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Chapter 1: Learning About and Getting Help with Easy Dental 1

Chapter 1: Learning About and
Getting Help with Easy Dental

Thank you for purchasing Easy Dental. Easy Dental helps you manage a wide range of practice information,
including patient data, clinical information, and financial records. This user’s guide will help you learn how to
use Easy Dental effectively to manage your practice and perform day-to-day tasks in your office.

As you are learning to use Easy Dental, you may have questions about the software. Henry Schein One
provides many resources that you can use to answer your questions and learn more about Easy Dental. These
resources include:

*  Documentation and Help

*  Easy Dental Website

*  Easy Dental Resource Center

*  Easy Dental Training

*  Easy Dental Customer Support

*  Using the Easy Dental Tutor Database

These resources are introduced and described in the following sections.

Documentation and Help

The following guides and resources are available to help you install, learn, and use Easy Dental in your ofhce:

*  Easy Dental System Requirements — The system requirements document describes minimum and
recommended hardware and software requirements for using Easy Dental. Recommendations and
notes about using Easy Dental with some third-party software and hardware are also included. This
document is updated periodically to reflect changes in the market with supported software and
hardware. The current version is available in the Easy Dental Resource Center (see Easy Dental
Resource Center below).

*  Easy Dental Release Guide — This guide explains what is included in the software release. The guide
is for current Easy Dental users who are upgrading to a new version. It includes an overview of new
features and enhancements, software changes and fixes, and important notes on installing and using
the upgrade. The Easy Dental Release Guide is available in PDF format on the Windows desktop and
is also available in the Easy Dental Resource Center (see “Easy Dental Resource Center” below).

*  Easy Dental Installation Guide — The Easy Dental Installation Guide includes the information you need
to know when installing Easy Dental. It includes information on how to prepare for installation, step-by-
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step instructions for installing the software, and information on registering and activating your Easy
Dental software. The Easy Dental Installation Guide is available in PDF format in the Easy Dental
Resource Center (see “Easy Dental Resource Center” below).

*  Easy Dental User’s Guide — The Easy Dental Users Guide provides the most important information
you need to know as you set up and begin learning to use Easy Dental in your practice. It includes
information on performing the essential tasks in all of the major Easy Dental modules (Patients,
Accounts, Treatment Plans, Chart, Reports, and more). The Easy Dental Users Guide is available in
PDF format on the Windows desktop and is also available in the Easy Dental Resource Center (see
“Easy Dental Resource Center” below). For a printed copy, see “Ordering Printed Manuals” below.
‘The Easy Dental User’s Guide does not provide detailed documentation on all Easy Dental features.
For the most detailed and comprehensive information on Easy Dental features, refer to the Easy
Dental Help.

e  Easy Dental Help — The most comprehensive Easy Dental documentation is provided in the Easy
Dental Help, which you can access by clicking the Help (?) icon on the toolbar in most Easy Dental
modules. The Easy Dental Help includes detailed information on all Easy Dental modules and
features. It provides answers to frequently asked questions and introduces the features that were added
in recent Easy Dental software releases. It also provides a dictionary of common dental terms, helpful
steps to follow for routine office procedures, and much more. The Help is fully indexed and includes
advanced search capabilities using the Search tab. For more information, go to the Easy Dental Help
and search for “Using Help.”

Ordering Printed Manuals

You can order a printed copy of the Easy Dental Users Guide using our print-on-demand service. To learn
more, view pricing information, or order a printed manual, visit www.easydental.com or visit the Easy Dental
Resource Center (see “Easy Dental Resource Center” below).

Easy Dental Website

Henry Schein One maintains an extensive website with information about Easy Dental. You can find the
latest information about Easy Dental software, customer training and support, and other information at
www.easydental.com.

Easy Dental Resource Center

The Easy Dental Resource Center offers an online library of on-demand software tutorials, product manuals,
and a technical support knowledgebase. The on-demand training page includes self-paced training on topics
such as viewing and navigating the Easy Dental modules, charting and editing treatment, and generating key
reports. The knowledgebase provides quick access to timely product information, troubleshooting tips, and
answers to the most common Easy Dental questions. Knowledgebase articles are written by knowledgeable
Support technicians. You can search the articles in the knowledgebase to find answers to your questions about
Easy Dental. Access is free for dental practices on an Easy Dental Service Bundle. All you need is your Easy
Dental Customer ID number and ZIP Code. To log in to the Easy Dental Resource Center, go to www.
easydental.com/resourcecenter.
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Easy Dental Training

Henry Schein One recommends that you take advantage of the many training options available, such as
in-office training, training workshops, and on-demand training. In-office training is delivered personally to
you and your staff by an Easy Dental Certified Trainer. Training workshops are designed for users who need
a good overview of the most important modules and features in Easy Dental. On-demand training tutorials
are available in the Easy Dental Resource Center 24 hours a day, 7 days a week. Visit www.easydental.com/
training to view current training options.

Easy Dental Customer Support

If you cannot find the information you are looking for in the available resources discussed on the previous
pages, you can contact Easy Dental Customer Support. Before you call, we recommend that you have the
following information available to help the technician diagnose your problem:

*  Easy Dental customer ID #

*  Computer specifications, such as processor type and speed, amount of memory, and hard drive size.
Tip: You may want to tape this information on each monitor for quick reference.

*  Printer name

*  The exact error message (if there is one)

*  The Easy Dental version number.

To contact Easy Dental Customer Support
Call 1-800-824-6375

You can also use the Click to Chat option on www.easydental.com and start an online Chat session with a
member of our Easy Dental Support Team.

If you have a question or comment that does not require immediate assistance, you may send an e-mail
message to our Easy Dental Customer Support team at support@easydental.com.

For more information about Easy Dental Customer Support, hours, support plans, and pricing, visit the Easy
Dental Customer Support web page (www.easydental.com/support). From this web page, you can use Click to
Chat to begin an online chat session with a member of our Easy Dental Support Team.

Note: Support technicians have training and experience in supporting the Easy Dental software but are not
authorized to answer questions or solve problems relating to your hardware, network, or operating system.
Operating system questions can sometimes be answered by reading the Windows documentation. For help
with computer or network maintenance, please contact Henry Schein One TechCentral (800-288-7691) or
other qualified integration specialists who offer help with installation and ongoing service and support.

The Sample (Tutor) Database

While you are learning to use Easy Dental, you may want to gain hands-on experience by adding and editing
sample information in Easy Dental. Easy Dental provides a sample or tutor database you can use for this
purpose.

Important: As you are learning Easy Dental and experimenting with its features, never use your practice’s
actual patient database.
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The Sample database contains sample data you can practice with such as patient information, chart
information, appointment information, provider information, insurance information, and more. You can
add your own data or edit the existing sample information as you experiment with the various Easy Dental
features. You can switch to the Sample database at any time, make any changes you want, and then switch
back to your practice’s live patient database at the end of your practice session.

To switch to the tutor database

1. In the Patient Banner, click the Settings button, point to Maintenance, and click Preferences.

2. In the Preferences dialog box, click the Paths tab.
Preferences @

" General Options PrintDptions]StatementForms Paths

Directory Paths

Warkstation Mame:
|EZDENTAL 4519

Database Server
|EZDENTAL 4519 Select Server

Common Directory:

|E:'\EZDENTAL\ Open Folder
Letter Template Path;

| C\EZDEMTALLDOC ~|  OpenFalder
EZPart Path:

|C:\EZDENTAL\DATA'\ Browse

| [¥ Switch to Sample Databaze

Ok, | Cancel

3. Select Switch to Sample Database, and then click OK.

A message appears.
4. Do the following:
e Click OK to close the message.
e Close Easy Dental, and then re-open it.

You are now using the Sample database.
Important: Switching to the Sample database does not close eServices.
5. To close the Sample database and switch back to your practice’s live database, close Easy Dental.

Note: Switching to the Sample database is computer specific; it will not affect other computers running
Easy Dental.
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Chapter 2: Introduction and
Initial Setup

This chapter introduces the different Easy Dental modules and the different ways you can open them. It also
provides the basic steps to set up and begin using Easy Dental in your office. To save time setting up Easy
Dental, many features come with pre-set defaults. If the defaults are sufficient to meet the needs of your office,
then no customization is necessary. The time needed to complete the setup steps covered in this chapter will
vary from office to office depending on the amount of customization you need.

Important: If your office will be receiving an electronically converted database, do not complete the setup
steps in this chapter until after you receive and install the converted database. Any changes you make to the
practice information are overridden when you install the converted database, and any customizations and
patient data will be lost.

This chapter covers the following:

Easy Dental Overview
Transferring Patient Information
Starting Easy Dental

Setting up Practice Resources
Setting up the Schedule Module
Setting up the Accounts Module
Setting up the Reports Module
Verifying Information

Backing up the Easy Dental Database
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Easy Dental Overview

As a practice management software system, Easy Dental manages a variety of information, including patient
demographics, clinical details, and production analysis. The Easy Dental software is divided into several
modules, each of which helps you manage specific types of information.

&

= | Patient

The Patients module stores and displays important patient information, such as the patient’s name, address,
phone number, medical alerts, birth date, insurance coverage, employer, and referral information. Patients
are organized by family. The Patients module helps you to organize, store, and find patients and patient
information.

=
E Schedule

The Schedule module is an appointment book that allows you to maximize a provider’s valuable time by
rapidly filling the work schedule weeks in advance. Schedule makes full use of the Easy Dental database to
search for new appointment dates and find the best fit for the patient and provider.

= | Chart

From the Chart module you can enter and document existing, recommended, and completed treatments
or conditions. Easy Dental uses standard textbook charting symbols that are familiar and easy to recognize.
Treatment is color-coded so that you can tell at a glance if a procedure is complete, existing, a condition, or
treatment-planned. You can attach clinical notes as general notes or to a single procedure code.

== | Accounts

You can use the Accounts module to manage patient accounts. From the Accounts module, you can add and
edit payments, adjustments, and procedures; process insurance claims; calculate finance charges; and create
payment plans.

]
== | Reports

Reports provides several tools to enhance the management processes of your practice including a report Batch
Processor with print preview, a report and letter generator, a button that creates all insurance claims for a
specified date range automatically, an accounting utility that can export production and collection totals into
accounting software programs, such as QuickBooks and Peachtree, and the utilities to set up and maintain

Easy Dental.

In addition to the five main modules, Easy Dental also includes the following modules:

*  Perio Chart — From the Perio Chart, you can record mobility, furcation guides, plaque, calculus,
bone loss, pocket depths, bleeding and suppuration points, gingival margins, CAL levels, and MG]J
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measurements. Note tools help you record diagnostic and summary information, including periodontal
case typing using the appropriate ADA diagnostic codes and descriptions. You can also print custom
reports, charts, and letters for insurance consultants or referring dental professionals.

*  Treatment Plans — From the Treatment Plan module, you can record work for patients that needs to be
completed. Once you enter a treatment plan, you can order the treatment and give a copy of the plan,
including fees and insurance estimates, to the patient. From the Treatment Plans module you can also
create and manage insurance pre-treatment estimates.

* eDex — eDex is a contact manager from which you can manage and quickly search for Easy Dental
contacts, such as patients, providers, staff, labs, insurance carriers, and contacts that are not stored in the
Easy Dental database. You can search by first or last name, address, email address, or phone number. You
can also add custom notes or append notes to a patient note.

*  Documents — Documents, such as patient letters, EOBs, and referral letters or images, such as patient
pictures and X-rays, can be scanned, captured, or imported in the Documents module. You can then attach
these documents to patients, employers, providers, insurance carriers, and referral sources. You can attach
the forms to multiple sources for use as references as well as print or send them electronically.

* Treatment Manager — The Treatment Manager generates a list of patients with treatment plans that
meet certain criteria that you specify. Using this list to contact patients can help you realize the potential
revenue that often sits untapped in patient treatment plans.

*  Collections Manager — Collections Manager helps you increase your practice’s revenue by decreasing
your account receivables. Based on criteria you specify, the Collections Manager displays a list of accounts
that need to be contacted.

* Lab Case Manager — Lab Case Manager is directly linked to the Schedule and Chart modules. You can
create a lab case for a patient, ship the case to the lab, and track the case’s progress.

*  Contacts — The Contacts module acts as a contact manager for your office. With this module, you can
record and track all correspondence and contacts with your patients. The Contacts module has two main
functions: to keep a record of past events and to log reminders of future events.

Note: For information about other components and features of Easy Dental, see Chapter 11: Other Features.

Transferring Patient Information

Unless you are just starting your practice, you already have a lot of patient data. As you switch to Easy Dental,
one of the most important setup tasks you will perform is transferring your existing data into Easy Dental.
You can transfer data with either of the following methods:

*  Manual Data Entry
e Electronic Data Conversion

Important: If your office will receive an electronically converted database, you should not complete the setup
steps discussed in this chapter until after you have received and installed the converted database. Any changes
you make to the practice information will be overridden when you install the converted database, and any
customizations will be lost.

If you will be transferring patient information using manual data entry, there are two recommended options
for entering current balances and charts. Review these options and then use the Easy Dental modules to enter
your patients’ information.

Note: Patients with existing account balances, existing appointments, or existing/incomplete treatment plans
should be entered into Easy Dental first. You should decide which option to use before you begin entering
patient information.
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Manual Entry Option 1

Of the two options, option 1 is the easiest and most commonly used. There are a few disadvantages to using
option 1 over option 2. One disadvantage is that, even though your account balances will be correct, the
descriptions of how these balances came about will be missing.

Enter the account’s aged balance when you enter a new family. The Accounts module automatically posts
an “Initial Balance” transaction for that patient. The “Initial Balance” prints as a balance forward on
statements.

When you begin entering information in the Chart module, enter all previously completed procedures as
“Existing.”

From the Chart or Treatment Plans module, enter all treatment-planned procedures as “Recommended.”
A record of the current status of each patient’s treatment plan is stored.

Since many insurance claims might have been sent prior to installation and not yet received, some time
after the installation, there will be insurance payments for claims that are not listed in any patient’s
account. You cannot enter these insurance payments in the normal way. You must enter each insurance
payment as a guarantor payment with a note of explanation. Since there can be some confusion with a
family account when an insurance payment is listed in the Accounts module as a guarantor payment, the
note explains this discrepancy.

Note: Also, you might want to add a new payment type entitled “Insurance Payment - No Claim” to
further distinguish the payment.

Manual Entry Option 2

Option 2 includes descriptions on outstanding balances and has more information available for you to use
than with option 1. However, you may not have the time necessary to enter each existing and/or completed

procedure for each patient.
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Do not enter the family’s balance in the Patients module.

When you begin entering information in the Chart module, enter all completed procedures as “Existing”
if the charge has been paid off, or “Completed” if the charge is still outstanding. Enter all recommended
procedures as “Treatment Plan.”

For each completed procedure, be sure that the date is the date of the charge to properly age the account

balance.

For each recommended procedure, be sure that the date reflects when the procedure was recommended
so that the Chart accurately depicts the treatment status of each patient and treatment plans can be
processed accordingly.

The dates and charges of completed procedures are used to create each account’s aged balance. The
balance displayed in the Patients or Accounts module should equal the account’s balance at the time of
installation. If the displayed account balance is incorrect, you can edit individual procedure charges or
enter an adjustment if a procedure has been partially paid.

When you begin working in the Accounts module, create a claim for each insurance claim or pre-treatment
estimate claim that has been sent, but not received, as of the time of installation. Enter the date each
claim was originally sent so the claim is accurately listed as “Sent.” The claim does not need to be printed.

By entering the claims that are outstanding as of the time of installation, the claims can be aged and
tracked, insurance payments can be entered properly, pre-treatment estimates can be entered, and the
payment table for estimates can be updated in a more timely fashion.

You should enter important clinical notes in the Chart module.
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Not all existing patient accounts and charts need to be entered using the same option. For example, you could
use Option #1 for accounts that do not have outstanding insurance claims, and you could use Option #2 for
accounts that do.

After you have completed the Practice Setup and configured Easy Dental to meet the specific needs of your
practice, you are ready to start entering your patients’ information.

Starting Easy Dental

Before you can begin setting up Easy Dental, you must first start the Easy Dental program. There are two ways you can
open Easy Dental:

e The Windows Start Menu — Click the Windows Start button to expand the programs menu. Click All
Programs > Easy Dental, and then click Easy Dental.

*  Desktop Icon — Double-click the Easy Dental icon on the Windows Desktop to access Easy Dental.

Setting Up Practice Resources

You can set up the following resources in Easy Dental: practice resources, operatory, provider, and staff
information.

Note: When you configure the practice resources from one computer, they are configured for all Easy Dental
workstations.

To set up practice resources
1. In the Patient Banner, click the Settings button.

The Settings dialog box appears.

@ Settings x

& General

& Practice setu
I x P Auto Chart Number Setup

'}(‘ Maintenance Dental Diagnostic Cross Code Setup
Definitions

q\ Passwords Dunning Messages
Electronic Claims Setup
Electronic Billing Setup
Explosion-Code Setup
Modem Setup
Network Setup
Printer Setup
Procedure Code Setup
Practice Defaults
Payment Plan Setup
Prescriptions Setup
PowerPay Setup
Recall Setup
Recall Views Setup

Survey Setup

2. Click Practice Setup, and then click Practice Resource Setup.
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The Practice Resources dialog box appears.

Practice Resources

i~ Practice Information Dperatorie:
Easy Dental Practice - Tutar Database Mew
12205 630E
Edit
American Fork, UT 84003 :
[8071)763-9300 ext Delete
Administrative Contact: DDS1
HIPAA Dfficer:
Fiscal Year: January .
Eank i: il
r Provider(s]
10 | Mame | Statug | Mew
DDs1 Smith, Dennis Prirary Edit
Dos2 Smith Jurior, Dennis Primary JEi—
DDS3  Cook, Maria Primary reeie
EMNDO Evans, Erica Primary —]
HYG1 Hayes. Sally Secondarny
ORTH Oliverson, Oscar Primary
FEDO Childs, Brenda Primary
FERI Pearson, Paula Primary
SURG  Sorensen, Steve Frimary r List
Inactive
— Staff
10 | Mame | Statug | Mew
MGR1 Taylor, Judy Stalf Edit
OFC1 Jones, Susan Stalf e
Inactivate
Lizt
Inactive

2. Enter the following practice resources:

*  Practice Information — The practice name and address is used on claims, reports, statements, and
other correspondence.

*  Operatory — Operatories are used primarily when scheduling appointments.

*  Provider — Every employee who provides billable treatment to patients is considered a provider in
Easy Dental.

*  Staff — All other employees who use Easy Dental, including those who assist with certain procedures,
can be entered into Easy Dental as staff members (if they have not already been entered as providers).
To edit the practice information
1. In the Practice Resources dialog box, under Practice Information, click Edit.

The Practice Information dialog box appears.
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Practice Information @I
Titlex:

Address:
Street

|?2? E UtahYalley Drive, #500

City ST Zip
| merican Fork UT  [s4003
Phaone Ext Fax

[Boteaazn [

Settings:

Adminigtrative Contact |[DDS1 ﬂ
HIP&4 Dfficer: »]

Bank Deposit Mumber

Fizcal pear's beginning month (1-12): |1—

(% Usge Practice Info on Statements.

" Use Provider Info on Statements.

ePrescribe

Erpiration D ate: Setup
Murn, of Licenses: Adrinizter

Mot Active

ak | Cancel |

2. Set up the following options:

Title — Type the name of the practice.

Address — Type the address and phone number of the practice.
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Tip: If you have two providers in your practice, the first line of the street address can be used for a

second provider’s name.

Administrative Contact — Click the search button to select the provider or staff member you want to

designate as the administrative contact for the office.

HIPAA Officer — Click the search button to select the provider or staff member you want to

designate as the HIPAA officer for the office.

Bank Deposit Number — Type the bank account number you want to have appear on deposit slips.

Fiscal year’s beginning month (1-12) — Type the month that your office’s fiscal year begins.

Information on statements — Select whether you want the name and address of the practice or the
name and address of a patient’s primary provider to appear on billing statements. If you separate

collections by provider, select Use Provider Info on Statements.

3. Click OK to save the changes.

To add or edit an operatory

1. In the Practice Resources dialog box, under Operatories, click New.

The Operatory Information dialog box appears.
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i )

Operatory Informa..,
ID:||

Operatory Title:

|
o |

Cancel |

2. Type a unique ID for the operatory (for example, OP-1, HYG1, or SURG), keeping in mind that the
Schedule module displays operatories alphabetically or numerically by ID.

Important: Once you click OK, you cannot change the ID.

3. Type an Operatory Title as you want it to appear on the Operatory Appointment List.

4. Click OK to save the changes.

To add a provider

1. In the Practice Resources dialog box, under Provider(s), click New.

The Provider Information dialog box appears.

Provider Information

Provider [0 Setup

Firgt Name Ml Last Mame Fee Schedule
| [T [1. Office ]
1D Title Suffix SSH
[ Mon-Person I
Specialty State D State
I Dentist ;I I l_
Street Address State Licensze Expiration
| TIN#
City 5T Zip I
| | Medicaidi
Phaone Ext
I DEAH
E-Mail I
| DE& License Expiration
Azzigned Operatories
e - Class DEA Schedule
2 Op2 & Primary L [ T L
3 0P-3 [
I v Secondary NEl
r Care Credit Blue Crogs/Shield #
terchant ID ' Blue Cross
I £ Provider Center | " Blue Shield
- Insura.nce Cla.|m Dph.c... . Fravidert
[ Print Provider's Signature Using
" "Signature On File" Officett
" Provider's Name
Other ID#
UPIN#

Electronic Fix User

o]

Controlled Substancet

Cancel
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2. Set up the following options:

Name — Type the provider’s name.

ID — Type a unique, four-character, alphanumeric ID for the provider (for example, DDS1, DOCI,
or HYGI1). Provider IDs appear throughout Easy Dental and on reports.

Wherever there is an option to select a provider, Easy Dental displays the providers alphabetically by
ID. Also, certain reports allow you to filter results by a range of providers; be sure to alphabetize your
providers so that you can use ranges effectively for these reports.

Important: Once you click OK, you cannot change the ID or delete the provider; however, you can
inactivate the provider.

Title — Type the provider’s title (for example, D.D.S., D.M.D., or RD.H.).
Specialty — Select the appropriate specialty for the provider.

Address and Phone — Type the business address and phone number of the provider. Easy Dental uses
this address on all correspondence.

E-mail — Type the provider’s e-mail address. This field is required for ePrescribe.
Assigned Operatories — Select the operatories that this provider most commonly uses.

Class — If the provider is a dentist, click Primary. Or, if the provider is a hygienist or dental assistant,
click Secondary.

Provider ID Setup — Some insurance plans have specific ID numbers for providers which are needed

for claims instead of; or in addition to, the State ID Number or Provider #. Click Provider ID Setup

to set up multiple insurance IDs for the provider. For more information, refer to the Help topic about
setting up provider IDs.

Print Provider’s Signature Using — Select if you don’t want the provider to have to personally sign
each printed insurance claim. Then, select whether you want the phrase “Signature on File” or the
Provider’s Name to appear on those claims.

Fee Schedule — If the provider uses a fee schedule other than the one with your normal fees, click the
search button to select the fee schedule this provider uses.

SS # — Type the provider’s Social Security number.
State ID # — Type the provider’s state ID number. This field is required for ePrescribe.

State — Type the two-digit postal code for the state the provider is licensed in. This field is required
for ePrescribe.

State License Expiration — Type the expiration date of the provider’s state license. This field is
required for ePrescribe.

TIN # — Type the provider’s Tax Identification Number.
Medicaid # — Type the provider’s Medicaid number.
DEA # — Type the provider’s Drug ID number. This field is required for ePrescribe.

DEA License Expiration — Type the expiration date of the provider’s DEA license. This field is
required for ePrescribe.

DEA Schedule — Select the appropriate schedule. This field is required for ePrescribe.

NPI - Type the provider’s National Provider Identifier number issued by the Centers for Medicare
and Medicaid Services (CMS). This field is required for ePrescribe.

Specialized insurance claim IDs — Type the appropriate claim IDs.

Provider # — Type the provider’s provider number.
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»  Office # — Type the provider’s office number.

*  Medicare # — Type the provider’s Medicare number.

*  Other ID # — Type the provider’s other insurance ID.

e UPIN # — Type the provider’s unique physician identifier number.

* Controlled Substance # — Type the provider’s controlled substance number.

3. Click OK to save the changes.

Note: You cannot delete providers from Easy Dental. You can, however, inactivate a provider. When you
inactivate a provider, you are prompted to choose a replacement provider. The replacement provider replaces
the inactive provider as the affected patients’ primary provider, continuing care provider, provider for future
appointments, provider for treatment plans, and so forth. All completed procedures and payments remain
with the provider you have inactivated.

To add a staff member
1. In the Practice Resources dialog box, under Staff, click New.

The Staff Information dialog box appears.

Staff Information IEI
Last First Ml Suffix
Mame: || | l_
10 Title:
Street
Address: |
|
City ST Zip
| [
Phone: Ext:
E-Mai |
S5H: Electronic R User |
ak | Cancel |

2. Set up the following options:
e Name — Type the name of the staff member’s name.
e ID —Type a unique, four-character, alphanumeric ID for the staff member.
Important: Once you click OK, you cannot change the ID or delete the staff member; however, you
can inactivate the staff member.
* Tite — Type the staff member’s title (for example, receptionist or office manager).
* Address and Phone — Type the home or mailing address of the staff member.
e E-mail - Type the staff member’s e-mail address.
*  Social Security Number — Type the staff member’s Social Security number.
3. Click OK to save the changes.
Note: To use the password and Time Clock features, you must enter staff members. Staff members cannot be
deleted from Easy Dental. You can, however, inactivate a staff member. When a staff member is inactivated,

you are prompted to choose a replacement staff member. The replacement staff member is assigned all future
and unscheduled appointments that were assigned to the staff member you inactivate.
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Setting Up the Schedule Module

This section covers the following setup topics for the Schedule module:
*  Setting up Practice Defaults
*  Setting up Provider Defaults

*  Setting up Operatory Defaults

Setting Up Practice Schedule Defaults

You can customize your practice hours, some appointment defaults, and the time block size used throughout

Easy Dental.

Note: When you configure the practice defaults from one computer, they are configured for all Easy Dental
workstations.

To set up practice defaults
1. In the Schedule toolbar, click the Setup button, and from the menu, click Practice Setup.

The Practice Schedule Setup dialog box appears.

Practice Schedule Setup @
Default S chedule Time Block Size
Sunday J £ Smin

{* 10 min
Maonday ﬂ
" 15 min

-
v

W Tuesday ﬂ 20 min
v Wednesdayﬂ 30 min
v
v
r

Thursday ¥ Appointment Amaournt

* Ahways Calculate
Friday ﬂ " Allow Amaount bo be
entered/fived
Saturday J

Howeer Detail

v Display Hover window

Delay hover window after 0.50 ill seconds

Ok | Cancel |

2. Set up the following options for the practice:

*  Default Schedule — Select the days of the week the office is usually open. Clear the check boxes of
the days the office is closed.

Next, for each selected day, click the corresponding search button to set the working hours.

Tip: If your entire practice takes a lunch at the same time, enter the hour you break for lunch as the
first End Time. Then, enter the hour you return from lunch as your second Start Time and the hour
you close as the second End Time. (For example: 8 AM. — 12 PM. and 1 PM. — 5 PM.).
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*  Time Block Size — Select the scheduling interval that fits the scheduling needs of your practice:
5-minute, 10-minute, 15-minute, 20-minute, or 30-minute.
Important:

*  Changing the time block size after scheduling appointments may make the appointment times
invalid until you edit or move each appointment manually.

*  Procedures use the time block size (a time unit) to help determine how long procedures will take
to complete. As a result, if you change the time block size, procedure lengths change also. For
example, if a procedure uses six 10-minute time blocks (60 minutes), and you change the time
block size to 15 minutes, the next time you schedule that procedure, it will still use six units but
will set aside 90 minutes in the schedule by default.

* Appointment Amount — Select one of the following options:

*  Always Calculate — Select to have Easy Dental recalculate appointment amounts according to
provider and fee changes. When this option is selected, the amount cannot be edited when you
are making an appointment.

*  Allow Amount to be entered/fixed — Select if you want to enter an appointment amount when
scheduling the appointment. Easy Dental still calculates and enters the amount for the appointment
according to the procedures and provider selected, but you are able to edit the amount.

*  Hover Detail — To disable the Hover window, clear the Display Hover window check box. To
modify how quickly the Hover window appears when you place the mouse pointer over an
appointment or event, select a time in the Delay Hover window after box.

Note: The time increments or decrements in .5 second intervals.

3. Click OK to save the changes.

Setting Up Provider Defaults

In the Schedule module, you can customize work hours, appointment block colors, aliases, and other settings
for each provider in your office.

Note: When you configure the provider defaults from one computer, they are configured for all Easy Dental
workstations.

To set up the provider hours
1. In the Schedule toolbar, click the Setup button, and then click Provider Setup.

The Provider Setup dialog box appears.
’F'rm-'ider Setup \E\

Sel
N -
ed ‘E et
HYET

ORTH

FEDO F= Cloze

2. Select the provider you want to set up schedule defaults for.
3. Click Setup.
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‘The Provider Setup [Provider ID] dialog box appears.

Prowvider Setup [DD31]
Default Schedule

[ Sunday J
Maonday ﬂ
Tuesday ﬂ
YWednesday >
Thursday ﬂ
Friday ﬂ
Saturday J

L Y (R A

Set Time Blocks

Meeting
]3]

Frovider Aliaz

DDs2
DDs53 |
EMDO
HYG1

1 [ »

Add

Delete

ik g

Provider Calor

[

Cancel

4. Set up the following options:

*  Default Schedule — Select the days of the week the provider usually works. Clear the check boxes of
the days the provider does not usually work.
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Next, for each selected day, click the corresponding search button to set the working hours. You can
break each day into one to three time ranges (for example, 8 A M. — 12 PM. and 1 PM. — 5 PM.).

*  Provider Color — To change the color the Schedule module uses for appointments scheduled for this

provider, click the color button and select the color you want.

5. Click OK to save the changes.

Note: For additional information on provider setup, see “Setting up providers” and related topics in the Easy

Dental Help.

Setting Up Operatory Defaults

In the Schedule module, you can customize the days and hours that each operatory is open.

To set up an operatory

1. In the Schedule toolbar, click the Setup button, and then click Operatory Setup.

The Operatory Setup dialog box appears.

Operatory Setup

=

= Setup
‘ E ‘ Schedule

Cloze

2. Select the operatory that you want to set up and click Setup.

The Operatory Setup [OP - #] dialog box appears.
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’Operatur}-’ Setup [OP-1] @-‘
— Default Schedule

[T Sunday ﬂ
v Monday ﬂ
W Tuesday ﬂ
v ‘wednesday ﬂ
W Thursday ﬂ
v Friday ﬂ
[T Saturday ﬂ

OF. | Cancel |

3. Select the days that you want the operatory to be open.

4. To restrict the number of hours an operatory is open on a selected day, click the corresponding search
button.

The Set Time Limits dialog box appears.

Set Tirme Limits 3]
StartTirme EndTirne
AIEn > [12000m >

I'I:EIEIpm ﬂl 5 00pm ﬂ
-

QK I Cancel |

5. Set the hours you want the operatory to be open and click OK.

Easy Dental blocks out the time the operatory will be closed in the Schedule module.

Setting Up the Accounts Module

This section covers the following setup topics for the Accounts module:
* Adding Tax and Discount Types
*  Setting up Easy Checkout Options

Adding Tax and Discount Types

You can set up multiple tax and discount types that you can apply to individual patients or family accounts.

Note: When you add tax and discount types from one computer, they are available to all Easy Dental
workstations.

To add a tax or discount type
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1. In the Accounts toolbar, click the Setup button, and then click Set Tax/Discount Options.

The Tax/Discount Options dialog box appears.

Tax f Discount Options \EI
Dezcription X ADA Code / Ad) Type
nal Courtesy 4 -F amily/Friend Courtesy
Sales Tax 5.000% +nitial Balance Forward
Senior Citizen Courtesy 10,0005 +Sales Tax
e Edit Delete Cloze

2. Click New to set up a new Tax/Discount type.

The New Tax/Discount dialog box appears.

Mew Tax F Discount @

Dezcription

Post Uzing:

Percentage: b4

[ Round to the nearest dollar

* Procedure Code: ﬂ

" Adjustment Type: | J

Fee Scheduls

* Usze Procedurs Amount

(" Usze Fee Schedule Amaount |1. Office J

1] | Cancel |

3. Set up the following options:

Description — Type a description for the tax or discount.

Percentage — Type the percentage of the amount charged to which you want to apply the tax or
discount. Select Round to the nearest dollar if you want the tax or discount amount to be rounded
to the nearest whole dollar.

Procedure Code or Adjustment Type — Assign a tax type to a specific procedure code or a debit
adjustment type. Assign discount types to a credit adjustment type so that the account balance will be
decreased by the appropriate amount.

Select Procedure Code, and then click the search button to select the procedure code for which you
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want to apply the tax.

OR

Select Adjustment Type, and then click the search button to select the adjustment you want to assign
to the discount or tax.

Tips:

*  You may need to create a procedure code specifically for discount and tax purposes. For

information on how to add procedure codes, refer to “Setting up procedure codes” in the Easy
Dental Help.

*  Create a credit and a debit adjustment type in the practice definitions specifically for discount
and tax purposes. For information on how to add practice definitions, refer to “Working with
practice definitions” in the Easy Dental Help.

*  Fee Schedule — For a procedure posted to the Account, select whether you want to base the tax or
discount on the procedure amount or on the amount in the fee schedule for that procedure.

4. Click OK to save the tax or discount type.

Setting Up Easy Checkout Options

Clicking Easy Checkout from the Accounts toolbar allows you to perform several tasks at once. You can
choose which functions you want to perform.

To set up the Easy Checkout options

1. In the Accounts toolbar, click the Setup button, and then click Easy Checkout Options.

The Easy Checkout Options dialog box appears.

Easy Checkout Options @

v Enter dccount Papment
¥ Create Insurance Claim
f* Batch
" Send Electronically
£ Print
v alkout
" Batch

o+ Print

0k | Cancel

2. Set up the tasks you want performed when you click the Easy Checkout button:
* Enter Account Payment — Select to enter a payment on the patient’s account.

*  Create Insurance Claim — Select to generate an insurance claim for the current day’s procedures.
Then, select whether you want to send the claim to the Batch Processor, electronically (you must set
up an eServices account to use this feature), or directly to your printer.

*  Walkout — Select to generate a walkout statement or receipt. Then, select whether you want to send it
to the Batch Processor or directly to your printer.

3. Click OK to save the changes.
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Setting Up the Reports Module

This section covers the following setup topics for the Reports module:
*  Setting up recall appointment types

*  Setting up procedure codes

e Setting up dental diagnostic codes

e Setting up diagnostic cross codes

*  Setting up explosion codes

*  Customizing practice definitions

* Hiding Social Security numbers

e Setting up auto chart numbering

e Setting up printers

e Setting up passwords

Setting Up Recall Appointment Types

When procedures require a recall appointment, you can set up Easy Dental to place the patient on a recall list
automatically. You can assign a particular recall type to each procedure.

Recall types can be user-defined. You can control the name of the type, with the exception of Prophy, the
interval, and the provider to whom the type is assigned.

Easy Dental comes with five pre-defined types, you should review them to make sure they fit your practice’s

needs. You can only add five recall types to your database.

Note: When you set up recall types, they are available for all Easy Dental workstations.

To set up a recall type
1. In the Patient Banner, click the Settings button, point to Practice Setup, and click Recall Setup.

The Recall Setup dialog box appears.
Recall Setup @

Type D ezcription Interval Status
BITEWINGS annual bitewingz
Other other dental recall 17 +1
FERIO periodontal maintenance 4 +1
FROPHY penodic cleaning and exam BM +1
SCREEMIMNG oral cancer screening Bhd +1

Mew... | Edi... I Delete Cloze

2. Do one of the following:
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Click New to add a recall type (if you have fewer than five recall types defined).

Select an existing recall type, and then click Edit to edit that type.

The New Recall Type (or Edit Recall Type) dialog box appears.

Edit Recall Type =

Type: D escription:
BITEWIMGS annual bitewings

[nitial Status:

|[N0ne] j
|nterval:

’1_i| YVears | V¥ +1Dap
Provider:

* Provl O Prov2( Spec:

Dizplay Calar:
Sample Text Col Set Color...
arnple Text Calar Cancel

3. Set up the following options:

Type — Type an abbreviated name for the recall type in all capital letters.

Description — Type a more complete description of the recall type. The description is used when
creating recall cards.

Initial Status — Refers to the state of the recall when it appears in the Recall list. To change the status,
select a different one from the list.

Interval — Indicate how often the patient should be recalled for treatment or follow-up. To specify the
interval, enter the appropriate number, and select the frequency, in days, weeks, months, or years.
Select +1 Day to allow for insured patients with strict interval requirements.

Provider — Assign a provider for the recall type:
*  Provl — Select to use the primary provider in a patient’s Patients record.
*  Prov2 — Select to use the secondary provider in a patient’s Patients record.

For instance, if all prophy appointments are handled by a hygienist in your practice, and a
hygienist is always assigned as the Prov2 in the Patients module, select Prov2 so that the hygienist
is scheduled for prophy appointments automatically.

*  Spec. — Select for cases where a certain provider is always appointed for a specific continuing care
type, and then select a provider ID from the list. All appointments scheduled using a procedure
with this recall type attached is assigned automatically to the provider selected.

Display Color — Allows you to have each recall type display in different colors. To change the color,
click Set Color.

Note: The Prophy type may be edited, but the Type name for the Prophy Recall Type may not be
changed and the type cannot be deleted.

4. Click OK to save the changes.

Setting up Procedure Codes

The procedures listed in the American Dental Association Code on Dental Procedures and Nomenclature are
included with Easy Dental. They are referred to as “procedures” in this documentation.
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You need to provide additional information for the procedures that you perform, such as fees and the
approximate amount of time required to complete each procedure, for each procedure performed in your
practice. Follow the steps for each procedure, by category, to add the required information. You only need to
set up those categories and procedures that are applicable to your practice.

To set up procedure codes

1. In the Patient Banner, click the Settings button, point to Practice Setup, and click Procedure Code
Setup.

The Procedure List dialog box appears.

Procedure List @

ADALDT Codes | Dental Diagnostic Codes | ICD-9-CH Cades | 1CD-10-CM Codes |

Procedure Code
Cateqory A0, IJeer Code Description

[Nione] -
Diagnostic
Presventive

R estarative
Endodaontics
Penodontics
Frogth, remov
Maxilla Prozth
Irmplant Sery
Prostho, fixed
Oral Surgemny
Orthodontics e

m

e |

Cloze

2. Under Procedure Code Category, sclect a category.
All of the procedure codes associated with that category appear in the opposing list.
3. Select the first procedure in the list, and then click Edit.

The Procedure Code Editor - Existing dialog box appears.
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Procedure Code Editor - Existing @
Fee Scheduls

|| EditFee

Dezcription: |[FEEET s e

Code Hames Treatment Flags T AT
i . Oihce 45.00
oo120 ADA Code I_ Dhifficlt Praoc. 2 ﬂ'ena 3700 o
[ Condition 3 BC/BS g
Ex Abbrey Desc [~ Remove Tooth 4. Cigna 3200
[¥ Show in Chart 5. OilSurg 56.00
[ Code3 6. 0.00
Auto Recall 7. o0
Code 4 [NOWE]  »> | 8. 0.00
= 9 Qoo
Ii Code 5 F'ru:u::eclurF-T Tirmne 10 0.00
1 unigs) x| || 1. 0.00
12 Qoo
Procedure Categor{ Diagnost m R 0.00
rocedure aEgl:lr_l,Jlegnnshc J 1 00
Appointrent T ppe: | General j :ll g ggg
17 Qoo
| btk Flags
Treatrnent .t'-‘«rea.l aul j 1& EEE o
Paint T-"'I:'E:“N':'”e] j [ Do Mat Bill ta Insurance

[ Require Start/Completion Dates

Edit Mote | Mew Code | ﬂj Save | Cloze |

Note: You should already have a list of the fees that are currently used to bill your patients. This is also a
good time to review your fees and make changes if you want. No fees are pre-assigned in Easy Dental.

A practice can have up to 999 fee schedules for each procedure. If more than one fee schedule is used in
the practice:

*  Enter each fee by selecting the appropriate fee schedule and then clicking Edit Fee. A small edit box
appears next to the fee schedule.

e  Change the amount.

*  Press Enter or click the green check box to save the change. (Click the red X to cancel the change.)

Notes:

e When you select a fee from the list box, you must press the Enter key or click the green check box in
order to exit the Fee field, or press the Tab key to edit the next fee.

*  Each provider is assigned a fee schedule. Be sure the provider’s Fee Schedule number is entered in the
Provider Information dialog box. When a procedure is entered in the Accounts window, the charge
is assigned according to the selected provider’s fee schedule.

*  You may also override the provider’s fee schedule by assigning a patient or an insurance carrier a fee

schedule.

Under Treatment Flags, click Difficult Proc.

When you select Difficult Proc., the procedure is marked with an asterisk (*) every time it is listed on the
day sheet report. This notifies the provider of any patients who may need to be called at the end of the
day to follow up on the patient’s condition.

If you want a procedure to be marked on the day sheet, click Difficult Proc. None of the Easy Dental
procedures are flagged Difficult Proc. by default.

When you attach a recall type to a procedure, Easy Dental automatically updates the patient’s recall date
by the interval assigned when the procedure is completed. And if the patient does not have recall, Easy
Dental adds it.
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a. Click the search button under Auto Recall.

The Select Recall Type dialog box appears.

Select Recall Type @

| Tupe | Description [ Interval | Statuz ]
[MOME] -
BITEWIMGS annual bitewings 17 +1
Other ather dental recall 1 +1

FERIO periodontal maintenance 4hd +1

PROPHY penodic cleaning and exam
SCREEMIMNG oral cancer screening Bhd +1

Select | Cancel

b. Select the appropriate type, and then click Select.

A procedure code may be assigned only one recall type. The recall type, however, may be set on
unlimited procedure codes.

Click the search button under Procedure Time.

The Appointment Time Pattern dialog box appears.

-

Sppointrnent Time Pattern @
Time Pattern

B i
I T

Total Time:| 5| Unit(z) k. | Cancel |

Note: From this dialog box, you can enter the number of time units that are usually scheduled for
that procedure. The number of minutes assigned to each time unit was defined in the Schedule module.

Important: All Easy Dental procedures default to one time unit.
a. Asyou review each procedure, if the procedure time exceeds one unit, click the search button under

Procedure Time.

*  Under Time Pattern, use the slider to increase or decrease the Total Time units. Click the right
arrow to add or the left arrow to subtract a unit.

* Ifyou click a unit, a single slash, an X, or a blank box appears. Each face represents who is
providing care to the patient during the procedure.

* Asingle slash represents the assistant’s time.
e The X represents the provider’s time.

e White/Clear represents chair time when neither the provider nor the assistant needs to be
present.
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These assignments appear while you are scheduling appointments and allow you to maximize
productivity and use of all operatories.

b. Click OK to save your assignment and definition of time required for the procedure.

7. Click Do Not Bill to Insurance if you do not want to include this procedure on insurance claims or on
the Procedures Not Attached to Insurance report.

8. When you have entered the correct information for a procedure, click Save, and then Close.

e A message appears asking if you want to save your changes. Click Yes to save your changes and move
automatically to the next procedure.

e When you have finished setting up procedures, click Close from the Procedure Code Editor dialog
box. Then click Close from the Procedure List dialog box. You're now ready to move on to the next
step in the setup process.

Note: The preceding steps must be completed for each procedure that you perform in your practice.

Setting Up Dental Diagnostic Codes

You can attach diagnostic codes to completed or treatment planned procedures, as well as cross coded to ADA
codes. The diagnostic codes print on the new 2000 ADA claim form (J590). To add and edit diagnostic codes,
complete the following steps. For information on how to attach diagnostic codes to Completed or Treatment
Planned work, see Chapter 7: Treatment Plans and Chapter 8: Accounts.

To add a diagnostic code

1. In the Patient Banner, click the Settings button, point to Practice Setup, and click Procedure Code
Setup.

‘The Procedure List dialog box appears.

Procedure List @

ADALDT Codes | Dental Disgnostic Codes | ICD-3-CH Codes | ICD-10-CM Codes |

-

Procedure Code
Category AD, zer Code Description

[Mone] -~
Diagnostic 3
Preventive
Feztorative
Endodontics
Periodantics
Progth, remoy
M awillo Prosth
Irmplant Sery
Prostho, fised
Oral Surgemny
Orthodontics =

m

Mew |

Cloze

2. Click the Dental Diagnostic Codes tab.
A list of available diagnostic categories appears.

3. Click New.
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The Dental Diagnostic Code Editor - New dialog box appears.

Dental Diagnostic Code Editar - New @

Description; ||

Diagnostic
Code:

Diagnostic: Category: |Diseases£Diagnnses

Treatment Flags
[ Remove Toath

Treatment Area: | Other

Lol Lef Lol

Faint Type: | [Mote]

| Mew Code | |

Save | Cloze |

4. Do the following:

Description — Type a description of the diagnostic code.
Diagnostic Code — Type the diagnostic code. This code prints on ADA claim forms, such as J590.
Diagnostic Category — Select the appropriate category from the list.

Treatment Area — Select the appropriate treatment area from the list.
Note: To enter procedure codes for additional surfaces, select Other, and enter the appropriate codes.

Paint Type — Select the appropriate paint type from the list.

5. Click Save to save your changes, and then click New Code to enter additional codes or Close to return to
the Dental Diagnostic Codes list.

Setting Up Diagnostic Cross Codes

In Easy Dental you can cross code an ADA code with its associated diagnostic code.

To cross code an ADA code with its associated diagnostic codes

1. In the Patient Banner, click the Settings button, point to Practice Setup, and click Dental Diagnostic
Cross Code Setup.

The Dental Diagnostic Cross Code Setup dialog box appears.
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Enter code:

e

Select ADA-LCDT Code

Dental Diagnostic Cross Code Setup

ADSLDT to Diagrostic Code '|

[Mone] -
Diagnastic
Prewentive
Restorative
Endodontics
Periodontic:
Prasth, removy
I axillo Prosth
Implant Sery |3
Prostho, fixed

Oral Surgery
Orthodontics i

m

Available Diagnostic Codes:

Al

140
141
143
can
)|
Co3
D 302000
0451051
D4-51075
Da-51120
045113
D4-51261

ICD-9-CM
ICD-3-CM
ICD-9-CM
ICD-10-CH
ICD-10-Chd
ICD-10-Ch
Other
Other
Oither
Otker
Oither
Other

Malignant neaplasm of lip
Malignant neoplasm of tongue
Malignant neoplasm of gur
alignant neaplasm of lip

I alignant neoplasm of tongue
Malignant neaplasm of gum
Hypertension

Dental Fluorosis

Abnormal Tooth eruption
Wertical Overbite
Maloccluzion angle, clazs 1
Failure of Exfoliation

»

m

Included Diagnostic Codes for ADA-CDT Code:

[ s ]
[ |

" Alttach automatically when ADA code is posted

Save

Cloze |

2. From the Select ADA-CDT Code list, select the category of the ADA code you want to cross code.

Once you select a category, Easy Dental lists all ADA procedures codes for that category.

3. Select the code that you want to cross code.

4. Enter the diagnostic code in the Enter Code field, or select the diagnostic category that you want from
the Available Diagnostic Codes list.

Easy Dental lists all diagnostic codes under that category.

5. Select the diagnostic code that you want to use.
6. Click Add to move the code to the list on the right.

Easy Dental lists all cross-referenced diagnostic codes for the selected ADA code in this box. Repeat steps
4 through 6 to include up to 8 diagnostic codes for the selected ADA code.

Setting Up Explosion Codes

An explosion code is a group of procedure codes that are usually scheduled, completed, or recommended at
the same time. An explosion code allows you to post many procedures simultaneously. For example, a root
canal appointment may consist of several procedures, each with its own procedure time and fee. Instead of
having to post or schedule each of these procedures individually, an explosion code allows you to group them
together, thus saving considerable time in posting and scheduling.

To add an explosion code

1. In the Patient Banner, click the Settings button, point to Practice Setup, and click Explosion-Code

Setup.

The Explosion Code List dialog box appears.
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Explosion Code List @

Explozion  Abb Desc Dezcription

wHZ DO Amalg, D0 Amalgam

wnesl DO Camp. D0 Composzite, post-permanent
i dnh, MOD Amalg  MOD Amalgam

wndzC MOD Comp.  MOD Composite, post-permanent
wBRG Bridge Bridge

waPel Perio-Low Pernio scalefroot LL & LR

wiPel Pero-Lp Perno scaletooot UL & LR

wnPex PerioE kam Initial Penio Exam

#xRCC T#AC/Crwn Tx Root Canal and Crown
#wHREA REAdult Recall - Prophy, Adult
#wREC RECamp Recall - Cammprehensive
wxREF REChild Recall - Prophy, Child

Mew | Cloze |

2. Click New.
The Explosion Code Editor dialog box appears.

Explosion Code Editar @

E xplozion Code:

Description ||
E xploszion F Abbrev. Desc:
Appoaintrient Type: |General j
Type:
Procedurs Time:| 0 »» Unit[z) * Standard " Bridge
Cade Deszcriphion

&dd

Delete

£l

*Procedure requires treatment information when uzed

[ Disable Explogion Code ok | Cancel |

3. Type a description of the explosion code (it can be up to 31 characters).

4. In the Explosion field, enter a three-digit alphanumeric code that represents the code.
5. Type a nine-digit abbreviated description of the explosion code.

6. From the Appointment Type list, select one of the following:
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*  General

e High Production

*  Medium Production

*  Low Production

Under Type, click Bridge if the explosion code represents a bridge; otherwise, click Standard.

In the Procedure Time field, set the length of time required to complete this group of procedures.
Click Add.

The Add Procedure Code dialog box appears.

a. Select ADA code or Dental Diagnostic Code.

Enter the procedure or diagnostic code in the edit box provided; otherwise, click the search button,
select a category, and then the procedure or diagnostic code you want to add from the Procedure

Codes dialog box.
c. Click OK.

d. Repeat this step to add additional procedure/diagnostic codes.

Note: An explosion code may consist of one or more procedures that require a tooth number or
range to be entered. These procedures will be flagged with an (* ) in the procedure code list. When
the explosion code is used in the Accounts module, the procedure will also be flagged so that a tooth
number range can be added. A procedure that requires a tooth number or range will not be posted
with the explosion code from the Schedule when an appointment that schedules the explosion code is
set complete.

10. If you plan to use this explosion code, leave Disable Explosion Code cleared. Disabling the explosion
code removes it from the active explosion code lists without deleting it.

11. Click OK to save your changes.

Customizing Practice Definitions

Easy Dental provides several practice definitions and allows user-definable entries for each. These practice
definitions, in addition to other features, customize Easy Dental for your specific practice. You can customize
the following definitions:

*  Adjustment Types* *  Medical Alerts

*  Alternate Procedure Code Names *  Payment Types*

*  Appointment Reasons* *  Provider ID Codes
*  Appointment Types *  Provider Specialties
* Billing Types* e Recall Status*

*  Claim Format *  Referral Specialties
*  Fee Schedule Names

Only those definitions with an asterisk * are necessary for this initial setup and are explained in the following
sections. The other definitions have defaults.

Keep the following in mind as you set up the definitions in these sections:

*  An entry for a definition is automatically assigned the first available ID number for that definition,
each starting with ID number “1,” then “2,” and so on. For example, if ID 2 has been deleted, the next
definition added of that type will have ID 2.
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*  Definitions are sorted according to ID number. (Medical alerts are listed in the Patients dialog box in
alphabetical order.)

e The ID number is used when a definition is assigned. The description for a definition entry then becomes
global with its ID number. For example, if several patients are given the medical alert of “Allergies,”
and then the definition entry for “Allergies” is changed to “Pregnant,” all patients who previously had
“Allergies” displayed as a medical alert will now have “Pregnant” displayed as a medical alert. For this
and similar reasons, a definition entry should not be changed or deleted if the definition has been used
previously anywhere in Easy Dental.

Editing Practice Definitions

Easy Dental provides several practice definitions and allows user-definable entries for each. These practice
definitions, in addition to other features, customize Easy Dental for your specific practice.

Important: Editing a practice definition affects every record in the database that the definition is attached to.
To edit a definition

1. In the Patient Banner, click Settings button, point to Practice Setup, and click Definitions.

The Practice Definitions dialog box appears.

Practice Definitions

Definition Type

|F'.p|:u:|intment Types j
Definikion Text

| General add
Id | Description Change
1 General
2 High Production Delete
3 Medium Production
4 Low Production

Close

I

2. Under Definition Type, select the practice definition you want to change from the list.
The selected definition appears in the Definition Text field.
3. In the text field, make any necessary changes.

4. To save your changes, click Change, and then click Yes.

Adjustment Types

The Accounts module displays a list of adjustment types to select from whenever an adjustment is entered
for a patient account. These types determine the description for each adjustment displayed in the Accounts
module and printed on statements.

The first adjustment type should be the one most commonly used for patient accounts because it is the default
when entering adjustments in the Accounts module.

Easy Dental provides the following 23 defaults:
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- Professional Courtesy - Full Payment Courtesy - Credit Adjustment
+ Debit Adjustment - Patient Refund - Write-Off

- Senior Citizen Courtesy + NSF Check + NSF Bank Fee

+ Insurance Over-pmt Refund - Family/Friend Courtesy - Staff Courtesy

- In-office Write-off

- Bankruptcy Write-off

+ Misc. Debit

- Initial Credit Balance Forward

+ Collected - Bad Debt
- Transfer Balance Credit
+ Initial Balance Forward

- Charitable Contribution
+ Transfer Balance Debit
- Misc. Credit

+ Insurance Balance Forward

If you are satisfied that these default definitions will work for your practice, then move on to the next section.
Otherwise, follow the steps under “Editing Definitions” above.

Note: There is an additional field for adjustment types that is displayed before the definition text. The field has

[ «

a “+” or “-” to indicate whether an adjustment is added to or subtracted from an account.

Appointment Reasons

To simplify scheduling an appointment, you can create a list of the 20 most common initial appointment
reasons for your office. Once the list has been customized, users can quickly select the procedure they want
from a list rather than typing or writing a long appointment description.

Each of the 20 reasons must first be set up as a procedure or explosion code. None of the reasons should
require additional treatment information, such as a tooth number or surface. The following 20 appointment
reasons are installed as defaults with Easy Dental.

D0120 00120 Ex Per
D0140 00140 Ex Lim
D0150 00150 Ex Com

D1110 01110 Adult
D1120 01120 Child
D1201 01201 Fld-Ch

DO0160 00160 Ex Ext D9110 09110 Emerg
D0210 00210 FMX D9310 09310 Consul
D0220 00220 PA 1st D0999 00999 Misc

D0272 00272 2 BWX xxREA REAdult (Exp

D0274 00274 4 BWX xxREP REChild (Exp
D0330 00330 Pano xxREC REComp (Exp
D0460 00460 PV Tst xxPEX Perio X (Exp

Before an appointment reason displays in the schedule, the definition must meet the following criteria:
*  The reason must reference an existing procedure code or explosion code.

*  The reason should not reference a procedure or explosion code that requires a tooth number, surface,
quadrant, or sextant.

Billing Types

Easy Dental has nine default billing types:

Standard Billing - finance charges
Insurance Family - Dual Insurance
Payment Plan - finance charges
Bad Debt - at risk

Bad Debt - to collections

Standard Billing - no finance charges
Insurance Family - finance charges
Payment Plan - no finance charges

No Statement and No Finance Charges

Billing types identify and group the various family accounts for account processing, billing, and report
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printing. Billing types are a flag for the office staff indicating how a patient should be billed.

However, billing types do not dictate how the program treats an account. For example, if the practice does
not apply finance charges to employees or relatives, each account in that category should be assigned a
representative billing type (such as Standard Billing - No Finance Charges). This allows you to exclude this
billing type when applying finance charges.

Billing types are assigned to a family account through the head-of-house in the Accounts dialog box. When
a head-of-house is entered, the patient is automatically given the default billing type for his or her family
account until another is selected.

Each billing type consists of a description (up to 50 characters) and an ID number. Specific billing types can
be selected when applying finance charges, and billing type ranges can be used to send statements and to print
various reports. The billing types should be entered logically to allow the selection of ranges to efficiently send
billing statements and print analysis reports. Up to 99 billing types can be added as needed. To edit a billing
type or to add a new one, follow the steps under “Editing Definitions” above.

Payment Types

The Accounts module displays a list of payment types to select from whenever a payment is entered.
These types determine the description for each payment displayed in the Accounts module and printed on
statements and other reports.

The first payment type should be the most common type of payment received by your practice. When
entering guarantor payments in the Accounts module, the first payment type is the default.

Insurance payments do not require a payment type and are entered differently than guarantor payments. See
Setting up pre-defined payment plan types.

Easy Dental provides the following defaults.

