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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. Using Easy Dental, you can 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:

*  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-step
instructions for installing the software, and information on registering and activating your Easy Dental
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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 User’s Guide provides the most important information you
need to know as you set up and begin learning to use Easy Dental. 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.

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
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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)

e 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.

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 sample database
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1. In the Patient Banner, click the Settings button.

The Settings dialog box appears.

Settings *

£ General

& Practice setu
Ay P Employer Maintenance

I % Maintenance Insurance Maintenance
Fee Schedules
q\ Passwords
\t Tutorials Purge Exported Files

Purge Dental Ins Benefits Used
Report Fonts

Standard Cowverage Tables

2. Click Maintenance, and then click Preferences.

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

Preferences

General Options | Prnt Options | Statement Forms  Pathe |

- Directory
\workstation Name:
DESKTOP-QI3ANAY

Datahase Server

DESKTOP-QI3ANAS Select Server
Common Directory

[CEZDENTALY Open Folder
Letter Template Path

[ChEzDENTALDOC x| OpenFolder
EZPor Path

[CEZDENTAL DATAN Browse

W Switch to Sample Database

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

4. Do the following:
*  Click OK to close the message.
*  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 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

Easy Dental is a practice management software system that you can use to manage 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.

&

= | Patients

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 you can use 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 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

measurements. Note tools help you record diagnostic and summary information, including periodontal
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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.

e  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.

*  Documents — You can scan, capture, or import documents, such as patient letters, EOBs, and referral
letters or images, such as patient pictures and X-rays 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 — You can use the Collections Manager to 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.

e 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.

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.
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*  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.

* 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.

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.
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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 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.

e] Settings x

£ General

& Practice setu
I ¥ 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
Netwark 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.

Easy Dental 12.2 User’s Guide




10 Chapter 2: Introduction and Initial Setup

Practice Resources

r~ Practice Information Dperatori
Easy Dental Practice - Tutar Database Mew
12205 630E
Edit
American Fork, UT 84003 :
[B01)763-3300 ext Delete
Administrative Contact: DDS1
HIPAA Dfficer:
Fiscal Year: January .
Eank #: il
i~ Provider(s)
1o} | Mame | Statuz | MNew
DDs1 Smith, Dennis Primary Edit
Dos2 Smith Jurior, Denniz PFrimary JEi—
DDS3  Cock, Maria Prirnary Inactivate
EMNDO Evans, Erica Primary _—
HYG1 Hayes. Sally Secondany
ORTH Oliversan, Oscar Primary
FEDO Childs, Brenda Primary
FERI Pearson, Paula Primary
SURG  Sorensen, Steve Frimary List
Inactive
— Staff
10 | Mame | Stalus | Mew
MGR1 Taylar, Judy Stalf Edit
OFC1 Jones. Suzan Staff
Inactivate
List
r Inactive

2. Enter the following practice resources:

e 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

ental Practice - Tutor D atabase]

[Borreaazon | |

— Settings:

Adminiztrative Eontact:IDD51 ﬂ
HIPAA Dfficer| ]

Bank Depasit Mumber

Fizcal year's beqginning month [1-12): |1_

& |se Practice Info on Statements.

" Use Provider Info on Statements.

—ePresciibe
Mot Active Setup | Administer |

Ok I Cancel |

2. Set up the following options:

Title — Type the name of the practice.
Address — Type the address and phone number of the practice.

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. To save the changes, click OK.

To add or edit an operatory

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

The Operatory Information dialog box appears.

1
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Operatory Informa...

o:

Operatary Title:

|
] I 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. To save the changes, click OK.

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

The Provider Information dialog box appears.

Provider Information

First M ame Ml Last Name Fee Schedule
[ [ [1. Offics B
1D Title Suffix SSH

I MorPerson I
Specialt State ID# State
IDentist vl I I

Street Address State Licenze E xpiration
| TIN#
City ST Zip
Medicaidi
Phaone Ext
DEAH

E-tdail

I DEA Licenze Expiration

Agsigned O peratories Class

CITE] . e DEA Schedule
2 Op2 & Primary T T v

3 0P-3 o
1 0P v Secondary NPl
— Care Credit Blue Cross/Shield #
Merchant ID @ Blue Cross
£ Provider Center | " Blue Shield

r— Inzurance Claim O ption:

) ) ) . Providerif
[ Prirt Provider's Signature Llsing
€ "Signature On File" Officatt
© Provider's Mame
Other ID#
UPING

Controlled Substanced

Provider [0 Setup | Electronic Aix User | ak. I Cancel |

2. Set up the following options:

* Name — Type the provider’s name.
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ID — Type a unique, four-character, alphanumeric ID for the provider (for example, DDS1, DOCI,
or HYG1). 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 providers title (for example, D.D.S., D.M.D., or R.D.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.

Office # — Type the provider’s office number.

Medicare # — Type the provider’s Medicare number.
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e 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. To save the changes, click OK.
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 Informaticn

Last First Ml Suffix
Mame: || | ’_
10 Title:
Street
Address: |
|
City ST Zip
| [
Phane: Ext:
E-Mail |
S5H Electronic Rz User |
0K | Cancel |

2. Set up the following options:
e Name — Type the name of the staff member’s name.
* 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.
* Title — 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. To save the changes, click OK.
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 then click Practice Setup.

The Practice Schedule Setup dialog box appears.

Practice Schedule Setup

r~ Detaul Schedule— - Time Block Size

Always on Top

I Sundap ﬂ " Bmin [~ Appointments
¥ Monday ﬂ & 10 min [~ BSAP List

¥ Tuesday ﬂ € 15 min I Unscheduled List
¥ Wednesday >3 | © 20min [™ Cliphoard List
¥ Thusday >3 | € 30min

¥ Friday ﬂ -~ Appaintment Amaunt

& Alwaps Calculate
™ Saturday >3
J  Allow Amount to be entered/fixed

Howver Detail

[¥ Display Hover window

Delay hover window after 0.50 :II seconds

Cancel

2. Set up the following options for the practice:

e 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.).

*  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.
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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. To save the changes, click OK.

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.

