fee Scheduls
" Change Fee Schedule
Found To
" Increase by I o  Dollar
" Increase by I $ i [
("~ Decrease I:uyl = £ Penny
" Decrease I:uyl 4
Finimurm &mourt to lnorease; I k3
Copy I Cloze |
Figure 2-18: The Automatic Fee Schedule Changes window.

3. Select the fee schedule you wish to change by clicking the Search button next to
the Select Fee Schedule field.

4. Select the procedure code range you wish to change.

Mark the operation you want to use to change the fee schedule:

e Copy Fee Schedule To allows you to copy the selected fee schedule to the fee
schedule selected for this operation.

e Clear Fee Schedule allows you to make each amount in the selected fee
schedule $0.

¢ Change Fee Schedule allows you to increase or decrease the selected fee
schedule by a dollar amount or a percentage.

6. Click Copy/Clear/Change, depending on the operation selected in step 5. To save time when entering
Make changes to the individual fees by double-clicking the amount to change, procedure fees, you can press
entering the new amount and clicking the [[] (Accept Change) button to accept the Tabt key after e";ermf the
the new fee as part of the new fee schedule. amount for a procedure o

move on to the next procedure

8. Repeat step 7 for any other fees that need to be changed. in the list. Once you are

. . . . d tering th 1l

9. Click Accept to accept the fee schedule or click Reject to reject the changes you one eniering | e fees for a
procedures, click the Accept

made to fee schedule. Change button to accept the

10. Click Close to exit. fees.
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Survey Setup

The Survey allows you to create a custom set of questions that can be printed out for your
patients to answer. This is designed to replace the new patient forms, health histories, and
other forms used in your office. To set up the Patient Survey, do the following:

1. Open the Reports module.
2. Click (Practice Setup) | Survey Setup. The screen in Figure 2-19 will open.

Patient Questionnaire Setup

Statement/Question Default Response

Date of Luestionnaire

ey
Do you have any medical conditions that we should be aware of ? MO Edit |

If yes, please explain:

Have pou ever had any complications following dental treatment? WO
If yes, please explain:

Hawe you ever been admitted to the hogpital since your last visit? MO
I ez, please explain:

Are you currently under the care of a physician? [§]a]
Iowve Up

If yes, please explain: |

Mame of Physician and phone rumber: ave Diawn

Do you have any health problems that need further clarification? WO
If peg, please explain;

Tothe best. of my knowledge all of the preceding answers are true and corre. .
change in my health, | will inform the doctars at the nest appointment without ..

Signature;
Crabe:

ok
a | @y _Ceed |

Figure 2-19: The Patient Questionnaire Setup window.

3. Click New. The screen in Figure 2-20 will open.

Statement/Question for Questionnaine

Statement/Question

r— Statement/0uestion Type and Default W alue for Patient Responzes

* Display Text Only [mot a question for patient responze]

" Note/Explanation
= NumberAtmount
= Yes/No

= Date

i

Ok I Cancel

Figure 2-20: The Statement/Question for Questionnaire window.

4. Enter the Statement/Question.
5. Select the Statement/Question Type and Default Value for Patient Responses:
*  Display Text Only is used for statements.

* Note/Explanation is used with questions that require a note or explanation.
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Number/Amount is used with questions that require a number be used in the
answer.

Yes/No is used with questions that will be answered either, yes or no.

Date is used with questions that will be answered with a date.

6. Click OK to save changes.
Repeat steps 3 — 5 to add any other statements/questions to the survey.
Click OK.

Printing the Patient Survey

To print the Patient Survey, do the following:
1. In the Patients module, click the (Patient Survey) icon.
2. Click Print.

If the Patient Survey has not been filled out, a blank one will print, so that the
patient can fill it out.

If the Patient Survey has been filled out, it will print with the patient’s
answers.

Chart Number Setup

Easy Dental has a unique numbering system for all patients called, chart numbers. Similar
to a file number, this number will be attached to the patient’s file in Easy Dental and can be
used to search for patients. To set up chart numbers, follow these steps.

1. Open your Reports module.

2. Click (Practice Setup) | Auto Chart Number Setup. The screen shown in
Figure 2-21 will open.

Automatic Chart Humbering Set... |§|

Select Auto Chart Mumbering
™ Mumeric
" Alpha / Mumeric

Ok, I Cancel

Figure 2-21: The Automatic Chart Numbering
Setup window.

3. Mark the type of numbering. Your choices are, Numeric, Alpha/Numeric, and
None.

Numeric: This will give you a six-digit chart number assigned automatically
by Easy Dental.

Alpha/Numeric: This will assign the first two digits as the first two letters of
the patient’s last name and then assign four numbers.

None: If you do not want to assign a chart number, mark None.

4. When you have marked an option, click OK.
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Reports Fonts

Easy Dental has the ability to customize fonts by which reports print out. There are many
different fonts for a variety of reports. To customize your report fonts, follow these steps.
1. Open the Reports module.
If you would like to use a font . . - .
that your printer decides is 2. Click (Maintenance) | Report Fonts. The screen shown in Figure 2-22 will
best, check the Use Printer Font open.
option. This will help all of
your reports to print the same. Report Fonts Z|
Easy Dental does not — Eazp Dental Report Fonts 0K
recommend changing reports =
fonts because fonts a'ﬁ‘ect each el |
report. A change in the font
for one report may cause an — Current Selected Font
undesired change in another. -
I ame: I.l’-'mal
Size |1 7 Sample
Bold:  |VES AaBbCc XxYyZz
[talic: IN':'
[Dezc;  |Font uzed for heading hitle.
[~ Usze Printer Fart Default Font |
Figure 2-22: The Report Fonts window.
3. Select the report font you would like to change by clicking the drop-down in the
If you are having trouble with Easy Dental Report Fonts frame.
reports not fitting correctly on 4. To change the selected font, click the Change Font button and then highlight the
pages, try restoring report fonts desired font name, size, and properties for your selected font, and click OK.
to the Default Font. Do this by ) )
selecting the report font and 5. If the font you selected appears in the Current Selected Font section of the
clicking the Default Font button. Report Fonts window, click OK.
Preferences
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Preferences allows you to customize features important to your office’s needs, such as
report options, statement forms, etc. There are four tabs in Preferences: General Options,
Print Options, Statement Forms, and Paths. To customize the features in Preferences, do the

following:
1. Open the Reports module.
2. Click (Maintenance) | Preferences.
3. Click the General Options tab and choose from the following options (see Figure

2-23 on the next page).

e Mark the module that you would like Easy Dental to display when it is first
opened in the Initial Window to Launch field.

e Mark either Family or Current Patient under Default Assignment of
Payments/Adjustments to.

e Check to Suspend Patient Alerts on this workstation if desired.

e Check Start Time Clock on System Startup if you would like the Time
Clock icon to display in the System Tray each time the computer is turned on.



Preferences

General Options | Print Dptiansl Statement Fnrmsl Faths I

— Initial Window to Launch

" Patients " Schedule {* Repoits
" Accounts " Recal " Contacts
" T Plan " Dacuments

— Payment/adujztment Options
Default Aszzighment of Payments/adiustrments to:

@ Account € Cument Patient

—Additional Ophions

I5uspend Patient Alerts ™" Start Time Clock on System Startup

ak I Cancel

Figure 2-23: The General Options tab of the Preferences window.

4. Click the Print Options tab and choose from the following options (see Figure
2-24).

Preferences

General Dptions ~ Print Options |5tatement Fu:urrnsl Paths I

— Print Formatting

Left Dffset [0.000 Top Offset: [0.000
Staterment Count; |25

— Prinit Dizplay Options
¥ Use sD4 Codes in Descriptions [ international Tooth Mumbering

—Additional Print Options

¥ Provider 1D Columi for Statements [ Sort Claim by D

[~ Mo lnsurance Flag [7] on Statements W Sart Pretreatment by [0

[~ Werify Biling Statements to Send [ Print Provider Balances for &ging Fepart
[~ Usze Avery 5160 Mailing Labels I™ | Include Accounts with 0.00 Balance

v Mailing Labels - Skip patients wha have
requested no cormespondence

ok I Cancel

Figure 2-24: The Print Options tab of the Preferences window.

e Change the different Print Formatting options to adjust the alignment of pre-
printed insurance claims and statement forms as needed.

e Check Use ADA Codes in Descriptions to print the ADA code next to the
descriptions on the Walkout statement.

e Check International Tooth Numbering to switch the Chart module to
international number usage.

*  Check Provider ID Column for Statements to print the provider for
transactions on the billing statement.
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e Check Sort Claim by ID to print procedures on the insurance claims in the
order the procedures were attached to a claim.

¢ Check No Insurance Flag (*) on Statements to remove the asterisk that
indicates the procedure has been billed to insurance.

¢ Check Sort Pre-Treatments by ID to print procedures on pre-estimate claims
in the order the procedures were posted as treatment-planned items.

e Check Verify Billing Statements to Send to preview the billing statements
before printing or sending electronically.

e Check Print Provider Balances for Aging Report to print the provider
balances on the Aging Report. You may also check Include Accounts with
0.00 Balance if desired.

e Check Use the Avery 5160 Mailing Labels to print labels with three columns
and ten rows.

¢ Check Mailing Labels - Skip patients who have requested no
correspondence to skip patients with “No correspondence” checked in the
Patients module.

5. Click the Statement Forms tab and check each of the statement forms that the
practice will be using.

6. Click the Paths tab to set the Database Path, Letter Template Path, and EZPort
Path on this workstation (see Figure 2-25).

Preferences

Generaletinn&I PrintDptionsI Statement Forms  Paths |

r— Directary Paths

Databaze Path:
IE:\F'FIDGFIAM FILES\EZDEMTALATUTORZ2Y Browse

Letter Template Path:

Lk

IE:\F'FIDGH.-’-\M FILES\EZDEMTALWDOCY Browse
EZFart Path:
IE:'\F'FHDGFHAM FILES\EZDEMTALWDAT AN Browsze

0K I Cahcel

Figure 2-25: The Paths tab of the Preferences window.

7. Click OK to exit and save changes.

Check Your Skills 2.4

1. True or False? You should never delete a definition.
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Where would you assign a default provider to your practice?

True or False? Once a patient has filled out their patient survey and it has been
entered into the database, the Survey will print blank.

Which option should you mark if you do not want to use Easy Dental’s chart
numbering feature?

In Preferences, which option prints the provider’s ID on billing statements?

True or False? You can increase an entire fee schedule by five percent within the
Easy Dental system.

Which button in the Report Fonts window will allow you to restore a font to its
original setting?
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Because the NIS Enrollment
Department receives changes
and registration forms from
many Easy Dental offices, they
require a 24-hour grace period
before changes take affect on
the NIS servers.

Every primary provider in the
practice must be registered with
NIS to avoid rejections when
using eTrans.

Electronic Processing

Electronic Processing through Easy Dental

If you are going to be sending your claims electronically to insurance companies, or using
QuickBill to send your statements electronically to your patients, you will first need to do
the following:

1. Register with NIS to allow your claims and statements to get past NIS’ servers by
sending in a registration form and also a Practice Organization List.

e To obtain a copy of the eTrans and QuickBill registration forms, contact the
NIS Sales department at (800) 336-8749, option 233.

e The Practice Organization List can be generated from Reports module |
Reports | Reference | Practice Organization List.

2. You then must install the eTrans and QuickBill software. (See the eTrans and
QuickBill Installation Guides for help.)

3. Once the eTrans and QuickBill software is installed, they must be configured to
work with Easy Dental.

eTrans Setup

To configure eTrans, do the following:
1. Open the Reports module.
2. Click (Practice Setup) | Electronic Claims Setup. Figure 2-26 will open.

Ed

€ eTrans 4.3 Setup

— User

Idser I: I Change Password. ., | @

~ File Transfer

Connection Method Transfer Method

IInternet - | I HTTPZ vl
- s ul Try okher transfer methods if
Digl-up Settings. .. | the preferred method Fails
Test Connection |

— Insurance Payments

Payment Posking: Apply Payments to;

I.ﬁ.sk Befare Posting LI ICIaim Pay-To Provider ;I

ul Include Medical Payments

on Dental Claims [ Itemize by Procedure {when possible)

[T Update Payment Table

Show Advanced == I (0] 4 I Cancel Apply

Figure 2-26: The eTrans Setup window.
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10.
11.
12.

13.

Enter the User ID provided by NIS in the enrollment process.

Enter the password by clicking the Change Password button, entering the
password twice, and clicking OK.

Select the Connection Method for the connection that you are using. You have
two choices: Dial-up and Internet.

Select the Transfer Method to use. You have four choices: FTP, PFTP, HTTP,
and HTTPS. To help you choose the method that is right for your practice, use the
explanations of each below as a guide.

e FTP: File Transfer Protocol is a point to point transfer.

e PFTP: This is a firewall friendly version of FTP. Offices with a firewall
should be able to use this option without having to open additional ports.

e HTTP: Hyper Text Transfer Protocol is a method that uses the internet to
transfer your claims.

e HTTPS: This is an encrypted version of HTTP. Data is transmitted in an
encrypted format that is only readable by NIS and the insurance company.

Check Try other transfer methods if the preferred method fails if you want
Easy Dental to try another method in the event of a transmission failure.

Click the Test Connection button ensure that you are able to connect to the NIS
servers without problem.

Select the Payment Posting option you wish to use. You have three choices: Ask
Before Posting, Post Automatically, and Post Manually. To help you choose the
option that is right for your practice, use the explanations of each below as a guide.

*  Ask Before Posting: Easy Dental will always ask you whether you want have
any electronic insurance payments posted automatically or manually to the
patient’s Accounts module.

¢ Post Automatically: All electronic insurance payments will be posted
automatically to the patient’s Accounts module.

*  Post Manually: All electronic insurance payments will need to be entered
manually into the patient’s Accounts module.

Select the desired option in the Apply Payments to field.
Check Include Medical Payments on Dental Claims if desired.

Check Itemize by Procedure (when possible) to itemize the payment by
procedure and Update Payment Table to update the Payment Table when a
payment is itemized by procedure.

Click OK to save and exit.

QuickaBill Setup

To configure QuickBill, do the following:

1.
2.

Open the Reports module.
Click (Practice Setup) | Electronic Billing Setup. Figure 2-27, on the next
page, will open.

Select the Connection Method for the connection that you are using. You have
two choices: Dial-up and Internet.

Select the Transfer Method to use. You have four choices: FTP, PFTP, HTTP,
and HTTPS. To help you choose the method that is right for your practice, use the
explanations of each below as a guide.

e FTP: File Transfer Protocol is a point to point transfer.

In order to set up QuickBill,

you will need your QuickBill

ID provided by NIS through the
registration process. This ID is
unique to your office and allows
you to connect to the QuickBill
servers. If you do not remember
your ID, call NIS Support at
(800) 824-6375, option 231.
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10.
11.

12.
13.
14.

(2} QuickBill Setup

— File Transfer
Connection Method Transfer Method @
Try other transfer methods
D ¥ ol

Dijal-up Settings. .. if selected method Fails

Test Connection

[ Show Advanced == ] ESetup Users. ., J [ (o] ] [ Cancel

Figure 2-27: The QuickBill Setup window.

e PFTP: This is a firewall friendly version of FTP. Offices with a firewall
should be able to use this option without having to open additional ports.

e HTTP: Hyper Text Transfer Protocol is a method that uses the internet to
transfer your claims.

e HTTPS: This is an encrypted version of HTTP. Data is transmitted in an
encrypted format that is only readable by NIS and the insurance company.

Check Try other transfer methods if the preferred method fails if you want
Easy Dental to try another method in the event of a transmission failure.

Click the Test Connection button ensure that you are able to connect to the NIS
servers without problem.

Click Setup Users to set up the different users for QuickBill. A screen similar to
Figure 2-28 will open.

{3} QuickBill User Setup

QuickBill Uzer Adccounts:

D I arne Add
Edit

€I il I

Set az Default

Figure 2-28: The QuickBill User Setup window.

Click Add to add a new user. The window in Figure 2-29, on the next page, will
open.

Enter the QuickBill ID.
Enter the Name of the user.

Enter the user’s password in the New Password field and re-enter the password in
the Confirm New Password field.

Check Include Inserts if desired.
Check Request Address Service if desired.

Click Terms and Pricing to review the terms and pricing for using QuickBill.



15.
16.
17.
18.
19.

2 QuickBill User - New

CQuuickbill ID and Password

QuickBill I

Marme:

Mew Password:

|
|
Current Password: ‘
|
|

Confirm Mew Password:

Optians
Include Inserts
[ ]Request Address Service
Stakement Color: | w |

[ Ok ] [ Cancel ]

Figure 2-29: The QuickBill User - New window.

Select the desired Statement Color.

Click OK.

Repeat steps 8 - 16 for any other users.

Click Close to close the QuickBill User Setup window.
Click OK to save and exit.

Check Your Skills 2.5

1. What are the two connection methods when setting up eTrans?

2. If you want to make sure that your User ID, Password, and system is connecting to
the NIS servers without problem, which button should you click?

3. If you have problems while sending e-claims or e-billing statements, which

support department should you call?
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Apply Your Knowledge

Switch to the Tutor Database
Before performing any of the following activities, switch to the Tutor database to ensure
that your live data will not be compromised. To switch to the Tutor database, do the
following:
1. Open the Reports module and click (Maintenance) | Preferences | Paths.
2. Make a note of the current path in the Database Path field, so you can switch back
to your live data after you are done with the activities.
Click the Browse button next to the Database Path field.
Ity (}M are not sure where your 4. Browse to the location of your Tutor folder. In most cases, C:\Program Files\
utor folder is located, ask .
your trainer for help or call Ezdental\Tutor\ will be your path.
Easy Dental Support at (800) Click OK.
824-6375. .
6. Click OK to the message that appears and close Easy Dental.
Activities
1. Add the following provider and his information into the system:
e Name: Martin C. Edwards, DMD
« ID: DMDI1
e Title: DMD
e Address: Your Practice Address
e Phone: Your Practice Phone
*  Assigned Operatories: OP-3
e Fee Schedule: FEE 5
e Social Security Number: 999-99-9999
2. Inactivate DDS1 and use DMDI as the replacement provider.
3. Assign HYGI as the HIPAA Officer for the practice.
4. Add an additional operatory with OP-4 as the ID.
5. Change the Paint Type for D2750 (Crown-porc fuse high noble mtl) to Crown
- Solid.
6. Add a procedure note to D2750 and make sure that it will be added to the Clinical
Notes each time it is posted.
7. Create an explosion code for an all porcelain bridge.
8. Add Pre-medicate to your list of medical alerts.
9. Change the medical alert for Growths to Allergy - Latex.
10. Decrease FEE 5 by 10% for all codes.
11. Set up Easy Dental to use Avery 5160 labels whenever you print labels from any
module.
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Patients Module

, account balance/aging, personal
easily accessible through this one module.

Objectives

Once you have completed this chapter, you should be able to:
e Enter New Patients/Families
e Enter Important Patient Information
e Archive Patients
e Editing Family Relationships
e Create Patient Alerts
e Add Patient Pictures

Chapter

3
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Topic 1 Patients Module Basics

Terminology

Head-of-House: The person in the family that is responsible for the account.
Correspondence for the family is sent to this person.

Insurance Subscriber: The person in the family that subscribes to an insurance policy. The
insurance subscriber does not have to be the head-of-house or guarantor.

Guarantor: The person in a family who is financially responsible for the account. The
guarantor is the same person as the head-of-house.

Subscriber ID: This is a number assigned to each insured person for identification
purposes. A person’s subscriber ID MAY be the same as their Social Security number.
Social Security numbers are unique records; there can only be one patient with a particular
Social Security number in the Easy Dental database, whereas a subscriber ID can be
attached to as many patients in the database as necessary.

Status: This indicates whether this person is a patient, inactive or a non-patient. Inactive
indicates those patients that have not been seen in at least 18 months. Non-patients are
those who are not patients of record, but are added to Easy Dental for insurance and/or
billing purposes.

Release of Information: This indicates that the patient has signed a consent form, allowing
their records to be released to the insurance company.

Initial Balance: This is a family’s existing balance transferred from an old system and
entered into the Easy Dental system as part of the initial setup.

Assignment of Benefits: This indicates that the patient wishes the benefits to be assigned to
the dental office. Thus, when an insurance claim is sent to the insurance company, they will
send the payment to the dental office and not the patient.

Fee Schedule: This allows you to enter the dollar amount that the patient or members of an
insurance plan will be charged for certain procedures. A fee schedule can also be used to
show how much an insurance company is going to pay for a procedure. This amount will
usually not be charged on the Accounts module; instead, it will be copied to the Payment
Table and used to help insurance estimates calculate more accurately.

Billing Type: This is a numerical type assigned to each family to help categorize patients
for billing and reporting purposes within Easy Dental.

Recall: This is Easy Dental’s recall system. It is a sophisticated system for tracking
patients who need to be seen on a continuing basis.
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Navigating the Patients Module

Understanding the basic navigation of the Patients module is crucial to the successful
operation of the entire Easy Dental program. Figure 3-1 illustrates the different functions of
the Patients module.

Double-click a family member’s name to
quickly switch to their file without using the Double-click here to add/edit Double-click here to edit the
Select Patient icon each time. this patient’s medical alerts. patient’s information.

© Easy Dental

Double-click here to set/
) V/ edit this patient’s recall.

Double-click here to
assign an employer to
this patient.

Double-click here to
|- assign a referral source to
this patient.

GRMNeEYMCi o e

Double-click here to assign an Double-click here to enter/
insurance plan to this patient. edit a note for the patient.

Figure 3-1: The Patients module.
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Topic 2 New Patients/Families

@

The More Info button is used
to see additional information
about a patient or family
member. Information that can
be seen includes, age, address,
home phone number, work
phone number, Social Security
number, chart number, recall
dates, and next appointment
information.

If patients in your office do not
want to be contacted, you can
check one or all of the Privacy
Requests. The corresponding
information will then be blocked
from use and from being seen
in all modules, except the
Patients module (see Figure 3-3
on the next page). You will be
prompted to create a patient
alert.

S

If you have a “new patient”
appointment created for a new
patient in the Schedule module,
see the Creating a Patients
module from a New Patient
Appointment topic in Chapter 9:
Schedule module (page 139).

For more information on fee
schedule functionality, please
see the Insurance Estimates
topic in Chapter 4: Insurance
Management.

For more information on adding
an initial balance or modifying
a family’s billing type, see the
Balance/Billing Types topic in
Chapter 7: Accounts Module.

Selecting an Existing Patient

To select an existing patient in the database, do the following:

I.
2.

SARER AN

Open the Patients module.

Click the (Select Patient/New Family) icon. A screen similar to Figure 3-2
will open.

Select Patient

alefclole|Fla|n]i|s]k|Lm] [ &
& |Last Mame
MiO|F RISITIU|Y W =Y Z & T i
of1{213)4|516]7]8]3]|.]Clear  Preferred Name
r ] ) " Home Phone #
Include Archived Patients ¢ Chat
Enter Last Mame [Last, First MI]: 558
[=
|Name |Birthda}l |F'ru:uviu:|er |Status
“Brolin, M arcia 051641978 DDS2 j
*Crawford, Brandon T 05/19/1963  DDS1
Crawford, Shemy M 03/07/41966  DDS1
*Dranielz, Harrizon 10/06/1954  DDST  [Mon-Pat) J
Daniels, Kelly 12/01/1980  DDS1
D aniels, Kimnberly 11171957 DDS1
Daniels, Lea 05/12987  DDST  [Inactive) d

Becent Patient Selections:

Hew Farmily More Infa... 0k Cancel

Figure 3-2: The Select Patient window.

Select the desired method to search By.

Enter the first few letters/numbers of the selected search in the field provided.
Highlight the desired patient from the list.

Click OK.

Adding a New Patient/Family

To add a new patient/family into Easy Dental, do the following:

1.
2.
3.
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Open the Patients module.
Click the (Select Patient/New Family) icon.

In the bottom, left side of the Select Patient window (shown in Figure 3-2), click
the New Family button. A screen similar to Figure 3-3, on the next page, will
open.

Enter the last name of the patient who will be the head-of-house for the family.

Press the Tab key to advance to the next field and enter the head-of-house’s first
name.

Using the Tab key, advance to each field and enter the appropriate information.



Head-of-House Information

—Mame
First Iﬂ Last
- Address
Strest
| [
City 5T Zip
| I 2
E-Mail|
— Phone
Home: W ork Ext.  Best Time
F il Fager Other
— Privacy Bequests
[ Mo phone calls [ Disclosure restriction:
[ Mo comespondence

%]

— Perzonal

IMaIe ;I ISingIe ;I

Birthdate Age S5H Other ID
Driver's Licenze ﬂl
Title Salutation

[ Frint Title on Stmts Preferred Name

r Biling and Treatment

Chart Consent Statuz
|<ALITD> ﬂ |DZ£25£2DDE IPatient ;I
Prowl Prow? Fee Schedule

mN @ ¢NONE3 >
[ Scheduing Last Mizzed #
First Yizit Lazt Yisit Sppt Mizzed

02/25/2005 [ [o

)8 I Cancel |

Figure 3-3: The Head-of-House Information window.

7. Click OK to save and exit.

Adding a Patient to an Existing Family

To add a patient to an existing family, do the following:

1. Select the head-of-house for the patient you are going to add.
From the toolbar, click the @ (Add New Family Member) icon.

2
3. Enter the patient’s information in the New Patient Information window.
4

Click OK to exit.

Check Your Skills 3.2

1. If a patient does not want to be contacted by the office, which option, when
adding a new patient or editing an existing one, will allow you to block certain
information from being seen in all modules, except the Patients module?

2. True or False? When entering a patient’s Social Security number, you must enter
the number with the dashes in order for Easy Dental to recognize it.

@

Easy Dental will automatically
capitalize the first letters of the
first name, last name, address,
middle initial, city, and state.

Social Security numbers can
be entered without the dashes;
Easy Dental will automatically
insert them for you.

Dates entered in a two-digit
format will automatically be
formatted to the correct format
(i.e., Easy Dental will change
010903 to 01/09/2003).

Easy Dental keeps track of
cities and states assigned to zip
codes. When you are entering

a zip code not yet entered in the
system, Easy Dental will prompt
you to enter the information for
that zip code.

Easy Dental will automatically
insert today’s date as the First
Visit Date and Consent Date. If
you wish to change these dates,
place your cursor in the correct
field, delete the existing date
and then enter the desired date.
It is recommended to enter these
dates accurately for reporting
purposes.

Patients ¢ 45



Topic 3 B Medical Alerts

Adding Medical Alerts to a Patient

To assign medical alerts to a patient, do the following:
1. Select the desired patient.
2. Double-click the Medical Alerts field.
When in the Patients module,

the Select Medical Alerts screen 3. Click the Edit button and a screen similar to Figure 3-4 will open.

always sorts alphabetically.
So, if you want an alert to
show at the top of a list (i.e.,
Pre-m.edz‘cate), you can add r e p—
an asterisk in front of the alert Pre-Med - Clind
as you add or change them in “Pre-Med - Other
Definitions. Allergies
’ Allergy - Azpirin
Allergy - Codeine
Allergy - Erythio
Allergy - Hay Fever
Allergy - Lates
Allergy - Other
Allergy - Penicillin
Allergy - Sulfa
Anemia
Arthritiz
Artificial Joints
Agthma
Blood Dizeasze
Cancer
Diabeties
Dizziness
Epilepsy
Excessive Bleeding b

LClear | (] I Cancell

Figure 3-4: The Select Medical
Alerts window.

You can have up to 64 medical o ) ) ) )
alerts. 4. Highlight the desired alerts and click OK and then click Close to save and exit.

Select Medical Alerts |X|

|

Adding New Medical Alerts to the List

To add a medical alert to your medical alerts list, do the following:
1. Open the Reports module.

2. Click (Practice Setup) | Definitions. A screen similar to Figure 3-5, on the

Do NOT delete definitions. This .
next page, will open.

will leave Easy Dental in an

unstable state and can cause 3. In the Definition Type field, select Medical Alerts.
Easy D /
areas of asywore: ;am;f;l(; t 4. In the Definition Text field, enter the medical alert you wish to add.
5. Click Add.
6. Repeat steps 4 - 5 to add any other medical alerts that you need to add to Easy
Dental.

7. Click Close to exit.
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Practice Definitions : @

Definition Type

Before changing an alert type
make sure that it has not been
assigned to any patients. If you
change an alert in the system,
it will change the alert for
everyone that has that specific

Definition Text

I *Pre-Med - Amox

Id | Description I
*Pre-Med - Amox

Change

i

:Pre-Meg - CIiEd Delete alert.

Pre-Med - Other

Allergies Because you should not delete
Allergy - Aspirin an existing alert, highlight the

Allergy - Codeine
Allergy - Ervehro
allergy - Hay Fever
allergy - Latex

Allmwm Okl —

alert that you no longer wish to
use. Then, in the Definition Text
field, erase the old alert and
replace it with one you wish to
add. Then, click Change.

[l N = (R B S S

Close

ul

£

Figure 3-5: The Practice Definitions window.

Check Your Skills 3.3

1. Rather than deleting an existing alert that you no longer wish to use, you should do
what?

2. True or False? If you change the medical alert for Growths to Allergy - Latex,
every patient attached to the Growths medical alert will now be attached to the
Allergy - Latex medical alert.

3. In Figure 3-4 on page 46, why are the PRE-MED alerts showing at the top of the
list? Is the list supposed to sort alphabetically?
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Topic 4 D Employers

Attaching an Employer to a Patient

To assign an employer to a patient, do the following:
1. From the Patients module, double-click the Employers field. A screen similar to
Figure 3-6 will open.

Employers can also be entered
into Easy Dental from the

Employer Maintenance window Employer Information |£|
of the Reports module. In ]
the Reports module, click e Hame.“ ﬂ
Maintenance | Employer Strest
Maintenance. gddrexs:l
City 5T Zip

| [ ]
Emplayer Ehu:une:l

Ok, I Cancel |

Figure 3-6: The Employer Information window.

2. In the Employer Name field, enter the first few letters of the patient’s employer.

Click the Search button to determine if the employer is already in the system.
(This will help avoid duplicates.)

e If you see the employer listed, do the following:
a. Highlight the employer and click OK.

e If you do not see the employer listed, do the following:
a. Click Cancel.
b. Enter the Employer Name.
c. Enter the employer’s Address.
d. Enter the Employer Phone number.

4. Click OK to save and exit.
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Referrals

Adding Referrals (Referred By)

The Patient Referrals window allows you to see who a patient was referred by and referred
to at the same time. By being able to see both referral types at the same time, you can
easily view the patient’s referral status. To add a referred by source to a patient, do the
following:

1. Select a patient in the Patients module.

2. Double-click the Referred By field. A screen similar to Figure 3-7 will open.

Select Referral Type |E|

@+ Fatient
= Doctor/Other
Ok | Cancel |

Figure 3-7: The Select Referral Type
window.

3. Mark whether the referral will be by a Patient or a Doctor/Other source and click
OK.

* If you mark Patient, search for the patient in the Select Patient window. (The
patient must be entered in the database to show in this list.) Once you have
selected the correct patient, click OK.

*  If you mark Doctor/Other, highlight the name of the referring doctor or
advertisement and click OK. If the referral source is not listed, do the
following:

Click New to add a new source.

b. In the Referred By Information window, enter the information for the
referral source in the fields provided.

c. Click OK to save and exit.
d. Highlight the newly added referral source and Click OK.

4. Click Close to return to the Patients module.

Adding Referrals (Referred To)

To add a referred to source to a patient, do the following:
1. Select a patient in the Patients module.

2. Double-click the Referred To field. A screen similar to Figure 3-8, on the page,
will open.

3. Highlight the name of the doctor that you are referring your patient to and click
OK. If the referral source is not listed, do the following:

a. Click New to add a new source.

b. In the Referred To Information window, enter the information for the referral
source in the fields provided.

Topic 5
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X

Select Referred To

Enter Mame:

! b2
RN Specialy
Clark, Robert 5 E ndodontizt

New | Edt | [ ok | cancel |

Figure 3-8: The Select Referred To window.

c. Click OK to save and exit.
d. Highlight the newly added referral source and click OK.