Check Payment - Thank You Cash Payment - Thank You
VISA/MC Payment - Thank You Payment From Insurance

Discover Payment - Thank You AMEX Payment - Thank You
Outside Payment - Thank You Web Patient Payment - Thank You
Collection Payment - Thank You Pre-EZD Ins Pmt - Thank You

If these are sufficient for your practice, continue to the next section. Otherwise, follow the steps in “Editing
Definitions” above.

Recall Status

Recall status is used in the Recall dialog box to indicate the last contact with a patient regarding his or her
next recall visit. The status should be entered as an abbreviation in the first field and a description in the

second field.

When Easy Dental is first installed, the following three recall types are available as default.
e APPT - Appointment Scheduled

e NOTE - See Note

*  XXXXX - Don't Contact
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Setting Up Practice Defaults

When you enter patient information or perform certain tasks, the process of having to choose a provider or
operatory that is more commonly used than others can be redundant. To save time, Easy Dental defaults to
a particular provider, operatory, billing type, or billing statement. You can choose which provider, operatory,
billing type, or billing statement that Easy Dental defaults to at each workstation.

Notes:

*  Practice defaults are workstation-specific, so you can set up different defaults at each computer.

*  You can change the practice defaults at any time.

To set up practice defaults
1. In the Patient Banner, click the Settings button, point to Practice Setup, and click Practice Defaults.

The Practice Defaults dialog box appears.
Practice Defaults \E\

Default Provider Default Operatory

D057 - Smitk, Denniz - -
DDSZ- Smitk Junior, Dennis OP-2- Blue

D05 3- Cook, Maria T |OP-3- Green 5
Default Billing Type Drefault Biling Statement

01 - Standard Billing - finahce charges - -
02 - Standard Billing - no finance charges |—| DownloadHSI Ere. M
03 - Mo lnsurance — |HSIF-L3 /851 .
04 - Inzurance Family - Dual Insurance T |HSIF-3 /957 e

Default Insurance Claim Providers
Billing Provider

" Provider of Procedures ™ Patient's Provl

" Specific Provider: J

[ Wame ta use for Provider: J |

Rendering Provider
* Provider of Procedures © Patient's Prowvi

" Specific Provider: J

Pay-To Provider

" Provider of Procedures ™ Patient's Provl

" Specific Provider: J

I Mame ta uze for Provider: |

Owerride Billing Provider Info for eClaims
Mame and [Ds

* Clairn Biling Prow  © Claim Render Proy  © Claim Pay-To Proy

(" Specific Provider: J

[~ Name ta use for Provider: |

Addresz and Phone
* Clairm Biling Prow ¢ Claim Render Proy ¢ Claim Pay-Ta Prov

(" Specific Provider: J
Preferences... Cancel

2. Set up the practice defaults you want to use:

*  Default Provider — The selected provider will be the primary provider assigned to each new head-of-
house by default.
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*  Default Operatory — The sclected operatory will be the operatory for each new appointment by default.

*  Default Billing Type — The selected billing type will be the billing type given to each new head-of-
house by default.

¢ Default Billing Statement — The selected form will be the form that is used when you print billing

statements.

Tip: To use a printer-generated billing statement form, select “Full Form/Download.” If this form is
selected, for printed statements, Easy Dental prints the lines of the form along with the information.

* Default Insurance Claim Providers — Select the default insurance claim providers for the Billing
Provider, Rendering Provider, and Pay-To Provider:

*  Provider of Procedures — Select to use the treating provider. Only primary providers will be
shown on the claim.

*  Patient’s Provl — Select to use a patient’s primary provider, as indicated in that patient’s Patients
record.

*  Specific Provider — Select to always have a specific provider listed. Click the search button to
select the appropriate provider.

* Name to use for Claim Provider — For the billing and/or pay-to provider, select to have a
different name print on the claims, and then type the name in the field.

*  Override Billing Provider Info for eClaims enables you to override which provider, address, and
phone number appears on electronic insurance claims for the billing, rendering, and pay-to providers.

3. Click OK to save the changes.

Hiding Social Security Numbers

In Easy Dental, you can protect your patients’ privacy by hiding their Social Security numbers so they don’t
appear on printed documents such as payment plan coupons.

To hide Social Security numbers
1. In the Patient Banner, click the Settings button, point to Maintenance, and click Preferences.

The Preferences dialog box appears with the General Options tab selected by default.
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Preferences @

General Options |PrintDpti0ns] Statement Forms] Paths |

Initial Window ta Launch

|Schedule j
Default Azsignment of Payments/Adjustments to:
* Account " Current Patient

Additional Options
Automatic: Update Settings: |

™ Suspend Patient Alerts
[+ Start Tirme Clack on Systern Startup
I™ Hide Social Security Humber

| =

Default Signature on File

[ Release of Infarmatian

[~ Assignment of Benefits

oKk | Cancel |

2. Under Additional Options, select Hide Social Security Number, and then select one of the following
from the list:

* Hide Completely — Removes the number from view (the Social Security number field appears blank)
*  Mask Completely — Replaces the digits of the Social Security number with the number symbol (#)

e Mask All but Last 4 Number — Replaces the first five digits with the number symbol (#) but displays
the last four digits.

3. Click OK to save the changes.

Note: For information on additional preferences options, see “Setting preferences” in the Easy Dental Help.

Setting Up Automatic Chart Numbering

In Easy Dental, you can assign chart numbers automatically to your patients. The advantages of this feature
are:

*  You never have to worry about duplicate chart numbers
e Auto entry speeds up the data entry process

Easy Dental assigns numeric or alphanumeric chart numbers.

Note: When you set up automatic chart numbers, the settings affect all other Easy Dental workstations.

To set up automatic chart numbering

1. In the Patient Banner, click the Settings button, point to Practice Setup, and click Auto Chart Number
Setup.

The Automatic Chart Number Setup dialog box appears.




Automatic Chart Mumbering 5. @
Select Auto Chart Mumbering
 Numeric

* Alpha / Mumeric
" Mone

o]

Cancel |

2. Select the chart numbering option you want to use:
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*  Numeric — Assigns six-digit chart numbers to all new patients.

*  Alpha/Numeric — Assigns six-character chart numbers to all new patients by using the initial two
characters of a patient’s last name and then a unique four-digit ID (for example, John Smith may be

assigned the chart number SM0001).

*  None — No chart numbers will be assigned automatically to new patients; you will have to enter chart
numbers manually for new patients and make sure that chart numbers aren’t duplicated.

3. Click OK to save the change.

Setting Up Printers

In Easy Dental, you can print from the Chart and Reports modules, and you can print labels.

To set up a printer

1. In the Patient Banner, click the Settings button, point to Practice Setup, and click Setup Printer.

The Printer Setup dialog box appears.

Printer Setup
— Chart Printer

[l

<Default Printer:

2nd Flaar Copier [redirected 2] an TS001
Adobe POF [redirected 2] on TS006
Fau [redirected 2] on TS003

Fax on SHRF&:

Microzoft <PS Document wWiter [redirected 2] on TE ™

lom | »

Properties |

— Repart Printer

<Default Printer:

2nd Floor Copier [redirected 2] on TS001
Adobe POF [redirected 2] on TS006
Fau [redirected 2] on TS003

Faw on SHRF&X

Microzoft =PS Document wiiter [redirected 2] on T ™

lom | »

Properties |

— Label Printer

<Default Printer:

2nd Floor Copier [redirected 2] on TS001

Adobe POF [redirected 2] on TSO06 |
Fax [redirected 2] on TS008

Fax on SHRFAX:

lamm, | »

Properties |

| Marginz [in Inches)

Top: ID.DD

Micrazaft =PS Docurment ‘wiiter [redirected 2] an T8 ™ Left  |0.00
ar. I Cancel |

3. Select the appropriate printer for the Chart Printer, Report Printer, and Label Printer.
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4. For each printer selected, click Properties to view or set properties for the printer.

5. Click OK to save any changes.

Setting Up Passwords

Passwords serve many different functions in a dental ofhce. First, passwords can be used to prevent an
unauthorized person from performing certain sensitive tasks, such as changing information, deleting
transactions, accessing financial information, and so on.

Second, the Easy Dental password feature gives the office the double security of flagging certain operations to
verify that the logged on user is still the user who has access to the operation by requiring the password to be
re-entered.

Third, passwords, in conjunction with the Audit Trail report, can be used to track who in your office made
changes to information in Easy Dental.

Different offices have different security needs, so when Easy Dental is first installed passwords are not enabled.
If security is not a concern for your office, you can skip this section.

Note: Back up your Easy Dental directory before setting up passwords.

Logging in and Assigning User Rights
Once passwords are enabled, users must log into the system each time Easy Dental opens. Passwords are

assigned to users using their provider or staff IDs. If you have not added all providers and staff members to the
Practice Resource section of Easy Dental, do so before attempting to set up passwords.

Additionally, you can assign “rights” to users to the specific tasks they need to complete. Easy Dental then
allows access to each password-protected operation according to the security rights assigned to the logged on
user. If a user does not have rights to a certain function, he or she will not be allowed to access that particular
screen or task.

Changing or Clearing Passwords

Note: One of the main reasons for using passwords in your office is security. To ensure the integrity of your
password system, Easy Dental cannot make any changes to passwords or clear passwords over the phone.
Please ensure that you have recorded your passwords in a secure location.

If the password administrator’s password is lost, you must send your database to Easy Dental Systems to have
all passwords cleared, along with a signed request for these services. Easy Dental Systems will compare the
signature with the signature on record prior to providing these services. Please contact Easy Dental Customer
Support and arrange for this service prior to sending your database. Your practice will be charged a $150 fee to
cover the costs of clearing the passwords.

Enabling Passwords

When you enable passwords, Easy Dental requires passwords for certain tasks you specify.

To enable passwords and specify which tasks require passwords

1. In the Patient Banner, click the Settings button, point to Passwords, and click Setup Practice for
Passwords.




The Password - Setup Practice dialog box appears.

v Enable Pazswords

Securty Options

Passweord - Setup Practice @

Pazgwiord Administration

Account Adiustments, Add Mew
Account Adiustments, Delete
Ancount Adjustments, Edit

Ancount Mates, Modify

Account, Include History Transactions
Accounts Setup

Accounts, Dpen

Appointment Day Motes, Modify
Appointment Events, Delete
Appointment Events, Edit
Appaintment Events, Schedule New
Appointrents, Break,

Appaintments, D elete
Appaintrents, Edit

Appointrients, Purge

Appointments, Schedule Hew

[ Reguire Secure Uzer Passwords

[
aF | Canicel |

2. Click Enable Passwords.

A list of security options appears.

Notes:
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*  Once passwords have been enabled, Easy Dental protects all tasks listed under Security Options. To
perform any of these tasks, users must be assigned rights to the security option. User rights are not

assigned from this screen.

*  When you select this option, a user’s password must be at least seven characters long and contain at

least one letter, one number, and one special character.

*  Once users log into Easy Dental, they may perform all operations to which they have rights.
However, certain security options may exist for which additional protection is needed. In this case,
the security options can be flagged to “Verify User Before Access.” When a security option is flagged,
an additional password prompt appears asking users to re-enter their password.

3. To flag these options, select the task and then click Verify User Before Access.

More than one security option can be selected at a time. The selected security options are moved to the

bottom of the list, and an asterisk indicates its verification status.

Note: Consider how frequently the security option is used before assigning the “Verify User Before
Access” flag. This option always prompts users to enter their passwords before continuing. Too many
interruptions requiring a password entry may not be worth the added security.

4. Click OK.

The first time you enable passwords, the Password Administration - Setup Users dialog box appears.
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Passweord Sdministration - Setup Users @

Uzer ID: |dzer Marne: I

|dzer 1D: I

Setup Pazszwaord

|

— Select Security Option Rights

- [ Administration

O Schedule

[ Recal

[ Lab Case Manager

[] Patientz

[ Chart

[] Conditions # Diagnosis
[ Treatment Plans

[ Completed Procedures
[ Insurance

[ Aceounts

[ Biling and Callzctions

[ Letters

[ Contacts

[ Referals

] Prascriptions

[ Questionnaire

[ Documents

[ Reports —
[ Practice Analysis

- [ Practice Setup il

_—

Cancel | Cloze I

»

Copy Rights...

Expand List

Collapse List

m

Select All

Renmore Al

e BE E

Since there are no users with established passwords, Easy Dental requires you to set up at least one user
with access to the Password Administration dialog box. Easy Dental will not allow the user to continue
until at least one user is given password administration rights.

Assigning User Security Rights

When you are assigning user rights, keep in mind which tasks each individual performs. Some rights are
directly related to others. Assign rights only to those individuals who need to perform that operation.

For example, unless you have assigned a front desk person to analyze your production versus collection figures,
do not give rights to the Practice Analysis dialog box to a front desk person.

Easy Dental Systems recommends giving the dentist or practice owners rights to all operations. Assign this
user password administration rights.

To assign user rights

1. In the Patient Banner, click the Settings button, point to Passwords, and click Setup Users for
Passwords.

The Password Administration - Setup Users dialog box appears.

Note: The first time you enable passwords, the Password Administration - Setup Users dialog box
appears automatically when you click OK in the Password - Setup Practice dialog box.

2. Select the User ID from the list of available providers and staff.

Once you select the User ID, the user name and ID appear on the right of the dialog box.
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3. Type a password for the user.

The password must be 12 characters or less and should be easy to remember. Passwords are not case
sensitive.

4. Retype the password in the Confirm Password box, and then click OK.
Note: A password is not required, but is reccommended.

5. To expand the list and view all security options, click Expand List.
You may also click the plus (+) sign next to the desired category to see the detailed rights.
6. Select the security options that you want the user to have rights to.

e If the list is collapsed, clicking Main will select all of the detailed options that are not in view for that
category.

*  To select all security options for the user, click Select All

*  To deselect all security options for the user, click Remove All.

Note: Easy Dental requires you to set up at least one user with password administration rights. Easy
Dental will not allow the user to exit this screen until at least one user is given password administration
rights. Assign a password that you will not forget. Write down the password for the password
administrator and put it in a secure location.

7. When the rights are set up for the selected user, select the next user. You will be prompted to save the
changes.

Note: If different users have the same security options selected, you may save time by clicking Copy
Rights. This allows you to select a user that has already had the security options selected and copy the
selections to the current user.

8. Save the changes for the selected users before exiting the Setup Users dialog box.

Note: When changes are saved for a user, Easy Dental warns you if a password was not assigned.

Verifying Information

You can print several reports to verify that all of the information that was entered during practice setup
was entered correctly. The following reference reports will help you find errors in your data entry, such as
misspellings or incorrect information:

e Procedure Code List report

*  Dental Diagnostic Code List report
*  Explosion-Code List report

*  Fee Schedule report

*  Provider IDs List report

*  Practice Organization List report

e Custom Practice Information report

To create one of these reference reports

1. In the Reports toolbar, click the References Report button, and from the menu, select the report that you
want to create, such as Procedure Code List.
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2. Ifadialog box appears where you can specify options for the report, select the options that you want and
click OK or Yes to send the report to the Batch Processor.

For more information on how to run these reports, refer to the Reports chapter or the Reports section of the
Easy Dental Help.

Backing Up the Easy Dental Database

Backing up your Easy Dental data is an important part of protecting the information in your practice
management system. The term “backing up” refers to the process of copying data to a media device specifically
used for backup purposes, such as an external hard drive. We strongly recommend that you implement a
secure and routine backup system to reduce the risk of data loss.

To back up the Easy Dental database, you will need to use backup software that is not provided with Easy
Dental. We recommend that you use Henry Schein One’s eBackUp solution, but other backup software is also
available from other vendors.

While there are no set rules for the frequency of your backups, we recommend that you back up your Easy
Dental database in daily, weekly, monthly, and quarterly intervals. We generally recommend that you perform
or schedule backups at the end of the day after all patient data has been recorded in Easy Dental for that day
and employees have closed all Easy Dental modules.

For information on the reasons to back up, determining the correct location of your data, and guidelines for
backing up, see “Backing up the Easy Dental database” in the Easy Dental Help and the eBackUp for Easy
Dental: Backup Recommendations document available in the Easy Dental Resource Center at
www.easydental.com/resourcecenter.

Note: Easy Dental Customer Support representatives are not trained on setting up third-party backup
programs and are not able to assist you with these steps. Please contact your network support representative or
the backup software’s technical support for assistance.
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The Patients module stores and displays important patient information, such as the patient’s name, address,
phone number, medical alerts, birth date, insurance coverage, employer, and referral information. Patients are
organized by family. The Patients module helps you organize, store, and find patients and patient information.

This chapter will show you how to add, edit, and archive patients and families in the Patients module. With

the Patients module, you can maximize the organization of patients for your practice.

This chapter covers the following topics:

The Patients Window

Adding New Family Accounts
Adding Family Members
Managing Family Relationships
Selecting Patients

Assigning Medical Alerts
Opening the Patient Picture Window
Viewing Patient Notes
Assigning Employers to Patients
Working with Insurance
Assigning Recall

Assigning Referrals

Archiving Patients
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The Patients Window

The Patients window consists of the following areas:
e Information blocks
e DPatient Banner

e Toolbar
e Family Member List

Information Blocks

The Patients module contains several information blocks that display patient information. Double-click any of
these blocks to enter, edit, or delete patient information.

Crosby, Brent L _ | came Primary Provider Primary Insurance Secondary Insurance E
5/17/1969 (48)M M 555-1212 ~ | Dennis Smith, D.D.S. Metlife Crosty, Brent L
S&F yrey P ™ Ul e
Status Name Position Gender Patient Birthda;
HofH Guar Irs | Crosby, Brent L Married Male: Tes 051741969 -
, Crosby, Shirley H Married Female ‘eg 09/061972 B
(27! L
T e
e
W
Chan
=
e
]
|4
o=
Contacts
Schackbe
,{‘ v Mame: Mr. Crosby, Brent L Chart #: CROODM
aral] Address: 6515 Evanston Drive Consent: 05/31/2011 S5#: 000-00-0005
American Fork, UT 84003 First Visit: 05/31/20M1 DL#: 11597894
- Last Visit: 02/01/2012 Birthday: 05/17/1969. 48
3 Phone: H 555-5963, W 555-6600 Missed Appt: Provider: DDS1
Documants F BEG-BRRA, M BEG-1212 0 BE5H300 Fee Sched: <Prov Default>
_— Status: Active, M. Maried, Guar, Ins, H-of-H E-Mail: 1BrenCro@easydental com
|/9/_-| Alerts i Recall 12/11/17 PERIO 01/15/18 PROPHY
s 01/15/18 BITEWINGS
e Primary Insurance Employer 0
Company: Metlife
Group Plan: Chevion Referred By
Group #: 87663
Fee Sched:
Coverage: 1500 00 Used: 0.00 Hleferedil
Ded. 5/P/0: 50/0/0 Met: 0/0/0
Patient Notes
Mo Mote]
J

The Patients Toolbar

The toolbar is located directly beneath the Patients module title bar and contains the following buttons.

S&F yYrFev P " Ul &e

Button | Name Function
3{ Select Patient/New Family Lets you select a patient or create a new family account.
a}' Add New Family Member Lets you add family members to a family.
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Button

Name

Function

New Patient With Appointment

Lets you view information on a new patient who has an
appointment.

4| &

Quick Letters Lets you combine data from your Easy Dental database with
the word processing abilities of Microsoft Word to help you
quickly create a letter for a single patient.

Quick Labels Allows you to quickly print a variety of labels for the
selected patient.

(@] Send Message Lets you send an e-mail message. You must install a MAPI-

compliant electronic messaging system to use this feature.

Patient Survey

Lets you create custom surveys for your patients.

Patient Notes Report

Lets you create a report of all notes entered for a patient in
Easy Dental.

Edit

Lets you edit family relationships and delete patients and
families.

Patient Alerts

Lets you flag certain conditions that you can attach to your
patients.

Refresh

Lets you update the selected information block in the
Patients module.

Patient Picture

Lets you display a full-color portrait of your patients.

HS 2 & N

Easy Web Lets you open the WebSync Wizard from which you can
set up WebSync’s options and features. WebSync lets you
synchronize Easy Dental information with eCentral.

@ easylink Lets you link Easy Dental with digital X-ray and imaging

systems.

Family Member List

The Family Member List displays all members of the family, ordered by birth date, to allow you to easily
refer to each family member’s information. Double-click a family member in this list to display that family

member’s information in the Patients module.

Status Mame Position | Gender | Patient | Birthday |
HofH Guar Ins | Abbott, Ken 5 Farried Male Tes 03/0211973 A
1] Abbott, Patricia b arried Femnale Tes 03/28/1974
Abbatt, Timothy Child Male Tes 124151997 —

Adding New Family Accounts

Patient files are organized by family. To enter new patients, you must first enter the head of household
(guarantor), even if that person is not a patient. After entering the head of household, you can add additional
family members.

45
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To add a new family account
1. In the Patients toolbar, click Select Patient/New Family.

The Select Patient dialog box appears.

Select Patient @
A[B|CID|E|F|G|H|I|JJKJL|M By
* LastName
N{OJPIQ|R|S|TU|Y W Y2  First Name
of1|2|3|4]/5|678]9].]|Cla " Preferred Mame
) A " Home Phaore #
I Include Archived Patients  Chart #
" 554

Birthday Provider |Status
05/15/1984 DDS2

1t 05/17/1969
Crosby, Shirley H 09/06/1972
D avis. Harmon 1040541960 DDS1 [Mon-Pat) J
*Davis. Harmaon 1040841960 DDS1
*Daviz, Karen 11416/1962  DD51
Daviz. Kelly 11430419592 DD51 j
Recent Patient Selections:
*Croshy, Brent L 05/17/1969 DD51

MNew Family Mare Infa... | 0K | Cancel

2. Type the family’s last name to verify that the family is not already in the database.
3. Click New Family.

The Head-of-House Information dialog box appears.

Head-of-Houze Infarmation \E\
e First Ml Last Persanal
" |_ | |Ma|e ﬂ |S|ngle j
Birthdate Age S5 Other (D
Address | | |
Stieet
| J Driver's License # |
| | Title: | Salutation
City 5T Zip

Ii ﬂ [~ Print Title on Steats | Preferred Name

£t | Biling and Treatment

Phone Chart Consent Status

| Home | Wk Eut. | Best Time SAUTO ﬂ 09/26/201 2 m

g Provl Prow2 Fee Schedule
Fa tobile Other
| | | 2 »f 0 wones 2
Privacy Requests Scheduling Last Missed B
I Mo phone calls [ Disclosure restrictions First Wisit Last Visit Appt Miszed
™ Mo corespondence |o3s26/2012 | | 0

ak | Cancel |

4. Provide the following information in the fields provided:
* Name — Type the name of the patient in the respective fields.

*  Address — Type the head of household’s address in the respective fields.

Note: A database is compiled of cities and their corresponding ZIP codes with each new patient
entered. As a result, the first time you enter a ZIP code, you are prompted you to enter a
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corresponding city. The next time you enter that ZIP code for a patient, the city and state appropriate
to that ZIP code are filled in automatically. As you enter more patients, you will be required to enter
the city and state less often.

Phone — Type the head of household’s phone numbers in the respective fields.
Privacy Requests — If necessary, select one of the following options:

*  No phone calls — The patient’s phone number will not be listed or printed, but will display as
<PRIVATE->.

* No correspondence — The patient will not receive any letters or e-mail messages or
correspondence through Easy Web.

* Disclosure restrictions — The patient is excluded from Easy Web referral uploads.

Note: When you select any of these options and click OK, you are prompted to create a patient
alert. In the Patients module, “Privacy Requests” display in red as well as on the title bar of other
modules to allow you to quickly identify patients who have privacy requests.

Personal — Type or select the patient’s personal information, such as gender, marital status, birth date,
and so on.

Notes:

e When entering dates, phone numbers, and Social Security numbers, you do not need to enter
hyphens, spaces, or slashes. These symbols are added automatically. Additionally, patient names,
cities, and street names are capitalized automatically after you enter them and press the Tab key.
In the case of names that contain more than one capital letter, such as LaDawn, you must enter
the proper capitalization manually.

* A patient’s Social Security number is unique and cannot be used for another patient. If you
receive an error indicating that a Social Security number is invalid, and you entered the number
correctly, search for the patient who has that number by Social Security number and make any
necessary changes or corrections. If you need to enter a patient twice for insurance or other
reasons, leave the SS# field empty on the inactive account.

* The Other ID field is used in conjunction with specific insurance claim formats.

Billing and Treatment — Type or select the following:

*  Chart — Type a six-digit alphanumeric chart number that correlates with the patient’s chart
in your manual charting system. The chart number must be unique to the patient. Click the
search button to view a list of previously assigned chart numbers. You can set up Easy Dental to
automatically assign chart numbers. The chart number is used as the account number on billing
statements and walkout statements. See “Setting up auto chart numbering” in the Easy Dental

Help.

e Consent — Defaults to the current date. The assumption is that patients complete and sign
consent for services and release of information forms on their initial visit; however, if necessary,
you can change the consent date.

e Status — Select the patient’s activity status. If the individual is a patient, select Patient. If the
individual is a former patient, select Inactive. If the individual is not a patient of the practice, but
must be entered as a guarantor or as an insurance subscriber, select Non-Patient.

*  Provl — Select the patient’s primary provider from the list. Payments and adjustments for the
family default to the primary provider for the head-of-household.

*  Prov2 — Select the patient’s secondary provider, such as a hygienist.
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Fee Schedule — Select a fee schedule for the patient from the Select Fee Schedule dialog box. If
you attach a fee schedule to the patient, this fee schedule is used for all transactions involving that
patient. A fee schedule overrides any other fee schedules attached through the patient’s insurance
or the patient’s provider.

*  Scheduling — Type the following:

First Visit — The first visit date defaults to the current date. You can change this date if the
default entry is incorrect.

Last Visit — This date is generated automatically when you enter a transaction in the Accounts
module or the Chart and set the procedure to complete.

Last Missed Appt — This date is generated automatically when you set and then later break an
appointment.

# Missed — This number is updated automatically whenever yo break an appointment.

5. Click OK.

The head-of-household information is saved.

Adding Family Members

After you have entered all the information related to the head-of-household, you can add family members.
Easy Dental will not allow you to enter more than 18 family members per family.

To add a family member

1. In the Patients toolbar, click Select Patient/New Family and select the head of household you want to add
a family member to from the Select Patient dialog box.

2. In the Patients toolbar, click Add New Family Member.

The Patient Information dialog box appears.
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Patient Information

Hame

First ! Lazt
|| |_ |Erosby
Address

Shreet
[B50N1E0E |
|P.0. Bos: 110
City 5T Zip

Eastside Ny [11111 |
E-Mail |
Phone

Home Wik, Eut.  Best Time
| 5555563 | |

Fa, t obile ther

Privacy Requests
I Mo phone calls [ Disclosure restrictions

™ Mo corespondence

=X

Perzonal
|Ma|e ﬂ |Single j
Birthdate Age S5 Other (D
Driver's License # |
Title: Salutation
[~ Print Title on Steats | Prefered Name
Biling and Treatment
Chart Consent Status
A0TO>  »»|  [ossesr2m2 [Patient |
Prowl Praw2 Fee Scheduls
DDS1 > »| Prow Defals 7|
SeEel Lazt Mizzed #
First Wizit Lazt Vizit Appt tizzed
|ngs2es2m2 | 0

ak | Cancel |

3. Type the new family member’s information in the appropriate fields.

4.

Note: The last name, address, home phone number, and provider default to the head of household’s.

Click OK.

Adding New Patients with Appointments

With the New Patient with Appointment feature, you can bring up the information on a new patient who has
an appointment in the Schedule module to prevent the duplicate entry of any person’s name and address in
the Easy Dental database.

To add a new patient with an appointment

1.
2.
3.

4.

5.

Open the Schedule module.

Click the new patient’s appointment (indicated with an NP before the name) in the Schedule module.

In the Easy Dental toolbar, click Patients.

The Patients module opens.

In the Patients toolbar, click New Patient With Appointment.

The For New Patient dialog box appears.

For Mew Patient \EI

s Create Mew Family

(" Add To Cumrent Family

™ Select Family

(]4 Cancel

Select one of the following options:
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*  Create New Family — To create a new account. Click OK. The Head-of-House Information dialog
box appears with the name, address, and phone already entered. Complete the blank fields.

*  Add to Current Family — To add the new patient to the current family selected in the Patient
module. Click OK. The Patient Information dialog box appears, with the current family’s address
and phone number already entered. If the new patient’s address and phone number are different

from the current family’s, the new address is added to the Select from Family Addresses dialog box.
Complete the blank fields.

*  Select Family — To add the patient to another family. Click OK. The Select Patient dialog box
appears. Select the family that you want to add the new patient to and click OK.

Managing Family Relationships

You can manage family relationships using the Patients module. For example, you can combine or separate
families or delete patients and families. You can also change the head of household.

For information on completing these tasks, refer to the Easy Dental Help.

Selecting Patients

To view a patient’s information in the Patients module, you must first select the patient. You can also select
patients in the Accounts, Treatment Plans, Chart, Contacts, and Documents modules. You can initiate

a patient search by typing your search criteria in the text entry box or by using the Windows on-screen
keyboard. By default, your research results are more refined as you continue to type characters. For example,
if you simply type the letter “a,” your search results will include any patient recordsfrom any column in which
the letter “a” appears. However, if you were to type the letters “dav,” your search results would only include
those patient records that contained those three letters.

Notes:

*  When you first install Easy Dental, no patients are in the database. You must enter patient information
manually or through an electronic data conversion.

e By default, patients you have archived do not appear in the Select Patient dialog box. To learn more see
“Searching for Archived Patients.”

*  Datients are searched for based on what you type: patient’s name (last, first, preferred), phone (mobile,
home, work, other), birthdate, Social Security number, subscriber ID, chart number, or email address.

To select a patient
1. In the Patients toolbar, click Select Patient/New Family.

The Select Patient dialog box appears.
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Select Patient @
A[B|CID|E|F|G|H|I|JJKJL|M By
% Last Name

M{O|F|IQ|R|S[TIU|V|W|X]|Y]|Z " First Name
of1|2|3|4]/5|678]9].]|Cla  Preferred Name

- - © Haome Phone #

™ Include Archived Patients © Chart #

Enter Last Mame [Last, First b1} 554

|Birthday |Pr0vider |Status
05/15/1984 DDS2

969

Crosl

09/06/1972 DD51
Draviz, Harmon 1040841960 DDS1 [Non-Pat) J
*Davis, Harmon 10#05/1960  DD51
*Daviz, Karen 11/416/1962  DD51
Daviz, Kelly 11430419592 DD51 d

Fecent Patient Selections:
*Crozhy, Brent L 05/417/19683 DD51

Mews Family | Morelnfo...l QK I Cancel |
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To search for a patient, type the first few letters or numbers of the following options in the text box:

e Datient’s name — last, first, or preferred
¢ Phone — mobile, home, work, or other
e Date of birth

*  Social Security number

e Chart number

e Subscriber ID

¢ Email address

Select the name of the patient you are searching for from the list.

To see more information for the selected patient, click More Info.

'The More Information dialog box appears.

Mare Infarmation @

Croshy, Brent L 47 RC:PERIO 08/28/2015 +
hirley H 44 RC:PROPHY 10: 15

Dial | Select I Close

554 Chart # Status
|o00-00-0006  [CRODOZ |Patient
Address ‘work Phone
[ESON 150 E [
City 5T Zip Home Phone
Eastside TMERERE] 5555963
Appointment Fecall Lab Caze

“10/07/2015 Wed 10:30am DDS2RCBITEWINGS 10/02/2015 +

Note: From the More Information dialog box, you can view the current patient’s appointments, recall
schedule, and lab cases. You can also select another patient or auto-dial a patient. To learn more see,

“Viewing more patient information” in the Easy Dental Help.
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5. To create a new patient account, click New Family.

6. Click Close to close the More Information dialog box, and then click OK to close the Select Patient
dialog box.

Searching for Archived Patients
By default, patients who have been archived do not appear in the Select Patient dialog box.
To search for an archived patient

1. In the Patients toolbar, click Select Patient/New Family.

The Select Patient dialog box appears.

Select Patient @
A[B|CID|E|F|G|H|I|JJKJL|M By
& Last Mamne
NI{OJP|Q|RIS|TIUIV W[ R]|Y|E  First Mame
of1|2|3|4]/5|678]9].]|Cla " Preferred Mame
) } " Home Phore #
[ Include Archived Patierts © Chat #
i 55#

|Name |Birthday |Pr0vider |Status
05/15/1984 DDS2

Croshy, Shiley H

, DODs1
D avis. Harmon 1040541960 DDS1 [Mon-Pat) J
*Davis. Harmaon 1040841960 DDS1
*Daviz, Karen 11416/1962  DD51
Davis, Kelly 11430419592 DD51 J
Recent Patient Selections:
*Croshy, Brent L 05/17/1969 DD51

MNew Family Mare Infa... | 0K I Cancel

2. Select Include Archived.
3. Type the number or letters appropriate to your search.

5. Select the name of the patient from the list, and click OK.

Assigning Medical Alerts

Using Easy Dental, you can assign medical alerts to patients. You can use medical alerts to remind you of any
illnesses or conditions your patients may suffer from. For example, you could use a medical alert to remind
you that a patient is allergic to latex or penicillin.

Important: The HIPAA Privacy Rule established national standards to protect an individual’s medical records
and other personal health information. The rule applies to health care providers and requires appropriate
safeguards to protect the privacy of personal health information and sets limits and conditions on the uses and
disclosures that health care providers may make of such information without a patient’s authorization.

To assign a medical alert to a patient

1. In the Patients toolbar, click Select Patient/New Family, from the Select Patient dialog box, select the
patient you want to assign a medical alert to, and click OK.

2. Click the cross icon in the Alerts block.
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Note: A white cross indicates that the patient does not have a medical alert, while a red cross indicates
that the patient has a medical alert.

The Medical Alerts dialog box appears.

-

Medical Alerts (23w

E dit (1] Cancel
| |

3. Click Edit.
The Select Medical Alerts dialog box appears.

Zelect Medical &lerts @

*Pre-Med - Amox -
*Pre-ted - Clind 5
*Pre-Med - Other
Allergies

Allergy - Aspinn
Allergy - Codeine
Allergy - Enthro
Allergy - Hap Fever
Allergy - Latex
Allergy - Other
Allergy - Penicillin
Allergy - Sulfa
Anemia

Arthritiz

Artificial Joints
Azthma

Blood Dizease
Cancer

Diabetes
Dizzineszs

Epilepay
Exceszive Bleeding 5

Clear ‘ ak. | Eancel‘

4. Click all applicable medical conditions for the selected patient.

m

5. Click OK twice to save the selected medical alerts for the patient.

Opening the Patient Picture Window

Patient Picture displays a full-color portrait that you can open from the Patients and Chart modules and is
helpful in patient recognition and identification.

Patient Picture is designed to capture an image using a digital camera, or other device that supports TWAIN.
You can also browse for and select an existing image from available local and network drives/folders to import
into Patient Picture. You can import image files with any of the following extensions: bmp, jpg, tif, gif, png,
and jpeg. This list is not exhaustive; Easy Dental supports other, less popular graphic files.
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To learn more, see “Patient picture” in the Easy Dental Help.

Note: If a patient’s picture is in the database, the Patient Picture button is a camera with a flash; otherwise, the
button is just a camera.

To open the Patient Picture Window
1. In the Patients or Chart module, select a patient.
2. In the toolbar, click Patient Picture.

‘The Patient Picture window appears.

B Patient Picture - (Dawvis, Ke... | = [=] &]

E:|IJ|F__l|

i

: 1;_
2

| Y

e

Viewing Patient Notes

Patient notes apply only to the individual patient and can be viewed from the patient’s appointment
information in the Schedule or Patients module.

If a patient has notes, you can view them by clicking the View button in the Patient Notes block. The View
button toggles back and forth between View and Hide. If the notes contain confidential information, hide the
Notes field.

Note: When you start Easy Dental, the default for the notes field is hidden. Thereafter, whenever a patient is dis-
played in the Patients module, the notes are viewed or hidden, depending on the state of the previous patient’s
notes.

This section covers the following topics:

*  Entering or Editing the Patient’s Notes

*  Running the Patient Notes Report
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Entering or Editing Patient Notes

You can create notes for all of your patients. For instance, you can use patient notes to record a patient’s
hobbies, interests, or financial arrangements.

To enter or edit patient note

1. In the Patients module, select a patient.

2. Double-click the Patient Notes block from the Patients module.

The Patient Note dialog box appears.

Patient MNote @
Inzert D ateline |

e

Clear | (1] I Cancel

3. Click Insert Dateline to insert the current date.

4. Type the patient’s hobbies, interests, financial arrangements, or any other notes useful to your practice.

Note: Note size is limited to 4,000 characters. To delete the patient notes for one patient, click Clear.
Notes are not deleted until you click OK, so if you click Clear accidentally, you can restore the notes by
clicking Cancel.

5. Click OK when you have finished entering notes.

Printing the Patient Notes Report

You can print a report of all notes entered for the patient in Easy Dental from the Patients module.

To print the Patient Notes Report
1. In the Patients module, select a patient.
2. In the Patients module toolbar, click Patient Notes Report.

The Patient Notes Report dialog box appears.
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Patient Motes Repaort @

Feport D ate: |[TEE

Select Patient: Mate Types:
Fru:um:lDavis, K.elly ﬂ I¥ Appaintment Motes v Patient Maote
- |DB.-’2?'.»'2EI12 -|EIE|.-"2E.-’2EI12 v tedical dlerts
To:|Daviz, Kelly ﬂ
[ Clinical Motes W Recall Motes

[ Accounts Orily |DS;’25."2|:|1 3| - |E|E|£2I3H2EI1 2 W Insurance Claim Motes

W Patient &lerts v Insurance Plan MNotes

[n3/26/2m2 - [nasze/2mz ¥ Future Due Prot Plan

From: |<aLLx Fr Taor|<alls F ]
J J [v Perio Exam Maotes v/ Account Note
v Account Statement Mate

v Lab Case Mate

Select Provider

Select Biling Type: |09/26/2012 . |09/26/2012

From:|<ALLx ﬂ Ta|<ALLy ﬂ

Send to batch | Print Cancel

3. If necessary, change the patient, provider, or billing type ranges in the report.

Note: If you are printing a range of patients and want to include only the head of household for each
account, select Accounts Only.

4. Select the types of notes that you want to include in the report:

Appointment Notes — Prints all notes attached to appointments scheduled within the date range you
enter.

Clinical Notes — Prints all clinical notes entered in the Chart module within the date range you
enter.

Patient Alert Notes — Prints notes entered in the Patient Alerts dialog box for the selected patient
within the date range you enter.

Perio Exam Notes — Prints all notes entered in the Diagnostics section in the Perio module within
the date range you enter.

Patient Notes — Prints all notes entered in the Patient Notes field in the Patients module.
Medical Alerts — Prints all medical alerts for the patient.

Recall Notes — Prints the Recall Note added in the Recall Information dialog box.
Insurance Claim Notes — Prints all notes entered for insurance claims.

Insurance Plan Notes — Prints all notes attached to the patient’s insurance carrier.

Future Due Payment Plan Notes — Prints all notes attached to a Future Due Payment Plan set up
for the patient.

Account Note — Prints the account note entered in the Accounts module.
Account Statement Note — Prints the Account Statement Note entered in the Accounts module.

Lab Case Note — Prints the note entered for the patient’s current lab case.

5. Do one of the following:
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Assigning Employers to Patients

The primary purpose for the employer information is insurance claim processing. To expedite the process of
assigning insurance to patients, you can enter the patient’s employer information in the Patients module. To
make the process of assigning an employer easy, a database of employers is compiled. As a result, you will only
have to enter employer information once. After you enter the information, you can select the employer from a
list.

You can also enter employers in the Reports module. (See “Employer Maintenance” in the System
Maintenance section of the Reports chapter for more information.)

This section covers the following topics:
* Assigning an Employer to a Patient

*  Changing a Patient’s Employer

To assign an employer to a patient

1. In the Patients toolbar, click Select Patient/New Family and select the patient that you want to add an
employer to from the Select Patient dialog box.

2. Double-click the Employer block.
‘The Employer Information dialog box appears.

Employer Information \EI
Emplaoyer M ame: || ﬂ
Street
.-’-'«ddress:|
Ciky 5T Zip

| |
Employer Phone:

ak | Cancel |

3. Click the Employer Name search button.

Note: Searching for an employer before adding a new one helps you avoid creating duplicate entries in
your Easy Dental database. By the same token, spelling employer names correctly and consistently, such as
J.C. Penney rather than J.C. Penny’s, helps avoid duplicate entries with alternate spellings.

The Select Employer dialog box appears.

57
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Select Employer @

Enter Emplayer Mame:

M arne Address | ST | City Phone # | *
Allied - Southwest

Allied Architects [no. |
Allied Plurnbing

American Express

ATET

Bureau of Reclamation

Carmike Cinemas

Central City Clinic

Chevron -

ak | Cancel

4. Under Enter Employer Name, type the first few letters of the employer’s name, and do one the following:

* If the patient’s employer is already in the database, select the employer from the list, and click OK.
* If the patient’s employer does not appear in the list, click OK.

‘The Employer Information dialog box appears.

Ermployer Information @
Emplaoyer Mamme: || ﬂ
Street
.l'-‘l.ddress:|
City 5T Zip

| |
Erployer Phomne:

ak. | Cancel |

5. Do the following, and then click OK:
*  Employer Name — Type the employer name.

e Address — Type the employer’s street address.

* City, ST, and ZIP - Type the employer’s city, two-letter postal code, and ZIP code in the appropriate
fields.

* Employer Phone — Type the employer’s phone number.

Changing Patients’ Employers

When your patients change employers or a patient’s current employer changes its name, address, or phone
number, you can change that information. Any changes to the current employer information affects other
patients who have the same employer.

To change a patient’s employer

1. In the Patients toolbar, click Select Patient/New Family, and from the Select Patient dialog box, select the
patient whose employer you want to change.

2. Double-click the Employer block.
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‘The Employer Information dialog box appears.

Ermployer Information @
Emplaoyer Mamme: || ﬂ
Shreet
.-'-‘u:lu:lress:|
City 5T Zip

| |
Erployer Phomne:

ak. | Cancel |

3. Do one of the following:
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*  To change the employer, click Clear, select or enter a different employer, and click OK.

* To change an employer’s information, modify the information as needed, and then click OK.

A message warns that changes to the employer will affect every patient assigned to that employer.

Working with Insurance

If you create a patient file for the subscriber and assign the subscriber to an insurance plan before adding
additional family members to the file, all family members added to the file are assigned as dependents to the
same insurance plan. The patient’s insurance coverage appears in the Insurance Information block.

Note: With the Insurance Maintenance feature in the Reports module, you can enter, edit, and combine
multiple insurance companies from a central location as well as set up coverage and payment tables all from a
central location. For a complete explanation of working with insurance, refer to the Easy Dental Help.

Secondary Insurance

Company: Principal Financial Group

Group Plan: Dental Coverane
C 1

Primary Insurance

Company: Blue Crosz Blue Shield
Group Plan: Dental Claims

Group #: 21009

Fee Sched:
Coverage: 1000.00 Usged: 0.00
Ded. 5/P/0: 25/0/0 Met: 0/0/0

This section is divided into the following topics:
*  Entering New Insurance Plans

*  Assigning Insurance to Subscribers

e Assigning Insurance to Non-Subscribers

e Changing Insurance Carrier Information

e (Clearing Insurance Coverage
g g
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Entering New Insurance Plans

You can add new insurance plans to ensure that your database contains the most current information.

Note: With some patients, you may need to create a secondary dental insurance claim in addition to the pri-
mary claim. For information on how to do this, see “Creating secondary insurance claims” and related topics

in the Easy Dental Help.

To enter a new insurance plan

1. In the Patients toolbar, click Select Patient/New Family, and from the Select Patient dialog box, select the

patient you want to enter an insurance plan for.
2. Double-click the Insurance Information block.

The Insurance Information dialog box appears.

|F'linci|3a| Financial Group ﬂ | J
Subscriber 1d #:

Signature on File
[v Feleaze of Information -
[v Azzignments of Benefits [

Felation ta Subscriber
(" Self © Spouse ™ Chid  Other " " " "

Ins Data ‘ Cov Table| Prrt T able | | |

Clear Primary ElearSecandar_l,l| 0. | Eancel|

Insurance Information - (Davis, Kelly) @
Frimary |neurance Secondary Insurance
Subscrber: Subscrber:
Daviz, Harmon ﬂ ﬂ
Carrier:

3. Click the Carrier search button.

The Select Primary Dental Insurance Plan dialog box appears.

Select Primary Dental Insurance Plan @
Search By

Erfies Caier (enies * CarierMame ¢ GroupPlan " Local Mumber ¢ Payor D

|F'lincipal Financial Gioup " Emplayer " GroupMNumber 7 Address
Carrier Mare | Group Plan | Emploper M ame | Group # | Local # | Payar ID | Address -
Delta Dental Plan Diamond Diamand ‘welding 121241 T Cé&, San Franci
Delta Dental Flan Diarmond Diamaond Offshare Drilling 11009 FIET Ca, San Franci
Dental Select Pacific States Pacific: States 95740 DsLm UT, Salt Lake !
Equicar Cigna Mahle Maohble Finance 18550 E2308 14, Des Moines
Equicor Cigna Moble Mable Drilling 12110 E2308 1&, Des Moines
Guardian LS Gov L5, Government 8285996 E424E Wi, Spokane
Guardian USPS United States Postal Service R5227 E424E Wwih, Spokane |
Lincaln Mational Qwest Qwest 12173 73288 ‘W, Green Bay
Metlife Chevran Chevron 87663 ERS7E IL, Aurara
Frincipal Financial Group Solutions Group Solutions Group 83446 E1271 AZ, Phoenix
< ' e 3

Memw... oK | Cancel

4. To avoid making a duplicate entry, under Enter Carrier Name, type the first few letters of the carrier

name, and if the patient’s carrier does not appear in the list, click New.
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'The Dental Insurance Plan Information dialog box appears.

P

Dental Insurance Plan Information

Carrier Mame: || >

Group Plan: | B

MM |E

Ermplayer: | e

Street Address: |

|
City, 5T Zip) [
Phone: ,7 Ext: l—
Contact: |
Group #: ’7 Local: I—
Lazt Update: ’m

Benefit Renewal: | J anuary -
Claim Format: [ECSFORM | At Code: [ADA -
Fee Schedule: <NONE> >

*
Payer 10 >x|  Provider 1D Setup

M ational Plan 1D: |
Source of Payment: |[Nnne] j

Inzurance Claim Options

I Replace initial character of procedure code witk: |_
r

[~ DoMot Include Group Plan Mame
[ Do Mat Bill ta Dental Insurance

Clear ok Cancel

-

Do the following:

Carrier Name — Type the carrier’s name.
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Group Plan — Type the group plan’s name. If you do not have a group plan name, type the employer’s

name.

Street Address — Type the mailing address for claims.

Phone — Type the carrier’s phone number.

Contact — Type the name of the carrier’s contact person.

Group # and Local — Type the group number for the plan. If this is a union plan, type the local’s

number too.

Last Update — Type the date for the last time you updated the insurance information. Easy Dental

does not update this field automartically.

Benefit Renewal — Select the month that benefits renew from the list.

Claim Format — If the carrier requires a claim form other than the standard ADA form, select an
alternate from the list. Easy Dental integrates with a number of carrier forms; however, if you need to
use a carrier specific form, please contact Easy Dental Support for help in setting this up.

Alt Code — If the carrier requires a code other than the ADA procedure codes, select an alternate

from the list.

Fee Schedule — Select a fee schedule from the list.
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Note: If you attach a fee schedule to an insurance carrier, that fee schedule is used instead of the

fee schedule attached to the patient’s primary provider. However, if you select a fee schedule for the
patient, that fee schedule is used instead of the one attached to the carrier. This depends on the claim
form that you select, since some claim forms are designed to print a specific fee schedule.

*  Provider ID Setup — Click the button to assign a specific insurance ID to a provider. To learn more,
see “Setting up provider IDs” in the Easy Dental Help.

e Payor ID — If you subscribe to eClaims, type the ID or click the search button and select the ID from
the list.

e National Plan ID — If you subscribe to eClaims, type the plan ID for this carrier.

*  Source of Payment — If you subscribe to eClaims, select the appropriate payment source from the
list.

6. Under Insurance Claim Options, do one or more of the following:

*  Replace initial character of procedure code with — Select if the carrier requires the new ADA CDT-
3, CDT-4, or CDT-5 codes, and you have not converted all of your codes to this format. Type the
letter that replaces the initial character of each procedure code.

* Do Not Include Dental Diagnostic Codes — Select if you do not want to include dental diagnostic
codes on the insurance claims for this carrier. This option depends on the claim form that you
selected, since some forms do not print diagnostic codes.

* Do Not Include Group Plan Name — Select to prevent the group plan name from printing on the
claim form or from being sent electronically.

* Do Not Bill to Dental Insurance — Select to prevent creating batch insurance claim forms for
the carrier and to exclude the procedures from the Procedures Not Attached to Insurance Report.
To learn more, see “Creating procedures not attached to insurance reports” and “Creating batch
insurance claims” in the Easy Dental Help.

Click OK.
8. From the Insurance Information dialog box, click Coverage Table to enter deductible amounts and plan
maximums, and to modify coverage percentages.

Note: To learn more, “Setting coverage table options” in the Easy Dental Help.

9. Under Signature on File, do the following:

* Release of Information — Select to have the phrase “Signature on File” print on the insurance claims
for the subscriber.

* Assignments of Benefits — Select to authorize payments directly to the provider. You must select this
option if you accept assignment of benefits from carriers; otherwise, insurance checks are mailed to
the subscriber, rather than your practice.

10. Type the subscriber ID in the Subscriber ID # field.

Note: Historically, the subscriber’s Social Security number has served as the subscriber ID; however,
HIPAA regulations allow you to use any unique number.

11. Under Relation to Subscriber, select one of the following:

o Self

e Spouse
e Child
e Other

12. Click OK to save the information and return to the Patients module.
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Assigning Insurance to Subscribers

You can assign insurance to subscribers and non-subscribers in the family.

To assign insurance to a subscriber
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1. In the Patients toolbar, click Select Patient/New Family, and from the Select Patient dialog box, select the

patient you want to assign insurance to.

Note: To assign insurance to a patient, the insurance subscriber must be listed as a family member in the
patient’s Patients module. If the subscriber is not a patient, set the status to Non-Patient in the subscriber’s

patient information.

2. Double-click the Insurance Information block.

The Insurance Information dialog box appears.

Insurance Information - (Davis, Kelly)

Frimary |neurance Secondary Insurance

Subscrber: Subscrber:
Draviz, Harmaon ﬂ ﬂ

Carrier:
2|1 2

|F'linci|3a| Financial Group

Subscriber [d #:

Signature on File
[v Feleaze of Information -
[v Azzignments of Benefits [

Felation ta Subscriber
(" Self © Spouse ™ Chid  Other " " " "

Ins Data ‘ Cov Table| Prrt T able | | |

Clear Primary

ElearSecandar_l,l| 0. | Eancel|

3. Click the Carrier search button.

The Select Primary Dental Insurance Plan dialog box appears.

Select Primary Dental Insurance Plan @
Search By

Erfies Caier (enies * CarierMame ¢ GroupPlan " Local Mumber ¢ Payor D

|F'lincipal Financial Gioup " Emplayer " GroupMNumber 7 Address
Carrier Mare | Group Plan | Emploper M ame | Group # | Local # | Payar ID | Address -
Delta Dental Plan Diamond Diamand ‘welding 121241 T Cé&, San Franci
Delta Dental Flan Diarmond Diamaond Offshare Drilling 11009 FIET Ca, San Franci
Dental Select Pacific States Pacific: States 95740 DsLm UT, Salt Lake !
Equicar Cigna Mahle Maohble Finance 18550 E2308 14, Des Moines
Equicor Cigna Moble Mable Drilling 12110 E2308 1&, Des Moines
Guardian LS Gov L5, Government 8285996 E424E Wi, Spokane
Guardian USPS United States Postal Service R5227 E424E Wwih, Spokane |
Lincaln Mational Qwest Qwest 12173 73288 ‘W, Green Bay
Metlife Chevran Chevron 87663 ERS7E IL, Aurara
Frincipal Financial Group Solutions Group Solutions Group 83446 E1271 AZ, Phoenix
< ' e 3

Memw... oK | Cancel |

4. Select one of the following search options, and as applicable, type the first few letters or numbers of the

corresponding option:
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Carrier Name — Searches by the name of the insurance company.

Employer — Lists all insurance plans that have been entered previously for the subscriber’s employer.
Group Plan — Searches by the name entered for the group plan.

Group Number — Searches by the number assigned to the group plan.

Local Number — Searches by the local number assigned to the plan.

e Address — Searches by the insurance plan address.

e Payor ID — Searches by the insurance plan’s Payor ID number.

A list of all carriers matching your search request appears.

Select the correct carrier and click OK to return to the Insurance Information dialog box.

Note: If the carrier is not listed, click New and add the insurance carrier.

Insurance Information - (Davis, Kelly)

Frimary |nreurance Secondary Insurance

Subscriber: Subscriber:
Daviz, Harmon »E

Carrier:

(3]

»|

2|

|F'rinc:i|:ua| Financial Group

Subzcriber 1d #:

Signature on File
[v Feleaze of Information

—1 7

v Azzignments of Benefits

Fielation to Subzcriber
(" Self ¥ Spouse ™ Child € Other " " "

Ins Data ‘ Coore Tal:ule| Pt T able |

—

>l

Clear Secondany |

(1] | Eanc:el|

Clear Primary

6. Under Signature on File, do the following:

* Release of Information — Select to have the phrase “

for the subscriber.

Signature on File” print on the insurance claims

* Assignments of Benefits — Select to authorize payments directly to the provider. You must select this
option if you accept assignment of benefits from carriers; otherwise, insurance checks are mailed to

the subscriber, rather than your practice.

Type the subscriber ID in the Subscriber ID # field.

Note: Historically, the subscriber’s Social Security number has served as the subscriber ID; however,

HIPAA regulations allow you to use any unique number.

8. To identify the patient’s relation to the subscriber, click Self, Spouse, Child, or Other.

Click OK to save the information and return to the Patients module.
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Assigning Insurance to Non-Subscribers

When you assign insurance to patients who are not insurance subscribers, remember the following:

*  You must assign insurance to the subscriber before you can assign that insurance to another patient
covered by the subscriber.

* Insurance subscribers must be part of the same family as the patient you are assigning the insurance to.

To assign insurance for a non-subscriber

1. In the Patients toolbar, click Select Patient/New Family, and from the Select Patient dialog box, select the
patient you want to assign insurance to.

2. Double-click the Insurance Information block.

The Insurance Information dialog box appears.

Insurance Information - (Dawis, Kelly)
— Primary Insurance —Secondary lnsurance—————————————————
Subszcriber: Subzcriber:
|Davis, Harmonh ﬂ | ﬂ
Carier: Carier:

IF'rinc:ipaI Financial Group ﬂ | ﬂ
Subscriber [d ﬂ:l Subscriber [d ﬂ:l

— Sighature on File  Signature ok File

¥ Release of Information [ FReleaze of Information

v Agzzignments of Benefits - Azzignments of Benefits
—Relation to Subzcrber——————— | |~ Helation to Subecnber
£ Self ¢ Spouze @ Child  Other " Self € Spouze & Chid & Other

Inz Diata | Cow Table | Prrt T able | Inz Data | Covw Table | Prot T able |

Clear Primary | ElearSecundaryl 0. | Eancell

3. Click the Subscriber search button.

The Select Primary Subscriber (Insured Party) dialog box appears.
Select Primary Subscriber finsured Party)

Harmon Principal Financial Group
Daviz, Karen E quicor Cigna MHoble

Current Patient | (1] I Cancel

A list of all subscribers and their insurances appear.
4. Select the desired subscriber and click OK.

All fields in the Insurance Information dialog box automatically show the subscriber’s insurance
information.

5. Under Relation to Subscriber, verify that the relationship is correct, and click OK.
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Changing Insurance Carrier Information

If a subscriber’s insurance carrier changes its name and address, you can change this information, rather than
clearing the information and adding the carrier again.
To change the information for an insurance carrier

1. In the Patients toolbar, click Select Patient/New Family, and from the Select Patient dialog box, select the
patient whose insurance carrier information you need to change.

2. Double-click the Insurance Information block.

The Insurance Information dialog box appears.

Insurance Information - (Davis, Kelly) m
— Primary Insurance — Secondary lnsurance
Subscriber: Subscriber:
|Davis, Harman ﬂ | ﬂ
Carmier: Carmier:

|F'rinc:i|:ua| Firanzial Group ﬂ I ﬂ
Subzcriber [d ﬁ:l Subzcriber [d ﬁ:l

— Signature on File r Signature on File
¥ Release of Information [T Felease of Information
¥ Assignments of Benefits [T Assignments of Benefits
— Relation to Subzciber—————— | |~ Relation to Subzorber
© Self ¢ Spouse @ Chid © Other € Self € Spouse € Chid € Other

Ins Data | Cow Table | Prot T able Inz Data | Cow Table | Prot T able |

Clear Primary | ElearSecundar_l,ll (] | Eancell

3. Click Ins Data.

The Primary Dental Insurance Plan Information dialog box appears.
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Clearing Insurance Coverage

You can clear the insurance coverage from a patient’s record.