Provider Setup

pDos2
LD53
EMDO
HYG1
ORTH
PEDO ¥

z

Schedule

Cloge

i1;

Select the provider you want to set up schedule defaults for.
Click Setup.
The Provider Setup [Provider ID] dialog box appears.
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— Default Schedule—— —5et Time Blocks

W Monday ﬂ
W Tuesdap ﬂ

[~ Sunday ﬂ M eeting
Qi

Add |
Edit |
Delete I

[~ Saturday ﬂ

3 Wednesdayﬂ — Provider &lias

W Thusday | || [DDS2 A
D053

Iv Friday ﬂ EMDO
HY'G1 b

Provider Color——

—J
OF. I Eancell

4. Set up the following options:
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*  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.

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. To save the changes, click OK.

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

Schedule

Cloze

i

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

The Operatory Setup [OP - #] dialog box appears.
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Operatory Setup [OP-1]

— Default Schedule

[T Sunday ﬂ
v Maonday ﬂ
v Tueszday ﬂ
v wWednesday ﬂ
v Thursday ﬂ
v Friday ﬂ
[T Saturday ﬂ

ITI 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 Time Limits

StartTime EndTime

8: 00 & ﬂlm ﬂ
|1:EID|:|m ﬂl B 00pm ﬂ
I I

0K, I Cancel |

5. Set the hours you want the operatory to be open, and then 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
e 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.
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To add a tax or discount type

1. In the Accounts toolbar, click the Setup button, and then click Set Tax/Discount Options.

The Tax/Discount Options dialog box appears.

Tax / Discount Options

Dezcription X ADA Code / Adj Type
zzional Courtesy 4 -Family/Friend Courtesy
Sales Tax 5.000% 03985
Senior Citizen Courtesy 10.000% 03325
Mew E dit Delete Cloge

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

The New Tax/Discount dialog box appears.

Mew Tax / Discount

Dezcription
f
— Pzt Using:

Percentage: I

[ Round to the nearest dallar

% Procedure Code; I ﬂ

 Adjustment Type: I ﬂ

i

Fee Scheduls

% lse Procedure Smount

™ Use Fee Scheduls Amount I'I. Office ﬂ

OF. I 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.
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Select Procedure Code, and then click the search button to select the procedure code for which you
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. To save the tax or discount type, click OK.

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

W Enter Account Payment
¥ Create Insurance Claim
& Batch
" Send Electronically
it
v walkout
" Batch
& Print

(1] 4 I 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.
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*  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. To save the changes, click OK.

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

Setting up dental diagnostic codes
Setting up diagnostic cross codes
Setting up explosion codes
Customizing practice definitions
Hiding Social Security numbers
Setting up auto chart numbering
Setting up printers

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.

The Settings dialog box appears.
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@ Settings x

& General

N Practice setu
I * P Auto Chart Number Setup

?\” Maintenance Dental Diagnostic Cross Code Setup
Definitions

Q" Passwords Dunning Messages

|1-’ Tutorials Electronic Claims Setup
Electronic Billing Setup
Explosion-Code Setup
Modem Setup
Network Setup
Printer Setup
Practice Resource Setup
Procedure Code Setup
Practice Defaults
Payment Plan Setup
Prescriptions Setup
PowerPay Setup
Recall Setup
Recall Views Setup

Survey Setup

3. Click Recall Setup.
The Recall Setup dialog box appears.

Recall Setup

annual bitewingz

Other other dental recall T +1
PERIO perodontal maintenance Ak +1
PROPHY penodic cleaning and exam Bk +1
SCREEMIMG oral cancer screening Bk +1

Me... | Edit... I Delete Cloze |

4. Do one of the following:
*  Click New to add a recall type (if you have fewer than five recall types defined).
e Select an existing recall type, and then click Edit to edit that type.
The New Recall Type (or Edit Recall Type) dialog box appears.
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Edit Recall Type

Description:

Iannual bitewings
Initial Status:
I[Nu:une] LI
— Interval:
|1 i’ IYears vl ¥ +1Day
— Provider:
& Provl ©© Prov2 € Spec:l vI
— Digplay Color:
I Sample Test Color Set Calor... |

Cancel |

5. 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.

6. To save the changes, click OK.

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.

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.
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To set up procedure codes

1. In the Patient Banner, click the Settings button.

2. In the Settings dialog box, click Procedure Code Setup.
The Procedure List dialog box appears.

Procedure List

ADA-CDT Codes I Dental Diagnostic Codes | ICD-3-CM Codes | [CD-10-CHM Codes
Procedure Code
Categary SO, IJzer Code D escription
Mane ~ D120 Periodics Periodic oral evaluation -
hm D140 LirmitedE Limited oral evaluation
Presentive 00145 Evals3urz Oral evaluation < 3 yrz of age
R esztorative Do15an CompEx Caomprehenzive oral evaluation
Endodontics D01EN EwtEval Detail/emtensive oral eval, B/R
Penodontics Do1yn ReEwval Limited re-evaluation
Prozth, remosy 07 ReEvalPOp  Re-eval - Post-op Office Yisit
M axillo Prozth Do1an CmpPeiE vl Comprehenzive peno evaluation
Implant Sery 0o1an Screen Sczreening of Patient
Progtho, fived Do1a Jitsdta Azgezzment of Patient
Oral Surgery Doz10 Fhd Intraoral Full Mouth Images
Orthodontics hd Doz20 Pt Intraoral Penapical Images A
Mew Edit
Cloze |

3. Under Procedure Code Category, sclect a category.
All of the procedure codes associated with that category appear in the opposing list.
4. 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

e A erindic oral evaluatior [ Hee el
N eNodic oral esaluation
I I Edit Fee |
— Code Mames——— [~ Treatment Flags e 0
I ifi . Hihce 4601
Doiz2o ADA Code I- DIffIDUlt PIDD. 3 Ae 37 00 sl
I Condiion 3 BC/BS 3400
IPerindicX Abbrey Desc [T Remove Tooth 4. Cigna 32.00
p Show i Chart A DrISurg 5R.00
I Code 3 E. Q.00
—Auto Recall 7. Q.00
I Code 4 [MOME] >y | a Q.00
= 9 0.0
I— Code 5 = PI’DDEdurF'.., Tirne—— 1 o.on
1 Unitfs] ** | 11. Q.00
12 n.o0
Procedure Categony:| Dj ti 13. 0.00
0 _'.'I iagnoztic ;I 11 000
Appointment T_I.Jpe:l General ;I 1 g ggg
17. 0.0
Treatment.-’-‘-.rea:lh"ltluth LI Flags | 18. ooo o,
Paint T-"JPE:I (Mane] LI [ Do Mot Bill to Insurance
[ Require Start/Completion D ates
Edit Mote | Mew Code | &l »l Save | Cloze I

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.