4. Click Close to return to the Patients module.

Check Your Skills 3.5

1. What are the two options when adding a referred by source?

2. True or False? You can select a patient that is not in the database to be a referred
by source.
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Archiving Patients

Archiving a Patient

Archiving patients will simplify your patient database and make patient selection faster and
easier. To archive a patient, do the following:

1. From the Patients module, select the patient you wish to archive.

2.  Double-click the Patient Information field.

3. Select Archived from the drop-down menu of the Status field (see Figure 3-9).

Patient Information

— Marme
First bl Last

IBrandon IT_ ICrawford

—Address
Street
[F0E. 700N ]
|P.0. Box 110
City 5T ip
| Dallas |T% [5225 ]

E-bail |'| BranCra@easydental.com

X]

— Perzonal

IMaIe
Birthdate

j IMarried j

Other 1D

Age So#
|05/19/1963 | 41 [634-53-4933 |CRawWM

Driver's License # I'I 1697334
Title

Salutation

|Ml. IDeal tr. and tre. Crawbord

[¥ Frint Title on Stmts

Frefered Mame

~ Phone
Home ok Ext.  Best Time
| 3635969 | 3636600
Fibix Pager Other
|3636669 {33212 | 3635900

— Biling and Treatment

r Privacy Requests
[™ Mo phore call:

[~ Mo corespondence

[ Disclosure restictions

Chart Canzent Status
ICHDEID2 ﬂ IEI?;"DE;’2DEI2 I - l
Prawl Frowz Fee Eatie;t et
Posi [ > 4 Facne
Archived
Rl Last Mizzed #
First *izit Lazt ¥izit Appt Mizzed

|oz/nes200z  [07A07s2002 |

o

Ok I Cancel |

Figure 3-9: The Patient Information window.

4. Click OK to any messages that appear.

5. Click Yes to confirm the actual archiving of the patient.

Re-activating an Archived Patient

To re-activated a patient, do the following:

1. Click the (Select Patient/New Family) icon in the Patients module.

Check the option to Include Archived Patients (see Figure 3-10 on the next page).

Select the patient that is to be re-activated.

2
3
4. Double-click the Patient Information field.
5

Click OK to the message that appears and the status will change from Archived to

Patient.

Click OK to save and exit.

At this point, you will need to re-enter any information stored in the Contacts
module and/or Patient Notes field into their corresponding areas of Easy Dental.

Topic 6

Before you can archive a
patient, they must have a zero
patient balance. If you wish to
archive a head-of-household, all
other family members must be
archived first and there can be
no outstanding charges on the
account.

When a patient is archived
some of their information is
either deleted and stored in the
Contacts module and/or the
Patient Notes field. This allows
you to re-activate a patient in
the future. While the patient

is archived, their information
cannot be edited.

Upon archiving a patient, all
appointments for the patient
will be deleted and an entry
will be added to their Contacts
module.

All recall, employer, insurance,
and referral information

is cleared from their
corresponding fields and copied
to the Patient Notes field when
archiving a patient.

Upon archiving a patient,
Addpress, procedures, insurance
claims, payments, adjustments,
medical alerts, prescriptions,
Survey information, and
Contacts module entries all
remain intact.

Archived patients will appear
in the Patients module’s Select
Patient window only and only
if the option Include Archived
Patients is checked.
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Select Patient

A|BICIDIE|FIGIH| I [J]K]L|HM e
& Last Mame
Hi{O|PIQ|R|S|T|U|Y W =2 " First Mame
of1f2]24]5|6]7]|8|39].]|Clex " Preferred Name
; . " Home Phone #
V¥ Include Archived Patients  Chart #
Enter Last Mame [Last, First kI): " 554
|Crawford,Branan T
|Name |Birthu:|ay |F'ru:u\-'ider |Status
*Bralin, Marcia 05161578 DDS2 j
*Crawford, Brandon T 05/19/1563  DDS1
Crawford, Shermy M [9/07 /1566
*Daniels, Harrizon 10/0641554  DDS1 [Mon-Pat) J
Daniels, Kelly 12/01/1820  DDsA
Daniels, Kimnberly 11715857 DDsS1
Daniels, Len 05/12/1587  DDS1  ([Inactive) d
Becent Patient Selections:
*Crawfard, Brandon T 05/19/1963  DDS1T
*Blazer, Jenniter E 04191572 DDsA

MHew Family Fare Infa... | ak. I Cancel

Figure 3-10: The Select Patient window.

Check Your Skills 3.6

1. True or False? You can archive a head-of-household at any time, meaning there
are no restrictions that may apply.

2. If you want to view archived patients, from which module can you do this? Which
option must be selected in order to see those patients?
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Family Editing

Changing the Head-of-house

To change the head-of-house, do the following:
1. Close Easy Dental all computers.
2. Open the Patients module and select the desired family.
3. Click [£] (Edit) | Family Relations. A screen similar to Figure 3-11 will appear.

Edit Family

Family 1
+HofH Yaldez, Andrew
+ne  Waldez, Carlos
+ne  Waldez. Joan
+ne  Waldez, Marna

X

ok | SetHofH 1 |

Cancel | Family 2 >3 |

Figure 3-11: The Edit Family window.

4. Highlight the patient that is the new head-of-house.
5. Click Set HofH 1.
6. Click OK.

Separating a Family

If a divorce occurs or a child moves out on their own, it is necessary to reflect the change in
family structure within Easy Dental. To separate a family, do the following:

1. Close all Easy Dental modules on all computers.

2. Open the Patients module and select the desired family.
3. Click @ (Edit) | Family Relations (see Figure 3-11).
4

Click Family 2. The Select Guarantor window, similar to the Select Patient
window, will appear.

5. Click New Family at the bottom. A screen similar to Figure 3-12 will appear.

Edit Family

Family 1 Family 2

+HofH Yaldez, Andrew
+ne  VYaldez. Carloz
+lnz  Waldez, Joan

Hnz  Waldez, Maria _zl

ok | SetHoH 1 |

Cancel | Family £ >3 I

Figure 3-12: The Edit Family window.

Set HofH 2 |

Topic 7
2

The insurance subscriber and
the head-of-house do not have
to be the same person. The
head-of-house should be the
family member responsible for
paying the bill.

You cannot move the head-of-
house to another account unless
you move the entire family (i.e.,
two families are being combined
due to a marriage). You must
first switch the head-of-house to
another person.

If you receive any warning/error
messages while performing

the family edit, please refer to
Common Messages During a
Family Edit on page 54.
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Once a family has been
separated or combined, you
may need to add or remove
insurance from some of the
family members. Check the
balances of both accounts and
make the necessary adjustments,
change the status of the affected
patients (i.e., from married

to single or vice versa, etc.),
and change addresses/phone
numbers if needed.

6. On the Family 1 side, highlight the family member to separate from the current
family.

7. Click the right arrow button. The patient is now on the Family 2 side.
8. Click OK.

Combining a Family

If two patients in the practice get married, it is necessary to reflect the change in family
structure within Easy Dental by combining their accounts. To combine two families, do the
following:

1. Close Easy Dental on all computers.

2. Open the Patients module and select the desired family.

3. Click [2] (Edit) | Family Relations (see Figure 3-11 on the previous page).
4

Click Family 2. The Select Guarantor window, similar to the Select Patient
window, will appear.

91

Select the family to combined (see Figure 3-12 on the previous page).

6. Highlight each family member on the Family 1 side and click the right arrow
button until all patients are on the Family 2 side.

7. Click OK.

Common Messages During a Family Edit

There are several different messages that may appear while performing a family edit. These
messages should help you understand why you are unable to continue with the family edit
or what will happen when you complete the process.

The message in Figure 3-13 will appear when you try to perform a family edit without
closing all Easy Dental modules on all computers. In order to continue with the family edit
process, you must close all modules on all computers.

Easy Dental Patients Module

-
W1 ) An Easy Dental module is still active. All ather Easy Dental modules must be CLOSED before a Family can be edited.

Figure 3-13: This message appears when you try to perform a family edit without closing Easy Dental on all
computers.

You will receive the message in Figure 3-14 (on the next page) when the patient or the
family has current transactions in their Chart module and Accounts module. This message
informs you that, depending how you are allocating your patient payments, the balances
of the accounts may be affected. If the balances are affected, you will need to post
adjustments on the accounts to transfer the balance from one to the other. This message
does not stop you from continuing with the family edit process.
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Easy Dental Systems Xl

This Family has current transactions, IF any Family members are moved ko
another Family, the account balance For both Families may be affected.

Conkinue?

Cancel |

Figure 3-14: This message appears when one or more of the family members involved
in the family edit process has a current transaction in the Chart or Accounts modules.

In order for a patient to be covered by an insurance plan in Easy Dental, that patient must be
on the same account as the insurance subscriber. Easy Dental will not allow you to attach
insurance from one account to another. For this reason, patients with pending claims cannot
be moved to a new family nor cannot have another patient combined with their family. If
you try to perform the family edit with a pending claim in the mix, you will receive the
message in Figure 3-15. In order to continue with the family edit process, you must either
wait until the payments for those claims are received and entered, post a $0 payment to the
claim and then delete it once the patient has been moved, or delete the pending claims and
then re-create them after the family edit has been completed.

Easy Dental Patients Xl

This Family cannot be edited because there are outstanding
insurance claims or pretreatment estimates For Family members.,

Al outstanding claims and pretreatment estimates must be
received or deleted before editing this Family.

Figure 3-15: This message appears if there is a pending claim attached to any
of the family members involved in the family edit process.

The message in Figure 3-16 will appear if the patient you are trying to move is the
insurance subscriber. Easy Dental will allow you to move the patient to the other account;
however, the insurance coverage for all dependents will be cleared. This message does not
stop you from continuing with the family edit process.

Easy Dental Systems §|
This Family membert is an insured subscriber For other Family members,

The insurance setup For other Family members will be cleared if they
are not moved ko the same Family.

Continue?

Cancel |

Figure 3-16: This message appears if the patient you are moving is the
insurance subscriber for other family members on the account.

The message in Figure 3-17 (on the next page) will appear if the patient you are trying to
move is covered by the subscriber’s insurance plan. Easy Dental will allow you to move the
patient to the other account; however, the insurance coverage for this patient will be cleared
unless the subscriber is moved to the other account as well. This message does not stop you
from continuing with the family edit process.
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Easy Dental Systems Xl

This Family member has insurance setup with another Family
member as the insured subscriber.

The insurance setup For this Family member will be cleared
if the insured subscriber is nok moved ko the same Family.

Conkinue?

Cancel |

Figure 3-17: This message appears if the patient you are
moving is attached to an insurance plan and is not the
subscriber.

You will receive the message in Figure 3-18 if the patient you are trying to move is the
head-of-house and there are no other members in the family. This messages informs you
that the account will no longer exist after the family edit is completed. This message does
not stop you from continuing with the family editing process.

Easy Dental Systems X|

If this head-of-house is moved ko Family 2, wou will be combining
the two Families inko ane account and wau will ok be able ta
maowe any Family members back to Family 1 For Ehis Family Edit.,

Cantinuey
Cancel |

Figure 3-18: This message appears if the patient is the only patient on
the account.

Although you are able to move the head-of-house to another account when there are no
other family members in the family, you will not be able to move the head-of-house to
another account if there are other members in the family. If you try to move the head-of-
house to another family when there are other family members on the account, the message
in Figure 3-19 will appear. In order to continue with the family edit process, you will need
to change the head-of-house to a different family member.

Easy Dental Systems

A "HofH" may not be moved ko a new Family,
"Set HofH" to be another Family member, and

then this Family member may be moved,

Figure 3-19: This message appears if the patient is
the head-of-house for an account with multiple family
members.

Check Your Skills 3.7

1. True or False? You must close Easy Dental on all computers in order to separate a
family.
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Name two of the four things you may have to check after a family edit has been
performed.

Name one of the three things that will stop you from performing a family edit.

True or False? If you run into the pending claim issue when performing a family
edit, you can post a $0 payment to the claim, as a workaround, move the patient,
and then delete the $0 payment.
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Topic 8 D Alerts and Notes

Adding Patient Alerts

Patient alerts can be attached to patients to flag accounts for certain conditions. Alerts pop
up whenever certain information for that patient is accessed. Each patient can have up to
ten alerts. To create a patient alert, do the following:
Patient alerts can be edited or 1. From the Patients, Accounts, or Schedule module, select a patient.
deleted at any time from any . . . _ .
the Patients, Accounts, and 2. From tl.le toolba'lr, click Fhe (Patient Alerts) icon. A screen snnl.lar to Figure
Schedule modules. 3-20 will open if a previous alert has already been added to this patient.

If a previous patient alert
does not exist for the patient,
the Create Patient Alert
window (see Figure 3-21) will
automatically open, allowing
you to bypass step 3.

Patient Alert - (Crawford, Brandon T))

Start Date End Date Description

[Ahwansz) [Always) Balance Overdue

Figure 3-20: The Patient Alert window.

3. Click New to create a new patient alert. A screen similar to Figure 3-21 will open.

Create Patient Alert - (Crawford, Brandon T)

Select Date Patient Alert should display for the
) patient in the following areas:
Shart |h 1/06/2006  Epg: |1 1/06/2007 - Al
[ Always Accounts Module ~
Chart =1
e Contacts =
Description Create |neurance Claim L1
I Create Mew Appointment
Documents Module
Eazweh
Moate Edit E ®isting Appointment )
— Optionz
[ Show Symbal on
Appointment
[~ Display &ged Balance
with Mate
(] 4 I Cancel

Figure 3-21: The Create Patient Alert window.

4. Enter a date range for when you would like to have the patient alert pop up or
check Always to permanently display this alert.

Enter the Description for the patient alert (i.e., Collections, Pre-Medicate, etc.).

6. Enter a detailed description of the alert in the Note field.
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7. Highlight the areas of Easy Dental where you would like this patient alert to pop
up when accessed or check All to have the alert pop up when accessing any and all
areas of Easy Dental.

8. Check any additional Options for this alert if desired. You will have two choices,
Show Symbol on Appointment and Display Aged Balance with Note.

9. Click OK to save.
10. Click Close to exit. The Patient Alert icon will change from red to blue.

Suspending Patient Alerts

You have the option to suspend all patient alerts on a specific workstation in Preferences.
When the option is checked, all patient alerts will be ignored and not pop up on this
workstation. To suspend all patient alerts on a workstation, do the following:

1. From the Reports module, click (Maintenance) | Preferences | General
Options. A screen similar to Figure 3-22 will open.

Preferences

General Options | Print Dptiu:ml Statement Fu:urrnsl Pathsz I

— Initial “Window to Launch

" Patients " Schedule % Reports
™ focounts " Recal " Contacts

" T Plan " Documents

— Papmentdadujztrment O ptions
Default Azzignment of Payments/Adiustments to:

@ Account  © Cument Patient

—Additional D ptiahs

v SprendF'atlent.-’-'l.lertﬁ ™ Start Time Clock on Spstem Startup

0k I Cancel

Figure 3-22: The Preferences window.

2. Check Suspend Patient Alerts.
3. Click OK to save and exit.

Adding a Patient Note

To add a note to a patient’s file, do the following:
1. Open the Patients module and select your patient.

2. Double-click the Patient Notes field. A screen similar to Figure 3-23, on the next
page, will open.

Click Insert Dateline to insert today’s date and enter your note.
4. Click OK to save and exit.

@

If Show Symbol on Appointment
is checked, a yellow flag

will show on the patient’s
appointment in the Schedule
module.

If Display Aged Balance with
Note is checked, the family’s
aged balance will show at the
bottom of the alert when it pops

up.

When an alert pops up for

a patient, you can check the
option, Do Not Show this Alert
Again Today. This option will
affect all computers in your
office for that day.

S

If you have passwords set up,
you will need to make sure that
each provider/staff member has
rights to view the Patient Note.

Easy Dental has a built-in
safety feature to prevent patients
from accidentally seeing their
patient notes. When you open
the Patients module for a
patient, the Patient Note field is
automatically hidden. To reveal
any notes you have previously
written, you can either double-
click the Patient Notes field or
click the Open button. When
you are finished viewing the
note, click the Close button and
the note will be hidden again.
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1.

K

Patient Note

Inzert D ateline |

LClear | ]9 I Cancel

Figure 3-23: The Patient Note window.

Check Your Skills 3.8

Each patient can have how many patient alerts?

True or False? A patient alert can be edited/deleted at any time.

Which option will show the family’s balance each time the alert appears?

True or False? Checking the “Do Not Show this Alert Again Today” option when
an alert appears will only affect the computer it was check on.

A patient note was added to a patient’s Patients module. However, whenever you
open the Patients module, the note never shows. What must you do in order to see
the patient’s note?
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Patient Pictures

Adding a Patient Picture (Digital Camera)

Easy Dental has the ability to house pictures in the patient’s file, which can be very useful
when trying to recall a patient or a face. To add a patient picture to a patient’s file using a
digital camera, do the following:

1. From the Patients, Chart, or Schedule module, select a patient.

2. Click the (Patient Picture) icon. A screen similar to Figure 3-24 will open.

® Patient Picture - (Crawford,... |:||E||X|

il o) sm]

Photo
Mot
Available

Figure 3-24: The Patient Picture window.

3. Click the (Select Source) icon and highlight the camera that you want to use
in the listed sources.

4. Click the @ (Acquire New Image) icon and follow the directions included with
your camera for taking pictures.

Adding a Patient Picture (From a File)

To add a patient picture to a patient’s file by accessing an existing image on your hard drive,

do the following:
1. From the Patients, Chart, or Schedule module, select a patient.
Click the (Patient Picture) icon (see Figure 3-24).
Click the (Select Existing Image) icon.
Locate and select the desired image.
Click OK.

If you would like to move the image from its current location to the Patpics folder
in the Data folder on the server, click Move.

nok »

@ Topic 9

Your camera must be TWAIN-
compliant in order to show as a
listed source.
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e If you would like to leave the image in its current location and create a copy to the
Patpics folder, click Copy.

Viewing a Patient Picture

To view a patient picture once it has been attached to a patient, do the following:
1. From the Patients module, Chart module, or Schedule module, select a patient.

2. Click the (Patient Picture) icon and the patient’s picture will be displayed as
shown in Figure 3-30.

@ Patient Picture - (Crawford,... |._||E||E|

Figure 3-24: The Patient Picture window.

Check Your Skills 3.9

1. If you want to use a digital camera to take patient pictures, what requirement must
the camera meet in order to work with Easy Dental?

2. When adding a patient picture to someone’s file using an existing file saved on
the hard drive, which option will move the picture from its current location to the
Patpics folder in the Data folder on the server?

3. True or False? To view a patient picture, you can click the Patient Picture icon on
any module’s, except the Reports module, toolbar.
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Apply Your Knowledge

Switch to the Tutor Database

Before performing any of the following activities, switch to the Tutor database to ensure
that your live data will not be compromised. To switch to the Tutor database, do the

following:

1. Open the Reports module and click (Maintenance) | Preferences | Paths.

2. Make a note of the current path in the Database Path field, so you can switch back
to your live data after you are done with the activities.
Click the Browse button next to the Database Path field.

4. Browse to the location of your Tutor folder. In most cases, C:\Program Files\
Ezdental\Tutor\ will be your path.
Click OK.

6. Click OK to the message that appears and close Easy Dental.

Activities

1. Select Brandon Crawford in the Patients module and add the following person to
his family:
*  Name: Jeremy E. Crawford
e Preferred Name: Jerry
e Status: Patient, Male, and Child
*  Birth date: September 3, 1987
*  Special Requests: Does not want to be contacted by phone

2. Add the following person as a new family:
e Name: Abigail Smith
*  Preferred Name: Abby
e Status: Patient, Female, Single
e Birthday: March 26, 1972
*  Social Security Number: 149-26-0168
e Address: 144 W. 400 N. Provo, UT 84601
e Home Phone: (801) 377-0192
*  Work Phone: (801) 763-9300
e Primary Provider: DMD1
Add Pre-Medicate as a medical alert.

4. Abigail (from Activity 2) is pregnant and must pre-medicate before receiving any
dental treatment. Indicate this in her file.

5. Abigail works for the following company. Please assign this company to her

account.

e Name: Easy Dental Systems, Inc.

e Address: 727 E. Utah Valley Drive, Suite 600 American Fork, UT 84003
¢ Phone Number: (801) 847-7000
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If you are not sure where your
Tutor folder is located, ask
your trainer for help or call
Easy Dental Support at (800)
824-6375.
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Abigail was referred to your office by a billboard ad.

Annette Griffin has passed away and needs to be archived in the database, so that
she is not accidentally assigned to something that may be sent to her husband,
Greg Griffin.

Kimberly Daniels is always late for her appointments and you would like a
reminder indicating that she is late when scheduling any new appointments.
Create a patient alert for her that will always appear whenever someone creates a
new appointment or edits an existing appointment.

Add a note to Greg Griffin’s account indicating that his wife, Annette, has passed
away, so that the office staff does not ask him how she is doing.



Insurance Management

cy as well as the
ation. Easy Dental contains many tools to assist you
your office in maintaining all of the necessary insurance records.

Objectives

Once

you have completed this chapter, you should be able to:
Assign Primary/Secondary Insurance for a Subscriber/Dependent
Add a New Insurance Carrier into the System
Know How Insurance Estimates are Calculated
Set up the Coverage Table
Create Primary/Secondary Insurance Claims
Create Primary/Secondary Pre-estimates
Add/Delete Attachments to Claims
Send Claims Electronically

Post Insurance Payments

Chapter

A
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Topic 1

Before you add new family
members, it is advantageous

to assign the insurance to

the head-of-house if he/she is
the insurance subscriber for

the family. Easy Dental will
automatically attach the head-of
house’s insurance to all family
members added to the family
after the head-of-house.

The insurance subscriber and
the head-of-house do not have
to be the same person.

Assigning

Insurance

Assigning Insurance to a Subscriber

To assign primary insurance to a subscriber, do the following:

I.
2.

Open the Patients module.

Select the patient that is the insurance subscriber.

Double-click the Primary Dental Insurance field. A screen similar to Figure 4-1
will open.

Insurance Information - (Daniels, Kimberly)

— Primary Insurance

— Secondary Insurance

Subscriber: Subscriber:
Danieks, Kimberly | ]
LCarrier: Carrier:

| P>
Subscriber [d tt:|1 29-31-3898

— Sighature an File

[ Release of Information
[ Assignments of Benefits

| 2
Subzcrber |d tt:l

— Signiature an File

[T Belease of Information
[T iszsignments of Benelits

— Relation to Subscriber
@ Self © Spouse O Child ¢ Other

— Felation to Subscriber
 Self © Spouse € Child € Other

Is Data | Cow Tablel Frat T able

Iz Data | Loy Table | Frit Table |

Clear Primary |

Elearﬁecundar}ll QK | Eancell

Figure 4-1: The Insurance Information window.

The subscriber’s name should already be listed in the Subscriber field in the
Primary Insurance section. If it is not, click the Search button and then click the

Current Patient button.

Click the Search button next to the Carrier field and enter the first few letters of
the carrier name in the Enter Carrier field to bring up a list of matching insurance
carriers. A screen similar to Figure 4-2 will open.

Select Primary Dental Insurance Plan |§|
Search By

il Bl (eme  Carmier Mame ¢ Group Plan ™ Local Mumber ¢ Pagor 1D

IEignetics Com. ' Employer " Group Number ¢ Address
Carrier Mame | Group Flan | Ermnployer Mame | Group # | Local # | Faypor 1D | Address o]
American Western Life Brigham v'oung University 06126 Cé, Foster City
Connecticut General Chevron Bulk Plan Chevron 62308 T, Sherman
Prudential Geneva Steel EE241 Ca, Wan Muys
Aetna JC Penneys J.C Pennys 91234 EO054 Cé, Fresno =
Frincipal Financial Group Dental Coverage Seven Peaks Resort E1271 UT. Salt Lake |
Metropalitan Signetics Corp. E5S7E FL. Tampa
Blue Crozs Blue Shield Dental Claimns Steve Clifford Mators Ine. 21009 471598 Ca, Woodland
Ameritaz United States Postal Service 47009 ME. Lincoln  —
Equicor - Cigna Equicor Dental Utah Valley Community College EZ308 MM, St Paul
Guardian Utah Yalley Regional Med Ce.. E424E Wi, Spokane o
L3 | £

Mew... ITI Cancel

Figure 4-2: The Select Primary Dental Insurance Plan window.
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10.
11.

Use the following as a guide to verify that the correct insurance carrier is selected.
o If the insurance carrier is listed, highlight it and click OK.

e If the insurance carrier is not listed, click the New button. At this point, refer
to the instructions for adding a new insurance carrier.

Verify that the Subscriber ID is correct.

Check Release of Information, indicating that the subscriber has signed a release
form to send the necessary information to the insurance carrier.

If the office wishes to receive the payments from the insurance carrier, check
Assignment of Benefits.

Verify that the Relation to Subscriber is correct.
Click OK to save and exit.

Assigning Insurance to a Dependent

To assign primary insurance to a dependent, do the following:

1.
2.
3.

10.

11.
12.

Open the Patients module.
Select the desired patient.

Double-click the Primary Dental Insurance field (see Figure 4-1 on the previous
page).

Click the Search button next to the Subscriber field in the Primary Insurance
section. A screen similar to Figure 4-3 will open.

Select Primary Subscriber [Insured Party)

Crawfard, Brandon T Metrapolitan

Cumrent Patient | OF. I Cancel

Figure 4-3: The Select Primary Subscriber (Insured Party) window.

Highlight the patient’s insurance subscriber.
Click OK to the return to the Insurance Information window.

All of the subscriber’s insurance information should automatically be added to the
patient in their corresponding fields.

Verify that the Subscriber ID is correct.

Check Release of Information, indicating that the subscriber has signed a release
form to send the necessary information to the insurance carrier.

If the office wishes to receive the payments from the insurance carrier, check
Assignment of Benefits.

Verify that the Relation to Subscriber is correct.
Click OK to save and exit.
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Assigning Secondary Insurance

To assign secondary insurance to a subscriber or dependent, do the following:

1. From the Insurance Information window, click the Search button next to the
Subscriber field in the Secondary Insurance section. A screen similar to Figure
4-4 will open.

Select Secondary Subscriber (Insured Party)

e i
Crawford, Sherry M Blue Crozz Blue Shigld  Dental Claims

LCurrent Patient | Ok I Cancel

Figure 4-4: The Select Secondary Subscriber (Insured Party) window.

2. Use the following as a guide in verifying the correct subscriber:

e If the subscriber for the secondary insurance is not the patient that is currently
selected and is listed, then do the following:

a. Highlight the subscriber’s name and click OK.

b. All of the subscriber’s insurance information should automatically be
added to the patient in their corresponding fields.

e If the subscriber for the secondary insurance is not the patient that is currently
selected and is not listed, then you will need to refer to the instructions for
assigning primary insurance to a subscriber first.

e If the subscriber for the secondary insurance is the patient that is currently
selected, then do the following:

a. Click the Current Patient button and the patient’s name will be listed in
the Subscriber field.

b. Click the Search button next to the Carrier field.

c. Enter the first few letters of the carrier name in the Enter Carrier field to
bring up a list of matching insurance carriers (see Figure 4-2 on page 66).

e If the insurance carrier is listed, highlight it and click OK.

e If the insurance carrier is not listed, click the New button. At this
point, refer to the instructions for adding a new insurance carrier.

Verify that the Subscriber ID is correct.

4. Check Release of Information, indicating that the subscriber has signed a release
form to send the necessary information to the insurance carrier.

5. If the office wishes to receive the payments from the insurance carrier, you must
check Assignment of Benefits.

6. Verify that the Relation to Subscriber is correct.
7. Click OK to save and exit.

Check Your Skills 4.1

1. True or False? The subscriber must be the head-of-household for the account.
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True or False? The same person can be a subscriber for both primary and
secondary insurance.

Which option in the Insurance Information window tells Easy Dental that all
insurance payments should come to the office instead of going to the patient?

Which button allows you to assign the same person as the primary and secondary
insurance subscriber for the actual subscriber when selecting the subscriber?
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Topic 2 B Insurance Carriers

Adding a New Insurance Carrier

To add a new insurance plan into Easy Dental, do the following:
1. In the Patients module, select the desired insurance subscriber.
You can add/edit an insurance 2. Double-click the Primary Dental Insurance field.
carrier from the Insurance 3. Verify that the Subscriber is correct and then click the Search button next to the
Maintenance in the Reports Carrier field (see Figure 4-2 on page 66).

module. To access the . . . o
Insurance Maintenance, open 4. Click New located in the bottom, left corner of the window. A screen similar to

the Reports module and click 4-5 will open.
Maintenance | Insurance
Maintenance.

Dental Insurance Plan Information

Carrier Marme: || S

Group F'Ian:l Fr

ey

Emplayer:l i
Street Addiess: I

City. 5T Zip: [
Phone: I— E;t:l—

Enntac;:l
Group #:I Local:l—

Lazt Update: Im

Benefit Renewal: Im
ClsimFomat [ED2003 v | ACode: [4D4 =]
Fee Schedule: <NONE> »

Payer |D;|— ﬂ Praveider D Setupl

M ational Plan ID:I
Source of Payment: I[Nune] LI

Ihzurance Claim Options

[~ Replace intial character of procedure code with; I_
[T Do tat Include Dental Diagnostic Codes

[T DoNatInclude Group Plan Name

[ Do Mot Bill to Dental Insurance

Clear | 0k Cancel

Figure 4-5: The Dental Insurance Plan Information window.

5. Enter the Carrier Name for the plan.
6. Enter the Group Plan name for the plan.
@ 7. Enter the carrier’s address and Phone number in the corresponding fields.
For more information on fee 8. If desired, enter the Contact for the insurance carrier.
9

schedule functionality, see the

Insurance Estimates topic later
in this chapter. 10. If the plan is a Union plan, enter the Local Number.

Enter the group number for the plan.
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11.

12.

13.
14.

15.

16.

17.

The Last Update field is used to keep track of the last time the insurance
information was updated by the office. Easy Dental will not update this field
automatically.

Select the month that the yearly insurance benefits renew in the Benefits Renewal
field.

Select the Claim Format.

If the insured patients should be charged a fee other than your UCR, select the
appropriate Fee Schedule in the corresponding field.

Payer IDs are used for electronic claims. To select a payer ID, click the Search
button next to the Payer ID, highlight the insurance carrier and click OK. If the
insurance carrier is not listed, you can manually enter the ID into the field.

The Source of Payment field has been added to help facilitate the processing of
special classes of claims when sending them electronically. This is automatically
selected when a payer is chosen from the Payer ID list.

Click OK to save and exit.

Check Your Skills 4.2

In which two modules of Easy Dental can you add a new insurance plan into the
database?

In which field of the Dental Insurance Plan Information window, would you select
the date that an insurance plan renews benefits for their patients?

Certain insurance companies
require a certain claim

format in order to process the

information correctly. For
instance, the claim format
“HCFA” is the standard AMA

form.

Some insurance companies do
not accept claims unless they
are on the required form with
the information in the correct

fields. This can cause delay

of payment from the insurance
company. If you need a specific
claim format, please contact
the Easy Dental Support
department.
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Topic 3 D Creating Claims

Creating Primary Insurance Claims

Once you have assigned insurance to a patient, you can create insurance claims for the
@ procedures posted in their Accounts module. To create a primary insurance claim, do the
following:
To select more than one 1. Open the Accounts module.
P rocedure at a fime, hold the 2. Post the procedures to be billed to the insurance.
right mouse button or the Ctrl
key and click each procedure to 3. Create a claim by doing one of the following:

be included on the claim with

the left mouse button. e If the procedures for the claim were posted today, click the (Create

Insurance Claim) button.

e If the procedures were posted on another day, highlight those procedures and
click the (Create Insurance Claim) button.

4. Close the claim and click Send to Batch, Send Electronically, or Print (see
Figure 4-7 on page 73) depending how the claim will be sent to the insurance. A
claim will be created and shown on the Accounts module as, Prim Claim — Sent
in the Description column.

Creating Secondary Insurance Claims

To create a secondary insurance claim, do the following:

1. From the Accounts module, double-click the primary claim associated with the
procedures that need to be sent to secondary insurance. A screen similar to Figure
4-6 will open.

%< Primary Insurance Claim (11/07/2006) Not Sent

EIEIEIEEIEIE

Patient: Edrmunds. &nita Carrier: Prudertial
Subscriber: Edriunds, Johi Group Plan:
Employer: Texaz Steel
Billing Provider: Stevens, David D Claim Information: Standard
Diagnosis:

Rendering Provider: Stevens, David D

Pay-To Provider: Stevensz, David D

Tooth|Surface Description Date Code Fee Inz Paid
Fi v Amalgarn-2 surf. prim/perm 11/07/2006 | D2150 7E.50 0.00] »
w
Total Billed: 76.50 | Pmt Date | Pmt Amt Bank/Branch # Check ## | Prov
Est Ins Portion: E1.20
Itemized Total: 0.00 =
Total Paid: 0.00 =
Ded 5/P/0: 0/0.0 hd
—
Status = |Inzurance Plan Mote
Create Date: 11/07/2006  Tracer:
Date Sent : On Hold: [Mao Mate)
] Re-Sent:
Claim Status Note: Remarks for Unusual Services
Mo MNaote] [No Mate)

Figure 4-6: The Primary Insurance Claim window.

2. Click the (Create Secondary) button on the claim toolbar.
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Close the claim. A screen similar to Figure 4-7 will open.