Primary Dental Insurance Plan Information

Carrier Mame: |Frinu:ipa| Financial Group B

Group Plan: |5 alutions Group 3

Employer: |Snlutiuns Group >
Stieet Address: [10210 N. 25th Avenue
|Suite 211

City, ST Zip |Phoenis |67 |88021-
Phore: IM Eut: l_

Contact; |Hegiu:una| Clairniz
Group §#: W Local: l—

Last Update: lm

Benefit Renewal || aruary -
Claim Format: |ECSFORM | Alt Code: |ADA -
Fee Schedule: <NONE> ]

Payer ID: {61271 ﬂ Provider |0 Setup

M atiohal Plan 1D: |

Source of Payment: |Enmmercia| Ihzurance Co. -

Inzurance Claim Ophions

[ Replace inttial character of procedure code with: |_
-

[ Do Mot Include Group Plan M ame

[ Do Mot Bill ta Dental Insurance

Clear (1] Cancel

¥zl B

Make any necessary changes in the appropriate fields.

Click OK.
A message appears.

Select one of the following:
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e Change Plan for All — To change the carrier information for all subscribers of the insurance plan.

e Add as New Plan — To copy the insurance information for the current subscriber and add the

changed insurance plan without changing the original plan.

Click OK to return to the Patients module.

To clear insurance coverage from a patient’s record
ag P

1.

In the Patients toolbar, click Select Patient/New Family, and from the Select Patient dialog box, select the

patient you want to clear insurance coverage for.
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2. Double-click the Insurance Information block.

The Insurance Information dialog box appears.

Insurance Information - (Davis, Kelly)

Primary |nsurance Secondary Insurance

Subscriber: Subscriber:
Daviz, Harmon b

Carrier:

2]

|F'rinu:i|:ua| Financial Group

Subscriber |d #:

Signature on File
Iv Release of Information -
¥ Azsignments of Benefits o

Fielation to Subzcriber
(" Self  Spouse ™ Chid  Other (e [

Inz Data | Cow Table| Prat T able |

Clear Secondary |

Clear Primary

ak. | Eancel|

3. Click Clear Primary and/or Clear Secondary.
4. Click OK.

Assigning Recall

You can set five recall types: prophy, lab case, perio, screening, and other. You can set recall defaults for an
individual patient in the Patients module as well as select the recall types that you want to attach to each

patient.

To assign recall to a patient:

1. In the Patients toolbar, click Select Patient/New Family, and from the Select Patient dialog box, select a

patient.
2. Double-click the Recall block.
The Patient Recall dialog box appears.

Note: If a patient has a procedure entered as completed in the Accounts or the Chart module and that
procedure already has a recall flag, such as prophy, assigned to it, the recall type is automatically attached

to the patient.
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Patient Recall - (Davis, Kelly) [wE3m]
| e Date | Tups | Appt? | Shatuz | Prior Treat. |
[1; 012 BITEw 5 1] 2 07 2011 A
0705422 | PROPHY orMzremez o/n4s2012
Other
FERIO
SCREEMIMNG

Edit... | Clear... Cloze

3. Double-click the recall type that you want to set.

The Set Recall dialog box appears.

Set Recall - (Dawis, Kelly) ==
Type: Description:
PERID penodontal maintenance
Date Set: Scheduled Appt.: Recall Mate:

Due Date: Frior Treatment;

01, ﬂ 07/04/2011

Status:

| [Mone] ﬂ

Provider: .
* Prowvl O Prov2 © Spec.: ¥ Save as Defaul

OF. | Cancel

4. To set the interval for the patient’s recall, click the Due Date search button.

The Set Interval dialog box appears.

Set Intersal @

Intereal:
i‘ Month: «| W +1Day
Current Due Date: Mew Due Date:

01/28/2013 01/28/2013
0K | Cancel |

a. Change the interval to reflect the amount of time between the patient’s recall visits.

b. Select +1 Day to extend the interval to extend an extra day to prevent insurance billing problems.

c. Click OK.
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5.

From the Status list, select the recall status that you want to assign to the patient.

Under Provider, select one of the following:

*  Provl — If you want recall appointments to default to the patient’s primary provider.

*  Prov2 - If you want recall appointments to default to the patient’s assigned secondary provider.

*  Spec — If there is a specific provider you want this patient to see for recall appointments, and then
select the provider from the list.

Type a note in the Recall Note field.

Easy Dental prints this note on recall cards for this patient.

Note: You can hide a note by clicking at the front of the note and pressing CTRL + Enter. A hidden
symbol is inserted that appears as a blank line in the Recall Note field. Any text after the symbol will not
print on your cards.

Click OK o set this recall type for the current patient.

Assigning Referrals

In the Patients module, you can indicate and view who referred a patient from the Referred By block.
Similarly, you can view to whom you referred a patient from the Referred To block. You can enter, edit, and
access information about the individual or source who referred a patient to your practice. To learn more, refer
to the Easy Dental Help.

Entering Referrals Made by Patients

You can keep track of your patients who provide your practice with referrals.

To add a patient referral to a patient

1.

Double-click the Referred By block.
The Select Referral Type dialog box appears.

Select Referral Type @

= Patient
" Doctor/Other

QK. | Eanu:el|

2. Select Patient and click OK.

The Select Patient dialog box appears.
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Select Patient IEI
A[B|CID|E|F|G|H|I|JJKJL|M By
(* Last Name
M{O|F|IQ|R|S[TIU|V|W|X]|Y]|Z  First Mame
of1|2|3|4]/5|678]9].]|Cla " Preferred Mame
} - " Home Phane #
[ Include Archived Patisnts  Chart &

Enter Lazt Mame [Last, First MI]: " 55H#

Birthday Provider |Status
05/15/1984 DDS2

05/17/1969

. 09061972 51
Draviz, Harmon 1040841960 DDS1 [Non-Pat) J
*Davis, Harmon 10#05/1960  DD51
*Daviz, Karen 11/416/1962  DD51
Daviz, Kelly 11430419592 DD51 j

Fecent Patient Selections:

*Crozhy, Brent L 05/417/19683 DD51

Mews Family More Info... | QK | Cancel

3. Select the person who referred the current patient and click OK.

The referral patient appears in the Referred By a Patient dialog box.

Note: If you cannot find the referring patient’s name from the Select Patient dialog box, check the
spelling. If you still cannot locate the patient’s name, he or she has not been entered in the Patients
module, or the referring party is not one of your patients. You can enter non-patient referrals by selecting

Doctor/Other from the Select Referral Type dialog box.

Dawis, Kelly Referred By a Patient @
Marne: Croshby, Brent L ﬂ
Address: BS0 N 160 E
P.0O. Box 110

Eastzide. MY 11111
Phone: B55-5369

ClearFleferraI| Q. | Eanu:el|

4. To change the person who made the referral, click the search button and select a different patient.

5. To clear the referral, click Clear Referral.

6. Click OK to save your changes and return to the Patients module.

Referring Patients

Occasionally, you may need to refer a patient to another doctor or specialist. You can track the referrals that
you have sent to other doctors and/or specialists.

To learn more, refer to the Easy Dental Help.

To refer a patient
1. With a patient selected, double-click the Referred To block.
The Select Referred To dialog box appears.
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Select Referred To @

Enter Mame:

| bl
MHame Specialty
Clark, Robert 5

Mew | E dit | aK |Eancel|

2. Do one of the following:

*  Select the doctor you are referring your patient to from the list, and click OK.
* Click New to add a doctor to the list.

The Referred To Information dialog box appears.

Referred To Information @
Mame
Last # Referral Mame First il
I | [
Title Specialy
| |[N ane| ﬂ
Salutation
|
Address
Street Phone
| |
Ext
| |
Ciby ST Zip Fax
| [
E -mnail (ther

| |
)4 | Cancel ‘

e Type the doctor’s name, address, and phone in the appropriate fields.
e Select a specialty from the list, and then click OK.
The doctor is added to the database.
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Archiving Patients

You can archive patients who you consider inactive. Archiving patients simplifies your patient database and
makes patient selection faster and easier. Before archiving, keep in mind the following:

*  You cannot archive patients with future due payment plans or outstanding insurance claims.
*  You cannot archive guarantors until you have archived all other family members.

*  You cannot archive guarantors if they have a payment agreement or a balance.

When you archive a patient, the following occurs:

e All appointments for the patient are deleted and an entry is added to the Contacts module.

e All recall, employer, insurance, and referral information is deleted, and this information is added to the
Patient Note. You can view the note after the patient is archived.

*  Addresses, procedures, insurance claims, payments, adjustments, medical alerts, prescriptions, and patient
surveys are still stored in case you re-activate the patient.

*  You cannot edit patient information while a patient is being archived.
*  Archived patients only appear in the Select Patient dialog box if you select Include Archived Patients.
e When archived patients appear on a report or in a module, they are indicated with an “<Archived>” or

“<A>" in front of the name.

Important: Although you can reactivate archived patients, you should consider archiving a permanent action,
since archiving significantly changes a patient’s data, and you cannot easily restore some of that data later. We

recommend that you only archive patients if you are fairly certain that they will not return to active status (for
example, if they are deceased).

To archive a patient
1. In the Patients module, select a patient.
2. Double-click the Patient Information block.

The Patient Information dialog box appears.

73

Patient Information

M amme
First [l Last
|| |— |Erosb_l,l
Address
Street
[E50H150E ]
|P.0. Box 110

City Zip

5T
E astside Ny 11117 ﬂ

E-Mail

=5

Phone
Home Work Ext.  Best Time
|555-5353 |
Fas I obile Otker

Frivacy Requests
[~ Mo phone calls ™ Dizclosure restrictions

[ Mo comespondence

Personal
|Male ﬂ |Single ﬂ
Birthdate Age S5H Other D
Diiver's License # |
Title Salutation

I Print Title on Strmts Preferred Mame

Biling and Treatment

Chart Canzent Status
A0T0> | 09/26/2012 [Patient |
Frow1 FrowZ Fee Schedule
) ﬂ ﬂ <Prov Defaulty ﬂ
Scheduling Last Mizzed #

First %isit Lazt izt Appt Mizzed
09/26/2012 | 0

)8 | Cancel |
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3. From the Status list, select Archived.
4. Click OK.

Several messages appear.
5. Click Yes.

Easy Dental archives the patient.

Reactivating Patients

You can reactivate archived patients.

Important: Although you can reactivate archived patients, you should consider archiving a permanent action,
since archiving significantly changes a patient’s data, and you cannot easily restore some of that data later. We
recommend that you only archive patients if you are fairly certain that they will not return to active status (for
example, if they are deceased).

To reactivate a patient

1. In the Patients toolbar, click Select Patient/New Family.

The Select Patient dialog box appears.

Select Patient @
A|BICIDIE|F|GIH|[T|J|K]ILIM B
& Last Mamne

HIO|PIQIR|S|TIUY|W]|x]|Y|Z " First Name
of1|2|3|4]/5|678]9].]|Cla " Preferred Mame

- - © Haome Phone #

™ Include Archived Patients  Chart #

Enter Last Mame [Last, First b1} 554

|Birthday |F'r0vider |Status

05/15/1384 DDS2
[5/17/1363

09/06/1572 DDS1

“Croshy, Brent L

rosb_l,l, Shirley H

Draviz, Harmon 1040841960 DDS1 [Non-Pat) J
*Davis, Harmon 10/05/1960  DD51

*Daviz, Karen 11/416/1962  DD51

Davis, Kely 1143041932 DD51 j
Fecent Patient Selections:

*Croshy, Brent L 05/417/1969 DD51

Mew Family Mare Info... | ak. I Cancel

2. Select Include Archived.

3. Select the archived patient that you want to reactivate, and then click OK.
A message appears asking if you want to reactivate the patient.

4. Click OK to reactivate the patient and access the patient’s record.

5. Double-click the Patient Information block.

The Patient Information dialog box appears.
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I amme

First Last

[l
|| |— |Erosb_l,l

Address

Shieet
[E50H 150E >

|P.0. Box 110
City
Eastside

5T Zip
Ny [ ﬂ

E-Mail

Phane

Home: Work Ext.  Best Time

|555-5359 |
Fix Mobile

Privacy Requests

Otker

[~ Mo phone calls ™ Dizclosure restrictions

[ Mo cormespondence

X5

Perzanal
|Male ﬂ |Single j
Birthdate Age SSH Other D
Driver's Licerse # |
Titler S alutation
I~ Print Title on Stmts Preferred Name
Biling and Treatment
Chart Conzent Statuz
<AUTO: ﬂ 09/26,/2012 Patient -
Prowl Prov2 Fee Schedule
DDS1 5| ] <ProvDefauly 32
SR Last Mizzed #
Firzt “igit Lazt Visit Appt Mizzed
09/26/2012 1]

0] | Cancel |

6. From the Status list, select Patient, and then click OK.
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The Easy Dental Schedule is an electronic scheduler that you can use to manage your patient appointments
without paper. Toolbars help you navigate the book, search for available appointment times, schedule
appointments, organize appointments and notes, and handle the common tasks that you need to perform
throughout the day.

This chapter covers the following topics:

The Schedule Module Window
Setting Custom Views

Finding Available Appointment Times
Scheduling Appointments
Scheduling Events

The Schedule Lists

Managing Appointments
Printing from the Schedule
Changing Practice Hours
Notes and Alerts

Easy Day Planning
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The Schedule Module Window

The Schedule module window consists of the following areas:
e Patient Banner

e Toolbar

*  Date bar

*  Easy Provider Tracking Columns

*  Day Search buttons

*  Schedule of Appointments

*  The Schedule Clipboard

*  View buttons

e Easy Dental E LS|

3 I@ Croshy, Brent L '] Call me Primary Provider Primary Insurance Secondary Insurance %W | @
3 5/17/1969 (48)M M 555-1212 ~ | Dennis Smith, D.D.5. Metlife Find Patient..
EoXd® @2 PEYFeA X Y f "BEUENS G8

Mote Monday - Januamp 22, 2018
IR TRERR OP-1 0p-2 0P-3 Op-4 | opP5
NP-Jones, Rayrmand -| Little:, Brian °| Mr. O'Cannell Wilam | Kenner, Spencer Schow, Lawrence P
CompEx. Consult -| Fhdi, DiagCast Ex. Bwed, Prophy, Consult Ex. Bw2, ProphyCh, FICh, Ex. Bwed, Prophy
H: H:[1711555-6241 H:N111555-1244 H:555-8504 H:555-8314
DDs1 -|DD52 ORTH FEDO SURG
4
- + +
MP-Swensan, Steve | -| O'Cannell, 5arah Keller, Nina
CompEx, Brsd i #[] Ex, Bwsd, Prophy, Consult Ex. B2, PraphyCh, FICh
H: H:N111555-1244 H:1111855-7777
DD51 # ORTH FEDO
-| Mrs. Little, Carol
| | [ I CinPoHif19 # #|
MP-Turrer, Amold H:[1111655-6241 -| O'Connedl, Billy Keller, T abitha *| Schaw, Pamela N
CompEx, Fhix Dos2 Ex. Bws2, ProphyCh, FICh Ex. Bwws2, ProphyCh, FICh Ex, Bwwsd, Prophy
H: H:N111555-1244 H:1111855-7777 H:555-8314
DDs1 ORTH FEDO SURG
#|

Little, Chad Olsen, Paul' Keller, Richey | Srniith, Michael

E, BrwrZ, ProphyCh, FICh CompEx, Bwixd, Consult Ex, B2, ProphyCh, FICh Ex, Bwwsd, Prophy

H:[1711555-6241 H:555-8839 H:1111855-7777 H:

Dos2 ORTH #[) FEDO SURG

NP-James, Sarah M. Little, Dean Mr. Crosby, Brent L BE]FT M. Perkins. Allen k4
CompEx, Fhx, Pano, Congult CinPoHi#13 ExtH30 Ex, Biuxd, Frophy
H: H:[1111555-6241 H:555-5969 H:IPRIWATE]
DDs1 Dos2 ENDD FERI
+
| Mre. Perking, Peaay Ed|
MP-Sutton, Harvey ] Fano, PerMaint, Consult
CompEx. Fx Mr. Reeves, Joshua H:PRIVATE]
H: LimitE s, Prophy FERI
DDs1 Little, Kevin H:555-2729 #
| | Ex. B2, ProphyCh, FICh ENDO
H:1111555-6241 Edwards, John -| Perking, Samuel
#[* DDS2 Ex, BwsZ, ProphyCh, FICh CompE x, Pana, Peikdaint,
20 H:EEE-7101 H:IPRIWMATE]
30 FERI
40
LN 4| | |
4:00pm MP-Mitchel, Travis Edwards, Kimberly Perking, Shelly
10 CompEx, FMx, Cansult CompEx, Pana, Consult CompE x, Pana, PeiMaint,
20 H: -| H:566-7101 H:IPRIWMATE]
30 DDs1 ENDD FERI
40 +
il ENNNEN B $

The Schedule Toolbar

The Schedule toolbar is a collection of command buttons that allows you to initiate commands. The name
and function of each button appears below.

Elxd® @2 PEYyea X W § PEU -0 @&
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Set Complete

Click to set an appointment to complete.

Button | Name Function
D Schedule Appointment | Click to schedule an appointment.
E) Find Available Time Click to search for available time blocks.
% Find Appointment Click to search for appointments.
ﬁ Schedule Event Click to schedule holidays and other events when your practice will be
closed.
@ Move to Clipboard Click to open the Clipboard menu from which you can move
~ appointments and events to the Clipboard.
E Easy Day Planning Click to optimize scheduling.
BE Break Appointment Click to move broken or missed appointments to the Unscheduled list.
‘? Status Click to select a status for appointments.
E

View Click to create custom views for the Schedule.
Lists Click to open the Lists menu.
Quick Letters Click to compose custom letters.
Quick Labels Click to print custom labels.
@] Send Message Click to send an e-mail message. You must install a MAPI-compliant
electronic messaging system to use this feature.
Print Click to open the print menu from which you can print schedule views

or route slips.

Delete Appointment

Click to delete the selected appointment and remove it from all lists.

Treatment Manager

Click to open the Treatment Manager module.

Lab Case Manager

Click to open the Lab Case Manager.

Patient Alerts

Click to know whether a patient has a medical or other alert.

Auto Dial Click to dial patients automatically.
Refresh Click to update the Schedule’s calendar if you have made changes.
Setup Click to open the Setup menu.

Patient Picture

Click to open the Patient Picture window.

® H B NeSB) v SEBE K D

Easy Web Click to open the WebSync Wizard from which you can set up
WebSync’s options and features. Using WebSync you can synchronize
Easy Dental information with eCentral.

easylink Click to link Easy Dental with digital X-ray and imaging systems.

79

Easy Dental 12.1 User’s Guide



80

Easy Dental 12.1 User’s Guide

Chapter 4: Schedule

The View Toolbar

The View toolbar allows you to change your view of the schedule of appointments and consists of the
following buttons.

Button [ Name Function

DAY Day View Lets you view the schedule of appointments for a single day. This is the
EH default view.
Week View Lets you view the schedule of appointments for a week at a time.
Month View Lets you view the schedule of appointments for a month at a time.

Date Bar

The Date Bar shows the dates of the appointments according to the day, week, or month view that you select.

Provider Tracking Columns

A color column is displayed for each provider selected for that view. A colored block in that column indicates
that the provider is scheduled to work on a patient during the blocked time. If a provider has been double-
booked, the color block displays white with stripes in the color assigned to that provider. If the provider
column is dark blue, the provider is not available at the selected time.

Day Search Buttons

Click the right arrow to move the calendar forward one day. Click the left arrow to move the calendar back
one day. Clicking the “T” between the arrows returns you to the current day.

Schedule of Appointments

The schedule of appointments area displays the basic, customizable appointment information. By default,

a color is assigned to each provider to help you quickly determine which provider the patient is seeing. To
open the Appointment Information dialog box, which shows more information about the appointment and
patient, double-click the appointment from the schedule of appointments.

The Hover Window

Using the Hover window, you can view additional event, patient, and appointment information without
double-clicking an event or an appointment. The Hover window combines information contained in the
Appointment Information and the Patient Information dialog boxes.

To view patient information through the Hover window

In the Schedule, place the mouse pointer over a partial-day event or an appointment.

The Hover window appears.
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Davis, Kelly
ExtEwal Home Phone: FA7-1530
0505 2010 Work Phone:
G:00am - 2:00am Mabile Phone:
DOS1 - Dennis Smith E-Mail:
Chark #: Da0003
Op-1 - Insurance Plan:  Principal Financial Group
F | Amount: 491.00 Referred By:
Tvpe: General
Schedule: FIXED Account Balancs: 0.00
1173001989 Skakus: =Mone =

20 - Female
Appk Moktes:

The Schedule Clipboard

From the Schedule Clipboard, you can reschedule an appointment to another day by dragging the
appointment to the Schedule Clipboard and releasing it. The appointment stays there until you place it at
another appointment location or until you close the Schedule module.

Note: You can also place an appointment on the Schedule Clipboard by clicking the Clipboard Button from
the Appointment Information dialog box or from the Schedule toolbar.

To move a scheduled appointment to the Schedule Clipboard

1. From the schedule of appointments area, select the appointment that you want to move to the Schedule

Clipboard.
2. In the Schedule toolbar, click Clipboard, and then from the menu, click Selected Appointment.
The appointment appears in the Clipboard List.

Note: For more information on the Schedule Clipboard, see “The Schedule Clipboard” in the Easy Dental
Help.

Setting Custom Views

You can customize what you see in your Schedule window. You can even set up different views for each
computer. For instance, you set up one computer to view hygiene appointments only in one operatory and a
specific provider’s appointments in another. You can also choose what information appears on each line of an
appointment in the schedule of appointments area.

1. In the Schedule toolbar, click View.
The Select View dialog box appears.

-

Select Wiews @

Edit
Delete

]4 | Cancel ‘
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2. Do one of the following:
e To create a new view, click New.
e To edit a view, select it and click Edit.
e To delete a view, select it and click Delete.

The View Setup dialog box appears.
Wiewr Setup

—Select Dape—— [ Appointment Dizplay Info

¥ Sunday Line 1 IName "l
V .

¥ Monday Line 2: IApptHeasun "l
el v Tuesday .

HETH Line 2: IF'hu:une 'l

v Wednesday

PEDO S Iﬁ
PERI W Thursday Line &: | Provider =

— Provider(z):

SURG .

: Line 5: | [none] -
[
[ al W Friday |
) ¥ Saturday Line B: | [nane] -
— Dperatories: ——

Line 7: | [nane] -
Line 8 |[none] -

W Wiew dppt. Motes
v “iew Patient Alerts*

Iv “iew Provider Columns
(1] I Cancel |

*Mafark. Phone, Tille, Pref. Mame, and Chart Murm. are alzo affected)

3. Select the provider or providers that you want to assign to this view.

Note: Selecting a provider displays the provider tracking column along the left side of the Schedule for
the selected provider. Appointments scheduled in a displayed operatory will always show regardless of the
provider assigned to the appointment.

4. Select the operatories that you want to view.
Note: You may view up to ten operatories at a time.

5. Under Select Days, select the days that you want to view.

6. Under Appointment Display Info, select the information that you want to display from the lists:

¢ No information [None] ¢ Work Phone

e Name e Chart Number
*  Appointment Reason *  Provider

e Home Phone e Preferred Name

Note: The blocks of time you set in practice setup allow you to view several lines of information
depending on the length of the patient’s appointment. You can choose the information that you want to
display in the Schedule and prioritize up to eight lines of information. You can view Appointment Reason
on two consecutive lines so that more ranges are displayed.

7. 'The following view options are set by default:

*  View Appt. Notes — Places a note symbol in the upper-right corner of any appointment that has a note.
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*  View Patient Alerts — Places a medical alert symbol in the upper-right corner of an appointment for

patients with medical alerts.

*  View Provider Columns — Displays the Easy Provider Tracking Column along the left side of the

Schedule.

Note: If you select work phone, preferred name, chart number, or patient alerts, the Schedule may

become a little slower because more fields are read.

8. Click OK.

Changing Views

From the View toolbar, you can switch between the following Schedule views:

*  Day View — The Day View is the default view when you first open the Schedule. Only appointments
scheduled for the selected day appear in the schedule of appointments area. You may also press the Cerl

and D keys simultaneously to switch to this view.

*  Week View — You may view the entire week’s appointments for the operatories by clicking Week View
from the toolbar. You may also press the Ctrl and W keys simultaneously to switch to this view.

*  Month View — By clicking Month View from the toolbar, you can see scheduled production for each day
of a month and quickly move between days. You may also press the Ctrl and M keys simultaneously to

switch to this view.

Finding Available Appointment Times

Let the Schedule find open time blocks for you. All you have to do is enter a few items of information and the

Schedule will generate a list of available time slots.
1. In the Schedule toolbar, click Schedule Appointment.

The Select Patient dialog box appears.

Select Patient @
A[B|CID|E|F|G|H|I|JJKJL|M By
& Last Mamne

M{OJFIQ|RIS[TIU|V|W|X|Y]|Z " First Name
of1|2|3|4]/5|678]9].]|Cla " Preferred Mame

- - © Haome Phone #

I Include Archived Patients © Chart #

Enter Last Mame [Last, First b1} 554

|Birthday |Pr0vider |Status
05/15/19584 DDS2
5

05/17/196

09/06/1572

Croshy, Shiley H

Draviz, Harmon 1040841960 DDS1 [Non-Pat) J

*Davis. Harmaon 1040541960 DDSA

*Davis, Karen 11416/1362 DD51

Daviz. Kelly 11430419592 DD51 d
Recent Patient Selections:

*Croshy, Brent L 05/17/1969 DD51

Mews Family More Info... | QK I Cancel

2. Type the first few letters of the patient’s last name, select the patient from the list, and click OK.

The New Appointment Information dialog box appears.
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P "~

MNewr Appointment Information - (Crosby, Brent L) @

W Use Reason to Auto Update Recall
Length: | 0 min ﬂ
Ammount; W
Status: m
Schedule: m
Type: m
Desc: Delete | Delete &l | Op: lr ﬂ
| Drate: li ﬂ
Tirmne: li ﬂ
Mate: [ LabCase Last Changed: Ii

-~

Feason
Initial | Tx ‘ Mise. |

Find \ Schd. Nem| Elipboard| oK \

Other Apptfs] \ Wiait il Call | e i s | T \
Dial

3. Click Find.
The Find New Appointment Time dialog box appears.

Find Mew Appointment Time @
Select Provider(z] — Select Days Start Date Select Time Block
¥ AI[0DST » || [ Sunday 03728722 »| ||| Search By Time Block
DDs2 J Meeting - OP-1 -DD0ST &
oos3 (2] || W Monday @ Dayls) 1l 21 3 0ff -0P-1 - D051
EMDO ™ week Meeting - OF-2 - DD52 |
HY&T ¥ Tuesday | Meeh[sl 56| |||of-0P2-DDs2  |E
ORTH ~ || & \ednecd onth(s) 0ff - OP-3 - ENDO
ednesday Meeting - OP-8 - HYR1
Select Op.[= Time Range Qrf - OP-8 - HYG1
pLs] V' Thursday e — | | o -oP-4 - oRTH M
W AIOP1 . ¥ Fi #ppt Length: |10 min ——
op-2 Friday [ Search By Appt Tupe
opa |= YAppt T ep
OP-4 [ Saturday Start: ﬂ
OP5 . Ii Appt Type: |<allx
e I Clear &l B )
[ Search By Assigned Dperataries Only Search/View | Search | Cancel |

4. Do the following:

*  Select Provider(s) — From the list, select one or more providers.

*  Select Op(s) — From the list, select one or more operatories.

*  Select Days — Clear the days that you do not want to include in the search.
5. To select a starting date other than the current date, do one of the following:

e Type the date to start searching from in the Start Date text box.

*  Click the Start Date search button and select a starting date from the calendar.
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Note: To increase the start date by days, weeks, or months, select the corresponding option and
then click the appropriate number of days, weeks or months that you want to jump ahead for the
beginning of the search.

Under Time Range, do the following:

*  Set the appointment length by clicking the arrow control buttons.

*  Select a time range to search for. For example, if the patient is only available for an appointment
between 9:00 a.m. and 11:00 a.m., click the Start and End search buttons to set the appropriate range.

Do one of the following:

e Search By Time Block — Select to search for an available time within a specific time block, and then
select the appropriate time block.

e Search By Appt Type — Select to search for time blocks for a specific appointment type only.
Note: To learn more about implementing time blocks, see “Easy Day Planning” on page 77.

Click Search/View.

The Available Appointment Times list box appears.

Aozailable &ppointment Tirmes @

[9/28/2012 2:00am - 1200pm  DDST :
Fri 03/28/2M2 8:00am - 12:00pm  DDST: OF-2 ‘—‘

Fri  09/28/2012 2:00am - 12:00pm  DD5ST: OP-3
Fri  03/28/2012 §:00am - 12:00pm  DDST: 0P-4
Fri  09/28/2012 &:00am-12:00pm DDST:0P5
Fri  03/28/2012 §:00am - 12:00pm  DDST: OP-6

Fri  09/28/2012 %:00am -12:00pm  DDS1:0PF

tdare | Wit | Wit et | Cancel

Do the following:

e Select a time range that meets the patient’s schedule, or click More to view additional ranges.

*  Click Select to set the appointment within the selected block of time.

Scheduling Appointments

Easy Dental includes a comprehensive set of tools for scheduling appointments. When you are scheduling
appointments, you can see if a patient already has an unscheduled or broken appointment. You can view
the patient’s appointment list to determine whether you want to reschedule an existing or schedule a new
appointment.

1.

To schedule an appointment

In the Schedule toolbar, click Schedule Appointment.
The Select Patient dialog box appears.

85

Easy Dental 12.1 User’s Guide



86 Chapter 4: Schedule

Select Patient IEI
A[B|CID|E|F|G|H|I|JJKJL|M B
(* Last Name
M{O|F|IQ|R|S[TIU|V|W|X]|Y]|Z  First Mame
of1|2|3|4]/5|678]9].]|Cla " Preferred Mame
- - " Home Phane #
[ Include Archived Patisnts  Chart #
Enter Lazt Mame [Last, First MI]: " 55H#

Birthday Provider |Status
05/15/1984 DDS2
05/17/1969

. 09061972 51
Draviz, Harmon 1040841960 DDS1 [Non-Pat) J
*Davis, Harmon 10#05/1960  DD51
*Daviz, Karen 11/416/1962  DD51

Daviz, Kelly 11430419592 DD51 j
Fecent Patient Selections:
*Crozhy, Brent L 05/417/19683 DD51

Mews Family More Info... | QK | Cancel

2. Type the first few letters of the patient’s last name, select the appropriate patient from the list, and click
OK.

The New Appointment Information dialog box appears.

Mew &ppointment Infarmation - (Croshy, Brent L) @

¥ Usze Reazon to Auto Update Recall
Lengthc |0 min ﬂ
Arnoint: W
Status: m
Schedule: ’m
Tyvpe: m
Des: Delete | Delete Al | Ope W ﬂ
D ate: ’7 ﬂ
Time: ’7 ﬂ
Mote: [ Lab Case Last Changed: ’7

Reazon
Initial | Tx | Misc. |

Find ‘ Schd. Ne:-:t| I:Iipl:u:uard| oK |

Other Appt(s) ‘ wiaitAwill Cal | Ins Claim Info | Cancel |
Dial

3. If necessary, click the Provider search button and change the patient’s provider.

Note: By default, the provider is set to the patient’s primary provider from the Patients module.
4. If necessary, change the recall type attached to the appointment.

Note: To learn more about changing a recall type, see “Managing recall” in the Easy Dental Help.
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Chapter 4: Schedule 87

e Initial — From the Select Initial Reasons dialog box, select the reason for the appointment and click OK.

Zelect Initial Reazons

-

=)

Ex
LirnitE
CampE =
Fhd
P&,
+Pa
Fano

4

L

B
Bud
[iagCast
Prophy
Prophy-Ch
FICh

Pertd aint

(o]

Cancel

ErnergTs
Conzult
RE-Prophy
RE-Comp
RE-Child
Periok »

* Tx - From the Treatment Plan dialog box, select a treatment plan and click Close.

I

Treatment Plan

=3

Odr Date Code Dezcription Tooth  Suf
1 02/01/2012 D7140 Routine Extraction 30
2 02/01/2012 D240 Parcelain/HNM Pontic 30
2 0D2//22 D6790 Porcelain/HHM Retainer Crown 29
2 02/01/72012 DB750 Porcelain/fHHM Retainer Crown k1l

Cloze

-

*  Misc — From the Procedure Codes dialog box, select the appropriate procedure code or codes, and

click OK.

Procedure Codes

Categary

()

Procedure Code List

Preventive
Fesztorative
Endodontics
Periodontics
Prosth, remow
b awillo Prozth
Implant Ser:
Frostho, fixed
Oral Surgery
Orthodontics

Maone

m

DO1z20
DOt140
D045
DO150a
DOEd
Do17a
EI ]
Do210
DOZ20
D0230
Do240
D0z2a0

o]

Perodic Evaluation

Limited Evaluation

Evaluation of %oung Patient
Comprehensgive Ewvaluation
Detalled & Extensive Evaluation
Froblem Focuzed Re-Evaluation
Penodontal Evaluation

Intraoral Full kouth Films
Intraoral Penapical Film

Intraoral Penapical Add'|
Intraoral Occluzal Film

Estracral Film

Cancel

m

-

Note: If the procedure requires a tooth surface or quadrant, add it to the patient’s treatment plan. To
learn more, see “Entering treatment plans” in the Easy Dental Help.

6. To edit the length of time needed to complete the procedure, click the Length search button.

The Appointment Time Pattern dialog box appears.
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Appointment Time Pattern @
Time Patterm
2 1 i
17 XXX
Tatal Time: Init[z) Ok I Cancel |

7. Click the left arrow to decrease or the right arrow to increase the duration of the appointment.

Note: An “X” represents provider time. A slash (/) represents assistant time. A clear block represents chair

time when neither the provider or assistant are present.

8. If necessary, do the following:
e Status — Select the appropriate status from the list.
*  Schedule — Select the appropriate type from the list.
*  Fixed — You cannot change the patient’s appointment.
*  Open - You can change the patient’s appointment if necessary.
*  ASAP - Patient requested an appointment as soon as possible.
e Type — Select the appropriate production type for this appointment from the list.
*  Op — Select the appropriate operatory from the Select Operatory dialog box.
* Date — Type an appointment date to change it from the default.
e Time — Type an appointment time to change it from the default.
9. Type a note about the appointment.
10. Click OK.

An appointment is set for the date and time you specified.

Setting Appointments Complete

When you set an appointment to complete, the procedures attached to the appointment are posted to the

Chart and Accounts modules.

To set an appointment to complete
1. Select the appointment and then from the Schedule toolbar, click Set Complete.

The Set Appointment Procedures Complete dialog box appears.

-

Set Appointment Procedures Complete @

Select Procedures

Pz Amalgam 1 Surface

Set Complete I Cancel |

2. Select the procedures that you want to set to complete and then click Set Complete.

The appointment block turns gray indicating that the appointment has been completed.

Easy Dental 12.1 User’s Guide



Chapter 4: Schedule 89

Note: If the appointment is attached to Recall, you will be prompted to create a new Recall Appointment.

The new appointment information will default according to the posted appointment.

Scheduling Events

You can schedule an event (a non-patient “appointment”) to block out time in the Schedule to close an

operatory for a day or up to four weeks. Events can include such items as staff meetings, vacation schedules, or
holidays.

To schedule an event
1. In the Schedule toolbar, click Schedule Events.
The Schedule Event dialog box appears.

Schedule Event @

Ewent Time Operatories:
st [ | Bt [
| ol 2| || 1
[ Cloge Operatomy (A1 0 ay Event] SEE

opP-5
Event Days OFE
apP-7

Start: [ng/18/2012 ﬂ End: [09/18/2012 ﬂ oP-g

Select Days aof the Week
v Sunday v Monday W Tuesdap ¥ ‘wWednesday

v Thursday v Friday W Saturday Clear &l

Dezcription

[ Al

Ewvent Color

|Event

[ Center Description on Scheduled Event IE
Motes
Insert D ateline

-~

MOTE: If multiple operatonies andsar days are specified far the Event, separate
Ewventz [ohe per day per operatany] will be created/displayed in the Schedule. The
Event creation process may take several minutes depending on the criteria
specified.

Clipboard (1] | Cancel

2. Under Event Time, do one of the following:

If the event will only last part of the day, type a Start and an End time.

If the event will last the entire day, select Close Operatory (All Day Event).

3. Do the following:

Operatories: Select the operatory or operatories that you want to schedule the event for.

Note: If you specify multiple operatories and/or days for the event, separate events (one per day per
operatory) are created and displayed in the Schedule. The event creation process may take several
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minutes depending on the date range specified, days of the week selected, the number of operatories
selected, and the number of future appointments scheduled. While multiple operatories and/or days
are treated as separate events, they are linked.

e Event Days: Select the day or days when the event will occur.

Note: You may schedule events as much as one year in advance. You may also select specific days
within a range when you schedule an event.
e Description: Type a description of the event.
*  Center Description on Scheduled Event: Select to center the description on the Event icon.
4. To select a background color for the event, click Event Color.

The Color palette appears.

Color

ol

]
=]

EEEENT

=]
=
L
L
L
)

EEEEENE
EEEE T

Cusztom colors:

Define Cugtomn Colors »»

0k I Cancel |

5. Select a color from the palette and click OK.

Tip: Selecting a color that is too dark may obscure the black text of the event description and note. For
example, black text will not be easily readable on a dark blue background.

In the Notes field, type any notes that apply to the event.

To include a dateline, click Insert Dateline.

Click OK to schedule the event.

In the Schedule toolbar, click Refresh.

The event appears in the schedule.

The Schedule Lists

The following lists are available from the Schedule module:

¥ e NS

* Appointments List
e ASAP List
¢ Unscheduled List
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Opening the Appointments List

The Appointments List displays all scheduled appointments for a selected date in the Schedule. From the
Appointments List, you can view the time, status, patient name, provider, operatory, reason, length, and
patient phone number for the appointment.

Note: To learn more, see “The Appointments List” in the Easy Dental Help.
To open the Appointments List

1. In the Schedule toolbar, click Lists, and then click Appointments from the menu.

The Appointments window appears displaying all scheduled appointments for the current date.

I

Appointments @

| ([T 7] A [ Be] i [ 5

Fri-Jul 13, 2012

Time Status M ame Proy/0p HReason Ln Phone
3:00a “*lanes, Rayrmond D0S1/0P-1 CampE », Consult

2:00a Little, Brian DDS2/0P-2 | Fhix, DiagCast [111)797-6241 r
3:00a kr. O'Connell, “william ORTH/OP-4  [Ex, Bwsd, Prophy (1111898-1244—

2:00a F.enner, Spencer FEDO/OP-AS | Ex. Bwes2, Proph F97-8504

9:00a TS wenzon, Steve DDS1/0P-1 | CompEs, Beeed 40 &

2. Double-click an appointment to open the Appointment Information dialog box for that appointment.

Opening the ASAP List

If a patient wants an appointment sooner than your next available time, you can flag scheduled appointments
as ASAP (As Soon As Possible). Once you flag an appointment as ASAP, it appears on the ASAP List. This
satisfies the patient’s request for an appointment sooner than the first available one and provides you with a
list of patients you can fill holes with in an otherwise full schedule.

In addition to providing you with the names of patients who can fill open appointment times, the interactive
nature of the ASAP List makes it simple to contact a patient and then create or move an appointment as

needed.

Note: To learn more, see “The ASAP List” in the Easy Dental Help.

To open the ASAP List
1. In the Schedule toolbar, click Lists, and then select ASAP from the menu.
The ASAP List window appears.

Easy Dental 12.1 User’s Guide




92 Chapter 4: Schedule

[ asap List 55
| B 2[Q] [# ] & |51

Fri - Jul 13, 2012

Status

Reazon
Little, Brian ] liagC

2. Double-click an appointment to open the Appointment Information dialog box for that appointment.

Opening the Unscheduled List

The Unscheduled List provides you with an easy way to view broken or wait/will call appointments.
Note: To learn more, see “The Unscheduled List” in the Easy Dental Help.
To open the Unscheduled List

1. In the Schedule toolbar, click Lists, and then select Unscheduled from the menu.

The Unscheduled List window appears.

E] Unscheduled List @
=

Status

Thu - Sep 27, 2012

Phone

dAr. eriry D051 | CompEs, Prophy b0 ! b
02/01/2012 | Broken |Edwards, Arna DD5S1 | Bewsd, EmergTs= 40 F=reraln|
02/01/2012 | Broken |Mr. Edwardz, John DOS2 | Pertdaint 110 F3r-1m
02015202 | Broken | Ms. Browns, Marg DDS2 | Fre 20 555-4509
02/01/2012 | Broken |Mr. Edwardz, John EMDO |CampEx, Fhx, Con 40 Fsreraln|
02/01/2012 | Broken |Edwards, Arna EMDO | CompEx, Fhi, Con T F=reraln|
02/01/2012 | Broken  |Msz. Daviz, Karen H¥G1 |Ex, Bwwd, Prophy 70 7971530

2. Double-click an appointment to open the Appointment Information dialog box for that appointment.

Managing Appointments

Scheduling an appointment is only the first step in using an integrated electronic scheduling system. You can
manage scheduling tasks, such as rescheduling, breaking, or confirming appointments and posting scheduled
work once you complete it.

Finding Appointments

You can find appointments in Easy Dental from the Schedule toolbar or, if you know the date and time of the
appointment, by clicking the Day Search buttons or switching views.
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Note: To learn more, see “Finding Appointments” in the Easy Dental Help.

To find an appointment
1. In the Schedule toolbar, click Find Appointment.
The Find Appointment dialog box appears.

P

Find Appointment
A|B|IC|IDIE|F|GIH|T]|J
OIFIAIRIS|TIU|V W] E|Y]Z Clear |

Enter Mame [Last, First M1):

G

Crazby, Brent L 0732012 Fri EMDO
Crosby, Shirkey H oFAszmz Wed DDS52
Crosby, Brent L arAanszmz Tue DD51

Wiew Appt | ] 8 | Cancel |

2. Type the patient’s last name, press Tab, and then press Enter.

All appointments for patients with that last name appear.
3. Select the appointment that you are trying to find and click View Appt.

The Schedule resets to the day of the selected appointment.

Moving Appointments

Whether a patient needs to reschedule an appointment or the office needs to lighten the schedule, from time-
to-time you will need to move an appointment to a new date or time. From the Schedule you can change
appointment dates and times without ever having to re-enter information or delete broken appointments.

To move an appointment

1. Double-click the appointment.

The Appointment Information dialog box appears.
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P

Appaointrment Information - (Smith, Michael) @

L Recal [BITEWINGS  07/i6/2012
Provider: [BURG >3] Lt | PRoPHY sz 2

v Usze Reazon to Auto Update Recall

Reazan

Iital | | Mise. | Length: | 60 min >>

A b | 190,00
Pz Periodic Evaluation freun
Pc  Bitewing Four Films Shatus: -
Pz Prophylasiz - Adult S | cnane>
Schedule: |FIXED -
Tvpe: | General -
Dess: Delete | Delete Al ‘ Op: |OP-7 ﬂ
Ex. Boved, Prophy Date: [07/13/2012 55|
Time: [11:00am 53]
Mate: [~ LabCaze Last Charged:

-

Find | Schd.Next| clipt.c.ard| aK ‘

Other Appts] | Wit Al Call | Ins Claim Info | Cancel \
Dial

2. Do one of the following:

* Type a new date and time for the appointment in the Date and Time fields, and then click OK.
The appointment moves to the new date and time.

* Click Clipboard and do one of the following:
*  Drag the appointment from the Clipboard to a new time and/or operatory.

*  Click the Day Search buttons to find the appropriate day to move the appointment to, drag the
appointment from the Clipboard to the new time and/or operatory, and click Yes.

The appointment moves to the new day and time.

Breaking Appointments

When a patient cancels an appointment, you don’t want to forget and lose the appointment. To prevent
losing broken appointments, appointments are not just removed from the Schedule. Instead, they are moved
to the Unscheduled List where you can review them regularly. In addition, when you next try to schedule
an appointment for a patient with a broken one, you receive a reminder that the patient has a broken
appointment and are prompted to reschedule it.
To break an appointment
1. In the Schedule, find and select the appointment that you want to break.
2. In the toolbar, click Break Appointment.

A warning appears explaining that the appointment will be moved to the Unscheduled List.

3. Click Yes.

The appointment is broken and moved to the Unscheduled List.
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Rescheduling Broken Appointments

When you are scheduling an appointment for a patient and if the patient already has an unscheduled
or broken appointment, a reminder appears. A message appears asking if you want to view the patient’s
appointment list so that you can determine if you want to reschedule the appointment or schedule a new one.
To reschedule a broken appointment
1. In the Schedule toolbar, click Schedule Appointment.

The Select Patient dialog box appears.

Select Patient -ﬂ
A[B|CID|E|F|G|H|I|JJKJL|M By
& Last Mamne

NI{OJP|Q|RIS|TIUIV W[ R]|Y|E " First Mame
of1|2|3|4]/5|678]9].]|Cla " Preferred Mame

- - " Home Phore #

I Include Archived Patients © Chart #

Enter Lagt Name [Last, First M1): 554

|Pr0vider |Status
DhDS2

|Birthday

“Crozhy. Brent L 5 L)

Crashy, Shirley H 09/06/1972 DD51

D avig. Harmon 10/05/1960 DDS1 [MonPat) J
*Davis. Harmaon 1040841960 DDS1

*Daviz, Karen 11416/1962  DD51

Daviz. Kelly 11430419592 DD51 J
Recent Patient Selections:

*Croshy, Brent L 05/17/1969 DD51

MNew Family Mare Infa... | 0K I Cancel

2. Select a patient who has an unscheduled or broken appointment.

A message appears.
3. Click Yes to view the patient’s appointment list.

The Family Appointment List dialog box appears.
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Family &ppointrment List

Guar  Davig, K.aren 43 RC:PROPHY O

Chid  Davis, KeII 19 RC:PROPHY 07/05/2012 +
Chid  Davig, Lyle 18 RC:PROPHY 07/05/2012 +
-Other  Davie, Harmon 51 RC:<none:
Appaintrent Recall Lab Caze I
<Unzcheduled Appt: HY¥G1 PROPHY 02/06/2012 +

*07/03/2ME Mon 1:00pm  HYG1

Treatment Plan

Wiew Appk. | Create Mew Appt. | Cloze I

4. Select the unscheduled or broken appointment from the list and do one of the following:

*  To reschedule the appointment, click View Appt.
*  To create a new appointment, click Create New Appt.

The New Appointment Information dialog box appears.

Mew &ppointment Infarmation - (Croshy, Brent L)

]
o o5 | ]
¥ Usze Reason to Auto Update Recall
—Reason
. : Length: [0 min ﬂ
Iritial | Tu | Mizc. |
Aot IEI.DD
Status: |<n0ne> vl
Schedule: IFIXED vl
Type: |<n0ne> vl
Desc: Delete | Drelete Al | Op: IDP-1 ﬂ
D ate: I ﬂ
Timne: I ﬂ
Mate: [ LabCase Aftach Easel Last Changed: I

-~

-

Find | Sehd. Newt | Clipboard | ok |

Other Apptfs] | wiat/will Call | Ins Claim I | Cancel |

Dial |
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5. Select an operatory, date, and time, and then click OK.
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Note: To learn more about changing the other fields in the Appointment Information dialog box, see

“Scheduling Appointments” on page 87.

Adding Appointments to the ASAP List

Occasionally, patients want appointments sooner than your next available time. You can flag scheduled
appointments as ASAP and place them on the ASAP List. This provides you with a list of patients you can fill

holes with in an otherwise full schedule.

To add an appointment to the ASAP List

1. In the Schedule, double-click the appointment that you want to add to the ASAP List.

The Appointment Information dialog box appears.

L Recal |BITEWINGS  O7/05/2012
Provider: [BURG >3] Attached: | PROPHY 07/05/2012

Reason |
rital | | pisc. | Lengthi |60 min >

Amount: {13000

Pz Perodic Evaluation

Find ‘ Sl Ne:-ct| Dt | oK

A

Appointment Infarmation - (Smith, Michael) @

]

v Usze Reazon to Auto Update Recall

P Bitewing Four Films Status: |« N -
Pz Prophylasis - Adult rene
Schedule: |FI<ED -
Type: | General -
Desc: Delete | Delete Al | Op: |OP-7 ﬂ
Ex. Bored, Prophy Date: [07/13/2012 53
Time: [11:00am 53
Mote: [ Lab Case Last Chaniged:

Other Appt(s) ‘ wiaitwill Cal | Ins Claim Info | Cancel |

Dial

2. Select ASAP from the Schedule list.
3. Click OK.

The appointment’s schedule type changes to ASAD, and the appointment is added to the ASAP List.

Printing from the Schedule

This section covers the following topics:
*  Printing the Schedule View

*  Printing Route Slips
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Printing the Schedule View

You can print the Schedule view in case you do not have the Schedule information in your operatories. You
can also set up, save, and select custom views. You can set a custom view as the default view and print a daily
or weekly Schedule view.

To print the Schedule view

1. In the Schedule toolbar, click Print, and then from the menu, click Print Schedule View.

The Print Schedule View dialog box appears.

Print Schedule View

Select Repart Options:

Print Yigw Provider(z]:
Appointment Dizplay 1nfo W Frint Appt Colars DD51
. posz
Lire 1: |Name :" [ Print Schedule Note HYG1
S DDS3
Ling 2 l—_|ApptF|eascun - [ Prirt Tirne at Right EE&S
[ Exclude Closed Hrs PERI
Line 3: |Phone - SURG
Time YWiew ENDO
Line 4: [Provider ~ StatHr |8 v oAl
* am { pm Dperatories:
Line & [wiork Phone
=~ End Hr: IE_ op-1 &
~ = ap-2
Line &: [Pref N - am & pm 0P-3 |E|
ine ref. Mame 0P F
Or&a
Line 7: |Chart Mum - Repart Type OF-& Y,
v Day iew W Al

Line & [wiork Phone - [~ wieek View Date
halzmz -

[ Digplay Print “indow
Manage Options... | [ Do Mat Cloze \When Print/Batch

| Print Batch | Cloze |

Note: The providers, operatories, appointment display info, and time view default to the view currently

selected for the Schedule.

2. Do the following:

e Provider(s): Select one or more from the list.

Note: Appointments scheduled in a selected operatory always print, regardless of the provider
assigned to the appointment.

*  Operatories: Select up to 10 from the list.
* Date: Select the date that you want to print.

3. Under Appointment Display Info, select the information you want to display for each patient.

Note: Put the eight lines of information in priority order because shorter appointments will only show the
first few lines.
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Do the following:

Print Appt Colors: Select to print the Schedule view on a color printer.

Print Schedule Note: Select to print the Schedule note for the day.

Print Time at Right: Select to print the time bar on the right and left sides of the report.
Exclude Closed Hrs: Select to not print the hours your practice is closed.

Time View: Type a range for the office hours that you want to print.

Select the type of report that you want to print.

Day View
Week View

Select one or more of the following:

Display Print Window: To open the Print dialog box.
Do Not Close When Print/Batch: To keep the Print dialog box open after you click Print or Batch.

Note: From the Print dialog box you can change printers, select a range of pages to print, and select
the number of copies to print.

To save any changes you made to the default settings, click Save Options.

The Save Options dialog box appears.

Save Options \EI

Options List:

b wigw

(1] | Cancel

Under New Option Name, type a name for the schedule view, and click OK.

Do one of the following:

Print — Click to print the document immediately.

Batch — Click to send the schedule view to the Batch Processor to be printed at a later time.

Note: To learn more, see “Printing the Schedule View” in the Easy Dental Help.
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Printing Patient Route Slips

The Patient Route Slip provides the following information:
e Datient information, including much of the information available from the Patients and Schedule modules.
*  Account information, including the guarantor’s name, phone numbers, and billing information.

* Insurance information, including the primary and secondary carriers, subscribers, group numbers and
benefit information.

* Appointment information, including the date, time, provider, operatory, status and a list of all procedures
scheduled for the appointment.

To print a patient route slip

1. In the Schedule, select the appointment that you want to print a route slip for.

2. In the toolbar, click Print, and then from the menu, click Print Route Slip.

The Print Route Slip dialog box appears.

Print Route Slip @

Prink

Batch

Ll

Cancel

3. Do one of the following:
*  Click Print to print the Route slip immediately.
*  Click Batch to send the Route Slip to the Batch Processor to print at a later time.

Note: To print all route slips for a range of days, see “Creating Daily Appointment List Reports” in the
Easy Dental Help.

Changing Practice Hours

Occasionally, you may need to change the hours that your office is open for a particular date or provider. You
can change your working hours for a single day or to close the office completely on a single day. Similarly, you
can change a single provider’s hours for a day or to schedule the provider out of the office for a day.

This section covers the following topics:
*  Setting practice schedules

*  Setting provider vacation days

Setting Practice Schedules

The Schedule makes it easy to close your practice for a single day, set yearly holidays, open on a day you had
previously closed, and change office hours for a single day.

Note: Before changing your practice’s schedule, make sure that you reschedule any appointments scheduled
for the days you are closing your practice.
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To close your practice for a holiday or a selected date and to change hours for a day

1. In the Schedule toolbar, click Setup and click Practice Schedule from the menu.

Chapter 4: Schedule 101

The Schedule Calendar for Practice window appears with the hours your practice will be open each day.

Office Closed

Schedule Calendar for Practice

| =

Juby 2012 e

| Sun | Mon | Tues | Wed | Thur | Fri | Sat

1 2

15 16

22 23

29 30

Practice Closed: M
Practice Holidays:

2. Select a date to set as a yearly holiday for or to close or re-open your practice.

3. Do one of the following:

*  To close the office for a day other than a yearly holiday, click Office Closed and from the menu, click
Close Office on selected date.

The day you selected is marked according to the legend at the bottom of the Schedule Calendar for
Practice dialog box.

* To re-open the office, click Office Closed and from the menu, click Open Office.

e To set a yearly holiday, such as Christmas, click Office Closed and click Set Yearly Holiday.

* To delete a yearly holiday, click Office Closed and click Delete Holiday.

4. To change your practice’s hours for a day, double-click the day.

The Set Time Limits dialog box appears.

Zet Time Limits

StartTime

IEn | [12000m >

==

EndTime

|'|:EIEI|:um ﬂl B 00pm ﬂ

| |
[ |

E

Cancel |

5. Type the hours that you want to set for the selected day, and click OK.

Your practice’s hours reset for the day.

6. When you have finished changing your practice’s schedule, click Close.
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Setting Provider Vacation Days

You can set and modify each provider’s schedule to accommodate patient visits, vacations, and other events.

To set a vacation day for a provider
1. In the Schedule toolbar, click Setup, and select Provider Setup from the menu.

The Provider Setup dialog box appears.

-

Provider Setup @

phsz2

D053 |2

EnDO |5 ‘ Schedule
HYG1 —

ORTH

FEDD I~ Cloze

2. Select the provider you want to set a vacation for and click Schedule.

The Schedule Calendar for [provider ID] dialog box appears.

Schedule Calendar for DDS1

Options

| << September 2012 =
| Sun | Mon | Tues |Wed | Thur | Fri | Sat
1

16 17 18 19 20 21 22

23 24 25 26
g-12 g-12 g-12 2
1-3 -5

30 Practice Closed: M
Practice Holidays:

Provider Vacation: |

28 29

3. Select the day that you want to set as a vacation day. (To change months, click the search arrows on the
date bar.

4. Click Options, and from the menu, click Set Vacation on selected date.

* To delete a vacation day that you set previously, click Delete Vacation day.

* To reset a provider’s hours to the default, click Reset Hours to default on selected date.
5. Click Close.

Note: Be sure that vacation days do not have appointments scheduled.
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Notes and Alerts

You can view notes, patient alerts, or medical alerts at any time for any patient by clicking the appropriate
icon on an appointment:

e Medical alerts B2
e Patient notes £

e DPatient alerts ¥

To view a patient’s notes and alerts

1. In the Schedule, select an appointment, and if the patient has a medical alert, click the Medical Alert
icon.

The Medical Alerts/Notes dialog box for the patient appears.

Medical &lerts/Motes far Perkins, Peggy - PRIVACY REQUESTS [mem|

Medical Alerts:

Asth .
e I Edit

Appointment Mote:

[ -

Patient Mate:

Account Maote:

(]:4 | Cancel

2. Do one or more of the following:

*  Click Edit to add to, change, or clear the patient’s medical alert.

*  Under Appointment Note, type or edit a note pertaining to the appointment.

e Under Patient Note, type or edit a note pertaining to the patient.

*  Under Account Note, type or edit a note pertaining to the patient’s account.
3. To view a patient alert, click the Patient Alert icon.

The Patient Alert dialog box for the patient appears.
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Patient Alert - (Croshy, Brent L) @

Description Start: [Always
Balance Overdue

End: [Always
Mote

Pleaze make financial arangements before scheduling
appaintrents for this family. Their insurance iz not reliable at all

Balance Information
0-->30 [ 31->60|61-->90 | 91--» Family Balance

190,00 0.00 000 0.00 190,00
Payment Amt: Py Amt Pazt Due: A
Bill Type: [1] Last Payment: 0.00

[ Do Mot Show This &lert Again Today

4. Click OK.

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 Production, Medium Production, and Low Production procedures.
You can achieve that “perfect” balance by reserving certain times during the day by blocking those times for
the scheduling of specific procedure types (High Production, Low Production, and so forth).