*  Change the amount.

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

Notes:

*  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.

25
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6. 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.

a. Click the search button under Auto Recall.
The Select Recall Type dialog box appears.

Select Recall Type

Type | D ezcription | Interval | Status ]
[MOME]
BITE'WIMGS anrual bitewings 17 +1
Other other dental recall 17 +1

FERIO periodontal maintenance A +1

FROFPH'Y C cl
SCREEMIMG oral cancer screening B +1

Select I 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.

7. Click the search button under Procedure Time.

The Appointment Time Pattern dialog box appears.

Appointment Time Pattern

|

Time Pattem
2
[TX
Total Time:| 2| Units) ok | 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.
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e White/Clear represents chair time when neither the provider nor the assistant needs to be
present.

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.

8. 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.

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

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

*  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 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, and then in the Settings dialog box, click Procedure
Code Setup.

The Procedure List dialog box appears.

Procedure List

ADA-CDT Codes l Dental Diagnostic Codes | ICD-9-CM Codes | [CD-10-CHM Codes
Procedure Code
Categary ADA IJzer Code D escription
Mane ~ Do1z2n Periodic: Periodic oral evaluation -
Do140 LirmitedE = Limited oral evaluation
Preventive D045 Eval<Iyrs Oral evaluation < 3 yrs of age
Festarative D15s0 CompEx Camprehenzive aral evaluation
E ndodonticz D016N EwtEval Detail/extenszive oral eval, BAR
Periodontics Do1yn ReEwal Limited re-evaluation
Prozth, remoy (1INl ReEvalPOp  Re-eval - Post-op Office Visit
M axilla Prozsth Doan CripPerE I Comprehensive peno evaluation
Implant Sere 0o1an Screen Sereening of Patient
Frostho, fixed 0o1a Bgzeen Azzezament of Patient
Oral Surgerny Doz10 Fhd Intraoral Full Mouth Images
Orthodontics A Dozzn Pt Intraoral Peniapical Images b
e |
Cloze
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2. Click the Dental Diagnostic Codes tab.
A list of available diagnostic categories appears.
3. Click New.
The Dental Diagnostic Code Editor - New dialog box appears.

Dental Diagnostic Code Editor - Mew

Description: ||

Diagnostic I Code I v|

Code: Type: Uther

Treatment Flags

’7|_ Remove Tooth
Diagnostic Categony: IDisea&es;"Diagnu&es ;I
Treatment Area: IEIther LI
Paint Type:l [Maone] ;I
Edit Mote | Mew Code | Mewt Code |
Save | Close I

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.

e 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, and then in the Settings dialog box, click Dental
Diagnostic Cross Code Setup.

The Dental Diagnostic Cross Code Setup dialog box appears.
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Dental Diagnostic Cross Code Setup

Enter code:

Select ADA-COT Code

e

ADA-COT to Diagnostic Code

Diagnostic
Prevertive
Restorative
Endodontics
Periodontics
Prasth, remoy
axillo Prosth
Implant Sery
Prostho, figed
Oral Surgery
Orthodontics v

Awailable Diagnostic Codes:

Jal -

&15.0
A64
AB3.0
ARSI
Bo0.2
BO0.9
B9
BOz.22
BOz.23
BOZ.29
B05.9
B149.20

ICD-10-Ch
ICD-10-CH
ICD-10-Chd
ICD-10-CH
ICD-10-Ch
ICD-10-Ch
ICD-10-CH
ICD-10-Chd
ICD-10-CH
ICD-10-Chd
ICD-10-CH
ICD-10-Ch

Tuberculosis of lung

Unspecified sexually ransmitted dizeaze
Mecrotizing ulcerative stomatitiz

Other Yincent's infections

Herpesviral gingivostornatitis &pharpngotc
Herpesviral infection, unspecified
Waricella without complication
Postherpetic trigeminal neuralgia
Pastherpetic polynauropathy

Other postherpetic nervous system involy
Measles without camplication
Ungpecified viral hepatitis C without hepa v

Ineluded Diagnostic Codes for ADA-CDT Code:

Add -»

Remove <-

¥ Attach automatically when ADA code iz posted

Save |

Close I

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. To move the code to the list on the right, click Add.

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, and then in the Settings dialog box, click Explosion-
Code Setup.

The Explosion Code List dialog box appears.
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Explosion Code List

Explozion  Abb. Desc. Description

2 nh, D0 Amalg. D0 Amalgamn

wR2zl D0 Comp. D0 Composite, pozt-permanent
WA dad, MOD Amalg  MOD Amalgam

wRdzl MOD Comp.  MOD Compogite, post-permanent
#iBRG Bridge Bridge

usPel Perio-Low Pernio scaledooot LL & LR

wiPell Peno-Up Peno scaledroat UL & UR

wePes PenioE xam Initial Pero Exam

wRCC T#RC/Crwn  Tx Root Canal and Crown
wiFEA REAdult Recall - Prophw, Adult
wREC REComp Recall - Comprehensive
wHEP REChild Recall - Prophy, Child

MHew Edit Delete | Cloge I

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

Explosion Code Editor

— Explozion Code:
Description; ||
E:-:plusiunl H:-:I Abbrey. Desc.: I
Appointrent Type: IGeneraI LI
Typer——————————
Frocedure Time:| 0 33| Unitjs) ’75' Standard ¢ Eridge
Code Dezcrption

Add

Edit

£

Delete

*Pracedure requires treatment information when used

[ Dizable Explasion Code 0k I 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.
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5. Type a nine-digit abbreviated description of the explosion code.

From the Appointment Type list, select one of the following:

*  General

* 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.
9. 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. To save your changes, click OK.

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:

e Adjustment Types* *  Medical Alerts

*  Alternate Procedure Code Names e  Payment Types*

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

*  Claim Format e 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:
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*  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.

*  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, and then in the Settings dialog box, click Definitions.