Insurance CL... |z|

Include
¥ Claim
[T &ttachment(s)

Send Electranically |
Frint |
Cancel |

Figure 4-7: The Insurance
Claim Print window.

Click Send to batch, Send Electronically, or Print. A secondary claim will
be created and shown in the Accounts module as Sec Claim — Sent in the
Description column.

Creating a Primary Pre-Estimate

At times, it is often necessary to get pre-authorization from an insurance company to verify
that they will indeed pay for the procedure to be completed. To create a pre-estimate, do the

following:
1.
2.

Post the recommended procedures to the treatment plan.

In the Treatment Plans module, create an insurance pre-estimate by doing one of
the following:

If all procedures in the patient’s treatment plan need to be included on the
authorization claim, click the (Create Insurance Estimate) button.

If only certain procedures in the patient’s treatment plan need to be included
on the authorization claim, highlight those procedures and click the
(Create Insurance Estimate) button.

Close the claim and click Send to batch, Send Electronically, or Print (see
Figure 4-7) depending how the claim will be sent to the insurance. A pre-estimate
will be created and shown in the Treatment Plans module as Prim PreEst — Sent
in the Description column.

Creating a Secondary Pre-Estimate

To create a secondary pre-estimate, do the following:

1.

From the Treatment Plans module, double-click the primary pre-estimate
associated with the procedures that need to be sent for authorization.

Click the (Create Secondary) icon on the claim toolbar.

Close the claim and click Send to batch, Send Electronically, or Print (see
Figure 4-7). A pre-estimate will be created and shown on the Treatment Plans
module as Sec PreEst — Sent in the Description column.

If you have made changes

to the patient’s secondary
insurance since creating the
primary insurance claim, the
Create Secondary icon will

be unavailable. You need to
update the secondary insurance
by double-clicking the
Patient/Insurance Information
field, then checking Update
Secondary Insurance at the
bottom of the window, and click
OK.
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Check Your Skills 4.3

1. How do you create a claim for a procedure that was not performed today?

2. To select more than one procedure when creating a claim for procedures not
performed today, which two keyboard buttons do you use?
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Attachmentis

Claim Attachments

Sometimes it is necessary to send an attachment with a claim, so the insurance company
knows why a procedure was performed. Easy Dental makes it easy to create attachments
for claims and enables you to send them electronically as well. To add an attachment to a
claim, do the following:

1. Double-click the appropriate claim in the Accounts module (see Figure 4-6 on
page 72).

2. Double-click the Claim Information field. A screen similar to Figure 4-8 will
open.

Insurance Claim Information

Place of Treatment — For Special/Medicaid Claims -

& Office  Hosp Pre-tuthorization Number: || Refering F'n:n\-':l
©ECF " Other First ¥izit D ate Current Series: I Feason for Pre-Auth;

I Original Reference Mumber [#]: I " Required

i Services Excead Max,

— Student Status -
i School, City [~ Oral Surgery
& Mone ¢ PatTime ¢ Full-Time |
™ Special Caze/EPSDT
— Attachments .
[ Radiograph(s)] Enclosed:  How Many?l_ [~ Other Attachments I Medicars
[~ OralImagels| Enclosed :  How Many?l_ I Eligibiity Pending
[ Models) Enclosed : Hio Many?l_ ™ Retroactive Eligibility
Include .-’-'-.ttachment[s]l Inzurance Ref #:l ™ ReEvaluation
[” Extension Reguested
[ Disabled
_ Dates D escriptions [~ CHDP
[ Dccup. lness Or Injum
o | I ™ ccs

[ Auto Accident I I
[~ Other Accident

[ Services Covered by &nother Plar: |

Prosthesiz
i Replace Reason Frior Date |

@ Mo " Initial Feplacement I I

[ate Ordered: I |
[ Orthodontic Treatment- Flacement Date:l tlioz. Bemair: I_
LClear | QK I Cancel

Figure 4-8: The Insurance Claim Information window.

3. Check the appropriate attachment option and enter the number of attachments
enclosed in the corresponding How Many field.

4. Click Include Attachment(s). A screen similar to Figure 4-9, on the next page,
will open.

5. Click the desired attachment type, select the file and click OK. Use the following
as a guide when adding attachments:

*  Documents allows you to attach a document from the Documents module.

e Import File allows you to attach an existing file from a specified location.
You can only import .txt and .rtf files.

Topic 4
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S

Attachments added to the claim
from any of the methods in the
Include Attachment(s) window

will not print when a claim is
printed. Attachments will only
be available when sending
your claims electronically. If
your claim will not be sent
electronically, print the claim
as well as any attachments, and
send them in an envelope.

Only some insurance carriers
are accepting electronic
attachments. Please verify with
NIS Support to ensure your
electronic attachments will be
accepted.

Include Attachment(s) £|
— Attach From
|mpaort File | Eazy Image | Mon-E lectonic |
[ ate | Categom/Filename | rigin | Type | Mate
< i | B
Attachment [nformation Bemove Attachment
“When an attachment iz printed or gent electronically the Cloze |
mozk recent version of the attachment will be used,

Figure 4-9: The Include Attachment(s) window.

e Easy Image allows you to attach any images in the Easy Image program.
Easy Image must be installed for this option to be available.

6. If desired, you can add a note to the attachments as well. This can be done for
both non-electronic and electronic attachments.

e To add a note for electronic attachments, do the following:

a. Highlight the desired attachment and click the Attachment Information
button.

b. Enter the desired note in the Attachment Note field.
c. Select the appropriate Attachment Type.
d. Click OK to save and exit.
e To add a note for non-electronic attachments, do the following:
a. Click the Non-Electronic button.
b. Enter the desired note in the Attachment Note field.
c. Select the appropriate Attachment Type.
d. Select the appropriate Transmission Code.
e. If desired, enter the Control Number.
f.  Click OK to save and exit.
7. Click Clese to return to the Insurance Claim Information window.
Click OK to return to the claim.
9. Click Print from the toolbar.

10. Click either Send to batch, Send Electronically, or Print (see Figure 4-7 on page
73).

11. Select File | Exit to close.

Deleting Claim Attachments

At times, it may be necessary to delete a claim attachment. To delete an attachment from a
claim, do the following:

1. Open the Accounts module.
2. Double-click the claim that has the attachment.
3. Double-click the Claim Information field (see Figure 4-9).
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4. Click the Include Attachment(s) button.

5. In the Include Attachment(s) window, highlight the attachment to be deleted and
click Remove Attachment.

Check Your Skills 4.4

1. True or False? You can send claim attachments electronically.

2. Name two of the four ways you can import attachments to attach them to a claim.

3. Where would you add a note for a claim attachment?

4. True or False? Once you attach an attachment to a claim, you can never delete it.

5. True or False? You can attach a Microsoft Word document to a claim.
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Topic 5 B Electronic Claims

Sending Electronic Claims

To send claims electronically to the insurance carrier, do the following:

1. Make sure that the desired claims are in the Batch Processor in the Reports
module.

2. Click the (Electronic Claim Submission) icon on the Reports module’s
toolbar. A screen similar to Figure 4-10 will open.

Electronic Claims Submission |X|

—Send Tao Electronic Claims

= all Electronic Claim Faorms
4l Claim Farme

" Retrieve Reports

0k I Cancel

Figure 4-10: The Electronic Claims Submission
window.

Mark the desired Send to Electronic Claims option.
4. Click OK and allow the transmission to complete all of its processes.

Once completed, an eClaims Validation Report and an eTrans Transmission
Report should show in the Batch Processor.

e The eClaims Validation Report shows you missing information on a claim.
This informs you of claims rejected due to the missing information.

e The eTrans Transmission Report shows you rejected claims.
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Insurance Estimates

Insurance Estimate Overview

In Easy Dental, insurance estimates are based on different factors. The first factor is the
actual fee being posted for the procedure, which is based on the fee schedule assigned to
the patient. The second factor is the way the Coverage Table is setup. The third factor is
whether there is any information entered in the Payment Table. The final factor is whether
the patient has met any of their deductibles and/or their maximum. Each of these factors
will be discussed individually in this topic.

Fee Schedules

A fee schedule allows you to enter the dollar amount a patient will be charged for a specific
procedure. There are three different ways a fee schedule can be attached to a patient:
through their Patients module, the insurance plan they are attached to, or their primary
provider.

Easy Dental will first check the patient’s Patients module for a fee schedule. If there is no
fee schedule attached, it will check the insurance plan. If the insurance plan does not have
a fee schedule attached to it, Easy Dental will use the fee schedule attached to the patient’s
primary provider.

The Coverage Table

The Coverage Table is used to enter how much an insurance plan will cover for a particular
procedure or group of procedures. You can also enter any deductibles relevant to the
insurance plan. To set up the Coverage Table for an insurance plan, do the following:

1. From the Insurance Information window, click the Cov Table button. A screen
similar to Figure 4-11 will open.

Insurance Coverage - (Metropolitan)
Deductible

Lifetime Annual Annual Annual Maximum Benefit
Individual _Individual _ Family Individusl  Fami
Standard [0 [50 [T50 [1500 u
Preventive ID IU ID :
Claim e
Other [0 [i [i Dieadine:
— Coverage T able
Beg End Pre-
Proc Proc Categary Covi Deductble  CoPay  Egt
jpmon [01389  [Diag/Preventive  [100 [Freventive ~|| 0.00 I~
DOI00 D1999  Diag/Prevertve 100 Frevertive 000 N & Add
D2000 02693 Basic Restor a0 Preventive ooo M Change
D2700 02393 Crowns 50 Standard ooo M B ]
02300 02393 Other Restor. a0 Standard oo oMo Delete
03000 03993 Endodontics a0 Standard ooo M ;l
04000 04393 Periodontics a0 Standard ooo M
DSIO0 D583 Prostho.remoy 50 Standard poo N ¥ CleaTae|

Select Category

[ Co-Payment Calculations for Ins Portior:

Select
" TotalFes » Coverage % Table:
" [Tatal Fee - Co-Pay) » Cow %
" [Total Fee » Cov %] - Co-Pay rﬂ

Mates | QK | Cancel

Figure 4-11: The Insurance Coverage window.

Topic 6

Because the provider is at the
bottom of the fee schedule
hierarchy, there must be

a fee schedule attached to
the provider in the Practice
Resource Setup.

You can have up to 999 fee
schedules.
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S

Each insurance plan has their
own Coverage Table. If you
make a change to the coverage
for one patient, that change
will affect all patients attached
to the plan as indicated in

the message in Figure 4-12.
However, the update will not
affect other insurance plans.

For more information on how
the Payment Table is updated
when posting an insurance
payment, see the Payments topic
in this chapter.

If a procedure is in the
Coverage Table and the
Payment Table, the amount in
the Payment Table will override
the Coverage Table.

2. Enter the correct Deductible amounts in their corresponding fields.
Enter the Annual Maximum Benefit in its corresponding field.

4. In the lower-right corner of the window, click the Search button next to Select
Table, highlight the table that is the most similar to the coverage table used by the
insurance company, and click OK.

5. If you want the patient portion of a balance to be figured by subtracting the
insurance estimate from the total balance (i.e., total balance — insurance estimate =
patient portion), then leave Co-Payment Calculations for Ins Portion unchecked.

6. Click OK to save changes.
7. Click OK to the message that appears (see Figure 4-12).

Easy Dental Systems

3 You have just edited coverage information For an existing insurance plan.
These changes will affect all patients to which this insurance plan is assigned.

Cancel |

Figure 4-12: This message appears when you edit the Coverage Table for an insurance plan.

The Payment Table

The Payment Table allows you to enter the dollar amount the insurance plan will pay for
specific procedures. To access the Payment Table, do the following:

1.  From the Insurance Information window, click the Pmt Table button. A screen
similar to Figure 4-13 will open.

Edit Updated Insurance Payment Table X|
Prudential
Caode Dezcription Arnaunt

d
Change
Delete

Delete Al

A

Cancel

Copy Fee Schedule |

Figure 4-13: The Edit Updated Insurance Payment Table window.

As payments come back from the insurance, you may choose to update the insurance
coverage. Easy Dental stores the actual payment information in the Payment Table.
Therefore, you can enter procedures into the Payment Table manually or you can have Easy
Dental do it for you when you post a payment to a claim. To enter a procedure manually,
do the following:

1. Open the Payment Table.

2. Enter the procedure code in the Code field and the amount the insurance will pay
for the procedure in the Amount field.

Click Add.
4. Click OK to save.
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Patient Benefits

Benefits play a big part in insurance estimates. If the patient has used most of their
maximum and/or has not met their deductible, then their insurance estimate may not be as
high as it normally would be. If an insurance estimate seems low, it is a good practice to
check how much of the maximum the patient has used and whether the patient has met their
deductible. To check the patient’s benefits, do the following:

1. Open the Patients module and select a patient.

2. In the Primary Dental Insurance area of the Patients module, Easy Dental will
list the patient’s coverage and deductible and will show how much the patient has
used/met (see Figure 4-14).

Patient:

(& (& Gl w] [iP] (2] ] (S 10| (@)
| Status |  MName |

- Edmunds, Anita

Primary Insurance

Company: Prudential
Group Plan:
Group i
Fee Sched:

Figure 4-14: The Patients module.

Many times patients will come to the practice after some or all of their insurance
benefits are used. In order for Easy Dental to calculate insurance estimates properly, this
information needs to entered into the patient’s account. To modify benefits used for a
patient, do the following:

1. In the Accounts module, double-click a claim (see Figure 4-6 on page 72).

2. Double-click the Patient/Insurance Information area of the claim. A screen
similar to Figure 4-15, on the next page, will appear.

3. Enter the amount of the deductible that has been paid in the proper deductible
field(s).

4. Enter the amount of benefits used for the patient in the Individual Benefits
Applied field.

5. Click OK to save.
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Patient [ Insurance Information

Signature an File
I Belease of Informatiors
[ Assignments of Bensfits

@ Subszcriber ID #: I

Current *'ear's | Previous Year'&l

— Deductible

During the month end process, Lifetime  Annual Anhual
Easy Dental will reset the Individual  Individual — Farily

insurance benefits for the plans Standard Required: |EI.DD !EEI.EIEI |EI.DD

that need to be reset. There is Met: |5IJ.DIII |5EI.EIEI |5IZI.DD
no need to do this manually.

Preventive Required: |0.00 .00 0o

Met: |0.00 jn.o0 |00

Other Required: 000 (000 |0.00

Met: [0.00 j0.00 .00

| ndividual Farnily
b aximum Blenefits: |15E|E|.|:||:I |D.EIEI
Benefits Applied: |61.20 [51.20

0k I Cancel |

Figure 4-15: The Patient/Insurance Information window.

How Insurance Estimates are Calculated

When a procedure is posted, Easy Dental goes through a process to determine what the
estimated insurance portion will be. Follow the flow chart in Figure 4-16 to determine how
much Easy Dental will assign as the estimated insurance portion.

[ Procedure is Posted ]

Is the Procedure in the
Payment Table?

Use the Amount in the Use the Coverage Percent
Payment Table? in the Coverage Table?

h[ Apply Deductible ]A

[ Insurance Estimate ]

Figure 4-16: A flow chart illustrating how Easy Dental calculates estimates.

When Easy Dental applies the deductible to a procedure, it uses two formulas to calculate
the insurance portion.

e If the procedure is not in the Payment Table, Easy Dental uses the following
formula: Insurance Portion = (Procedure Fee - Deductible) x Coverage Table
Percent
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e If the procedure is in the Payment Table, Easy Dental uses the following formula:
Insurance Portion = Payment Table Amount - (Deductible x Coverage Table
Percent)

For example, if the patient is having an amalgam done for $250 with a $50 deductible and
the insurance will cover 80% of the cost, the insurance portion can be figured out using the
first formula and will be:

e Insurance Portion = (250 - 50) x .80 = $160

Whereas, if the patient is having an amalgam done for the same $250 with a $50 deductible
and the insurance will cover 80% of the cost, but the Payment Table has the insurance
paying $180 for the procedure, the insurance portion can be figured out using the second
formula and will be:

e Insurance Portion = 180 - (50 x .80) = $140

Check Your Skills 4.6

1. True or False? Editing the Coverage Table for an insurance plan will only affect
the patient selected in the Patients module.

2. Name two of the four things that affect insurance estimates.

3. True or False? The Coverage Table overrides the Payment Table.

4. Name one of the two ways you can update the Payment Table.

5. If the patient is having a crown done for $600 with a $50 deductible and the
insurance will cover 60% of the cost, what will the patient portion be?

To figure out the patient portion,
subtract the insurance portion
from the procedure fee.
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Topic 7

Easy Dental has taken
advantage of artificial
intelligence to make insurance
estimations as accurate as
possible. If payments return
different than what Easy Dental
estimates, Easy Dental learns
from those inaccuracies. The
next time that specific procedure
is completed for patients with
that insurance coverage, Easy
Dental will know the correct
estimate amount. This is done
by updating the Payment Table
when receiving insurance
payments.

The Payment Table overrides
the Coverage Table and could
potentially cause Easy Dental

to estimate the insurance
portion much lower or higher
than it should be. Therefore,
be cautious when updating the
Payment Table.

If the insurance is paying less
than they normally would
because the deductible is

included in the payment, do not
update the Payment Table.

If the insurance is paying less
than they normally would
because the patient’s maximum
is being met by the payment, do
not update the Payment Table.

Payments

Posting an Insurance Payment

In order for an insurance claim to be considered received or no longer pending, an insurance
payment must be posted to it. To post an insurance payment in Easy Dental when there is a
claim present on the Accounts module, do the following:

1. Open the Accounts module and select the desired patient.
2. Double-click the appropriate claim.
3. Click the (Enter Payment) and select one of the following two choices:

e If you select Itemize by Procedure, do the following: (A screen similar to
Figure 4-17 will open.)

X

Insurance Coverage Update

Amount Paid:

Update Payment T able:
’7 " Yes ¥ No —‘

Pre-Treat Estimate: .00

Current Coverage: 26.00 Ok I Cancel |

Figure 4-17: The Insurance Coverage Update window.

Enter the Amount Paid for the procedure highlighted on the claim.
b. If you want to update the Payment Table, mark Yes.

c. Click OK and repeat steps a - b for all procedures attached to the current
claim.

d. Once the amount for each procedure has been entered, a screen similar to
Figure 4-18 will open.

Total Insurance Payment |X|

—Enter Insurance Payment — Claim T atals

Date m Fre-Auth Numbelli
Check # ||— Corverage Amount,ﬁ
Bank/Branch ﬁl Total Amaount Billed,w
 Provider &maunt Itermized T otal £1.20

Prav Iternized  Balance - &mt Paid = New Bal :
Total Amount Paid B1.20
bos1 E1.20 1530 0.00 15.30

— Enter Adjustment

I~ wiiteQf & ¢ € =

.00 Tatal Armaunt I

Papment Taotal

tod | Edt | Re-apply Amt Paid using FIFD
— Deductible Applied For Claim————— Delete |
Standard Preventive Other
B0.00 0.00 0.00 O /Podt
Cancel |

Figure 4-18: The Total Insurance Payment window.
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e. Enter the check and bank/branch numbers in their corresponding fields.

f.  Enter any deductible amounts being applied to this claim in the fields
provided.

g. Click OK/Post to post the payment.
* If you select Total Payment Only, do the following (see Figure 4-15):
a. Enter the check and bank/branch numbers in their corresponding fields.
b. Highlight the provider the payment is for and click Edit.
c. Enter the Amount Paid and click OK.

d. Enter any deductible amounts being applied to this claim in the fields
provided.

e. Click OK/Post to post the payment.

4. Click the (Exit) icon to return to the Accounts module. Once a payment has

been posted, the Description for the claim will show as, Prim or Sec Claim
—Rec’d.

Insurance Payments for Claims Not in Easy Dental

If your office has converted balances from a different system, you will be receiving
insurance payments for claims that are not in Easy Dental. To post a payment for an
insurance claim not in Easy Dental, do the following:

1.

Open the Reports module and click (Practice Setup) | Definitions | Payment
Types.

Create a payment type called Pre-EZD Ins Payment.
Open the Accounts module.

Enter the payment as a guarantor payment, using the Pre-EZD Ins Payment type.

Check Your Skills 4.6

1. Which option would you select if you wanted to post how much the insurance
carrier paid for each procedure attached to the claim?

2. In which circumstance should you not update the Payment Table when posting an
insurance payment?

3. True or False? There is a way to indicate whether a deductible was applied to a
claim.

4. If the insurance carrier sends you the total payment for a claim without an itemized

list of payments for each procedure, which option would you select to post that
payment?

Eventually the Pre-EZD Ins
Payment type will not be used.
However, to avoid creating
errors with totals and an
unstable database, do NOT
delete it!

Guarantor payments are
explained in greater detail in
the Accounts module chapter.
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Apply Your Knowledge

If you are not sure where your

Switch to the Tutor Database

Before performing any of the following activities, switch to the Tutor database to ensure
that your live data will not be compromised. To switch to the Tutor database, do the
following:

1.

ii

Open the Reports module and click (Maintenance) | Preferences | Paths.

Make a note of the current path in the Database Path field, so you can switch back
to your live data after you are done with the activities.

Click the Browse button next to the Database Path field.

T . 4. Browse to the location of your Tutor folder. In most cases, C:\Program Files\
utor folder is located, ask .
your trainer for help or call Ezdental\Tutor\ will be your path.
Easy Dental Support at (800) Click OK.
824-6375. _
6. Click OK to the message that appears and close Easy Dental.
Activities
1. Abigail Smith is the subscriber for her insurance. Assign Ameritas as her primary
dental insurance.
2. Assign Prudential as Abigail’s secondary dental insurance.
Add the following insurance carrier into the database:
e Name: Brokers National
e Street Address: PO Box 1028, Houston, TX 77251
e Phone Number: (800) 653-4427
e Contact: Robert Spartan
e Group Number: BR11022
e Benefit Renewal: September
4. In Brandon Crawford’s Accounts module, highlight all the procedures performed
on 07/07/2000 and create a claim for those procedures. Next, post a payment for
the claim using the Itemize by Procedure feature. If Easy Dental prompts you to
create a secondary claim, create it.
5. For Metropolitan, change the coverage for crowns from 50% to 80%. (Brandon
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Chart Module

Chapter

S

, and completed treatments or

Objectives

Once you have completed this chapter, you should be able to:
e Set up Procedure and Category Buttons
e Setup Chart Colors
e Post Existing, Recommended, and Completed Treatment or Conditions
*  Edit/Delete Existing Procedures
e Use the Clinical Notes and Procedure Notes
e Change Dentition
e Print the Different Reports in the Chart
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Topic 1 ‘ Chart Module Basics

Terminology

Procedure Buttons: These are 24 buttons that can be assigned a procedure code or
explosion code used in posting work quickly to the Chart.

Category Buttons: Each of the 14 category buttons contain specific procedure codes that
correspond with the button title. Each category can be customized to only contain the codes
that are needed in your office.

Procedure Notes: These are notes attached to procedures, which describe treatment in
patient-specific detail.

Progress Notes: This area of the Chart module shows the description of the procedures
posted to the patient’s chart.

Navigating the Chart Module

Understanding the basic navigation of the Chart module is crucial to the successful
implementation of paperless charting in your office. Figure 5-1 illustrates the different
areas of the Chart module.

The procedure buttons make it The status buttons allow you to The Graphic Chart makes it easy
easy to quickly post procedures post treatment with the desired to see existing, recommended
performed on a daily basis. status quickly and efficiently. and completed treatment.

© EasyDeutal EHEIEI
Chart - Cpésby, Brent L

The category buttons can
15 be customized to include
only the procedures you
use most often.

=~
’vd
E
>
gH )
r—
i
W

I Restorative; Fido Date  [Tooth| Suif | Pro Pro D: iplit Stat | Amouni The Progress Notes show
04/16/2007 4910 51 | Periodontal maintenance C 92.00] A . .
Perio || Prosth, rem| 5/17/2007 4310 [DD51_| Periodontal maintenance C 5200 you the details of each
| —— 041542007 | 10 2750 Pt E] procedure, such as the
3 Frost mplants 015/2007 | 11 2750 51| Crown-porc fuse high noble mtl P 743, :
071572007 | 12 2750 [ ODST | Crovepare fuse high noble mt P | 75 provider, amount, etc.
Frosth, fix || Oral Surg 0A5/2007 | 24 3120 [DDST | Pulp capindirsct, (= rest P a
0/15/2007 | 25 3120 51 | Pulp cap-indirect, [ex rest P il
Ot || AdiSer 0/15/2007 | 26 3120 [DDST_|Pulp capiindiect, [ex res) F g
37262008 | 2 [MOD | D2160 S malgar-3 surt, prim/peim P 122,000 —
Other Conditions v

Figure 5-1: The Chart module.
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Chart Module Setup

Procedure Button Setup

Procedure buttons can be very useful when posting work in the Chart module. They should
be reserved for procedures your office performs on a daily basis, other than procedures done
on a continuing basis, such as prophylaxis, bitewings, etc., as they will be taken care of with
the recall system. To set up your procedure buttons, do the following:

1. Open the Chart module.

2. Click the (Setup Procedure Buttons) icon. The screen in Figure 5-2 will
open.

Setup Procedure Buttons

— Click a button to get it up...
Agzzigned Codes

|D2140 | w3st |D2330 |D7140

| DO120 | DOT40 | D2750 | DOTS0

| |pmEo D330 | DO210 | DD220

01351 | Do2rg | DOZ72 | D110

|D1201 | D910 | 15110 | DS110

|D5120 | 15009 | DE240 | DE7S0

Cancel |

Figure 5-2: The Setup Procedure Buttons window.

3. Click the button you want to change. The screen in Figure 5-3 will open.

Set Up Procedure Bution |z|

Select Code—————— Select Toolip Text

@ o 2
[pz1a0 5|

" Dental Diagnostic;
3 |

Click a button to zelect its bitmap

QB[

* |sze Procedure Description

" Use Custom Test

(2o

=1S)
® @@
A
W& |

ADULT

3 Rz0|®

H=HNEEIE

=S EARE

iI°
Ok I Cancel |

Figure 5-3: The Set Up Procedure Button window.

Topic 2
2

Procedure buttons are
workstation-specific. You
must set them up on each
workstation.

There is a limit of 24 procedure
buttons that can be set up on
each workstation.

Easy Dental is pre-programmed
with treatment flags set up for
each procedure code. When
posting a procedure, these

Sflags will determine whether

a procedure code is changed

to reflect the correct posting
conditions (i.e., primary/
permanent, number of surfaces,
anterior/posterior, etc.). For
example, if you post a MOD
amalgam on a tooth using the
one-surface amalgam procedure
code, Easy Dental will actually
post the amalgam with the
procedure code for three
surfaces not the code for one
surface.
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I Condition 3 FEE 3 4386
IHeEval Abbrev Desc [ Remove Tooth 4. FEE 4 41.82
¥ Show in Chart 5 FEES 3876
I Code 3 E. 0.00
—duto Recall 7. Q.00
I Code 4 [MOME] >>| g8 0.00
: g. 0.00
I— Code 5 = F'ru:u:eu:lng-T Time—— 10 0.00
1 Unitls] ** I 1. 0.00
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Frocedure Eategol_l,l:l Diagnostic ;I :llﬁ 883
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Treatment .&rea:IMDuth LI Flags | 18. 0.00 o
Bar TPDB:I[NDHE] LI [ Do Mot Eill to Insurance

Edit Mote | Mew Code | &l » Save | Cloze I

In the Select Code field, enter the code you wish to assign to this button. You can
also click the Search button next to Procedure to search for the code.

If you would like a different picture for the button, click the bitmap at the bottom
of the window that best matches the code you are assigning to this button.

Click OK.
Repeat steps 3 - 6 for any other button(s) you wish to change.
Click OK to save and exit.

Category Button Setup

Category buttons allow you to view fewer codes than are actually in the system when
posting work. You can choose which codes to be included in the category. To modify the
content of a category button, do the following:

1.
2.
3.

Open the Reports module.
Click (Practice Setup) | Procedure Code Setup.

Highlight the Procedure Code Category that contains the code you wish to add/
remove.

Highlight the code in the list and click Edit. A screen similar to Figure 5-4 will
open.

Procedure Code Editor - Existing

Figure 5-4: The Procedure Code Editor - Existing window.

In the Procedure Code Editor window, do one of the following:

e To add a code to the category button, check Show in Chart.

e Toremove a code from the category button, uncheck Show in Chart.
Click Close.

Click Yes to save changes.

Repeat steps 3 - 7 for any other procedure codes.

Click Close to return to the Reports module.



Chart Color Setup

The colors in the Chart module, including the Graphic Chart display and paint colors, can
be customized to match the needs of your office. To customize the Chart module colors, do
the following:

1. Open the Chart module.
2. Click [Q (View Options) | Set Chart Colors. The screen in Figure 5-5 will open.

Set Chart Colors [z|
Paint Colors: Screen Colors:
@ Treatment Plan IE Screen Backaground
E Completed *ork IE Sereen Gingiva
E E sizting
E B?angdrigzr;z; Other Progress Mote Colors:

Clinical Motes

[ Use colors for Progress Motes

Defaults Ok Cahcel

i
:

Figure 5-5: The Set Chart Colors window.

Click the colored box next to Treatment Plan and select the desired color.
Click OK.
Repeat step 3 - 4 for all other Paint Colors.

AN A

Click OK to save and exit.

Check Your Skills 5.2

1. How many procedure buttons can you have set up on one workstation?

2. From which module do you customize the procedures shown in the different
category buttons? Which option allows you to add or remove the procedure from
the corresponding category button?

Chart colors are workstation-
specific. You must set up the
colors on all workstations.

If you check “Use colors for
Progress Notes,” the the colors
you have selected for the
Graphic Chart will be used in
the line item descriptions below
the Graphic Chart.
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Topic 3
2

Easy Dental is pre-programmed
with treatment flags set up for
each procedure code. When
posting a procedure, these
Sflags will determine whether

a procedure code is changed

to reflect the correct posting
conditions (i.e., primary/
permanent, number of surfaces,
anterior/posterior, etc.). For
example, if you post a MOD
amalgam on a tooth using the
one-surface amalgam procedure
code, Easy Dental will actually
post the amalgam with the
procedure code for three
surfaces not the code for one
surface.

If you use a procedure button
to post work, step 6 will come
before step 5 in the Posting
Work in the Chart topic.

If you want to post a condition,
click the Conditions category
button, highlight the code, and
click any of the status buttons.
The condition will then be
posted to the Chart.

Posting Work

Posting Work in the Chart

To post work to the Chart, do the following:

1.

2.
3.
4
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Open the Chart module.
Select your patient.
Highlight the tooth/teeth that you want to post work on.

To choose the procedure that you want to post to the tooth/teeth, do one of the
following:

e Click the procedure button that corresponds to the code you want to post.

e Click the category button that contains the code you want to post, highlight the
Code, and click OK.

e Click the (All Procedures) icon, highlight the Category containing the
code you want to post, highlight the code from the Procedure Code List, and
click OK.

e Click the (Explosion Codes) icon, highlight the Code, and click OK.
Click the desired status button for this procedure, using the following as a guide:
e Complete: This is completed work.

e Tx Plan (Treatment Plan): This is work recommended by the provider.

e Existing: This is work done by another provider or by the current provider,
but is only now being entered into the Chart. For example, work completed
before using Easy Dental should be posted as existing, so that the patient is
not charged for the work again.

Enter any additional information using the following as a guide:

e Surface(s): If you selected a procedure that requires surfaces (i.e., amalgam,
composite, etc.), Easy Dental will prompt you to select the applicable surfaces
(see Figure 5-6). To select surfaces, do the following:

Surface Sele... |X|

[~ Mesial

[ Incisal/Dceluszal

[~ Distal

[ Lingual

[~ Facial/Buccal

[T Class Five

Surfaces £l
ok, I { Cancel }

Figure 5-6: The Surface
Select window.

a. Check the desired surface(s).
b. Click OK.



*  Quadrant(s): If you selected a procedure that requires quadrants (i.e., perio
scale and root planing, etc.), Easy Dental will prompt you to select the
applicable surface (see Figure 5-7). To select quadrants, do the following:

Quadrant Sele... |g|

[ uR|{lC LL
CLR|ITC L

Figure 5-7: The Quadrant
Select window.

a. Check the desired quadrant(s).
b. Click OK.
7. The procedure will be posted to the Graphic Chart as well as the Progress Notes.