This section will discuss how to set up and use the Easy Day Planning system. The following topics are covered:
e Customizing Appointment Types

*  Customizing Procedure Codes

e Setting Up Time Blocks

e Activating Easy Day Planning

* Finding an Available Time Block

Customizing Appointment Types

To ensure that you do not accidentally schedule the wrong procedures in times reserved for specific types
of procedures, an appointment type is assigned to each procedure. When you schedule an appointment in
a reserved time block, Easy Dental verifies that the appointment’s type matches the type permitted for the
reserved time block.

Easy Dental includes four appointment types with each installation:
*  General

* High Production

*  Medium Production

¢ Low Production
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If necessary, you can delete or change these types and add up to 10 more.

To customize an appointment type
1. In the Reports toolbar, click Practice Setup, and then select Definitions from the menu.

'The Practice Definitions dialog box appears.

Practice Definitions @

Definition Type

|F'.p|:u:|intment Types j
Definikion Text

|Genera| Add
Id | Description Change
1 General
High Production Delete

2
3 Medium Production
4 Low Production

Close

'

2. From the Definition Type list, select Appointment Types.
The appointment types appear in the Definition Text list.

3. Select the appointment type that you want to change, and under Definition Text, type any changes that
you want to make to the name.

4. To save your changes, click Change.
A warning appears.
5. Click Yes to continue.

Note: While you can customize definitions at any time, to avoid problems, we recommend that you only
customize definitions that you have not yet assigned to a patient’s appointment.

To add an appointment type
1. In the Reports toolbar, click Practice Setup, and then select Definitions from the menu.
2. In the Definition Type list, sclect Appointment Types.
3. Under Definition Text, type a new definition, and then click Add.
The new definition is added to the bottom of the list.
4. Click Close.

Customizing Procedure Codes

You can assign a default appointment type to each procedure code in Easy Dental. Once you designate a code
properly, the correct appointment type is automatically assigned to any scheduled appointments using that
procedure code.
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To customize a procedure code
1. In the Reports toolbar, click Practice Setup, and then select Procedure Code Setup from the menu.

The Procedure List dialog box appears.

Procedure List @

ADA-LDT Codes | Dental Diagnostic Codes |

Procedure Code
Category AD, zer Code Description

[Mone] -~
Diagnostic
Preventive
Feztorative
Endodontics
Periodantics
Progth, remoy
M awillo Prosth
Irmplant Sery
Prostho, fised
Oral Surgemny
Orthodontics =

m

Mew |

Cloze

2. In the Procedure Code Category list, select the appropriate category.

All the procedure codes associated with that category appear in the code list text box.
3. In the list, select the code that you want to customize, and click Edit.

The Procedure Code Editor - Existing dialog box appears.

Procedure Code Editor - Existing @
Fee Schedule

[ | EditFee

Dezcrption: |[FEEETE =

Code Hames Treatment Flags
ifi 1. Dffice 45 00N
DD1 2|:| .":".D.‘*‘. EDEIE I_ DIHICU“ P[DC. 2 gena 3?|:||:|
[ Condition 3. BC /BS 34.00
Ex Abbrev Desc [ Remave Taath 4. Cigha 3200
[v Show in Chart 9. Orl3urg 55.00
Code 3 B 0.00
Auto Recall 7 Qoo
Code 4 [NOMNE]  >: | 8. 0.00
: 9 0.on
Ii Code 5 F'ru:u:eclurF-T Tirne 10 0.0
1 Units) 2> ] 11, 0.00
12 000
Procedure Categony:| Di i 13 0.00
racedure aegury|D|agn.:.gt|.: ﬂ N o0
Appointment T ype: | General j jl g ggg
17 0.00
Treatment .&rea:lMDuth j Flags 18, ooo .
Paint TPDE:“ND”BI j [ Do Mat Bill ta Insurance

[ Require Start/Completion D ates

Edit Mote | Mew Code | ﬂj Save | Cloze |

4. In Appointment Type list, select the appropriate type for the procedure code, and then click Save.
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Setting up Time Blocks

With time blocks, you can reserve specific times in the Schedule for certain appointment types, such as crowns
and exams. Once you set up and activate Easy Day Planning, a colored border surrounding the blocked time
appears that contains the time block name and the provider assigned to that block. You receive a warning that
you are attempting to schedule an incorrect procedure during the blocked time and are prompted to override

1t.

To set up a time block

1. In the Schedule toolbar, click Setup, then select Provider Setup from the menu.

The Provider Setup dialog box appears.

Provdider Setup

bOD52
DD53
EMDO
HYGT —
ORTH

PEDO = Cloge

m

E ‘ Schedule

=3

2. Select a provider and click Setup.

The Provider Setup [Provider ID] dialog box appears.

Provider Setup [DDE1]
Default Schedule

Sunday J
tonday ﬂ
Tueszday ﬂ
Wwiednesday ﬂ
Thursday ﬂ
Friday ﬂ
Saturday J

< X X <1 % 7

Set Time Blocks

teeting
i

Frovider Alias

DDs2 .
DD53 K|
ENDO  —
HvG1 ~

X3

Add
Edit
Delete

Frovider Color

—

Cancel

3. Click Add.

The Block Settings dialog box appears.

=5

Block Settings
Time Block Mame: | I:I
Week Days Start Erd
[ Sunday J J
[ Maonday J J
[T Tuesday J J
[ wWednesday J J
[~ Thursday J J
[~ Friday J J
[T Saturday J J
Agzigned Op Block Appt Type
|<none> j |<aII> ﬂ
QK | Cancel |
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Type a short description of the block’s purpose, such as crowns or exams, in the Time Block Name field.
5. Click the color button.

The Color palette appears.

a. Select a color to represent the block in the Schedule.

b. Click OK.
6. Select the day and/or days of the week that you want to set the time block for.

a. Select the desired Start and End time for each day by clicking the respective search buttons.

The Select Time dialog box appears.

Select Time @

1200 pm

4] L]

Cancel

b. Click the left arrow to decrease or the right arrow to increase the time, and click OK.
7. Do the following, and then click OK:

*  From the Assigned Op list, select the operatory where you perform these types of procedures.

*  From the Block Appt Type list, select the appointment type that you want to assign to this time block.
8. Click OK again to close the Provider Setup [Provider ID] dialog box.

Activating Easy Day Planning
To display the scheduled time blocks, you must first activate Easy Day Planning.

Note: If you have not activated Easy Day Planning, the defined time blocks will not display in the Schedule, and
you will not be warned when you try to schedule appointments during reserved time blocks.

To activate Easy Day Planning

1. In the Schedule toolbar, click Easy Day Planning.
The defined provider time blocks display in the Schedule.
Note: When you try to schedule an appointment in a defined time block, the provider and the
appointment type are checked to verify that they match the time block. If either the provider or the

appointment type do not match, a warning appears. You can override the time block setting and schedule
the appointment or return to the Appointment Information dialog box.
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Crosby, Brent L

ERSEW @m\?2#& PEFXFERA X ¥ ) »"BU 58 46

MNate Monday - Januam 22, 2018 ‘
[ EACREN oP-1 oP-2 ar-3 | P-4 | oPs |
00am NPF-Jones, Raymond | Little, Brian “| Mr. D'Connell, William -| Kenner, Spencer Schow, Lawrence P G:00am -
10 CompEx, Consult Fid. DiagCast Ex. Buwrd, Prophy. Consult Ex. Bws2, ProphwCh, FICh, Ex, Bwird, Prophy A0
20 H:[1111555-6241 H:[111)555-1244 H:555-8504 H:555-8314 20
30 DDS1 -|DDs2 ORTH :30
40 N 40
SOn( [ | + 50
8:00am NP-Swensan, Steve -] 0'Connell, Sarah Keller. Hina 3.00am
10 CampEx, Buamd Ex. Brmd, Prophy, Cansult Ex, Buw2, ProphwCh, FICh 10
20 H (11116851244 H1111886-7777 L=t
30 D051 + ORTH FEDO
40 | Mrs. Little, Carol
| [ | CimPoHit3 +
NP-Turrer, Amold H:[1111555-E241 | O'Cannel. Bily Keller. T ahitha - Sehow, Pamela N
CompEs, P DDS2 Ex. B2, ProphyCh, FICh Ex. B2, PiophyCh, FICh Ex, Bwsd, Piophy
H H:[1111555-1244 H:(1111555-7777 H:555-8314
0Ds1 TH EDO
Little, Chad Olsen, Paul Keller. Richey - Smith, Michasl
Ex, Bws2., ProphyCh. FICh CampEx. Bisd, Consult Ex. Bur2, ProphwCh, FICh Ex. Bwrd, Prophy
H:[1111555-6241 H:555-8839 H:[1111555-7777 2
DDs2 PEDD SURG

M. Little, Dean
CinPoHi13
H:[1111555-6241
oDs2

NF-James, Sarah
CompEx, FMix, Pano, Consult

H
DDS1

Mr. Crosby, Brent L
ExHt30
H:555-56969
ENDO

Hr. Perking, Allen
Ex, Bumd, Prophy
H:IPRIVATE]
PERI

L+

| Mrs. Perkins, Peaay

NP-Sutton, Harvey k| Pano, Pert aint, Consult
CampEx, Fix= Mr. Reeves, Joshua H:[PRIVATE]
H LimitEx, Prophu PERI
DDs1 Little, Kewvin R
Ex, Bws2., ProphpCh. FICh EMDO

H:[1111555-6241
+{¥| DDE2

Edwards, John
Ex. B2, ProphyCh, FICk
H:665-7101

| Perking, Samuel
CompEx, Pana, PeriMaint,
H:PRIVATE]
PERI

e

NP-Mitchel, Travis
CompEx, F:, Congult

H
DDS1

Edwards, Kimberly
CompEx, Pano, Consult

-/ H:555-7101

Perkins, Shelly

CompEx, Pano, Periaint,
H:PRIVATE]

PERI

2. To move a time block within its respective operatory, drag it to the appropriate time.

3. To change the length of a time block, click the bottom border and drag it up to decrease or down to
increase the time block’s size.

Finding Available Time Blocks

From the Schedule, you can quickly search for the first available time block.

To find the first available time block
1. In the Schedule toolbar, click Schedule Appointment.

The Select Patient dialog box appears.
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Select Patient IEI
A[B|CID|E|F|G|H|I|JJKJL|M B
(* Last Name
M{O|F|IQ|R|S[TIU|V|W|X]|Y]|Z  First Mame
of1|2|3|4]/5|678]9].]|Cla " Preferred Mame
- - " Home Phane #
[ Include Archived Patisnts  Chart #
Enter Lazt Mame [Last, First MI]: " 55H#

Birthday Provider |Status
05/15/1984 DDS2
05/17/1969

. 09061972 51
Draviz, Harmon 1040841960 DDS1 [Non-Pat) J
*Davis, Harmon 10#05/1960  DD51
*Daviz, Karen 11/416/1962  DD51

Daviz, Kelly 11430419592 DD51 j
Fecent Patient Selections:
*Crozhy, Brent L 05/417/19683 DD51

Mews Family | More Info... | QK | Cancel

2. Select a patient.

The New Appointment Information dialog box appears.

Mew &ppointment Infarmation - (Crosby, Brent L) @

Provider: IDDT ﬂ EE:SPIied: ﬂ
¥ Use Reazon to Auto Lpdate Recall
Length: |0 min ﬂ
Amiount: W
Statusz: m
Schedule: |FIXED -
Tupe: m
Dlesc: Delete | Drelete Al | (] W ﬂ
Drate: ’7 ﬂ
Tirne: ’7 ﬂ
Mate: [ LabCasze Last Chaniged: ’7

Reazon
Initial | Tx | Misc. |

Find \ Sch, Ne:-ct| EIipI:u:uan:I| oK |

Other Appt(s) ‘ waitAwill Cal | Ins Claim Info | Cancel |
Dial

3. Change the appointment provider if necessary.

4. Assign a reason for the appointment.

Note: The appointment type assigned to this procedure code is pulled in. If you select more than one
procedure code, the appointment type for the first procedure code is assigned to the appointment. You
can change the appointment type as needed.

5. Click Find.
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The Find New Appointment Time dialog box appears.

Find Mew Appointment Tirme
Select Provider(z] — Select Daps Start Date
v AI[DDST » || [ Sunday 0372872012 >3
ngg E| v tdanday i Daylz] T3
vl || P Tuesdy || Weskl e
ORTH = " Monthiz]
v “wednesday
Select Op.[z)] ¥ Thursday Time Range
G A SE; i [+ Friday Appt Length: lm:ll
SEE |E| [ Saturday Start: ﬂ
- Clear &l B )
[ Search By &ssigned Operatonies Only

Select Time Block

[ Search By Time Block

Meeting - OP-1 -DDST &
Qff - OP-1 - DD
Meeting - OP-2 - D052
Qff - OP-2-DDsS2
Qff - OP-3 - EMDO
Meeting - OP-8 - HYG1
[ - OP-8 - HYG
Qff - OP-4 - ORTH 5

|.m

[ Search By Appt Type

Appt Type: |<alx

SearchMView | Search | Cancel |

6. Under Select Time Block, select Search by Time Block.

a. Select the appropriate time block from the list.
b. Click Search/View.
The Available Appointment Times dialog box appears.

Fri
Fri
Fri
Fri
Fri
Fri
Fri

12 8:00am - 12
8:00am -
2:00am -
2:00am -
a:00am -
2:00am -
A:00am -

03/28/2M2
034282012
03/28/2m2
03/28/2012
03/28/2Mm2

Susailable Sppointment Times

: DDS1: OP-1
12:00pm  DDST: 0OP-2
12:00pm  DDST: 0OP-3
12:00pm  DDST: 0P-4
12:00pm  DD5S1:0P5
12:00pm  DD51: 0P
12:00pm  DD51: OP-7

tdore | Wi | Wiew Mest | Cancel

c. Select a time from the list and then click Select.

7. Click OK to schedule the appointment.

Chapter 4: Schedule 111

Easy Dental 12.1 User’s Guide



112 Chapter 4: Schedule

Easy Dental 12.1 User’s Guide




Chapter 5: Chart 113

Chapter 5: Chart

The Easy Dental Chart simplifies keeping patient records and makes it easy to enter existing, recommended,
completed treatments or conditions. Treatment is color-coded so that at a single glance you can tell whether

a procedure is a condition, existing, treatment-planned, or completed. Easy Dental uses standard textbook
charting symbols that you'll find familiar and easy to recognize. Important clinical notes are efficiently
organized to help you document patient care. You can attach these notes as general notes to the patient or to
a specific procedure code. In addition, several template options are provided to make entering your notes even
easier.

The Chart chapter is divided into the following sections:
e  The Chart Module Window

* Entering Treatment

* Editing Treatment

*  Viewing Primary or Permanent Teeth

* Notes

*  Printing the Dental Chart
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The Chart Window

The Chart is divided into the following areas: the Patient Banner, the toolbar, the Graphic Chart, Procedure
Buttons, Procedure Category Buttons, Toolbar Procedure Buttons, Status Buttons, Progress Notes, and the
Progress Notes Control Box.

e

=
[*]®]

:Q Crosby, Brent L Call me Primary Provider Primary Insurance Secondary Insurance
':;;m 5/17/1963 (48)M 7 [m555-1212 ~ | Dennis Smith, D.D.5. Metlife Crasby, Brent L

G PAMIARNE&EYFERMFIUC U BER @8

Accoes

Complete

ﬁ[j:_': + T Plan

Shede Existing

‘,'_ Diagnostic || Preventive

sl Restorative Endo

— b Perio Prasth, rem

Socumeees | | Maw Prosth| Implants

[ || Prosth, fis || Oral Surg

Repars Ortho AdjSerr

Other || Conditions l@‘”_nate [Tooth| Surf | Proc | Pio Description Stat [Amount
gz/mJs202 0120 51| Periodic oral evaluation C 46.000
02/0/2002 0274 S itewing Four Image: [ 59.00] I
[ 0z/m /2012 1110 | DDS 1| Prophylasis-adult C 85.00 —

x 02/01/2012 | 29 E750 51 | Crown-porcelain fused-hi noble P 95,00

02/01/2M2 7140 | DDS1_| Esract enupted th/esposed it P )|

02012012 5240 51 | Pontic-porcelain fused to hnob P 100200

g2/0/202 E7RO S1_J Crown porcelain fused hi noble 195.00

The Chart Toolbar

The toolbar contains command buttons that allow you to perform specific tasks within the Chart.

ad® A0 MlHEGEYy@ald FHINEOOSBIER &8

Button [ Name Function

;‘ Select Patient Click to open the Select Patient dialog box from which you can
select a patient.

i Medical Alerts Click to view or assign a medical condition, such as a latex

allergy, to a patient. A red cross indicates a medical condition
exists; a white cross indicates that the patient does not have a
medical condition.

F Patient Alerts Click to view or assign alerts to a patient.

9 Print Dental Chart Click to open the print menu from which you can print the
v dental chart or progress notes.

D Copy to Clipboard Click to copy text to the Windows Clipboard.
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Name

Function

Set Up Procedure Buttons

Click to assign custom buttons to procedure codes.

View Conditions/Diagnoses

Click to view a patient’s invalidated conditions or diagnoses.

NEER

View Options Click to change your view options.
o Change Provider Click to change a patient’s provider.
&
LF_ _ Estimator Click to open the Estimator from which you can estimate the
123 costs associated with a patient’s treatment plan, including the
total charge, patient portion, and insurance portion.
i 3 Quick Letters Click to compose custom letters.
Quick Labels Click to print custom labels.
@ Send Message Lets you send an e-mail message. You must install a MAPI-
compliant electronic messaging system to use this feature.
@ Digital Imaging Click if you have digital imaging software and want to send an
image with a claim electronically.
=) Primary/Permanent Click to view dentition settings.
fRo All Procedures Click to access all procedures that are not assigned to a procedure
w button.
3 Explosion Codes Click to select and post an explosion code.

Dental Diagnosis

Click to enter a diagnosis.

Clinical Notes Click to enter notes for an exam that are not specific to a
procedure.
Refresh Lets you update the information in the Chart if you have made

changes.

Patient Picture

Click to open the Patient Picture window.

Perio Chart Click to open the Perio Chart.
Lab Case Manager Click to open the Lab Case Manager.
Easy Web Click to open the WebSync Wizard from which you can set up
WebSync’s options and features. WebSync lets you synchronize
Easy Dental information with eCentral.
@ easylink Click to link Easy Dental with digital X-ray and imaging systems.

115

Graphic Chart

The Graphic Chart visually depicts the condition of the patient’s mouth. Treatment is posted using textbook
charting symbols and color-codes treatment to indicate its status. For instance, completed work is posted in
blue and recommended treatment in red.
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Procedure Buttons

The 24 procedure buttons collectively represent the most common procedures performed. Each user-definable
button represents a single procedure code, explosion code, or condition that you can use to enter treatment.

To learn more, please see “Setting up procedure buttons” in the Easy Dental Help.

@=®
ARE

20|z i =0zC|®
O ==lli

S[2]4

Procedure Category Buttons

To see a list of procedure codes that have been set up to show in the Chart (from the Procedure Code Editor),

click the corresponding category button in the Chart.

Diagnostic || Preventive

Restorative Enda

Perio Frasth, rem

b ax Prosth]| Implants

Pragth, fix || Oral Surg

Orthao Adj Serv

Other Conditions
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Status Buttons

The status buttons indicate the type of treatment being entered.

Cormplete

+ T Plan

Existing

e Complete — Click to enter completed work and conditions for a patient.
e  Treatment Plan — Click to enter recommended treatment for a patient.

*  Existing — Click to enter existing work performed by a provider within your practice (almost exclusively
when charting past work done by your office).

The fields above the status buttons show the procedure code and the surfaces of the affected tooth. The
information in these fields is populated automatically when a you select a procedure.

Progress Notes

Progress notes centralize documentation and exam information in one location, making it easy to quickly
review a patient’s history. Each time you enter a procedure, exam, condition, treatment plan, or clinical note
in the Chart, Treatment Plans, or Accounts modules, a line is added to the progress notes. Each line lists

the date you entered the treatment, the treatment areas (if applicable), the procedure code, the provider, a
description, the treatment status, and the dollar amount associated with that procedure. A double arrow
symbol (>>) in the Description column indicates that a procedure note is available for that item.

@ Date Tooth| Surf | Proc | Prow Description Stat [ Amount
02012012 D0z274 |DDS1 [ Bitewing Four Images C 53.00( -

% Dz/0/2Mm2 01110 |DDST | Prophylasiz - Adult C 85.00
Dz /2m2 | 29 DEFRD | DDST1 | Porcelain/HMM Retainer Crown TF 959500

x‘ 02A01/2002 [ 30 07140 |DDS1 | Routing Estraction TP 156.00
DZA01 /2002 | 30 DE240 |DDS1 | Parcelain/HMM Pontic TP 100200
DzA0/2002 [ A DEFS0 | DDST | Porcelain/HMM Fetainer Crown TP 995.00( —
OrA7/203 ) B [ D240 0051 §amalgam 1 Surface TF To7.o0] |

For an explanation of the toolbar, see “Understanding progress notes” in the Easy Dental Help.

Entering Treatment

You can enter treatment in the Chart using the procedure buttons, procedure category buttons, or explosion
codes. For information on posting procedures using explosion codes, see “Adding treatment using explosion
codes” in the Easy Dental Help. This section explains the following tasks:

*  Entering Treatment Using Procedure Buttons

e Adding Treatment Using Procedure Category Buttons

Entering Treatment Using Procedure Buttons

The procedure buttons collectively represent the procedures common to most practices. You can enter or post
treatment to a patient using the procedure buttons if the procedure is assigned to a procedure button.
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To enter treatment using a procedure button

1.

In the Chart toolbar, click Select Patient, and then from the Select Patient dialog box, select the patient
you are treating, and click OK.

Note: By default, all treatment posted in the Chart is assigned to the patient’s primary provider. If
necessary, you can change the provider from the default.

To change the provider from the default, in the Chart toolbar, click Change Provider, select a provider
from the Select Provider dialog box, and click OK.

All work posted in the Chart during this patient’s session is assigned to the selected provider.

If the treatment requires a tooth number, click the appropriate tooth in the chart.

Click the procedure button corresponding to the required treatment.

If the selected procedure requires additional treatment information, such as surfaces or quadrants, the
Surface Selection dialog box appears.

Surface Select.. @
[ Mesial

[ Incizal/Occluzal
[ Distal

[ Lingual

[ Facial/Buccal

[ Clasz Five

Surfaces £

I—
Ok | Eanu:el|

Select the appropriate treatment areas, click Add, and then click OK.

The procedure codes update automatically to reflect your surface selections. For example, if you click
Amalgam One Surface and then select three surfaces, the three surface codes post to the Chart and
Accounts modules.

Click the appropriate status button for the procedure you are entering:

e  Complete — When entering completed work and conditions for a patient.

e TXPlan — When entering recommended treatment for a patient.

*  Existing — When posting existing work performed by a provider from your practice.

*  Auto-State — Quickly assigns the same status to several procedures. After you click Auto-State (+),
the next status button that you click remains selected until you click one of the other status buttons.
Auto-state is enabled if the button has a minus sign (-).

The procedure is added to the graphic chart (if you use a charting symbol in conjunction with the
posted procedure) and the Progress Notes. Also, all completed work posted in the Chart is posted to the
Accounts module, and the appropriate charges are listed on the patient’s account.

Adding Treatment Using Procedure Category
Buttons

When the treatment you are entering is not assigned to a procedure button, you can add treatment using the

procedure category buttons.
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To add treatment using a procedure category button

1. In the Chart toolbar, click Select Patient, and then from the Select Patient dialog box, select the patient
you are treating, and click OK.

2. To change the provider from the default, in the Chart toolbar, click Change Provider, select a provider
from the Select Provider dialog box, and click OK.

3. If the treatment requires a tooth number, click the appropriate tooth in the chart.
4. Click the appropriate category button.
The Select Procedure Code dialog box appears.

Zelect Procedure Code \EI

Code Dezcription

02140 Amalgam 1 Surface

02330 Antenar Resin Composite 13
02391 FPozterior Resin Compozite 1=
D270 Porcelain/HMM Crown
D27A1 FPorzelain/B aze Crown
02732 Full Cast Moble Crown
02930 Prefabricated Steel Crovwn-Prim
02340  Protective Restoration
02950 Care Buildup w Ary Pins
02951 Fin Retention

02952 Post & Core Added to Crown
02354 Prefabricated Post & Core

)4 | Cancel

5. Select the appropriate procedure code and click OK.

You can only select one procedure at a time. If the selected procedure requires additional treatment
information, such as surfaces or quadrants, the Surface Selection dialog box appears.

Surface Select.., @
[ Mesial

[ Incizal/Occluzal
[ Distal

[ Lingual

[ Facial/Buccal

[ Class Five

Surfaces Add

I—
Ok | Canu:e||

6. Select the appropriate treatment areas, click Add, and then click OK.

The procedure codes update automatically to reflect your surface selections. For example, if you click
Amalgam One Surface and then select three surfaces, the three surface codes post to the Chart and
Accounts modules.

7. Click the appropriate status button for the procedure you are entering:
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*  Complete — When entering completed work and conditions for a patient.
e TXPlan — When entering recommended treatment for a patient.
*  Existing — When posting existing work performed by a provider from your practice.

*  Auto-State — Quickly assigns the same status to several procedures. After you click Auto-State (+),
the next status button that you click remains selected until you click one of the other status buttons.
Auto-state is enabled if the button has a minus sign (-).

The procedure is added to the graphic chart (if you use a charting symbol in conjunction with the
posted procedure) and the Progress Notes. Also, all completed work posted in the Chart is posted to the
Accounts module, and the appropriate charges are listed on the patient’s account.

Editing Treatments

This section explains the following tasks:

Editing and Deleting Treatments
Editing Treatments in History
Editing Surface Paintings
Deleting Completed Procedures

Invalidating Procedures in History

Editing and Deleting Treatments

After you enter treatment in the Chart, you may need to edit or delete treatment information.

To edit or delete a treatment

1.
2.
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Select a patient.
In the Progress Notes list, double-click the treatment item that you want to change.

The Edit or Delete Procedure dialog box appears.
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Edit or Delete Procedure @

Date:[p7/02/2015

Procedure Description
Procedure: (02140 ﬂ |malgam 1 Surface

Taoth: |1_ Procedure Status Dverride Inz. estimate

" Treatment P
- Erea Tend an [ Primn. Ins.li
. b

Surfaces: |M, rr ORIt u Ii

(" Ewisting
Amount: | 127.00
Brovider: [DDST ﬂ [ Do Mot Bill to Insurance

[ Require Start/Completion D ates

Ii
Ii
Diagnnses:ﬂ

Motes: |Benzacaine topical gel. 1 carpule of Duranest, 1.55 with E pinephrine -
1:200,000, 25% N20 with a 10 minute 02 flugh. Bubber dam uzed to izolate
the area, ligated toath with flazs.  Prep tooth. Copalite, Decal liner, 2 spills of
alloy. Qeochuzion checked with carbon paper and adjusted with carver and
arnalgarm filling palizhed with pumice and hydrogen peroside. Standard past-

Delete 0k, | Cancel |

Do any of the following:

m

* Date — Delete the date and type the correct one.

*  Procedure — Delete the procedure code and then type the correct one. Or, click the search button to
select the correct code.

*  Tooth — Delete the tooth number and type a new one.

*  Surfaces — Delete the surfaces, and then type new surfaces or click the search button to select the
correct surfaces.

*  Amount — Delete and then type the correct amount.
*  Provider — Click the search button and then select the correct provider.
*  Procedure Status — Select the appropriate status: Treatment Plan, Completed, or Existing.

Note: Do not change the status to Completed if you want to post the procedure to the Accounts
module; click Set Complete in the Chart instead.

*  Opverride Ins. estimate — Select Prim. Ins. and/or Sec. Ins. and then type the correct estimate
amount.

* Do Not Bill to Insurance — Select to prevent the procedure from being billed to insurance.

* Require Start/Completion Date — Select to require start and completion dates.

Type any relevant notes regarding the procedure and/or the changes you made.

Click OK to save your changes.
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Editing Treatment in History

To provide security and protect the integrity of your patient data, changes to procedures are locked once

they have been moved into history. Procedures are moved into history during the Month End Update. You
cannot edit or delete procedures in history. However, you can remove procedures in history from the Chart by
invalidating the procedure. For more information on invalidating a procedure, see “Invalidating Procedures in
History” on page 123.

Editing Surface Painting

You can paint “snake eyes” or pits and cusps in the Chart when you use an amalgam for a missing corner of a
tooth.

To edit a surface painting

1. Select a patient.

2. Right-click a tooth that has a surface restoration procedure on the incisal/occlusal surface, and then click
Edit Surface Painting.

The Edit Surface Painting dialog box appears.

Edit Surface Painting @

Procedure Information
Thit 5 MO 03072012

Select Dccluzal Pitz

[ Mesial [ Distal
Select Cuzps
[~ Buccal [ Lingual

OF. | Cancel

Note: If you posted more than one procedure with an occlusal surface restoration to the selected tooth,
the Edit Surface Restoration dialog box appears. Select the appropriate procedure and click Edit.

3. From the Edit Surface Painting dialog box, select Mesial and/or Distal to indicate the location of the
occlusal pits.

4. Select the appropriate locations for the cusps.

Note: When you select pits, the painting of the pits replaces the default painting of the surface. When you
select cusps, the cusps are painted in addition to the default painting of the surface restoration.

5. Click OK to save the changes and return to the Chart.
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Deleting Completed Procedures

You can delete completed procedures that you no longer need to save in the database.

To delete a completed procedure
1. Select a patient.
2. In the Progress Notes list, double-click the procedure that you want to delete.

The Edit or Delete Procedure dialog box appears.

Edit or Delete Procedure

Date: [07/02/2015

Procedure Description

=

Procedure: (02140 ﬂ &smalgam 1 Surface

(" Existing

Amount: | 127.00
Erovider: [DDST ﬂ [ DoMat Bill ta Insurance

[ Require Start/Completion D ates
Diagnuse&:ﬂ

Toath: |1_ Procedure Status Oweride Ins. estimate

" Treatment P
- Erea TTHI:I an [ Prim. lrs. Ii
Surfaces: M, ﬂ PRIt w Ii

Motes: |Benzocaine topical gel. 1 carpule of Duranest, 1.5% with E pinephiring
1:200,000, 25% N20 with a 10 minute 02 flugh. Rubber dam uzed to izolate
the area, ligated toath with flazs.  Prep tooth. Copalite, Dycal liner, 2 spills of
alloy. Qeochuzion checked with carbon paper and adjusted with carver and
amalgam filling polizhed with pumice and hydrogen peroside. Standard post-

-~

Delete 0k, | Cancel |

3. Click Delete.
A warning appears.

4. Click OK to delete the procedure.

Invalidating Procedures in History

Chapter 5: Chart 123

Procedures are posted to both the Accounts module and the Chart simultaneously. However, a different
standard regarding record keeping exists for each module. Accounts, as a financial record, follows Generally
Accepted Accounting Principals (GAAP) which require that you correct a posting error using an adjustment.
In order to comply with GAAP, you cannot make changes to transactions once you move them to history

when you close out a month.

In contrast, the Chart serves as a clinical record of patient care. You should correct errors in the Chart to
reflect the actual care given. Invalidating a history procedure removes it from the Chart, while leaving it in the
Accounts module. If you discover a posting error after moving a procedure to history, you must invalidate the

procedure.

To invalidate a procedure in history

1. Select a patient.
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2. In the Progress Notes list, double-click the procedure you that want to invalidate.

The Validate/Invalidate Procedure in History dialog box appears.

Yalidate / Invalidate Procedure in History

‘alidate / Invalidate Procedure Frocedure Status

* ‘aldate Procedure © Invalidate Procedure P O

Date: |02/01/2015

Frocedure:  |D0274

Frocedure Description; |Bitewing Four Images

Oweride Ing. estimate

I u
Amount: 55,00 [ DaMatBill to Insurance

-

Provider: oos

Ii
Diagnoses:ﬂ Ii

—

Motes: [4 Bwi digitally taken,

oK

Cancel

3. Select Invalidate Procedure.
4. Click OK to save the change.

5. Dost the transaction again using the correct information, and do the following:

*  Change the charge amount to zero, since you have already billed the account for the procedure.

*  Change the date to reflect the date you originally posted the transaction.

Note: Invalidating a procedure removes it from the Chart, but leaves it in Accounts as a History
Procedure. A plus sign (+) appears in front of the procedure to indicate that it has been invalidated.

Viewing Primary or Permanent Teeth

In the Easy Dental Chart, you can view dentition as primary, permanent, or mixed.

Note: By default, the dentition view is set to permanent.

To change dentition from permanent to primary

1. Select a patient.

2. In the Chart toolbar, click Primary/Permanent, and then from the menu click Change All.

The Chart updates to display primary dentition.

Note: To restore the chart to permanent dentition, repeat steps 1 — 2. Clicking Change All reverses the
primary/permanent state for each tooth displayed. For example, if you changed all teeth to primary and

you click Change All, then all the teeth are changed to permanent.

3. Select Change All

The primary/permanent state reverses for all teeth displayed in the graphical chart.
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To show mixed dentition
1. Select a patient.
2. In the Chart toolbar, click Primary/Permanent, and then from the menu click Change All.
The Chart updates to display primary dentition.
3. Select the primary teeth that you want to permanent teeth.
4. In the Chart toolbar, click Primary/Permanent, and then from the menu, click Change Selected.

The dentition of the selected teeth changes from primary to permanent.

Notes

Keeping accurate and thorough documentation of each procedure performed in the dental office is an
important part of clinical dentistry. The Easy Dental Chart eases the burden of maintaining this information
by offering a variety of notes. This section covers the following topics:

*  Entering and Editing Procedure Notes

* Adding and Viewing Clinical Notes

Entering and Editing Procedure Notes

Procedure Notes are attached directly to a procedure for documentation and reference purposes. You can add
notes manually during posting. However, to make creating Procedure Notes faster and more accurate, you can
create a default note for each procedure code. When you complete a procedure code with a default note in the
Chart or the Accounts module, the note is entered automatically. Once entered, you can review the note and
make small patient-specific changes.

To learn more about creating procedure note templates, see “Setting up procedure codes” in the Easy Dental
gp p gupp y

Help.

To enter or edit procedure notes

1. In the Progress Notes list, double-click the procedure that you want to add a note to.

The Edit or Delete Procedure dialog box appears.

125
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Date:[p7/02/2015

Procedure Description

Edit or Delete Procedure @

Procedure: (02140 ﬂ |malgam 1 Surface

Taoth: |1_ Procedure Status Dverride Inz. estimate

(" Ewisting

Amount: | 127.00
[ Do Mot Bill to Insurance
Provider; (DDST >x
J [ Require Start/Completion D ates
Diagnnses:ﬂ

" Treatment P
- Erea Tend an [ Primn. Ins.li
. b

Surfaces: |M, rr ORIt u Ii

Motes: |Benzocaine topical gel. 1 carpule of Duranest, 1.5% with E pinephrine
1:200,000, 25% N20 with a 10 minute 02 flugh. Bubber dam uzed to izolate
the area, ligated toath with flazs.  Prep tooth. Copalite, Decal liner, 2 spills of
alloy. Qeochuzion checked with carbon paper and adjusted with carver and
arnalgarm filling palizhed with pumice and hydrogen peroside. Standard past-

Delete 0k, | Cancel

m

Note: If you have posted the procedure, but it does not appear in the Progress Notes list, make certain

that you have selected the correct options from the View menu.

In the Notes field, edit the existing or add a note.
Click OK to save the note and any other changes.

A “»” symbol appears with the procedure in the Progress Note area indicating
associated note.

Note: You can review Procedure Notes by double-clicking the procedure.

Adding and Viewing Clinical Notes

Clinical Notes are free-form notes that can be entered at any time during an exam. Clinical Notes offer a
method of entering notes for an exam that are not specific to a procedure. Once you send a Clinical Note to
Clinical Note in history.

history, you cannot edit or delete it. However, you can append an addendum to a

To add or view a clinical note
1. In the Chart toolbar, click Clinical Notes.
The Clinical Notes dialog box appears.

that the procedure has an




Clinical Motes

Clinical Mate:
Mate: Date:| 0941042012 ﬂ

5

Ingert D ateline |

Clear | Previous | ‘

Copy Nu:ute‘ Copy Al |

Templatesz 0K |

Cancel |

To attach the current system date to the note, click Insert Dateline.

3. Type the note to attach to this patient.

Note: There is a limit of 4,000 characters in the Clinical Notes field.

4. Click OK to save the note and return to the Chart.

Printing the Dental Chart

You can print a patient’s dental chart.

To print the Dental Chart

1. Select a patient.
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2. In the Chart toolbar, click Print Dental Chart, and then from the menu, click Dental Chart.

The Print Dental Chart dialog box appears.

()

Taop Margin [in Inches): IT
v Print Todays "Work
¥ PFrint Treatment Plan

¥ Frint TP Estimate Detail
¥ Print Chart as Displayed

]

-

Print Dental Chart

Cancel
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Note: The Chart prints automatically to the default printer. To learn about how to set up the default
printer, see “Setting up printers” in the Easy Dental Help.
3. Select the information that you want to print:
*  Top Margin (in Inches) — Type the number of inches to set the top margin for the printout.
e Print Today’s Work — To include today’s work in the printout.
*  Print Treatment Plan — To include treatment-planned procedures in the printout.

e  Print TP Estimate Detail — To include the estimates for the treatment-planned procedures in the
printout.

e  Print Chart as Displayed — To print the Chart as it is displayed on the screen.
4. Click OK to print the Chart with the specified options.

The Estimator

The Estimator is an effective tool in patient consultations. From the Estimator, you can calculate and display a
patient’s entire treatment plan, showing the total charge, patient portion, and insurance portion.

From the Estimator, you can set treatment plan procedures in order of up to 52 steps. The patient’s or family’s
remaining insurance benefits are calculated and displayed.

Calculations are based on the insurance coverage table and a payment table file. For the insurance portion,
the Estimator always looks at the payment table file and then at the coverage table. For co-payments, the
Estimator checks the appropriate calculation.

Whether a patient has a co-payment or not, if a procedure is not in a coverage table category and is not in the
payment table file, the patient’s portion will be 100% of the charge.

For more information, see the Easy Dental Help.

The Estimator Toolbar

The Estimator toolbar contains command buttons that allow you to perform several tasks.

Icon | Name Function
g‘ Exit Click to exit the Estimator.
= Set Order Click to assign order numbers to procedures in the procedure list.
2 Display Orders Click to change order colors.
Delete Click to delete an order from the Estimator.

Update Fees Click to update any fee schedule changes.

Set Complete Click to set a procedure to complete.
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lcon

Name

Function

Dental Pre-estimate

Click to set or clear pre-estimates for a procedure.

View

Click to modify which items appear in the Estimator window.

Default Note for Printing

Click to enter a note for each procedure in the Estimator.

Print

Click to print a treatment plan report.

(S | [ [} )

Refresh

Click to refresh the Chart after setting a procedure to complete in the

Estimator.
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Chapter 6: Perio Chart

The Perio Chart is a comprehensive periodontal charting tool that you use to record mobility, furcation
grades, plaque, calculus, bone loss, pocket depths, bleeding and suppuration points, gingival margins, CAL
levels, and MG] measurements. Automatic calculation formulas expedite the charting process by eliminating
the need to measure multiple indicators. Specially designed note tools help you record diagnostic and
summary information, including periodontal case typing using the appropriate ADA diagnostic codes and
descriptions. Once entered, you can view data numerically. You can print custom reports, charts, and letters
for an insurance consultant or the referring dental professional.

This chapter covers the following topics:
e The Perio Chart Window

*  Setting up the Perio Chart

*  Creating an Exam

*  Printing Perio Reports
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The Perio Chart Window

The Perio Chart is divided into the following areas:

Perio Chart Toolbar
Data Chart

Tooth Indicator Controls
Navigation Controls

Data Entry Controls

I Toolbar I | Data Chart |

[ Perio Chart - Crosby, Brent L - DDSL [08/06/2013](NEW) =] = ==
] Eﬁ" ['EI % }3% D [ u. HRee
TH B B EE 141516 /I'oothn Mobity N
Eltc)l 322 233 333 333 232 222 222 111 111|222 (222|222 112|121 |I| [foci1cacal 4
Sup 0 0 i} 0 Tooth Code Furcation Grade(s) .
B [11(z2zfzz2|tzefoon|  ffenn || |1 Jen [ e | | ][ oot Indicator Controls
Chl|  |333|333|333(333| 233 | 222|333 | 322 333|222 | 322 332 112121
l\':_'lg oo Plague Bone Loss
e =l
FME 1 1|z 2
EEI 3(3)2 333|333 (333|333 | 221 |11 |11 (122|222 | 222 | 222 | 222 (221 _I Navigation Controls I
Sup 0 0 0 L)
GM 112|222 (222|222 111 oo 111211 [ oo (211 - -
%4%" 333 333| 333|333 | 333|322 (332 | 322|233 222|322 | 333|222 | 221 “Facial/Lingual
FD 333|333 | 333|222 | 222 | TTT [T | 117 | 222| 233 | 222 | 333 333 | 333 robing Dep
Bld B
Salrﬂf 111|111 [ 111 0 111 118 11111 [ A
CaL|  [333|333|333|222|222( 111 [111]111]333|333| 333|333 | 333 333 @ @ 5y 4|56+
MG --—| Data Entry Controls
fa 1o GingvalMargin_ 4 | 5 | 5
Fife I N
FD 333|333 | 333|222 | 222 | 2aa | 222|112 222 |32 |22 | 32 333 333 Chrical el 0 | Clear
Bld -
5 0
| 1zl i i g 111111 [110f111 ] 222|222 | 222 | w| =
ChL|  |333|333|333|333|222| 233|222 | 223| 333|332 | 333 333 333 | 333 MG
& O

32 |3 3029|2827 |26 2524 2322|210 |20]19]18]17 I:II:I /

The Perio Chart Toolbar

The Perio Chart toolbar has buttons specific to the Perio Chart features:

Button | Name Function

|:| New Exam Opens a new perio exam.
[ﬁ' Open Exam Opens a perio exam.

[E Save Exam Saves a perio exam.

é Print Perio Reports Prints a perio report.
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Q Options Opens the Options menu.

% Setup Opens the Perio Entry Setup dialog box.
Set Date Lets you set a date for a perio exam.

." Select Provider Lets you select a dental care provider.

Sl Perio Score Opens the Perio Score dialog box.

@ Diagnostics Opens the Perio Clinical Notes dialog box.

@ Summary Opens the Perio Chart Totals dialog box.

Q Help Opens the Help menu.

Data Chart

You use the data chart to input and display all periodontal data relevant to the current perio exam. The
text column that extends down the left side of the data chart indicates the measurement type listed in the
corresponding row.

T#
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The following list contains explanations of the abbreviations used in the data chart:

* T# (Tooth Number) — Indicates the tooth number to which the displayed information belongs.

* PD (Probing Depth) — Indicates the depth of the periodontal pocket in millimeters.
* Bld (Bleeding) — Indicates a bleeding point with a red oval.
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*  Sup (Suppuration) — Indicates suppuration (infection) at that site with a yellow oval.

*  GM (Gingival Margin) — Indicates the gingival margin (recession) measurement in millimeters.
¢ CAL (Clinical Attachment Level) — Indicates the CAL measurement in millimeters.

* MG (Mucogingival Junction) — Indicates the MGJ measurement in millimeters.

*  FG (Furcation Grade) — Indicates the furcation involvement for the tooth.

* TC (Tooth Code) — Indicates special conditions relevant to the tooth. Conditions may include the
following: C for Crown, P for Pontic, I for Implant, U for Unerupted, M for Missing, ID for Impacted
Distal, or IM for Impacted Mesial.

* PMB (Plaque, Mobility, and Bone Loss) — Indicates Plaque, Mobility, and Bone Loss measurements
specific to the tooth.

The shading within the data chart has special significance. Yellow areas represent measurements taken from the
lingual side of the tooth. Blue areas represent measurements taken from the facial (buccal) side of the tooth.
White areas represent measurements that correspond to the tooth in general. Within the yellow and blue
areas, you can input six measurements (three on the facial side and three on the lingual side) for each tooth.

Tooth Indicator Controls

The tooth indicator controls provide control options for inputting data specific to a selected tooth. The
information input through the tooth indicator controls is displayed in the white areas of the data chart.

From the tooth indicator controls, you can input mobility, furcation grade, plaque, and bone loss. In addition,
you can reference the number of the currently selected tooth and a text description of any codes (crowns,
pontic, implant, and so on) associated with that tooth.

Tooth # b cbiliby
[1] [Foc1c 2030 4
Tooth Code Furcation Grade(s)
| [honhe] || _| >>|
Plagque Bore Loss
|I:I-N|:une ﬂ|D-NDnE j

Navigation Controls

To speed up the entry of perio exam data, scripts advance exams automatically from site-to-site and tooth-
to-tooth. Since different care providers may chart differently, you can select from six pre-defined movement
“scripts.” These scripts indicate which measurements are input (PD, GM, CAL, and so on) and in what order.
Similarly, the script indicates what tooth number to advance to next.

The navigation controls work in conjunction with the script settings. The tooth in the script that was last
worked on is listed in the Script box.

Script €- Arch -
Prev | Home | Mext

*  To move to a previous tooth without changing the script settings, click the left arrow button. ¢ |
*  To move to the next tooth without changing the script settings, click the right arrow button. I

* To switch between the upper and lower arch (or vice versa) without changing the script settings, click

Arch.
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*  To rewind the script setting to a previous tooth, click Prev.
* To advance to the next tooth in the script, click Next.

*  To return to the first tooth in the script, click Home.

Data Entry Controls

Using data entry controls, you can input data specific to different sites on the selected tooth. From the data
entry controls, you can input probing depths, bleeding and suppuration points, gingival margins, clinical
attachment levels, and mucogingival junction measurements.

You use the keypad to enter measurements with the mouse or a light pen. Click the Facial/Lingual to switch
from the facial side to the lingual side of a tooth (or vice versa).

~Facial/Lingual
Probing Depth —ron-——
LILIL] 7 8|s]r
Gr(Exay 4|58+
Gingival kargin 11313

Mt
Clinical Att., Level 1] Clear

MG

Setting up the Perio Chart

Perio exam methods and philosophies differ from provider to provider. To facilitate different charting styles,
providers can set up scripts and paths that represent their preferred method of examination. You can access all
setup functions from the Perio Entry Setup dialog box in the Perio Chart.

This section covers the following topics:
e Customizing perio examinations

*  Configuring Auto Settings

*  Setting the Calculation Options

*  Setting the Flag Red Limit

* Indicating Script Settings

»  Skipping Teeth with Selected Conditions

Customizing Perio Examinations

From the Perio Entry Setup dialog box, you can customize the scripts that represent your preferred method
of examination.
To customize a perio examination
1. Select a patient.
2. In the Chart toolbar, click Perio.
The Perio Chart appears.
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Note: If the Perio button is blue, a perio exam is on file for this patient.

3. In the Perio Chart toolbar, click Setup.
The Perio Entry Setup dialog box appears.

Perio Entry Setup

Calculation Options Flag Red Limit
=4 85 F

—&uto Settings
¥ Path Advance o CAL=PD +GM © PD=CAL-GM

W ToothAdvance || & GM=caL-PD ¢ Mo Calculation

I~ Frobing Depth ¥ CAL

— Script Settings

& Seript 1 " Seript 2  Script 2

Measure:lebing Depths vI Meaaure:IPmbing Depths v| Meazre: IF'ru:uI:uing Depths vl

7 7

™ Seript 4 = Seript 5 © Script &

Measure:IPmbing Depths vI Measure:lebing Depths vI Meazure: IF'rDbing Depths vI

™ Mone
— Skip Teeth with Selected Conditions
[T Crown v Implant & Crown ¥ Impacted - Mezial ¥ Pontic
v Implant v Missing W Impacted - Distal ¥ Unenupted

OF. I Cancel |

Read the following sections for more information on each setting. Once you have entered desired settings,

click OK to save your settings and return to the Perio Chart.

Configuring Auto Settings

The Path Advance setting controls the order of movement through the probing areas of each tooth. Clearing
the box will inactivate the automatic path advance and require you to press the Enter key each time a

measurement has been entered to advance to the next site.

The Tooth Advance setting controls the order of movement from tooth-to-tooth. Clearing the box inactivates

the script settings and requires that you move from tooth to tooth manually.
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Setting the Calculation Options

When you are completing a perio chart, remember that the probing depth, gingival margin, and clinical
attachment level measurements have a mathematical relationship. Given any two of the three measurements,
the third is calculated mathematically. Select one of the following four calculation options:

e CAL =PD + GM - Select if you plan to enter the probing depth and gingival margin measurements.
Once you enter those measurements, the clinical attachment level measurement is calculated
automatically.

*  GM = CAL - PD - Select if you plan to enter the clinical attachment level and probing depth
measurements. Once you enter those measurements, the gingival margin measurement is calculated
automatically.

*  PD = CAL - GM - Select if you plan to enter the clinical attachment level and gingival margin
measurements. Once you enter those measurements, the probing depth measurement is calculated
automatically.

* No Calculation — Select only if you will enter one measurement and do not want to perform a
calculation.

Note: Selecting any of these calculation methods disables the automatically calculated measurement entry
boxes on the Perio Chart. For example, if you select CAL, the clinical attachment level entry boxes are
disabled, and you cannot enter data manually. If you select No Calculation, none of the boxes are disabled,
and you can enter data manually into any set of boxes.

Setting the Flag Red Limit

As you enter perio measurements in the Perio Chart, you can display a certain degree of probing depth and
clinical attachment level in red. As you enter measurements, if the probing depth or CAL is equal to or greater
than the selected flag red limit, the measurement displays in red on the data chart. For example, under Flag
Red Limit, if you select 4, all probing depths or CAL equal to or greater than 4 display in red.

*  You can display the probing depth in red by selecting Probing Depth.

*  You can display the clinical attachment level in red by selecting CAL.

Indicating Script Settings
Script settings dictate the sequential order of movement from tooth to tooth and the sequential order of
movement through the probing areas of each tooth.

You can choose to measure probing depths, gingival margin, clinical attachment level, or mucogingival
junction using one of the six pre-defined scripts that come with Easy Dental.

Pre-defined Script 1

The first pre-defined script starts with tooth 1 on the facial side and advances
from left to right from tooth 1 to 16. At the end of the arch, the script reverses
direction, moving from tooth 16 back to 1 on the lingual side. Next, the script
switches to the lower arch and moves from tooth 32 to 17 on the facial side.
Finally, the script reverses again and advances from tooth 17 to 32 on the
lingual side.
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Pre-defined Script 2

The second pre-defined script starts you on tooth 32 on the facial side and
advances from left to right, advancing from tooth 32 to 17. At the end of the
arch, the script reverses direction, advancing from tooth 17 to 32 on the lingual
side. Next, the script moves to the upper arch and advances from tooth 1 to 16
on the facial side. Finally, the script reverses again and advances from tooth 16
back to 1 on the lingual side.

Pre-defined Script 3

The third pre-defined script starts you on tooth 1 on the facial side and advance
from left to right, advancing from tooth 1 to 16. At the end of the arch, the
script drops down to the lower arch and advances from tooth 17 to 32 on the
facial side. Next, the script moves back up to the upper arch and advances from
tooth 1 to 16 on the lingual side. Finally, the script drops down to the lower
arch again and advances from tooth 32 back to 17 on the lingual side.

Pre-defined Script 4

The fourth pre-defined script starts you on tooth 1 on the facial side and
advances from left to right, advancing from tooth 1 to 16. At the end of the
arch, the script reverses direction, advancing from tooth 16 back to 1 on the
lingual side. Next, the script drops down to the lower arch and advances from
tooth 17 to 32 on the facial side. Finally, the script reverses again and advances
from tooth 32 back to 17 on the lingual side.

Pre-defined Script 5

The fifth pre-defined script starts with tooth 1 on the facial side and advances
from left to right from tooth 1 to 8. Then, the script reverses direction, moving
from tooth 8 back to 1 on the lingual side. After the upper left quadrant is
one,the script moves to tooth 9 on the facial side and moves from tooth 9 to 16.
Next, the script reverses direction again, moving from tooth 16 back to 9 on the
lingual side.

After the upper right quadrant is done, the script switches to the lower arch and
moves from tooth 32 to 25 on the facial side. Then, the script reverses again,
advancing from tooth 25 back to 32 on the lingual side. After the lower left
quadrant is done, the script moves to tooth 24 on the facial side and moves
from tooth 24 to 17. Finally, the script reverses again and advances from tooth

17 back to 24 on the lingual side.
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Pre-defined Script 6

The sixth pre-defined script starts with tooth 1 on the facial side and advances
from left to right from tooth 1 to 8. Then, the script advances from tooth 1 to
8 on the lingual side. After the upper left quadrant is done, the script moves
to tooth 9 on the facial side and advances from tooth 9 to 16. Next, the script
advances from tooth 9 to 16 on the lingual side.

s5pfits
After the upper right quadrant is done, the script switches to the lower arch and *Hi\kvf_}[{(f
moves from tooth 32 to 25 on the facial side. Then, the script moves from tooth Yy
32 to 25 on the lingual side. After the lower left quadrant is done, the script 7

moves to tooth 24 on the facial side and moves from tooth 24 to 17. Finally, the
script moves from tooth 24 to 17 on the lingual side.

Note: If you do not want to use a pre-defined script, click None. When you
enter measurements, the Perio Chart advances from tooth-to-tooth and ends
with tooth 32.

Skipping Teeth with Selected Conditions

Teeth with certain conditions (such as unerupted or missing teeth) should be skipped when entering perio

data. To skip these teeth automatically, select the desired condition types in the Perio Entry Setup dialog box.

Note: To skip these teeth, you must first post the condition in the Chart.

Creating Exams

You have a great deal of flexibility when creating a perio exam. If desired, you can enter only the most basic
information, such as probing depths. However, for users who want to do a more comprehensive exam, most
every perio classification and measurement is available to be charted and noted. This section explains how to
complete the following tasks:

*  Entering Perio Measurement Data
*  Entering Perio Data Using the Keyboard
e Saving an Exam

*  Comparing Exams

Entering Perio Measurement Data

You can enter perio measurements using a keyboard, mouse, or light pen. The perio exam advances
automatically through Perio Chart following your script settings.

To enter perio measurement data

1. With a patient selected in the Perio Chart, in the Chart toolbar, click Perio.

The Perio Chart appears.
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Note: If a patient has a previous perio exam in the system, that exam loads automatically as a reference.
You can save time by entering only the measurements that have changed since the last exam.

2. If necessary, from the Perio Chart, click Setup, and then select the script settings that match your charting
style.

3. Asappropriate, from the Perio Chart toolbar, click New Exam or Open Exam, and then type or click to
enter measurements.

The exam advances automatically through the data chart according to your script settings. To enter
information not included in the script, use your mouse and the Perio Chart controls.

The following list outlines the function of each item in the controls:
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Tooth # — Used as a reference, displays the current tooth being charted.

Mobility — Select a mobility classification. Select the desired classification. The number appears in the
center placement of the PMB line on the Data Chart.

Tooth Code — Displays applicable condition information about the tooth.

Furcation Grade — Select a furcation grade. Click the Furcation Grade(s) search button to display
the Furcation Grade dialog box. Furcation Grades relevant to the selected tooth will be shown. Select
the desired furcation and click OK.

Plaque — Select a plaque classification. Expand the list and select the appropriate classification. A
corresponding number appears in the left placement of the PMB line on the Data Chart.

Bone Loss — Select a bone loss classification. Expand the list and select the appropriate classification.
A corresponding number appears in the right placement of the PMB line on the Data Chart.

Facial/Lingual — Click this button to switch between surface selections.

Probing Depth — Enter probing depth measurements. The exam automatically advances through the
boxes depending on your path settings. (Depending on the Calculation Option selected in the Setup
screen, this option may be disabled. See “Setting the Calculation Options” in this chapter for more
information.)
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* B (Bleeding) — Clicking the “B” oval indicates a bleeding point on the tooth. A red oval
corresponding to the selected tooth and site appears on the Data Chart. (Pressing the “B” key on the
keyboard at the appropriate point in the path accomplishes the same task.)

* S (Suppuration) — Clicking the “S” oval indicates an infection point on the tooth. A yellow oval
corresponding to the selected tooth and site appears on the Data Chart. (Pressing the “S” key on the
keyboard at the appropriate point in the path accomplishes the same task.) To add both suppuration
and bleeding to the same tooth, press the Ctrl and “B” keys simultaneously Both suppuration and
bleeding symbols will be added to the selected tooth.

*  Gingival Margin — Enter gingival margin measurements. The exam automatically advances through
the boxes depending on your path settings. (Depending on the Calculation Option selected in the
Setup screen, this option may be disabled. See “Setting the Calculation Options” in this chapter for
more information.)