The Practice Definitions dialog box appears.
Practice Definitions x

Definition Type
IAppmmment Types LI
Definition Text
I General Add

| Description |
1 General

2 High Production

3 Medium Production

4 Low Production

Change | Delete |

Close |

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.
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Adjustment Types

The Accounts module displays a list of adjustment types to select from whenever you enter an adjustment
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:

33

- Professional Courtesy

+ Debit Adjustment

- Senior Citizen Courtesy

+ Insurance Over-pmt Refund
- In-office Write-off

- Bankruptcy Write-off

+ Misc. Debit

- Initial Credit Balance Forward

- Full Payment Courtesy
- Patient Refund

+ NSF Check

- Family/Friend Courtesy
- Charitable Contribution
+ Transfer Balance Debit
- Misc. Credit

- Credit Adjustment

- Write-Off

+ NSF Bank Fee

- Staff Courtesy

+ Collected - Bad Debt

- Transfer Balance Credit
+ Initial Balance Forward

+ 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

«w » «

a + or

Appointment Reasons

” to indicate whether an adjustment is added to or subtracted from an account.

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
D0160 00160 Ex Ext
D0210 00210 FMX
D0220 00220 PA 1st
D0272 00272 2 BWX
D0274 00274 4 BWX
D0330 00330 Pano
D0460 00460 PV Tst

D111001110 Adult
D1120 01120 Child
D1201 01201 FId-Ch
D9110 09110 Emerg
D9310 09310 Consul
D0999 00999 Misc
xxREA REAdult (Exp
xxREP REChild (Exp
xxREC REComp (Exp
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.
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Billing Types

Easy Dental has nine default billing types:

Standard Billing - finance charges Standard Billing - no finance charges
Insurance Family - Dual Insurance Insurance Family - finance charges
Payment Plan - finance charges Payment Plan - no finance charges
Bad Debt - at risk No Statement and No Finance Charges
Bad Debt - to collections

Billing types identify and group the various family accounts for account processing, billing, and report
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.
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e APPT - Appointment Scheduled
e  NOTE - See Note
e XXXXX — Don’t Contact

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, and then in the Settings dialog box, click Practice
Defaults.

The Practice Defaults dialog box appears.

Practice Defaults

Detault Provider

Default Operatary

DDS1- Smith, Denniz
DDS2- Smith Junior, Dennis
DDS3- Cook, Maria

Detault Biling Type

03 - Mo Insurance

01 - Standard Biling - finance charges
02 - Standard Biling - no finance charges

04 - Insurance Faraily - Dual Insurance A

~ |OP-1-Red
OP-2- Blue
Vv |OP-3-Green

Default Biling Statement

Download/HS! Eny.
HSIFL3/ 8.8411
HSIF-3 /4 9.5:7

r~ Default Insurance Claim Provider

i~ Billing Provider
" Provider of Procedures

@ Patient's Prov

 Speciic Provider: |

™ Mame to use for Provider:

o]
] —

r~ Rendering Provider
' Provider of Procedures

© Patient's Provl

 Specific Provider: |

o

r~ Pap-To Provider
" Provider of Procedures

@ Patient's Prov

 Specific Provider: |

™ Mame to use for Pravider:

o
E—

i~ Override Biling Provider Info for eClaim:

r~ Mame and 1D

& Claim Biling Prov ¢ Claim Render Prov ¢ Claim Pay-Ta Prov

 Specific Provider: I

[~ Mame to use for Fravider:

]
E—

rAddress and Phon

& Claim Biling Prov ¢ Claim Render Proy ¢ Claim Pay-To Prow

" Specific Provider I ﬂ ‘
Preferences. . | Ok I 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. To save the changes, click OK.

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, and then in the Settings dialog box, click Maintenance
> Preferences.

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

General Optiors | Print Options | Statement Foms | Paths |

~ Initial Window to Launch

IScheduIe LI
Default Azzignment of Payments/Adjustments to:
’7 &+ Account 7 Current Patisnt
r— Additional Option:

I Suspend Patient Alerts
[V Start Time Clack on System Startup
[~ Hide Social Security Mumber

| =

r— Default Signature on Fil

[ Release of Information

[~ Assignment of Benefits

— Cugtomer Experience Improvement Program
I™ Disable

oK | Cancel |

2. Under Additional Options, sclect 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 (#)

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

3. To save the changes, click OK.

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
*  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, and then in the Settings dialog box, click Auto Chart
Number Setup.

The Automatic Chart Number Setup dialog box appears.
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Automatic Chart Numbering 5...

Select Auto Chart Murnbering
 Mumeric
% flpha / Numeric

(1] 4 I Cancel

2. Select the chart numbering option you want to use:

*  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. To save the changes, click OK.

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, and then in the Settings dialog box, click Printer Setup.

The Printer Setup dialog box appears.

Printer Setup

— Chart Prinker

<Default Printer:

13t Floor Marketing CB045 [redirected 2/copy 1] on
3rd Floor Maorth Copier 17773 (PR CE010] [redirecte
Adobe PDF [redirected 2/copy 1] on TS5587

Dell 3130ch Color Lazer on wSD-b770c3ec-1(3-47
Dell C3760dn Color Laser onwSD-7174cebd-del7 ¥

Properties |

Feport Printer

<Default Printer:

1zt Floor Marketing ChO45 [redirected 2/copy 1] on
3rd Floor Morth Copier 17773 [iPR CEO10] [redirecte
Adobe PDF [redirected 2/copy 1] on TS587

Dell 3130cn Color Lazer on 'w'SD-b770c3ec-1(3-47
Dell C3760dn Color Lager on wSD-7174cebd-dely ¥

Properties |

Label Printer

<Default Printer:

13t Floor Marketing CH045 [redirected 2/copy 1] on
3rd Floor Morth Copier 17773 [iFR CE010] [redirecte
Adobe PDF [redirected 2/copy 1] on TS587

Dell 3130cn Color Lazer on wS5D-b770c3ec-1(3-47
Dell C3760dn Color Laser on 'wSD-7174cebd-del7 ¥

Properties |

targing (in Inches)
Top: (000
Left: |0.00

] 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. To save any changes, click OK.

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, and then in the Settings dialog box, click Passwords >
Setup Practice for Passwords.

The Password - Setup Practice dialog box appears.

Easy Dental 12.2 User’s Guide




40 Chapter 2: Introduction and Initial Setup

Password - Setup Practice

[ Enable Passwards

Security Options

FPazzword Adminigtration ~
Account Adiustments, Add New

Account Adiustments, Delete

Account Adiustments, Edit

Account Motes, Modify

Account, Include History Transactions
Arcounts Setup

Accounts, Open

Administration, Purge Exported Files
Appointrient Day Motes, Madify

Appointrment Events, Delete

Appointrient Events, Edit

Appointrient Events, Schedule New
Appointrments, Break

Appointrients, Delete

Appointrments, Edit

Appointrients, Purge hd

I Require Secure User Passwords

A

Cancel |

2. Click Enable Passwords.

A list of security options appears.