Completing Treatment Plans

If you do not complete a treatment-planned procedure, but instead re-post the work as
Completed, the work will show as both treatment-planned and completed. You should
NOT complete treatment-planned work by double-clicking the procedure and changing the
status to Completed. This will change the procedure to completed, but it will not reflect the
change in date. To complete a treatment-planned procedure from the Chart module, do the
following:

1. Open the Chart module.

2. Select your patient.

3. In the Progress Notes, highlight the desired procedure(s).

4. Click the (Set Complete) button on the left side of the Progress Notes.

Using the Auto-State Button

The Auto-State button is the plus sign next to the status buttons. Using this button can save
you a lot of time by not having to choose the status of a procedure each time it is posted. To
use the Auto-State button, do the following:

1. Open the Chart module.
2. Select your patient.

3. Click the |'| (Auto-State) button. The button should change to a minus sign
( |-| ), indicating the button has been activated.

4. By default, the TX Plan button will be depressed, indicating that it is the desired
status to be given to the procedures posted. To change to a different status, click
the corresponding button.

Highlight the tooth/teeth you want to post work on.

6. To choose the procedure you want to post to the tooth/teeth, do one of the
following:

e  Click the procedure button that corresponds to the code you want to post.

e Click the category button that contains the code you want to post, highlight the
code, and click OK.

To select more than one
procedure at a time, hold the
right mouse button or the Ctrl
key and click each procedure
to be completed with the left
mouse button.

Chart * 93



S

Before you can delete a
completed procedure, you must
ensure any claims linked to the

procedure have been deleted.
If there is a claim linked to the
procedure, where the Delete
button would normally be (see
Figure 5-8), the following

note will appear, “Procedures
attached to an Insurance Claim
may not be changed until the
Claim has been deleted.”

If you discover a mistake in

a patient’s chart after the
procedure has been moved

to history, you can no longer
delete the procedure. If you
wish to make changes, you
must invalidate the procedure.
Invalidating a procedure
removes it from showing on
the Graphic Chart, but it does
not remove the charge from the
Accounts module.

e Click the (All Procedures) icon, highlight the Category containing the
code you want to post, highlight the code from the Procedure Code List, and
click OK.

e Click the (Explosion Codes) icon, highlight the Code, and click OK.
7. Repeat steps 5 - 6 for all procedures to be posted with the same status.

8. When you are finished entering treatment, click once on the Auto-State button to
de-activate it.

Deleting Work NOT Completed

At times, it may be necessary to delete procedures from the patient’s chart. To delete
treatment-planned work, existing work, and/or conditions, do the following:

1. From the Progress Notes in the Chart module, highlight the procedure(s) you wish
to delete.

2. Click the (Delete) button on the left side of the Progress Notes. The message
in Figure 5-8 will appear.

Easy Dental Chart Module
! '} DELETE all selected items?

Figure 5-8: A delete confirmation
window.

3. Click Yes to delete the selected procedures.

Deleting Completed Work

To delete completed procedures, do the following:

1. From the Progress Notes in the Chart module, double-click the procedure you wish
to delete and one of the following will happen:

e If you see Figure 5-9, click the Delete button and click Yes to delete the
procedure.

Edit or. Delete Procedure |X|

Dz |1 A Frocedure Description

Erocedure:|02392 ﬂ |F|esin composite-2s, posteriorn |

Toath: |5_

Owerride Ins. estimate

§urfaces:|DD ﬂ I~ Prim. Ins.l
gmount:l 94 86 I~ Sec Ins_l

Provider:| DDS1 ﬂ [ Do Maot Bill to Insurance
Diagnoses: ﬂ |

Hates:

Procedure Status
" Treatment Plan
% Completed

™ Exigting

Delete | Cancel |

Figure 5-9: The Edit or Delete Procedure window.
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* If you see Figure 5-10, mark Invalidate Procedure and click OK.

Validate [ Invalidate Procedure in History

Yalidate / Invalidate Procedurs
’7 ® Walidate Procedure  © Invalidate Procedure

Cancel |

Date: I 07/07/2000 Procedure Description

; Procedure Status
Erocedure:l L1110 | Prophylasis-adult | u
Qweriide hg. extimate  Treatment Plan

I~ Frir. Ins I
I™ Sec Ins I

| Completed

" Existing-Cument Prow

Amount:|  38.00
o " Existing-Other Froy
Provider:| DDS1 [~ DoMotBil to Inzurance
Diagnozes: ﬂ |
Motes:

Figure 5-10: The Validate/Invalidate Procedure in History window.

Editing a Procedure in the Chart

If you discover you have made a mistake when charting a procedure (treatment-planned,
completed, or existing), then do the following to edit it:

1.

Double-click the procedure from the Progress Notes in the Chart module (see
Figure 5-9).

Make the desired changes.
Click OK to save and exit.

Changing Dentition

At times, it may be necessary to change dentition on a patient’s Chart to reflect their
primary/permanent teeth. To change dentition, do the following:

1.

2
3.
4

Open the Chart module.
Select your patient.
Click the (Primary/Permanent) icon.

To change all of the teeth, choose Change All.

Procedures in history cannot be
edited.

@

If you only need to change
certain teeth to show mixed
dentition in the patient’s mouth,
then first highlight the tooth/
teeth to be changed and click
Primary/Permanent | Change
Selected.

Chart * 95



Check Your Skills 5.3

True or False? It is okay to complete a procedure by double-clicking it and
changing the status from Treatment Plan to Completed.

Which status would you use for work performed by the doctor in the office, but
completed before Easy Dental was installed?

True or False? You can delete completed work using the Delete button at the top
of the Progress Notes panel.

True or False? Procedures in history can be edited at any time.

If you need to show that a patient has mixed dentition, which Primary/Permanent
option would you use?
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Clinical Notes

Clinical Notes

Clinical Notes are free-form notes that can be entered any time during an exam. Clinical
Notes are designed to offer a method of entering notes for an exam that are not necessarily
specific to a procedure. To add a Clinical Note, do the following:

1. Open the Chart module.
2. Select your patient.
3. Click the (Clinical Notes) icon. The screen in Figure 5-11 will open.

Clinical Notes

— Clinical Mate:

Maote Date:) 110842006 ﬂ Append to Mote Inzert Dataline |

Clear | Ereviu:uusl et | Copy Notel Cnpyglll

Templates | 0k I Cancel |

Figure 5-11: The Clinical Notes window.

4. Click Insert Dateline to insert today’s date and enter your note. There is a limit of
4,000 characters in the Clinical Note field.

5. Click OK to save and exit.

Appending a Clinical Note in History

To append a note to a Clinical Note in history, do the following:
1. Open the Chart module.
2. Select your patient.
3. Click the (Clinical Notes) icon (see Figure 5-11).
4

To choose the note you wish to append, do one of the following:

@ Topic 4

Each note has a limit of 4,000
characters.

Once a Clinical Note is in
history, it cannot be edited

or deleted. However, a note
may be add an addendum to a
Clinical Note in history.
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Once you click Yes to
append a note in history, the
appended portion of the note

is automatically moved into
history and can no longer be
edited or deleted.

e If you know the date of the note, click the Search button next to the Note
Date field, find the date and click OK.

e Click the Previous or Next button to find the desired note.

5. Click the Append to Note button. The screen in Figure 5-12 will open.

Append to Clinical Note

g I Cancel

Figure 5-12: The Append to Clinical Note window.

6. Click Insert Dateline to insert today’s date and enter your note.
7. Click OK and Yes to the message that appears to append the note.
8. Click OK to save and exit.

Check Your Skills 5.4

1. Up to how many characters can be entered in one Clinical Note?

2. If a Clinical Note is in history, which option can you use to add something to that
note?

98 ¢ Easy Start: New Office Implementation Guide



Reports D Topic 5

Printing the Dental Chart

To print the Dental Chart, do the following:

1. Click (Print Dental Chart) | Dental Chart. The screen in Figure 5-13 will
open.

Print Dental Chart |X|

Top Marain (in Inches): I 0

W Print Todays Wk
W Print Treatment Plan

¥ Frint TP E stimate Detail
v PFrint Chart az Displayed

Cancel |

Figure 5-13: The Print Dental Chart
window.

2. Check the items you wish to print and click OK.

Printing the Dental Chart with Progress Notes

To print the Chart with the Progress Notes, do the following:

1. Click (Print Dental Chart) | Progress Notes with Chart or click the
(Print Progress Notes with Chart) button located to the right of the Progress
Notes. The screen in Figure 5-14 will open.

Print Progress Notes with Chart |X|

Mote Range:
&+ 4l Progress Notes
" Date Range
Ji1/08/2005 - [11/08/2006

[ Erint Procedure &mounts

Cancel |

Figure 5-14: The Print Progress Notes with
Chart window.

2. Mark the desired Note Range.
3. Click OK.
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Check Your Skills 5.5

1. True or False? Both icons used to print in the Chart module will print the same
report.

2. When printing the Progress Notes with the Chart module, which option allows you
to choose a certain date range?
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Apply Your Knowledge

Switch to the Tutor Database

Before performing any of the following activities, switch to the Tutor database to ensure
that your live data will not be compromised. To switch to the Tutor database, do the
following:

1. Open the Reports module and click (Maintenance) | Preferences | Paths.

2. Make a note of the current path in the Database Path field, so you can switch back
to your live data after you are done with the activities.

Click the Browse button next to the Database Path field.

4. Browse to the location of your Tutor folder. In most cases, C:\Program Files\
Ezdental\Tutor\ will be your path.

Click OK.
6. Click OK to the message that appears and close Easy Dental.

Activities

1. Replace the following existing procedure buttons with the following new buttons:
(Choose a bitmap that corresponds the best with the new procedure.)

e Replace D0120 (second row, second column) with D5211 (maxillary partial
denture).

*  Replace D0140 (second row, third column) with D5212 (mandibular partial
denture).

2. At the moment, within the Endodontics category button, D3430 is showing within
the list. Remove this procedure from showing in this category.

3. At the moment, D1320 is not showing in the Preventive category button. Add this
procedure, so that it shows in this category.

4. Abigail Smith came into the office today complaining that one of her teeth was
hurting. After the doctor looked at her tooth, he noticed that she has decay on the
Occlusal and Lingual surfaces. He suggests that he fill that tooth while she is in
the office today. Post the decay and the completed resin in her chart for tooth 18.

5. Please post the following existing treatment done for Abigail:
e Tooth 1, 16, 17, and 32: Extracted
e Tooth 14: OD Amalgam
e Tooth 15: MO Amalgam
e  Tooth 2: O Amalgam
e Tooth 30: Missing for more than a year (condition)
6. Please post the following treatment that Abigail needs done:
e Tooth 20 and 21: MOD Resin
e Tooth 30: Implant
*  Tooth 29 - 31: Bridge

7. Brandon Crawford came into the office today and had his root canal completed.
Indicate this on his chart.

74

If you are not sure where your
Tutor folder is located, ask
your trainer for help or call
Easy Dental Support at (800)
824-6375.
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8. Marla and Mary Reese are children and need to have their charts show that they
have primary dentition instead of permanent. Indicate this in their charts.

9. Enter Clinical Note for Abigail Smith. (At this point, it does not matter what you
enter.)

10. Print a Dental Chart for Abigail.
11. Print the Progress Notes with Abigail’s chart.
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Estimator

e treatment plans should
into alternate treatment plan options.

Objectives

Once you have completed this chapter, you should be able to:
e Change the View Options
e Set Orders to Treatment Plans
e Set up the Display Options for the Treatment Plans
e Update Treatment Plan Fees

Chapter

6
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Topic 1

Estimator Basics

Navigating the Estimator

Understanding the basic navigation of the Estimator is crucial to the successful
implementation of paperless treatment plan options. Figure 6-1 illustrates the different
areas of the Estimator module.

This area of the Estimator displays important This area of the Estimator shows the totals This area of the Estimator displays important
information regarding each treatment-planned for the patient’s treatment plan, including information about the patient’s and their
procedure, similar to the Progress Notes. the actual cost and estimated totals. family’s insurance benefits.

.
=

Descrnption
[.E stract,enupted th/exposed it
\Crown-porc fuge high noble mtl
ot canal therapy - molar

DE240; Pontic-porcelain fuzed to hnob
DENT0:Surg place implant; endosteal
30 DEO53:Abtmt supp porc fused to hi-nob
30 D2750: Crawn-pare fuze high noble mtl
3 DE7E0:Retainer cm-porc fuzed-hi nob
32 D7140:Estract enupted th/exposed

%]
[¥=)

Treatment Plan Total
E stimated Deductible to be Applied
E stimated Insurance Payment
Estimated Patient's Portion

Dental Insurance Benefits Patient /

Primary  Secondfiy Prmary  Secondamy
Annual Plan Benefits 1.500.00 0.00
Paid Benefitz ¥TD 0.00 o0.00 0.00
Pending Insurance Est. ¥TD 0.00 0.00 0.00
Est. Benefitzs Remaining ¥ TD 1.500.000 0.00

Benefitz Expire 1231 /06 12431706
Deductible Owed YTD Standard 50.00 150.00 0.00
Preventive 0.00 0.00 0.00
Other 0.00 o0.00 0.00

Primary Dental Insurance: Metropolitan

MOTE: All insurance estimates are based only on the patient’s Dental insurance plans

Figure 6-1: The Estimator.
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View Options

Estimator View Options

The Estimator will display all of the treatment-planned procedures for that patient as well
as the insurance estimates and benefits. The Estimator is useful for showing patients
exactly how much they will have to pay. The View icon allows you to add or remove
certain columns from the display. This is useful if you would like to only present certain
information to the patient. To show/hide information from displaying in the Estimator do
the following:

1. Open the Estimator by clicking the (Estimator) icon from the Chart or
Accounts module’s toolbar.

2. Click the (View) icon.

Choose the desired option to hide/display the information by using the following

as a guide:

*  Procedure Progress Notes will display any notes entered in the Notes field
for each of the treatment-planned procedures.

e Fee will display the fee for each of the treatment-planned procedures.

e Patient Portion will display the estimated patient portion for each of the
treatment-planned procedures.

¢ Primary Dental Insurance Estimate will display the estimated primary
insurance portion for each of the treatment-planned procedures.

¢ Secondary Dental Insurance Estimate will display the estimated secondary
insurance portion for each of the treatment-planned procedures.

¢ Treatment Plan Totals will display the Treatment Plan Total below the
Progress Notes area of the Estimator.

¢ Treatment Plan Estimated Totals will display the Estimated Deductible to
be Applied, Estimated Insurance Payment, and Estimated Patient’s Portion
totals below the Progress Notes area of the Estimator.

e Family Dental Insurance Benefits will display the family benefits for the
patient’s insurance plan.

¢ Dental Insurance Benefits will display the patient’s benefits for their
insurance plan.

Treatment Plan Orders

Easy Dental gives you the ability to quickly sequence treatment-planned procedures in
the order each will be completed. Once ordered, the different groups can be displayed
or hidden to help patients estimate their portion for each visit. It also can prevent

overwhelming your patients by not displaying all treatment-planned procedures at once. To

set the order of a treatment-planned procedure, do the following:

1. Open the Estimator by clicking the (Estimator) icon from the Chart or
Accounts module’s toolbar.

2. Highlight the procedure(s) to which you want to give an order.

Click the (Set Order) icon and choose the desired order for the selected
procedures. The order will display in the Ord column and the list will sort
numerically, starting with procedures that do not have an order.

Topic 2
2

For more information on
how insurance estimates are
calculated, see the Insurance
Estimates topic in Chapter 4:
Insurance Management.

The deductible is not figured
into any one procedure, so

it will not be reflected in

the patient portion in the

Pat column. However, the
Estimated Insurance Payment
and Estimated Patient’s
Portion totals do calculate the
deduction.

If the Estimated Insurance
Payment is higher than the
Annual Plan Benefits, click View
| Use Dental Plan Maximums.

To select more than one
procedure at a time, hold the
right mouse button or the Ctrl
key and click each procedure
to be completed with the left
mouse button.

Using the Set Order feature,
you can assign an order to

a procedure, or group of
procedures, and then assign
the appropriate letter to an
alternate treatment plan. For
example, if the treatment plan
order is 1, then the alternate
plan could be 2 or A. This way
you can present a treatment
plan in a way that the patient
feels that they have more than
one option.
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After you have assigned orders
to the patient’s treatment plan,
you can use the Sub Totals by
Order option when printing the
Estimator.

The No Order check box refers
to those treatment-planned
procedures that have not been
assigned an order yet.

It is recommended that the color
chosen for an order is dark
enough to display on the white
background of the Progress
Notes area of the Estimator.

As an option for order colors,
you can alternate colors to help
the color setup process go more

quickly. For example, order 1
would be blue, order 2 would be

red, order three would be blue,
order 4 would be red, etc.

Displaying/Hiding Treatment Plans

Once you have assigned an order to treatment-planned procedures, Easy Dental will allow
you to display procedures of certain orders and hide the rest. The Treatment Plan Total and
the estimated totals will only calculate the amounts for the treatment-planned procedures
currently being displayed. To show/hide treatment-planned procedures assigned to a
specific order, do the following:

1. Open the Estimator by clicking the (Estimator) icon from the Chart or
Accounts module’s toolbar.

2. Click the [@ (Display Orders) icon. The screen in Figure 6-2 will appear.

Display Orders &|

I:‘|?1 EWM I:IIFA

sz li‘ﬁw I:IIIFE
W~: W~: [~
Epat l:‘PW EIJ?D
|:‘r~?5 Ema I:IWE
IEIFE E‘Wﬁ! E‘pp
BW? E‘qu |:|WG
Bﬁia E‘Wa |:|WH
I:‘I?EI E‘lvzz I:IIFI
EWm I:‘wza I:IIFJ
Ii‘pﬂ E‘Pzet IiIIFK
IEWQ E‘Wza EIIFL
|:‘|713 E‘lvzs E‘WM

Figure 6-2: The Display Orders window.
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3. Click None to deselect all the orders and then check only the orders you want to
display.

4. Click OK.

Order Colors

You can change the colors for each order, making it easier to see treatment-planned
procedures in a specific order. To change the order colors, do the following:

1. Open the Estimator by clicking the (Estimator) icon from the Chart or
Accounts module’s toolbar.

Click the B (Display Orders) icon (see Figure 6-2).

Click the square to the left of the order that you want to change.
Select the desired color and click OK.

Repeat steps 3 - 4 for all orders.

AN

Click OK to return to the Estimator.
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Check Your Skills 6.2

1. True or False? Because the deductible is applied to the first procedure listed in the
Progress Notes area of the Estimator, the patient portion will be higher than normal
in the Pat column.

2. True or False? You can hide treatment-planned procedures that have not been
assigned an order yet.

3. If the Estimated Insurance Payment is higher than the Annual Plan Benefits, which
option would you choose to fix the estimate?
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Topic 3
p Fee Schedule Changes

Updating Treatment Plan Fees

of any treatment-planned procedures already in the system. Easy Dental assumes that you

@ When you raise the fees in your office, Easy Dental will not automatically update the fees

For more information on

still want to honor the original price quoted to the patient. However, Easy Dental has the
ability to update treatment plan fees based on meeting certain criteria. To update treatment

fee schedule functionality, plan fees, do the following:

see the Insurance Estimates 1

topic in Chapter 4: Insurance
Management.
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2.

Open the Estimator by clicking the (Estimator) icon from the Chart or
Accounts module’s toolbar.

Click the [$*] (Update Fees) icon. The screen in Figure 6-3 will appear.

Update Treatment Plan Fees

—Update Treatment Plan Fees For

£ all Patients

—Update Treatment Flan Procedures \With

Procedure Codels) Eram: I “ALL= >>| ID:I <ALL = }}l
Procedure Date Before: I <ALL>

Tx Provider: Billing T+ pe For Patient's Guarantaot;

Dostl 1: Standard Eilling - finance charges

21 Standard Eilling - no finance charges
31 Insurance Family - Dual Insurance

4: Insurance Family - finance charges =
5: Payment Plan - finance charges
5]
7
g

|G

: Payment Flan - no finance charges
: Bad Debt: - at risk
: Mo Statement and Mo Finance Charges

(£

W al I al

Treatment plan fees will be updated From the current fee schedules,

pdate | Cancel I

Figure 6-3: The Update Treatment Plan Fees window.

In the Update Treatment Plan Fees for field, mark Current Patient to update the
treatment plan fees for only the patient selected or mark All Patients to update the
treatment plan fees for all patients in the database.

If desired, select the desired procedure code range to update only those fees for
treatment-planned procedures within the range selected.

If desired, enter a Procedure Date Before to update only those fees for treatment-
planned procedures that were treatment-planned before the date entered.

Highlight the desired Tx Provider or check All to update only those fees for
treatment-planned procedures attached to the selected provider(s).

If All Patients was marked in step 3, highlight the desired billing type(s) or check
All to update only those fees for patients with the selected billing type(s).

Click Update to update the fees.



Reports D Topic 4

Default Notes

You can set up a default note to print on all treatment plans. To enter a default note, do the
following:
1. Open the Estimator by clicking the (Estimator) icon from the Chart or
Accounts module’s toolbar. Because there is not an area

2. Click the (Default Note for Printing) icon. The screen in Figure 6-4 will {o sign the print out of the
appear. Estlmator, you can create a
signature line in the default note

) using the Underscore (_) key on
?l your keyboard. You may have
et to tweak it until it prints out just

Inzert Dateline | right.

Treatment Plan Note

Clear | Ok I Cancel

Figure 6-4: The Treatment Plan Note window.

3. If desired, click Insert Dateline to insert today’s date.
4. Enter the desired note.
5. Click OK to save and exit.

Printing the Estimator

To print the Estimator, do the following:

1. Open the Estimator by clicking the (Estimator) icon from the Chart or
Accounts module’s toolbar.

2. Click the (Print) icon. The screen in Figure 6-5 will appear.

Brinter: |\ dtwfiles\HF Lassr)et 3000 PCL & on Nels: j

Optiohs
i~ Sub Tatals by Order
¥ Insurance Benefits
v Treatment Plan Mote
[ Print Mame Only

Treatment Plan Note:

Cancel |

Figure 6-5: The Print window.
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Select the Printer from the list provided.

Check Sub Totals by Order to print a sub-total for each order in the treatment
plan.

Check Insurance Benefits to print the patient’s and their family’s insurance
benefits.

Check Treatment Plan Note to print the default note.

Check Print Name Only to exclude the patient’s birth date, chart number, and
social security number on the print out.

Make any changes to the default note for this patient only in the Treatment Plan
Note field.

Click OK to print.



Apply Your Knowledge

Switch to the Tutor Database

Before performing any of the following activities, switch to the Tutor database to ensure
that your live data will not be compromised. To switch to the Tutor database, do the

following:
1. Open the Reports module and click (Maintenance) | Preferences | Paths.
2. Make a note of the current path in the Database Path field, so you can switch back
to your live data after you are done with the activities.
Click the Browse button next to the Database Path field.
4. Browse to the location of your Tutor folder. In most cases, C:\Program Files\
Ezdental\Tutor\ will be your path.
Click OK.
6. Click OK to the message that appears and close Easy Dental.
Activities
1. Select Abigail Smith in the Chart module and open the Estimator.
2. Make sure that Easy Dental will use insurance maximums when calculating
insurance and patient estimates.
3. Set the order for Abigail’s MOD resins as order 1, the procedures for the implant
as order A, and the procedures for the bridge as order B.
4. Enter a default note for all treatment plans. (At this point, it does not matter what
you enter.)
5. Print the Estimator, making sure that the default note will print, a sub-total for each

order, and only the patient’s name displays on the print out.

If you are not sure where your
Tutor folder is located, ask
your trainer for help or call
Easy Dental Support at (800)
824-6375.
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Accounts Module Chapter

7

ount and date, last billing date, and the patient/
insurance portions of the balance.

Objectives

Once you have completed this chapter, you should be able to:
e Setup the Colors in the Accounts Module
e Set up and Use the Easy Checkout Option
e Enter Procedures
¢ Enter Payments
e Post a Credit Card Payment with PowerPay
e Enter Adjustments
e Apply/Delete Finance Charges
e Close the Month
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Topic 1 ‘ Accounts Module Basics

Terminology
Guarantor: The person in the account who is responsible for all charges on the account.
Balance Forward: The balance amount still owed from the previous 30 days.

History Transactions: Transactions over 30 days old or since the last month end; they
cannot be edited or deleted.

Running Balance: This is a per transaction accounting of the balance.
Credit Adjustment: This is an adjustment that decreases the balance.
Debit Adjustment: This is an adjustment that increases the balance.

Month End Update: This is a utility run at the end of the month that moves current
transactions into history and creates a balance forward.

Navigating the Accounts Module

Understanding the basic navigation of the Accounts module is crucial to the successful
operation of all the transactions entered in the Accounts module. Figure 7-1 illustrates the
different areas of the Accounts module.

This area shows important This area shows the family This is the Today’s Charges area. It shows the
transaction details, such as the balance and the aging that each balance and estimated patient and insurance
date, patient name, description, etc. portion of the balance is in. portions of the transaction’s charged today.

% e | | r
=L -
\ Amount | Prov [Ins| Balance |
/ ~
\\ II a
= B
%5/ \ /
S \ 7/
oz \ /
\ \ 7
W M 7
! /
7/
/
/ 7
P II //
is area shows paymen
O 7i 7/ Th hows payment
= I/ agreement information,
7 VA such as monthly payment
/ y4 q{ amount, etc.
ﬁ / /
v
ya
0->30 | 31-560 | 61->90 | /91--> | Family Balance | Today's Charges / 0.0
‘ 00 | 0.00 \ 0.00 \ 0.00 \ 0.00 Est. Insurance Portion
Est. Patient Portion il
—= o I Payment Plan 5,
~ illing Type
Last Acct. Pagment 000 Date |P"" Amount NA - Pmt Du N
Last Ins. Payment 000 Date Amt Past Due  Na Due Déite N& Thi h . "
\_j IE‘asl Statgmeénit“g;lli " o it e P it ey lS. area shows 1mp4.3rt?n
w Expecied from Insurance 000 |OngnalBar 000 Papment = details about the family’s
Account Partion of Total Balance 000 {RemainBal.  0.00 Due Date billing, such as last
payment amount , etc.

Figure 7-1: The Accounts module.

114 « Easy Start: New Office Implementation Guide



Accounts Module Setup

Accounts Color Setup

The Accounts module colors help you quickly and easily recognize the different transaction
types on a patient’s account. To set up colors, do the following:

1. Click (Setup) | Set Accounts/Tx Plans Colors. A screen similar to Figure
7-2 will open.
Set Accounts/Tx Plans Colors |£|
— Text Colors
IE Frocedures IE Debit Adjustments
IE Fatient Papments IE LCredit Aduzstmentz
E Ihsurance Papments E Finance Charges
E Ihzurance Claims E Late Charges
@ Accounts @ Treatment Plan
Background Caolor Background Calor
Cancel |
Figure 7-2: The Set Accounts/TX Plans Colors window.
2. Click the colored box next to Procedures and select the color you wish to assign
this transaction type.
Click OK.
4. Repeat steps 2-3 for all other transaction types.
Click OK to save and exit.
Easy Checkout Options

The Easy Checkout button is a great tool that will save you time when checking out a
patient. This button allows you to create a claim, post a payment, and print a walkout
statement all with the click of a button. Before you can use this button, however, you must
first set it up. To set up the Easy Checkout button, do the following:

1.

Click (Setup) | Easy Checkout Options. A screen similar to Figure 7-3, on
the next page, will open.

If you would like to be prompted to enter a payment, check Enter Account
Payment.

If you would like an insurance claim created, then check Create Insurance Claim
and then mark Batch or Print.

If you would like a walkout statement created, check Walkout and then mark
Batch or Print.

Click OK to save and exit.

Topic 2
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Easy Checkout Options |X|

¥ Enter &ccount Payment

W Create Insurance Claim
% Batch
T Print

v wialkout
™ Batch

(1] I Cancel

Figure 7-3: The Easy Checkout Options
window.

Check Your Skills 7.2

1. True or False? The Easy Checkout button allows you to create a claim, enter a
payment, and print a walkout all at once.
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Balance/Billing Types

Adding an Initial Balance

Initial balances are used to transfer a family’s existing balance to the Easy Dental system.

To add an initial balance to an account, do the following:

1. In the Accounts module, select the desired family.

2. Click the (Billing/Payment Plan) icon. A screen similar to Figure 7-4 will
open.

Billing/Payment Plan Infermation

Billing Type: | 1: Standard Biling - finance charges

2 Standard Biling - no finance charges Account Motes |
2 Inswrance Family - Dual Insurance =

4: Inzurance Family - finance charges |

(Bl

| 0530 | 31360 | 61->80 | 91> | Balance [ LastPapment
oo fooo [ooo [ooo | ooo (’”‘mm‘”d”m Date |

— Payment Plan [FF)

Date: [11/08/2006  Tems ||
Interval ——— .
& Monthly Bal. for PP: IEI.EIEI Bal. Femaining: 000 Amt Due:
 Semi-monthly First F'mtDue:I Mext Pmt Due: Miszed Prots:| 0
" Biweekly Fayment .&mt:l Amt Past Due:| 0.00 Clear/Hew PP |
 weekly Total # of Payments: I Rermaining # of Pmts: i |

— Payment Plan Hote

Note Date:| 11/08/2006 ﬂ Copy PlantoMote | Insert Dateline |

0K |
Clear | Ereviausl et | Copy Notel Eap}lﬁlll Cerrea] |

Figure 7-4: The Billing/Payment Plan Information window.

Enter the desired dollar amount in each of the aging fields (i.e., 0-30, 31-60, etc.).

4. If you would like the Accounts module to show the correct Last Payment Amount
and Last Payment Date, enter the correct information in the corresponding fields.

5. Click OK to save and exit.

Modifying Billing Types

Billing types can be modified to fit the needs of your practice. If you like the billing types

that are standard with Easy Dental, then you do not need to make modifications and you
can skip to the next section. However, if you wish to modify the list, you should do the
modifications as part of your initial setup. To set up billing types, do the following:

1. Open the Reports module.

2. Click (Practice Setup) | Definitions | Billing Types. A screen similar to
Figure 7-5, on the next page, will open.

Topic 3
%

If the patient has had any
activity posted in the Chart or
Accounts module, including
treatment plans and primary/
permanent teeth changes,

the option to enter an initial
balance will not be available.

Before changing a billing

type, make sure it has not been
assigned to any patients. If
you change a billing type in the
system, it will change the type
for everyone with that specific

type.
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Practice Definitions

Definition Twpe
You can have up to 99 billing
types.

Definition Texk

I Standard Eilling - finance charges fdd

Id | Description

Standard Eiling - finance charges
Standard Billing - no finance charges Delete
Insurance Family - Dual Insurance —
Insurance Family - finance charges
Payrment Plan - finance charges
Payment Plan - no finance charges
Bad Debt - at risk

Mo Statement and Mo Finance Charges

i | ¥ Close

Figure 7-5: The Practice Definitions window.
3.

From the list of billing types, highlight the one that you wish to change.
Do NOT delete definitions. This

53

i

Change

L= s I n Py I S T N R

[«

:

will leave Easy Dental in an 4. In the Definition Text field, erase the old type and replace it with one you wish to
unstable state and can cause add.
areas of Easy Dental to not

Click the Change button on the right side of the window.
work properly.
6. Click Yes to the message that appears to save the changes to the new billing type.

Click Close to exit.

Assigning a Billing Type to a Family

To assign a billing type to a family, do the following:

1. From the Accounts module, select the head-of-house for the family that you wish
to assign a billing type to.

2. Click the (Billing/Payment Plan) icon. A screen similar to Figure 7-4, on the
previous page, will open.

Highlight the Billing Type you wish to assign to this family.
4. Click OK to save and exit.

Check Your Skills 7.3

1.  What two reasons might cause you to not be able to enter or modify an initial
balance?

2. When should you modify your billing types?

3. True or False? You can assign a different billing type to each family member.
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Transactions

Entering Procedures

Most of the time, you will post procedures through the Chart module or by completing
an appointment. However, every now and then, you may need to post a procedure in the
Accounts module. To post procedures in the Accounts module, do the following:

1. Open the Accounts module.
2. Select a patient.
3. Click (Enter Procedure). The screen in Figure 7-6 will open.

X

Enter Procedure(s)

2 a_te:l'l Ll Procedure Description

Eru:u:eu:lure:|| ﬂ |

| Explozion Codes:

Bridge
Status—————| | D0 Amalg.
" Treatment Plan D0 Comp.
% Completed mgg .émalg
I omp.
Amount PerioE zam

: [T DoMatBill to Insurance | |REAdul
Provider: ppsi ﬂ i RE Child

REComp
£dd | Change | Celete TaRCACrwn
Procedure List
*Procedure requires additional treatment information, Add

OK./Post I Cancel |

Figure 7-6: The Enter Procedure(s) window.

4. In the Procedure field, enter the code or click the Search button to search for the
code.

5. Additional information may need to be entered for the procedure code, such as:

e Tooth: If a tooth number is required, Easy Dental will automatically prompt
for it. Enter the number in the field provided.

e Surfaces: If a surface is required, Easy Dental will automatically prompt for
it. Click the Search button, check the desired surface(s) and click OK.

e Quadrant: If a quadrant is required, Easy Dental will automatically prompt
for it. Mark the desired quadrant.