* Clinical Attachment Level — Enter CAL measurements. The exam automatically advances through
the boxes depending on your path settings. (Depending on the Calculation Option selected in the
Setup screen, this option may be disabled. See “Setting the Calculation Options” in this chapter for
more information.)

*  MG] - Enter mucogingival junction measurements. The exam automatically advances through the
boxes depending on your path settings.

*  1- — Occasionally, a measurement is greater than nine millimeters. Use this button for these higher
numbers. As an example, if the pocket depth was 12 millimeters, enter it by clicking the “1-” button
followed by the “2” button. Measurements greater than nine millimeters appear as “>” on the Data

Chart.

*  +— Occasionally, the gingival margin is above the MG]J. In these cases, enter the measurement as
a positive number. Enter this measurement in the chart by selecting this button followed by the
appropriate number. This button only works when you enter a GM measurement. To show that the
GM is a positive number, the number appears on the Data Chart as a white number in a black square.

Entering Perio Data Using the Keyboard

Below is a list of keyboard commands that you can use if you prefer keyboard entry over the mouse or light pen.
*  Numeric Key Pad — Works the same as the number buttons on the entry display screen.

*  Number Keys — Work the same as the number buttons on the data entry display screen.

*  Page Up — Works the same as the Prev button on the display screen.

*  Page Down — Works the same as the Next button on the display screen.

*  Home — Works the same as the Home button on the display screen.

*  Del - Clears all entries in the current selection. Works the same as the Clear button on the display screen
*  Arrow Keys — Works the same as the arrow buttons in the Data Entry controls.

*  Asterisk (¥) — Works the same as the Facial/Lingual button on the display screen. It toggles between the
two surfaces of the selected tooth.

*  Enter — Advances the selection through the current path and script settings.

Saving an Exam

You can save new data to previously saved exams; or if the patient does not have any saved exams, you can
save the data for the current exam only.

To save an exam

1. In the Perio Chart toolbar, click Save Exam.
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The Perio Chart dialog box appears.

Perio Chart @

Save Current Exam

* Al Entries?

" Today's Entries Only

(] | Cancel

2. Select one of the following:

e All Entries? — Saves all displayed exam information for patients with previous perio exam
information.

e Today’s Entries Only — Saves the information from the current perio exam only.

If you enter new data on a previously saved exam and attempt to close Perio Chart or open another exam,

the following Perio Chart dialog box appears.

Perio Chart @

Current Exam

{* Save All Entries?
(" Save Today's Entries Only

" Da Mot Save

] | Cancel

3. For patients with previous perio exam information, select one of the following:
* Save All Entries? — Saves all displayed exam information.
* Save Today’s Entries Only — Saves only information entered today.
* Do Not Save — Does not save the exam.

4. Click OK to save the exam information.

Comparing Exams

To help educate your patients regarding periodontal disease progression, you can compare up to four previous

perio exams with the current exam.

To compare exams
1. In the Perio Chart toolbar, click Options, and then from the menu, click Exam Comparison.

The Perio Comparative Selections dialog box appears.
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Compare Select Companzon Exam
{* Probing Depths 051172011
. ] 09/28/20M
~
Gingrval Margin 091 7/201 2

(" Clinical Attachment Level
" Mobility

(" Furcation Invakement

ak | Cancel Help

2. Under Compare, select the type of comparison that you want.

Probing Depths — To review a comparison of probing depth measurements.

Gingival Margin — To review a comparison of gingival margin measurements.

Clinical Attachment Level — To review a comparison of clinical attachment levels.

Mobility — To review a comparison of mobility measurements.

Furcation Involvement — To review a comparison of furcation grades.
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3. Under Select Comparison Exam, select the exam that you want to compare the current exam to.

Note: All previous exams appear in the list. You can select up to four exams to compare.

4. Click OK to activate your choices.

A comparison chart appears with a legend to explain the symbols.

Printing Perio Reports

You can use the Perio Chart to print a variety of different charts and letters to document periodontal exam
information.

To print a perio report

1. In the Perio Chart toolbar, click Open Exam.

The Perio Chart Open dialog box appears.

I

-

Perio Chart Open

Ok

03/28/2011
02/ s2ma2

Cancel

il g

Delete

2. Select the exam that you want to print, and then click OK.

The selected exam information appears.

3. In the Perio Chart toolbar, click Print Perio Reports.
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The Perio Print Selections dialog box appears.

Perio Print Selections @
Letters Charts
[ Insurance Consultant [~ Data Chart
[ Patient File [ Pocket Depths Only
[ Patient Iritial r
[ Patient Progress
[ Patient Completion
[ Refering Dentist Initial
[ Refering Dertist Progress
| Referning Dentist Cormpletion Frint | Cancel

4. Select any of the following reports that you want to print:

Insurance Consultant Letter — Prints a letter that you can send as documentation of perio disease
diagnosis to an insurance carrier.

Patient File — Prints a document that you can place in the patient’s chart that documents the perio
diagnosis for the selected exam.

Patient Initial — Prints a letter that you can send to patients to remind them of perio diagnosis and
to suggest home care aids.

Patient Progress — Prints a follow-up letter that you can send to patients to update them on their
perio status.

Patient Completion — Prints a congratulatory letter that you can send to patients on the completion
of their perio treatment. The letter contains several helpful reminders to aid patients in maintaining
their perio health.

Referring Dentist Initial — Prints a letter that you can send as documentation of perio disease
diagnosis to the referring dentist.

Referring Dentist Progress — Prints a letter that contains updated diagnostic information for the
referring dentist.

Referring Dentist Completion — Prints a letter that contains final diagnostic information and
explains that the patient should return to the referring dentist for general dental care.

Note: All letters require that you install Microsoft Word on the computer they are printed from.

Data Chart — Prints the Data Chart.
Pocket Depths Only — Prints the Data Chart, but only includes pocket depths.

Exam Comparison — Prints the Exam Comparison Chart. This option is only available when you are
viewing an exam comparison.

5. Click Print to print your selections.
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Chapter 7: Treatment Plans

With the Treatment Plans module, you can record work for patients that needs to be completed. Once you
enter a treatment plan, the patient can order treatment, and you can give a copy of the plan (including pricing
and insurance estimates) to the patient. Finally, you can use the Treatment Plans module to create and manage
insurance pre-treatment estimates.

This chapter covers the following topics:
e The Treatment Plans Window

*  Entering a Treatment Plan

*  Attaching Diagnostic Codes

*  Managing Pre-Treatment Estimates
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The Treatment Plans Window

You can use the Treatment Plans module to post, edit, and delete treatment-planned procedures. The
Treatment Plans module has the Patient Banner, a toolbar, transaction log, and treatment plan total.

| [ Ezsy Dental
;3 Croshy, Brent L _ | catme Primary Provider Primary Insurance Secondary Insurance
5/17/1969 (48)M M 555-1212 ~ | Dennis Smith, D.D.5. Metlife Crosty, Erent L
Patient. :
cooes __
A THLFO my'F @ 5, D V&GS
Date Name Surface | Tooth| Check# | Code | * | Description Amount | Prov | Ins Balance
_-_- Crown-porcelain fused-hi noble --Eﬂ
02/01/2012 Brent L Crosby D7140 Extract,erupted th/exposed rt 15500 DD51 Mo 1150.00
02/01/2012  Brent L Crosby EU D6240 Pontic-porcelain fused to hnob 1002.00 DDS1 Mo 2152.00
02/01/2012  Brent L Croshy Ei D&750 Crown-porcelain fused-hi noble 99500 DDS1  No 3147.00
)
Prescribe
Conces
Schockle
e
Documant:
|\;—|’)
Reparts
Treatment Plan Total 3147.00
Future Due Payment Plans Summar
Original Bal_ 0.00 Payment 0.00
Remain Bal. 0.00 Due Date
|

In the Treatment Plan module, the Ins column of the Transaction Log shows the following:
* 1™ for treatments requiring pre-authorization for primary insurance.
e **2 for treatments requiring pre-authorization for secondary insurance.

*  1*2 for treatments that need pre-authorization for both insurances.

*  If pre-authorization is not required, the column will show “No” for recommended treatments that are not

attached to a pre-treatment estimate claim, and the column will be blank for those treatments that are
attached to a pre-treatment estimate claim.

Note: For procedures, you must have selected the Pre-Est box in the Coverage Table for these conditions to
apply.

If you deleted a pre-treatment estimate claim, the insurance column for all treatments that were on that claim
will show the appropriate 1**, **2, or 1*2. When you receive pre-authorization, the insurance column will
show “Acc” for accepted or “Rej” for rejected for each applicable procedure. A pre-treatment estimate claim is
listed from the Treatment Plan option until you delete it.
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The Treatment Plans Toolbar
& THEABEE w5y @ §, 2 W& S

Button | Name Function

aq Select Patient Click to select a patient.

cao Enter Procedure Click to enter procedure codes and post the treatment plan

w to the transaction log.

‘@' Set Procedures Complete Click to set procedures in the transaction log to complete.

%I. Show Transaction Links Click to show which transactions are related to one another.

m Dental Diagnostics - Attach to Click to select diagnostic codes and attach them to

Procedures procedures.

E Patient Diagnoses Click to add, view invalidated, and print patient diagnostic
codes and medical alerts.

INS Create Insurance Estimate Click to enter primary and secondary pre-treatment
insurance estimates for treatment plans.

? Quick Letters Click to merge data from the Easy Dental database with
Microsoft Word templates to create letters for patients.

\[’__J Quick Labels Click to create custom labels.

@] Send Message Click to send e-mail messages. You must install a MAPI-

compliant electronic messaging system to use this feature.

Estimator Click to display a patient’s treatment plan and calculate

total charge and patient and insurance portions.

@ Digital Imaging Click if you have digital imaging installed and want to send
an image with a claim electronically.

t‘i Refresh Click to refresh lists sent to the Batch Processor.

qp] Easy Web Click to display the Easy Web toolbar.

@ easylink Click to link Easy Dental with digital X-ray and imaging
systems.

Entering a Treatment Plan

You can enter treatment for patients using the Treatment Plans module.

To enter a treatment plan
1. In the Treatment Plans toolbar, click Select Patient and select a patient.
2. In the Treatment Plans toolbar, click Enter Procedure.

The Enter Procedure(s) dialog box appears.
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Enter Procedure(s) @
Date: |07/13/2015
Procedure Description Explogion Codes:
Procedure: |[EEREEN |.-i‘-.malgam 2 Surface Bridge
. Statuz DO Amalg.
Tooth: I_ & Treatment Pl 00 Carnp.
reatment Plan MOD Amalg
* Completed MO0 Comp.
Surfaces: ﬂ i Periok xam
i Perio-Low
amourt: | 161.00 | Ovenide Proc Flags Perio-Up
[ Do Mot Bill to Insurance REAdult
Pravider: |DD31 ﬂ [ Require Start/Completion Dates | | REChid
REComp
T=RC/Crvn
ey Add | Change | Delets ‘
Add
*Procedure requires additional treatrment information.,
OFK./Post Cancel

3. In the Procedure Code ficld, enter the procedure code you want to add to the treatment plan. Otherwise,
do one of the following:

¢ Click the Procedure search button.

The Procedure Codes dialog box appears.

Procedure Codes @

Categony Procedure Code List

Hane - D120 Penodic Evaluation -

00140 Limited Evaluation r

Presentive L0145 Ewvaluation of oung Patient =

R estorative 00150 Comprehensive Ewaluation

Endodontics = DOTED  Detailed & Extenzive Evaluation

Penodontics D070 Problem Focused Re-Evaluation

Frogth, remoy D180 Periodontal Evaluation

Maxilla Prozth L0210 Intraoral Full Mouth Films

Implant Sery 00220 Intraoral Periapical Film

Prozstho, fised 00230 Intraoral Penapical Add|

Oral Surgemn 00240 Intraoral Occlusal Film

Orthodaontics o L0280 Estraoral Film S

Ok | Cancel

e Select a category from the Category list.

*  Select the appropriate code from the Procedure Code List, and then click OK.
e Double-click an explosion code from the Explosion Codes list.

* If necessary, enter additional information such as tooth numbers or surfaces.

4. If necessary, change the amount or provider for the procedure.
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5. Click Add to add the procedures to the Procedure List.

6. Click OK/Post to save the procedures to the Treatment Plan.

Attaching Diagnostic Codes

You can attach dental diagnostic codes to treatment-planned procedures so the codes are applied automatically
when a treatment plan is recorded.

Note: You must first set up dental diagnostic codes. For more information, see “Setting up Dental Diagnostic
Codes” in Chapter 2.

To attach diagnostic codes to treatment-planned procedures
1. In the Treatment Plans module, select the procedure that you want to attach diagnostic codes to.
2. In the Treatment Plans toolbar, click Dental Diagnostics - Attach to Procedure(s).

The Select Diagnostic Code(s) dialog box appears.

Select Diagnostic Code(s) IE'
Enter code: Included Diagnostic Codes:
ICD-10-Ch Selected Diagnostic Codes

con ICD-10-C Malignant neaplasm of lip
co ICD-10-Ch - M alignant neoplazm of tongue
co3 ICD-10-Ch  Malignant neaplasm of gum

Add > |
Remoyve <- |

*Only four diagnostic codes of the same code type can be selected for the claim

Clear Selected Diagnostic Codes | aK I Cancel

3. Under Included Diagnostic Codes, sclect the appropriate category from the list.
4. Select the code or codes that you want to use and click Add.

The code or codes move to the Selected Diagnostic Codes list.
5. Click OK.

Managing Pre-Treatment Estimates

This section covers the following topics:
e Creating Pre-Treatment Estimates
*  Entering Insurance Estimates

*  Showing Transactions Links

*  Setting Procedures Complete
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Creating Pre-Treatment Estimates

You can create pre-treatment estimates for single or multiple procedures.

To create a pre—trcatment estimate

1. In the Treatment Plans transaction log, select a procedure.

2.

In the Treatment Plans toolbar, click Create Insurance Estimate.

The Primary Pretreatment Estimate window appears.

'@ Primary Pretreatment Estimate {09/13/201

BEIEN=IEEEE

2 Created

Patient: Crozby, Brent L
Subscnber: Crozhy, Brent L
Employer: Chevron

Carrier: Metlife
Group Plan: Chevron

[Releaze of Infostzsign of Benefits)

Billing Provider: Smith, Denniz Claim Information: Standard
Rendering Provider: Smith, Denniz Diagnosis:
Pay-To Provider: Smith, Denniz
T ooth| Surface Dezcrnption Date Code Fee Inz Est
Kl Porzelain/HMM Retainer Crown 0z2/m2012 ) DEYRD 335,00 000 -
[
Date Received Total Fee: 335,00
E stimated Inz. Portion: 497 50
Itemized T otal: 0.00 Total Auth: Q.00
Status [Z|Insurance Plan Note
Create Date: 19/13/2012  Tracer:
Date Sent : 0On Hold: [Mo Mote)
) Re-5ent:
Claim Status Note: Remarks for Unusual Services
[Mo Maote) [Mao Mate]

3. In the Primary Pretreatment Estimate toolbar, click Print.

The Pre-Estimate dialog box appears.

Pre-Estirmate ... @

Inzlude

-
-

-

Send to batzh |

Send Electronically |

Prit |

Cancel |

4. Click Send to batch, Send Electronically, or Print as appropriate.
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From the Treatment Plans module, you can enter primary and secondary pre-treatment insurance estimates
for treatment plans.

To enter a primary pre-treatment insurance estimates

1. In the Treatment Plan transaction log, double-click the pre-treatment estimate you want to enter.

The Primary Pre-Treatment Estimate window appears.

2. In the Primary Pretreatment Estimate toolbar, click Enter Estimate, and then from the menu, select
Itemize by Procedure or Total Estimate Only.

* Ifyou select Total Estimate Only, the Total Insurance Pre-Estimate dialog box appears. Skip to
Step 3.

Total Insurance Pre-Estimate

Authorize Date: 0941772012
Pre-uth Mumber: ||

Coverage Amount; | 625,00
Total Amount Billed: | 1715700

[temized Total: |0.00

Total Estimate; |0.00

()

I

OK./Post
Cancel

* Ifyou select Itemize by Procedure, the Pre-Treatment Estimate Update dialog box appears.

Pre-Treatment Estimate Update

Procedure Status:

&+ fccepted © Rejected

Estimate Amount:

Current Coverage:  |507.00

()

Update Payment T able:
" Yes 1% No

Cancel

The Total Insurance Pre-Estimate dialog box appears.

Select Accepted or Rejected.

Note: If pre-treatment estimates are not itemized by procedure, the procedures are not flagged as
accepted or rejected. And when the insurance pays for the procedures, the itemized amount will
not default to the itemized amount.

Type the Estimate Amount.

Select Yes to update the payment table according to the payment entered. All future estimates for

this code with this carrier will be based on the amount entered.

Repeat for each.
Click OK.

3. Type the Pre-Auth Number that will follow each procedure when it is completed and the insurance claim
is created.
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4. Type the estimate amount in the Total Estimate field and click OK/Post.

5. In the Primary Pretreatment Estimate toolbar, click Exit.

To enter a secondary pre-treatment insurance estimate

1. In the Treatment Plan transaction log, double-click the pre-treatment estimate.
The Primary Pre-Treatment Estimate window appears.

2. In the Primary Pretreatment Estimate toolbar, click View Secondary.

The Secondary Pretreatment Estimate window appears, and a secondary pretreatment insurance estimate
is added to the Treatment Plans transaction log.

3. In the Secondary Pretreatment Estimate toolbar, click Exit.

The Pre-Estimate dialog box appears.

Pre-Estirnate ... @

Inciude

v
-

Send Electronically
Frirt
Cancel

4. Select one of the following options:

*  Send to batch — Sends the secondary claim to the Batch Processor.
*  Send Electronically — Sends the secondary claim via e-mail.
*  Print — Sends the secondary claim to a printer.

e Exit — Closes the Secondary Pretreatment Estimate window.

Showing Transactions Links

You can use transaction links to quickly see related transactions listed in the transaction log of the Treatment
Plans module. For example, you may want to see all procedures linked to an insurance claim or vice-versa.

To show transaction links

Select the transaction that you want to find links for, and then from the Treatment Plans toolbar, click Show
Transactions Links.

All transactions linked to the selected transaction are selected.

Tip: Click any transaction to remove the selection.
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Setting Procedures Complete

After creating pre-treatment estimates, you can set the treatment-planned procedures to complete.

To set a treatment-planned procedure complete

1. In the Treatment Plans transaction log, select the treatment plan procedure that you want to set to
complete.

2. In the Treatment Plans toolbar, click Set Procedures Complete.

The procedure’s status in the Chart changes from TP (treatment plan) to C (complete), and the procedure
is added to the patient’s account in the Accounts module. The procedure is no longer listed in the
Treatment Plan module.
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From the Accounts module, you can manage patient accounts. You can add and edit payments, adjustments,
and procedures; process insurance claims; calculate finance charges; and create payment plans.

This chapter covers the following topics:

The Accounts Module Window
Posting Procedures

Entering Payments

Entering Adjustments

Entering Finance or Late Charges
Entering Taxes and Discounts
Editing Transactions

Invalidating History Transactions
Processing Insurance Claims
Printing Accounts Reports
Searching for Payments

Easy Checkout

Entering Batch Payments

Setting up Payment Plans
Entering Account Notes

Performing Month End
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The Accounts Module Window

The Accounts module is divided into the following four major areas:
e  DPatient Banner

¢ Toolbar

* Transaction Log

¢ Account Detail Information

€ Easy Dental
Crosby. Brent L Call me Primary Provider Primary Insurance Sacondary Insurance o6
v 5/17/1969 (49)M T Dennis Smith, D.D.S. Metlife Find Patient Q.
Faticnt
== cooes —
y)
A B AN FTENTHE sdlyy@ A5 £ 5 a4 " 0EGe
Date I MName I Surface | Toothl Check # | Code | - | Description | Nl Dl Amountl Prov I Ins I Balance
02/01/2012  Brent L Crosby D0120 # Penodic oral evaluation I 46.00 DDS1T Mo 46.00
|TX: 02/01/2012  Brent L Crosby D0274 ~ Bitewing Four Image I 59.00 DDS1 No 105.00
7" [02/01/2012  Brent L Croshy D110 Prophylaxis-adult Py 85.00 DDS1T Mo 190.00
T Plans
\‘."J
cnant
P
R2J
=
Praserta
|
Comtasts
Scheckia
Rocal
Coauments
Raporss
0--330 | m-e0 | B1-80 | 91> [ Family Balance Today's Charges 0.00
150,00 | 0.00 | 0.00 | 0.00 | 150.00 Est. Insurance Portion 0.00
Est. Patient Portion (Huli]
"

The Accounts Toolbar

The Accounts module includes a toolbar to provide easy access to the Accounts module’s tools.

S EXA AU FFTEHATHE slly'sFe AR £ E 24" QG8

Button | Name Function

3{ Select Patient Click to select the patient whose billing information you want to
work with.

@' Batch Payments Click to open the batch payments menu from which you can enter
a stack or collection of payments quickly and easily.

@k Search Payments Click to search for payments by check or bank number, amount,
payment date, payment type, account, or insurance carrier name.

é' View Family Transactions | Click to list all transactions for a family in the Transaction Log,.

$l' Include History Click to show transactions that have been moved to history in the

Transactions Transaction Log.

Easy Dental 12.1 User’s Guide




Chapter 8: Accounts

Button

Name

Function

Show Transaction Links

Click to show what transactions are related to one another.

View Account Detail

Click to expand the account details area of the Accounts module
window.

Enter Payment

Click to enter a guarantor’s payment.

Enter Adjustment

Click to adjust an account’s balance.

Enter Tax/Discount

Click to add a tax or discount to an account.

(= (20|90 & |2

Enter Finance Charge/Late
Charge

Click to apply finance and/or late charges to an account.

(]
[=]
o
m
W

Enter Procedure

Click to to post a procedure for the patient.

Dental Diagnostics—Attach
to Procedure(s)

Click to attach diagnostic codes to selected procedures.

[ | (g |22

Patient Diagnoses

Click to post a condition, such as an abnormal tooth eruption, to

the Chart.

Create Insurance Claim

INS Click to create insurance or pre-treatment estimate claims.

ﬂ' Easy Checkout Click to post a payment, create a claim, and print a walkout
according to selected options.

? Quick Letters Click to combine data from your Easy Dental database with the
word processing abilities of Microsoft Word to help you quickly
create letters.

Quick Labels Click to quickly print a variety of labels for the selected patient.

[@] Send Message Click to send an e-mail message. You must install a MAPI-

compliant electronic messaging system to use this feature.

Account Notes

Click to enter notes specific to a family’s account and financial
standing with your practice.

Billing/Payment Plan

Click to open the family’s billing and payment plan information.

Future Due Payment Plan

Click to create a payment plan for an individual patient to charge
accounts monthly for work in progress, such as orthodontics.

B & el B

History Viewer

Click to view patient files from an earlier version of Easy Dental or
another practice management program. The file is available to view
only if the Henry Schein One conversion team creates it for you.

2 CareCredit Click to process CareCredit transactions and post them to the
Accounts module automatically for your patients with CareCredit
accounts.

P Month End Click to close out your books quickly and easily each month.

-
9 Print Click to open the print menu from which you can print walkout
o and billing statements and family account and patient history
reports.
kﬁ Setup Click to open the setup menu from which you can customize the
i
-

Accounts module to meet the needs of your practice.

157
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Button | Name Function

P Patient Alerts Click to flag certain conditions that you can attach to your
patients.

t‘i Refresh Click to update information in the Accounts module.

qp] Easy Web Click to open the WebSync Wizard from which you can set up
WebSync’s options and features. WebSync lets you synchronize
Easy Dental information with eCentral.

@ easylink Click to link Easy Dental with digital X-ray and imaging systems.

Transaction Log

The Transaction Log is also referred to as the Accounts list. The Transaction Log lists the following items:
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Date — The transaction date.

Name — The patient or guarantor name.

Surface — The surface letter or letters when applicable.
Tooth — The tooth number when applicable.

Check # — The check number.

Code — The procedure code or transaction type.

* — An asterisk in this column indicates that the transaction has been moved to history. You cannot

edit or delete transactions in history. A plus sign + indicates that the procedure has been invalidated.
Invalidated procedures still show in the Accounts module but no longer display in the Patient Chart. A
carat ” indicates that the procedure has been back-dated to a month that has been closed out. When the
procedure is moved to history, the carat A changes to an asterisk *.

Description — A description of the transaction.

N — A musical note indicates that a note is attached to a procedure.

D — The letter “D” indicates that the procedure has diagnoses attached to it.
Amount — The transaction amount.

Prov — The provider of each transaction.

Ins — Insurance status (whether or not an insurance claim has been created). The insurance status column
either has no entry or the word “No” listed. If the column is empty, an insurance claim has been filed

for the procedure. If the column reads “No,” create an insurance claim. If this column has an “x,” the
procedure is marked “Do Not Bill to Insurance.”

Balance — Account or patient running balance (when selected).

Date MName Surface | Tooth| Check#® | Code | * | Description MD Amount | Prov | Ins Balance

Brent L Crashy F'r:rn:ndn: Ewaluation -- 15 46.00
024012012  BrentL Croshe oozr4 Bitewing Four Filims I 59.00 DDS1 Mo 105.00
02012012  Brent L Croshy 01110 Propheylass - &dult I 85.00 DDS1 Mo 1490.00
10/10/2014  BrentL Croshy ] 4 02140 Arnalgam 1 Surface I 127.00 DDE1 317.00
1041072014  Brent L Croshey Pay Cash Paymment - Thank You -25.00 DDS1 292.00
1041072014  Brent L Croshey Pay Insurance Payment -101.00 DDS1 191.00
1041072014  Brent L Croshey Ins Pr Dental Clairn - Rec'd 127.00 191.00




Chapter 8: Accounts 159

Account Detail Information

Clicking View Account Detail in the Accounts toolbar expands the Account Detail Information area of the
Accounts module. Once you click View Account Detail, it remains selected for all patients until you click the
button again.

| 0->30 [31->60 [61->90 | 91-> | Family Balance | Today's Charges 0.00
| ooo | ooo | ooo | ooo 0.0 Est. Insurance Portion 0.00
Est. Patient Portion 0.00

Payment Plan Summary

Billing Type [3] Insurance Family - Dual Insurance

Last Acct. Payment 0.00  Date 07/07/2000 ‘Mﬂnthlr Pmt 7675 Pmt Due 7675
Last Ins. Papment 15836  Date 11/08/2008 Amt Past Due  0.00 Due Date 02/03/2007
Last Statement Date o7A8/2000

Outstanding Billed to Insurance 0.00 = _Futule el vmenHE n =Rk
Expected from Insurance 0.00 Original Bal. 420,00 Payment 140.84
Account Portion of Total Balance 0.00 Remain Bal. 33500 Due Date ‘Wed. Sth

The following information appears:
* Billing Type — The billing type assigned to the account.
* Last Acct. Payment — The guarantor’s last payment amount and date.
e Last Ins. Payment — The last insurance payment amount and date.
*  Last Statement Date — The date you sent the last statement.
*  Outstanding Billed to Insurance — The total amount billed to insurance that is still outstanding.
* Expected from Insurance — The amount expected from insurance.
*  Account Portion of Total Balance — The estimated account portion of the balance.
* Today’s Charges — Any charges for procedures performed on the current date.
e Est. Insurance Portion — Estimated insurance portion for today.
e Est. Patient Portion — Estimated patient portion for the current date.
*  Payment Plan Summary — Information including the following:
*  Monthly Payment — The amount of the monthly payment.
*  Amount Past Due — The amount past due.
* Payment Due — The amount of that is currently due.
*  Due Date — The date the payment is due.
*  Future Due Payment Plan Summary — Information including the following:
*  Original Bal. — The original account balance.
*  Remain Bal. — The remaining account balance.
e Payment — Amount of the payment.
*  Due Date — The date payment is due.

Posting Procedures

Most of the time, you post procedures in the Chart module, and then once you complete an appointment, the
procedures post in the Accounts module. However, every now and then, you may need to post a procedure
directly in the Accounts module. All charges link to specific ADA procedure codes.

To post a procedure

1. In the Accounts toolbar, click Select Patient, and from the Select Patient dialog box, select the patient
that you want to post a procedure for.
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2. In the Accounts toolbar, click Enter Procedure.

The Enter Procedure(s) dialog box appears.

Enter Procedure(s) @

Date: (071342015

Procedure Description Explosion Codes:
Procedure: |[EEE \tsmalgam 2 Surface Bridge
. Status 00 Amalg.
Tooth: I_ “ Treatment Pl D0 Comp.
reatment Plan MOD Amalg
* Completed MO0 Comp.
Surfaces: ﬂ |:| Periok xam
i Perio-Low
dmount: [ 161.00 | Overide Proc Flags Peric-Up
[ Do Mot Billto Inzurance REAdult
Provider: |DDS1 ﬂ [ Fequire Start/Completion Dates | | PEChid

RECamp

TxRC/Cran
Ii

Procedure List Add | Change | Delete ‘

Add

*Procedure requires additional treatment infarmatian.

Ok./Post Cancel

3. Click the Procedure search button.
The Procedure Codes dialog box appears.
4. Select a category and a procedure code from their respective lists, and then click OK.
The procedure description and amount appear in their respective fields.
5. If necessary, do the following:
* Type the appropriate tooth number.
*  Click the Surfaces search button.

The Surface Selection dialog box appears.

Surface select.., @
[ Mesial

[ Incizal/Dcclusal
[ Distal

[ Lingual

[ Facial/Buccal

[ Clazs Five

&dd

Surfaces

I
(] | Eancel|
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*  Select the appropriate surfaces.
*  Click Add and then OK.
6. Click Add to add this procedure to the Procedure List.
7. If necessary, do one or more of the following:
*  To change providers, click the Provider search button.
e Select Treatment Plan or Completed under Status.
* Select Do Not Bill to Insurance
*  Seclect Require Start/Completion Date
*  Select Override Proc Flags
8. Click OK/Post.

All of the procedures in the Procedure List are saved to the Transaction Log.

Entering Payments

Payments received from patients and non-insurance sources are treated as patient payments. You can attach
payments to an account’s head of household or to an individual patient on an account. You may enter
payments and insurance payments in batches or for individual families or patients.

To enter a payment

1. In the Accounts toolbar, click Select Patient, and from the Select Patient dialog box, select the patient
that you want to post a payment for.

2. In the Accounts toolbar, click Enter Payment.

‘The Enter Payment dialog box appears.

Enter Payrment

Drate; |07 /0842015 Wl Check Payment - Thank ou
Cazh Papment - Thank vou

Armount: | Check Pmt at Visit - Thatk Yo
WISAMC Payment - Thank ol _
Check #: Discover Payment - Thank Yol =
AMER Payment - Thank v'ou
Bank/Branch f#: | Online Credit Card - Thank Yoo

Electronic Check - Thank rou

Fravider: |ppig1 ﬂ T — FPayrment from Collections 7

Fatient: |Fami|_l,l j

-

Muote: 3

OF. | Cancel

3. Do the following:
e Date — Type a new date to change the procedure date from the current date.

*  Amount — Type the dollar amount of the payment.

Note: You can enter whole numbers without using a decimal point. For example, you can enter
“$36.00” as “36.” The amount formats correctly. The field accepts up to 10 characters.
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4. To change the provider you want to apply the payment to, click the Provider search button.

a.

Check # — Type the check number (up to 20 characters).
Bank/Branch # — Type the bank and/or branch number.

Note: The information you enter here appears on all Deposit Slips.

Type — Select the appropriate type from the list.

Select the appropriate provider from the Select Provider dialog box.

b. Click OK.
5. To split the payment with another provider, click Split Payment.

Note: If you select one or more providers, the split payment only applies to the selected providers.

The Split Payment dialog box appears.

Split Payrment

Fayment Amount; 100.00 Add Provider

I

Pravider Balance AcctEst® Fay Split Methods

DDs1 190.00 190.00 0.00
t anual

FIFD

Aot Est

ik

R emaining Amaolnt; 100.00

* The Account Eztimate iz the estimated account portion of the
provider balance, based on pending dental insurance claims.

Dk /Post | Cancel |

6. Click Add Provider.

a.

From the Select Provider dialog box, select the provider you want to split the payment with.

b. Click OK.
7. Click one of the following buttons, and then click OK/Post:

Manual — Lets you pay a specific portion of the payment to a specific provider.

% — Divides the payment among the providers according to the provider’s percentage of the total
y g g &

amount owed.

FIFO (First In First Out) — Directs the payment toward the oldest completed procedures first. (Easy
Dental applies adjustments, finance charges, and late charges first regardless of date.)

Acct Est — Applies the payment to the provider who has a balance as an account portion (This option
ignores balances for providers which Easy Dental estimates insurance will pay remaining balance).

= — Splits the payment amount equally between providers with a balance.

8. In the Patient list, do one of the following:
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Select Family to apply the payment to the head-of-household.

Select a specific patient to apply the payment to the patient.
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9. If the payment requires clarification, type a note.

10. Click OK to post the payment.

Entering Adjustments

You can use adjustments to adjust an account to a higher or lower balance. You can enter adjustments on an
account to correct errors or to offer discounts.

To enter an adjustment

1. In the Accounts toolbar, click Select Patient, and from the Select Patient dialog box, select the patient
that you want to enter an adjustment for.

2. In the Accounts toolbar, click Enter Adjustment.

The Enter Adjustment dialog box appears.

Erter Adjustinent @

Date: |07/09/2015 IR -F il Friend Courtesy
Full-Payment Courtesy

Amavnt; | -Professional Courtesy

-Senior Citizen Courtesy

lm | »

-Staff Courtesy
-Charitable Contribution
+5ales Tax
+Charge Adjustment
Provider: oo ﬂ -Credit Adjustment -
Patient: Fanmily j
Mate: "

0k | Cancel

3. Select the type of adjustment that you want to make from the Type list.

4. Type the amount that you want to add to or subtract from the account balance according to the
adjustment type that you selected.

5. To attach the adjustment to a provider other than the guarantor’s primary provider, click the Provider
search button, and select the appropriate provider from the Select Provider dialog box.

6. In the Patient list, do one of the following:

*  To post the adjustment to the head-of-household’s account, select Family.

* To post the adjustment to someone other than the guarantor, select the patient’s name.
7. Type a note explaining the reason for the adjustment.

8. Click OK to post the adjustment.
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Entering Finance or Late Charges

You can post finance charges to payment plan accounts and late charges to delinquent accounts. Finance and
late charges are applied to the family’s account balance and shown on the guarantor’s account.

1.

In the Accounts toolbar, click Select Patient, and from the Select Patient dialog box, select the patient
you want to apply a finance or late charge to.

In the Accounts toolbar, click Enter Finance Charge/Late Charge.

The Enter Finance Charge or Late Charge dialog box appears.

-

Enter Finance Charge ar Late Charge @

Drate: |07 /0942015 TYpE ¥ Finance Charge

Smaunt: [10.00 i Late Charge

Provider: |ppis ﬂ

Maote: i

ak | Cancel

Select one of the following:

* Finance Charge

* Late Charge

Type the Amount of the charge.

To select a provider other than the guarantor’s primary provider, click the Provider search button, and
select the appropriate provider from the Select Provider dialog box.

In the Note field, type any necessary explanation for the charge.
Click OK to post the charge.

Entering Taxes and Discounts

Once you set up tax and discount types, you can post them to a patient or a family. Tax and discount types are
calculated and applied on the current day’s charges or a specified procedure date.

Note: If you calculate the tax or discount for all family members, it displays in the head of household’s ac-
count. If you calculate the tax or discount for the current patient, Easy Dental displays it in that patient’s
Accounts module. Once you apply a tax or discount type, you can delete or edit it like any other transaction.
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To enter a tax or discount

1. In the Accounts toolbar, click Select Patient, and from the Select Patient dialog box, select the patient
you want to apply a tax or discount to.

2. In the Accounts toolbar, click Enter Tax/Discount.

The Enter Tax/Discount dialog box appears.

Enter Tax / Discount @
Procedure D ate: p7/08/2015 Tax / Dizcount Type:
Calculate far Professional Courtesy
) Sales Taw
(" Current Patient Seniar Citizen Courtesy
Al Family Members
{7 Selected Procedures
Provider: |DDS1 ﬂ
Mote:
& taw/dizcount will be posted bazed on the sum
of all charges for the current patient, for all Family
memberz, of for the zelected procedures for the
entered procedure date. ok | Cancel

3. To change the procedure date from the default current date, type the appropriate date.

If no procedures posted on the date selected, an error message appears, and you cannot apply a tax or
discount.

Under Tax/Discount Type, select the type that you want to apply.
5. Under Calculate for, select one of the following:
e Current Patient
e All Family Members
* Selected Procedures
6. If necessary, click the Provider search button to change the provider to attach the tax or discount type to.
7. In the Note field, type a note to clarify the tax or discount type for this patient or family.
8. Click OK to apply the tax or discount type.

The tax or discount type appears as a separate line in the Accounts module.

Editing Transactions

You can edit or delete any current transaction in the Accounts module. A current transaction is one that
you have posted since the last closed out month. Also, you cannot edit or delete procedures attached to an
insurance claim until after you delete the corresponding claim.
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To edit a transaction

1. In the Accounts toolbar, click Select Patient, and from the Select Patient dialog box, select the patient
whose transaction you want to edit.

2. In the Transaction Log, double-click a transaction.

Surface Check # * | Description
02/01/2012 v Do274 s
02/01/2012  Brent L Crosby Di110 Prophylasis - Adult 85.00 DDSL Mo

10/10/2014  Brent L Croshy 4 D2140 Amalgam 1 Surface 127.00 DDS1
10/10/2014  BrentL Crosby Pay Cash Payment - Thank You -25.00 DDEL
10/10/2014  Brent L Croshy Pay Insurance Payment -10L.00 DDS1
10/10/2014  Brent L Crosby Ins Pr Denital Clairn - Rec'd 127.00

The Edit or Delete Procedure dialog box appears.

Edit or Delete Procedure @

Date: [07/02/2015

Procedure Description

Procedure: (02140 ﬂ &smalgam 1 Surface
Toath: |1_ Procedure Status Oweride Ins. estimate

" Treatment P
- Erea TTHI:I an [ Prim. lrs. Ii
Surfaces: M, ﬂ PRIt w Ii

(" Existing
Amount: | 127.00
Erovider: [DDST ﬂ [ DoMat Bill ta Insurance

[ Require Start/Completion D ates

——
——

Diagnoses: **

Motes: |Benzocaine topical gel. 1 carpule of Duranest, 1.5% with E pinephiring -
1:200,000, 25% N20 with a 10 minute 02 flugh. Rubber dam uzed to izolate |_|

the area, ligated toath with flazs.  Prep tooth. Copalite, Dycal liner, 2 spills of
alloy. Qeochuzion checked with carbon paper and adjusted with carver and
amalgam filling polizhed with pumice and hydrogen peroside. Standard post-

Delete 0k, | Cancel |

3. Make any necessary changes to the transaction, or do one of the following:

* Click Delete to delete the procedure from the Transaction Log.
*  Click Cancel to return to the Accounts module without making any changes.

4. Click OK to accept the changes you made.

Invalidating History Transactions

You cannot edit or delete history transactions. Instead, you can invalidate the procedure and enter an
adjustment with an explanatory note.

By default, procedures post to the Accounts module and the Chart simultaneously, which saves your office
from repetitive data entry. However, a different standard regarding record keeping exists for each module. The
Accounts module serves as a financial record and follows Generally Accepted Accounting Principals (GAAP),
which require that you correct an erroneous entry by posting an adjustment. In contrast, the Chart serves as a
clinical record of patient care and needs to be completely accurate in regards to treatment.
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To solve this discrepancy between the Accounts module and the Chart, you can invalidate procedures in
history. Invalidating a procedure removes it from the Chart, while leaving it in the Accounts module.

To invalidate a history transaction

1.

2.

In the Accounts toolbar, click Select Patient, and from the Select Patient dialog box, select the patient
whose transaction you want to invalidate.

In the Accounts toolbar, click Include History Transactions, and then double-click the history procedure
that you want to invalidate.

The Validate/Invalidate Procedure in History dialog box appears.

Walidate / Invalidate Procedure in History

Walidate / Invalidate Procedurs Procedure Status
+ Validate Procedure ¢ Invalidate Procedure & (=) &
Daate: (020142015
Procedure:  |D0274 Procedure Description: |Eitewing Faur Images

Owveride Ihz. estimate

N r
Amaunt; 5900 [ Do Mot Bill to Insurance
-

Provider: oosi Ii
Diagnoses: ﬂ

Notes: [4 B digitally taken. i

(] Cancel

Select Invalidate Procedure.

A plus sign (+) appears in the line in the Transaction Log’s history to denote that you invalidated the

procedure.

Click OK.

Enter a credit adjustment to credit the account for the amount of the procedure.
To learn more, see “Entering Adjustments” on page 163.

Re-add the correct procedure if necessary, changing the date to the original date.

Processing Insurance Claims

You should create an insurance claim each time an insured patient receives treatment. You can create a pre-
treatment estimate claim any time a carrier requires pre-authorization or when an insured patient requests a
pre-determination of benefits for recommended treatment.

An insurance claim or a pre-treatment estimate claim will have Not Sent, Sent, or Received as part of its

167
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description in the Transaction Log or when you print it. A claim is considered Not Sent until you send it
to the Batch Processor or print it. A claim is Received when a you record payment or pre-authorization for
it. The Ins column of the Transaction Log shows “No” for procedures that are not attached to an insurance
claim, and the column is blank for procedures that are attached to an insurance claim. If a procedure is
marked “Do Not Bill to Insurance,” an “X” appears in this column.

This section covers the following topics:
*  Creating Primary Claims

e Changing Claim Information

* Editing Claims

*  Entering Insurance Claims

*  Posting Partial Insurance Payments
*  Creating Secondary Claims

*  Deleting Insurance Payments

* Indicating Benefits Used and Deductibles Met

Creating Primary Claims

Create an insurance claim each time an insured patient receives treatment. You can create a claim immediately
after a patient checks out, or you can create a batch of insurance claims at the end of the day.

Note: If you have not yet posted procedures to the account, you must post them before creating the claim. See
“Posting Procedures” on page 159 for more information.

To create a primary claim

1. In the Accounts toolbar, click Select Patient, and from the Select Patient dialog box, select the patient
you want to create a claim for.

2. To create a claim for all procedures for the selected patient with the current date, from the Accounts
toolbar, click Create Insurance Claim.

The Primary Dental Insurance Claim window appears.
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"% Primary Insurance Claim (07/09/2015) Created

Patient: Crosby, Brent L
Subszcnber: Crosby, Brent L
Employer: Chevion

Carrnier: Metlife
Group Plan: Chevron

[Releaze of Infoldszign of Benefitz)[Secondary Insurance]

Claim Status Hote:

[Ma MHate]

Billing Provider: Smith, Denniz Claim Information: Standard
Rendering Provider: Smith, Denniz Diagnosis:
Pay-To Provider: Smith, Denniz
Tooth|Surface Description Date Code Fee Ins Paid
1 2] Amalgam 1 Suface 070220015 § D140 127.00) 0.00] -
1
Total Billed: 12700 | Pmt Date | Pmt Amt Bank/Branch # Check ## | Prov
Est Ins Portion: E1.60
Itemized Total: 0.0o |
Total Paid: 0.0o —
Ded 5/P/0: 000 7
Status (= |Insurance Plan Note
Create Date: 07/09/2015  Tracer:
Date Sent : On Hold: [Mao Mate]
Re-Sent:

Remarks for Unusual Services

[Mo Hote]

3. In the Primary Dental Insurance Claim window toolbar, click Print.

The Insurance Claim dialog box appears.

-

-
Insurance Cla... @

Include

I
-

Send to batch |

Send Electranically |

Pritt |

Cancel |

4. Do the following:

e If the claim has an attachment, select Attachment(s).

¢ To send the claim to the Batch Processor, click Send to Batch.

*  To send the claim electronically using eTrans, click Send Electronically.

* To send the claim to the printer, click Print.
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Changing Claim Information

When you create an insurance claim, a standard set of information is used to fill out the claim. If you need to
add non-standard information to a claim, you can edit the claim from the Primary Dental Insurance Claim
window, which you can open from the Accounts module.

To open the Insurance Claim window, double-click an insurance claim from the Accounts module.

I Toolbar I Subscriber Information Block I I Provider Blocks I
=
" Primary Insurande Clair {017/23/2013) Created
" =
@ 8 s B ex ﬁ
Patient: Croshy. Brent L Carrier: Dental Sele
Subscnber: Crozby, Brent L Eluup Plan: Pacifi 5]
Employer: Chevion [Release 0/8zzign of Benefitz][Secondany Insurance]
Billing Provider: Smith, Dennis Claim Information: Standard __l Claim Information Block I
Rendering Provider: Smith, Dernis Diagnosis:

Pay-To Provider: Smith, Dennis

Tooth|Surface Description Date Code Fee Ins Paid
Periodic E valuation 02/01/2012 | D720 46.00 0.00) .
— I Procedure Information Block I
Total Billed: 46.00 | Pmt Date | Pmt Amt Bank/Branch # Check # | Prov
Eszt Ins Portion: 46.00 | .
Itemized Total oo =11 Payment Information Block I
Total Paid: 0.00 -
Ded 5/P/0: 0/0/0 7
Status (= [Insurance Plan Note
Create Date: 07/23/2013  Tracer:
Date Sent : 0On Hold: [MNo Note]
. Re-Sent T Note Blocks I
Claim Status Note: Remarks for Unusual Services
Mo Mate] [No Mate)

| Claim Status Block |

The Primary Dental Insurance Claim window consists of the following sections, called blocks: Subscriber
Information, Billing Provider, Rendering Provider, Pay-To Provider, Claim Information, Diagnostic Codes,
Procedure Information, Payment Information, Claim Status Information, Insurance Plan Notes, and Remarks
for Unusual Services.

To edit a claim’s information, double-click the appropriate information block and change the information as
necessary. An explanation of each block follows.

Subscriber Information

The Subscriber Information block located at the top of the Insurance Claim window, displays the patient
name, subscriber name, employer, insurance carrier name, and the group plan name. The block also shows
if there is secondary insurance and if the “Release of Information” and/or “Assignment of Benefits” boxes are
selected.

To edit subscriber insurance information

1. Double-click the Subscriber Information block.
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The Patient/Insurance Information dialog box appears.

I "

Patient f Insurance Infarmation @

Signature on File
v Release of Information
[+ Assignments of Benefitz

Subgcrber 1D #: | 000-00-0005

Current Year's | Previous Year's |

Deductible
Lifetime Annual Annual
Individual — Individual Farnily
Standard Required: |[0.00 a0.00 150,00
Met: |0.00 0,00 |0.00
Preventive Required: |0.00 Q.00 0.0o
Met: [0.00 0.00 |0.00
Other Required: |0.00 Q.00 0.0o
Met: |0.00 10,00 |0.00
Individual F armnily
M axirium Benefits: | 1500.00 0.00
Bensfits Applied: |0.00 |0.00

| )4 | Cancel |

2. You may change the subscriber’s insurance identification number (usually the Social Security number)
that will print on the claim and select the option for Release of Information or Assignment of Benefits
which indicates whether “Signature on File” is to print on the claim to authorize release of information
and to authorize payment directly to the provider.

Note: Any changes to these fields will only affect the current claim. Changes will not cause the patient’s
insurance coverage information in the Patients window to change.

3. Edit deductibles applied and benefits received for both individual and family. Click the Previous Year’s
tab to enter benefit and deductible information for the previous year.

4. Click OK.
Note: If you entered the secondary insurance information after you created the primary claim, the bottom

left corner of this information window will show an Update Secondary Insurance check box. In this case
you cannot create a secondary claim until you select this check box.

Provider Information

There are three Provider Information blocks: Billing Provider, Rendering Provider, and Pay-To Provider.
The default providers in each claim are determined by the Practice Default settings. See “Setting up practice
resources’ in the Easy Dental Help for more information.)
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To change a provider for the claim
1. Double-click the desired provider block (Billing, Rendering, or Pay-To).
The Select Provider dialog box appears.

s -

Select Provider @

1] | M ame | Status | -
Smith, Denniz Primary

DDs2 Smith Junior, Denniz Frimary

CDs3 Cook, Maria Prirnary E

EMDO Ewvanz, Erica Prirmary

HY'G1 Haves, Sally Secondary |

ORTH Qliverzon, Oscar Frimary

FEDO  Childs. Brenda Prirnary i

ool [ P [ = Y Dirire —ri

ak. I Cancel

2. From the list, select the appropriate provider.
3. Click OK.

Claim Information

The Claim Information block displays information that is specific to a patient and an insurance claim; items
numbered 27 through 35 on a standard ADA insurance claim form. The standard information prints on the
claim unless it has been edited.

To change claim information
1. Double-click the Claim Information block.

The Insurance Claim Information dialog box appears.
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Insurance Claim Information

Flace of Treatment Pre-Autharization Number: "— Faor 5 pemal/Medicaid Claims

* Office ¢ Hosp Refering Prov:

" ECF ¢ Other | FirstVigit Date Curent Series: Feason for Pre-Auth:
I— Original Reference Mumber [#): Ii ' Required  Services Exceed Max

I Oral Surgemy I Re-Evaluation
Student Status ™ Special Case ™ Extension Reguested
Status: |Mat Student - | [ Medicare [~ CHDP
RS I” Eligibility Pending [~ CCs
Hadiograph[s]EncIosed:lﬂ_ﬂ Model[s]EncInsed:lﬂ_ﬂ [ Retoactive Eligibilty
Oral Image(s) Enclosed: ID_:I Other Attachment{s]: IU_ﬂ Pl vzils

Additional Information o
[ Disabled [ ate D escriptions

|N0.-’-‘-.cc:ident j | |

[ Semvices Covered by Anather Ing Plan: |

(2]

| Status: [No Prosthesss ] [

™ Dccup. liness Or Injury | | ’—
[ Orthodontic Treatment: I_

Clear kK | Cancel |

2. Make changes to any of the information displayed in the Insurance Claim Information dialog box,

including:
e DPlace of Treatment ¢ Orthodontic Treatment
e Attachments e Student Status
e Prosthesis e First Visit Date Current Series
* Disabled Option e Pre-Authorization Number
*  Occupational Illness ¢ Accident Information

ote: Pre-authorization numbers print on most claim forms. ere is more than one number for the
Note: P thorizat b t t claim fa If th th ber for th
procedures on the claim, a claim is created for each set of procedures with a different pre-authorization

number. If the patient is a student, the school name and city print on the insurance claim also.

3. Click OK.

Note: When claim information is entered or cleared from the Claim window, the changes apply only to

the claim currently displayed in the Claim window and the associated primary or secondary claim.

Including Attachments with Claims

In some cases, you may need to send attachments, such as letters or X-rays, to an insurance carrier with

an insurance claim. You can attach documents and images to claims and pre-authorizations that you send

electronically. You can import these attachments from the Documents module, Perio Chart, Easy Image, or a

text file.

To include an attachment with a claim

1. In the Transaction Log, double-click the claim or pre-authorization (primary or secondary) that you want

to include attachments with.

2. Double-click the Claim Information block.

173
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The Insurance Claim Information dialog box appears.

Insurance Claim Information @

Flace of Treatment Pre-Autharization Number: "— For S pecial/M edicaid Claims

* Office ¢ Hosp Refering Prov:

" ECF ¢ Other | FirstVisit Date Curent Series: Fleason far Pra-Auth:
I— Original Reference Mumber [#]: Ii ' Required  Services Exceed Max

I Oral Surgemy I Re-Evaluation
Student Status [~ Special Casze [~ Extension Requested
Status: |Mat Student | [ Medicare [~ CHDP
RS I Eligibility Pending [~ CCS
Hadiograph[s]EncImed:lﬂ_ﬂ Mndel[s]EncInsed:lﬂ_ﬂ [ Retroactive Eligibily
Oral Image(s] Enclosed: ID_:I Other Attachment(s]: lﬂ_ill Pl vzsls

| Status: [No Prosthesss ] [

| — ——

Additional Information o

[ Disabled Date Descriptions

[ Oceup. liness Or Injury | | ’—
|N0.-’-‘-.cc:ident j | |

[ Orthodontic Treatment: I_

[~ Services Covered by Anather Ins Plan: | |
Clear ak | Cancel |

3. Under Attachments, select the number of radiographs, oral images, models, or other attachments that
you are enclosing, and then click Include Attachments.

The Include Attachment(s) dialog box appears.

Include Attachment(s) @
Aftach From
| Document Center | Import Penio Chart |
Mon-Electronic |
| Import File |
D ate Cateqary/Filename Origin | Type I ate
1] T b

“When an attachment iz printed or zent electronically the

mazst recent version af the attachment will be used.
Cloze

4. Do the following:

*  Documents — Click to select an attachment that is assigned to the patient in the Documents module.
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* Import File — Click to attach a .txt or .rtf file to the claim. For organizational purposes, create a
subdirectory named Attachments under your standard Doc folder to store attachments in.

Note: Since .doc files may not be readable by most insurance companies, only files saved in .txt and
.rtf format can be sent electronically with the claim. You can easily convert a doc file in Microsoft
Word. Open the document in Word and click File > Save As. Change the File Type to .txt or .rtf and

click Save.

* Import Perio Chart — Click to attach a patient’s periodontal exam to the claim. The Select Perio
Exams dialog box appears, listing all periodontal exams saved for the patient.

*  Easy Image — Click if you have Easy Image installed and want to include a captured image.

*  Non-Electronic — Click if you want to send an attachment that is not an electronic format by mail.
The Attachment Information dialog box appears. Type a note in the Attachment Note field, select
the Attachment Type, Transmission Code, and type the Control Number for reference.

5. To include a note of up to 255 characters with an attachment, select the attachment and click
Attachment Information.

6. To remove an attachment from a claim, select the attachment and click Remove Attachment.
A message appears.

7. Click Yes to remove the attachment.

Procedure Information

The Procedure Information block lists all of the procedures attached to the claim, showing the tooth, surface,
description, date, procedure code, fee, and insurance paid amount.

*  The date column shows the date of completion for insurance claims and the treatment-planned date for
pre-treatment estimate claims.

*  The last column shows the amount that the insurance paid or pre-authorized for a received claim.

*  The scroll bar to the right of the block can be used to view procedures not shown when there are more
than six procedures listed.

When you double-click a procedure in the Procedures Information block, the Insurance Coverage Update or
Pre-Treatment Estimate Update dialog box appears. You can edit the itemized payment or estimate for the
procedure.

Payment and Estimate Information

The Payment/Estimate Information block displays:

*  The date you received the claim

*  The check number (for payments) and the amount applied to the deductible
*  The total of the itemized payments/estimates

*  The total charges for procedures on the claim

* The estimated insurance portion

* 'The total payment or authorized amount

When you double-click an entry in the Payment/Estimate Information block the Total Insurance Payment
or the Total Insurance Pre-Estimate dialog box appears which allows you to edit payment or estimate
information.
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Insurance Claim Status

The Insurance Claim Status block displays the date you created the claim, the date you sent the claim, the
date you sent a tracer, the date you placed the claim on hold, and the date you re-sent the claim. When you
create the claim, the create date defaults to the current system date. When you send the claim, the status is
automatically flagged as Sent, and the sent date defaults to the current system date. When you receive the
claim, the status is automatically flagged as Received, and the date defaults to the date for the payment or
estimate. When you double-click the Insurance Claim Status block, the Insurance Claim Status dialog box
appears.

i "

Ihsurance Clairm tatus

Create Date:  |09/05/2012 [ Claim Status Note:
Ingert Dateline Clear

Statuz Date

[ Clairn Sent :
[ Tracer Sent:
[ OrHald:

[ ReSent:
[ Woided :
(] 4 |

Cancel

You can change the claim status and the date for each status manually from the Insurance Claim Status
dialog box. When the claim is listed in the Accounts module, the status of Not Sent, or Sent and the
associated date will be displayed according to what you select here. The status and date for Received depends
on the information entered for the total payment or estimate.

Note: Use this box to track contact with insurance companies regarding unpaid claims. If you re-send a claim
or send a tracer, select those boxes. When you print the Insurance Aging report, those dates will print helping
you when you make your collection calls.

Insurance Plan Notes

The Insurance Plan Note block displays any notes that you entered for the insurance carrier from the Patients
module or from another Insurance Claim window for the same insurance carrier.

Note: Any note you enter here is for the insurance carrier and will be changed permanently for the insurance
carrier for all patients from all modules. This note will not print on the insurance claim.

To edit an insurance plan note
1. Double-click the Insurance Notes block.

The Insurance Plan Note dialog box appears.
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I

Insurance Plan Mote

-

Inzert D ateline

Clear | k. |

s

Cancel

2. Do one of the following:

Type additional notes

¢ (lick Clear to clear the current notes.

3. Click OK.

Remarks for Unusual Services

The Remarks for Unusual Services block displays any
treatment. These remarks print on the claim.

narrative for the claim to document and/or explain

Note: When submitting claims electronically, only the first 125 characters of the note are transmitted.

To include remarks for unusual services

1.
block.

In the Insurance Claim window toolbar, click Remarks or double-click the Remarks for Unusual Services

The Remarks for Unusual Services dialog box appears.