Notes:

*  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.

e 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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Password Administration - Setup Users

User D User Name; |

User D I

Setup Passward

|

— Select Security Option Rights

- ] Administratian A
- [ Scheduls

-] Recall

- [] Lab Case Manager

- [ Patients

- ] Chart

- [] Conditions / Diagnosis
- [ Treatment Plans

- [ Completed Procedures
- [ Inzurance

- [ Accounts

- [ Billing and Collections
[ Letters

[ Cantacts

- ] Refenals

- ] Prescriptions

- [] Questionnaire

- [ Documents

-] Reports

[ Practice Analysis

#- [ Practice Setup

Close

Since there are no users with established passwords, you must set up at least one user with access to the
Password Administration dialog box. You cannot continue until at least one user is given password
administration rights.

Copy Rights...

E wpand List

- - -

Collapse List

-

¥

Select Al

Remawve Al

e EE

Bl

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.

We recommend 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, and then in the Settings dialog box, click Passwords >
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.

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

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.
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: You must set up at least one user with password administration rights. you cannot exit this screen

until you give at least one user 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.

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.

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:

Procedure Code List report

Dental Diagnostic Code List report
Explosion-Code List report

Fee Schedule report

Provider IDs List report

Practice Organization List report

Custom Practice Information report

To create one of these reference reports

1.
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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 contains the Patient Banner, the File and Insurance tabs, a toolbar, and several panes
that display patient information. You can also select or change patients using the Quick Search feature. Click
the Help button to open the Help menu from which you can open the Easy Dental Help or check for, install,
and learn about available updates and connect to the Resource Center.

C-RZEINl  Relationships Drop-down

Patient Banner

Davis, Karen ok | Appointments Call m Primary Provider Primary Insurance Secandary Insurance O - N 7]
- Last visit: 2011-08-05 " . . .
é@ 1882-11-16 BT} F e Smith, Dennis (DDS1)  Equicor Cigna 2 Find patient a8 3
File  Insurance Quick Search
Surve: Notes Report [| Alerts _§ Quick Letters IS Quick Labels &y EasyWeb Tl Archive 2x Delete ~ Toolbar
|1 Y P [=] r Easy!
Information Contact Information Referred By
Davis, Karen % H(801) 555-1530 & Little, Dean
1982-11-16 (37) F
Relationships Referred To
Preferences T .y
‘ % Davis, Karen erred To is not specifie
[C Ms. Davis, Karen 11/16/1982 (37) F Single
A & i eferrals (0) -
&-v;‘: © English 2 Davis, Harman Referrals (0)
1 Address . . Office Preferences
: N . Davis, Kelly
s 11/30/2004 (15) F Child Primary pravider
150 W Oak Ve it Deni
. . mith, Dennis
f!;,- Cisco, UT 84515 & Davis Lyle Smi

e +  New Family Member
Identifications Patient Notes

“hart + DAO0O2 Employer

## Noble Finance

Recall

2015-05-04 PROPHY
2015-05-04 BITEWINGS

The Patients Toolbar

The Patients toolbar is a collection of command buttons located in the Patient Panel directly beneath the File

tab.

[ Survey = Notes Report Alerts L} Quick Letters I3 Quick Labels j EasyWeb Wl Archive Zx Delete =

e Survey — Click to create custom surveys for your patients.

[+ Survey
*  Notes Report — Click to print a report of all notes entered for a patient in Easy Dental.

MNotes Report
*  Alerts — Click to flag certain conditions that you can attach to yor patients.
Alerts

*  Quick Letters — Click to create custom letters for your patients.

u Chuick Letters

*  Quick Labels — Click to create custom labels.
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55 Quick Labels

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

? o EasyWeb
*  Archive — Click to archive a patient.
B Archive
*  Delete — Click to delete a selected patient or family.

» Delete -

The File Tab

From the File tab in the Patients window, you view, enter, edit, or delete patient information.

€ Easy Dental - [m]

; Davis, Karen o | Appointments Callme Primary Provider Primary Insurance Secondary Insurance (S - 7
6@ 19821116 @7) F b S Smith, Dennis (DDS1) Equicor Cigna Find Patient % 8 59

5 missed appointments

File Insurance

[+ Survey [ Notes Report [ Alerts [} Quick Letters I Quick Labels %y EasyWeb Tl Archive 2 Delete +

Information Contact Information Referred By
Davis, Karen %, H (801) 555-1530 A Little, Dean
1982-11-16 (37) F
Relationships Referred To
Preferences
2 Davi Referred To is not specified

Ms. Davis, Karen 1

@ English 2 Davis, Harmon
10/5

Referra

Address A Davis, Kelly
11/30/2004 (15} F Ch
150 W Oak ) ’ )
Cisco, UT 84515 & Davis, Lyle E-;T[th' pennis
|dentifications + New Family Member —
.+ + DAO0O2 Employer

# Noble Finance

Recall

2015-05-04 PROPHY
2015-05-04 BITEWINGS

The Insurance Tab

From the Insurance tab in the Patients window, you can manage your patients’ primary and secondary
insurance plans. You can also manage provider IDs, coverage and payment tables, and capitation and incentive
plans. For more information on these topics, refer to the “Dental insurance overview” topic in the Easy Dental
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Help.

P — e
4, 6@ 1982-11-16 G7) F Smith, Dennis (DDS1) Equicor Cigna 2 - o 8 3
— | File | Insurance

Primary Dental Insurance Equicor Cigna 62308

Davis, Karen (S s TR

Coverage Table  Payment Table

Subscriber Info Patient Info

Relationship to Subscriber

2. Davis, Karen
11-16 37) F Self -

@

10

Subscriber ID Signature on File
000-00-0007 Release of Infarmation @ Ves

g
£

Assignments of Benefits ® ves

Other Patients under Subscriber Claims Sent to Insurance for Patient

g
£

Q&

B
5

=

The Patient Banner

The Patient Banner indicates a selected patient’s name, birthdate, age, and gender. The letter G in green

p g g g
indicates that the patient is the guarantor of the account. The banner also includes the patient’s appointments,
phone numbers, primary dental provider, primary and secondary insurance providers, the Submit New Ideas,
Settings, Help, Create New Family, and Create New Entity buttons, the Quick Search text box, and the
Patient Drop-down.
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. You can use the Patient Drop-down to edit medical alerts and
create appointments.
To learn more, refer to “Patient Banner” in Chapter 11 of this manual or the Patient Banner topics in the Easy
Dental Help.