6. When the code is listed in the Procedure field, the Amount is automatically
entered, but can be changed if needed.

7. Select the Provider.

8. Click Add to add the procedure code to the Procedure List.

9. Repeat steps 4 - 8 for any other procedures.

10. Click the OK/Post button to post the procedure(s) to the Accounts module.

Topic 4
2

For more information on

fee schedule functionality,

see the Insurance Estimates
topic in Chapter 4: Insurance
Management.
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Entering Patient Payments

To enter a payment made by the patient and/or guarantor, do the following:
1. Open the Accounts module.
2. Select a patient.
3. Click (Enter Payment). The screen in Figure 7-7 will open.

Enter Payment

Qate:lTl.-‘DE.fEDDE QR Check Pavment - Thank You #|

Cash Payment - Thank You

Amount: Im Y1SA/MC Payment - Thank Yo
FPayment from Insurance o
Check #: I Dizcover Payment -Thark You —
AMEX Payment -Thank vou

Bank/Branch #: I Outzide E'ayment -Thank You |
YWeb Patient Papment -Thank.

: g i |
Provider: [ppg ﬂ Spiit F'a_l,lmentl Collection Payment -Thank o

Patient: IFam”-"' LI

[T Apply to Paymert Flan

Haote:

K I Cancel

Figure 7-7: The Enter Payment window.

4. Enter the Amount of the payment.
Highlight the payment Type.

6. Enter the check and bank/branch numbers in their corresponding fields if
applicable.

7. Select the Provider.
8. Select the Patient for which this payment is for.

9.  You may also split the payment between two or more providers. To do this, click
Split Payment and choose from the following options: (A screen similar to Figure
7-8 will open.)

X]

5plit Payment

Papment Amaount: 250.00 Add Provider

I

Prowider Balance Acct Est* Fay o N
ODsT 7376 19636 0.00 Ll
HYG1 2E0 2160 0.00 Lered

FIFO

AcctEst

bt

R emaininig Amount: 2R0.00

* The Account Estimate iz the estimated account portion of the
provider balance, bazed on pending dental insurance claims.

OF./Post I Cancel |

Figure 7-8: The Split Payment window.
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*  Manual allows you to enter the specific amount or portion of the payment to
each provider.

* Y% splits the payment on a percentage basis among each of the providers with
a balance.

e FIFO (First In First Out) directs the payment toward the oldest balance on the
account.

¢  Guar Est (Guarantor Estimate) calculates according to guarantor estimates,
disregarding the deductible.

e =gplits the payment equally between the providers listed.

10. Click OK/Post to post the payment.

Posting a Credit Card Payment with PowerPay 4.5

If a patient pays with a credit card, you can post the payment in Accounts module using the
PowerPay feature. PowerPay allows you to charge/process the patient’s credit card through
the computer and then automatically posts a payment transaction type in the Accounts
module. To use PowerPay to post a payment, do the following:

1. Open the Accounts module.
2. Select a patient.

3. Click the (PowerPay) button on the Accounts module’s toolbar. A screen
similar to Figure 7-9 will open.

= PowerPay - (Crawford, Brandon) |:”E”X|

File Transactions Consents Reports Actions  Windows  Help

Transactions

= Charge

L)
¥ B a PowerPay Tasks

Q) Waid
Due Consents [0

ﬁ Settle Transactions
".ﬁ D aily Settlement [0

ﬁ Active Consents with Expired Credit Cards [0

@‘% Trangaction Search

:a Unresolved Tranzactions

Jy, Search Tranzactions

\ | Unrezolved Transactions [0
Consents E

@ PowerPay Reports

Tiansaction Detail

=] Manage Consents

j Frocess Due Consents Settlement Surmmar

Daily Surmmary. Debit Summary.
Reports

Pre-Settlement Summary Consent Summary

i\ Generale Report
%, Reprint Receipt

aibaldals [

@) Home
k“‘\@ Setup

x Exit

Status

Figure 7-9: The PowerPay window.

4. Click Charge in the Transactions section. A screen similar to Figure 7-10, on the
next page, will open.

5. At this point, you have two options, swipe the card or do a manual transaction.

e If you swipe the patient’s credit card, all of the information will be filled in
their corresponding fields, except the charge amount. You will need to enter
the amount in the Amount field.

PowerPay is an add-on product
through NIS. To learn more
about purchasing this product,
speak with your trainer.
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S

When you click the Process
button in the Charge area of
the PowerPay window, this
authorizes the payment only.
It does not actually charge
the card. You are required to
settle all transactions made
in PowerPay daily (see the
PowerPay User’s Guide for
more information).

@

You will be charged a lower
percent from the credit card
company if all of the fields are
filled out, including the CVV
field. If the patient’s card is
swiped, all of the fields will be
populated automatically.

When going through the setup
process for PowerPay (see the
PowerPay User’s Guide for
more information), you have the
option to print a charge receipt.
If this option is checked,
PowerPay will prompt you to
print or automatically print a
charge receipt, depending on
the option you selected, once
the processing of the credit card
is complete.

The payment type that is posted
to the patient’s Accounts
module will be the payment type
selected in the PowerPay Setup
in the Reports module. After
the payment is posted, you can
double-click it in the Accounts
module and change the type if
needed.

= PowerPay - (Crawford, Brandon)

File Transactions Consents Reports Actions  Windows Help

Transactions
j Charge
3 e mos ||

3 Void
terchant | Moneris [CES] Test Account
'.ﬁ Seftle Tranzactions

L} |

Permission | Card Present

:a Unrezolved Transactions
Jy, Search Transactions Credit Card Infarmation

Last Mame Firgt M arme il

Consents | | ‘ | I:I

Card Tupe Card Humber Exp. Date
:ﬂ Manage Consents | E | | | |

| Process Due Consents

Credit Card Yerifioation

Reports Shieet Address Zip Code (%

[\j Generate Repart |
i Reprint Receipt

Control Panel

9 Home
2y Setup
® Exit

Figure 7-10: The Charge area of the PowerPay window.

e If you do not have the card because the patient sent in a statement with the
number on it, you can do the following:

a. Enter the charge in the Amount field.

b. Select a Merchant.

c. Select the Permission from the list.

d. Enter the Credit Card Information in the fields provided.

e. Enter the Credit Card Verification information in the fields provided.

6. Click the @ (Process) button in the top, right corner of the Charge area. This
will send the transaction to the acquiring bank. When approved by the bank, the
approval status and authorization code will be displayed in the Status panel at
the bottom of the PowerPay window and the form will be cleared. The Enter
PowerPay PC Payment window will appear.

7. Click Yes to print a charge receipt if prompted to do so.
Click OK to post the payment to the patient’s Accounts module.

Entering Adjustments

At times, it may be necessary to post an adjustment to a patient’s Accounts module. To
enter an adjustment, do the following:

1. Open the Accounts module.
2. Select a patient.

3. Click (Enter Adjustment). A screen similar to Figure 7-11, on the next page,
will open.

Enter the Amount of the adjustment.
Highlight the desired adjustment Type.

Select the Provider.

Nk

Select the Patient which this adjustment is for.
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8.
9.

Enter, Adjustment

Qate:|11H1DH2DDB Type: tessional Courtesy

-Full-Payment Courtesy

Amount: Im -Credit Adjustment =

+Debit Adjustment =
+Patient Refund

Arite-Olff
-Senior Citizen Courtesy
+M5F Check
Provider: |ppgy ﬂ +M5F Bark Fee hal
Patient: IFamin LI

Mote:

0K I Cancel

Figure 7-11: The Enter Adjustment window.

If desired, enter a Note as to why this adjustment is being posted.

Click OK to post the adjustment.

Using the Easy Checkout Button

As stated in the Accounts Module Setup topic, the Easy Checkout button can save you time
by allowing you to create a claim, post a payment, and print a walkout all with the click of a
button. Now that the button has been set up, follow the steps below to use it:

1.

2
3.
4

Open the Accounts module.

Select a patient.

Post all work completed today.

Click the (Easy Checkout) button on the Accounts module’s toolbar.

Check Your Skills 7.4

1. Which split payment option allows you to pay the oldest balance first?

2. Which split payment options allows you to split the payment equally among all
providers listed in the Split Payment window.

3. If you receive the following message, “This patient does not have dental

insurance,” when using the Easy Checkout button, what should you do?

@

The options checked In the Easy
Checkout Options window will
determine the prompts that will
appear. Follow each prompt as
directed.

If the patient does not have
insurance, the following
message will appear, “This
patient does not have dental
insurance.” Click OK and the
Easy Checkout will proceed to
the next step.

If a claim has already been
created for today’s procedures
or if there are no procedures for
today, the following message
will appear, “There are no
procedures for a new insurance
claim. An insurance claim was
not created.” Click OK and the
Easy Checkout will proceed to
the next step.

If this patient did not make a
payment, when the screen to
make a payment appears, click
Cancel to proceed to the next
step without making a payment.
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Month End Procedures

Applying Finance Charges

It is strongly recommended that you complete a backup of the entire Easy Dental database
before applying finance charges. To apply finance charges, do the following:

1. Close Easy Dental on all computers.

2. Open the Accounts module and click (Month End) | Finance Charge | Apply
Finance Charge. A screen similar to Figure 7-12 will open.

Apply Finance Charges

%)

Finance Charge Date: Prirmary Providers: v Al

II'I 1/10/2006 D051 Stevens, David D

D052 Simpzon, Dale D

Minimum B alance To Charge:

I'IIZI.EID

Minimum Finance Charge:
Billing Types: v Al

1: Standard Billing - finance charges
- Standard Billing - no finance char
- Ineurance Family - Dual Insurance
- Ineurance Family - finance charge
- Payment Plan - finance charges

. Papment Plan - no finance charge
- Bad Debt - at rigk

. Mo Statement and Mo Finance Ck
- Bad Debt - to collections

E|

— Past Due Davz to Charge——
& Owverd © OwerB0

" Ower30 © Owerd0

— Finance Charge

Percent: I'I a

= Manthly % “Yearly

OO 00 =] O LT e D D

[~ Save s Default

0k I Cancel

Figure 7-12: The Apply Finance Charges window.

3. Enter the Minimum Balance To Charge in the field provided.

4. Enter the Minimum Finance Charge amount.

5. Mark the desired Past Due Days to Charge option.

6. Enter the Percent of the family balance to use when calculating the finance charge
and mark Monthly or Yearly.

7. Highlight the desired Primary Providers and Billing Types or check All.

8. If desired, check Save As Default to save these settings, so the next time you run
finance charges, you will not have to set them up again.

9. Click OK and then click OK to the message that appears to apply the finance
charges.

Deleting Finance Charges

At times, it may be necessary to delete the finance charges that were posted to accounts due
to a mistake made in the setup process. To delete finance charges, do the following:

1. Close Easy Dental on all computers.

2. Open the Accounts module and click (Month End) | Finance Charge | Delete
Finance Charge. A screen similar to Figure 7-13, on the next page, will open.
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Delete Finance Charges |g|

All Finance Charges posted for the
Finance Charge Date will be deleted
fram all aczounts.

Finance Charge Date: ||'| 141042006
Ok I Cancel |

Figure 7-13: The Delete Finance Charges
window.

3. Enter the Finance Charge Date for the charge(s) you wish to delete.

4. Click OK and then click OK to the message that appears to delete the finance
charges.

Closing the Month

It is strongly recommended that you complete a backup of the entire Easy Dental database
before closing the month. Month end is a very important part of Easy Dental. By running
month end, you will move current transactions into history, age account balances, and reset

insurance benefits for those plans that need to be reset. To run month end, do the following:

1. Close all Easy Dental on all computers.

2. Open the Accounts module and click (Month End) | Update. A screen
similar to Figure 7-14 will open.

B

Close Out Month

Cloze Out Month:

|1 1/2006

Optiong:

ra

LCutaff [rate: I'I 240142005

¥ Rezet Insurance Bensfits for Dec,

QK I Cancel |

Figure 7-14: The Close Out Month window.

Thiz process will move
current items in
Accounts o 'Histony'

3. If desired, check Appointment Purge to permanently delete all appointments
previous to the date listed. This date defaults to one year previous to the current
month, but can be changed.

4. By checking Reset Insurance Benefits for [month], Easy Dental will reset the
insurance benefits for any insurance plan whose benefit renewal date is the month
listed.

Click OK.

6. Easy Dental will remind you about having a backup. If you do have a backup,
click OK. If you do NOT have a backup, it is highly recommended that you click
Cancel.

Lo

Easy Dental recognizes the
last month that was closed and
displays the next month in the
Close Out Month field. This
cannot be changed.

The month end utility cannot be
run until at least the first day of
the next month. If you try to run
the utility any time before, you
will receive an error.

Once the month end utility

has been run, you will no
longer be able to delete history
procedures, received insurance
claims, payments, adjustments,
finance charges, or late charges.

Do NOT open Easy Dental on
any computer while the month
end is running. If the month
end utility is aborted in any
way, you will have to restore
your backup. Once you restore
your backup, immediately

call Easy Dental Support for
assistance.

Easy Dental Support does

not have the expertise to help
you with making or restoring
backups, as they are done with
different software. You will
need to contact your systems
administrator for help unless
you use eBackup through NIS.
Then, you can call NIS Support
at (800) 336-8749, option 231.
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Check Your Skills 7.5

1. Before applying finance charges, what does Easy Dental recommend you do?

2. What is the first step to running the Month End Update?

3. True or False? You should have a current backup of the entire Easy Dental
database before running the Month End Update.

4. If today is January 28, 2007, is it possible to close the month of January?
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Apply Your Knowledge

Switch to the Tutor Database

Before performing any of the following activities, switch to the Tutor database to ensure
that your live data will not be compromised. To switch to the Tutor database, do the
following:

1. Open the Reports module and click (Maintenance) | Preferences | Paths.

2. Make a note of the current path in the Database Path field, so you can switch back
to your live data after you are done with the activities.

Click the Browse button next to the Database Path field.

4. Browse to the location of your Tutor folder. In most cases, C:\Program Files\
Easy Dental\Tutor\ will be your path.

Click OK.
6. Click OK to the message that appears and close Easy Dental.

Activities

1. Change the Treatment Plan background color, so it is a light gray instead of white.

2. Set up the Easy Checkout button to create a claim and send it to batch, post a
payment and print a walkout.

In any patient’s account, post an extraction on tooth 4.

4. In Brandon Crawford’s account, post a check payment. However, before actually
posting the payment, check to see if there is more than one provider that needs to
be paid. If there is, pay the oldest balance first.

Enter a 10% Professional Courtesy for Brandon Crawford.
Apply finance charges to all accounts that have at least a $5.00 balance.

Close a month and make sure that insurance benefits will renew.

If you are not sure where your
Tutor folder is located, ask
your trainer for help or call
Easy Dental Support at (800)
824-6375.
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Chapter

3

Schedule Module

and print route slips. Overall,
e Schedule module helps your office maximize a provider’s valuable time by rapidly
filling the work schedule weeks in advance.

Objectives

Once you have completed this chapter, you should be able to:
e Navigate the Schedule Module
e Set up the Practice and Provider Hours
e Set Holidays and Vacation Days
¢ Set up Different Schedule Module Views
¢ Automatically and Manually Search for Available Times
e Schedule an Appointment for an Existing Patient and for New Patients
e Create a Patient File Using a New Patient Appointment
e Use the Clipboard
¢  Reschedule an Appointment
e Locate an Existing Appointment
e Break an Appointment
e View Medical Alerts, Patient Alerts, and Patient Notes from an Appointment
e Change Appointment Statuses
e Complete an Appointment
e Use the ASAP, Open, and Unscheduled Lists
e Setup and Use Easy Day Planning (Time Blocks)
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Topic 1

‘ Schedule Module Basics

Navigating the Schedule module

Understanding the basic navigation of the Schedule module is crucial to the successful
operation of paperless scheduling. Figure 8-1 illustrates the different areas and features of
the Schedule module.

This is the date of the schedule that

you are currently viewing. Below
the date, are the operatory titles.

The search arrows, Clipboard, and the Day,
‘Week, and Month views allow you to quickly
and easily schedule or move appointments.

In this area, you can see all of the
appointments scheduled for the day
that you are currently viewing.
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Figure 8-1: The Schedule module.




Schedule Module Setup Topic 2

Practice Setup

Before you can use the Schedule module, you must first set up your office hours. To set up
the Schedule module, do the following:

1. Open the Schedule module.
2. Click (Setup) | Practice Setup. A screen similar to Figure 8-2 will open.

Practice Schedule Setup |z|

— Default Schedule— — Time Block Size

ﬂ B min

" 10 min
¥ bonday ¥ o
J 15 min

W Tuesday ﬂ 20 min
3 ﬂednesda}lﬂ = 30 min

¥ Thursday ﬂ — Appaintment Amount—
B & Always Calculate

b Friday ﬂ  Allow Amount to be
entered/fixed
[~ Saturday ﬂ

OF. I Cancel

Figure 8-2: The Practice Schedule Setup window.

3. Enter your Default Schedule by doing the following:
a. Uncheck the days of the week when your office is not open and make sure that

the days of the week when your office is open are checked.

The Default Schedule needs to
be set to the practice’s default
c. Enter the hour you open as the Start Time and the time you close for the day hours. Individual day changes

as the End Time. are made in the Practice
Schedule, which is covered later
in this topic.

b. Click the Search button next to the “open” day(s).

d. Click OK to return to the Practice Appointment Setup window.

4. Mark the desired Time Block Size.
If desired, edit the Appointment Amount settings by using the following as a
guide:

*  Mark Always Calculate if you would like Easy Dental to enter the amount of
the appointment based on the patient’s fee schedule. You will NOT be able to
edit this amount.

*  Mark Allow Amount to be entered/fixed if you would like Easy Dental to
enter the amount of the appointment based on the patient’s fee schedule while
allowing you to edit the amount if needed.

6. Click OK to save and exit.
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The Open Office option will not
open days that are normally
closed in the Schedule module,
such as Saturdays and Sundays.
If your office is open one
Saturday a month, then in the
Practice Setup, you need to
check Saturday and enter 12:00
am as the Start Time, and 1:00
am as the End Time. Then, in
the Practice Schedule, you can
edit the hours for the Saturdays
that you are open.

Yearly holidays must be on

the same day each year. For
example, Thanksgiving should
not be set up as a yearly holiday
since the date changes each
year, whereas Christmas is
always on December 25 and
can be considered a yearly
holiday.

Practice Schedule

Once the default schedule has been created, individual days can be edited using the Practice
Schedule. To edit the Practice Schedule, do the following:

1. Open the Schedule module.
2. Click (Setup) | Practice Schedule. A screen similar to Figure 8-3 will open.

Schedule Calendar for. Practice
Office Closed

(

o
||
Pl Pl
| |
TR

Figure 8-3: The Schedule Calendar for Practice window.

3. Choose the following operations to edit the schedule:
e To close a day completely, do the following:
a. Highlight the desired date.
b. Select Office Closed | Close Office on Selected Date.

e If you have previously closed a day in the Practice Schedule, you can open the
day by doing the following:

a. Highlight the closed day.
b. Select Office Closed | Open Office.
e To add a holiday to the schedule, do the following:
a. Highlight the desired date.
b. Select Office Closed | Set Yearly Holiday on selected day.

e If you have previously created a holiday in the Practice Schedule, you can
delete the holiday, so that your office is open, by doing the following:

a. Highlight the holiday.
b. Select Office Closed | Delete Holiday.

e To edit the schedule for a day, do the following:
a. Double-click the desired date.
b. Edit the times as necessary.
c. Click OK.

4. Repeat for any other days.
Click Close when finished making adjustments to the schedule.
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Provider Setup

Once you have the practice set up, it is necessary to set up the hours for individual
providers. If your providers work the same hours as your office, then you will not need to
edit their hours as the days and hours will be identical to the practice hours unless edited.
To set up a provider, do the following:

1. Open the Schedule module.
2. Click (Setup) | Provider Setup. A screen similar to Figure 8-4 will open.

Provider, Setup

Los2
HY G Schedule

I:Icnse

Figure 8-4: The Provider Setup
window.

3. Highlight the provider and click Setup. A screen similar to Figure 8-5 will open.

Provider, Setup [DD51]
— Default Schedule—— —Set Time Blocks

Bundag add |
I7 Monday 33| Edit |
W Tuesday d Delelel

¥ ednesday »> — Provider giliaz — Provider Color——

W Thursday s> DD52
21| oee: [—

v Friday d

I Satuday | ok | Eancel|

Figure 8-5: The Provider Setup [provider] window.

X

4. Enter your Default Schedule by doing the following:

a. Uncheck the days of the week when the provider is not in the office and make
sure that the days of the week when the provider is in the office are checked.

b. Click the Search button next to the “open” day(s).

c. Enter the hour the provider comes in as the Start Time and the time that they
leave for the day as the End Time.

d. Click OK to return to the Provider Setup window.

5. Highlight a Provider Alias if desired. The alias will only be used when a provider
has been added to the computer with two different ID’s. For example, the dentist

likes to keep the type of work separate when looking at production and collections,

so he/she is set up as DDS1 and DDS3.

6. If desired, change the Provider Color by clicking the colored box, highlighting
the desired color, and clicking OK.

7. Click OK.
Repeat steps 3 - 7 for all other providers.
9. Click Close when finished.
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Provider Schedule

Once the default schedule has been created for each provider, individual days can be edited
using the Provider Schedule. To edit the Provider Schedule, do the following:

1. Open the Schedule module.
2. Click (Setup) | Provider Setup (see Figure 8-4 on the previous page).

3. Highlight the provider and click Schedule. A screen similar to Figure 8-6 will
open.

Schedule Calendar for, DDS1
Options

T

it
|
B
Mo e
o

Figure 8-6: The Schedule Calendar for [provider] window.

4. Choose the following operations to edit the schedule:
e To set up a vacation day for a provider, do the following:
a. Highlight the desired date.
b. Select Options | Set Vacation on selected date.

e If you have previously set up a vacation day for the provider in the Practice
Schedule, you can delete the vacation day, so that the provider is coming in
that day, by doing the following:

a. Highlight the vacation day.
b. Select Options | Delete Vacation day.

e To edit the schedule for a day, do the following:
a. Double-click the desired date.
b. Edit the times as necessary.
c. Click OK.

Repeat for any other days.

6. Click Close when finished making adjustments to the schedule.
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Setting up Views

Views allow you to display or hide items on the face of the Schedule module. The Schedule
module offers view versatility, including the ability to look at the provider’s schedule and
hygiene schedule separately. To set up views in the Schedule module, do the following:

1. Open the Schedule module.
2. Click @ (View) from the menu.

3. Click New. A window similar to Figure 8-7 will open.

View Setup

— Provider[s]:

[ Al

[ al

— Operatories; ——

~Select Days—— [ Appointment Display Info

¥ Sundap Line 1: Im

V¥ Monday Line 2: Im

V¥ Tuesday Line 3 Im

¥ wednesday :

V¥ Thursdap Hies Im

v Friday Line 3: | [nane] 7

V¥ Saturday Ling B: | [none] -
Ling ¥ | [none] -
Line 8 | [nome] -

W Wiew Appt. Motes
W Wiew Patient &lerts®

W “iew Provider Columng
Ok I Cancel |

“Mwiork Phone, Title, Pref. Mame, and Chart Mum, are alzo affected)

Figure 8-7: The View Setup window.

4. Highlight the providers you wish to view in the Provider(s) field.

Highlight the operatories you wish to view in the Operatories field.

6. Check the days of the week you wish to see when you are using the Week and/or

Month views.

7. If you would like a notepad to appear on the appointment when the patient has

notes entered in their file, check View Appt. Notes.

8. If you would like a red cross to appear on the appointment when the patient has

medical alerts, check View Alerts.

9. Change the Appointment Display Info as desired. This will change the order that

the appointment information is displayed on each appointment.

10. Click OK.

11. Repeat steps 3 - 10 to set up additional views as desired.

12. Highlight the view you would like to use and click OK to save and exit.

Check Your Skills 8.2

1. In your office, you do not want anyone to change anything in the Amount field of
an appointment. Which option in the Practice Schedule Setup window allows you

to do that?

You can quickly switch between
views by pressing the function
keys assigned to each view (i.e.,
FI, F2, F3, etc.).
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2. True or False? To mark off all Thanksgiving holidays, you would use the Set
Yearly Holiday on the selected day feature in the Practice Schedule.

3. True or False? You can set up more than one vacation day for a provider at a time.

4. To switch quickly between the views set up in your Schedule module, which keys
on the keyboard would you press?
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Appointments

Automatically Searching for Available Times

You can find available appointments automatically and manually. To find an available
appointment time automatically, do the following:

1.

8-8 will open.

Click the (Find New Appointment Time) icon. A screen similar to Figure

— Select Provider[z)

¥ 2l (o031
DDs2
HvG1

—Select Op.s]——
W &1[or1
op-2
aP-3

Find New Appointment Time

—Select Days——
[ Sunday

v honday

¥ Tuesday

v wWednesday
v Thursday
[v Friday

[ Saturday

Clear All |

— Start Date

[11/11 72008 ﬁ|

* Dayls]
" Wweek(s]
" Month(s) i

2] 3
5| B

— Time Range

2yppt Length: |10 min j

Stark: I j
End: I ﬂ

— Select Time Block

[T Search By Time Black

[~ Search By Appt Type

apptType: [l <]

[~ Search By &ssigned Operatonies Only

Search/iew | Search I

Cancel |

Figure 8-8: The Find New Appointment Time window.

in their corresponding fields.

Highlight provider(s) and operatories that will be associated with the appointment

Check the days of the week that the patient can come in for their appointment.

Start Date field. Change as necessary.

Dental knows that you need at least that amount of available time.

times available within the specified hours.

Click Search/View.

The Schedule module will look for available times after the date entered in the

Enter the time length for the appointment in the Appt. Length field, so that Easy

If desired, select Start and End times, so that Easy Dental will only look for those

Highlight a time and click View to see the available appointment time.

Manually Searching for Available Times

When you find a time you like, click Select and schedule the appointment.

To search for an available appointment time manually, use the following methods:

You can use the search arrows located in the top-right of the Schedule module
to move forward and/or backward in the schedule. (This is much the same as
manually flipping through an actual appointment book.)

You can also use the Week and Month view buttons to find available times.

Topic 3
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2
3.
4

Scheduling an Appointment

To schedule an appointment, do the following:
1.

Open the Schedule module.
Find an available appointment time.
Double-click that time in the desired operatory.

Select the patient you wish to schedule and click OK. The screen in Figure 8-9
will open.

New Appointment Information - [Crawford, Brandon T) z|

Provider: IDDS'I ﬂ EE;?}!:E:I-

el
v Lsze Reason to &uto Update Recal
— Reazon
g _ Length: [0 mik ﬂ
Iritial | Tu | Misc. |
Amount: IEI.EID
Status: |<n|:|ne> "I
Schedule: |FIXED -
Type: |<n|:|ne> vl
Dese: Delete Delete Al Op: II:IF'-1 ﬂ
Date: [11/10/2008 33
Iime; I 93:00am ﬂ
Nate: Lazt Changed: I

End | Sch. Nest | Clippoard | ok |

Other Appis] | wait/will Call | Ins Claim Info | Cancel |

Figure 8-9: The New Appointment Information window.

Select the Provider for the appointment.

Choose one of the following methods to add procedure(s) to the appointment:

e If the appointment is for a procedure that you do frequently, do the following:
a. Click Initial.
b. Highlight all the procedures to be done during the appointment.
c. Click OK.

e If the appointment is for a procedure that has been treatment-planned or if it
needs to be added to the treatment plan, do the following.

Click Tx.

b. Highlight the treatment plan procedures to be done during the
appointment.

c. Click OK.

Edit the description if needed.



10.
11.

12.
13.

Click the Search button next to Length to edit the length of the appointment

if needed. Not only can you edit the appointment length, you can also edit the
provider, assistant and chair time, by clicking the time unit boxes. There are three
choices: X, /, or blank. Use the following explanations as a guide:

e Xindicates provider time.
e /indicates assistant time.
e A blank box indicates chair time.

The Amount of the appointment should appear automatically if there are
procedures in the Reason field.

Select the desired Status, Type, and Schedule in their corresponding fields.

The Op, Date and Time fields should automatically be filled in because you
double-clicked the appointment time on the date and in the operatory for the
appointment in step 3. If you wish to make a change, click the Search button next
to each field and make your change.

Enter any notes specific to this appointment in the corresponding field.

Click OK to schedule the appointment.

Scheduling New Patient Appointments

To schedule an appointment for a new patient, do the following:

1.

R

® N W

Open the Schedule module.
Find an available appointment time.
Double-click that time in the desired operatory.

From the bottom of the Select Patient window, click New Patient. The screen in
Figure 8-10 will open.

Enter. New Patient Information

Lazt Firzt b |

Marne: || I I_
Ehu:une:l

Street
gddress:l

City 5T Zip

| [
o]

Figure 8-10: The Enter New Patient Information window.

Cancel |

Enter the Name, Phone, and Address information for the patient.
Click OK.
Enter the appointment information as described in the previous section.

Click OK to schedule the appointment.

Use the Wait/Will Call button
to save the appointment
information without actually
scheduling the appointment.
The appointment information
is automatically moved to the
Unscheduled List. If a patient
wants to call back to schedule,
you can pull the appointment
from the Unscheduled List. This
saves you from having to re-
input all of the information.

You can use the Clipboard
button to find an appointment
date and time after you

have started scheduling the
appointment. (See Using the
Clipboard later in this topic.)

The Ins Claim Info button will
open the Insurance Claim
Information window and will
save information for all future
claims regarding student

status, disabilities, accident
information, etc. for this patient.
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For more information on
creating a Patients module,
please see the Chapter 3:
Patients module.

Creating a Patients module from a New Patient Appointment

When a new patient arrives for the appointment, do the following to create a file in the
Patients module for them:

1.

Highlight the new patient appointment. (A NP will show in front of the patient’s
name on a new patient appointment.)

Switch to the Patients module.

Click the (New Patient With Appointment) icon. A screen similar to Figure

8-11 will open.

= Add To Current Family

" Select Family

OF. Cancel

Figure 8-11: The For New Patient
window.

Mark one of the following options.

e Create New Family will create a brand new family and this patient will be
entered as the guarantor for the family.

* Add To Current Family will add the patient to the currently selected family.
e Select Family will allow you to select the family to add the patient to.
Click OK.

Enter the patient’s information and click OK to create the file.

Using the Clipboard

If you do not want to find an available time before scheduling an appointment, you can use
the Clipboard to find a time for the appointment. To use the Clipboard, do the following:

1.
2.

From the Appointment Information window, click Clipboard.

Search for an available appointment time using any of the methods described
earlier in this topic.

Once you find an available time, drag the appointment from the Clipboard to the
specified time.

Click Yes to schedule the appointment.

Rescheduling an Appointment

If a patient calls reschedule an appointment, Easy Dental makes it easy to move the
appointment to a new time. To move an appointment, do the following:

1.
2.
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Drag the appointment to the Clipboard.

Search for an available appointment time using any of the methods described
earlier in this topic.

Once you find an available time, drag the appointment from the Clipboard to the
specified time.



4. Click Yes to move the appointment.

Locating an Existing Appointment

Reminding patients of their appointment time can be very important and will help avoid “no
shows.” Easy Dental makes it easy to find an existing appointment. To locate an existing
appointment, do the following:

1. Click the [&] (Find Appointment) icon.
2. Enter the first few letters of the patient’s last name in the field provided.

3. Click the Search button. A screen similar to Figure 8-12 will open.

Find Appointment

Lo
L)
m
M
o
I
[

&l B
0

'EI
fu]
o
wn
—
=
-
=
L
_{
I
&

Enter Marme [Last, First M1

cra

Crawtord, Brandon T 030142005
Crawtord, Shery M 03/0/2005 Tue DD52

Crawtord, Brandon T 03/m /2003 Mon  DDS1

Wiew Appt | ak Cancel

Figure 8-12: The Find Appointment window.

4. Highlight the appointment.

5. Click View Appointment and Easy Dental will take you to the day and time the
appointment is scheduled.

Breaking an Appointment

If a patient calls to cancel or is a “no show” patient, you will want to keep track of all the
times when the patient has cancelled. By breaking an appointment in the Schedule module,
Easy Dental will put the last missed appointment date in the Patients module and will also
update the number of times a patient has missed an appointment. The appointment will also
be put on the Unscheduled List, so when the patient calls to reschedule, you do not have to
re-enter their appointment information. To break an appointment, do the following:

1. Find and highlight the appointment.

2. Click the [Bd (Broken Appointment) icon.
3. Click Yes to break the appointment and send it to the Unscheduled List.
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Viewing Medical Alerts and Patient Notes

You can quickly view medical alerts and notes for a patient from their scheduled
appointment. To view an alert or note, do the following:
1. Locate the appointment.