L

Rermnarks for Unusual Services

-

|nzert D ateline

Clear

o]

-

Cancel

2. Do the following:

Click Insert Dateline to add a dateline to the

3. Click OK.

note.

Type any notes necessary to document and/or explain the patient’s treatment.
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Diagnosis
The Diagnosis block allows you to sort any attached diagnostic procedures for the claim. You may also select
the option to not print the diagnostic codes on the claim.

1. Double-click the Diagnosis block.
The Sort Dental Diagnostic Codes dialog box appears.

-

Sort Dental Diagnostic Codes @

Sort Diagnogiz codes in the following arder for claims:
N 451051 Dental Fluorozis

M ove Up | aneDuwnl k. I Caricel

[~ Do Mot Print Dental Diagnostic Codes on this Claim

2. Select the code you want to move and then click Move Up or Move Down until the codes are in the
order that you want.

3. To prevent the attached dental diagnostic codes from printing on the insurance claim, select Do Not
Print Dental Diagnostic Codes on this Claim.

4. Click OK.

Editing Claims

When you create an insurance claim or a pre-treatment estimate, all of the insurance information for that
claim or estimate is gathered at that time. Consequently, if the patient’s insurance carrier, subscriber, or
employer changes, or if you add secondary insurance, claims created previous to them will not reflect these
changes. If you change only the name of the employer, insurance carrier, or group plan in the Patients window,
without selecting a different employer or insurance carrier, the change will be reflected for current claims.

To edit a claim

1. Double-click the claim you want to edit in the Transaction Log.

The Insurance Claim window appears.




2.

3.

4.
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" Primary Insurance Claim (07/09/2015) Created ==
" = =
9 8s-EoxN
Patient: Croshy, Brent L Carrnier: hetlife
Subscnber: Crozby, Brent L Group Plan: Chevron
Employer: Chevron [Releasze of Infolbezign of Benefitz)[S econdan Insurance)
Billing Provider: Smith, Denniz Claim Information: Standard
Diagnosis:

Rendering Provider: Smith, Dennis

Pay-To Provider: Smith, Dennis

Tooth| Surface Dezcription D ate Code Fee |Ins Paid
1 b Arnalgamn 1 Surface 07022015 § D2140 127.00 0.00f -
[
Total Billed: 127.00 [ Pmt Date | Pmt Amt Bank/Branch # Check # | Prov
Ezt Ins Portion: E1.60
Itemized Total: 0.00 m
Total Paid: 0.00 -
Ded 5/P/0: 0/0/0
Status (= |Insurance Plan Mote
Create Date: 07/03/2015  Tracer:
Date Sent : 0On Hold: (Mo Mote]
) Re-Sent:
Claim Status Note: Remarks for Unusual Services
[Mo Mote] Mo Mate]

In the toolbar, click Delete.

Note: When you delete a claim, if a copy of the claim is in the Batch Processor, it is deleted too.
From the Patients module, update the insurance information as necessary.

Note: To learn more, refer to “Working with dental insurance” in the Easy Dental Help.
Re-create the insurance claim. See “Creating Primary Claims” on page 168.

Note: If you select an insurance claim or payment that you moved to history, the Insurance Claim
window still appears. You can print insurance claims in history and change any of the insurance claim
information, except the payment. However, you cannot delete them. An insurance claim is moved to
history after you receive it and then perform the Month End update process.

Entering Insurance Payments

When you enter insurance payments, you can enter a total payment or itemize a payment by procedure.

Total — If you are not presented with an Explanation of Benefits (EOB) from the insurance carrier that
shows itemized payment amounts for each procedure, post a total payment.

Itemized — If you itemize a payment, you can enter a payment amount for each procedure attached to the
claim. This method is beneficial because you can track how much an insurance carrier pays for a specific
procedure. Being able to accurately estimate how much an insurance company will pay on a procedure is
extremely important when presenting recommended treatment with insurance estimates to a patient and

collecting payment after treatment.
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To enter an insurance payment
1. In the Accounts toolbar, click Select Patient, and from the Select Patient dialog box, select the patient
you want to enter a payment for.

In the Transaction Log, double-click the insurance claim that you want to enter a payment for.

The Primary Insurance Claim dialog box appears.

" Primary Insurance Claim (07/09/2015) Created ==
: - =
@ as-BamUO
Patient: Croshy, Brent L Carrnier: hetlife
Subscnber: Crozhy, Brent L Group Plan: Chevron
Employer: Chevron [Releasze of Infolbezign of Benefitz)[S econdan Insurance)
Billing Provider: Smith, Denniz Claim Information: Standard
Renderning Provider: Smith, Dennis Diagnosis:
Pay-To Provider: Smith, Denniz
Tooth| Surface Dezcription D ate Code Fee |Ins Paid
1 b Amalgam 1 Surface 0702205 Y D140 127.00 oo -
[
Total Billed: 127.00 | Pmt Date | Pmt Amt Bank/Branch # Check ## | Prov
Est Ing Portion: B1.E0
Itemized Total: 0.00 m
Total Paid: 0.00 —
Ded 5/P/0: 0/0/0
Status (= |Insurance Plan Mote
Create Date: 07/03/2015  Tracer:
Date Sent : 0On Hold: (Mo Mote]
) Re-Sent:
Claim Status Note: Remarks for Unusual Services
[Mo Mote] Mo Mate]
]

3. From the toolbar, click Enter Payment and click one of the following:
e Itemize by Procedure — Go to step 4.

The Insurance Coverage Update dialog box appears.

-

Ihsurance Coverage Update @

|Jpdate Payment T able:
" Yez * No

o |

Amount Paid:

0.00

Pre-Treat E ztimate:

Cancel
Current Coverage:

* Total Payment Only
The Total Insurance Payment dialog box appears. Go to step 5.
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Total Insurance Payment @

Enter Inzurance Payment Claim T otals

D ate |07 /09,2015 Pre-auth Numnber
Check # || Cowverage Amount E1.E0

Bark/Branch # | Total Amount Billed 127.00
Eharieler Aammims Itemized Total .00
Frove Itemized Balance - Amt Paid = Mew Bal Total &mount Paid 000
Dos oo 21700 noo 21700

Enter Adjustment
[ white-OFF & 4

» Inactive Provider. Ii

Payment Total .00

.-’-‘u:lu:l| Edit | Re-apply Amt Paid using FIFD

Deductible Applied Far Clair
Standard Fresentive Qther

|0.00 |0.00 |0.00 0K /Post

Cancel

e

To itemize the payment by procedure, do the following:

*  Amount Paid — Type the amount paid for the procedure.

*  Update Payment Table — Select Yes if the amount paid is different than the estimated payment.
Important: When you itemize payments, update the payment table only when the payment amount
applies to all patients covered by that plan. For example, if the estimated insurance portion is different
from the payment amount because money is being withheld toward a deductible, do not update the

payment table. Similarly, if a patient exceeds his or her maximum benefits, or if payment is reduced
because a missing tooth clause or time limitations apply, do not update the payment table.

e C(Click OK.

Each procedure prompts you for an itemized payment, and the Total Insurance Payment dialog box
appears.

From the Total Insurance Payment dialog box, do the following:
e  Check # — Type the check number of the insurance payment.
This information appears on your deposit slips.

* Deductible Applied For Claim — Type the amount that was applied to the patient’s deductible in the
appropriate fields according to the Explanation of Benefits (EOB).

If you did not itemize payments and need to change the Payment Total, under Provider Amounts, select
the provider from the list, and do the following:

* To split the payment with another provider, click Add. From the Provider Payment dialog box,
select the second provider, then type the amount paid, and click OK.

e To change the payment total, click Edit. From the Provider Payment dialog box, type the amount
paid, and click OK.

If you do not bill patients for the remaining balance after insurance, under Enter Adjustment, select
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Write-Off, and then do one of the following:
*  Select $ and type the amount of the adjustment in the Total Amount field. Click OK/Post.

*  Select % and type the percentage of the adjustment. Click OK/Post.
The Enter Adjustment dialog box appears.

Enter Adjustment @
Date: |07/09/2015 IR -F il Friend Courtesy

-Full-Fayment Caurtesy

Smaunt; | -Professional Courtesy

-Senior Citizen Courtesy

lam | »

-Staff Courtesy
-Charitable Caontribution
+5ales Tax
+Charge Adjustment
Provider: oo ﬂ -Credit Adjustment -
Patient: Fanily j
Maote: "

ak | Cancel

Select the type of adjustment from the list, and then click OK.
From the Total Insurance Payment dialog box, click OK/Post, and then from the Insurance Claim
window toolbar, click Exit.

If the patient has secondary coverage, Easy Dental prompts you to create a secondary claim.

Posting Partial Insurance Payments

At times, an insurance carrier will send partial payment for an insurance claim while waiting for more
information on certain procedures. In this situation, you can post two separate payments to the claim.
To post multiple payments to one insurance claim

1. From the Accounts module, select a patient.

2. Double-click the claim that you want to post another insurance payment to.

The Insurance Claim window appears.
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rx‘ Primary Insurance Claim (07/08/2015) Created

49 as-Ea280

(]

Patient: Croshy, Brent L Carrnier: hetlife
Subscnber: Crozby, Brent L Group Plan: Chevron
Employer: Chevron [Releasze of Infolbezign of Benefitz)[S econdan Insurance)
Billing Provider: Smith, Denniz Claim Information: Standard
Rendering Provider: Smith, Dennis Diagnosis:
Pay-To Provider: Smith, Dennis
Tooth| Surface Dezcription D ate Code Fee |Ins Paid
1 b4 Arnalgamn 1 Surface 0722015 § D2140 127.00 0.00
I
Total Billed: 127.00 | Pmt Date | Pmt Amt Bank/Branch # Check ## | Prov
Ezt Ins Portion: E1.60
Itemized Total: 0.00 1
Total Paid: 0.00 —
Ded 5/P/0: 0/040 52
Status (= |Insurance Plan Mote
Create Date: 07/03/2015  Tracer:
Date Sent : 0On Hold: (Mo Mote]
) Re-Sent:
Claim Status Note: Remarks for Unusual Services
[Mo Mote] Mo Mate]

Payment.
The Total Insurance Payment dialog box appears.

x5

Total Insurance Payment

Enter Inzurance Payment Claim Totalz

Date |07/09/2015 Pre-2uth Number
Check # || Coverage Amount £1.50

Total Amount Billed 127.00

Bank/Branch # |
B A Itemized Total 0.o0
Frow Itermized  Balance - Amt Paid = Mew Bal Total Amount Paid 0.00
DDS1 0oo 217.00 0oo 217.00

Enter Adjustrant
[ wiriteOf & ¢

» Inactive Provider, Ii

Payment Tatal 0.00

Add| Edit ‘ Re-apply Amt Paid using FIFQ

Deductible Applied Far Claim
Standard Preventive  Other

|0.00 000 |0.00 DK Pt

il

Cancel

4. Type the Date, Check #, and Bank/Branch # for the additional payment.

In the Insurance Claim toolbar, click Enter Payment, and then from the menu, click Enter Additional
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5. Under Provider Amounts do one of the following:
*  Select the provider you want to credit the payment to from the list and click Edit.

The Provider Payment dialog box appears.

s "

Prowider Payment

Frowvider. | DDST Delete

[ternized Total: 0.0o (1] 4

Arnount Paid: |m Cancel

did

e Click Add if the provider is not listed.
The Provider Payment dialog box appears.

s "

Prowider Payment

Proveider: | DDST Delete

[ternized Total: 0.0o (1] 4

Arnount Paid: |m Cancel

0l

e Click the Provider search button.
*  Select the provider from the list.
Type the amount of the check in the Amount Paid field, and then click OK.
Click OK/Post to post the payment and return to the Insurance Claim Information window.

Note: Once you post a payment to a claim, the claim is labeled received and is no longer considered in
the pending insurance estimate for outstanding claims.

Creating Secondary Claims

You can create a secondary insurance claim any time after creating the primary claim. You do not need to
send or receive the primary claim before you create the secondary claim. When you receive a patient’s primary
claim, you are reminded to create the secondary claim when the patient has secondary coverage if you have
not yet created the secondary claim.

To create a secondary claim

1. In the Accounts Transaction Log, double-click the primary claim you want to create a secondary claim for.

The Primary Insurance Claim window appears.
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(]

[3 Primary Insurance Claim (07/08/2015) Created

. = =
9 8s-EoxN
Patient: Croshy, Brent L Carrnier: hetlife
Subscnber: Crozby, Brent L Group Plan: Chevron
Employer: Chevron [Releasze of Infolbezign of Benefitz)[S econdan Insurance)
Billing Provider: Smith, Denniz Claim Information: Standard
Rendering Provider: Smith, Dennis Diagnosis:
Pay-To Provider: Smith, Dennis
Tooth| Surface Dezcription D ate Code Fee |Ins Paid
1 b4 Arnalgamn 1 Surface 0722015 § D2140 127.00 oo -
[

Total Billed: 127.00 [ Pmt Date | Pmt Amt Bank/Branch # Check # | Prov
Ezt Ins Portion: E1.60
Itemized Total: 0.00 B
Total Paid: 0.00 -
Ded 5/P/0: 0/0/0
Status (= |Insurance Plan Mote
Create Date: 07/03/2015  Tracer:
Date Sent : 0On Hold: (Mo Mote]
) Re-Sent:
Claim Status Note: Remarks for Unuzual Services
[Mo Mote] Mo Mate]

2. In the Primary Insurance Claim window toolbar, click Create Secondary.
The secondary claim is created, and the Secondary Insurance Claim window appears with the secondary

coverage the patient had at the time you created the primary claim.
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[3 Secondary Insurance Clairm (07/09/2015) Created @

o assES290

Patient: Croshy, Brent L
Subscnber: Crozby, Brent L

Carmner: Metlife
Group Plan: Chevron

Employer: Chevron [Releasze of Infolbezign of Benefits)
Billing Provider: Smith, Denniz Claim Information: Standard
Rendering Provider: Smith, Dennis Diagnosis:
Pay-To Provider: Smith, Dennis
Tooth| Surface Dezcription D ate Code Fee |Ins Paid
1 & Amalgam 1 Surface 07/02/2015 || D2140 127.00 0.00) -

Total Billed: 127.00 [ Pmt Date | Pmt Amt Bank/Branch # Check # | Prov
Ezt Ins Portion: E1.60
Itemized Total: 0.00 B
Total Paid: 0.00 -
Ded 5/P/0: 0/0/0
Status (= |Insurance Plan Mote
Create Date: 07/03/2015  Tracer:
Date Sent : 0On Hold: (Mo Mote]
) Re-Sent:
Claim Status Note: Remarks for Unuzual Services
[Mo Mote] Mo Mate]

3. In the Secondary Insurance Claim window toolbar, click Print.

The Insurance Claim dialog box appears. You can print the claim now or send it to the Batch Processor
and either print it later with other documents or send it electronically.

Ll
Insurance Cla... @

[nzlude

i
-

-

Send to batch |

Send Electronically |

Prirt |

Cancel |

4. Click one of the following:
e Send to Batch — To send the claim to the Batch Processor.

*  Send Electronically — To send the claim electronically using eTrans.

*  Print — To send the claim directly to the printer.

5. In the toolbar, click Exit.
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Deleting Insurance Payments

If you made a mistake when posting an insurance payment, you can delete the payment so that you can re-

enter it correctly.
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Note: If a claim was paid and moved to history during month-end, the payment is also in history and you

cannot delete it.

To delete an insurance payment

1.

delete.

The Insurance Claim window appears.

With a patient selected, from the Transaction Log, double-click the insurance payment that you want to

r_; Prirmary Insurance Claim (07/09/2015) Created

dasESXQ

(]

Employer: Chevron

Patient: Croshy, Brent L
Subscriber: Crozby, Brent L

Carrnier: hetlife
Group Plan: Chevron

[Releasze of Infolbezign of Benefitz)[S econdan Insurance)

Billing Provider: Smith, Denniz Claim Information: Standard
Rendering Provider: Smith, Dennis Diagnosis:
Pay-To Provider: Smith, Dennis
Tooth| Surface Dezcription D ate Code Fee |Ins Paid
1 b Amalgam 1 Surface 07022015 | DE140 127.00 000 -
[
Total Billed: 127.00 | Pmt Date | Pmt Amt Bank/Branch # Check ## | Prov
Est Ins Portion: B1.60
Itemized Total: 0.00 m
Total Paid: 0.00 —
Ded 5/P/0: 0/040 52
Status (= |Inzurance Plan Mote
Create Date: 07/03/2015  Tracer:
Date Sent : 0On Hold: (Mo Mote]
) Re-5ent:
Claim Status Note: Remarks for Unusual Services
[Mo Mote] Mo Mate]

2. Double-click the payment.

The Total Insurance Payment dialog box appears.
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Total Insurance Payment @

Enter Inzurance Payment Claim Totalz

Date |07/09/2015 Pre-2uth Number
Check # || Coverage Amount £1.50

Bank/Branch # | Total Amount Billed 127.00
Enaies Amers Itemized Total 0.o0
Prow Iternized  Balance - Amt Paid = New Bal Tatal Amount Paid 000
[V} 000 217.00 ooo0 217.00

Enter Adjustrant
[ wiiteOf & ¢

» Inactive Provider, li

FPayment T atal 0.00

ﬁdd| Edit ‘ Re-apply Amt Paid using FIFO

Deductible Applied Far Claim
Standard Preventive  Other

|0.00 000 |0.00 DK Pt

Cancel

il

Under Provider Amounts, select the payment, and then click Delete.
A confirmation message appears.
Click OK to confirm the deletion.

In the Insurance Claim window toolbar, click Exit.

Indicating Benefits Used and Deductibles Met

Typically, you will record when deductibles have been met when posting an insurance payment, and benefits
used and deductibles met are tracked automatically for patients. However, you may have patients who come
to your practice mid-year. These patients may have met part or all of their deductibles for the year or used part
or all of their maximum benefits.

To learn more, see “Subscriber Information” on page 170.

Printing Accounts Reports

You can print a walkout statement, single billing statement, family accounts, or patient history for the current
family directly from the Accounts module. You can print all Accounts module reports by clicking Print from
the toolbar, and then selecting the following options from the menu:

Walkout — Lets you print three report types: Family Walkout, Walkout/Doctor’s Statement, and
Appointment Card. For more information, see “Printing walkout statements” in the Easy Dental Help.

Statement — Lets you print a single billing statement for the selected patient. For more information, see
“Printing single billing statements” in the East Dental Help.

Family Account — Lets you print a report of the currently selected family’s account. For more
information, see “Printing family account reports” in the Easy Dental Help.

Patient History — Lets you print a report itemizing all patient transactions (including payments and
adjustments) and containing a total account balance. For more information, see “Printing patient history
reports” in the Easy Dental Help.




Searching for Payments

You can search for payments in the Accounts module by check or bank number, amount, payment date,
payment type, account, or insurance carrier name. You can print a report that lists the payments found by
the search. Use this feature when you want to search for any patient or insurance payment, including batch

payments.

To search for a payment

1. In the Accounts toolbar, click Search Payments.

The Search Payments dialog box appears.
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' § Search Payments
$ ¥

—Check Infarmation

Check #: |
Bank/Branch #: I

—Select Insurance Carrier

From: |<A|—|—>

Ta: [<ALL>

—Select Payment Types

—Select Date

C | ezaomz |

From:
& Al Dates

| & Al Dates

O [ aaemz -

Amount

Fromg<ALL>

Tor |<ALL:

By % Procedure Date " Entry Date

Select Account

J<ALL>

Search I Clear |

¥ &l

Froc Date | Entry Date | Mame

| Subszcriber

| Diezcription

| Iz Carrier

| Bank/Branch | Check &

|Amount | Prow |

Open In Accounts Cloze |

2. Do one or more of the following:

¢  Check Information

*  Check # — Type the check number. This field can contain up to 9 characters.

*  Bank/Branch # — Type the bank or branch number. This field can contain up to 19 characters.

e Select Date

*  From - Specify a starting date for the search, or select All Dates to search without a start date.

*  To — Specify a starting date for the search, or select All Dates to search without an end date.

*  Procedure Date — Select to search by the date the procedure was performed.

*  Entry Date — Select this option to search by the date the procedure was entered.

*  Select Insurance Carrier — Select the insurance carrier range that you want to search by in the From

and To fields:

*  Amount — Type the amount range that you want to search by in the From and To fields.

*  Select Account — Click the search button and select a guarantor to search by an account.

*  Select Payment Types — Select the payment types that you want to search by from the list, or select

All to include all payment types.
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3. Click Search.

The search results are listed.
Note: Click any column header to sort the search results by that column.

4. Click Open in Accounts.

The patient’s payment appears in the Transaction Log of the Accounts module.

Easy Checkout

Typically, most offices complete three tasks as a patient checks out after a visit. Easy Checkout combines these
three tasks so that you can easily collect a payment, generate an insurance claim, and print a receipt.

For information on setting the options for Easy Checkout, see the Easy Dental Help.

To check a patient out using Easy Checkout

1. In the Accounts toolbar, click Select Patient, and from the Select Patient dialog box, select the patient
you want to check out.

2. Post the completed procedures for the day.
See “Posting Procedures” on page 159.

3. In the Accounts toolbar, click Easy Checkout.
The following occurs:

e  The Enter Payment dialog box appears. Type the patient’s payment and click OK or click Cancel if
there is no payment due. See “Entering Payments” on page 161.

* If the patient has insurance, a claim is created automatically for procedures that you posted on the
current day. The claim is sent to the Batch Processor, sent electronically, or printed.

* A walkout statement prints.

Entering Batch Payments

Depending on the number of payments you receive each day, processing them can be time consuming,
especially when you receive payments from several insurance carriers that cover multiple claims for multiple
patients. Easy Dental lets you process and post multiple claims for multiple patients quickly and easily
whether you are entering payments made by your patients or their insurance carriers.

Entering Batch Account Payments

Depending on your billing cycles, the arrival of the mail often generates a number of payments that you must
enter. The Easy Dental Batch Account Payment feature allows you to group payments and enter them as a
single batch—saving you valuable time.

1. In the Accounts toolbar, click Batch Payments, and then from the menu, click Enter Batch Account
Payments.




The Batch Payment Entry dialog box appears.
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Patient M ame:

Batch Payrment Entry

E nitries:

-

=

Batch Total:

Drate

Hame

Check # Aot Prow

Edit

Cloze

2. Click the Patient Name search button, and then select the appropriate patient from the Select Patient

dialog box.

The Enter Payment dialog box appears.

Erter Payrment

Bank/Branch #:
Provider:

Fatient:

Mote:

Amount: |[INIH
Check #: Ii

Daate: |07/08/2015 W= Check Pavment - Thank You
Cazh Payment - Thank v'ou
Check Pmt at Vigit - Thank oy
VISAMC Payment - Thank ol _
Dizcover Paymernt - Thank ol =
AMEX Payment - Thank, v'ou

Online Credit Card - Thank Yoo
Electronic Check - Thank rou

0DST ﬂ Sl Bt Paprnent from Collections
|Fami|_l,I ﬂ
-

o]

Cancel

3. Enter the payment information as explained in “Entering Payments” on page 161.

4. Click OK to post the payment and return to the Batch Payment Entry dialog box.

5. Repeat steps 2—4 for all other payments.

6. When you finish entering payments, compare the number of entries to the number of payments. To make

corrections to a payment, double-click the entry.

7. Click Close to close the Batch Payment Entry dialog box.

Entering Batch Insurance Payments

An insurance carrier may settle claims by sending the provider one check to cover multiple claims. For
example, your practice may have several patients who are covered under the same carrier and plan. The carrier
will then settle claims coming from your practice for these patients by remitting only one check.
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Entering Total Payments Only
You can post a total payment, or you can itemize payments by procedure.

To enter a batch insurance payment — total payment only

1. In the Accounts toolbar, click Batch Payments, and then from the menu, click Enter Batch Ins.

Payment.

The Batch Insurance Payment Entry dialog box appears.

Batch Insurance Payment Entry
Inzurance Papment;

Check #:

Bank/Bratich #: |

D ate:

Amount: |0.00

Pending Claims:

Mext Check

i

Cloze

Inzurance Camier Mame: Group Plan: Group #: E dit
| |
[ Date | Subscriber Mame | Soft | Patient | Bithdate [ Total | FEstlns |
-
Paid Claims:
Entriez: |0 Batch Tatal |0.00 cli
[ Date Subsciber Mame | CoH I Patient | Bithdate [ Total [ Estlne. | Pad |
-
2. Type the Check #, Amount, and Bank Branch Number.
3. Click the Insurance Carrier Name search button.
The Select Dental Insurance Plan dialog box appears.
Select Dental Insurance Plan @
Search By
Enter Carrier Marme: @ Carier Mame  © Group Flan " Local Mumber © Payar ID
|| " Employer " Group Mumber — © Address
Carrier Mame | Group Plan | Employer Mame | Group # | Local # | Payor 1D | Address -
Aetna Consumer Advoca..  Conzumer Advocate Group mase B0054 CT. "Windsor
Agtha JC Perney JC Penney - Active mzra B0054 CT.Windsor | =
American ‘Western Life Carmike Cinemas Carmike Cinemas 23445 AHGO Ch, San Matec
American *Western Life Central City Clinic Central City Clinic 41336 AHGOT Ca4, San Matec
American Western Life Circuit City Circuit City 93552 AHGM CA, San Matec
Ameritaz Allied Plurmbing Allied Plumbing 11220 47003 ME, Lincoln
Ameritag American Express American Express 11515 47009 ME, Lincaln
EBlue Cross Blue Shisld Allied Allied - Southwest 21774 24101 CO. Colorade &
Elue Cross Blue Shield Allied Allied Architects Inc. 21009 a410 CO, Colorado £
Blue Cross Blue Shisld ATET ATET 21440 2410 C0O, Colorada £ +
] o m »
(0] | Cancel

4. Select the appropriate carrier and plan from the list, and then click OK.

A list of all outstanding insurance claims for that carrier appears.
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Note: You can select up to 150 different carriers; however, only the first 150 claims are read.

5. Select the appropriate claim and click Edit.
The Insurance Claim window appears.
6. In the toolbar, click Enter Payment and then from the menu, click Total Payment Only.

The Total Insurance Payment dialog box appears.

Total Insurance Payment @

Enter Inzurance Payment Claim Totals

Date |07/09/2015 Pre-Auth Number
Check # | Coverage Amount £1.60

Bark/Branch # | Tatal Amount Billed 127.00
Bl Aammims Itemized Total 0.a0
Prow Itemized Balance - Amt Paid = Hew Bal Tl Bomnt Pefs 0.00
Los noo 217.00 noo 2700

Enter Adjustment
[ white-OFF & ¢

* Inactive Provider. Ii

FPayment Total Q.00

f-‘u:lu:l| Edit | Re-apply Amt Paid using FIFD

Deductible Applied Far Clair
Standard Fresentive Qther

|0.00 |0.00 |0.00 OK/Past

Cancel

e

7. Do the following:

*  Provider Amounts — Double-click the provider you want to apply the payment to. In the Provider
Payment dialog box, type the amount paid and click OK.

*  Deductible Applied For Claim — Type the amount the EOB (Explanation of Benefits) shows was
applied to the patient’s deductible. Enter the amount in the appropriate box for the deductible type.

8. C(lick OK/Post.
9. In the Insurance Claim window toolbar, click Exit.

The payment you entered appears under Paid Claims, and Easy Dental adds the payment to the Batch
Total in the Batch Insurance Payment Entry dialog box.

10. Repeat the above steps until enter all of the insurance payments from a single check.
When you finish attaching claims to one payment, the Batch Total should equal the Check Amount.
Note: If you close Easy Dental, you will lose a saved batch entry. As long as Easy Dental remains open,
you may reopen the Batch Insurance Payment Entry dialog box and complete the process at any time.

When you finish entering the payment for one check and are ready to enter another, click Next Check to
clear the dialog box of all entries.
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Itemizing Batch Insurance Payments

You can post a total payment, or you can itemize payments by procedure.

To itemize a batch insurance payment

1. In the Accounts toolbar, click Batch Payments, and then from the menu, click Enter Batch Ins.
Payment.

The Batch Insurance Payment Entry dialog box appears.

Batch Insurance Payrnent Entry

Inzurance Papment;
Mewt Check

Check #:

Eank/Branch #; | Close

D ate:

Armount: (0,00

Pending Claimsz:

i
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Ingurance Camier Mame: Group Plan: Group §#: Edit
| )
[ Date 1 Subscriber Mame | o | Patient [ Bithdate [ Total [ Estlns |
-
Paid Clairns:
Entries: |0 Batch Total | 0.00 Edit
[ 558 [ Patient | Bithdate | Total | Estine | Pad |
i
2. Type the Check #, Amount, and Bank Branch Number.
3. Click the Insurance Carrier Name search button.
The Select Dental Insurance Plan dialog box appears.
Select Dental Insurance Plan @
Search By
Eirties B Memm * Carier Mame © Group Flan " Local Mumber © Papar ID
|| (" Employer (" Group Mumber  © Address
Carrier Mame | Group Plan | Emploper Name | Group # | Local # | Papaor 1D | Address -
Aetha Corsumer Advoca..  Congumer Advocate Group 278 EO054 CT, “indsar
Agtna JC Penney JC Penney - Active 273 60054 CT.windsor | =
Amencan Western Life Carmike Cinemas Carmike Cinemas 23445 AHGO CA, San Matec
American Western Life Cetitral City Clinic Central City Clinic 41336 AHGOT Ca. San Matec
American *Western Life Circuit City Circuit City 93552 AHGOT Cé, San Matec
Ameritaz Allied Plunibing Allied Flurnbing 11220 47009 ME, Lincaln
Ameritaz American Express American Express 11515 47009 ME., Lincaln
Blue Cross Blue Shield Allied Allied - Southwest 21774 a41m C0, Colorado £
Blue Crozs Blue Shield Allied Allied Architects [nc. 21009 241m CO, Colorado £
Blue Cross Blue Shield ATET ATET 21440 a410 CO, Colorado £
] T ' b
Ok | Cancel

4. Select the appropriate carrier and plan from the list, and then click OK.

A list of all outstanding insurance claims for that carrier appears.
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Note: You can select up to 150 different carriers; however, only the first 150 claims are read.

5. Select the appropriate claim from the Pending Claims list, and click Edit.
The Insurance Claim window appears.
6. In the toolbar, click Enter Payment and then from the menu, click Itemize by Procedure.

The Insurance Coverage Update dialog box appears.

Insurance Coverage Update @

Ipdate Payment T able:
" Yez ™ Mo

Amount Paid:

Pre-Treat E stimate; .00

Current Coverage: Ok | Cancel

7. If the amount paid differs from the amount of the estimated insurance amount, type the amount paid,
under Update Payment Table, select Yes, and then click OK.

You are prompted for an itemized payment for each procedure, and the Total Insurance Payment dialog
box appears.

8. Click OK/Post.
The Insurance Claim window appears.
9. From the toolbar, click Exit.

The Batch Insurance Payment Entry dialog box appears with the payment you just posted in the Paid
Claims list.

10. Do one of the following:
¢ Click Next Check to continue processing checks.
*  Click Close if you have finished processing checks.

Setting up Payment Plans

You have the flexibility to set up several types of payment plans:
e Payment Plans

e Future Due Payment Plans

Creating Payment Plans

You can set up a payment plan after you complete treatment and the patient needs to pay the balance due over
time. You can have only one payment plan per account in Easy Dental.

To create a payment plan

1. In the Accounts module, select the patient you want to create a payment plan for.

2. In the Accounts module toolbar, click Billing/Payment Plan.

The Billing/Payment Plan Information dialog box appears.
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BillingfPayment Plan Information @

ST m == 1: Standard Biling - finance charges -

Z: Standard Biling - no finance charges Accaunt Notes
3 Mo lnsurance

4: Inzurance Family - Dual Insurance

0-»30 | 31-:60 | 61-»90 | 91-> | Balance [ LastPayment

[Zi70 [ooo [ooo  [ood Fi7.00 | Ameunt [0.00 Daiz:
Payrment Plan [PP)
Date; |07/08/2015  Tems
Interval
& Morth Bal for PP: |271.00 Bal. Remaining: 27100 At Dige:
* tanthly
™ Semi-manthiy Firzt Pmt Due: Mext Pmt Doe: Mizsed Ptz 0

" Birweskly Payment At At Pazt Due: 0.aa
" wWeekly Total # of Payments: ’_ Femaining # of Pmts: Print. ..

Payment Plan Mote
Maote Date:) 07A08/2015 ﬂ Copy Plan to Mote | Ihzert Dateline |

_1-

> oK
Clear | | Copy Nu:ute‘ Copy &l | Cancel

3. Do the following:

* Billing Type — Select the appropriate billing type from the list.

* Date — If necessary, under Payment Plan (PP), change the date of the payment plan from the default
current date.

4. Click Terms.
The Payment Plan Terms dialog box appears.

s "

Payrnent Plan Terrms @

Select Type...

Annual Finance Charge Percent: |0.000

Late Charge

Annual Late Charge Percent; |0.000
0

Grace Period [daysz):
Minirum Late Charge: |0.00

Minimum B alance to Charge: |0.07

5. Click Select Type.
The Select Payment Plan Type dialog box appears.
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Select Payment Plan Type @
Type FC % LC % MinBal MinLC |Grace
Collections Agreement 21.000  A1.000 500 10.00
Good Account Agreement 12000 12000 1500 .50 A0 days
Standard Agreement 18.000 718000 1000 R.0o 10 days
YIP Agreement 0.000 0.000 0.m Q.00 A0 days

] Cancel

*  Select the appropriate plan type from the list.
* Click OK.

The terms for the selected type are entered.

To modify the terms, do the following:

Annual Finance Charge Percent — Type a yearly percentage rate. Easy Dental automatically
calculates a monthly charge.

Annual Late Charge Percent — Type a yearly percentage rate. Easy Dental automatically calculates a
monthly charge.

Grace Period (days) — Type the number of days for a grace period (0 to 30) for the receipt of
payment before Easy Dental assesses a late charge.

Minimum Late Charge — Type the minimum amount to assess as a late charge.

Minimum Balance to Charge — Type the minimum balance to assess a finance or late charge. Easy

Dental defaults to a minimum balance of $.01. You can increase the amount, but it may not be less
than $.01.

Click OK to return to the Billing/Payment Plan Information dialog box.

Do the following:

Interval — Select one of the following:

*  Monthly — Requires a payment once a month.

e  Semi-Monthly — Requires a payment twice a month.
e Bi-Weekly — Requires a payment every two weeks.

e Weekly — Requires a payment once a week.

Bal. for PP — The balance of the payment plan based on the guarantor’s portion of the account
balance. If necessary, you can change the amount.

First Pmt Due — Type the date that the first payment is due.

Payment Amount — Type the amount of the payment based on the payment interval. The total
number of payments is calculated based on this amount.

Total # of Payments — Type the total number of payments. The payment amount is calculated based
on the number of payments and the payment interval.

Bal Remaining — This amount is calculated automatically each time you post a payment to the plan.

Next Pmt Due — The date the next payment is due is calculated automatically.
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*  Amt Past Due — The amount of any past due payments, including late charges, is calculated
automatically.

* Remaining # of Pmts — The number of remaining payments is calculated automatically as you post
each payment.

*  Amt Due — The amount due for the next payment is calculated.
* Missed Pmts — The number of missed payments is calculated.
e Copy Plan to Note — Click to copy the payment plan to a note.
Note: Copying the payment plan to a note provides a documented copy of all payment arrangements
that you established over the history of the account.
8. To print a report to give to the patient/guarantor, click Print.

The Print for Payment Plan dialog box appears.

-

Print far Payrment Plan @

[+ Truth in Lending Disclosure Statement
[ Amortization of Payments and Finance Charges

[ Coupon Book for Scheduled Papments

Send to batch Prirt Cancel

Select one or more of the following, and then click Send to Batch or Print:

*  Truth in Lending Disclosure Statement — Discloses the terms of the agreement. It includes the
annual percentage rate, the finance charge amount, the total amount financed, and the total amount
paid at the end of the agreement.

* Amortization of Payments and Finance Charge Schedule — Prints a schedule listing the interest
accrued on the balance amount for each payment interval.

*  Coupon Book — Prints payment remittance coupons for the patient.

9. Click OK.

The payment plan information appears under Payment Plan Summary in the Accounts window.

Creating Future Due Payment Plans

Future due payment plans allow you to complete treatment over time and charge an account monthly for
work in progress, such as orthodontics. Unlike payment plans, you can set up future due payment plans for
individual patients.

Note: Future due payment plans are charged monthly. Keep this in mind when you enter the number of
charges for a payment plan.

To create a future due payment plan
1. In the Accounts module, select the patient you want to create a future due payment plan for.
2. In the Accounts module toolbar, click Future Due Payment Plan.

The Select Payment Plan dialog box appears.
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Select Payment Plan @

DOST [rew]
DDS2 [new)
DOS3 [new]
EHDO [new)
ORTH [rew]
PEDO [rew]
FERI [new]
SURG [rniew]

aF. Cancel

3. Select a provider for the payment plan from the list, and then click OK.

The Create Payment Plan dialog box appears.

Create Payment Plan [DDE1]

|nitial Agreement Information:

Date of Agreement:

First Pay Due Date;  |07/08/2015

Tatal Plan Amount:

Current Plan Status:

[l

Charged Remaining

—=

—

Date Amount

Diowven Pay, Charge: |

taonthly Charge Information:
Mate:

# of Charges;
Charge Amount;
Charge Proc. Code; ﬂ

W Autolns Claim W Auto Charge

tanual Charge Enty:
Dowen Payment | tanthly |

[ Print Payment Boak

ok | Cahcel

4. Do the following:

* Date of Agreement — By default, this is the current date, but you can change it.

e First Pay Due Date — By default, this is the current date, but you can change it.

e Total Plan Amount — Type the total amount to charge.

*  Down Pay Charge — Type the amount of a down payment, if any.
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*  # of Charges — Type the total number of charges. the charge amount is calculated automatically.

e Charge Amount — Type the total amount of the charges. The total number of charges is calculated

automatically.

* Charge Proc Code — Type the procedure code to use when posting the monthly charge, or click the

search button and select the procedure code.

Note: If an ADA code does not exist for the type of charge you need to post, you can create one. For
information on adding a procedure code, see “Setting up procedure codes” in the Easy Dental Help.

*  Auto Ins Claim — Select to generate an insurance claim when you post the monthly charge.

*  Auto Charge — Select to post a monthly charge to the account automatically.
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5. Under Manual Charge Entry, click Down Payment to post the down payment.
The Down Payment Charge dialog box appears.

Dawvn Payment Charge @
Amount: |1

Date: |07/08/2015
Procedure Code: ﬂ

Past Charge | Cancel ‘

a. If necessary, type a new amount and/or date, and/or procedure code.
b. Type the appropriate procedure code, and then click Post Charge.
6. Type a note in the Note field.
7. To provide the patient with payment book, select Print Payment Book.
8. Click OK to create the payment plan.
If you selected Print Payment Book, the Payment Book dialog box appears.

i )

Payment Book @

Select Farm Type Select Printer Type
" Pre-Printed Form (¥ | azer Frinter
{* Plain Form " Dot Matrix Printer

| Send to Batch | Print Cancel

9. Select a form and a printer type, and then click Send to Batch or Print.

Note: During your month end processes, run the Future Due Payment Plans utility to post charges to
individual accounts.

Entering Account Notes

You can use Account Notes to enter notes specific to a family’s account and financial standing with your
practice.

To enter an account note

1. In the Accounts module, select the patient you want to enter an account note for.

2. In the Accounts toolbar, click Account Notes.

The Account Notes dialog box appears.
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Account Motes @

Account Mote

\wed - Jul 8, 2015

13

Ingert D ateline |
Clear

Billing Statement Mate

e Clear

Print on Statement until: |08/08/2015

OF. | Cancel |

Click Insert Dateline to provide a date for each account note.
Under Account Notes, type any notes relating to the patient’s financial standing with your practice.

Under Billing Statement Note, type a note of up to 80 characters that you want to print on the patient’s
billing statement.

Type the date that you want the note to stop printing on the patient’s billing statement in the Print on
Statement until field.

Click OK.

Performing Month End

You should perform month-end procedures at the end of each accounting period to apply finance charges and
at the beginning of each month to update account balances for the previous month.

Notes:

You cannot update the accounts until after the month you want to update is concluded. For example, you
cannot update the month of January on January 31st. You must wait until February 1st to update.

Before you perform month end, back up your Easy Dental database. You must close Easy Dental on all
but one computer. If an Easy Dental module is running at any workstation, the message, “Another Easy
Dental module is active,” appears.

Year end totals are calculated when you close out the month your fiscal year ends. To learn more about
setting the start and end of the fiscal year for your practice, refer to the Easy Dental Help.

This section covers the following topics:

Running Month-End Update
Applying Finance Charges
Applying Late Charges Automatically

Processing Future Due Payment Plans
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Running Month-End Update

You can close out your books each month.

Notes:

*  When you run a month-end update, each account balance is aged and all completed procedures,
payments, adjustments, and received insurance claims that you entered during the previous month are
placed in history.

* The date of the close-out month defaults to the month immediately following the last month that you
closed out. This date is used for the new balance forward date and as the cutoff for history transactions.

e If the computer you are running month-end update on is turned off, or if a power outage occurs during
the update process, your files may be damaged. In these cases, as well as in user input error, you can
restore your data to its original state before the update process began. This also applies to processing
finance charges and future due payment plans.

To run a month-end update
1. Complete a backup of your Easy Dental directory, and then open the Accounts module on one computer.
2. In the Accounts module toolbar, click Month End and then click Update from the menu.

The Close Out Month dialog box appears.
Close Out Month \EI

Claze Out Manth: Thiz process will mave

’7 cument items in
eiatic Accounts to Histary'
Options:

[ Appaointment Purge
03/01./201

[+ Feset Insurance Benefits for Mar.

QK | Cancel |

3. To purge all appointments in the Schedule prior to the cutoff date, select Appointment Purge.

4. To reset benefits for insurance carriers with the appropriate renewal date, select Reset Insurance Benefits.
5. Click OK to begin the update.

A reminder to back up the database appears, and if another Easy Dental module is open at any computer,
that message also appears. If all modules are closed except on one computer, the Running Update dialog
box appears showing a count as each account is processed.

Applying Finance Charges

You can apply finance charges to all or to a portion of your patients simultaneously and calculate the charges
automatically, or you can enter finance charges manually for individual patients.

Finance charge entries are calculated and created for all accounts that meet the criteria that you set.

Note: Back up your database before applying finance charges to any group of patients.

To apply a finance charge

1. In the Accounts module toolbar, click Month End, point to Finance Charge, and then click Apply
Finance Charge.
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‘The Apply Finance Charges dialog box appears.

Apply Finance Charges

Firanze Charge Date:
07 /09/2015

tinimurm B alance To Charge:
10.00

tiniriurn Finance Charge;

ﬂ

Pazt Due Days to Charge
t¢ Over0  OwerkD

" Over30  Ower90

Finance Charge

Percent: |18

" Maontkly ¢ Yearly

[mSal

Prirnary Providers: v all

DDS1 Smith, Denniz -
DODS2 Smith Junior, Denniz
DODS53 Cook, karia

EMDO Evans, Erica

ORTH Oliversan, Oscar
FPEDO Childs, Brenda 5

Billig Types: [w Al

m

1. Standard Biling - finance char .«
2. Standard Biling - no finance c©
3 Mo Insurance

4 Inzurance Family - Dual Inzura
5 Inzurance Family - finance che
3
7
a8
g

m

. Payment Plan - finance charge

. Payment Plan - no finance che

. Bad Debt - at risk

: Bad Debt - to collections &2

[ Save Az Default

0k | Cancel |

2. Set up the following options:
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*  Finance Charge Date — Defaults to the current system date. Finance charges are calculated according
to the aging balance for each family account as of the finance charge date. The finance charge date is
also used as the transaction date for each finance charge entry. If necessary, you can change this date.

*  Minimum Balance to Charge — Defaults to $10.00. The minimum balance is compared to each
aged account balance, and a finance charge is only applied to accounts with an aged balance greater

than the minimum balance. You can change the minimum balance.

*  Minimum Finance Charge — Defaults to 50 cents. The minimum finance charge is applied when the
calculated finance charge is less than the minimum. You can change the minimum finance charge.

*  Past Due Days to Charge — Defaults to 0 days, meaning that charges are due the day they are
incurred. Finance charges are calculated from the portion of each account balance that is past due
according to the number of days you select and the aging of the account as of the finance charge date.

Finance Charge — The percent you enter is used to calculate the amount of a finance charge. Since

finance charges are always calculated monthly, if you select Yearly, the percentage entered is divided
by 12 months. For example, if you enter a yearly rate of 18%, a monthly rate of 1.5% is applied. Or,
if you prefer, you can select Monthly, and then enter a rate of 1.5% to arrive at the same 18% yearly

rate.

to.

Primary Providers — Select the primary providers of the patients you want to apply finance charges

* Billing Types — Select the billing types of the patients you want to apply finance charges to.

To save the finance charge options you selected for the next time you run the utility, select Save As

Default.
Click OK.

A confirmation message appears.

5. Click OK to run the utility.
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Applying Late Charges Automatically

You can manually assess late charges to accounts with payment plans that have exceeded the grace period, or
you can apply the appropriate late charges to all or some of your patients automatically during month end.

Notes:
*  For information on assessing late charges manually, refer to the Easy Dental Help.

*  'The late charge percentage is determined according to the terms set up for each payment plan.

Important: You can run the Late Charge utility at month end (recommended) or at any time during the
month. Regardless of when you choose the run the utility, run it consistently and at approximately the same
time each month.

To apply a late charge automatically
1. Complete a backup of your Easy Dental directory.
2. Open the Accounts module on one computer.

3. In the Accounts module toolbar, click Month End, point to Late Charge, and then click Apply Late
Charge.

The Apply Late Charges dialog box appears.

Apply Late Charges @

Charge Date

Select Pravider: W Al

D051 Smith, Dennis
DDSZ Smith Junior, Denniz
D053 Coak, Maria

EMDO Evang, Erica

ORTH Olverson, Oscar
FEDO Childz, Brenda
FERI Pearson, Paula
SURG Sorensen, Steve

Billing Types: v &l
1: Standard Eiling - finance charges -
2. Standard Biling - no finance charges F
3 Mo Insurance
4 Inzurance Family - Dual Inzurance =
B Inzsurance Family - finance charges
E: Payment Plan - finance charges
7. Payment Plan - no finance charges
8. Bad Debt - at rizk e

K | Cahcel

4. Do the following, and then click OK:

*  Select Provider — Select All, or from the list, select the primary providers whose patients should
receive late charges.

* Billing Types — Select All, or from the list, select the billing types that should receive late charges.
The Late Charge Utility runs.
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You can run the Future Due Payment Plans utility to post charges to all accounts with a future due payment
plan. You should run the utility monthly. Regardless of when you run the utility, make sure you run it
consistently and at approximately the same time each month.

To process a future due payment plan

1.

2
3.
4

Close Easy Dental on all computers in the office.

Complete a backup of your Easy Dental directory.

Open the Accounts module on one computer.

In the toolbar, click Month End, and then click Future Due Payment Plan.

The Future Due Payment Plan Update dialog box appears.

Future Due Payment Plan Update
Charge Date:  [07/08/2015

Select Pravider: [v Al

-

=)

Select Biling Type:; [v &l

0051 Smith, Denniz -
D052 Stk Junior, Dennis

D053 Cook, Maria

EMDO Evanz, Erica

ORTH Dliverson, Oscar

FEDQO Childs, Brenda

m

v Create Insurance Claim(z)

PERI Pearzon, Paula %

1: Standard Billing - finance char .«
& Standard Billing - no finance
3 Mo Insurance

4: Inzurance Family - Dual Ineura
5 Insurance Family - finance che
g Payment Plan - finance change
7. Payment Plan - no finance che ™

(1] | Cancel |

Set up the following options:

*  Charge Date — Defaults to the current date. The charge date is used as the transaction date for each

charge entry.

*  Select Provider — Select the providers of the patients you want to apply charges to.
* Select Billing Type — Select the billing types that you want to apply charges to.

®  Create Insurance Claim(s) — Select to create insurance claims.

Click OK.
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The Reports module provides several powerful tools to set up your practice and to enhance your management
processes. For information on setting up your practice, see Chapter 2: “Introduction and Initial Setup.”

This chapter covers the following topics:

Editing Fee Schedules Automatically
Maintaining Employers
Maintaining Insurance

‘The Batch Processor

Generating Reports

Generating Billing Statements
Printing Blank ADA Forms

Purging Exported Files

Generating the Audit Trail Report
Letters

Creating Batch Insurance Claims
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The Reports Module Window

The Reports module consists of the following areas:

*  Patient Banner (Settings and Help buttons only)
* Toolbar

e Batch Processor

EARS S DAXW R0 L N S 48T & B

Batch Processor

Description Status

011872018

Patient List [Standard List]

Mot Printed

01/18/2m8

Frocedure Code List

The Batch Processor

From the Reports module, you can generate and print major reports and letters from the Batch Processor.

The Reports Toolbar

The Reports module toolbar contains several buttons that you can use to preview or print reports, letters, and

claims.

Hat Printed

CEEER & OOAXVWERONE b N NT G ©

Button

Name

Function

Reference Reports

Click to open the Reference Reports menu.

Patient Lists

Click to open the Patient Lists menu.

Schedule Reports

Click to open the Schedule Reports menu.
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Name

Function

Management Reports

Click to open the Management Reports menu.

Account Reports

Click to open the Account Reports menu.

Billing Statements

Click to open the Billing Statements menu.

Preview Reports

Click to preview reports sent to the Batch Processor.

Print Reports

Click to print reports sent to the Batch Processor.

@ &\X|b 2| s 8 AW

Delete Reports Click to delete reports from the Batch Processor.

Refresh Batch Click to refresh or update lists sent to the Batch Processor.
Letters Click to open the Letters menu.

Quick Bill Click to manage your billing through Henry Schein One.

@ 2@

Electronic Claim Submission

Click to submit insurance claims electronically.

Create Insurance Claims

Click to create insurance claims.

INS

L Henry Schein Dental Click to order dental supplies from the Henry Schein website.

&3 Audit Trail Reports Click to print a report of all transaction entries that have been
changed or deleted.

% Electronic Rx Task Mode Click to launch ePrescribe. You are redirected to the task page of

the ePrescribe website. You must have registered for ePrescribe
to use this service.

Practice Analysis

Click to open the Practice Analysis window from which you can
review statistical and financial information and set production
goals to help you increase the productivity of your practice.

Collections Manager

Click to access and act upon collection information to reduce
your accounts receivables.

qul Easy Web Click to open the WebSync Wizard from which you can set up
WebSync’s options and features. WebSync lets you synchronize
Easy Dental information with eCentral.

@ easylink Click to link Easy Dental to digital X-ray and imaging systems.

%g Easy Export Click to export daily deposit and receipt totals from Easy Dental
into accounting software.

i Easy Dental on the Web Click to connect to Easy Dental on the web.

Setting Up Fee Schedules

You can set up and maintain fee schedules from one place.

To set up a fee schedule

1. In the Patient Banner, click the Settings button, point to Maintenance, and click Fee Schedules.

209
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The Fee Schedule Maintenance dialog box appears.

Fee Schedule Maintenance @
Find Fee Schedule:
# Hame New,
1
I Wiew/Edi.

2 Aetna

3 [ecses [AdnBzms. |
T
5 OrlSurg

Cloze

[~ Include Unnamed Schedules

2. Click New.
The New Fee Schedule dialog box appears.

Mewr Fee Schedule @
Fee Schedule Mame: || i

Mew Fee Schedule Options:
{* Start with Blank Fee Schedule

" Copy From Fee Schedule:
" Irmpart Framm File:

Mew Fee Schedule Position:

& se Newt Blank Fee Schedule: |5
(™ Select Fee Schedule Position:

| Cancel |

3. Type a fee schedule name in the appropriate text box.

Note: We recommend that you add your practice’s usual and customary fees to Fee Schedule #1. Fees are
pre-assigned in Easy Dental.

4. Under New Fee Schedule Options, do one of the following:
e Start with Blank Fee Schedule — Select to use a blank fee schedule.

*  Copy From Fee Schedule — Select, and then from the list, select the fee schedule that you want to
copy.

* Import from File — Select to import the fee schedule from a comma delimited (.csv) or Excel file.
Select the appropriate file from the Select file to import dialog box.

5. Under New Fee Schedule Position, do one of the following:

*  Use Next Blank Fee Schedule — Select to use the next blank position in the fee schedule list.
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e  Select Fee Schedule Position — Select, and then from the fee schedule list, select where you want the
new fee schedule to be positioned.

6. Click OK.
The View/Edit Fee Schedule dialog box appears.

WiewfEdit Fee Schedule (=3a)

Fee Schedule Mame:
Find Procedure Code:

Fee #1 Fee #1 & Clear
FEEEED | grgs Ofice [ &= ]

Difference

- ElaRUAE || AP Clipboard
209333 5.977.00 5.977.00 0o Copy From. . .

B4550 158,00 198.00 0.00 Copy To...
30820 5E2.00 583.00 0.00 Euport

95831 4EE.00 46600 0o

95868 5.564.00 5.564.00 0.00 %
57700 164.00 184.00 0.00

Do120 46.00 46.00 0.00

DoO140 F0.00 70.00 0.00

Do145 £5.00 65.00 0.00

Do150 80.00 80.00 0.00

IuTral=int 150 i 1 A

| Close L

7. Click Save.

Maintaining Employers

You can compile and maintain a database of employers so you only need to enter employer information once.
After you enter an employer’s information, you can then select a patient’s employer in the Patients module.
This section covers the following topics:

* Joining Employers

e Purging Employers

For information on adding employers, see “Assigning Employers to Patients” in Chapter 3: Patients.

L] L]
Joining Employers
Joining employers merges two employers into one and moves all employees from the “source” employer to the
selected “destination” employer. Easy Dental lets you compile and maintain a database of employers so you
only need to enter employer information once. After you enter an employer’s information, you can then select
a patient’s employer in the Patients module.
To join employers
1. Close Easy Dental on all computers, except the computer that you are working on.

2. In the Patient Banner, click the Settings button, point to Maintenance, and click Employer
Maintenance.

The Employer Maintenance dialog box appears.
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P

Ernployer Maintenance @
Enter Employer Mame:

M amne | Address | ST | City | F'hnneﬁl -
Allied - Southwest ‘

m

Allied Architects Inc.
Allied Plumbing i
Arnerican Express

ATET

Bureau of Reclamation

Carmike Cinemas

Central City Cliric

Chevron -

Mew. .. | Edit... Join Employers Purge... Cloze

3. Click Join Employers.

The Join Employers dialog box appears.
'.h:uin Erniployers @

Select Employers to Join

Saurce Employer;

| >
Destination Employer

| E

ARMNIMNG: Clicking "Jain” will cause all
atients associated with the Source Employer
o be associated with the Destination
mployer.

| Cancel ‘

4. Click the Source Employer search button, select the employer that you want to join to the destination
employer, and then click OK.

5. Click the Destination Employer search button, select the destination employer that you want to join the
source employer to, and then click OK.

6. Click Join.

A message appears stating that all employees from the source employer will be moved to the destination
employer.

7. Click Yes.

A message appears stating either that all employees of the source employer will be moved to the
destination employer or that no patients were assigned to the source employer.

Purging Employers
You can delete employers that are not attached to any patient.

To purge an employer

1. In the Patient Banner, click the Settings button, point to Maintenance, and click Employer
Maintenance.
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‘The Employer Maintenance dialog box appears.

P

Ernployer Maintenance @

Enter Employer Mame:

Mame | Addrezs | ST | City | Fhone # | B
Allied - Southwest A
Allied Architects Inc. - ‘
Allied Plumbing b
Arnerican Express

ATET

Bureau of Reclamation

Carmike Cinemas

Central City Cliric

Chevron -

Mew... Edit... Jain Employers FPurge... Cloze

2. Click Purge.
The Purge Employers dialog box appears.

Purge Ernplovers

Allied - Southwest -

Bureau of Reclamation 3 4
Columbia Healthcare =

Diamand Difshare Diiling " ‘ Delete Al
Diarnond 'Welding s

MHestle

Pacific States v

Cloze

Note: If the employer you want to delete does not appear in the list, that employer is attached to a
patient. You must clear the employer from the patient’s file in the Patients module before you can delete
it.

3. Do one of the following:
* To delete all of the listed employers, click Delete All
e Select the employer that you want to delete, and then click Delete.

4. Click Close.

Maintaining Insurance

From the Reports module, you can manage insurance information from a central location. Managing
insurance information from a central location helps prevent you from entering duplicate plans.

This section covers the following topics:

* Joining Insurance Carriers

*  Purging Insurance Carriers

*  Purging Used Dental Insurance Benefits

For information on adding insurance plans, see “Entering New Insurance Plans” in Chapter 3: Patients.
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Joining Insurance Carriers

By joining insurance carriers, you can move all subscribers from one plan to another, essentially merging plans.

Important: You must close all Easy Dental modules on every computer in your practice before joining insur-
ance carriers; otherwise, you risk corrupting your database.

To join insurance carriers
1. Do the following:
¢ Close Easy Dental on all computers, except the one you are working on.

* In the Patient Banner, click the Settings button, point to Maintenance, and click Insurance
Maintenance.