Cae

4 Davis, Karen . L ] Appointments Callme Primary Provider Primary Insurance Secondary Insurance
é@ 1982-11-16 GT) F R ] Smith, Dennis (DDS1) Equicor Cigna Find Patient |8 50

5 missed appointments

b=

File Insurance

Adding New Family Accounts

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

To add a new family account

1. In the Patient Banner, click the Create New Family button.

The Add New Patient dialog box appears.




e Add New Patient

First Name * Ml Last Name *

Birthdate Age  Gender
Birth Date “JIT' Male

Street Address

City, State, Zip

Mobile | Mabile phone

Email

Office Relationship  Patient -

Primary Provider must be selected

Cancel

2. You must add the following information for the new patient:
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*  First Name and Last Name — Type the patient’s first and last names. If desired, you may also type the

patient’s middle initial (MI).

*  Primary provider — Type the first few letters of the primary provider’s name, and then select the

provider from the list.

3. (Optional) Type or select the following information in the appropriate text boxes or lists respectively:

* Birthdate — Type the patient’s birth date or click the calendar button, and then select the birth date

from the calendar. The patient’s age is computed automatically.

Patient, or Inactive).

4. Do one of the following:

e Save — Click to save the patient’s information.

Gender — Select the patient’s gender from the list.

Street Address — Type the patient’s street address.

Mobile — Type the patient’s mobile phone number.

Email — Type the patient’s email address.

City, State, ZIP — Type the patient’s ZIP Code, and then select the City, State, and ZIP code from
the list, or click the add button to add a new city and ZIP code.

Office Relationship — Select the patient’s relationship to your practice from the list (Patient, Non-

e Save & Create Appointment — Click to save the patient’s information and create an initial

appointment.

Adding Family Members

After you have entered all the information related to the guarantor, you can add family members. You cannot

enter more than 18 family members per family.

Note: The last name, provider, and address default to the guarantor’s. If necessary, you can change this infor-

mation.
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To add a family member

1. In the Patients module, use Quick Search to select the patient you want to add a family member to.

The selected patient’s information appears in the Patients window.

Davis, Karen ER. Cail Primaey Provider Primaey Insurance e
ae 1962116 (37) F ] et Smith, Dennis (DDS1) Equicor Cigna n %8 a0
= File Insurance
] [ Survey [ Notes Report [ Alerts {_j Quick Letters I Quick Labels %5 EasyWeb il Archive i) Delete =
o
7,
iz
) Davis, Karen % H (801) 555-1530 A Little, Dean
{
W 1982-11-16 (37) F
un
. Relationship:
:]_: s & et Raren Rufarred T is ot specified
| Ms. Davis, Karen :
WA q cale fC -
\_&--" English 2 Davis, Harmon s
2 Davis, Kelly
0. 150 W Oak: ] i °. Smith, Dennis
(2 Cisco, UT 84515 < Davis, Lyle S el L)
s 4
=
W DA0002
l‘,ﬁ’
] .
g #= Noble Finance
2015-05-04 PROPHY
2015-05-04 BITEWINGS

2. Under Relationships, click New Family Member.
The New Family Member dialog box appears.

e New Family Member

First Name * Ml Last Name ©
| | Al Jones
Birthdate Age  Gender
Birth Date | o Male -
Street Address

234 Cherry Lane

City, State, Zip
Cisco, UT 84515 - +

@ Also update to: Henry Jones

Mobile | Mobile phone
Email | Ema
Office Relationship | Patient -

Primary p

Smith Junior, Dennis

Cancel

3. You must add the following information for the new family member:
*  First Name — Type the patient’s first name.

*  Primary provider — If different from the guarantor’s, type the first few letters of the primary
provider’s name, and then select the provider from the list.

4. (Optional) Type or select the following information in the appropriate text boxes or lists respectively:

* Birthdate — Type the patient’s birth date or click the calendar button, and then select the birth date
from the calendar. The patient’s age is computed automatically.
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Gender — Select the patient’s gender from the list.

Street Address — Type the patient’s street address.
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*  City, State, ZIP — Type the patient’s ZIP Code, and then select the City, State, and ZIP code from

the list, or click the add button to add a new city and ZIP code.

Patient, or Inactive).

Do one of the following:

*  Save — Click to save the patient’s information.

Mobile — Type the patient’s mobile phone number.

Email — Type the patient’s email address.

Office Relationship — Select the patient’s relationship to your practice from the list (Patient, Non-

e Save & Create Appointment — Click to save the patient’s information and create an initial

appointment.

Using the Patient Banner, you can create a new patient and set an appointment for that patient without

having to open the Schedule module.

To add a new patient with an appointment

1.

In the Patient Banner, click the Create New Family button to create a new patient.

The Add New Patient dialog box appears.

€ Add New Patient

John Wheeler
Birthdate Age  Gender

6/6/1986 et Male
Street Address

734 Beech

City, State, Zip
Cisco, UT 84515

Mobile | Maobile phone
Email

Office Relationship | Patient -

Smith Junior, Dennis

First Name * Ml Last Name *

| Save & Create Appointment | Save

Cancel

Type the patient’s first and last names, select a primary provider, and then click Save & Create

Appointment.

The New Appointment Information dialog box appears.
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New Appointment Information - (Wheeler, John)

DPruvider. IDDT ﬂ Eli:caﬂled. ﬂ
¥ Uze Reason to Auto Update Recal
—Reazon
Iital | T | isc. | Length [0 min 22|
Amount; ID oo

Status: |<n0ne> vl
Schedule IFIXED vl
Tope: |<none> vl
Do Delete | Delate &l | op: | ﬂ
I Date: [10718/2013 3>
Time [&00am 33
Mate: [” LabCase Aftach Case | Last Changed I

Find | Schd. Newt | Clpboard | o |

Other Appt(g] | Wwhait il Ealll Ing Claim Info | Cancel |

Dial |
3. Under Reason, click Initial.

The Select Initial Reasons dialog box appears.

Select Initial Reasons

Ex 2B Congult

LimnitE = 4B RE-Prophy
CompEx DiagCast RE-Comp
i Prophy RE-Child

P Prophy-Ch PerioEx

P Perdaint

FPana EmergTx

£ >

4. Select one or more reasons for the appointment from the list, and then click OK.

Under Reason in the New Appointment Reason dialog box, the appointment reasons you selected
appear, a short description appears in the Desc: text box, and the length and the amount associated with
the appointment reasons appear in their respective boxes.