2. Click the red cross or notepad bitmap in the top-right corner of the appointment. A
screen similar to Figure 8-13 will open.

Medical Alerts/Motes for Brolin, Marcia

Medical Alerts:

Al -Haw F
ergy - Hay Fewver Edt |

Appointraent Mate:

Patient Mate:

Account Mote:

ak. I Cancel

Figure 8-13: The Medical Alerts/Notes for [patient] window.

3. Notes can be entered or edited in this window.

4. Click OK to exit.

Viewing Patient Alerts from an Appointment

You can also quickly view patient alerts for a patient from their scheduled appointment. To
view a patient alert, do the following:
1. Locate the appointment.

2. Click the blue flag bitmap in the top-right corner of the appointment. A window
similar to Figure 8-14 will open.

Patient Alert - (Brolin, Marcia(Ms. Brolin))

Description Start: I.-’-‘-.Iways

Late Patient
End: [&lwaps

Mote

She iz alwayz 15-30 minutes late. Schedule her later in the day,
z0 that her tardiness does not throw off the entire schedule.

[ Do Mot Show This &lert Again Today

Figure 8-14: The Patient Alert window.

3. Click OK to exit.
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Appointment Statuses

To make it easier for each of staff member in the office, Easy Dental has an appointment
status feature allowing you to change the status of an appointment based on the progress

of the appointment (i.e., patient ready for operatory, treatment in progress, etc.). When

the status is changed, the white column in front of the colored part of the appointment will
change color. Appointment statuses can be modified in the Practice Definitions window. To
change the status of an appointment, do the following:

1. Highlight the appointment.
2. Click (Status) from the menu.

3. Select the desired status.

Completing an Appointment

To complete an appointment and post the procedures attached to the appointment to the
patient’s account, do the following:

1. Highlight the appointment.

Click the [# (Set Complete) icon.

Highlight the procedure(s) that were completed during the appointment.
Click Set Complete.

S

Check Your Skills 8.3

1. Which icon in the Schedule module allows you to search by provider, date, and
time for an available appointment time?

2. If you click the Wait/Will Call button while scheduling an appointment, where can
you find the appointment?

3. From an appointment, how can you enter the patient’s student status?

4. True or False? You do not have to do anything special to schedule a new patient
appointment.

5. When creating a patient file in the Patients module from a new patient
appointment, which option allows you to put the patient in their own file?

6. Name two types of notes that you can view from an appointment.

7. If a patient calls and asks when their next appointment is, which icon on the
Schedule module’s toolbar will help you find the appointment?

To see additional information
about the appointment, you can
point to the appointment, press
the Shift key and hold down the
right mouse button.
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Topic 4 B Appointment Lists

Using the ASAP List

The Schedule module has several lists that can assist you in filling holes in your schedule.
To use the ASAP List, do the following:

1. Open the Schedule module.
2. Click (Lists) | ASAP List. A screen similar to Figure 8-15 will open.

i ASAP List
Q
Fri - Nov 10, 2006

D ate Status Mame Prov/0 Reazon Ln Phone

Figure 8-15: The ASAP List window.
3. By default, the list will show all patients scheduled within the next 7 days that have
been marked as ASAP patients. To see more than 7 days, do the following:
a. Click [Q] (View) from the menu.
b. Change the Span of Search. (You can view up to 99 days at a time.)
c. Click Save as Default.

4. Using the list, call patients to see if you can fill your holes. Once you have a
patient for the available appointment time, do the following:

a. Double-click the patient’s name.
b. Change the Schedule to Fixed and click Clipboard.
Drag the appointment from the Clipboard to the available time.

d. Click Yes to move the appointment.

Using the Open List

To use the Open List to fill available times, do the following:
1. Open the Schedule module.
2. Select (Lists) | ASAP List (see Figure 8-15).

By default, the list will show all patients scheduled within the next 7 days that have
been marked as ASAP patients. To change to the Open List and to see more than 7
days, do the following:

a. Click @ (View) from the menu.
b. Mark Open for the Type of Search.

c. Change the Span of Search. (You can view up to 99 days at a time.)
Click OK.

o
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4. Using the list, call patients to see if you can fill your holes. Once you have a
patient for the available appointment time, do the following:

a. Double-click the patient’s name.
b. Change the Schedule to Fixed and click Clipboard.
Drag the appointment from the Clipboard to the available time.

d. Click Yes to move the appointment.

Using the Unscheduled List

The Unscheduled List is a powerful tool that assists you in managing your broken
appointments and filling your schedule. When you break an appointment, it gets placed on

the Unscheduled List. To use the Unscheduled List to fill available times, do the following:

1. Open the Schedule module. There are two ways for an
2. Click (Lists) | Unscheduled List. A screen similar to Figure 8-16 will open.

appointment to be placed on
the Unscheduled List, one is to
break the appointment and the
B Unscheduled List 5] other is to click the Wait/Will

2 H ey S Call button in the Appointment
@ Information window.

Fri - Nov 10, 2006

Date Status Name Provy Reason Ln Phone — If you attempt to schedule
11/10/2005 | Broken | Ms. Brolin, Marcia DDSZ2 |AmalgiPertl 20 363-4508| = an appointment for a patient
B with an appointment on
the Unscheduled List, Easy
Dental will prompt you that
he/she has an appointment
on the Unscheduled List, and
then allows you to view the
appointment. This allows
B you to quickly reschedule the
appointment.

Figure 8-16: The Unscheduled List window.

3. Using the list, call patients to see if you can fill your holes. Once you have a
patient for the available time, do the following:

a. Double-click the patient’s name.
b. Click Clipboard.
Drag the appointment from the Clipboard to the available time.

d. Click Yes to move the appointment.

Check Your Skills 8.4

1. True or False? To access to the Open List, you must first open the ASAP List.

2. By default, how many days does the ASAP List allow you to view into the future
for appointments marked as ASAP?
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3. True or False? Whenever you re-schedule an appointment from the Open or ASAP
List, you should always change the Schedule back to Fixed.

4. True or False? Breaking an appointment is the only way to get an appointment on
the Unscheduled List.
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Easy Day Planning

What is Easy Day Planning?

Many practice management consultants advocate a strategy of scheduling the “Perfect
Day”. A perfect day consists of just the right balance of high, medium, and low production
procedures. Easy Dental helps to achieve that perfect balance by allowing you to reserve
certain times during the day by blocking them for the scheduling of specific procedure types
(i.e., high production, low production, etc.).

Setting up Time Blocks

A time block allows you to block times in the Schedule module for certain appointment
types (i.e., crowns, exams, etc.). Once Easy Day Planning has been set up and activated,
you will see a colored border with the time block name and the provider assigned to that
block. Anyone attempting to schedule an incorrect procedure during the blocked time will
be warned and prompted to override. Each provider can have six time blocks. To set up
time blocks, do the following:

1. Open the Schedule module.

2. Click (Setup) | Provider Setup.

3. Highlight the provider you wish to set up a time block for and click Setup.
4

Click Add in the Set Time Blocks section. A screen similar to Figure 8-17 will
open.

Block Settings

Time Block Mame: I -I
Wwieek Days Start End

[ Sunday ﬂ ﬂ
[~ Monday ﬂ ﬂ
[~ Tuesday ﬂ ﬂ
[~ wednesday ﬂ ﬂ
[ Thursday ﬂ j
[ Friday ﬂ ﬂ
[~ Saturday ﬂ ﬂ
Azzighed Op Black Appt Type

I <noner ;I |<a||>
Ok I Cancel

Figure 8-17: The Block Settings window.

I 6

Enter the Time Block Name.

6. Click the colored box to the right of the Time Block Name field, highlight the
desired color and click OK.

7. Select the day(s) and time(s) that you wish to block, by doing the following:
a. Check the day(s) of week that you wish to set the time block for.

Topic 5
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To prevent office staff from
accidentally de-activating the
time blocks, you can remove
the Easy Day Planning icon by
right-clicking it, and choosing
Remove Button. You will need
to do this on each workstation.

Easy Dental will automatically
enter the appointment type
assigned to the procedures

attached to the appointment. If

more than one procedure code
is selected, the appointment
type for the first procedure code
selected will be assigned to the
appointment. You may also
change the appointment type as
needed.

When using the Find option to
search for available time blocks,
there is no need to highlight
providers, operatories, select
the days, or times as the time
block will already take that
information consideration.

8. Set up the desired Start and End time for each day by doing the following:
a. Click the Search button next to Start and End.

b. Select the time by clicking the left button to decrease the time or the right
button to increase the time.

c. Click OK.
9. Select the desired operatory for this time block in the Assigned Op field.

10. Select the desired appointment types for this time block in the Block Appt Type
field.

11. Click OK to save and exit.
12. Repeat steps 4 - 11 for any other time blocks.

Activating Easy Day Planning

To display the scheduled time blocks, Easy Day Planning must be activated in the Schedule
module on each workstation. If it has not been activated, you will not be prompted while
scheduling an appointment with an incorrect procedure during the specified time block. To
activate Easy Day Planning, do the following:

1. Click the (Easy Day Planning) icon.

Moving Times Blocks

You can move a time block within the SAME operatory. To move a time block, do the
following:

1. Drag it to the desired time without overlapping another time block.

Re-sizing Time Blocks

You can also re-size a time block. To re-size a time block, do the following:

1. Click the bottom border of the time block and drag up to decrease the size or drag
down to increase the size of the time block.

Finding an Available Time Block

To find an available time block, do the following:
1. Double-click an available time.
2. Select a patient and click OK.

3. Enter the appointment information as described in the previous section and click
Find (see Figure 8-8 on page 137).

4. The Schedule module will look for available times after the date entered in the
Start Date field. Change as necessary.

Check Search By Time Block and highlight the desired time block.
Click Search/View.

Highlight a time and click View to see the appointment time available.

o N W

When you find the time you like, click Select.
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Check Your Skills 8.5

1. True or False? Easy Day Planning must be activated on each workstation.

2. How many time blocks can each provider have?

3. True or False? Re-sizing time blocks is much like re-sizing appointments; you
click the bottom of the block and drag up to decrease the size and drag down to
increase the size.

4. How can you prevent office staff from de-activating Easy Day Planning?
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Apply Your Knowledge

Switch to the Tutor Database

Before performing any of the following activities, switch to the Tutor database to ensure
that your live data will not be compromised. To switch to the Tutor database, do the
following:

1. Open the Reports module and click (Maintenance) | Preferences | Paths.

2. Make a note of the current path in the Database Path field, so you can switch back

to your live data after you are done with the activities.
3. Click the Browse button next to the Database Path field.
If you are not sure where your 4. Browse to the location of your Tutor folder. In most cases, C:\Program Files\
Tutor folder is located, ask Ezdental\Tutor\ will be your path.
your trainer for help or call )
Easy Dental Support at (800) 5. Click OK.
824-6375. 6. Click OK to the message that appears and close Easy Dental.

Activities

1. Set up the Schedule module using the following hours for the practice:
*  Monday through Thursday: 7:00 am - 6:00 pm
e Friday: 8:00 am - 12:00 pm
2. Close the following holidays for 2007 and 2008:
e New Year’s Day
e Memorial Day
* Independence Day
e Labor Day
e Thanksgiving
e Christmas
3. Close the office for the following days:
e July2-6,2007
¢ November 23, 2007
e December 24 - 28, 2007
e July 3, 2008
e November 21, 2008
e December 26, 2008 - January 2, 2009
4. Set up the following provider schedules:
¢ DMDI

*  Monday through Thursday: 9:30 am - 6:00 pm with a 30-minute lunch
starting at 1:00 pm

5. DMDI has the following vacation days:
*  May 29 - June 1, 2007
e September 4 - 7, 2007
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10.
11.

12.

Set up the following views and try switching between them using the function keys
assigned to each view:

*  View I:
*  Providers: All
e Operatories: All
*  Month Time View: 7:00 am - 6:00 pm
* Days: Monday - Friday
*  View 2:
e Providers: DDS2 and DMD1
e Operatories: OP-1 and OP-2
*  Everything else should mimic View 1

Schedule an appointment for Abigail Smith on February 22, 2007 at 9:30 am with
DMDI1 for a root canal on tooth 14.

Create a new patient appointment for the following patient on February 26, 2007 at
1:30 pm with DMD1 for a new patient exam:

e Name: Charles A. Smith
*  Home Phone: (801) 377-0192
e Address: 144 W. 400 N. Provo, UT 84601
Add Charles to Abigail’s account using his scheduled appointment.
Find one of Brandon Crawford’s existing appointments.
Set up the following time block:
« DMDI:
e Name: Lunch
e Color: Dark Blue
e Days: Monday - Thursday
e Times: 1:00 - 1:30 pm
e Operatory: OP-2

Activate Easy Day Planning and remove the Easy Day Planning icon from the
Schedule module’s toolbar.
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Recall

while contributing to the practice’s bottom line.

Objectives

Once you have completed this chapter, you should be able to:

Edit Recall Defaults

Attach Recall to a Patient, Procedure, and Appointment
Set a Recall Appointment Complete

Use the Recall Module

Set up Recall Views

Create Recall Reminder Cards

elp your practice offer good patient

Chapter

9
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Topic 1 B Recall Setup

Recall Overview

Your recall program is potentially one of the highest revenue-generating programs you
can implement in your office. It is through the Recall exam that most of your restorative
production will be generated.

Consequently, it is vital that your Recall program be capable of accurately tracking and
reminding patients of their recall needs. Easy Dental helps you to maximize your recall
program through its Recall module.

Editing Recall Defaults

In order to use the Recall features in Easy Dental, you should first set up the defaults. To
@ see what the default settings are, do the following:
1. Open the Reports module.
Each patient set up on recall . .
will automatically receive these 2. Click (Practice Setup) | Recall Setup.
settings. To change the defaults 3. Highlight the recall Type and click Edit. A screen similar to Figure 9-1 will open.
for an individual patient, you
will need to make the change in

the Patients module. Edit Recall Type il
. Tupe: LDrescription;
The Provider area refers to = :
the provider the appointment |F'F|DF'HY Ipenu:udlu: cleaning and exan
will be assigned to when the Iriitial Status:
recall type is attached to the —
appointment. For example, IINDHE] —I
if the hygienist will be the — Interval;
provider that will do the I_E . m-:-nthx ¥ +1Da
= i i
hygiene appointments, you can j
mark Spec and then select the R
hygienist’s ID. This way when = )
a recall procedure is attached & Prowl € Prov2  Spec: I 'l
to the appointment, the provider
will automatically change to the — Diizplay Color:
hygienist.
Sample Text Cal Set Color...
I ample Text Calar 4' Cancel |

Figure 9-1: The Edit Recall Type window.

4. Make changes as necessary and click OK to save and exit.

Manually Attaching Recall to a Patient

There are two ways to attach recall to a patient, automatically and manually. Most of the
time, you will let Easy Dental automatically set up patients on recall. With this in mind, it
is still important to know how to manually set someone up and change their settings.
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In the Patients module, there is a Recall field. If that field is blank, the patient is not set up
on recall. If there is a date and a recall type in the field, the patient has been set up for that
type. To manually set up a patient on Recall, do the following:

1. Open the Patients module.

Select a patient.

Double-click the Recall field.

Highlight the Type that you want to set up.

A

Click Set. A screen similar to Figure 9-2 will open.

Set Recall - (Crawford, Brandon T))

Type: Dezcriphion:

|F'F|DF'HY |periu:|dic cleaning and exam

[rate Set; Scheduled Appt.: Recall Naote:
Diue Date: Prior Treatment:

»»| [orso7sz002
I [Moneg] ;I

Provider:
’:7 Provl © Prov2 © Spec. I vI [ Save as Defaul

ok I Cancel

Status:

Figure 9-2: The Set Recall - [patient] window.

6. Edit the Due Date and Provider information as needed.
7. Click OK to save and exit.

8. Click Close to return to the Patients module.

Automatically Attaching Recall to a Patient

By posting certain procedures to a patient’s account, Easy Dental can automatically set up
patients on recall. To understand this better, do the following:

1. Open the Patients module.
2. Select a patient.

Verify that they are not set up on recall. If the patient is set up, clear the recall by
doing the following:

a. Double-click the Recall field.
b. Highlight the Type that you want to clear.
c. Click Clear and then click OK.
4. Switch to the Accounts module and post a prophy (D1110).
Switch back to the Patients module and look at the Recall field.

The patient should now be attached to recall. The next section will explain why Easy
Dental automatically attached recall to the patient when the prophy was posted to the
Accounts module.

The date that shows up in the
Recall field is the patient’s
due date. If that date is red,
the patient is past due for that
recall type.
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Attaching Recall to a Procedure
In the previous example, a prophy was posted in a patient’s account and Easy Dental

Easy Dental comes already automatically set them up on the PROPHY Recall type; it also gave them a due date six
set up to automatically attach months from today.
Recall to patients, so that you
should never have to set up a How does Easy Dental know that when you post a prophy, it should set this patient up
patient manually. on the PROPHY recall type? The answer is that the procedure code is attached to the
PROPHY 11 .T ify thi he following:
The due date is updated (0) recall type. To verify this, do the following
according to the day that the 1. Open the Reports module.

patient comes in for their visit.
If a patient comes in a month
late, then their new due date
will be six months from the day
that they came in not their last
due date.

Click (Practice Setup) | Procedure Code Setup.
Highlight the Preventive category.

Highlight the prophy ADA code (D1110).

Click Edit.

In the Auto Recall field, PROPHY should be listed.

AN

When a procedure code is attached to recall and that code is posted, Easy Dental will set
that patient up on the attached recall type according to the defaults set up in the Reports
module.

Figure 9-3 is a flow chart that demonstrates the steps Easy Dental takes when a procedure is
posted to determine whether the patient needs to be set up on recall.

Procedure is
Posted

Yes Is the Procedure No
Attached to Recall?

ves Is the Patient Attached to No
that Recall?
Update the Due Date by Set the Patient up on Do
the Interval Recall Nothing

Figure 9-3: This flow chart describes how patients are automatically set up on recall.

Check Your Skills 9.1

1. True or False? You cannot edit the individual defaults for each patient’s recall.

2. If you want all procedures attached to the PROPHY recall type to be done
automatically by the hygienist in the practice, which Provider option should you
use in the Edit Recall Type window?
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When looking at Brandon Crawford in the Patients module, you notice that
08/19/05 PROPHY is in red. What does this indicate?

Jane Wilson was due for her cleaning on January 13, 2006. She came in for her
cleaning appointment on February 14, 2006. Which date will Easy Dental assign
as her new due date if the interval is set as 6 months + 1 day?

From which window in Easy Dental can you verify whether a recall type is
attached to the right procedure code?
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Topic 2
%

S

If you do not want Easy Dental
to automatically attach Recall
to appointments, you need to
uncheck Use Reason to Auto
Update Recall.

Recall Appointments

Attaching Recall to an Appointment

In order for Easy Dental to know that the patient has an appointment for their recall visit,
you must attach Recall to the appointment. To attach Recall to an appointment, do the
following:
1. Open the Schedule module.
Double-click an available time.

2
3. Select a patient and click OK.
4

When selecting procedures to be attached to this appointment, as long as they are
attached to recall and the Use Reason to Auto Update Recall is checked, Easy
Dental will automatically attach recall to the appointment. The following are
different situations that may occur when recall is attached to an appointment:

e If the patient is not set up on recall, you will receive the message in Figure
9-4. You will need to the following:

Easy Dental Recall

Cne ar more af the selected procedures is attached to a Recall Type that was not setup For this patient,
Setup Recall for this patient using the default settings?

Figure 9-4: This message appears when you schedule an appointment for recall and the patient is not already
set up on recall.
a. Click Yes to set that patient up on recall.

e If the patient is set up on recall and recall is not attached to the appointment,
you will not receive any type of message.

e [If the recall type is already attached to another appointment, you will receive
the message in Figure 9-5. You will need to do the following:

Easy Dental Recall

The PROPHY Recall for this patient is already attached to another appointment.,
would wou like to attach it to this appointment instead?

Figure 9-5: This message appears when you schedule an appointment for a recall
type that is already attached to another appointment.

a. Click Yes to re-attach it to the current appointment or click No to leave it
attached to the original appointment.

Setting a Recall Appointment Complete

When you set an appointment complete that is attached to recall, Easy Dental will ask you
whether you want to set up the next recall appointment. If you click Yes, then the Schedule
module will advance the schedule according to the interval and will open the Appointment
Information window for a brand new appointment.
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Figure 9-6 is a flow chart that demonstrates the steps that Easy Dental takes when an
appointment is set complete to determine whether the patient needs to have another
appointment scheduled.

Appointment is
Completed

RN

Yes Is the Appointment No

Attached to Recall?

Yes Was a Procedure Attached No
to the Same Recall Set
Complete?

Asks to Schedule the Next Do Do
Appointment Nothing Nothing

Figure 9-6: This flow chart describes when a user will be prompted to schedule the next recall appointment.

Check Your Skills 9.2

1. Which option should always be checked if you want Easy Dental to automatically
attach recall to appointments when the procedure is attached to a recall type?

2. You receive a message that states a recall type is already attached to another
appointment when creating a recall appointment. You want this recall type to
remain attached to the original appointment, what should you do?

3. Other than making sure that an appointment is attached to recall, in order for Easy
Dental to ask you whether you want to set up a new recall appointment, what
needs to be done?
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Topic 3

If the Appt? column has a plus
sign (+), that means the patient
has an appointment, but it is
not attached to recall. If there
is a date with a plus sign, then
the patient has an appointment
attached to recall as well as an
appointment that is not attached
to recall.

Recall Lists

Recall Module

After the initial setup of recall is done, you will be able to run a list of patients to find out
which ones are due within a certain date range. You will do this from the Recall module (see
Figure 9-7).

a D O
&’ Recall
oy (el
Q ALL -> ALL ALL
Status
T 5 PROPHY ] 0 4 “Brolin, Marcia 503
08/05/2005 | PROPHY | 09/02/2005 0240742004 | Binderson, Kyls T 36| Frovl 3631586 |
08/08/2005 | PROPHY | 09/02/2005 02/07/2004 | Anderson, Patricia 36| Provi 3631586
(R 08/12/2005 |PROPHY | 09/01/2005 02/11/2004 | Crawford, Shermy N 40[Prowt 3635369
‘{ 08/12/2005 |PROPHY | 09/02/2005 02/11/2004 | E dmunds, Anita 42| Priowt 3BITI00
08/12/2006 |PROPHY | 09/02/2005 02/11/2004 | Edmunds, James | 10| Frovt 3BITI01
|| nanzsz008 | PROPHY | 09/02/2008 02/11/2004 | *Edmunds, Jahn 43| Prowt 3700
E 08/12/2005 |PROPHY | 09/02/2005 0241142004 | Edmunds, Katherine 14|Provi WITI0T
08/12/2005 |PROPHY | 09/05/2005 02/11/2004 | *Farley, Leslie 49| Prowt 3630213
e || 081272008 | PROPHY | 09/06/2008 02/11/2004 | Griffin, Annette 27| Provl | (21413636539
;‘//} 08/12/2005 | PROPHY 02/11/2004 | *Grffin, Grea 0 30| Provl | (21413636539
B 08/12/2005 |PROPHY | 11/28/2005 02/11/2004 | Py, Adam 46| Provl 3BI5A62
[ | venzsz008 |PROPHY | 09/06/2008 02/11/2004 | Pany, Patricia 40[Provl 3BI5A62
H@ 08/12/2005 |FROPHY | 09/01/2005 02/11/2004 | Pery, Samual 12|Provl 3EI5462
08/12/2005 | PROPHY | 09/01/2005 0241142004 | Peny, Sheloy 18|Frovi 3635462 —
08/12/2005 | PROPHY 02/11/2004 | Zimmeman, Branda 20[Prowvl 3633043
08/12/2005 |PROPHY | 09/02/2005 02/11/2004 | Zimmerman, Michells 43| Provt 3633043
08/12/2005 |PROPHY | 09/02/2005 02/11/2004 | *Zimmeman, Fandall H 51| Provl 3633043
08/17/2006 |PROPHY | 09/06/2008 02/16/2004 | Fieese, Eliza T 27| Frowt 3632729
' 08/17/2005 | PROPHY 02/16/2004 | *Reese, Jacob 27| Prowt 332729
08/17/2005 |PROPHY | 09/05/2005 02/16/2004 | Resse, Marla 4| Prowl 3832729
1| 08M17/2005 |PROPHY | 09/02/2005 02/16/2004 | Resse, May 14|Provi 363-2729
w7 || oaavzocs |PropHy | oasesszo0s 02/18/2004 | Daniels, Kely 25| Prowi 3631530
08/21/2005 |PROPHY | 11/10/2006 02/20/2004 | Danils, Kimbery 48[ Provl 3631530
o || ogvzzs2008 |PROPHY | 09/01/2008 02/21/2004 | T aylar, Frank. 43| Provl 3633324
\@) 08/22/2005 |PROPHY | 09/01/2005 02/21/2004 | Taplor, Leslie 21|Provl 3633324
08/22/2005 |FROPHY | 09/01/2005 02/21/2004 | Taylor, Lo 24|Provl 3633324
08/22/2005 | PROPHY | 09/01 /2005 0242142004 | Taplor, Mandy 12|Frovi I
-  — — | -

Figure 9-7: The Recall module.

The Recall module has several different columns full of information. Here are explanations
of each column:

e Date: The patient’s due date

e Type: The type of recall

*  Appt?: The date of the patient’s recall appointment

e Status: The status of the recall

e Prior Treat.: The date of the last time the patient was in for the recall type
e Name: The name of the patient

e Age: The age of the patient

e Provider: The patient’s recall provider

e Phone: The patient’s phone number.

Recall Views

In the Recall module, you can create different views that will allow you to generate lists
based on different conditions. A view is just another way to look at the patients in the
database. You can create a recall view that will find a list of patients that are due within a
certain month or those who have appointments scheduled.
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When you save a new recall view, you are only saving the settings. This enables you to
re-use the view at a later time. For example, if you create a recall view that will find all
patients due within a month, you can use that view for January, February, March, etc.

because Easy Dental is looking for patients due within the current month. In order to set up

a new recall view, do the following:
1. Open the Recall module (see Figure 9-7 on the previous page).
2. Click (Views) | Setup.

3. Click New. A screen similar to Figure 9-8 will open.

X

Mew Recall View

Wiew Mame: —Due Date Spam————— [~ Provider:

Befare: |1_ﬁ I‘-N'eeks vl Eamt IF ﬂ
Type: S
|<ALL> -] Gl Iz_:’ [weeks ] Te: [<ALL> ﬂ

Status: — Frior Treatment Date Span: — Billing Type:

|<-‘3-|-|-> :“' Fromm: I'l_:’ |<.6\LL> 'l From: |<ALL> ﬂ

Sched, Appt? =

ched. App Tt |-|_j |<ALL> vl To: | <ALLx ﬂ
|<ALL> "I

Sort Order: — Laszt Wigit Date Span:

Adjuzt the Sort Order list with

e Date A B
Recal Type Fram: I‘l_:’ |<A|_|_> vl Fage Up and Page Down.
Recall Status =

To: I1—j |<'é"|‘|‘> jv (] 4 I Cancel

Fatient Hame

Figure 9-8: The New Recall View window.

4. Enter a View Name.
Select the desired Type, Status, and Sched. Appt?.
6. To change the sort order of the list, do the following:

a. Highlight the order that you would like to sort by and press Page Up until the

order is at the top of the list.

7. In the Due Date Span field, you are able to enter conditions that will be used
according to today’s date that Easy Dental will use to find patients that meet those
conditions. For example, if you set the span as Before 1 Day and After 1 Month
and today is January 1, 2007, Easy Dental will look one day before January 1,
2007 until one month after January 1, 2007.

8. If desired, select a Prior Treatment Date Span.
9. If desired, select a Last Visit Date Span.

10. If desired, select a Provider range.

11. If desired, select a Billing Type range.

12. Click OK to save and exit.

13. To use a pre-set view, click @ (Views) from the toolbar and select the desired
view.

Check Your Skills 9.3

1. What does the plus sign in the Appt? column of the Recall module mean?

To change the reference date
that the span uses, select File
| Set Date from the Recall
toolbar.

The Sort Order is a hierarchy

list, meaning that Easy Dental
will sort by the top order first,

the second order second, and

s0 on.

With Easy Dental, you are able
to classify Recall by status. To
change the status of a Recall
type, highlight the patient’s
name in the Recall List, select
Status and select the desired
status.

You can use the status to keep
track of patients that have been
contacted and patients that need
to be contacted. Once a patient
has a status attached to their
Recall, you can filter the list to
show only patients that have
that Recall status.
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Topic 4 Recall Cards

Recall Cards for Patients Without Appointments

After viewing the Recall list, you can quickly and easily send recall cards to those patients
that appeared on your list. This is a simple task using the letter merge feature of Easy
Dental. To print reminder cards for patients that are due within a date range, but do not
have an appointment scheduled, do the following:

1. From the Reports module, click (Letters) | Recall.
2. Highlight Recall Cards - ezdlm41.doc.
3. Click Edit. A screen similar to Figure 9-9 will open.

Patient Report View |X
Letter Mame: |HECG|| Cards Merge Data File Name: Iezdlm41 .out
Merge Letter Template: Iezdlm41 .doc Open Template
Patient Filters | Data Fieldsl
Patient Mame Statu Gender Position Balance &ging
Framt [¢ALL> il ¥ Patient I~ Mde ™ Maried [~ mea [ (B4l
i ™ Single g ’
Tor [<aLls s I Inactive ™ Female = Eh'fj [~ «an [~ <60
™ Naon-Patient . [~ <90 [~ >80+
[ Accounts Only [ Other
Uze Privacy Request for "Mo corespandence' to skip patient
’7 = Does not apply for this leter @ Applies for Patients and Guarantors  applies for ' Refered By Patients™ ‘
Provl /Pro2 [ Al Appointments:l ﬁl Last Fef Date:l ﬁl
s3]
DoDS2 Balance:l ﬁl Last Visit D ate: | ﬁl
HYG1 B\rthday:l 2' Med Alerts: I 2'
Cit_l,l:l ﬁl Fatient Motes: | ﬁl
Conzent Date:l ﬁl Payment Plan: | ﬁl
Emplnyar:l 2' Prescriptions: I ﬁl
FD Payment F'Ian.l ﬁl Prucedures.l ﬁl
Biling Type(s): ¥ &
T Stedad Biire Fee Schedule:l ﬁl Hecall:l FROPHY ﬁl
: Standard Biling - fin A
2 Standard Biling - nc = First Visit Date:l 2' Refered By:l il
3 Inzurance Family - L
4 Inzurance Family - fi ~ Insurance.l ﬁl Refened TU.I ﬁl
5 Payrnent Plan - finar—
E: Payment Plan - no f Laszt Strat Date:l ﬁl Zip Eode:l ﬁl
7 Bad Debt - atrisk ¥
SEEa S e Last Pap Date:l 2'
e |

Figure 9-9: The Patient Report View window.

4. Click the Search button next to the Recall field. A screen similar to Figure 9-10,
on the next page, will open.

Highlight the desired Recall Type.

Enter the date range in the Due Date field.
Mark Without Attached Appointment.
Click OK.

Click OK again.

10. Click the Create/Merge button.

11. Mark Create Data File and Merge Letters.
12. Click OK.

e S
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Select Recall Ranges [%|

~DueDate———— Recall Tppe: [ al

From ITETORRETE LAE CASE trak lab caze
rom R e Other ather dental recall
FERIO pernodontal maintenar
TUID2."’28.‘"2DD? PROPHY enodic cleaning and

SCREEMING Oral Cancer Screenir

— Prior Treatment

Fru:um:l—

Tu:ul
— lnclude ol
gl _ Cear |
™ Wwith Attached Sppointment _
Ok
&+ Without Attached Appointment C |
ance |

Figure 9-10: The Select Recall Ranges window.

Recall Cards for Patients With Appointments

To print reminder cards for patients that have a scheduled recall appointment within a date
range, do the following:

1.

Y X N ok wD

From the Reports module, click (Letters) | Recall.

Highlight Recall Reminder Cards - ezdlm42.doc.

Click Edit (see Figure 9-9 on the previous page).

Click the Search button next to the Recall field (see Figure 9-10).
Highlight the desired Recall Type.

Leave the Due Date and Prior Treatment fields blank.

Mark With Attached Appointment.

Click OK.

Click the Search button next to the Appointments field. A screen similar to
Figure 9-11, on the next page, will open.

. Mark Appointment Date Range.
11.
12.
13.
14.
15.
16.
17.
18.

Enter the Date Range in the fields provided.

Mark Existing Patients with appointment in date range.
Mark 0 or more for the Select # of Appts Missed.