The Insurance Maintenance dialog box appears.

Insurance Maintenance @
Search By

Erifier et Mems: * CarmierMame  Group Plan " Local Mumber ¢ Payar 1D

" " Employer " Group Mumber  © Address
Carrier Name | Group Plan | Ernployer Mame | Group # | Local # | Payor [0 | Address »
Aetna Consumer Advoca...  Consumer Advocate Group 0127 E0054 CT. Windsor
Aetna JC Penney JC Penney - Active mz7a E0054 CT. Windsor | =
Armerican Wwestern Life Carmike Cinemaz Carmike Cinemaz 23445 AHGO CA, San Matec
American ‘Western Life Central City Clinic Central City Clinic 41336 AHGO CA, San Matec—
American Western Life Circuit City Circuit City 98552 AHGO CA, San Matec
Ameritas Allied Plumbing Allied Plumbing 11220 47009 ME. Lincoln
Ameritas American Express American Express 11515 47009 ME. Lincaln
Blue Crozs Blue Shield Allied Allied - Southwest 21774 a4101 CO. Colorado £
Blue Crozs Blue Shield Allied Allied Architects Inc. 210039 g4101 CO. Colorado £
Blue Crozs Blue Shield ATET ATET 21440 a4101 CO, Colorado £ ~
= . e e e rrman o TN

Mew... | Ing Data. Cov Table... Pt Table... Join Plans... Purge... Cloze

2. Click Join Plans.

The Join Insurance Plans dialog box appears.
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Join Insurance Plans

Jain Criteria
{* Emplover-based

[ Subscriber's Employer musk makch
Insurance Plan Employer Field

Select Insurance Plans To Join
Source Insurance Plan:

Group #:
Group Plan:
Employver:

Group #:
Group Plan:
Emplaver:

" Plan-ta-Plan

B

B

[l

BRMIMG: Clicking "Join" will cause all
ubscribers associated with the Source
nsurance Plan to be associated with the
estination Insurance Plan,

T

Cancel

3. Select one of the following:
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*  Employer-based — Moves all subscribers attached to one insurance plan linked to a specific employer
to another insurance plan that is linked to the same employer.

* Plan-to-Plan - Joins insurance plans regardless of employers.

*  Subscriber’s Employer must match Insurance Plan Employer field — Moves only subscribers
assigned to the same employer in the Patients module.

4. Click the Source Insurance Plan search button.

The Select Dental Insurance Plan dialog box appears.

I List Orly Insurance Plans with Provider 1D Setup for this Provider

o]

Cancel

Select Dental Insurance Plan @
Search By

Biifien el e (¢ Carier Name © Group Plan " Local Humber © Payor D

|| " Employer " GroupNumber € Address
Carrier Mame Group Plan E mplover Mame Group # Local # | Payor ID Address -
Aetna Consumer &dvoca..  Consumer Advocate Group mezva E0054 CT. windsor
Aetna JC Penney JC Penney - Active omz2re B0054 CT.Windsor | =
American Westermn Life Carmike Cinemas Carmike Cinemas 23445 AHGM CA, San Matec
American Westemn Life Central City Clinic Central City Clinic 41336 AHGO Cé, San Matec
American Westemn Life Circuit City Circuit City 98552 AHGO Cé, San Matec
Amenitas Allied Plumbing Allied Plumbing 1220 47003 ME. Lincaln
Amenitas Amernican Express Amenican Express 11515 47003 ME. Lincaln
Blue Cross Blue Shield Allied Allied - Southwest 21774 a4 CO, Colorado £
Blue Cross Blue Shield Allied Allied Architects [ne. 21003 a4 CO, Colorado £
Blue Cross Blue Shield ATET ATET 21440 a4 C0. Colorado £ «
4 nm [3

5. Select the plan that you want to join with the destination plan, and click OK.

Easy Dental lists the plan’s group number, group plan, and linked employer.

6. Click the Destination Insurance Plan search button.

The Select Dental Insurance Plan dialog box appears.
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7.

Select the plan that you want to join the source plan to, and click OK.
The plan’s group number, group plan, and linked employer are listed.
Click Join.

A warning appears stating that all subscribers of the source insurance plan will be changed to the
destination insurance plan.

Click Yes.

A message appears when the merge is successful. If no subscribers match the criteria associated with the
source insurance plan, a message appears indicating such.

Purging Insurance Carriers

You can add, edit, join, and purge insurance carriers and enter and edit coverage and payment table
information for dental insurance plans. To make the process of assigning insurance easier, a database is
compiled of insurance companies as you enter them. As a result, you only need to enter the insurance

information once.

To purge an insurance carrier

1. In the Patient Banner, click the Settings button, point to Maintenance, and click Insurance

2.

Maintenance.

The Insurance Maintenance dialog box appears.

Insurance Maintenance @
Search By

Bt Canfian e (¢ CarmierMame € Group Plan " Local Mumber ¢ Payor D

|| " Emplaoyer " Group Mumber ¢ Address
Carrier Mame Group Plan Ernployer Mame Group # Local # | Payar ID Address -
Aetna Consumer Advoca...  Consumer Advocate Group 01278 G0054 CT, Windsor
Aetna JC Penney JC Penney - Active 01278 G0054 CT. Windsor |
American Western Life Carmike Cinemnas Carmike Cinemas 23445 AHGI C&, San Matec
American Western Life Central City Clinic Central City Clinic 41336 AHGO Cé&., San Matec
American Western Life Circuit City Circuit City 99552 AHGO Ca, San Matec
Ameritaz Allied Plurnbing Allied Plurnbing 11220 47009 ME. Likcaln
Ameritas American Express Americat Express 11515 47003 ME. Likealn
Blue Cross Blue Shield Allied Allied - Southwest 21774 a41m L0, Colorade £
Blue Crozs Blus Shield Allied Allied Architects ne. 21008 241 L0, Colorade £
Blue Crozs Blue Shield ATET ATET 21440 a41m C0, Colorade &
] " i 3

Mew... | Inz Data... | Cow Table... | Prot Table... | Juin Plans... | Furge... Cloze
Click Purge.

The Purge Dental Insurance Plans dialog box appears.

i )

Purge Dental Insurance Plans

Blue Crosz Blue Shield
Connecticut General
Delta Dental Plan

Delta Dental Plan el
Dental Select
Guardian

Cloze

ol g
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3. Do one of the following:
* To delete a single carrier, select the carrier, and click Delete.
* To delete every carrier on the list, click Delete All.
Note: If the carrier you want to delete is not listed, it may be attached to a patient or to an outstanding
claim. You must clear that insurance from the patient’s file before you can delete it.
* To find the patient, print the Insurance Carrier List for that plan.

*  From the Reports toolbar, click Reference Reports, point to Insurance Carrier List, and then click
Include All Insured Patients.

4. Click Close.

Purging Used Dental Insurance Benefits

Insurance plans are based on 12-month periods. Since most insurance benefits expire at the end of each
calendar year, you can selectively zero out used insurance coverage benefits.

Note: During month-end update, you can purge the benefits used for those insurance companies that reset
in the next calendar month. If you complete this purge after the first of the month, any patients who have
already come in during that month and have that particular month listed as their benefit renewal month will
have their benefits used reset to zero.

To purge used insurance benefits

1. In the Patient Banner, click the Settings button, point to Maintenance, and click Purge Dental
Insurance Benefits Used.

The Purge Dental Insurance Benefits Used dialog box appears.

I o)

Purge Dental Insurance Benefits Used @

Purge Dental Insurance Benefits For
* Insurance Plans with Renewal Month of ;| August v

(" Selected Insurance Plan:

K | Cancel |

2. Select one of the following:

e Insurance Plans with Renewal Month of — To purge the benefits of all insurance plans that renew
on the month that you select.

* Selected Insurance Plan — To purge the benefits of a single insurance plan. Click the search button
to select the plan that you want to purge.

3. Click OK.

Used insurance benefits are purged.
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The Batch Processor

Reports that you send to the Batch Processor for printing appear in the Batch Processor list. The date shown is
the date you generated the report. The description identifies the report, and the status shows if the report has
been printed, displayed, or sent (if a claim was sent electronically).

If you are working on a network and someone at a different computer adds or deletes a report on the list, the
Batch Processor may not reflect these changes on your screen until you click Refresh on the Reports toolbar.

This section covers the following topics:
*  Printing Reports

e Previewing Reports

*  Deleting Reports

*  Refreshing the Batch Processor

Printing Reports

From the Batch Processor, you can print reports, statements, and claims at any time.

To print a report from the Batch Processor

1. Select the report or reports that you want to print from the Batch Processor list.
Note: To select multiple reports, press the Ctrl key, and then click each report that you want to print.

2. In the Reports toolbar, click Print Reports.

The selected reports are sent to the printer.

Previewing Reports
When a report is displayed, the display follows the format of the printed report as closely as possible. If a

billing statement is displayed or an insurance claim that will print a form, the form is displayed too. You also
have the options of printing only one page of a report, a range of pages, an entire report, or all reports selected
for a preview session. You can also specify the number of copies that you want to print.

To preview a report

1. Select the report that you want to preview from the Batch Processor.

2. In the Reports toolbar, click Preview Reports.

The Preview Reports window appears.
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3. Click File, and then from the menu, click Print Report.

The Easy Dental Print dialog box appears.

Copies:

Mumber of Copies: 1 il

v Collate Copies

Easy Dental Print

Printer:

PEUS | [ efault Printer:

Type:  2nd Floor Copier [redirected 2]
Where, TS012

Print Selection:
(" &l Scheduled Reports

* Displayed Report Only  Biling Statements

[sd =T =4

* Al Pages
" Page Range:

]

23

Properties. .

Cancel

219

Easy Dental 12.1 User’s Guide



220 Chapter 9: Reports

4. Do one or more of the following:
*  To print the currently selected report only to the default printer, click OK.
* To print the currently selected report to different printer, select one from the list and click OK.
*  To print all scheduled reports, select All Scheduled Reports and click OK.
* To print a range of pages, select Page Range, type a range of pages, and click OK.

*  To print more than one copy of the report, select the number of copies from the list, and click OK.

Deleting Reports

You can delete a report from the Batch Processor at any time.

To delete a report
1. From the Batch Processor list, select the report that you want to delete.
2. In the Reports toolbar, click Delete Report(s).

The Delete Options dialog box appears.

Delete Options @

Delete

" Selected Feports

* Printed Reports
" Displayed Reports
" Sent Reports

" Al Reports

0K | Cancel

3. Select the appropriate option, and then click OK.

e Selected Reports — Deletes all selected reports.
e  Printed Reports — Deletes all reports with a printed status in the Batch Processor.
* Displayed Reports — Deletes all reports with a displayed status in the Batch Processor.

* Sent Reports — Deletes all electronic submissions with a sent status in the Batch Processor.

e All Reports — Deletes all reports, regardless of status.

Refreshing the Batch Processor

If you are working in a network environment and someone at a different computer adds or deletes a report on
the list, the Batch Processor does not reflect those changes immediately. Also, if you select reports in the batch
and want to deselect them, refreshing the Batch Processor deselects all those reports.

To refresh the Batch Processor list
In the Reports toolbar, click Refresh.

Tip: Generally speaking, you shouldclick the Refresh button from any of the Easy Dental module toolbars to
ensure that you are always viewing the most current information.
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Generating Reports

There are several reports that you can use to gather, print, and analyze information from the database. These
reports are grouped in the following categories:

*  Reference Reports
*  Management Reports
*  Account Reports

e Patient List Reports

Note: For more information on the options available for running reports, refer to the Easy Dental Help.

Reference Reports

To generate a reference report, from the Reports module toolbar, click References Report, and then from the
menu, click one of the following:

* Procedure Code List — Generates a list of procedure codes, including the code, description, abbreviated
description, alternate codes, allotted time units, treatment area, and whether or not the procedure is
billable to insurance.

*  Dental Diagnostic Code List — Generates a list of dental diagnostic codes entered in the system,
including the code, description, and treatment area.

e Explosion Code List — Generates a list of explosion codes, including the code, description, abbreviated
description, allotted time units, code type, whether or not the code is enabled, and the procedure codes
that make up each explosion code.

*  Fee Schedule — Prints a list of procedure codes, their descriptions, and their fees for the selected fee schedule.

*  Employer List — Prints a list of all employers including their names, addresses, and phone numbers.
You can also list your patients according to their employers as well as the number of employees and each
employee’s name, birthday, chart number, Social Security number, and family status.

* Insurance Carrier List — Prints a carrier’s name, address, phone number, contact, and all related
insurance information. You can also include all insured subscribers and patients and print mailing labels
for each insurance carrier.

e Standard Coverage Tables — Prints the standard coverage tables set up in the Reports module. The report
includes the coverage percentage, deductible, co-payment, and pre-authorization flag for each range of
procedures.

* Insurance Coverage Tables — Prints the coverage table for each insurance plan.

e Updated Ins Pmt Table — Provides you with a list of the actual insurance payment from each insurance
plan as recorded in the payment table.

* Provider IDs List — Provides you with a list of providers and their associated insurance IDs.
e Custom Practice Information — Prints a list of customized information that you set up in Definitions.

* Registration Information — Lists your practice information and the serial number of your Easy Dental
software.

e Blank ADA Form — Prints blank 1995, 2000, 2003, or 2007 claim forms.
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Management Reports

To generate a management report, from the Reports toolbar, click Management Reports, and then from the
menu, click one of the following:

Day Sheet (Charges and Receipts) — Consists of five different report types: Chronological Day Sheet,
Alphabetical Day Sheet, Receipts Only Day Sheet, Adjustment Only Day Sheet, and Deposit Slip. You
can generate each report type simultaneously, but each type prints separately.

Analysis Summary — Prints the transaction totals that usually print at the bottom of a day sheet, by
provider or by day for a specified provider range and date range.

Practice Analysis Reports — Provide statistical data for production, receivables, patients, and financial
contracts (payment plans and future due payment plans).

Provider A/R Totals — Includes the transaction totals that usually print at the bottom of a day sheet, by
provider for a specified provider range. Additionally, you can use this report to view adjustment types by
either a production or collections category.

Practice Demographics Report — Prints valuable information on the makeup of your patient base. There
are no filters for this report.

Finance Charge Report — Lists those patients who received finance charges according to the parameters
you set. The report lists the date and amount of the charge, the account’s name and provider, and the
billing type. A total of finance charges is calculated and listed at the bottom of the report.

Late Charge Report — Lists those patients who received late charges according to the parameters you set.
The report lists the date and amount of the charge, the account’s name and provider, and the billing type.
Easy Dental calculates a total of late charges and lists it at the bottom of the report.

Referred TO Doctor Report — Lists the patients of selected providers who were referred to another
practice during the selected time period. The report is organized by doctors (the doctors whose practice
you referred your patients to) and includes the doctors’ names and addresses. The report also includes the
patient’s name and referral date.

Referred BY Doctor/Other Report — Prints a list of each referring doctor or other person who has
referred a patient to the practice within the referring doctor/other range, provider range, and date
ranges specified. The report prints each referring doctor or other person’s name, address, total number
of referrals, and the number of listed referrals. For each referring doctor/other, the report includes a list
of referred patients with the patient’s name, first visit date, treatment plan total, production total, and
account balance.

Referred BY Patient — Prints a list of patients who referred other patients to the practice within the
referring patient range, provider range, and date ranges specified. The report prints each referring patient’s
name, address, total referrals, and number of listed referrals. For each referring patient, a list of referred
patients is included with the referred patient’s name, first visit date, treatment plan total, production total,
and account balance.

Account Reports

To generate an account report, from the Reports module toolbar, click Account Reports, and then from the
menu, click one of the following:
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Family Accounts — Prints reports for family accounts. The report includes the date of treatment, tooth
number, description, patient, charges, payments, and a running balance.

Patient’s History — Prints reports for individual patient accounts. The report includes the date of
treatment, tooth number, description, patient, charges, payments, and a running balance.
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* Aging Report — A report for selected guarantors, providers, and billing types. Includes the guarantor’s
name, phone, billing type, last payment amount with date, last statement date, agreed payment amount
and balances per aging period, insurance estimates, guarantor portion, and the total account balance. The
report also provides totals and payments for each account.

e Patient Balance Report — Lists every patient with his or her family balance and patient balance. This
report includes patients with a $0.00 balance.

e Payment Plan Report — Provides you the means to monitor payment plans. The report includes
information on terms remaining balances, last payment date and amount, and missed payments.

* Insurance Aging Report — Prints each insurance carrier with outstanding claims, including the insurance
plan name and group plan name. It also prints the insurance phone number and group number, and then
lists each outstanding insurance claim for the insurance carrier.

* Insurance Claims To Process — Shows all created insurance claims that have not sent to the Batch
Processor, printed, or sent through eClaims. This report includes the range of patients, providers, and
carriers and the claim date, type of claim (Primary/Secondary), patient name, insurance company name,
claim amount and expiration date. Prints a separate total amount for primary and secondary claims and a
combined total at the end of the report.

* Secondary Ins Claims Not Created — Creates a list of primary insurance claims for patients with
secondary insurance claims that have not yet been created. The report includes the primary claim date,
patient name, secondary insurance company, claim account, and the date the primary claim expires. It
sorts the claims by expiration date and indicates the total of the claims accounts.

*  Procedures Not Attached To Insurance — Can save you thousands of dollars a year by showing you
insured patients who have had treatment billed without having an insurance claim created.

*  Pre-Treatment Estimate Aging Report — Shows when you sent pre-treatment estimates to insurance
carriers. You can specify the range of patients, providers, and carriers to include.

*  Future Due Payment Plan Report — Shows payments that you can expect based on established future
due payment plans. This report includes the range of accounts, providers, billing types, and date ranges.
You can also determine whether this is to be a standard report or a monthly totals report.

e Utilization Report — Designed for use with managed care insurance plans. This report shows all
procedures completed under selected insurance plans for selected date ranges. In addition, you can
monitor co-payments versus the practice’s regular fees.

Patient List Reports

To generate a patient list report, from the Reports module toolbar, click Patient Lists, and then from the
menu, click one of the following:

e Patient List — Prints a list of the patients in the practice. You may select ranges for providers and billing
types to be included. A standard list, a chart number report, patient mailing labels, account only labels,
and chart labels are available to print.

* Birthday List — Prints a birthday list for a selected period. You can select the range of patients and
providers to include and choose to print mailing labels.

*  New Patient List — Shows any patients who are new to the practice within a selected date range. You can
also select the range of patients and providers to include. You can print mailing and chart labels for the
list. The list includes the patient’s name, address, and date of first visit.

* Inactive Patient List — Lists patients who have no recall date and no future appointment, whose last visit
occurred before a selected date, and who have an inactive patient status. The list includes the patient’s
name, address, insurance, phone numbers, chart #, provider, status, last visit date, birth date, Social
Security number, gender, billing type, family position, and last appointment date.
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Archived Patient List — Shows patients who have been archived within the parameters you select. This
report includes extensive patient information, such as name, address, phone number, chart number, birth

date, and gender.

Patient Notes Report — Prints all notes assigned to a patient including appointment notes, account notes,

patient alert notes, and so on.

Patient Privacy Requests List — Prints a list of all patients who have requested privacy restrictions.

Perio Exam List — Prints a list of all patients who have had a periodontal exam within a specified date

range.

To generate a billing statement

Generating Billing Statements

You can generate and print billing statements from Easy Dental.

1. In the Reports module toolbar, click Billing Statements.

The Billing Statements dialog box appears.

Billing Statements

Staternent D ate: [

Select Account

Frarm: |<,.f_\|_|_> ﬂ
Torfcalls >

Select Primary Provider

Fra; |<aLlls ﬂ To:|<alls ﬂ

Select Biling Type:

Fram:| ¢l > ﬂ Toe| ¢alLy ﬂ

tdinimum Balance To Bill: (0,00

[ Include Credit Balances?

Statements:

{* Batch
" Print

" Send Electranically

Statement Message:

Balance Fonward Date: |07 /282012

Optionz
[ Skip Accounts With Claim Pending
20.00
[ Include Procs ith Claim Pending
v Print Insurance E stimate
v Print &greed Payment
[ Exclude Dutstanding To Insurance

-
W Print &ccount Aging

v Allove Credit Card Payrment

[ If Mot Billed Since: [07/28,/2012

[ Only Bill Accounts Aging:
{+ " f_“

Select Report Types
Iv Biling Staterment

[ Mailing Labels Bl

[ Saveds Default

Inzurance Estimates ["Ins. Est."] and "Fleasze Pay" amounts: bazed on insurance estimates are
provided az a courtesy. |nthe event that your insurance carrier pays lezs than the estimated
amount, vou are rezponzible for the unpaid balance,

0K | Cancel

2. Do the following:
e Statement Date — Billing cutoff date. All statement calculations are based on this date.

* Balance Forward Date — Totals and prints the cost of all procedures posted before this date.

*  Select Account — Set a range of accounts to bill.
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*  Select Primary Provider — Set a range of primary providers to generate billing statements for.
e  Select Billing Type — Set a range of billing types to print.
*  Minimum Balance to Bill — Type the minimum balance that you want to bill.
* Include Credit Balances — Select to print statements for patients who have credit balances.
e Statements — Select one of the following:
e  Batch — Sends the statement to the Batch Processor.

* Send Electronically — Sends the statement to QuickBill. You must first set up an eServices
account to use this feature.

*  Print — Sends the statement to the printer.
*  Options — Select one or more of the following:
*  Skip Accounts With Claim Pending — Select to skip accounts that have pending insurance claims.

e If Patient Portion Less Than — Type the estimated amount a patient will pay. Any accounts
with a patient portion less than this amount are skipped.

* Include Procs With Claim Pending — Select to itemize procedures that are attached to pending
insurance claims, rather than including them in the balance forward amount.

e Print Insurance Estimate — Select to print the amount that Easy Dental estimates the insurance
company will pay.

*  Print Agreed Payment — Select to include a box labeled “Please Pay This Amount” on the statement.
Easy Dental prints the payment plan amount or the estimated patient portion of the balance.

*  Exclude Outstanding To Insurance — Select to ignore any transactions that are still billed to
insurance. The statement only includes the amounts remaining on claims insurance has paid.

*  Print Practice Information — Select if you are using preprinted forms that do not include your
practice’s name and address.

*  Print Account Aging — Select to include an aging summary of the account. Account aging prints
on preprinted forms if they are formatted to allow report aging.

* Allow Credit Card Payment — Select to include credit card payment options.

* If Not Billed Since — Select to include a last statement date. Type a date. This date is compared
to the last statement date for each account.

*  Only Bill Accounts Aging — Select and then select the number of days. Statements are only
printed for accounts that are equal to or over the aging limit you select.

e  Over 30
e  Over60
e  Over 90

e  Select Report Types — Select one of the following:
* Billing Statement — Select to print a billing statement.

*  Mailing Labels — Select to print mailing labels, and then select the number of columns that you
want to print.

e Statement Message — To print a message, such as “Brush and floss regularly” or “All payments are due
on or before the 5th day of the month,” type the message in the text box.

3. To print statements using the same charges and options each time you bill, select Save As Default.

4. Click OK.
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Printing Blank ADA Forms

You can print a blank 1995, 2000, 2003, 2007 claim form.
1. In the Reports module toolbar, click References Report, and then click Blank ADA Form.
The Easy Dental Reports dialog box appears.

Easy Dental Reports @

& Send Blank ADA Form to Batch Processor?
f* 1355 Claim Form [CDT-2)
" 2000 Claim Form [COT-3]
(" 2003 Claim Form [COT-4)
= 2007 Claim Form (COT 2007-2008)
" 2012 Claim Form
[~ Save Az Default Claim Form

es Mo |

2. Select the form that you want to print.
3. Select Save as Default Claim Form to save your selection for the next time it is printed.

4. Click Yes to print the form.

Purging Exported Files

You can delete information that was exported, such as data from letters and reports that were selected to print

to file.

To purge an exported file
1. In the Patient Banner, click the Settings button, point to Maintenance, and click Purge Exported Files.

The Purge Exported Files dialog box appears.
Purge Exported Files @

I¥ Purge data files for Letters/Quick Letters

v Purge exported text and log files
(From reports and utilities)

Clicking O will remove the checked
exported data files from the EXPORTS
directary,

ok | Cancel |

2. Select Purge data files for Letters/Quick Letters to delete any of the .out files (data) created during letter
merges and stored in the Exports directory.

3. Select Purge exported text and log files (from reports and utilities) to delete data in .txt and .log
formats in the Exports directory.

Reports that you chose to print to file are stored as .txt files and saves logs from utilities that were run
with Easy Dental Support as .log files.

Note: The default location of the Exports directory is C:\EZDental\Doc\Exports.
4. Click OK to purge the selected data.
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Generating the Audit Trail Report

From the Audit Trail Report, you can print a report of all transaction entries that have been changed or
deleted. Also included are appointment changes and limited patient changes.
To print an Audit Trail Report
1. In the Reports toolbar, click Audit Trail Reports.
The Audit Trail Reports dialog box appears.

Awdit Trail Reports @
Select User:
3] t O ate:
mRan e M Al [ List Inactive
Select Audit Date:
1D | Wame | Status -
From: |06/21/2012 DD31 Smith, Dennis Prirnary ‘ ‘
. DDs2 Smith Junior, Dennis Prirary £
Te: |De/es/2012 DDs3 Cook, Maria Primary
EMDO Ewanz, Erica Prirniary
Select Report Types: HYG1 Hayes, Sally Secondary
MGER1 Taylor, Jud Staff il
p Standard Ared |?‘|.|J_D_[ ﬁl?J._y_._ ﬁfcc
I~ Provider/Staff
Select Changes for g
Standard Report: o
v Al v I
Completed Procedures - D | Marne | Shatus it
Account Payments DDs1 Smith, Dennis Primnary
Insurance Payments DDs2 Srrith Juniar, Dennis Prirnary E
Insurance/Employer Join | = Dos3 Cook, Maria Primary
Adjustments EMDO  Evans, Erica Prirnary
Patient Changes e HYGE1 Hayes, Sally Secondary
‘P’*PPC'"?‘TE”‘ Changes MGRT  Taplor, Judy Staff
PEsCrpions OFC1 Jones. Susan Staff i
[ Print to File: B I
Ok, | Cancel |

2. Type the Report Date that you want to print on the report.
Note: The default Report Date is the current date.

3. Do the following:

* Select Audit Date — Type the date range of the information that you want to audit in the From and
To fields.

* Select Report Types

e Standard — Select to generate a report of the selected changes made by the selected users within
the specified date range.

*  Provider/Staff — Select to generate a report of information for the selected providers and staff
members who were inactivated or activated by the selected users within the specified date range.

4. Under Select User, do the following:

* To print a report showing all changes or deletions made by specific users, select one or more user IDs
from the list.

* To print a report showing all changes and deletions for all users, select All
* To show inactivated providers and/or staff in the list, select List Inactive.
5. If you selected Standard in step 3, set the following options:

e Completed Procedures — Lists all changes or deletions to procedures posted as complete in Accounts.
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*  Account Payments — Lists all changes or deletions to posted guarantor payments in Accounts.
* Insurance Payments — Lists all changes or deletions to posted insurance payments in Accounts.
* Insurance/Employer Join — Lists insurance plans and employers that have been joined.

* Adjustments — Lists all changes or deletions to posted adjustments in Accounts.

* Patient Changes — Lists changes made to a patient’s name, primary provider, and billing type in
Patients.

* Appointment Changes — Lists all changes or deletions to appointments from the Schedule.
*  Prescriptions — Lists all deletions made from the Prescriptions module.
*  Password/Login — Lists all login attempts.

e Print to File — Generates and saves the report as a tab-delimited text document. Type the name of the
report with a .txt extension in the field below.

6. If you selected Provider/Staff in step 3, set the following options:

* By Inactivated/Activated Provider/Staff — To include only information for providers/staff members
who were inactivated or activated and selected under Select User.

* By Replacement Provider/Staff — To include only information for replacement providers/staff
members, who are selected under Select User, for inactivated provider/staff.

e All - To include all providers and staff.
* List Inactive — To show inactivated providers/staff in the list.

e Print to File — To generate and save the report as a tab-delimited text document. Type the name for
the report with a .txt extension in the field below.

* Include Details — To include detailed changes that occurred when a provider or staff member was
inactivated.

7. Click OK to send the report to the Batch Processor.

Letters

Easy Dental provides you with a very powerful interface between your patient database and Microsoft Word.
Using this tool, you can create any letters that are applicable to the success and development of your practice.
You can merge your patient records automatically into your letters based on various ranges, parameters, and
filters that you define.

Easy Dental comes complete with pre-defined letter templates in seven categories that you can use and
modify. You can customize each letter using Microsoft Word. You can also produce your own letters and add
them to any of the categories for future use.

This documentation assumes that you have a legally licensed version of Microsoft Word and that you are
completely familiar with its use, particularly its merge functions. If you are unfamiliar with this product,
please go through its tutorial and documentation now.

Merging Letters

Easy Dental comes complete with pre-defined letter templates in seven categories that you can use and modify
in conjunction with your patient database. If these letter templates don't meet your needs, you can design your
own letter templates using the Easy Dental Letter Merge Fields toolbar and Microsoft Word.
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To merge a letter
1. In the Reports module toolbar, click Letters.

The Letters dialog box appears.
Letters \E\

| Birthday. .

Recall..

Referral...

Collection...

Inactive Patient...

Welcome. .

Misc...

EXIT |

2. Click the category button corresponding to the type of letter that you want to create:
A dialog box, such as Birthday Letters, appears.
Birthday Letters @

Select Letter

Birthday - Adult ezdiml 3.doc .
Birthday - Child ezdim1 4. doc Edit

Hew
Dielete

Birth D ate Flange
8/1-8/30 [<-1939) ﬂ

Create/Merge | Wiew List |

3. Select the letter that you want to merge from the list.

4. Click the search button to set a date range.

You can set a date range for each category, except recall and miscellaneous.
5. Click Create/Merge.

The Create/Merge Options dialog box appears.

Create/Merge Options @
* Create Data File and Merge Letters
v Add to Contacts
" Create Data File OMLY
-

" Merge Letters using existing data file

QK | Cancel
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6. Select Create Data File and Merge Letters and click OK.

Microsoft Word starts automatically and merges the letter with the data you requested. If you don’t want
to perform any of these functions, click Cancel. To add a Letter entry to the patient’s Contacts, select

Add to Contacts.

Note: As the patient data is retrieved from the Easy Dental database, the Abort Query dialog box
appears, which gives a count of the number of records read, number of records selected, and an Abort
button to terminate the query if desired.

Creating Batch Insurance Claims

Many offices choose to create all insurance claims for that day at the same time instead of one patient at a
time throughout the day. The Create Insurance Claims button in the Reports module allows you to create
all primary insurance claims for procedures posted within the selected date range. This feature excludes any
procedure codes and insurance companies that are flagged “Do Not Bill to Insurance.” (See the “Setting up
procedure codes” in the Easy Dental Help for information on flagging procedure codes. See the Working with
Insurance section of the Patients chapter for information on flagging insurance companies.)

To create batch insurance claims
1. In the Reports module toolbar, click Create Insurance Claims.

The Create Batch Primary Insurance Claims dialog box appears.

P

Create Batch Primary Insurance Claims \EI

Enter Procedure Date

From: |ng/26/2012 To: |nas2a/20m2

[ Include Frocedures with 0.00 Amaunts

2. Type a procedure date range.

All procedures within the selected date range in the Accounts module will be included.
3. Click OK to generate the claims.

‘The Batch Insurance Claims Completed dialog box appears.

Batch Insurance Claims Completed \EI

Murmber of Primary Claims Sent: 1]

4. Click OK again to send the claims to the Batch Processor where you can print them or send them
electronically.
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Chapter 10: Document Center

Managing the constant flow of paper documents through your office can be a challenge. With the paper,
printer ink, wear and tear on your printers, and office space needed to store your documents, there’s a cost
associated with storing documents on paper. Protecting that paper from fire, flood, or some other catastrophic
event can also present a challenge. The solution is to store your documents electronically.

You can use the Document Center module to help your office become paperless. Documents, such as patient
information forms, health histories, HIPAA privacy forms, treatment and other consent forms, patient letters,
referral letters, X-rays, and insurance explanation of benefits (EOBs) can be scanned, captured, and imported.
You can attach these documents to patients, providers, insurance carriers, and referral sources. You can also
attach documents to multiple sources, or you can print, e-mail, or send them electronically.

When you open the Document Center nd select a patient, that patient’s attached documents are displayed.
Documents are loaded according to the filters and view you select. Loading may take a few minutes depending
on the number of documents.

To make viewing documents even easier, you can view attached documents by patients, providers, employers,
insurance carriers, and referral sources. You can set filters to view documents acquired within a certain date
range and assigned to a certain folder.

You can use the Document Viewer to adjust the color, brightness, and contrast of the image or document. The
following sections explain how to set up, acquire, and view documents with the Document Center.

This chapter covers the following topics:

*  Document Center Window Areas

e Setting Up the Document Center

* Importing, Exporting, and Filtering Documents
* Editing, Tagging, and Printing Documents

* Editing Images
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Document Center Window Areas

The Document Center contains the following areas:

e Easy Dental

S

Patient Banner

&j ovia Karem i E ks e D T
11/16/1982 (35)F Dennis Smith, D.D.S. Equicor Cigna A
=] Import [o Export L Print ¥ Settings
Filter Documents =
Title - Date Reference
4 Patient Picture
Karen Davis 7/31/2018

Thumbnail Panel

Document Tree — Lists the selected document source (patient, provider, and so forth), any document tags
that you have used, and the associated documents. The delta symbol next to the folder name indicates
whether the list is expanded or collapsed. Click the delta symbol to view the contents of the folder. Click
the symbol again to hide the contents. From the Document Tree, you can select the documents that you
want to view, edit, and print.

Document Viewer — The Document Viewer displays the document that is selected in the Document
Tree. If the document has multiple pages, you can scroll through the pages.

Thumbnail Panel — Displays thumbnail images of the documents in a selected folder in the Document

Tree.

Patient Banner — The Patient Banner indicates a selected patient’s name, birthdate, age, and gender. The
letter G indicates that the patient is the guarantor of the account. The banner also includes the patient’s
phone numbers, primary provider, primary and secondary insurance providers, the Settings and Help

buttons, Quick Search, and the Quick Search toolbar.

Toolbar — The toolbar consists of four buttons for working in the Document Center:

=] Import [ = Export A Print -ﬁ- Settings
Button | Name Function

\ Import Click to import a selected document.
= | Import
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Button | Name Function

[2 Export Export Click to export a selected document.

D, print Print Click to print the selected document.

¥ Settings Settings Click to change settings in the Document Center.

The Patient Banner and Quick Search Toolbar

When you click the Quick Search box, a toolbar appears. You can click the buttons to restrict your search to
patients only, providers only, insurance providers only, employers only, referred by only, or referred to only.

G Davis, Karen - Call me Primary Provider Primary Insurance Secondary Insurance a 9
Qs 11/16/1982 (35)F Dennis Smith, D.D.5. Equicor Cigna Search \|
= Import [= Export &b Print 4k Settings \ A e 5- E
Button [Name Function
) A Quick Search Type search terms in the box to search all categories.
[} Patients Only Click to restrict your search to patient records.
-
Providers Only Click to restrict your search to provider records.
Insurance Only Click to restrict your search to insurance provider records.

Employers Only Click to restrict your search to employer records.

Referred By Only Click to restrict your search to referred by records.

Referred To Only | Click to restrict your search to referred to records.

|G| #

Setting Up the Document Center

In the Document Center, you can set preferences and add, edit, and delete folders. Folders help you organize
and describe stored documents. You must assign every document you import to the Document Center to a
folder. This section covers the following topics:

*  Setting Preferences
*  Adding Folders
* Editing Folders

Setting Preferences

You can customize the Document Center by changing the appearance of the Preview and Thumbnail panels
from the default dark theme and by showing file names instead of page numbers. You can also add, edit, or

delete folders.
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To set a preference
1. In the Document Center toolbar, click Settings button.

The Settings dialog box appears.

E Settings X

= Document Center

I ]t Preferences
Appearance

-
ﬁ Folders Use Dark Theme ® On

Document Content

Page Reference @ Show Page numbers

2. To change the Appearance default setting, toggle it to Off.

Note: Turning Use Dark Theme to Off, changes the background of the Preview and Thumbnail panels to
light gray and white, respectively.

3. To show file names instead of page numbers, click the Page Reference toggle to change the setting to
Show original file names.

Adding Folders

You must assign a document to a folder in the Document Center. Folders help you organize and describe
stored documents. You can add, edit, or delete folders.

To add a folder
1. In the Document Center toolbar, click the Settings button.

The Settings dialog box appears.
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E Settings X

= Document Center

I ]k Preferences
Appearance

[
; Folders Use Dark Theme ® oOn

Document Content

Page Reference @ Show Page numbers

2. Click Folders.

@ Settings X

= Document Center

I
14— Preferences

I i; Folders

Folder Categories

Add, edit or remove the folders that will be shown in your document center

Folder - +

Correspondence

Add
EOB - Secondary Insurance
HIPAA Privacy/Farms V4

Miscellaneous
Patient Health History
Patient Information x

Patient Insurance

Edit

Delete
Patient Picture

Patient Treatment
Pre-Treatment Estimates

K-rays

3. Click Add.
The Add Folder dialog box appears.
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€] Add Folder X

Folder name must be entered

Mame *

Cancel

4. Type the folder’s name, and click OK.

The new folder appears in the list.

Editing Folders

You must assign a document to a folder in the Document Center. Folders help you organize and describe
stored documents. You can add, edit, and delete folders.

To edit a folder
1. In the Document Center toolbar, click the Settings button.

The Settings dialog box appears.
2. Click Folders.

€] Settings x

= Document Center

I
41— Preferences

I 'a‘ Folders

Folder Categories

Add, edit or remove the folders that will be shown in your document center

Folder - +

Add

Correspondence

EOB - Secondary Insurance

HIPAA Privacy/Forms /
Miscellaneous

R . Edit
Patient Health History
Patient Information x
Patient Insurance Delete

Patient Picture

Patient Treatment
Pre-Treatment Estimates
K-rays

3. Select the folder you want to edit and click Edit.
The Edit Folder dialog box appears.

€] Edit Folder X

Name * | Miscellaneous

0K Cancel

4. Type the new name for the folder, and click OK.
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Importing, Exporting, and Filtering
Documents

You can import documents to and export them from the Document Center. This section covers the following
topics:

Importing Documents
Exporting Documents

Filtering Documents

Importing Documents

You can import most common file types (.jpg, .png, .pdf, .bmp, .docx, xlsx, and others) as documents into
the Document Center. However, you cannot import TTF files.

To import a document

1.

In the Document Center toolbar, click the Import button.

'The Open dialog box appears.

« v » ThisPC » Documents » v 0 Search Documents yel
Organize « MNew folder =~ O @
~ Mame Date modified Type Size

3 Quick access
Sample Documents 8/6/2018 11:57 AM  File folder
[ Desktop * .
Snagit I 018 4:36 PM File folder
& Downloads * ™ Day Sheet Adobe Acrobat D... 159 KB
Documents * ™ Karen Davis file Adobe Acrobat D... 214KB
[&] Pictures b g =L Patient List Adobe Acrobat D... 214 KB
Dental "L Procedure Codes Adobe Acrobat D... 243 KB
Images "L Treatrent Summary Adobe Acrobat D... 950 KB
Patient Pictures
Saved Pictures
‘@ OneDrive
[ This PC
_J 30 Objects
[ Desktop
=l Documents ¥
File name: || v| All Supported Files ~

Navigate to and select the document you want to import, and then click Open.

The New Document Information dialog box appears.
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E New Document Information X
Title * Document Tags *
Treatment S
featmEnt summary A Davis, Karen + Add Tag
Reference Date = Folder *
a/2/2018 « | | Carrespondence - +
Notes
Orientation  <None: -
Treatment Summary.pdf oK Cancel

3. As necessary, complete one or more of the following tasks:
e Title — To rename the document, type a new name in the box.
*  Reference Date — To set a new date, type the desired date in the box or select a date from the
calendar.

Note: The reference date for this document displays on the Documents List and when it is printed.

* Folder — To organize the Document Tree, select the folder that the document will be listed under.

* Document Tags — To tag a document and attach it to another patient, a provider, an insurance

provider, and so on, click Add Tag.
* Notes — To add a note, type one in the box.

*  Orientation — To change the document’s orientation, select one from the list.

4. Click OK.

Exporting Documents

You can export documents from the Documents module to folders of your choice.

To export document
1. In the Document Center toolbar, click Export.

The Export Documents dialog box appears.

Note: By default, all documents are selected.
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What files do you want to export?
4 Patient Picture

4 Karen Davis ~ 7/31/2018

v Page 1

r] e

Export Documents

X

v|Selectall files %

Export to =

Browse

Folder must be defined

2 files selected

Cancel

2. Do one of the following:
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* To export one or more files, clear the Select all files box, select the files you want to export, and click

Browse.

*  To export all files, click Browse.

The Browse For Folder dialog box appears.

Browse For Folder

- Desktop

#@ OneDrive

& Gary Frazier

&8 This PC

‘r Libraries

[? Metwork

Control Panel

lal Recycle Bin
12.1.876.0 Test Version

Make Mew Folder

Cancel

3. Select or create a folder to export the document to, and click OK.

4. Click Export.

Filtering Documents

You can view attached documents by patient, provider, insurance carrier, and referral source. You can select
filters to view documents within a specific date range and assigned to a particular folder. In the Preview Panel,
you can convert images to gray scale, adjust or invert their colors, re-size them, or rotate them.

To filter a document

1. In the Document Center, click Filter Documents.
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e Easy Dental

@ Davis, Karen . Primary Provider Secondary e 50
(A, 11716/1982 (35)F Dennis Smith, D.D.5. Equicor Cigna

= Import [ & Export [ Print fgF Settings

Filter Documents

I'f)ﬁr' Enter Text
S | Reference: (1 = we

Folder:

Title = Date Reference
4 Correspondence
Karen Davis 8/6/2018
Sample Doc 8/7/2018
4 Patient Picture

Karen Davis 7/31/2018
X-Ray 7/31/2018

Schoda

2. Do one of the following:

To filter documents by tag, document name, or date, type in the Enter Text box.

To filter documents by a reference date range, enter a date in (Date from) and (Date to) from their
respective calendars.

* To filter documents by a folder, select a folder from the list.

3. To clear a filter, click the Clear Filter button.

€ Easy Dental -
Q Davis, Karen Call me Primary Provider Primary Insurance Secondary Insurance .* )
[AD, 11/16/1982 (35)F T Dennis Smith, D.D.5. Equicor Cigna ’
Fatene
= Import £} Settings
et Filter Documents D .
|r.xl Enter Text

. Referance: | 5/8/2018 ~| - (Dateto -

\;] Folder: Select Folder -
Title -

Date Reference
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Editing, Tagging, and Printing Documents

You can edit, print, or delete documents. You can also add a tag to documents so you can more easily attach a
document to a patient’s insurance provider or other entity that may need a copy of the document. This section
covers the following topics:

* Editing Document Information
e Adding Document Tags to Documents

*  Printing Documents

Editing Document Information

You can edit a document’s information, such as its title, reference date, folder, notes, and orientation. You can
also add one or more document tags to the document.

To edit a document’s information

1. In the Document Tree, double-click the document that you want to edit.

The Edit Document Information dialog box appears.

E Edit Document Information X
Title ™ Document Tags ™
‘X-RE)J ; Davis, Karen =+ Add Tag
Reference Date * Folder *
7/31/2018 ~ | Patient Picture - +
Motes
Orientation | <None> -
Page 1 0K Cancel

2. Complete one or more of the following tasks:
e Title — Type a new name for the document.
*  Reference Date — Click the Down arrow, and select a new date from the calendar.
¢  Folder — Click the Down arrow, and select a different folder from the list.
*  Document Tags — Add a tag to the document.
e Notes — Type a note for the document.

e  Orientation — Click the Down arrow, and select a different orientation for the document.

3. Click OK.

Adding Document Tags to Documents

With the Document Center, you can add a document tag (patient, provider, insurance provider, employer, or
referral to or by) to a document.

To add a document tag to a document
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1. In the Document Tree, double-click the document that you want to add a document tag to.

The Edit Document Information dialog box appears.

E Edit Document Information X
Title * Document Tags *
‘ X-RE)J ; Davis, Karen + Add Tag
Reference Date = Folder *
7/31/2018 ~ | Patient Picture - +
Notes
Orientation  <None> -
Page 1 oK Cancel

2. Click Add Tag,

3. In the Search box, click the button corresponding to the document tag you want to apply.

E Edit Document Information X

Title * Document Tags *

X-Ray ; Davis, Karen
Reference Date = Folder *

7/31/2018 ~ | Patient Picture - +
Motes
Orientation <MNone> -
Page 1 0K Cancel

4. In the Search box, type the first few letters of the provider, insurance provider, and so on that you want to
tag the document with.

5. Click OK.

The name of the document tag appears in the Edit Document Information dialog box.
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Title *
X-Ray
Reference Date = Folder *
7/31/2018 w | Patient Picture
Notes

Orientation <None:>

Page 1

Edit Document Information X

Document Tags *

[ ] -
am Davis, Karen

oK Cancel

Printing Documents

You can print documents from the Document Center.

To print a document

1. In the Document Tree, select the document that you want to print.
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2. In the Document Center toolbar, click Print, and then from the menu, click Print Document.

The Print Preview dialog box appears.

e] Print Preview ]
Printer | Microsoft Print to PDF V|
.
Page range @ All (7] Y
...... Yy
Print on ® Cne side o .
Copies 14 +i oo ol =
Documents o= " s
Print Title = Date Reference Pages
4 Correspondence b :
v Karen Davis  8/6/2018 b e i
T
= ahyes e e rwsims yrenm e s e
. L
e b vl o w0 el e )
X T ¥y
g g oy b g g Buve ek 3 150 e e
Print Cancel

3. Select the printer that you want to use.

4. As necessary, set the following parameters:

* Print range — Print all pages, a specific page, or a range of pages.

*  Print on — Print on one side or both sides of a page (if your printer supports double-sided printing).

*  Copies — Select the number of copies you want to print.

5. Click Print.
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Editing Images

Using the Document Viewer toolbar, you can customize images to better meet the needs of your practice. This
section covers the following topics:

*  Using the Document Viewer Toolbar

*  Re-sizing Images

*  Cropping Images

Using the Document Viewer Toolbar

Using the Document Viewer toolbar, you can make changes to image documents. You can render the image in
g y g g g
gray scale and adjust or invert the color. You can also re-size, crop, or rotate the image and undo or redo your

last change.

To use the Document Viewer toolbar

1. In the Document Tree, select the image that you want to make changes to.

€ Easy Dental

:Q Davis, Karen - [ BT
X 1171671982 (35)F Dennis Smith, D.D.S.

=] Import [& Export b Print £} Settings

Filter Documents -
Title - Date Reference
4 Correspondence
Karen Davis 8/6/2018
Sample Doc 8/7/2018
4 Patient Picture

Karen Davis 7/31/2018
X-Ray 7/31/2018

2. Click the Show/Hide Editing Tools button.

The Document Viewer toolbar appears.

Re-sizing Images
You can re-size images in the Document Center.

To re-size an image

1. In the Document Tree, select the image that you want to re-size.

2. In the Document Viewer, click the Show/Hide Editing Tools button.
3. In the Document Viewer toolbar, click the Resize button.

The Resize Image dialog box appears.




E Resize Image x
Original (233 x 282 pixels)
640x480
800x600
1024x768
1200x960
1600x1200
Custom sizing (Mac 8262 x 10000 pixels
Width: Height:
-

4. Do one of the following:

e Select a size in pixels from the list.
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*  Select Custom sizing and then type values for the width and height in the corresponding boxes.

Cropping Images

You can crop images by clicking the Crop selection button in the Documents Viewer toolbar.

To crop an image

1. In the Document Tree, select the image that you want to crop.

2. In the Document Viewer, click the Show/Hide Editing Tools button.

The Document Viewer toolbar appears.

3. On the keyboard, press and hold the Ctrl key, click the left mouse button, and select the area of the image

that you want to crop.

A box appears around the area you selected, and the Crop selection button becomes active.

€ Easy Dental

ﬁ Davis Karen Call me Primary Provider [ ance Secondary Insurance
(A, 11/16/1982 (35)F h Dennis Smith, D.D.5. Equicor Cigna

= Import [& Export o Print £} Settings

Filter Documents -

s
IE Title = Date Reference
Z | 4 comespondence

e Karen Davis 8/6/2018
\J Sample Dac 8/7/2012

b 4 Patient Picture

- Karen Davis 713172018

=] X-Ray 7/21/2018

4. To complete the crop, click the Crop selection button.
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Chapter 11: Other Features

This chapter provides an overview of several other Easy Dental features and add-ons not covered in the
previous chapters:

Patient Banner — The Patient Banner indicates a selected patient’s name, birthdate, age, and gender, and
the letter G in green indicates that the patient is the guarantor of the account. The banner also includes
the patient’s phone numbers, primary provider, primary and secondary insurance providers, the Settings
and Help buttons and the Quick Search text box.

eDex — The eDex module is a contact manager that lets you mange and quickly search for Easy Dental
contacts, such as patients, providers, staff, labs, insurance carriers, and contacts that are not currently
stored in the Easy Dental database. You can search by first or last name, address, email address, or phone
number. You can also add custom notes or append notes to a patient note.

Patient Alerts — The patient alerts are customizable alerts that you can attach to patients or family
members. A patient alert appears as a message whenever you access information about a patient or family
with an alert and as an icon on a corresponding patient’s appointments.

Prescriptions — The Prescriptions module helps you quickly enter prescriptions and accurately track
medicines prescribed to your patients.

Treatment Manager — The Treatment Manager helps you realize potential revenue from treatment plans.
With the Treatment Manager, you can generate a list of patients with treatment-planned procedures who
meet certain criteria.

Collections Manager — The Collections Manager helps you increase your practice’s revenue by decreasing
your accounts receivables. With the Collections Manager, you can generate a list of accounts that need to
be contacted.

Lab Case Manager — The Lab Case Manager, which is directly linked to the Schedule module, allows you
to create a case for a patient, ship it to the lab, and track its progress.

Contacts — The Contacts module allows you to keep a record of contact made between your office and
your patients. Automatic entries are added for letters, billing statements, appointments, payment plan
notes, payments, and privacy requests.

Time Clock — The Time Clock lets office employees punch in and out for their shifts and provides reports
containing information on hours worked and wages earned.

Quick Letters — Quick Letters lets you create a letter for a patient quickly.

Quick Labels — Quick Labels lets you print a variety of labels for a patient quickly.

247
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e Send Message — The Send Message feature makes it easy for you to create and send e-mail messages to
patients.

*  EasyWeb toolbar — The EasyWeb toolbar provides you with the tools necessary to connect your Easy
Dental software to the Internet. Using the EasyWeb toolbar, you can set up an attractive and professional
website.

*  Other Easy Dental add-ons — These include various software products from Henry Schein One that
work with Easy Dental.

More detailed information on each of these features is available in the Easy Dental Help.

Patient Banner

Click the Settings button to set up and maintain your practice or to set up passwords. Using Quick Search,
you can quickly switch from patient to patient in Accounts, Chart, Patient, Treatment Plans, and other
modules that require you to select a patient instead of having to open the Select Patient dialog box.

Click the Help button to open the Help menu from which you can open the Easy Dental Help system or
check for, install, and learn about available updates and connect to the Resource Center.

To find a patient with Quick Search

1. In the Quick Search text box, type the first few letters of a patient’s name.

A list of names appears below the Quick Search text box.

Croshy, Brent L | cotlme Primary Provider Primary Insurance Secondary Insurance “‘nl o
5/17/1969 (48)M M 555-1212 ~ | Dennis Smith, D.D.5. Metlife da\.l
= = F y Patients
3‘&}?‘ ??@H’Eﬁpﬁﬂ@ilﬁ Davis, Lyle
LY
Status Mame Position Gender Patient Birthday | |Davis, Karen
HofH Guar Ins Crosby, Brent L tamied ale Yes 051719639 Davis, Kelly
Croshy, Shiley H Married Female Yes 09/06/1972 ¥

Davis, Harmaon
Davis, Harman
Blank, David

Little, Dean
Edwards, Anna
Kenner, Dora }
Valgardson, Adrian

2. Click the desired patient’s name.

The information for the selected patient appears in the Patient Banner.

Davis, Karen Call me Primary Provide Primary Insurance Secondary Insurance ["o[ 7]
" -
G

) 11/16/1972 (45)F H 555-1530 Dennis Smith, D.D.5. Equicor Cigna Davis, Karen
= = ¥ 7 Patients
A&EFYrerP /P U0 Ee Davis, Karen
Status Hame Position Gender Patient Buthday | | Davis, Harmen
HofH Guar Ins Davig, Karen Single Female res 111161972 Davis, Harmon
Davis, Kelly Child Female Yes 11/30/2002 Davis, Kelly
Davis. Lyle Child Male Yes 05/1142005 Davi " Lo N
Ins Davis, Harmon Dther Male No 10/05/1970 avis, Ly'e

Hansen, Corey L
Edwards, Anna

Edwards, Kimberly (Kim)
Reeves, Elisabeth M
Reeves, Meredith

3. To view another member of the family, click the down arrow in the patient name list, and click that
family member’s name.

Call me Primary Provide Primary Insurance Secondary Insurance % ﬂ]
-

H 555-1530 Dennis Smith, D.D.5. Equicor Cigna Davis, Karen

PP UBES

% Davis, Harmon Status Name Position | Gender Patient Biithday
10/5/1970 (47)M fH Guar Ins Davis. Karen Single Female es 11161972

Davis, Karen
11/16/1572 (45)F

Davis, Karen
11/16/1972 (45)F

Davis, Kelly Child Female Yes 11/30/2002 W
Davis, Lyle Child Male ‘es 05/11/2005 =
Davis, Harmon Other Male: [ 10/06/1970

Davis, Lyle
5/11/2005 (12)M
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The Patient Banner and the Easy Dental module you are using show the information for the selected
family member.

[<] Easy Dental EE |
3 Davis, Keily Call me Primary Provider Primary Insurance Secondary Insurance %% |8
ORI E R 113072002 (15)F H 555-1530 Dennis Smith, D.D.5. Principal Financial Group Davis, Karen
=] = y,
L &EFYrevP P Ul e
Status Name Paosition Gender Patient Birthday
e HofH Guar Ing | Davis, Karen Single Female ez 111161972 -
‘ Davis, Kelly Child Female ez 11./30/2002 B
"[}'-a Davis, Lyls Child Male Yes 054142008 |
e Ins Daviz, Harmon Other Male 1] 10/057570
T Asnnes

249

Schackbe
i
,} . Mame: Daviz, Kelly Chart #: DADOD3
ocall Address: 1765 Northrup Consent: 01/04/2011 :
American Fork, UT 84003 First Visit: 01/04/2011 DL#:
— Last Visit: 07/04/2011 Birthday: 11/30/2002, 15
L Phone: H 555-1530 Missed Appt: Provider: DDS1
Documare: Fee Sched: <Prov Default:
— Status: Active, F. Child E-Mail:
= Alerts Recall 01/14/18 BITEWINGS
e i 01/14/18 PROPHY
Repors -
Primary Insurance Employer
Company: Principal Financial Group
Group Plan: Solutions Group Referred By
Group #: 88446
Fee Sched:
Coverage: 2000 (0 Used: 0.00 plefeedil
Ded. 5/P/0: 50/0/0 Met: 0/0/0

Patient Notes

Mo Mote]

CareCredit

CareCredit provides your patients with a convenient option for financing their treatment. You can transfer
essential patient information automatically to CareCredit and receive a credit decision in seconds. You can
process CareCredit transactions in Easy Dental and automatically post payments to the Accounts module.

Without leaving Easy Dental, you can also look up cardholder account numbers and access the CareCredit
payment calculator.

Setting Up CareCredit

In order to accept payment from patients having CareCredit, you must first obtain a Merchant ID (MID
from CareCredit for each provider in your practice who wants to provide this service to his or her patients
Once you have obtained a Merchant ID, you are ready to set up CareCredit.