5. Do the following:

*  Op: — Select an operatory.

e  Date: — Type or select a date.
6. Click OK.

Important: If another appointment is scheduled for the operatory and time that you have selected, an
error message appears, click OK to close the message, and then select another operatory and/or time.

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 guarantor.

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

Easy Dental 12.2 User’s Guide



Selecting Patients

To view a patient’s information in the Patients module, you must first select the patient. To initiate a patient
search, type your search criteria in the Quick Search text box in the Patient Banner.
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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 records from 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.

To select a patient

1. In the Quick Search text box in the Patient Banner, type the first few letters of a patient’s name.

A list of names appears below the Quick Search text box.

€ Easy Dental

@ Bk David

M
File Insurance
D | 1 Survey [Z Notes Report

Information

Blank, David

M

o Preferences
@_’:j 1 English

Address

=

R S o= RIEONNE

Address is not specified

Identifications

Appointments Call me
= Last visit: -
0 missed appointments

Primary Provider

Smith, Dennis (DD51)

Alerts 4 Quick Letters I Quick Labels &y EasyWeb Tl Archive 2y Delete «

Contact Information

Contact Information is not specified
Relationships
X Blank, Arthur
M Married
=~ Blank, Melanie
F Married
2 Blank, Kendra
F Child
£ Blank, Tommy
M Child

¥ Rlank Nawid

2. Click the desired patient’s name.

Primary Insurance

0§ Davis, Lyle
-
© Davis, Karen
-
Referred By| @  Davis, Karen
-
Referr=d By s ¢ Davis, Harman
-
Referred To @ Davis. Harmon
-3
Referred Tois g Jenkins, David
-
Referrals (0) ; Little, Dean
Office Prefe ; Edwards, Anna
Primary provi @ Dalton, James
L, |-
Smith,
ppst | ® Kenner, Dora)
-

The information for the selected patient appears in the Patient Banner.

e Easy Dental

é Davis, Karen
gl 'V/161982B7F

File  Insurance

[ Survey [ Motes Report

Information

— Davis, Karen
11/16/1982 (37) F

s Appointments Call me
= Last visit: 11/6/2019
5 missed appointments

Primary Provider

Smith, Dennis (DD51)

Alerts g2k Quick Letters IEH Quick Labels & EssyWeb Tl Archive Zx Delete w

Contact Information

% H555-1530

Primary Insurance

Equicor Cigna & 5.

Referred By

2 Little, Dean

[
o
&
2
& | <2

fe ]

P

|
One

% & &

3. To view another member of the family, click the down arrow in the patient name list, and click that
family member’s name.

The Patient Banner and the Easy Dental module you are using show the information for the selected
family member.

Primary Provider

/9

5|e
o B
=4

el | * gzolmrfrféfzma ==
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Assigning Medical Alerts

You can assign medical alerts from the Patient Banner.

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
1. In the Patient Banner, click the Medical Alerts icon.
The Select Medical Alerts dialog box appears.

Select Medical Alerts

“Pre-Med - Amox A
“Pre-Med - Clind
“Pre-Med - Other
Lllergies

Allergy - Aspirin
Allergy - Codeine
Allergy - Erythro
Allergy - Hay Fever
Allergy - Latex
Allergy - Other
Allergy - Penicillin
Allergy - Sulfa
Anemia

Athiitiz

Artificial Joints
Asthma

Blood Dizease
Cancer

Diabetes
Dizziness

Epilepsy
Excessive Bleeding b

Clear Cancel

2. Select all applicable medical conditions for the selected patient, and then click OK.

If you haven't previously assigned a medical alert to the selected patient, the Medical Alerts icon turns red
indicating that the patient has a medical alert.

Patient Picture

Patient Picture displays a full-color picture in the Patient Banner in all but the Recall and Reports modules.

You can take pictures using a webcam, digital camera, or other TWAIN device, or you can browse for and
select images from local and network folders to import into patient picture. You can import image files with
any of the following extensions:

* bmp
* jpg
o df

o gif

* png
° jpeg

To learn more, see “Patient picture” in the Easy Dental Help.

Note: This list is not exhaustive. There are other, less popular, supported graphic file extensions.

To acquire a patient’s picture from the Clipboard
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. Use Quick Search to select the patient whose picture you want to acquire.
. Copy the patient’s picture using the Microsoft Windows Copy command.
. In the Patient Banner, click Edit Photo icon.

. In the Edit Photo menu, click Use from Clipboard.

NN -

The Photo Editor dialog box appears.

€] Photo Editor X

Drag and resize the region below to choose photo of Patient:

‘®

Update photo Cancel

5. Drag the blue dot to re-size the photo, and then click Update photo.

The patient’s picture appears in the Patient Banner.

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 in the Patient Notes pane in the Patients module.

This section covers the following topics:
*  Entering or Editing the Patient’s Notes

*  Printing the Patient Notes Report

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, use Quick Search to select the patient you want to create a new note for.
The selected patient’s file appears.

2. Click Patient Notes, and then click the Edit icon.

The Patient Notes text box and icons become active.

Easy Dental 12.2 User’s Guide




56 Chapter 3: Patients

Patient Notes O

3. To insert the current date, click the Insert Date icon.

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.
5. To save the note, click the Save Changes icon.

Notes:
e To delete a patient’s notes, click the Clear notes icon.

*  To reverse any changes, click the Discard Changes icon.

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, use Quick Search to select the patient you want to create a report for.

2. In the Patients toolbar, click Notes Report button.

The Patient Notes Report dialog box appears.

Patient Motes Report

Report Date
Select Patient ————————————————— [ Mate Types:
From:lDavis,KTﬂ ¥ sppointment Notes ¥ Patient Mate
TO:Wﬂ Im a lm v Medical Alerts
I™ Clinical Notes ¥ Recall Notes
I Accounts Dnly Im B lm ¥ Insurance Claim Notes

¥ Fatient Aleits ¥ Insurance Plan Notes

I V' Future Due Pmt Plan
1043042019 - |10/30/2019 =
From [ ALL> >>| Tor[<ALL> >>| ¥ Account Nate

¥ Perio Exam Maotes =

¥ &ccount Statement Note
[10/30/2m13 . [10/30/2019 [ Lab Case Note

~ Select Provider

 Select Biling Type:

From:| <ALL> ﬂ Tor| ¢alls ﬂ

Send ta batch | PFrint | Cancel |

3. If necessary, change the Patient, Provider, or Billing Type ranges in the report.
4. To print a range of patients and only include the guarantor for each account, select Accounts Only.