Click OK.

Click OK again.

Click the Create/Merge button.

Mark Create Data File and Merge Letters.

Click OK.
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If you receive a “Letter
Creation Failed” message,
you should try opening and
minimizing Word and then try
the merge again.

Select Appointment Range

— Date Range

Beginning:l Ending: I
" Appointment O ate Fange

™ Last Mizzed Appt Date Range
& Mone

—Search
" Prospective Patients with appointment in date range
¥ Existing Patients with appointment in date range
" Existing Patients with MO appointment i date range

" Existing Patients with Unscheduled appt in date range

— Select # of Appts Mizeed—

DDs
[ ar maore ODS2
£ 1 o more Appt | HvG1
= 2or more Provider(s):
3 ar maore o

" Mo appts miszed

Clear | : Cancel |

Figure 9-11: The Select Appointment Range window.

Once you have clicked the Create/Merge button, Easy Dental starts the process of searching
through the database for the patients that meet the conditions specified. While Easy Dental
is searching, you will see a window that will tell you the number of patients that have been
searched and how many have been found. Figure 9-12 is an example of this window. The
number on the left is the number of patients Easy Dental has searched and the number on
the right is the number of patients that match the search criteria.

Abort Query

Lizt Count
53-1

Figure 9-12: The Abort
Query window.

Once Easy Dental has searched the database, Microsoft Word will launch and begin to
merge the patients that were found. Once this process is completed, the cards will be
displayed in Microsoft Word (see Figure 9-13 on the next page). At this point, you should
load the card stock into your printer and select File | Print.
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T4 Form Letters2 - Microsoft Word = [B]I*]
! File Edit Yew Insert Format Tools  Table ‘Window Help  Adobe PDF  Acrobat Comments Type a question for help = X
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. Easy Dental Practice B
h 9330 LBI Freeway
Buite 500
- Dallas, TZ 73343
- (B0MTEE-6464
- Timothy Anderson
. 608 5. 500 W.
) Dear Timothy, Apt. 101
: Dallas, TX 75225
- This is just to remind you that it’s time for vour next
) dental examination! Please call us at your convenience
. to schedule an appointment. Your last exam was March
I 1, 2005. We look foreard to hearing from you soon.
i Easy Dental Practice
+ 9330 LBI Freeway
) Fnite 200
. Dallas, TZ 73343
- (R00)T66-6464
. Mr. Brandon T. Crawford
N 60 E. 700 N.
: Deat Mt and Mrs. Crawford P.0. Box 110
- This is just to remind you that it"s time for your next Dallas, TX 75225
- dental examination! Please call us at your convenience
to schedule an appointment. Your last exam was L]
- February 28, 2005, We look forward to hearing from z
VLLELLSS @
i z
EE@::—-ML| i} 2
Page 1 Sec 1 16 02 lnl o Call rEC| [TRE| ExT| [ove | | B g
Figure 9-13: Recall cards without appointment in Microsoft Word.

Check Your Skills 9.4

1. True or False? When running recall cards for patients that have an appointment,
you should always enter a Due Date range in the Recall field.

2. Which letter is used for running recall cards for patients that are due for recall?
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Apply Your Knowledge

If you are not sure where your

Switch to the Tutor Database

Before performing any of the following activities, switch to the Tutor database to ensure
that your live data will not be compromised. To switch to the Tutor database, do the
following:

1.

Z:

Open the Reports module and click (Maintenance) | Preferences | Paths.

Make a note of the current path in the Database Path field, so you can switch back
to your live data after you are done with the activities.

Click the Browse button next to the Database Path field.

Tutor folder is located, ask 4. Browse to the location of your Tutor folder. In most cases, C:\Program Files\
your trainer for help or call Ezdental\Tutor\ will be your path.
Easy Dental Support at (800) Click OK.
824-6375.
6. Click OK to the message that appears and close Easy Dental.
Activities

1. Make sure that Bitewings-two films (D0272) is attached to the BITEWINGS
Recall type.

2. Create an appointment for Adam Perry for bitewings making sure that Adam will
be set up with the Bitewings recall defaults set up in the Reports module.

3. Abigail Smith needs to come in every four months instead of every six months to
have her cleanings done.

4. Run a recall list for all patients that have an appointment for bitewings within the
next year.

5. Run recall cards for all patients that are due for their cleanings within the last year.
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Management Reports

ement reports that your practice should print to help
production/collections as well as manage your billing cycle better.

Objectives

Once you have completed this chapter, you should be able to:
*  Run the Day Sheet
*  Use the Batch Insurance Claims Utility
*  Run the Procedures Not Sent to Insurance Report
*  Run the Referred by Doctor/Other Report
*  Run the Referred by Patient Report
*  Run the Referred to Doctor Report
*  Run the Finance Charge Report
*  Run Billing Statements
e Submit Billing Statements Electronically
*  Run the Aging Report
*  Run the Practice Analysis Reports
*  Run the Insurance Aging Report
*  Purge Exported Report Files for HIPAA Compliance

Chapter

10
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Topic 1 B Daily Reports

Day Sheet

The Day Sheet is a report that will show all transactions entered for a given date range. To
print a Day Sheet, do the following:

1. Open the Reports module.

2. Click (Management Reports) | Day Sheet (Charges and Receipts). A
screen similar to Figure 10-1 will open.

Day Sheet

Feport [ ate: |f

— Select Provider — Select Totalz

P> 53| Tefall 5] I™ Include MTD and‘rTD Tatals
™ Include Extended MTD Tatals

[ Include Pravider Tatals
[~ Compare to Fee Schedule:

From [ <All>  >»| Tacalls »» 1 FEET

— Select Report Types

— Select Billing Type

— Select Date ]
v Chronological Day 5heet
Fram: [11/13/2006  Teef11/413/2006 B e e
% Entry Date [~ Eeceiptz Only Day Sheet
" Procedure Date [~ Adjustment Only Day Sheet

[~ Save &g Default ™ Deposit Slip Ml
ak l Cancel |

Figure 10-1: The Day Sheet window.

Select the provider range.
4. Select the billing type range.

Enter the date range in the Select Date field and mark Entry Date or Procedure
Date. Use the following as a guide:

e Entry Date: This will include all transactions that were entered into the
database within the date range. The Day Sheet will also include both an
Entry Date and Procedure Date column as well as an amount for the Previous
Balance, Balance as of, and Net Change.

e Procedure Date: This will include all transactions that have a date in the
Accounts module within the date range. (Most of the time, the Entry Date
and Procedure Date will be the same. However, they will differ when you
backdate a procedure.)

6. Check the desired Select Totals options by using the following as a guide:

e Include MTD and YTD Totals will print a running balance for the month and
year.

* Include Extended MTD Totals will print the average production per patient
and average charge per procedure.

* Include Provider Totals will print the production and collection for each
individual provider.
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8.

e Compare to Fee Schedule allows you to select a fee schedule to compare
with the charges for the day selected.

Check the desired Select Report Types options by using the following as a guide:

*  Chronological Day Sheet prints payments, procedures, and adjustments for
the date range specified. Procedures are listed by the order they were entered
into Easy Dental.

e Alphabetical Day Sheet prints payments, procedures, and adjustments
alphabetically by patient last name for the date range specified.

*  Receipts Only Day Sheet prints the payments for the date range specified.

e Adjustments Only Day Sheet prints the adjustments for the date range
specified.

e Deposit Slip prints the payment types specified in a form accepted by most
banks. If you check Deposit Slip, you have the option of including certain
payments by doing the following:

a. Click Payment Types.

b. Highlight all types that you would like to include on the Deposit Slip or
check All

c. Click OK.

Check Save As Default to save these settings.

9. Click OK to send the report to the Batch Processor.

The following report in Figure 10-2 is an example of the Alphabetical Day Sheet.

DAY SHEET (ALPHABETICAL)

Easy Dental Practice

03/02/2005
Date: 03/02/20035 Page: 1
ENTRY PROCEDURE
DATE DATE PATIENT NAME TH CODE DESCRIPTION CHARGES PAYMENTS BT PROVPHONE #
N3/02/2005  03/02/2005Anderson, Kyle T Cash Payment - Thank you -5.35 4 DDS2( )363-1588
03/02/2009  D3/02/2005Anderson, Kyle T Cash Payment - Thank You -6965 4 HYG1( 1363-1586
03/02/2009  D3/01/2005Anderson, Kyle T D0120 Periodic oral evaluation 25.50 4 HYG1({ )363-1586
N3/02/2005  03/01/2005Anderson, Kyle T D0272 Bitewings-two films 2142 4 HYG1( )363-1586
03/02/2009  D3/01/2005Anderson, Kyle T 01110 Prophylaxis-adult 48.96 4 HYG1({ )363-1586
03/02/2005  03/02/2003Anderson, Patricia Insurance Payment -108.12 4 DDS52( )363-1586
03/02/2009  03/01/2008Anderson, Patricia 3 02180 Amalgam-2 surf. prim/perm 76.50 4 DD52( )363-1588
03/02/2002  03/01/2005Anderson, Patricia DD120 Periodic oral evaluation 25.50 4 DDS2( )363-1586
03/02/2005  03/01/2005Anderson, Patricia D0272 Bitewings-two films 21.42 4 DDS2( )363-1586
03/02/2009  03/01/2005Brolin, Marcia 3 D2160 Amalgam-3 surf. prim/perm 90.00 3 DDS52( }363-4509
N3/02/2005  03/02/2003 Crawford, Brandon T Insurance Payment -590.00 3 DDS1( )363-5963
03/02/2005  03/02/2003 Crawford, Brandon T Insurance Payment -81.60 3 HYGT({ )363-2969
03/02/2005  03/01/2003 Crawford, Brandon T 18 D2750 Crown-porc fuse high noble mtl 500.00 3 DDS1( )363-5968
N3/02/2005  03/01/2003 Crawford, Brandon T 15 D3330 Root canal therapy - molar 425.00 3 DDS1( )363-53963
GRAND TOTALS:
CURRENT  MONTH-TO-DATE YEAR-TO-DATE  PREVIOUS MONTH
CHARGES: 3057.00 3057.00 3057.00 0.00
PAYMENTS: -470.50 -470.50 -470.80 0.00
CREDIT ADJUSTMENTS: 0.00 0.00 0.00 0.00
CHARGE ADJUSTMENTS: 0.00 0.0o 0.00 0.00
FINANCE CHARGES: 51615 816.15 516.15 0.00
LATE CHARGES: 0.00 0.0o 0.00 0.00
CHARGES BILLED TO INSURANCE: 267.00 267.00 267.00 0.00
NEW PATIENTS OF RECORD: 1 1 1 0
PATIENTS SEEN: 4 4
AVG PROD PER PATIENT: 76425 764 .25
AVG CHG PER PROCEDURE: 27791 27791
PREVIOUS BALANCE 449.00
BALANCE AS OF 01/11/2005 3551.65
NET CHANGE 3102.65

Figure 10-2: An example of the Day Sheet.

The following report in Figure 10-3, on the next page, is an example of the Deposit Slip.

To select more than one
payment type at a time, hold the
right mouse button or the Ctrl
key and click each type to be
included on the report with the
left mouse button.
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If you have any claims in the
Accounts module with a Not
Sent status, this utility will send
those claims to the batch and
change the status to Sent.

A claim is considered “Not
Sent” if it was not printed or
sent to the Batch Processor
when it was created.

DEPOSIT SLIP

Easy Dental Practice

01/11/2005
Date: 01/11/2005 Page: 1
CHECK PAYMENT - THANK YOU
DATE BT PROV. _NAME _ _ _ _  _ _ _ _ _  _BANK = CHECK# _ _ AMOUNT
O/112005 B DDST _ eeersongel s 6.50
TOTAL: 86.50
11TEM
DENTAL INS. CHECK PAYMENT
DATE _ ___ _BT PROV_ _NAME _ _ _ _ _ _ _ _ _ _ _ _ _BANK _ _ _ _CHECK# _ _ _ AMOUNT
0171172005 3 DDs2 Agtna 117.60
01/11/2005 3 DD31 Lincoln National 266.40
_________________________________ TOTAL:  384.00
2|TEMS
3 TOTAL ITEMS TOTAL CHECK PAYMENT : 86.50
TOTAL DENTAL INS. CHECK PAYMENT: 384.00
PAID IN BY TOTAL DEPOSIT: 470.50
Easy Dental Practice
FOR CREDIT OF
BANK ACCOUNT

Figure 10-3: An example of the Deposit Slip.

Batch Insurance Claims Utility

This utility can be used to create all primary insurance claims for procedures posted
throughout the day. To batch all claims that have not yet been created, do the following:

1. Inthe Reports module, click the (Create Insurance Claims) button. A
window similar to Figure 10-4 will open.

Create Batch Primary Insurance Claims

Enter Pracedure Date

Fram: {11,13,/2006 Ta: [11/13/2006

Cahcel I

Figure 10-4: The Create Batch Primary Insurance Claims window.

2. Enter the date range in the Enter Procedure Date field.
3. Click OK to send the claims to the Batch Processor.

Check Your Skills 11.1

1. True or False? Most of the time, the Entry Date and Procedure Date for a
transaction will be the same.

2. Name two types of day sheet reports.
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Weekly Reports

Procedures Not Attached to Insurance Claims Report

The Procedures Not Attached to Insurance Claims report will print a list of all procedures
entered in the Accounts module, during a specified data range, that are not attached to an
insurance claim. To print the Procedures Not Attached to Insurance Claims report, do the
following:

1. Open the Reports module.

2. Click (Account Reports) | Procedures Not Attached To Insurance. A
window similar to Figure 10-5 will open.

Procedures Not Attached To Insurance Claims |X|

Feport Date: (fRE

— Select Patient;

Fn:um:|<ALL> ﬂ
To:[<ALLs ﬂ

— Select Provider

Select Procedure Date

From: [<4LL> ﬂ From: [11/06/2006
Tor [<ALL> 2| Teef 1171372006

0K I Cancel |

Figure 10-5: The Procedures Not Attached To Insurance Claims
window.

Select the desired patient, provider, and procedure date ranges.

4. Click OK.

Check Your Skills 11.2

1. If a procedure appears on the Procedures Not Attached to Insurance Claims report
and it should not, which option should be checked to remove them from the report?

Topic 2
2

If there are procedures

that should not be billed to
insurance, check the “Do Not
Bill to Insurance” option when
posting a procedure code.
Otherwise, these procedures
will appear on the report.
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Topic 3
2
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Monthly Reporis

Referred by Doctor/Other Report

The Referred by Doctor/Other report will print a list of all patients referred by a doctor or
another source to your practice. This report includes a list of procedures done for those
patients within a given date range. To print the Referred by Doctor/Other report, do the
following:

I.
2.

Open the Reports module.

Click (Management Reports) | Referred BY Doctor/Other Report. A
screen similar to Figure 10-6 will open.

Referred BY DoctorfOther Report

Feport Date: |fRFEE

— Select Provider Select Beferral Date—— Select Production Date

me:|<ALL> ﬂ From:|11fDBf20EIE From:lﬂﬂ 342005
To:|<.£'n.LL> ﬂ Ta |1‘I:'1 322006 To: 1141342006

— Select Reterring Doctor/Other

me:|<p'-‘-.LL> ﬂ
Torfcalls »| Cancel |

Figure 10-6: The Referred BY Doctor/Other Report window.

Select the desired provider range.

Enter the production date and referral date ranges.

If desired, select the desired referring doctor/other and procedure code ranges.
Click OK.

Referred by Patient Report

The Referred by Patient report will print a list of all patients referred by another patient
to your practice. This report includes a list of procedures done for those patients within a
given date range. To print the Referred by Patient report, do the following:

1.
2.

Open the Reports module.

Click (Management Reports) | Referred BY Patient Report. A screen
similar to Figure 10-7, on the next page, will open.

Select the desired provider range.

Enter the referral date and production date ranges.
Select the desired referring patient range.

Check the desired Select Report Type options.
Click OK.



Referred BY Patient Report

Report D ate: |[§F

— Select Provider Select Referral Date—  — Select Production Date-

FrDm:|<p'-‘-.LL> ﬂ Frum:l11.-’DE.-"2DEIE From:|1'|.f13.-’2|:||35
TDZI(ALD ﬂ T|:|:|11.-"|3.-"2EIEIE TD:I'I'I!13.-’2EIDE

— Select Referring Patient

— Select Repart Type———

ﬂ v Refened BY Report
[T Mailing Labels

Tar [<ALL> ﬂ Columns: |3_:|
ITI Cancel |

Figure 10-7: The Referred BY Patient Report window.

From:[cal >

Referred to Doctor Report

The Referred to Doctor report will print a list of all patients referred to another practice by
your practice. To print the Referred to Doctor report, do the following:

1. Open the Reports module.

2. Click (Management Reports) | Referred TO Doctor Report. A screen
similar to Figure 10-8 will open.

Ed

Referred TO Doctor Report

Report Date: (R

— Select Provider Select Referal Date —

me:|<ALL> ﬂ me;|1 1/06/2006
Ta: |<ALL> ﬂ TD:|1 1/13/2006

— Select Referring Doctor

Fru:um:|<,.-_\.'|_|_>

]
Tor[calls ]
(] I Cancel |

Figure 10-8: The Referred TO Doctor Report window.

Select the desired provider range.

Enter referral date range.

Check the desired Select Report Type options.

Select the desired referring doctor and procedure code ranges.
Click OK.

N kW
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Finance Charge Report

After you have closed the month and have run finance charges, you can print a Finance
@ Charge report to see all accounts that received a finance charge. To print the Finance

Charge report, do the following:

You can find the steps for 1. Open the Reports module.
closing the month and running P
finance charges in the Accounts ’
module chapter of this manual.

Click (Management Reports) | Finance Charge Report. A screen similar to
Figure 10-9 will open.

Finance Charge Report

Repart D ate: |fENG

— Select Provider
From:[<al > »| Terfealls >

— Select Biling Type

From:| <) | ﬂ Tao| <alls ﬂ

— Select Finance Charge Date

From:[11/13/2006  To:f11/13/2006

[~ Sort Ok | Cancel

Figure 10-9: The Finance Charge Report
window.

O8]

Select the desired provider and billing type ranges.

&

Enter the finance charge date range.

5. Check Sort to alphabetize the report. Otherwise, the report will sort by largest
finance charge to the smallest.

6. Click OK.

Billing Statements

To print billing statements, do the following:
@ 1. Open the Reports module.
2. Click (Billing Statements). A screen similar to Figure 10-10, on the next
page, will open.

Billing statements can be
created at any time during the
month. However, they should be 3. The Statement Date will default to today’s date; there is no need to change this.

created around the same time of 4

: The Balance Forward Date will default to a month prior to today’s date. If you
the month each time.

want to include procedures older than a month, change this date to the desired cut
off date.

5. Select the desired guarantor, provider, and billing type ranges.
6. Enter the Minimum Balance to Bill.

7. Check Include Credit Balances if you wish to send a statement to patients with a
credit balance.

8. If you wish to add a message to all of your statements, enter the message in the
Statement Message field.
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Billing Statements

Statement [ ate: [FRIE

Balance Fonward D ate:|1 0413242006

— Select Account — Optians
Frarm: |<,.f_-|_|_> ﬂ [T 5kip Accounts \with Claim Pending

T0:|<A|_|_> ﬂ F Patient Fartion Less Than:|2U.UU

[ Include Procs With Claim Pending

— Gelect Primary Provider—— | ¥ Print Inswance Estimate

I— I— ¥ Frint Agreed Payment
From:|<ALL> ﬂ Toj<all ﬂ [T Exclude Outstanding To Insurance

¥ | Frint Practice Information
¥ Frint Account 2ging

Frarm:| cp] | ﬂ To|calLs ﬂ ¥ &llow Credit Card Payment
[ If Mot Billed Since: |1|:|,.-'1 342006
tinirmumn Balance To BiII:ID_EIEI

[ Only Bill Accounts Aging:
™ Include Credit Balances? % Dwer30 € Ower B0 € Ower 30

— Select Billing Type:

Statement Message: — Select Report Tupes

v Eilling Statement

[ Mailing Labels ...Eulumns:l?ﬂ

[T Save Az Default

(]:4 I Cancel |

Figure 10-10: The Billing Statements window.

Check the desired Options by using the following as a guide:

»  If Skip Accounts With Claim Pending is checked, Easy Dental will not
create a billing statement for an account with outstanding insurance claims,
unless the patient portion of the balance is over the amount specified.

e If Include Procs With Claim Pending is checked, Easy Dental will print all
those procedures billed to insurance that have not yet been paid, even if they

were posted before the Balance Forward Date.

e If Print Insurance Estimate is checked, Easy Dental will print the estimated

insurance coverage on the bottom of the statement.

* If Print Agreed Payment is checked, Easy Dental will print the estimated

patient portion of the balance in a Please Pay this Amount box at the bottom
of the statement. If the patient has a payment plan, the payment plan amount

will print instead of the estimated patient portion.

e If Exclude Outstanding To Insurance is checked, the entire amount of
all outstanding claims will be excluded from the Please Pay this Amount

portion of the statement.

e Print Practice Information is only an option if a pre-printed form is selected

in the Practice Defaults window.

*  If Print Account Aging is checked, Easy Dental will print the account’s aging

on the statement.

e If Allow Credit Card is checked, Easy Dental will print a credit card payment

option on the billing statement.

e If the option, If not Billed Since is checked, Easy Dental will exclude

accounts that have received a statement within the last month. This is useful if
your office prints a statement when an insurance payment has been received or

does cyclical billing.
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e If Only Bill Accounts Aging is checked, Easy Dental will only create a billing
statement for those accounts that have a balance over the specified aging
option. The aging as of the last closed month is used to determine whether a
statement will be created.

10. Check the desired report type options.

11. Check Save As Default to save these settings.
12. Click OK.

1

Electronic Billing Statements

To send your statements electronically, do the following:
@ . Open the Reports module.

If you have a question as to
whether your statements went
through properly, please contact
the NIS Support department to
avoid double billing.
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3
4.
5

6.

SARED AN

Create billing statements by following the instructions in the previous section.
Highlight the statements in the Batch Processor.
Click the (Quick Bill) icon. A screen similar to Figure 10-11 will open.

Mark Selected Billing Statements or Retry Previous Submission.

Electronic Billing Submission |E|

Send ta Electronic Billing

&+ Selected Biling Statements

" Retw Previous Submiszion

LCancel |

Figure 10-11: The Electronic Billing Submission
window.

Click OK and allow the submission process to complete.

Aging Report

The Aging Report will print a report of every account with a balance. To print the Aging
Report, do the following:

1.
2.

Open the Reports module.

Click (Account Reports) | Aging Report. A screen similar to Figure 10-12,
on the next page, will open.

Select the desired guarantor, provider, and billing type ranges.

Mark the desired Minimum Days Past Due option.

Mark the desired Sort Options.

Check the desired report types by using the following as a guide:

e The Standard Aging option prints all accounts that have a balance.

* The Credit Balances option prints all accounts that have a credit balance.

e The Provider Credits option prints all accounts that have had their payments
allocated to the wrong provider.

Check Print Account Note if desired.



Aging Report

X

Select Account

Select Primary Provider — Select Billing Type:

Fru:um:|<ALL> ﬂ Frgm;|<f-'l.LL> ﬂ FrDm:mﬂ
Ter[calls »[| [ Tefeals » To[All> >

Min Balance to F'rint:|<ALL> Last Prat Before:|<ELlHHENT> [~ Print &ccount Note

Minirurn Davs Past Due Sart Options

Select Repart Types
& OverD  © Over 30 & By bccount Mame v Standard Aging

™ By Over 90 to Current Balance [T Credit Balances
 OverB0 ¢ Overdd 4 T )
" By Largest to Smallest Balance ™ Provider Credits

[~ Print to File |

Ok I Cancel

Figure 10-12: The Aging Report window.

8. Click OK.

Practice Analysis Reports

Depending on the options that are selected, the Practice Analysis will give you a detailed
report of each procedure code category or individual procedures performed, payments,

adjustments made, and/or patients seen during the specific date range. To print the Practice
Analysis reports, do the following:

1. Open the Reports module.

2. Click (Management Reports) | Practice Analysis. A screen similar to Figure
10-13 will open.

Practice Analysis Reports

%
Fepart Date: |11.»'1 32006
— Select Provider: —Date Bange—————
2 AIE [ List Inactive From To
D | Name [ Status | [11/0772006 {11/13/2008
D051 Stevens. David D Primary S
pos2 Simpson, Dale D Frirmary * Enty Date
HYG1 Hawthorme, Susan H Secondary " Procedure Date
— Select Summary Reparts
v Production Summary
v by Cat
— Select Billing Type: H ey
v Al
W
1: Standard Billing - finance charges s W Payment Summary
2. Standard Billing - no finance charges ol .
3 Insurance Family - Dual Insurance E| I Adjustment Summary
4 Inzurance Family - finance charges =5
B Pavment Plan - finance charges -
B: Pavment Plan - no finance charges b I Patient Summery
FErirt I Batch | Cancel |

Figure 10-13: The Practice Analysis Reports window.
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Highlight the desired provider(s) and billing type(s) or check All.

Enter the desired Date Range and mark Entry Date or Procedure Date.

Check the desired Select Summary Reports by using the following as a guide:

The Production Summary gives you a detailed report of each procedure code
performed during a specified date range.

e If by Category is checked, the report will show procedure code
categories (i.e., Preventive, Diagnostic, Restorative, etc.) rather than
individual procedure codes.

The Payment Summary gives you a detailed report of each payment made
within the specified date range.

The Adjustment Summary gives you a detailed report of adjustment made
within the specified date range.

The Patient Summary gives you a report that includes numbers of active
patients, new patients, etc.

Click Print or Batch.

Insurance Aging Report

To print the Insurance Aging report, do the following:

Open the Reports module.

Click (Account Reports) | Insurance Aging Report. A screen similar to
Figure 10-14 will open.

Insurance Claim Aging Report

Feport D ate: ([[EFEEEL:

— Select Patient: — Select Primary Provider —
Fru:um:|<,.i'.,|_|_> From: W ﬂ

¥ ¥

To[aLls 5 To: [caLLls ﬂ

— Select Insurance Camer————— 1~ Minimum Daps Past Due
Frum:l<gL|_> ﬂ & OwerD  Over 30
T'3'1|<.~’-'«LL> ﬂ  Ower0 ¢ Ower 90

[ Print ta File |

[ Print Status Motes

Ok, I Cancel

Figure 10-14: The Insurance Claim Aging Report window.

Select the desired patient, provider and insurance carrier ranges.
Mark the desired Minimum Days Past Due option.

Check Print Status Notes if you want the individual claim status notes to print on
the report.

Click OK.



Check Your Skills 11.3

1. Which referral report(s) will give you a list of all patients referred to your office
from an outside source?

2. True or False? By checking the Sort option when running the Finance Charge
Report, the report will sort from the largest to the smallest finance charge.

3. True or False? Billing statements can be run at any time during the month, but it is
recommended that they be run around the same time of the month each time they
are run.

4. If you do not want to send a statement to all accounts with outstanding insurance
claims, which statement option should you check? If this option is checked, what
determines whether an account will be skipped?

5. True or False? The Print Agreed Payment option is only used for accounts set up
with payment agreements.

6. To avoid double-billing when sending your statements electronically, what should
you do?

7. Which report allows you to get a list of all accounts that have had payments
allocated to the incorrect provider?

8. Which report gives you a detailed list of all procedures posted within a specific
time frame?

9. True or False? Easy Dental does not have a report that allows you to keep track of
outstanding insurance claims.
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Topic 4
%

The location of the Doc
directory can be found in the
Letter Template Path field of
the Paths tab in Preferences
(Reports | Maintenance |
Preferences | Paths).

It is a good idea to use this

as one of your management
routines. You do not necessarily
need to do this daily, weekly, or
even monthly. You should purge
exported files in a reasonable
amount of time.

The Purge Exported Files
Utility will NOT purge any
reports in the Batch Processor.
This utility only purges
externally exported text files
created when performing a
utility, letter merge or checking
Print to File when printing
reports.

Other Routines

Purge Exported Files Utility

All exported data is put into an Exports folder located within the Doc directory on the
server. Due to HIPAA regulations, you should not leave plain readable or unencrypted text
files on the hard drive. So, to meet this regulation, a purge exported files utility has been
created in the Reports module that will purge all files within this new folder. To purge
exported files, do the following:

1. From the Reports module, click (Maintenance) | Purge Exported Files.
Figure 10-15 will open.

Purge Exported Files |E|

¥ Purge data files For LettersiQuick Letters;

v Purge exparted text and log files
{From reports and ukilities)

licking K will remove the checked
xported data Files From the EXPORTS
ireckory,

(a4 I Cancel

Figure 10-15: The Purge Exported Files window.

2. Check the desired options.

e Check Purge data files for Letters/Quick Letters if you want to purge all
data files created when doing letter merges.

e Check Purge exported text and log files (from reports and utilities) to
purge all saved *.txt files (i.e., Aging Report, etc.) and utilities report files.

3. Click OK to perform the purge. A window similar to Figure 10-16 will open.

Purge Exported Files

& The Follawing Files will be permanently deleted
\l»l) fram the EXPORTS directary:

CDTSCony, kxt
ezdim41,out

Do wiou wish o continue?

Figure 10-16: The Purge Exported Files window.

4. Click Yes if you wish to purge the listed files.
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Check Your Skills 11.4

1. Which utility was created to allow you to purge all unencrypted files with PHI on
your hard drive?

2. How often should you purge the files within in the Exports folder?

3. True or False? By running the Purge Exported Files Utility, all reports within the
Batch Processor will be deleted from the system.
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Apply Your Knowledge

Switch to the Tutor Database

Before performing any of the following activities, switch to the Tutor database to ensure
that your live data will not be compromised. To switch to the Tutor database, do the

following:
1. Open the Reports module and click (Maintenance) | Preferences | Paths.
2. Make a note of the current path in the Database Path field, so you can switch back
to your live data after you are done with the activities.

Click the Browse button next to the Database Path field.

If you are not sure where your . .
fy ; Y 4. Browse to the location of your Tutor folder. In most cases, C:\Program Files\
Tutor folder is located, ask

your trainer for help or call Ezdental\Tutor\ will be your path.

Easy Dental Support at (800) 5. Click OK.

824-6375. _
6. Click OK to the message that appears and close Easy Dental.

Activities
1. Purge the dtxlm41.out file located with the Exports folder from Easy Dental.
2. Run areport that will give you a list of all outstanding claims within the database.
3. Run a deposit slip only showing payments made in cash.
4. Run a list of all patients that you have referred to a different practice.
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Solutions

jective and may have several

a task correctly.

Objectives

Once you have completed the “Check Your Skills” and “Apply Your Knowledge” activities,
you should check your answers. After checking your answers, you should be able to:

Learn from your mistakes by learning the proper way to perform a task

e Apply the skills acquired throughout this manual to real-life situations

Chapter

11
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Chapter 1 B Computer Basics

Check Your Skills 1.2

1. You should backup your data to protect against data loss, archive data, and increase
system performance.

2. False. Easy Dental recommends a 7-tape rotation cycle for a 5-day work week.
Tape 7.
4. B.

Check Your Skills 1.3

1. The Desktop gives you access to the programs that you use.

Apply Your Knowledge 1

1. To create a shortcut for Easy Dental on your Desktop, do the following:

a. Select Start | Programs.

b. Right-click the Easy Dental icon.

c. Select Send To | Desktop (create shortcut) from the menu that appears.
2. To switch between the Schedule and the Patients module, do the following:

a. Click the Patients module icon on the left toolbar of the Easy Dental shell.
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Practice Setup

Check Your Skills 2.1

In the Reports module, click Practice Setup | Practice Resource Setup, then click
the Edit button next to the Practice Information area.

The ID must be unique, at least 4 characters in length, and can have alphanumeric
characters.

False. All financial information will remain with the inactivated provider.

False. Even though the screen that appears when inactivating a provider shows
that all Time Clock data will be removed, it actually will remain in the system.

By checking List Inactive wherever available, you will have the ability to view all
information assigned to the inactivated provider, including financial information.

The Provider’s Name option in the Print Provider’s Signature Using field of the
Provider Information window.

In the Reports module, click Practice Setup | Practice Resource Setup, check
List Inactive in the Staff area, highlight the inactivated staff member, and click
Activate.

The Practice Information window.

The provider/staff member probably does not have a 10-digit phone number
entered in their profile.

Check Your Skills 2.2

p—

AN AN

D. Itis not at least 7 characters in length and does not contain a number.

False. Only the main dentist(s) and/or practice owner(s) should be given rights to
all operations within Easy Dental.

The Password Administration and Audit, Clear right.
In the Reports module, click Practice Setup | Passwords | Change Password.
A.

The office should have a current backup and should make sure that every user has
an ID set up in the Practice Resource Setup.