To set up CareCredit

1. In the Patient Banner, click the Settings button.

The Settings dialog box appears.
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@ Settings

& General

N Practice setu
I * P Auto Chart Number Setup

x Maintenance Dental Diagnostic Cross Code Setup
Definitions

Q" Passwords Dunning Messages
Electronic Claims Setup
Electronic Billing Setup
Explosion-Code Setup
Modem Setup
Network Setup
Printer Setup
Procedure Code Setup
Practice Defaults
Payment Plan Setup
Prescriptions Setup
PowerPay Setup
Recall Setup
Recall Views Setup

Survey Setup

2. Click Practice Setup, and then click Practice Resource Setup.

The Practice Resources dialog box appears.

i~ Practice Infarmation Operatar
Easy Dental Practice - Tutar Database
12205 620E New
Edit
American Fark. UT 84003 :
[801]763-3300 ext: Delet
Administrative Contact: DDET
HIP#&a, Officer:
Fiscal Year: January .
Bank # =
r Provider(s]
D Marme Status New
DDs2 Smith Junior, Dennis Primary IE
D053 Cook, Maria Primary Inactivate
EMDOD Ewvans, Erica Primary —_—
HYG1 Hayes, Sally Secondary
ORTH Oliverson, Oscar Primary
FEDO Childs, Brenda Primary
FERI Pearson, Paula Frimary
SURG  Sorensen, Steve Primary - List
Inactive
- Staff
D | Mame | Status | Mew
MGA1 Taylor, Judy Staff Edit
OFCA Jones, Susan Staff [
Inactivate
List
Inactive

3. Select the provider who accepts CareCredit, and then click Edit.

The Provider Information dialog box appears.
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Provider Information

Shreet Address

First Namne Ml Last Mame Fee Schedule

[Denris [ [Britn 1 Office |
1] Tithe: Suiffi 55#

DDS1 ID DS I~ NonPerson |

Specialy State IDH State
Dientist VI IDDSLSlaIeID I

State License Expiration

|DDS1_1 2205 B30E

City

5T Zip

IAmeHcan Fork
Phane Ext
(807)763-9300 I

E-Mail

[07 Jes00a

Assigned Dperatories
1 0P
2 0p-2

3 0P3
4 OF4

Class
" Primary
" Seconday

TINH

IDDSLTIN

Medicaidd

IDDS1_M edicaid

DEAH

IDDS1_DrugID
DEA License Expiration

DEA Schedule
Curmrw Cv

NP1

— Care Credit

Merchart ID

£ Provider Center |

Blue Cross/Shield #
 Blue Cross
" Blue Shield

i~ Insurance Claim O ptior:

= "Signature On Filz"
% Provider's Name

™ Print Provider's Signature Using

Provider ID Setup I Electionic A= User |

|DD51_BlueCross

Provider#

IDD51_FrledE|

OfficeH
IDD51_UIh:e
Other D#
UPINE

Controlled SubstanceH

Cancel
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Under CareCredit, enter the provider'’s Merchant ID, and then click the Provider Center button.

The CareCredit Provider Center website appears.

Click the Get Started button and fill out the information required to set you and your practice up to

accept CareCredit.

CareCredit provides your patients with a convenient option for financing their treatment. You can process
CareCredit transactions in Easy Dental and automatically post payments to the Accounts module.

To enter a CareCredit payment

1.
2.

3.

Patient Alerts

In the Patient Banner, select the patient whose payment you want to process.

In the Accounts module, click the CareCredit toolbar button.

The CareCredit website opens.

Enter the information required to process the payment and submit the transaction.

The payment is posted to the Accounts module.

Patient Alerts are customizable alerts that you can attach to patients or family members when you want a flag
for certain conditions. This alert appears whenever you access information about the patient or family, and a
symbol appears on the patient’s appointments. Patient Alerts are essential for respecting a patient’s privacy and
disclosure of information requests. Patients and family members can have an unlimited number of alerts.
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Opening Patient Alerts

You can create and manage Patient Alerts using the Patient Alerts dialog box, which you can access from
the toolbar of most Easy Dental modules, including the Patients, Schedule, Chart, Accounts, Collections
Manager, and Treatment Manager.

[

The color of the Patient Alert button indicates whether you created an alert for the patient or not. When the
Patient Alerts button is red, no patient alerts exist for the patient or family. When the patient alert flag is blue,
one or more patient alerts exist for the patient or family.

Creating Patient Alerts

You can create a patient alert for a single patient, an entire family, or selected members of a family. You can
set a time limit on patient alerts so that you only see patient alerts when the information is timely. You can
specify which modules display the alert so that you only see the alert when it is relevant.

To create a patient alert

1. Inany patient-specific Easy Dental module, select the patient you want to create an alert for.

2. In the toolbar, click the Patient Alerts button.

Depending on whether the patient has previous alerts set up, either the Patient Alert or the Create
Patient Alert dialog box appears.

Patient Alert - (Dawvis, Kelly)

Start Date End Date Dezcription

2013 Asthma

=l

Edit

Delete

Jaiiy

Cloze

Note: You can create a new patient alert, edit an existing patient alert, or delete an existing patient alert.

3. Click New to create a new patient alert.

The Create Patient Alert dialog box appears.
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Create Patient &lert - (Dawvis, Kelly) \E\

Select Date Patient Alert should dizplay for the
patient i the follawing arseas:

[ Al

Start: ||j?,.-'1 4205 End |D?,.-'1 4206

[ Always Account: Module

Chart

Contacts

Create Insurance Claim
Create New Appointment
Documents Module
Eazwfeb

Mote Edit Exizting &ppaintrent e

»

|.m

Description

Optionz

™ Show Symbal on
Appaintment

I Dizplay Aged Balance
with Note

ak. | Cancel |

4. Use the following options in the Create Patient Alert dialog box to set up a patient alert:

* Select Date — In the Start field, specify the date you want the alert to start appearing, and in the End
field, specify the date you want the patient alert to stop appearing. If you want the patient alert to
always be active, select Always.

*  Description — Use this field to type a description for the alert (up to 15 characters). You can use the
description for the type of alert, such as “Collections” or “Pre-Medicate.”

* Note — Use this field to type a detailed note about the alert (up to 4,000 characters).

e Under This Patient Alert should be displayed in the following areas, select which Easy Dental
modules and areas you want to display the patient alert, or select All to have it display in all areas.

*  Options — Select the options you want to apply to this alert:

e  Show Symbol on Appointment — Select if you want an alert icon to appear on the patient’s
appointment.

- kr. Crozhy, Brent
-|Ex

-| H:555-1234

-l mps $

* Display Aged Balance with Note — Select if you want to have the family’s aged account balance
appear in the alert pop-up.

0-->30 | 31--+60 | 61->90 | 91--» Family Balance
0.00 0.o0 224.00 n.oo 224.00
Payment Amt: W Amt Past Due: M,
Bill Type: 1] Lazt Payment: 0.oo

5. Click OK to create the alert.

Viewing Patient Alerts

Once you have created a patient alert, it appears automatically when you access the modules you specified
when defining the patient alert. Depending on the options you selected when you set up the alert, the alert
appears as follows:
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Patient &lett - (Croshby, Brent L) @

Description Start: [Always
Balance Overdue
End: |&lwaps

Pleaze make financial arangements before zcheduling -
appaintrients for this family. Their insurance iz not reliable at all.

Mote

Balance Information
0->30 [ 31360 [61->90 | 91-> | Family Balance

19000 | ooo | ooo | oon | 150,00
Payment Amt: [ Amt Past Due: My
Bill Type: [1] Last Payment: 000

[ Do Mot Show This Alert Again Today

If you do not want the alert to appear again today, select Do Not Show This Alert Again Today. Click OK to
close the patient alert.

Suspending Patient Alerts

You can suspend all Patient Alerts on a specific workstation. When you select this option, the computer will
not display patient alerts for any patients.

To suspend patient alerts

1. In the Patient Banner, point to Maintenance, and click Preferences.

The Preferences dialog box appears.
Preferences @

General Options |F'lintD|:nticuns| Statement Forms] Paths |

Iniitial Wwindow ta Launch

|Schedule j

Default dzsignment of Pagmentz/Adiustments bo:
* Account " Current Patient

Additional Optionz
Automatic Update Settings ‘

I Suspend Patient Alerts
[¥ Start Time Clock an Systern Startup
I™ Hide Social Security Mumber

| =]

Diefault Signature on File

I Releaze of Infomation

I Assignment of Benefits

ok | Cancel
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2. Under Additional Options, sclect Suspend Patient Alerts.
3. Click OK to save your changes.

Prescriptions

With the Prescription module, you can quickly create prescriptions and accurately track medicines prescribed
to your patients. Using the Prescriptions module, you can refill and reprint prescriptions. You can also print a
prescriptions report.

To create a prescription for a patient

1. From any Easy Dental module (except the Reports window), select a patient.

2. In the Easy Dental module toolbar, click the Prescriptions button.

The Patient Prescription window appears.

:g I @ Davis, Kelly Call me Primary Provider Insurance Secondary Insurance ﬂ

(L 11/30/2002 (15)F T H 555-1530 Dennis Smith, D.D.5. Principal Financial Group Davis, Kelly

Accoues

T Plannr

Prescriptions for: Kelly Daviz ﬂ

o Mot a standard prescription

Electronic Rx I New I Wiew Dielete Reports

3. Click New.

The New Patient Prescription dialog box appears.
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MNewy Patient Prescription @
Description:
I =~
Dirug Mame:
Sig:

Disp| o~ Dispense as Wiitten

Refills: [0 * Generic Substitution Permitted
Motes:
Prezcriber:
|DDST  Smith, Dennis =]

ok | Cancel |

4. Click the down arrow to the right of the Description field. A list of available prescriptions appears. Select
the desired prescription type.

5. If desired, customize the prescription information for the patient.
e Change the drug name by modifying the Drug Name box.
*  Change the dosage interval and instructions by modifying the SIG box.
*  Change the amount to dispense by modifying the Disp box.
*  Change the refill amount by modifying the Refills box.
e Change the drug substitution by marking the desired options.
*  Change the patient instructions by modifying the Notes box.
6. Select the provider who is prescribing the drug.
7. Click Print to print the prescription.
The prescription prints to the printer you selected in the Prescription Setup window and is added to the

list of patient prescriptions in the Patient Prescription window.

Note: For information on adding prescription types, editing and deleting prescriptions, selecting and
setting up prescription printers, and printing the Prescription Report, see the Easy Dental Help.

Treatment Manager

Many offices spend significant time and money to attract new patients as a means of increasing revenue. Yet,
many offices already have a substantial amount of potential revenue sitting untouched in patient treatment
plans. Capitalizing on that revenue source can be a cost-effective way to increase your practice’s bottom line.

You can use the Treatment Manager to generate a list of patients who meet the criteria that you specify so

you can contact them concerning their treatment plans. The Treatment Manager gives you access to vital
patient information, including treatment-planned work, account balance, payment information, entries in the
Contacts module, insurance information, and so forth. With this information at your fingertips, you can then
determine how you want to contact the patient: through a letter, phone call, or e-mail message. Once you
contact the patient, you can easily make notes regarding the contact, create an appointment, or make changes
to the patient’s treatment plan.
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Starting the Treatment Manager

You can start Treatment Manager from the Schedule module.

To start the Treatment Manager

1. In the Schedule toolbar, click the Treatment Manager button. y
The Treatment Manager View dialog box appears.

Treatrnent Manager Wiew
— Select Patient Select Patient  — Treatment Plan——————— - Mest dppt———————
Provl: W Al Drated From: |<ALL> Drated From: |<ALL>
DOs1
Ta |<alls .
T [l | (2252 ; Tor ALl
ENDO Min TP Tatal: ID.D‘I Appt
Select Billing Type: W &l Biling Types |ORTH Min TP Ine Est: I—D o0 Reasor: ¥ Al Type: ¥ &l
1: Standard Billing - finance charges -~ |PEDOD Procedure C d ' With TP ASAP
2: Standard Biling - no finance charges  — |PERI (EEEENNE LR ‘with REC Fized
3 Mo Insurance |E| SURG Frarn: |<A|-|-> il Both TPEREC |Open
&: Insurance Family - Dual Insurance . To [ealL
5 Ingurance Family - finance charges o I< > il — Unscheduled &ppts —————
E: Payment Plan - finance charges - & Al
;:'_t o = " ’ Ea— r— Contacts
[ ratent Age atient | Patignt [ Previous Entry Before: " With an Unsched &ppt
: I . I Status: | Won-Patient :
Fram: |<ALL>  To: [<éLLs 5 & |inacive IDS” FEE Ol without an Ursched dppt
r Insurance

— For Patients with Primary Insurance
Benefit Renewal Fram: <AL Too |4l Min Benefit Rem: IEI. an

Insurance Carrier
r |
— For Patients with Secondary Insurance

Inzurance Coverage: v Al

»> | To:|<ALL>

Show Columns. .. |

[ Show Totals

[ o ]

Primary w'o Secondary

Flom:l(ALb
Bensfit Fenewal From: [<ALL>  Tao [<ALL>  Min Ber‘uefitFlem:lD-DD

Insurance Carrier
From; |<ALL> 3 |

» | To:|<ALL>

Cancel |
Help |

2. Set up a view for Treatment Manager, or click OK to accept the default view.

3. To continue, click Yes when the message appears.

The Treatment Manager window appears.

5lg_,‘Tnaatrmant Manager EI
Fafevryeavraba®Undee
| * I Patient I Last TP I TP Total I Ins Estl Pat EstI #I Pri Rem I Sec Rem | Pre Contl

18 / ! 1] 12 1] 1] 20 1]

* Crosb, BrentL  07/17/2013 327400 152500 1748.00 5 1500.00  1500.00 0LA3LS00
Little, Carol 0270142012 955,00 970,00 2500 1 1500000 2000.00

*  Little, Dean 0270112012 995.00 497.50 489750 1 2000.00 MfA

4 1n }
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Setting up a Treatment Manager View

Before you can use Treatment Manager, you must first set up a view. By setting up a view, you can filter out
certain accounts so that only the accounts you want to contact display. Once you have selected your view
options, you can choose what account information you want to display in the Treatment Manager list.

To set up the Treatment Manager view

1. After starting the Treatment Manager, use the following options in the Treatment Manager View dialog
box to filter the accounts so you view only those that meet the criteria you are interested in.
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Select Patient — Use the From and To fields to filter the list alphabetically by specifying a range of
patients. This option is useful when you have a very large patient database and want to limit the
list size. You can work one week on the A — ] names, and the next week you can work on the K-S
names, and so on.

Select Billing Type — Use this option to select which billing types you want to view. By default, all
billing types are included on the list. To choose only certain billing types, press the Ctrl key while
clicking each billing type you want to include (up to 10).

Select Patient Provl — Use this option to select the primary provider for the accounts you want to
view. To select certain providers, press the Ctrl key and click each provider you want to include. Only
patients with the selected provider will appear on the list.

Treatment Plan — Use the Date From and To fields to filter patients based on when their treatment
plan was entered. Only patients with treatment-planned work entered on or between the days you
specify will appear on the list.

Min TP Total — Enter the minimum dollar amount the patient must have in treatment-planned work
to appear on the list.

Min TP Ins Est — Enter the minimum dollar amount the patient’s total treatment plan insurance
estimate must be equal to or exceed to appear on the list.

Procedure Code — Enter a range of procedure codes. Only patients with the specified procedures in
their treatment plans appear on the list.

Next Appt — Use the Dated From and To fields to specify a date range. Only patients with scheduled
appointments within the date range appear on the list.

Appt Reason — Select All to include patients regardless of the reason for their scheduled
appointment. If you select With TP, the patient’s next appointment must have at least one treatment-
planned procedure as the reason for the appointment. If you select With REC, the patient’s next
appointment must be attached to Continuing Care for the patient to appear on the list. If you select
Both TP & REC, then the patient’s next appointment must be attached to Continuing Care and
have at least one treatment plan reason.

Appt Type — Select All to list all patients regardless of the type of their next scheduled appointment.
If you select one or more items, patients must have the selected Appointment Type(s) for their next
appointment to appear on the list.

Unscheduled Appts — Select All to list all patients regardless of whether or not they have an
unscheduled appointment. If you select With an Unsched Appt, patients must have an unscheduled
appointment to appear on the list. If you select Without an Unsched Appt is selected, patients
cannot have an unscheduled appointment to appear on the list.

Patient Age — Use the From and To fields to specify a starting and ending age for patients. Only
patients within the specified patient age range appear on the list.

Patient Status — Select to exclude non-patients and inactive patients from the list. Select the statuses
you want to appear on the list. If you want all statuses to appear, select All.
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Contacts — If you select Previous Entry Before, you must enter a date. Patients appear on the list
if their last manual Contacts entry is dated before the date entered, or they do not have an existing
Contacts entry.

Insurance Coverage — Select All to include patients regardless of whether or not they have insurance
coverage. If you select No Insurance, only patients with no insurance coverage are listed. If you select
Primary Insurance, only patients with a primary dental insurance carrier are listed. If you select
Secondary Insurance, only patients with secondary dental coverage are listed. If you select Primary
wl/o Secondary, only patients with a primary dental carrier and no secondary carrier are listed. You
can select more than one item at a time by pressing the Ctrl key and clicking each item.

For Patients with Primary/Secondary Dental Insurance — In these sections you can specify:

* Benefit Renewal — In the From and To fields, enter a range of months. A patient’s primary
insurance benefits must renew in the month range to appear on the list.

*  Min Benefit Rem — Enter the minimum dollar amount that the patient must have in remaining
insurance benefits for the year to appear on the list.

* Insurance Carrier — In the From and To fields, enter a range of insurance carriers. Patients must
be covered by a carrier within the specified range to appear on the list.

Show Totals — Select to display a Totals row at the bottom of the list. For each column displayed, an
item is added that displays the total for that column.

Note: If the list does not include patients you expect to see, you probably added a filter that excluded
those patients. Re-check your filter selections to be sure you only selected your most essential options.

To determine what information for the selected patients you want to display, click Show Columns.

The Show Columns dialog box appears.

-

Show Columns @
Avallable Columns: Show these columns in this order:
Best Time to Call - Guarantor Flag -
Billing Type Fatignt M ame
Birthday & ége Last TP Date C |
Chartf TP Tatal Amount EliEE
E-mail addrezs TP Inz Estimate
Family Pozition add TF Patient Estimate e
Horme Phone = # TP Procedures 1

Frefered Mame Fri Inz Benefits Rem.

ik

Pri Renewal Month < Remove Sec Ihg Benefits Rem.
Provider 1 Fres:. Contact Entry
Provider 2 Pres Contact Entre Type
Recall Date Future Reminder Date
Fecal Type Future Rem. Type
Sec Renewal Manth i Mext Appt D ate =
| I ISPRPERY N Y [N I R T I ) RS R R N g P
M ove p | b aove Do

Use the Add and Remove buttons to specify which columns to display in the list.

Note: Columns that appear under Show these columns in this order will appear in the Treatment
Manager list when you click OK. For descriptions of these columns, see the “Setting up columns”
information in the Easy Dental Help.

Click OK to save your column options and return to the Treatment Manager View dialog box.

Click OK to save your view settings.

259
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All patients who meet your selected criteria appear in the Easy Dental Treatment Manager window.

" Treatrnent Manager E\@
rafayroragi: s ® On dée

| * I Patient I Last TP I TP TutaII Ins EstI Pat EstI #I Pri Reml Sec Reml Pr Cnntl

wn, Mary 2 2000.00 ;
Crosby, Brent L 3274.00 1749.00 5 1500.000  1500.00 0L/315200
Little, Caral 0270172012 995.00 a70.00 2500 1 150000 2000.00

*  Little, Dean 02/01/2012 995.00 497.50 497,50 1 2000.00 MAA,

1 1 P

Tip: To sort the list, click the column headings you want to sort by. To automatically resize columns to fit the
data in that column, double-click the right edge of the column heading you want to resize. To resize columns
manually, drag the right edge of the column heading.

Contacting Patients

Once you have generated a list of patients who need to be contacted, you can use Easy Dental to contact a
patient in any of the following three ways: phone calls, letters, and e-mail messages. Options for contacting
patients in the Treatment Manager list are available on the Treatment Manager toolbar. For more information
on contacting patients, the Treatment Manager toolbar, and using Treatment Manager, see the Treatment
Manager information in the Easy Dental Help.

Collections Manager

The Collections Manager gives you easy access to collection information so you can better manage your
practice’s account receivables. Based on criteria you specify, the Collections Manager displays a list of accounts
that you need to contact. From this list, you have access to all information for the account, including aged
balance, payment information, Contacts entries, insurance estimates, and so forth.

Having this information readily available will help you determine how you want to contact the patient: a
letter, phone call, or e-mail message. To make collections even simpler, you can use the Collections Manager
to merge a letter, dial a phone number, or open a new e-mail message.

Once you contact the patient, you can easily make notes regarding the contact, set up a Payment Agreement,
or change a Billing Type. Pulling all of this information and functionality into one window makes the
collections process smoother, more efficient, and more productive.
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Starting the Collections Manager

You can start the Collections Manager

To start the Collections Manager

1. In the Reports toolbar, click the Collections Manager button.

The Collections Manager View d

from the Reports module.

=

ialog box appears.

Collections Manager View

Select Guarantar

Taor |<alls

[ |

Select Biling Type: W &l Biling Types

1: Standard Billing - finance charges

2 Standard Biling - no finance charges
3 Mo Insurance

4: Inzurance Family - Dual Insurance

5 Insurance Family - finance charges
B Payment Plan - finance charges

7. Pavment Plan - no finance charaes

[ Skip &ccounts With Claim Pending

Select # of Pmts Miszed

" Mo prats mizzed & Overl)

" OverB0

(* Dormore 2 or more

" Tormore 3 or more

For Payrment Plan [PP) & Future
Die Payment Plang (FD:

“wiith a Payment Plan

“With a Future Due Papment Plan
with Both a P4 and a FD

“Without a Papment Plan

“withaut a Future Dug Payment Plan
without a P and without a FD

v Al

lam| »

-

...If Patient Partion Less Than: |20.00

Minimum Days Past Due

Select .
Provider: @ Al Min Balance: .01
DOs1
Dos? [ Last Prot Before:
DDs3 08/20/2012
ENDO
ORTH
PEDO [ 1f Mot Billed Since:
FERI ’7
SHRG 0B/20/202
[~ Last Visit Before:
08/20/202
[ Previous Contact Entry Before:
08/20/202

Ing Min D aps Pazt Due

(™ Ower 30
(" Ower 90

+ OwverD
" Over G0

" Ower30
" Over30

Cancel
Help

Show Columns...

[ Show Tatals

2. Set a view for the Collections Manager, or click OK to accept the default view.

The Collections Manager window appears.
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ﬂa}q‘ Collections Manager

a8 yYyEy

(= [ s

2 sA"OUWaea

Arcc Mame | Balance | 0-=30 |

31-»60|  61-390|  01-»| PARem|

Ta Insl

380.00
190.00

580,00

Brovwer, Mary
( Brent L

Hansen, Core.., 530,00 580,00
Hayes, Sally 580,00 580,00
Little, Dean 186000 1860,00
Reeves, loshua 190,00 190,00

0.00
0.00

0.00
.00

0.00 M2
0.00

0.00 n.on 0.00 M2,
0.00 n.on 0.00 Mia
0.00 n.on 0.00 M2,
0.00 n.on 0.00 Mia

a4 LI

0.00
0.00
0.00
0.00
0.00
0.00
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Setting up a Collections Manager View

Before you begin using the Collections Manager, you must first set up a view. Using the Collections Manager
View dialog box, you can filter certain accounts so that only the accounts you want to contact appear. Once
you selected your view options, you can choose what account information you want displayed in the list.

To set up the Collections Manager view

1. After starting the Collections Manager, use the following options in the Collections Manager View
dialog box to filter the accounts so you view only those that meet the criteria you are interested in.
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Select Guarantor — Use the From and To fields to filter the list alphabetically by specifying a range of
names. This option is useful if you have a very large patient database and want to limit the list size. You
can work one week on the A — ] names, and the next week you can work on the K — S names, and so on.

Select Billing Type — Use to select the billing types you want to view. By default, all billing types
appear on the list. To select only certain billing types, press the Ctrl key while clicking each billing
type you want to include (up to 10).

Select Provider — Use to select the primary provider for the accounts you want to view. To select
certain providers, press the Ctrl key and click each provider you want to include (up to 10). Only
patients with the selected provider appear on the list.

Min. Balance — To exclude accounts with a balance under a certain amount, enter the amount in
the Min. Balance text field. Any accounts with a balance less than the amount you specify will be
excluded from the list.

Last Pmt Before — You can exclude guarantors who are making regular payments toward their
account balance from the list. To filter the list by a last payment date, select Last Pmt Before. Next,
enter the last date a payment could have been posted to allow the account to be excluded from the list
(for example, if you are allowing guarantors 30 days to make a payment, then set the date to be one
month previous to the current date).

If Not Billed Since — You can exclude accounts that have recently received a billing statement from
the list. To do this, select If Not Billed Since. Next, enter the last date an account could have received
a billing statement to exclude the account from the list (for example, if you only want to include
accounts that have received a billing statement over two weeks ago, set the date to two weeks previous
to the current date).

Last Visit Before — You can exclude accounts with patients you have seen recently. To use this filter,
select Last Visit Before. Next, enter the last date you could have seen a family member to exclude the
account from the list.

Previous Contact Entry Before — You can exclude accounts based on the last manual entry in the
Contacts module. To use this filter, select Previous Contact Entry Before. Next, enter the last date
the guarantor could have a manual Contacts entry to be excluded from the list. (Contacts entries with
a future date are not considered.)

Skip Accounts With Claim Pending — If you wait for insurance to pay before collecting from an
account, you may want to use this option. When you select Skip Accounts With Claim Pending,
accounts that have outstanding insurance claims are excluded as long as the guarantor portion of the
balance is less than the specified amount in the If Patient Portion Less Than text field. The default
amount is 20.00, but you can enter a different amount.

Select # of Pmts Missed — To include accounts that have missed a certain number of payments
toward their Payment Agreement, select the desired number of payments.

Minimum Days Past Due — To filter accounts based on the oldest aged balance, select the number of
days past due the account must be in order to appear on the list.

Ins Min Days Past Due — To filter accounts based on the age of outstanding insurance claims, select
the number of days under Ins Min Days Past Due. If you use this filter, Easy Dental only includes
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accounts that have outstanding insurance claims aged according to the selection.

*  For Payment Agreement (PA) & Future Due Payment Plans (FD) — If you select All, accounts
are included regardless of whether or not you set up a Payment Agreement or Future Due Payment
Plan. To limit the list to only view certain types of accounts, select the filters you want in the For
Payment Agreement (PA) & Future Due Payment Plans (FD) pane. An account is included only if
it matches at least one of the selected criteria.

2. To determine what information for the selected patients you want to display, click Show Columns.

The Show Columns dialog box appears.

P

Show Columns @

Available Columns: Show these columns in this order:

Account Provider Account Mame oK |
Best Time to Call Acct Balahce

Billing Type (-»30 Balance

Birthday & Age 21360 Balance Eanes)
Chart # £1->90 Balance

E-mail addresz 91-» Balance

Farnily Pozsition P Rem Balance

Guarantaor City At Billed to Ing

Guarantor State Inzurance E stimate

Guarantor Zip Code Add > GEuarantor Estimate

Hiome Phaone Last Payment [1ate
Last Statement D ate Last Payment Amount
SocSect <-Remove | {pa amount Due
Wiork PhonedE =t # Pmts Miszed

Prew. Contact Entry
Prew. Contact Entiy Type
Future Reminder Date
Future Rem. Type

Maove Up | aneDuwn‘

3. Click the Add and Remove buttons to specify which columns to display in the list.

Note: Columns that appear under Show these columns in this order will appear in the Collections
Manager list when you click OK. For descriptions of these columns, see the “Setting up columns”
information in the Easy Dental Help.

Click OK to save your column options and return to the Collections Manager View dialog box.

Click OK to save your view settings.

All patients who meet your selected criteria now appear in the Collections Manager window.
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55 Collections Manager EI
FPaledryoarg s A" QW dGee
Acc Marme | Balance|  0-»30] 3160  61--u0 91-> | PARerm|  Tolns|
Browm, Mary 580.00 580.00 0.00 0.00 0,00 M/, 0.00
C r'n:n:'.l;n'_-,-'_. Brent L 190,00 190,00 0,00 0,00 0,00 0,00
Hansen, Core... 530,00 530,00 0.00 0.00 0,00 A 0.00
Hayes, Sally 580.00 580.00 0.00 0.00 0,00 M/, 0.00
Little, Dean 186000  1860.00 0.00 0.00 0,00 M/, 0.00
Reeves, loshua 190,00 190,00 0.00 0.00 0.00 MfL 0.00
4 I 3

Tip: To sort the list, click the column headings you want to sort by. To manually re-size columns, drag the

right edge of the column heading.

Contacting Patients

Once you have generated a list of patients who need to be contacted, you can use Easy Dental to contact a
patient in any of the following three ways: phone calls, letters, and e-mail messages. Options for contacting
patients in the Collections Manager list are available on the Collections Manager toolbar. For more
information on contacting patients, the Collections Manager toolbar, and using Collections Manager, sce the
Collections Manager information in the Easy Dental Help.

Lab Case Manager

Tracking lab cases in Easy Dental is easy with the Lab Case Manager. The Lab Case Manager is directly linked
to the Schedule module and allows you to create a case for the patient, ship it to the lab, and track its progress.

Starting the Lab Case Manager

You access the Lab Case Manager from the Schedule or Chart module. To open the Lab Case Manager, click
the Lab Case Manager button located on the Schedule or Chart module toolbar.

You can open the Lab Case Manager from the Schedule or Chart module.

To open the Lab Case Manager

ol
In the Schedule or Chart module toolbar, click the Lab Case Manager button. ri‘
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The Lab Case Manager Window

The Lab Case Manager window includes a menu bar and two toolbars.

E] Lak Case Manager |l

PR Prem ® B [ W& [» oo

IEas'_.f Derttal Laboratory IL'rl'tIe. Carol

Patient Sent Onli... | Receive ...

Easy Dental Laborat... Little, Carol 07/11/2012
Easy Dental Laborat... Little, Dean 07/11/2012

| Case List

Case List Toolbar

The main toolbar across the top of the window contains buttons that are found in other Easy Dental modules:

PABEFEm ® 8 [ SEe

The Case List toolbar down the left side of the window contains buttons specific to the Lab Case Manager:

¢ New Case — Click to create a new lab case.

*  Edit Case — Click to edit an existing case.

*  Receive Case — Click to make a record of a case being received from the lab.

¢ Finish Case — Click to record all the information about a case and finish the case.

¢ Delete Case — Click to delete the selected case.

*  Attach Appointment — Click to attach an appointment to the selected case.

*  Send Selected Lab Case(s) Via Web — Click to send the selected case(s) to a lab electronically.

*  Send All Unsent Lab Case(s) Via Web — Click to send all cases that have not been sent electronically.
*  Case Pickup Request — Click to request a pickup from an online lab.

¢ DDX — Click to connect to the DDX website.

Setting up the Lab Case Manager

You should complete several setup options before using the Lab Case Manager to send and receive lab cases.
Using the setup options, you can customize the view, shipping method, shade guides, lab treatment categories,
enclosures, custom notes, and lab to meet the needs of your office. For information on setting up the Lab
Case Manager options, see the Lab Case Manager Setup information in the Easy Dental Help.
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Creating a Lab Case

To create a new lab case in the Lab Case Manager
1. In the Lab Case Manager toolbar, click the New Case button.
2. In the Select Patient dialog box, select the patient you are preparing a lab case for, and then click OK.

The New Case dialog box appears with the patient’s name in the title bar.

Mew Case - Croshy, Brent L @
Case Information Procedure Information
Create Date: | E/25/2112 = Proc Date | Tooth ‘ Surface ‘ Proc Code | D escription ﬂ
Provider: [DD51 ﬂ
< n b
Categary: |[ND"E] j
Case Note
Custom Notes Insert Dateline Euclosiey
0ld crown
Patients denture
o Picture / %-Raps
Shade tab
Send Information Information From Lab
Labr Sent Date Lab Assigned Case #:
[IrHouse) | Fhane * womz x| T Twin
Shipping Method Shipping Tracking Mumber Shipping Cost [ Emergency Feceive From Lab Date:
[Fiyar for Easy Dertal Lab =1 [ LiCalioc) ™ w2502 -
Mext Lab Appaintment Infarmation Cloze Options
ApptDate  Appt Time: I~ Print Case
Q B Attachments Cancel

3. Use the following options in the New Case dialog box to create the lab case:

*  Create Date — Displays the current date by default. Click the down arrow to change the date.

*  Provider — If the case is attached to an appointment, the provider for the appointment will be selected.

If there is not an attached appointment, the provider defaults to the patients primary provider

selected in his or her family in the Patients module. Click the search button to change the provider.

*  Category — Select the lab treatment category you want to assign this case. For information on setting
up a category, see “Setting up lab treatment categories” and related topics in the Easy Dental Help.

*  Procedure Information — Click the search button, select the appropriate procedure codes or codes to

attach to the lab case, and then click Close.

e Shades — Click to select shade information for the attached procedure code. The Shade Information
dialog box appears, showing six anterior teeth. For more information, see “Setting up shade guides

and shades” in the Easy Dental Help.

*  Case Notes — Type any case notes you want to include (or click Custom Notes to set up or select a

custom case note).

Tip: You can add a new line when entering a case note by pressing the Ctrl and Enter keys.

*  Enclosures — Select the enclosures you need. For information on adding an enclosure, see “Adding

lab case enclosures” in the Easy Dental Help.

e Lab — Select the lab where the case will be sent. For information on adding a lab, see “Setting up
labs” in the Easy Dental Help.

* Sent Date — Enter the date you will send the case to the lab. The date is blank by default.

e TryIn — Select to indicate a “try-in” lab case.
ry y
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*  Emergency — Select if the lab case is an emergency situation.
* Call Doctor — Select to flag notifying the doctor regarding the case.
*  Shipping Method — If you have selected a Lab, use the Shipping Method to select the shipping

method you will use to send the lab case. For information on shipping methods, see “Setting up
shipping methods” in the Easy Dental Help.

* Shipping Tracking Number — Enter the shipping tracking number in this field for reference.
*  Shipping Cost — Enter the cost to ship the lab case.

* Lab Assigned Case # — Enter the case number from the lab. If it is an Internet lab, the Lab Assigned
Case # is entered automatically when the lab is sent electronically.

*  Receive from Lab Date — Select the date when the case should be back from the lab. If it is an
Internet lab, the date is entered automatically when the case is sent electronically.

*  Next Lab Appointment Information — This shows the patient’s next appointment date and time.
If there is more than one appointment, click Change Appt and select the correct appointment
associated with this lab case.

*  Print Case — Select to print the case upon closing.
e Send Online — Select to send the case electronically upon closing.

e Attachments — If you have documents stored in the Documents module that you want to attach,
click Attachments to select a patient’s image that you want to include with the lab case.

4. Click OK to save the new case.

Sending a Lab Case Electronically to DDX

To send a lab case electronically, you must set up the lab attached to the case with DDX and have a valid

user name and password attached. The practice must receive a valid user name and password from a lab
participating with DDX in order to send a case electronically. Labs can register at www.labnetonline.com. You
can search for an affiliated lab using the Search DDX button in the New Lab dialog box when you set up the
lab (for more information, see “Sending lab cases electronically using DDX” in the Easy Dental Help). You
need to contact the lab to obtain a user name and password.

To send cases electronically

1. In the Lab Case Manager window, select the cases that you want to send electronically.
Note: To send cases electronically, they must be attached to an Internet lab with a user name and password.

2. Click Send Selected to send the selected cases over the Internet.

Requesting Case Pickup

To have a case pickup request sent electronically to an Internet lab
1. In the Lab Case Manager toolbar, click the Case Pickup Request button.
The Case Pickup Request dialog box appears.
Under Request Case Pickup from, select the lab that you want to send the request to.
Click Request Pickup to send a request to the selected lab to have a courier pick up the case.

If the lab receives the request, “Lab has Received the Request” appears. If the lab did not receive the
request, “Lab Not Connected to the Internet” appears.

Easy Dental 12.1 User’s Guide




268 Chapter 11: Other Features

Receiving Lab Cases

When a case is returned from the lab, you can record this in the Lab Case Manager.

To receive a lab case

1. Select the outstanding lab case in the Case List pane and then click Receive Case in the Lab Case Manager
toolbar.

The Receive Case dialog box appears.

Receive Case - Little, Caral @
Received Date: 5/25/2012 - Received By:
Received from Method: |F|_l,lan for Easy Dental Lab j Lab Fee:

Lab Assigned Case #: Running B alancs: 0.00
Est. Received Date: Daps Early/Late:

Enclosurefs] Sent: |F'icture #¥-Rays
Enclosure(z] Received: | ﬂ
Case Mote

Mate Date; | 9425/2012 - Custom Maotes Inzert Dateline |

-

Case Status
* Receive Caze " Finigh Case " Retumn Casze to Lab

(]9 | Cancel |

2. Use the following options in the Receive Case dialog box to record the lab case details:

*  Received Date — This defaults to the current date. You can type or select a new date from the calendar.
* Received By — Select the provider who received the lab case.

*  Received from Method — Select the shipping method used.

*  Lab Fee — Specify any lab fees for this case. (The lab fee is added to the running balance.)

* Lab Assigned Case — Specify the case number assigned by the lab.

*  Enclosure(s) Sent/Received — In these two fields, specify any enclosures that were sent and/or
received with the lab case.

* Case Note Date — Use the following options to include a note about the lab case:
* Note Date — Select the date the note was added.
* Insert Dateline — Click to include the date in the note.
e Custom Notes — Click to attach a predefined note to the case, or type a note.
*  Case Status — Select one of the following options to set a case’s status:
*  Receive Case — If you received the case but it is not yet finished.
*  Finish Case — If the case is finished.

e Return Case to Lab — To return the case to the lab for more work.
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Tip: To finish a case, from the Edit menu, click Finish Case. The Receive Case dialog box appears
with the Finish Case option selected.

3. Click OK.

Attaching Appointments to Lab Cases

You can easily attach existing appointments to a case from the Lab Case Manager. Sometimes you may need
to attach multiple appointments to a case before any work is completed to ensure that the appointments will
already be scheduled for a certain time frame.

To attach appointments

1. Select the desired lab case in the Lab Case Manager.

2. Click the Attach Appt button.

The Attach Appointments dialog box appears, listing all appointments for the patient that have not been
set complete.

Attach Appointrments @
Date | Time | Provider | Proc Code(s] |
a7 3s2mez 1:00pm  Ewanz, Erica 07140
07A10/2M2  &00am  Smith, Dennis D0120.00274.01110

(1] | Cancel

3. Select the appointments that you want to attach to the lab case.

4. Click OK to save the attached appointments with the lab case.

For more information about the Lab Case Manager, see “Lab Case Manager overview” in the Easy Dental
Help.

Contacts

The Contacts module acts as a contact manager for your office. You can record and track all correspondence
and contacts made with a patient. Like a journal of your daily activities, the Contacts module has two main
functions: to keep a record of past events and to log reminders of future events.

Letters, billing statements, appointments, payment plan notes, and payments are entered automatically.
You can input manual entries, such as reminders, phone calls, or miscellaneous notes. Each contact type is
represented by a different symbol.

To open the Contacts module, click Contacts in the Easy Dental toolbar.
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The Contacts Window

The Contacts module consists of the Patient Banner, a toolbar, entry list, and information viewing area.

(BT ==

:g Crosby. Brent L Call me Primary Provider Primary Insurance Secondary Insurance ﬂ

_I' 8‘ ‘ @ | @ | o % | @ | rj | @ Information Viewing Pang

s | 3-[4] 01/22/2018 =
- L) BdE30
F2 2N Iy
2| &[] 0171972018
s B Ex, Buod, Proph,
1ir3 | Ex, Buocd, Prophy Date:  01/19/2018

) | =-[8] 081272010
W Message Tirme:  8:00:00 AM
=-[¥] 01/31/2008

=-[§] 10/02/2007 EBrEesen
-7} Billed Balance: 1900.00 Please Pay: 1900.00
=-[%] 10/01/2007
3 Confirm
=-[§] 09/02/2007
; Billed Balance: 1808.00 Please Pay: 1808.00
4. | =-[R] 0s/02/2007
= -2 Billed Balance: 180800 Please Pay: 1808.00
=-[¥] 07/02/2007
9 ;-'] Billed Balance: 1808.00 Please Pay: 1808.00
coeres | =1+ [R] 06/02/2007
Billed Balance: 1808.00 Please Pay: 1808.00
VEL | - [R] 05/02/2007
; Billed Balance: 1808.00 Please Pay: 1808.00
=-[8] 04/02/2007
i.-5 Billed Balance: 1716.00 Please Pay: 1716.00
=-[¥] 03/01/2007
;-'] Billed Balance: 1716.00 Please Pay: 1716.00
=-[%] 02/01/2007
Billed Balance: 2711.00 Please Pay: 2711.00 -
Patient - All Dates
i All Prov/Staff - Selected entries

Appaintrnent

Ex Bwxd Prophy =«

mn

Changing View Filters

You can use view filters to customize what types of entries display in the Contacts module

To customize what types of entries are displayed in the Contacts module
1. In the Contacts toolbar, click View Filters.

The View Filters dialog box appears.
Wiew Filters

—Select Contactz Entry Types —————————— 1~ Select Provider/Staff
A v &l [ List Inactive
In | I arme: | Status | -
i DDS1 Smith, Dennis Primary
glrlgrllger?féggiimfents ! pDs2 Smith Juniar, Dennis Prirmary
Ez2web Communications 3 LDS3  Cook, Maria Primary c
EZwieh Eligibility Requests ENDO  Evans, Erica Primary |~
Exweb Referrals | & Hv'G1 Hayesz, Sally Secondary
Eaw'eb Uploads ORTH Qliverson, Oscar Prirnary
Financing R equests FEDO Childs, Brenda Frimany s
HIP&, Privacy PERI Pearzon, Paula Prirnary
!ﬂSUfaﬂCB Payments = SURG Sorenzen, Steve Frimany -

Entries Dated After: |<-"-"t|_|_>
™ Save as Default ’TI Cemgs]
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2. Select the Contact Entry Types that you want to display or select All Contact Entry Types. You can view
the following Contact Entry Types: Appointments (purged and scheduled), Billing Statements, Broken
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Appointments, EZWeb Communications, EZWeb Eligibility Requests, EZWeb Referrals, EZWeb
Uploads, Financing Requests, HIPAA Privacy, Insurance Payments, Letters, Miscellaneous, Patient
Payments, Payment Plan Notes, Phone Calls, and Reminders.

NN A

Select the providers and staff members you want to view or select For All Prov/Staff.
To only display items after a certain date, type the desired date in the Entries Dated After field.
To save the options selected as the default viewing options, select Save as Default.

Click OK to save your settings and return to the Contacts module.

Adding a Manual Entry

In addition to the Contacts entries that are added automatically by tracking patient contacts, you can add

Contact entries manually.

To add a manual entry
1. In the Contacts toolbar, click Add Contact.
The Add Contact Entry dialog box appears.

Add Contact Entry - Crosby, Brent L

Type Date [mm/dd/wmy] Avita Dial
Phane Cal 03/13/2012

‘work: 555-5600
Prow/Staff Time [hh:mm: 23] | o |
DDS1 ﬂ 11:17:53 AM Home: 5555%9 |
Description Mobile: 5551212 |

Other. 5555300 |
Mate

" Fax 5555669 ‘
Dial
‘ Cancel ‘

From the Type list, select the appropriate type.

Phone Call — Use if you are making a phone call to a patient. Record information regarding the
conversation.

Reminder — Use with a future date to remind the office about a contact with a patient.

Miscellaneous — Use for any other contact with the patient for which you want to keep a record.

HIPAA Privacy — Use to track patient information disclosure history, and to track other privacy
related notes for patients, providers, staff, and referrals.

Click the Prov/Staff search button and then select the provider or staff member to be assigned to this

Contact type.

Type a short description for the contact entry in the Description box.

Type a comprehensive description for the contact entry in the Note box.

If desired, you can change the date of the contact entry.
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7. If desired, you can change the time of Phone Call and Miscellaneous contact entries. Type the correct time.
8. Click OK to save your changes and return to the Contacts module.

For information on viewing, filtering, adding, editing, and deleting Contacts information, see “Contacts
overview” in the Easy Dental Help.

Time Clock

Using the Easy Dental Time Clock, office employees can punch in and out for their shifts to record the time
they work. The Time Clock also provides reports containing information on hours worked and wages earned.
After you install Easy Dental and reboot your computer, a new icon appears in the notification area of the
Windows taskbar (located in the lower right corner of your Windows Desktop).

To open the Time Clock

Right-click the Time Clock icon to display a menu with three options:
* Employee Clock In/Out — Lets employees clock in and out.

*  Setup Time Clock — Lets you configure the Time Clock options.

*  Close Time Clock — Closes the Time Clock. (You can restart it from the Start menu by pointing to All
Programs > Easy Dental and clicking Time Clock.)

The following sections will explain how to set up and use the Time Clock module.

Setting up the Time Clock

You must set up each employee in the Time Clock individually, including entering the regular and overtime pay.

To set up the Time Clock

1. Right-click the Time Clock icon in the notification area of the Windows taskbar, and click Setup Time
Clock.

The Time Clock Setup dialog box appears.

Note: If passwords are enabled, the user must have password rights to “Time Clock, Setup” to access the

Time Clock Setup dialog box.
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@Time Clock Setup @

Select Employee Reqular Pay

[ List Inactive & Galary [Snnual]

1D | Marie | Statuz | - ~
Smith, Denniz Prirnary b Hourly
D052 Smith Junior, Denniz Primary = 0.00
DDS3  Cook, Mara Primary Annual Pay Riste i
EMDO  Ewans, Erica Primary &
HvG1  Hayes, Sally Secandary
MGRT  Tavlor, Judy Staff -
OFC1  Jones, Susan Staff - L S
S - — &+ Do Mot Calculate Overtine
Auta Punch Out Settings i 150
+ Do Mot Use duto Punch Out '

o

" Auto Punch Out Time [12004M = -

¥ Include Emplovee on Time Punch/Payroll Reports

ok | Cancel ‘

2. Use the options in the Time Clock Setup dialog box to set up the time clock options for an employee:

e  Select Employee — Select the employee you want to set up. All providers and staff members that you
added in the Practice Resource Setup dialog box appear in the list.

*  Auto Punch Out Settings — Select one of the following options:

* Do Not Use Auto Punch Out — Select to require employees to punch out each day. If an
employee forgets to punch out, all hours are calculated.

*  Auto Punch Out Time — Select to clock out employees automatically. Set the appropriate time in

the field provided.
*  Regular Pay — Select one of the following options:

* Salary (Annual) — Select if the employee is paid a salary or annual amount. Enter the annual
amount in the Annual Pay Rate field.

*  Hourly — Select if the employee is paid by the hour. Enter the hourly rate in the Hourly Pay
Rate field.

e Overtime Pay — Choose one of the following options:

* Do Not Calculate Overtime — Select if you do not want to calculate overtime hours and wages
automatically.

* % of Pay Rate — Select and enter a percentage to calculate overtime hours and wages
automatically. For example, if you pay an employee “time and a half” for overtime hours worked,
you enter 150%. When you use this option, you need to enter the number of hours in the
workweek (for example, 40). Hours worked beyond that is considered overtime.

Note: The percentage of pay rate must be between 100 and 1000. A valid workweek must be
between 0 and 168. If you enter an invalid figure in either of these fields, a blinking red arrow
appears. This indicator remains until you enter a valid number.

3. Click OK to save your changes and exit. Or, select another employee, and from the message box, click Yes
to save your changes and set up the next employee.
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Clocking In/Out

If you are using passwords in the office, each employee will need rights to “Time Clock, Clock In/Out”
to clock in or out. We recommend that you assign “Verify user before access” status to this option so that
employees are required to enter their password to clock in and out. For more information, see “Setting up
passwords” in the Easy Dental Help.

To clock in and out

1. Right-click the Time Clock icon in the notification area of the Windows taskbar, and click Employee
Clock In/Out.

The Select Employee dialog box appears.

Zelect Ernployee @

1D | tame | Statuz | -
Smith, Denniz Primary

posz Smith Junior, Dennis Prirnany e

DDS3 Cook., Maria Prirnary I

ENDO Ewanz, Enica Prirnary

H'G1 Hayes, Sally Secondary

MER1 Taylor, Judy Staff

aFca Jones, Suzan Staff il

noTUd [ ] TS, o lam e Dt e

)4 | Cancel

2. Select the employee.
3. Click OK.
The Time Clock dialog box for the selected employee appears.

(0 Time Clack - Smith, Dennis [==3a]

Current | Histary | Reports |

Maoke:
Today's Date: |9,-"| 9/2012 1

User ID: D51

Last Punch:

1

Cument Time:  [4:48 P

Clock In
Clear

Close

4. 'The Current tab displays the current date, current user ID, last punch, and the current time. If the last
punch was to “clock out,” the button is labeled “Clock In.” If the last punch was a “clock in,” the button
is labeled “Clock Out.” Click the Clock In or Clock Out button and record any notes if necessary.

For more information on using the Time Clock, see “Time Clock overview” in the Easy Dental Help.
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Quick Letters

You can merge information from your patient database into letter templates created in Microsoft Word. You
can choose from twelve pre-defined letter templates or customize one in Microsoft Word to better represent
your office. And, if Easy Dental does not have a letter for what you are trying to do, you can create your own
custom Quick Letter.

Note: To use Quick Letters, you must have a legally licensed version of Microsoft Word and be familiar with
its use and merge functions. Easy Dental integrates with the latest versions of Microsoft Word. For information
on which versions of Microsoft Word are supported, refer to the Easy Dental System Requirements document.

To merge a letter for a patient
1. Select a patient, and in the toolbar of most Easy Dental modules, click Quick Letters.

The Quick Letters dialog box appears.

-

Quick Letters - (Brown, Margd @

Select Letter

b erge Letter _
Letter Mame Template Prirt
n envelope [form feed) = " —
Appointment Super Bill ezdzpibl doc — Buildiew

Blank. Letter Farm ezdim34.doc

Callection Matificatian ezdlmiE. doc Open Template
Congratulations - Graduation ezdim2.doc | =

Congratulations - Marrage ezdlm11.doc

Congratulations - Mew Baby ezdim10.doc

Internet Communications Consent webcsnt doc

Mew Patient "Welcome ezdimlZ doc —

Patient Information - Conzent ezdpaty.doc

Refered By Doctor ezdlmlB.doc ™

Mew Edit Delete ‘ Close |

2. From the list, select the letter you want to merge. Or, to add other letters to the list, click New.

Note: For information on adding Quick Letters, see “Adding letters to Quick Letters” in the Easy Dental
Help.
3. Do one of the following:
e Print — Click to create and print the letter without reviewing it.
Easy Dental opens Word, merges the letter, prints the letter, and then closes the letter.
*  Build/View — Click to create and review the letter prior to printing it.

Microsoft Word opens and merges the letter. Once the letter has merged, make any changes and then
click Print.

4. After the letter prints, close it.

From the Microsoft Word menu bar, select File, and then Close. A message box appears and asks if you
want to save the changes. Click No. (If you click Yes, all merge code information is replaced.)

5. From the Microsoft Word menu bar, select File, and then Exit to exit Microsoft Word.

Note: After the letter prints, an entry is added automatically in the Contacts module, indicating that a
letter has been sent to the patient.

For more information about Quick Letters, see “Quick Letters” in the Easy Dental Help.
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Quick Labels

Using Quick Labels you can quickly print a variety of labels for the selected patient.

To print a Quick Label
1. Select a patient, and in the toolbar of most Easy Dental modules, click Quick Labels.
The Quick Labels dialog box appears.

Quick Labels (3w

Select Label[z]

Fatient Mailing Label
Guarantor Mailing Label
Patient Chart Label
Abbreviated Chart Label
Fatient Mame Chart Label
Detailed Chart Label

Frimary Dental Insurance Label
Appaintrient Reminder Label

Frint

e |

2. Select the label you want to print. Following is a description of each label:

Patient Mailing Label — Prints a mailing label for the currently selected patient.
Guarantor Mailing Label — Prints a mailing label for the currently selected patient’s head of house.

Patient Chart Label — Prints a chart label for the currently selected patient, including his or her
name, chart number, home phone, work phone, and address.

Abbreviated Chart Label — Prints a chart label for the currently selected patient, including his or her
name, SS#, date of birth, first visit date, chart number, home phone, and work phone.

Patient Name Chart Label — Prints a chart label containing the currently selected patient’s name.

Detailed Chart Label — Prints a chart label for the currently selected patient, including his or her name
(in large, bold letters), SS#, date of birth, primary provider, chart number, first visit date, marital status,
gender, address, home phone, work phone, employer, primary insurance, and secondary insurance.

Primary Dental Insurance Label — Prints a mailing label addressed to the patient’s primary dental
insurance company.

Appointment Reminder Label — Prints a reminder label listing the patient’s next appointment date
and time.

Note: The insurance labels are only listed if the patient has that particular insurance set up in the Patients
module.

3. To print the selected label to the label printer click Print.

For more information about Quick Labels, see the Quick Labels information in the Easy Dental Help.
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Send Message

You can use the Send Message tool to create electronic mail messages for patients.

Note: To use the Send Message tool, you need Internet access and an e-mail software program installed. Your
selected e-mail software program should support MAPI function calls. Programs such as Microsoft Outlook,
Eudora, and IBM Notes meet this requirement.

To send an e-mail message
1. Select a patient, and in the toolbar of most Easy Dental modules, click Send Message.

Easy Dental attempts to open your e-mail program, which may take a few seconds. If you added an e-mail
address for the patient in the Patients module, the patient’s e-mail address is automatically added in the
To line. If no e-mail address has been added for the patient, you must enter the address.

2. Write the text of your message and click Send.

EasyWeb Toolbar

The EasyWeb toolbar connects your Easy Dental practice management software with web-based eServices
tools, making it easy for you and your patients to interact with Easy Dental via the Internet.

To open the EasyWeb toolbar
Click the EasyWeb button located in any of the Easy Dental modules.

The EasyWeb toolbar appears and provides access to the following tools and options:

Easy Dental Web — Opens your default Internet browser and connects to the Easy Dental website.

Web Site Manager — Helps you build and manage a website for your practice, check statistics about
your website, manage your eCentral account, and administer patient account access.

Insurance Manager — Lets you log in to eCentral, where you can use the Insurance Manager tools
to manage insurance claims you have sent electronically, view reports about the electronic claims you
have sent, and view claim statistics.

Patient Eligibility — Lets you log in to eCentral, where you can search for patient insurance

eligibility.

Communication Manager — Helps you set up correspondence templates, create and view patient
surveys, manage correspondence you have sent, create a patient newsletter, send and view referrals,

and view your practice statistics.
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Settings — Lets you configure the following settings:

WebSync Wizard — Helps you set up the WebSync options that synchronize your Easy Dental
data with your web-based eServices so you can transfer information between Easy Dental and
your eCentral website.

EasyWeb Updates — Connects to the Internet and checks for updates to the EasyWeb toolbar.
If updates are available, the EasyWeb Toolbar Update dialog box appears and shows you
information about the new version of the EasyWeb Toolbar. You can either download the
update immediately or be reminded to download later.

Patient Setup — Displays the Patient Settings dialog box where you can update correspondence
information for your patients, specify patient preferences for correspondence from your practice,
record a web consent date, and set a password to access the information via the web.

Referral Setup — Displays the Select Referred To dialog box, where you can set up the
providers to whom you will be sending referrals.

Upload — Lets you configure various upload options that govern how you upload information to the web.

Ll

EasyWebSync — Lets you configure the following settings:

WebSync — The WebSync contains a list of options that can be performed (or not) during the
WebSync, depending on your selections.

Process Patient Imports — Patients can submit information to your practice website. You will
not see this information in your Easy Dental system until that information has been imported
through a WebSync. Occasionally, you may need to import patient information at a time other
than when you normally run the WebSync. In these cases, you can use the Process Patient
Imports option to import patient information.

Correspondence Upload — Using eCentral, you can send appointment reminders to your
patients via letters, postcards, e-mail, or text messages. When you run the WebSync, all
correspondence is sent to all patients who meet the correspondence criteria. When you run
a Correspondence Upload, you can exclude certain patients from the upload or only upload
certain types of correspondence.

Supplies — Connects you to Henry Schein Dental, where you can order dental and office supplies
using Henry Schein’s supplies online ordering system.

Patient Financing — Lets you set up patient financing, so patients can make online payments
through your eCentral website. Patient Financing allows you to set up payment and adjustment
types for online payments and enter your merchant number for patient financing.

Continuing Education — Opens a web page where you can learn about various opportunities for
continuing education in dentistry.

Leasing — Opens a web page where you can apply for leasing to obtain equipment for your practice.

You can customize the EasyWeb Toolbar to meet your needs. For more information about using the EasyWeb
Toolbar and eCentral, see the EasyWeb information in the Easy Dental Help and the eCentral Help.
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Easy Dental Add-ons

The following products and packages are available as add-ons or integrated technologies for Easy Dental:

eTrans — eTrans simplifies the insurance claim process so you get paid faster by allowing you to submit
insurance claims to your payors electronically. For more information, refer to the eZ7ans for Easy Dental
User’s Guide available in the Easy Dental Resource Center.

QuickBill — QuickBill automates mailing billing statements. Through QuickBill, you can send statements
to a clearinghouse where they are professionally printed, folded, and mailed. For more information, refer
to the QuickBill for Easy Dental User’s Guide available in the Easy Dental Resource Center.

eBackUp — eBackUp allows you to back up your practice’s and patients’ data online automatically. For
more information, refer to the eBackUp for Easy Dental Backup Recommendations available in the Easy
Dental Resource Center.

PowerPay — PowerPay lets you process credit and debit cards from within Easy Dental. You can authorize
a charge and post the payment directly to the Accounts module. For more information, refer to the
PowerPay Installation Guide (available in the Easy Dental Resource Center) and the PowerPay Help.

Note: For information on using any of these products, consult the user’s guide or Help provided with that
product. For information on obtaining any of the products listed here, contact Henry Schein One at 1-800-
824-6375, or visit www.easydental.com.
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