Check Your Skills 2.3

The Difficult Procedure option in the Treatment Flags area will print an asterisk on
the Day Sheet indicating that a phone call should be made to the patient at the end
of the day.

True.

The Accept Change button.

%

Chapter 2
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Check Your Skills 2.4

True.

In the Reports module, click Practice Setup | Practice Defaults and highlight the
desired provider in the Default Provider field.

False. Once you enter the patient’s answers into the Patient Survey area of their
file, it will print the patient’s answers every time it is sent to the printer. You will
only get a blank Patient Survey if there is no information entered for that patient.

You should mark None to have Easy Dental not assign chart numbers to patient
files.

The Provider ID Column Statements option in the Print Options tab of Preferences
will print the provider’s ID on billing statements.

True.

By clicking the Default Font button in the Report Fonts window, you can restore
any font to its original setting.

Check Your Skills 2.5

Internet and Dial-up are the two connection methods when setting up eTrans.

You should click the Text Connection button to ensure that you are connecting to
the NIS servers without problem.

You should contact the NIS Support department at (800) 336-8749, option 231.

Apply Your Knowledge 2

To add a provider, do the following:
a. In the Reports module, click Practice Setup | Practice Resource Setup.
b. Click New in the Provider area of the Practice Resources window.
c. Enter the information in the fields provided and click OK to save and exit.
To inactivate DDS1, do the following:
In the Reports module, click Practice Setup | Practice Resource Setup.
b. Highlight DDSI in the Provider area and click Inactivate.

c. In the Inactivate Provider window, click the Search button next to Select
Replacement Provider, select DMD1, and click OK.

d. Click OK to inactivate.
To assign HYG1 as the HIPAA Officer for the practice, do the following:
In the Reports module, click Practice Setup | Practice Resource Setup.

b. Click the Edit button in the Practice Information area of the Practice
Resources window.

c. In the Settings area of the Practice Information window, click the Search
button next to HIPAA Officer, select HYG1, and click OK.

d. Click OK to save and exit.
To add an additional operatory, do the following:
a. In the Reports module, click Practice Setup | Practice Resource Setup.

b. Click New in the Operatories area of the Practice Resources window.



c. Enter OP-4 as the ID and enter a title for the operatory, if desired.
d. Click OK to add.
To add a recommendation note to a procedure, do the following:
In the Reports module, click Practice Setup | Procedure Code Setup.

b. Highlight the Restorative category and highlight D2750 in the list of
procedure codes.

Click Edit.

d. Click Edit Note and enter the procedure note in the Recommendation Note
area.

e. Click OK.

f.  Click Save and OK to exit.

To create an explosion code for an all porcelain bridge, do the following:
In the Reports module, click Practice Setup | Explosion Code Setup.

b. Click New.

c. Enter the Description and Explosion code. (You can also enter an Abbrev.
Desc. if desired.)

d. In the Type field, mark Bridge.

e. Inthe Bridge Codes area, click the Search button next to Pontic Procedure
Code.

f.  Enter D6245 in the ADA Code field or search for the desired code by clicking

the Search button and clicking OK.

g. Click the Search button next to Retainer Procedure Code.

h. Enter D6750 in the ADA Code field or search for the desired code by clicking

the Search button and clicking OK.
i.  Click OK to save and exit.
To add a medical alert, do the following:

In the Reports module, click Practice Setup | Definitions | Medical Alerts.

b. Highlight any alert already listed and enter Pre-medicate in the Definition Text

field.
c. Click Add to add the alert to the bottom of the list.
To change an existing medical alert, do the following:
In the Reports module, click Practice Setup | Definitions | Medical Alerts.

b. Highlight Growths from the list and enter Allergy - Latex in the Definition
Text field.

c. Click Change and Yes to change the alert.
To decrease an entire fee schedule, do the following:
In the Reports module, click Maintenance | Fee Schedules.

b. Click the Search button next to Select Fee Schedule, highlight FEE 5, and
click OK.

c. In the Select Operation area, mark Change Fee Schedule.

d. Mark Decrease by _ % and enter 5 in the field provided.

e. Click Change.

f.  Once the new fees are brought up, click Accept to accept the changes and

Close to exit.
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10. To set up Easy Dental to use Avery 5160 labels each time you print labels from any
module, do the following:

a. In the Reports module, click Maintenance | Preferences | Print Options.
b. Check Use Avery 5160 Mailing Labels in the Additional Print Options area.
c. Click OK to save and exit.
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Patients Module

Check Your Skills 3.2

1. The Privacy Requests in the Patient Information window allow you to indicate
whether a patient wants to be contacted by phone, mail, or via Easy Web.

2. False. You can enter the 9-digit number in the SS# field. Once you move to the
next field, Easy Dental will automatically format the Social Security number with
the hyphens in the correct places.

Check Your Skills 3.3

1. You should replace the unwanted alert with an alert you want to use in your office.
2. True.

The PRE-MED alerts are showing at the top of the medical alerts list because there
is an asterisk in front of the alert.

Check Your Skills 3.5

1. When adding a referred by source, you have the option of choosing whether the
source is another doctor or a patient in the database.

2. False. In order to be a referral source, a patient must already be entered in the
database.

Check Your Skills 3.6

1. False. You cannot archive a head-of-household unless all other family members
are archived and the account has a zero balance.

2. You can only view archived patients in the Select Patient window of the Patients
module. You must check Include Archived Patients in order to see archived
patients in the patient list.

Check Your Skills 3.7

1. True.

2. After a family edit has been performed, you may need to add or remove insurance
from some of the family members, check the balances of both accounts and make
necessary adjustments, change the status of the affected patients, and change
addresses/phone numbers in needed.

Chapter 3
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You will not be able to continue the family edit process if Easy Dental is open on
another computer, if any of the family members of the patient being edited has a
pending insurance claims, or if you are trying to move the head-of-house when
there are other patients in the family.

True.

Check Your Skills 3.8

Each patient can have up to 10 patient alerts.
True.

When setting up the patient alert, check Display Aged Balance with Note to view
the family balance each time the alert appears.

False. If you check Do Not Show this Alert Again Today, the patient alert will not
appear on any computer. Do not check this alert if anyone in the office needs to
use it.

You must click the Open button in the Patient Notes field in order to see a patient’s
note.

Check Your Skills 3.9

The digital camera must be TWAIN-32 compliant.

By clicking Move when selecting a picture from a file, Easy Dental will move the
file from its current location to the Patpics folder.

False. You can only view a patient picture from the Patients, Chart, and Schedule
modules.

Apply Your Knowledge 3

To add a new family member to Brandon Crawford’s account, do the following:

a. In the Patients module, click the Select Patient icon and select Brandon
Crawford.

b. Click the Add New Family Member icon and enter the information in the
fields provided.

c. Once you have finished, click OK.
To create a new family, do the following:

a. In the Patients module, click the Select Patient icon and click New Family at
the bottom of the window.

b. Enter the information in the fields provided.

c. Once you have finished, click OK.

To add a medical alert into the system, do the following:

a. In the Reports module, click Practice Setup | Definitions | Medical Alerts.

b. Highlight an existing alert and enter Pre-medicate in the Definition Text field.
c. Click Add.

Click Close.

&



To add a medical alert to a patient, do the following:

a.
b.
c.
d.

In Abigail’s file, double-click the Medical Alerts field.
Click the Edit button.

Highlight Pregnancy and Pre-medicate.

Click OK and Close.

To assign an employer to a patient, do the following:

a
b.
c.
d.

c.

f.

In Abigail’s file, double-click the Employer field.

Enter Eas as the Employer Name and click the Search button next to the field.
Because Easy Dental Systems, Inc. is not listed, click Cancel.

In the Employer Name field, finish entering the entire employer’s name.
Enter the address and phone information in the fields provided.

Click OK.

To add a referral source to a patient’s file, do the following:

a
b.
c.
d.

c.

f.

g.

In Abigail’s patient file, double-click the Referred By field.
Mark Doctor/Other and click OK.
Because Billboard Ad is not an option, click New.

In the Referred By Information window, enter Billboard Ad as the name of the
referral.

Click OK.
Highlight Billboard Ad in the list provided and click OK.
Click OK to return to the Patients module.

To archive a patient, do the following:

a.
b.
c.
d.

In Annette Griffin’s file, double-click the Patient Information field.
In the first Status field select Archived.

Click OK to any messages that appear.

Click Yes to archive Annette Griffin’s file.

To create a patient alert for a patient, do the following:

a
b.
c.
d.

In Kimberly Daniels’ patient file, click the Patient Alert icon.
In the Create Patient Alert window, check Always.
Enter a description and note for the alert in the fields provided.

Highlight Create New Appointment and Edit Existing Appointment and click
OK.

To add a patient note to a patient’s account, do the following:

a.

b.

In Greg Griffin’s patient file, double-click the Patient Notes field.
Enter the desired note and click OK.
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Chapter 4 B Insurance Management

Check Your Skills 4.1

1. False. Any family member can be a subscriber.
2. True.

3. The Assignment of Benefits option tells Easy Dental whether to send insurance
payments to the office or directly to the patient.

4. The Current Patient button allows you to assign the same person as both the
primary and secondary insurance subscriber for the actual subscriber. If this
button is not used and you select the subscriber in the list provided, both primary
and secondary dental insurance will always be the same.

Check Your Skills 4.2

1. You can add a new insurance plan from the Patients and/or the Reports modules.

2. The Benefits Renewal field is where you select the month that the yearly insurance
benefits renew.

Check Your Skills 4.3

1. To create a claim for a procedure that was not performed today, you would need to
highlight those procedures and click the Create Insurance Claim icon.

2. To select more than one procedure in the Accounts module, you need to hold the
Ctrl key on the keyboard.

Check Your Skills 4.4

1. True, as long as the insurance carrier is accepting electronic claim attachments.
Verify with NIS Support to ensure that a particular carrier is accepting electronic
claim attachments.

2. You can import a claim attachment from the Documents module, Easy Image, or
from a file.

3. Once an attachment as been attached to the claim, highlight it and click
Attachment Information or Non-Electronic. Within the corresponding windows,
there will be an Attachment Note field. Enter the desired note in this field.

4. False. You can remove any attachment attached to a claim as long as the claim is
not in history.

5. False. You can only attach .txt and .rtf files to claims.
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Check Your Skills 4.6

1. False. If you change the Coverage Table for any insurance plan, the change will
affect all patients covered by that plan.

2. Fee schedules, the Coverage Table, the Payment Table, and remaining benefits
affect insurance estimates.

False. The Payment Table overrides the Coverage Table.

4. You can update the Payment Table manually or by posting an insurance payment to
a claim.

5. The patient portion is $270. To figure the insurance portion, subtract the
deductible from the crown fee and multiply the result by the coverage percent. To
figure the patient portion, subtract the insurance portion from the fee of the crown.

e Insurance Portion = ($600 - $50) x .60 = $330
e Patient Portion = $600 - $330 = $270

Check Your Skills 4.7

1.  When posting the individual amounts an insurance carrier paid on a claim, use the
Itemize by Procedure option.

2. You should not update the Payment Table if there is a deductible being applied or
the patient has met or will meet their maximum with this claim.

True.

4. Use the Total Payment Only option if you do not receive an itemized list of
payment made for each procedure attached to the claim.

Apply Your Knowledge 4

1. To assign primary insurance to a subscriber, do the following:
In Abigail’s file, double-click the Insurance Information field.

b. Abigail’s name should already be in the Subscriber field. If it is not, click the
Search button next to Subscriber and click Current Patient.

Click the Search button next to Carrier.
d. Find and highlight Ameritas and click OK.

e. At this point, you can verify that the subscriber ID number is correct, check
the desired options for Signature on File, and verify that the Relation to
Subscriber is correct.

f.  Once you are finished, click OK.
2. To assign secondary insurance to the same primary subscriber, do the following:
a. In Abigail’s file, double-click the Insurance Information field.
b. Click the Search button next to Subscriber and click Current Patient.
c. Click the Search button next to Carrier.
Find and highlight Prudential and click OK.

o

e. At this point, you can verify that the subscriber ID number is correct, check
the desired options for Signature on File, and verify that the Relation to
Subscriber is correct.

f.  Once you are finished, click OK.
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Use the Reports module or the Patients module to add a new insurance plan into
the database. For this example, this will be done from the Reports module, using
the following steps:

a. From the Reports module, click Maintenance | Insurance Maintenance.
b. Click New.

c. Enter the insurance carrier’s information in the corresponding fields.

d. Click OK.

e. Click Close.

To create a claim and post an itemized insurance payment, do the following:

a. In Brandon Crawford’s account, highlight all of the procedures performed on
07/07/2000 using the Ctrl key on the keyboard.

b. Click the Create Insurance Claim icon.

c. Double-click the claim that was created in Step b.

d. Click Enter Payment | Itemize by Procedure.

e. Since the actual EOB does not exist, click OK to each procedure attached.
f. If desired, enter the check and bank/branch number in the Total Insurance

Payment window.
g. Enter a deductible, if desired.
h. Click OK.

i.  If you are prompted to create a secondary claim, click OK to the message that
appears.

j- Click Create Secondary.

k. Close the claim and click Send to Batch.

To change the coverage percent for an insurance carrier, do the following:

a. In Brandon Crawford’s file, double-click the Insurance Information field.
b. Click the Cov Table button for Metropolitan.

c. Highlight Crowns in the Coverage Table area.

&

In the field underneath the names of each column of the Coverage Table,
change the 50 in the Cov% column to 80.

e. Click Change.
f. Click OK.
g. Click OK again.



Chart Module

Check Your Skills 5.2

1. You can have 24 procedure button set up in the Chart module.

2. Use the Reports module to customize which procedures show in the category
buttons. The option in the Procedure Code Editor window is the Show in Chart
option under the Treatment Flags area.

Check Your Skills 5.3

1. False. You should always complete treatment using the Set Complete button. So
the treatment plan date is updated to today’s date.

2. You would use the Existing status to post work performed by the doctor in the
office, but completed before Easy Dental was installed.

3. False. You can only delete completed treatment by double-clicking the procedure
and clicking the Delete button. This can only be done when the procedure is not
attached to a claim or is in history.

4. False. Procedures in history can never be edited because they are considered a
legal document.

5. To show mixed dentition, highlight the teeth that need to be changed, click the
Primary/Permanent icon, and select the Change Selected option.

Check Your Skills 5.4

1. Each Clinical Note can have up to 4,000 characters.
2. To add something to a Clinical Note in history, click the Append to Note button.

Check Your Skills 5.5

1. False. The icon on the Chart module’s toolbar will print both the Dental Chart and

the Progress Notes with Chart, whereas the print icon to the left of the Progress
Notes will only print the Progress Notes with Chart.

2. Marking Date Range will allow you to choose a certain date range when printing
the Progress Notes with Chart.

Apply Your Knowledge 5

1. To set up procedure buttons, do the following:
a. From the Chart module, click Setup Procedure Buttons.
b. Click the button for D0120.

%

Chapter 5
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c. In the Select Code field, enter D5211.

d. Click the bitmap that looks most like a denture.
e. Click OK.

f. Repeat steps b - e to change D0140 to D5212.
g. Click OK.

2. To remove a procedure from showing a category button, do the following:
a. From the Reports module, click Practice Setup | Procedure Code Setup.
b. Highlight the Endodontics category and find D3910.
c. Highlight D3910 and click Edit.
d. In the Treatment Flags area, uncheck Show in Chart.

3. To add a procedure to a category button, do the following:
a. From the Reports module, click Practice Setup | Procedure Code Setup.
b. Highlight the Preventive category and find D1320.
c. Highlight D1320 and click Edit.
d. In the Treatment Flags area, check Show in Chart.

4. To post a condition and completed procedure in the Chart module, do the
following:

a. From Abigail’s Chart file, highlight tooth 18.
b. Click the Conditions category button.

c. Highlight 15105 and click OK.

d. Check Incisal/Occlusal and Lingual.

e. Click OK.

f.  Click any status button.

g. Highlight tooth 18 again.

h. Click the Resin procedure button.

—

Check Incisal/Occlusal and Lingual.
j. Click OK.
k. Click the Complete button.
5. To post existing work performed by another office, do the following:

a. Highlight the tooth with work and click the category button that includes the
desired procedure.

b. Highlight the procedure and click OK.

c. Enter surface information if needed.

d. Click the Existing button.

e. Repeat steps a-d for all existing other work.

6. To post treatment-planned work, follow the steps in Activity 5 for all procedures,
but click the Tx Plan button to treatment plan the procedures.

7. To set treatment-planned work completed, do the following:
a. In Brandon Crawford’s Chart file, highlight his root canal and amalgam.
b. Click the Set Complete button to the left of the Progress Notes.

8. To change permanent dentition to primary dentition, do the following:

a. In Marla and/or Mary Reese’s Chart file, click Primary/Permanent | Change
All

9. To enter a Clinical Note, do the following:

a. From Abigail’s Chart file, click the Clinical Notes button.
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b.

Enter the desired note and click OK.

10. To print the Dental Chart, do the following:

a.
b.

C.

In Abigail’s Chart file, click Print | Dental Chart.
Check the desired options.
Click OK to print.

11. To print the Progress Notes with Chart, do the following:

a
b.

C.

=

In Abigail’s Chart file, click the Print icon to the left of the Progress Notes.

Mark the desired option.
Check Print Procedure Amounts, if desired.
Click OK to print.
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Chapter 6

%
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Estimator

Check Your Skills 6.2

False. The deductible is not applied to any one procedure, therefore the amount in
the Pat column will not be affected.

True.

Click View | Use Dental Plan Maximums if the Estimated Insurance Payment is
higher than the Annual Plan Benefits.

Apply Your Knowledge 6

In the Chart module, click the Select Patient icon, select Abigail Smith, click OK,
and then click the Estimator icon to open the Estimator.

Click View and make sure there is a check next to Use Dental Plan Maximum:s.
To set an order to procedure(s), do the following:
a. In Abigail’s Estimator file, highlight the MOD resins and click Set Order | 1.

b. Repeat step a for the implant and bridge procedures, but assign the implant
procedures to order A and the bridge procedures to order B.

To enter a default note, do the following:

a. In Abigail’s Estimator file, click the Default Note for Printing icon.
b. Enter the desired note and click OK.

To print the Estimator, do the following:

a. Click Print.

b. Check Treatment Plan Note.

c. Check Sub Totals by Order.

Check Print Name Only.

e. Click OK to print.

&



Accounts Module @ Chapter 7

Check Your Skills 7.2

1. True.

Check Your Skills 7.3

1. This patient may already have activity posted to the Accounts or Chart module
or their dentition may have been changed in the Chart module using the Primary/
Permanent option.

2. You should always modify your billing types as part of your initial setup.

False. Billing types can only be assigned to an entire family.

Check Your Skills 7.4

1. FIFO allows you to pay off the oldest balance first when splitting a payment.

2. To equally divide a payment among all the providers listed in the Split Payment
window, you should click the = button.

3. If you receive, “This patient does not have dental insurance,” when using the Fast
Checkout button, you should click OK and Easy Dental will take you to the next
step.

Check Your Skills 7.5

1. Before applying finance charges, Easy Dental recommends that you have a current
backup of the entire Easy Dental database.

2. The first step to closing a month is to close Easy Dental on ALL workstations.
True. Never close a month without a backup!

4. No, you must wait until February 1, 2005 before you can close January.

Apply Your Knowledge 7

1. To change the Treatment Plan background color, do the following:
a. From the Accounts module, click Setup | Set Accounts/TX Plans Colors.
b. Click the colored box next to Treatment Plan Background Color.
c. Highlight the desired color and Click OK.
d. Click OK.
2. To set up the Easy Checkout button, do the following:

a. From the Accounts module, click Setup | Easy Checkout Options.
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C.

C.

€.

C.

c.

C.

a.

c.
d.

a.
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b.

a.
b.
d.
a.
b.

d.

Make sure that Create Insurance Claims, Enter Payment, and Walkout are all
checked.

Mark Batch under Create Insurance Claim and Print under Walkout.

3. To post a procedure, do the following:

From any patient’s account, click Enter Procedure.

In the Procedure field, enter D7140 and press the Tab key on the keyboard.
Enter 4 as the tooth number.

Click Add.

Click OK/Post.

4. To post a payment, do the following:

In Brandon Crawford’s account, click Enter Payment.
In the Type field, select Check Payment - Thank You.
Enter the amount in the Amount field.

Click Split Payment.

If there is more than one provider, click FIFO and then OK/Post. If there is
only one provider, click OK/Post.

5. To post an adjustment, do the following:

In Brandon Crawford’s account, click Enter Adjustment.

Enter the amount and make sure Professional Courtesy is selected in the Type
field.

Click OK.

6. To apply finance charges, do the following:

Normally, you would close Easy Dental on all computers. However, because
you are the only one in the Tutor database, you do not have to worry about this
step.

From the Accounts module, click Month End | Finance Charges | Apply
Finance Charges.

In the Minimum Balance To Charge field, enter 5.00.
Click OK and then OK to the message that appears.

7. To close a month, do the following:

Normally, you would close Easy Dental on all computers. However, because
you are the only one in the Tutor database, you do not have to worry about this
step.

From the Accounts module, click Month End | Update.
Make sure Reset Insurance Benefits for [month] is checked.
Click OK.

Click OK to the backup reminder.



Schedule Module B Chapter 8

Check Your Skills 8.2

1. If you do not want anyone to change the amount of an appointment, you need
to mark Always Calculate in the Appointment Amount area of the Practice
Appointment Setup window.

2. False. Because Thanksgiving is never on the same day each year, the Set Yearly
Holiday on selected day option will not work. You need to highlight each
Thanksgiving for each year and select the Close Office on Selected Date option.

3. False. You can only set a vacation day one day at a time as Easy Dental will only
let you highlight one day at a time.

4. To quickly switch between views, you can press the corresponding function key on
the keyboard.

Check Your Skills 8.3

1. The Find Available Time icon will allow you to search for available appointment
times by provider, date, and time.

2. If you click the Wait/Will Call button while scheduling an appointment, it will end
up on the Unscheduled List.

3. False. You should always schedule new patient appointments by clicking New
Patient from the Select Patient window. This allows you to delete the appointment
and not have the patient’s information clogging up the Patients module if he/she
does not show up for the appointment.

4. To create a new file from a new patient appointment, so that he/she is on his/her
own account, you should use the Create New Family option.

5. You can view a patient’s medical alerts, appointment note, patient note, and
account note from a patient’s appointment.

To find an appointment quickly, you can use the Find Appointment icon.

False. If you change the status, that is all you are doing. The procedures in

the appointment are not set complete and posted to the Accounts module. The
appointment does not gray out either. You should always complete an appointment
by clicking the Set Complete icon from the Schedule module’s toolbar.

Check Your Skills 8.4

1. True.

2. By default, you can view up to 7 days in the future for appointments marked as
ASAP from the ASAP List.

3. True. If you do not change the Schedule back to Fixed, the appointment will
remain on the list to be re-scheduled.

4. False. An appointment can get put on the Unscheduled List either by breaking it
or by clicking the Wait/Will Call button in the Appointment Information window.
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Check Your Skills 8.5

1. True. Although you do not need to set up Easy Day Planning on each workstation,
you must activate it on each workstation.

2. Each provider can have up to 6 time blocks.
True.

4. To help prevent office staff from de-activating Easy Day Planning, you can
remove the Easy Day Planning icon from the Schedule module’s toolbar on each
workstation.

Apply Your Knowledge 8

1. To set up practice hours in the Schedule module, do the following:
From the Schedule module, click Setup | Practice Setup.

b. Check the days that the office is open and click the Search button next to each
day to set up the times the office is open each day.

c. Click OK.
2. To set up holidays for the practice, do the following:
From the Schedule module, click Setup | Practice Schedule.

b. Highlight each holiday that falls on the same day each year and select Office
Closed | Set Yearly Holiday on selected day.

c. Highlight Thanksgiving in 2005 and select Office Closed | Close Office on
selected date.

d. Click Close.
3. To close the office on certain days, do the following:
From the Schedule module, click Setup | Practice Schedule.

b. Highlight each day to be closed and select Office Closed | Close Office on
selected date.

c. Click Close.
4. To set up provider schedules, do the following:
From the Schedule module, click Setup | Provider Setup.
b. Highlight the provider and click Setup.

c. Check the days that the provider works and click the Search button next to
each day to set up the times the provider works each day.

d. Click OK.
e. Click Close.
5. To set up provider vacation days, do the following:
From the Schedule module, click Setup | Provider Setup.
b. Highlight the provider and click Schedule.

c. Highlight each day the provider is on vacation and select Options | Set
Vacation on selected day.

d. Click Close twice.

6. To set up a view, do the following:
a. From the Schedule module, click View from the menu.
b. Click New.
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10.

11.

d.

e.
f.

Highlight the providers you wish to view in the Provider(s) field.
Highlight the operatories you wish to view in the Operatories field.
Check the desired days in the Select Days field.

Click OK twice.

To schedule an appointment, do the following:

a.
b.

- 0 a o

g.
h.

From the Schedule module, find an available appointment time.
Double-click that time in the desired operatory.

Select the patient you wish to schedule and click OK.

Select the provider for the appointment.

Click Tx.

Highlight the treatment plan procedures to be done during the appointment.
(If the procedure is not listed, you will need to enter the procedures into the
Treatment Plans module first.)

Click OK.
Click OK to schedule the appointment.

To schedule a new patient appointment do the following:

a
b.

e o

e.
f.

g.

From the Schedule module, find an available appointment time.
Double-click that time in the desired operatory.

Click New Patient.

Enter the Name, Phone, and Address information for the patient.
Click OK.

Enter the appointment information.

Click OK to schedule the appointment.

To create a file using a new patient appointment, do the following:

a
b.

C.

d.

c.

From the Schedule module, highlight the new patient appointment.
Switch to the Patients module.
Click New Patient With Appointment.

Mark Create New Family and select the family that the patient will be added
to.

Click OK, enter the patient’s information and click OK to create the file.

To find an existing appointment, do the following:

a.
b.

C.

d.

c.

From the Schedule module, click the Find Appointment icon.

Enter the first few letters of the patient’s last name in the field provided.
Click the Search button.

Highlight the appointment.

Click View Appointment.

To set up time blocks, do the following:

a
b.

C.

=

From the Schedule module, click Setup | Provider Setup.

Highlight the provider you wish to set up a time block for and click Setup.
Click Add in the Set Time Blocks section.

Enter the Time Block Name.

Click the colored box to the right of the Time Block Name field, highlight the
desired color and click OK.

Check the days that you wish to block.
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g. Click the Search button next to Start and End for each day to set up the times
you wish to block

h. Click OK.

1. Select the desired operatory for this time block in the Assigned Op field.
j- Click OK to save and exit.

k. Click Close.

12. To activate Easy Day Planning, click the Easy Day Planning icon and then right-
click the icon and select Remove Button to remove it from the Schedule module’s
toolbar.
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Recall @ Chapter 9

Check Your Skills 9.1

1. False. You can edit individual patient Recall defaults from their file in the Patients
module. This allows you to change the provider and interval for each patient’s
need.

2. If you want all procedures attached to the Prophy Recall type to always be done by
the hygienist, you should mark Spec. in the Provider area of the Edit Recall Type
window and select the hygienist’s ID.

3. Thered 12/18/06 PROPHY on Brandon Crawford’s file indicates that he is
overdue for his cleaning and that 12/18/06 was his due date.

4. Because Jane did not come in until 02/14/06, her new cleaning due date will not be
until 08/15/06 because Easy Dental always updates as of the day that the patient
comes in not necessarily from their old due date.

5. To verify whether a Recall type is attached to the right procedure, you should
check the Procedure Code Setup from the Reports module and make sure that the
type is listed in the Auto Recall field.

Check Your Skills 9.2

1. In order for Easy Dental to recognize whether it should prompt you to create a
new recall appointment, a recall type must be attached to the appointment and
the procedure attached to that type must be completed when the appointment is
completed.

Check Your Skills 9.3

1. If you see a plus sign in the Appt column of the Recall module, this means that
the patient has an appointment scheduled in the Schedule module. However, that
appointment is NOT attached to Recall.

Check Your Skills 9.4

1. False. Because a patient does not always come in when they are due for their
recall, you should always leave the Due Date range blank and go with the
appointment date range.

2. Ezdlm41.doc is the template used to run recall cards for patients that are due for
their recall type.
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Apply Your Knowledge ¢

1. To attach a recall type to a procedure, do the following:
From the Reports module, click Practice Setup | Procedure Code Setup.
b. Highlight the desired procedure and click Edit.

c. Make sure that the recall type is selected in the Auto Recall field and click
OK.

d. Click Close.
2. To create an appointment that is attached to Recall, do the following:

a. From the Schedule module, double-click an available time slot and select the
desired patient.

b. Attach the recall procedure in the Reason field and finish making the
appointment.

c. Click the Search button next to the Recall Attached field and highlight the
correct recall type. (If the recall type is not listed, you will need to manually
attach it to the patient’s file in the Patients module.)

d. Click OK to schedule the appointment.
3. To set up an individual recall interval for a patient, do the following:
From the Patients module, select the desired patient.
b. Double-click the Recall field.

c. Highlight the desired type and click Set/Edit, depending whether the patient is
already set up on that recall type.

d. Click the Search button in the Due Date field.
e. Make the desired change to the interval and click OK.
f.  Click OK.
g. Click Close.
4. To run arecall list for patients with recall appointments, do the following:
a. From the Recall module, click Views | Temporary View.
b. Highlight the desired Type and Status.
c. Select Only WITH in the Sched. Appt field.
d. Enter the desired due date span.
e. Click OK.

5. To run recall cards for patients that are due for their recall appointment, do the
following:

From the Reports module, click Letters | Recall | Recall Cards and click Edit.

b. Make sure that all filters are blank and click the Search button next to the
Recall field.

c. Enter the desired Due Date range and make sure Without Attached
Appointment is marked in the Include field and click OK.

d. Click OK.
e. Click Create/Merge, mark Create Data Fields and Merge Letters and click
OK.
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Management Reports

Check Your Skills 10.1

True. Unless a procedure is back-dated, meaning that it is entered for a date
other than today’s date, the entry and procedure dates will be the same for the
transaction posted.

You can run a chronological, alphabetical, receipts, and/or adjustments day sheet.
You can also run a deposit slip from the Day Sheet window as well.

Check Your Skills 10.2

1.

You should check the Do Not Bill to Insurance option when posting a procedure
if you do not want the procedure to show on the Procedures Not Attached to
Insurance Claims Report.

Check Your Skills 10.3

The Referred by Doctor/Other and Referred by Patient reports give you a list of all
patients referred to your office from an outside source.

False. By checking the Sort option when running the Finance Charge report, the
report will be sorted alphabetically.

True.

If you do not want to send a billing statement to all accounts with pending claims,
you should check the Skip Accounts With Claim Pending option. However,

an account will only be skipped if the patient portion is less than the amount
specified.

False. The Print Agreed Payment option will also print the estimated patient
portion if the account is not set up on a payment agreement.

To verify whether electronic billing statements were sent through properly and to
help avoid double-billing, the office should contact the NIS Support department.

The Provider Credits report found within the Aging Report will print all accounts
with payments allocated to the wrong provider.

When the Procedure Code Summary report is run without by Category checked,
this report will give you a detailed list of all procedures posted within a specified
period of time.

False. You can keep track of pending claims using the Insurance Aging Report.

Check Your Skills 10.4

1.

The Purge Exported Files Utility was created to help you purge files within
the Exports folder, so that you can remain HIPA A-compliant by not having
unencrypted data with PHI on your server’s hard drive.

%

Chapter 10
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You should run the Purge Exported Files Utility within a reasonable amount of
time. This could be daily, weekly, or even monthly.

False. The Purge Exported Files Utility will only purge those files located within
the Exports folder of the Doc directory on the server. Everything in the Batch
Processor will remain in the Batch Processor until they are deleted manually.

Apply Your Knowledge 10

To purge the ezdlm41.out file from the Exports folder, do the following:

a. From the Reports module, click Maintenance | Purge Exported Files.

b. Check Purge data files for Letters/Quick Letters and click OK.

c. Highlight ezdlm41.out and click Yes.

To run a report of all outstanding claims within the database, do the following:
a. From the Reports module, click Account Reports | Insurance Aging Report.
b. Leave all options at their default and click OK.

To run a deposit slip with cash payments only, do the following:

a. From the Reports module, click Management Reports | Day Sheet (Charges
and Receipts).

b. Under Select Report Types, check Deposit Slip.
c. Click Payment Types and highlight, Cash Payment - Thank You.
d. Click OK twice.

To get a list of all patients that you have referred to a different practice, do the
following:

a. From the Reports module, click Management Reports | Referred TO Doctor
Report.

b. Enter the desired Select Referral Date and leave all other options at their
default.

c. Click OK.