5. 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.

Easy Dental 12.2 User’s Guide



Chapter 3: Patients

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.

* DPatient 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.
6. Do one of the following:
e Click Print to print the report now.

e Click Send to Batch to send the report to the Batch Processor for printing or viewing at a later time.

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 add employers using the Patient Banner. To learn more, see “Adding employers” in the Easy
Dental Help.

This section covers the following topics:
e Assigning an Employer to a Patient
*  Changing a Patient’s Employer
To assign an employer to a patient
1. Use Quick Search to select the patient you want to assign an employer to.
The patient you selected appears in the Patients module.
2. Click the Employer pane, and then click the Edit icon.
‘The Employer Search text box appears.
3. Type the first few letters of the employer’s name, and then select the patient’s employer from the list.

Note: If the patient’s employer doesn’t appear in the list, add the employer. See “Adding employers” in the
Dentrix Help.

4. To save your selection, click the Save Changes icon.

57
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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.

2.
3.

4.

6.
7.

8.

Use Quick Search to select the patient you want to change the employer for.

The patient you selected appears in the Patients module.

Click the Employer pane, and then click the Edit icon.

To edit the employer’s name, address, and/or phone number, click the employer’s name.

The Employer Information dialog box appears.

Employer Infermation

Emplayer Name: [loble Firance

Street
ﬂddress:l

City 5T Zip

| [
Employer Phone: I

Ok I Cancel |

Click OK.

The following message appears.

Easy Dental Systems, Inc.

& You have just edited an existing employer.
/.' These changes will affect all patients to which
— this employer is assigned.

oK I Cancel |

To complete the changes, click OK.

To add or select a new employer, click the Clear Employer icon, and then select the patient’s new
employer or add a new employer.

To save your changes, click the Save Changes icon.

Dental Insurance Overview

Whenever you add a family member to an account, you must assign insurance coverage to that family
member. To view a patient’s insurance coverage, click the Insurance tab in the Patients module.

Note: You can enter, edit, and combine multiple insurance companies from a central location by clicking the
Settings toolbar button in Patient Banner. For a complete explanation of working with dental insurance plans,
refer to the Easy Dental Help.

This section is divided into the following topics:
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*  Assigning Insurance to Subscribers
*  Assigning Insurance to Non-Subscribers
*  Changing Insurance Carrier Information

*  Clearing Insurance Coverage

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. Use Quick Search to select the patient you want to enter insurance plan information for.
2. In the Patient Banner, click the Create New Entity toolbar button, and then click New Insurance.

The Dental Insurance Plan Information dialog box appears.

Dental Insurance Plan Information

Carrier Mame: || ﬂ

Graup F'Ian:l ﬂ

Ermnployer: | ﬂ
Street Address: I
|

City, 5T Zip| [ ]
Phone: I— E Etl_

Contact: I

Group i l— Local:l—
Last Update: lm
Benefit Renewal lm
Claim Eormatm Alt Code: m
Fee Schedule: kNONE> »]
Payer ID:I ﬂ Provider |0 Setupl

National Plan ID:I
Source of Payment: I[None] j

Insurance Claim Option:
[ Replace initial character of procedure code with: I_
[T Do Mot Include Dental Diagnostic Codes

[ Do Nat Include Group Plan Name

[~ Da Nt Bill ta Dental Insurance

[ Print Mame for Provider's Signature on Claims

LClear | ak | Cancel |

3. Click the Carrier Name search button.

The Select Dental Insurance Plan dialog box appears.
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Select Dental Insurance Plan

Search By

Enter Carrier Marme: * Carrier Mame " Group Plan " Local Numnber " Payar D

“ ™ Emplayer " Group Number € Address
Carrier Mame | Group Plan | Employer Mame | Group # | Local # | Payor ID | Address A
Aetna Consumer Advoca..  Consumer Advocate Group mz27a E0054 CT, windsar
Aetna JC Penney JC Penney - Active 278 EO054 CT. windsor
Amernican Westem Life Carmike Cinemas Carmike Cinemas 23445 AHGOT Ca, San Matec
Amencan Westem Life Central City Clinic Central City Clinic 41336 AHGM Ch, San Matec
Amencan Westem Life Circuit City Circuit City 93552 AHGM Cé, San Matec
Amenitaz Allied Plumbing Allied Plumbing 11220 47009 ME, Lincalh
Amenitaz American Express American Express 11515 47009 ME, Lincalh
Elue Cross Blue 5 hield Allied Allied - Southiwest 21774 24101 CO, Colorado £
Blue Crozz Blue Shield Allied Allied Architects Inc. 21009 84101 CO. Colorado £
Blue Crosz Blue Shield ATET ATRT 21440 2410 CO. Calorada &,
£ >

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, do one of the following:

e Select the carrier from the list, and then click OK.
*  Click Cancel if the carrier does not appear in the list.
5. In the Dental Insurance Plan Information dialog box, complete the following tasks as necessary:
*  Carrier Name — Type the carrier’s name.
*  Group Plan — Type the group plan’s name. If you do not have a group plan name, type the employer’s

name.

Note: If you do not have a group plan name, use the employer name as the group plan nameto help
you when you are assigning previously entered insurance carriers to patients.

e Employer — Click the search button and select the appropriate employer. If the employer is not in the
list, add it.

*  Street Address, City, ST, ZIP — Type the mailing address for claims.

*  Phone and Ext — Type the carrier’s phone number and extension.

e 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.
Notes:

e ECSFORM is the default claim format for new insurance plans and is the standard ADA form
that you generate using a laser printer. When you select ECSFORM, you can print claim forms
or send them electronically.

* Ifyou print claim forms, the insurance claim form and the information for the claim are
included. You can create most insurance forms using the ECSFORM form.
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*  Some insurance carriers do not accept standard ADA forms and require you to use their form.
Easy Dental integrates with many carriers’ forms. If you need to use a carrier specific form,
contact Easy Dental Support for assistance in setting this up.

*  For carrier specific forms, the correct information is printed in the correct location on the form,
but the form does not print. You must purchase pre-printed forms for these carriers.
*  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.
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 — If you subscribe to eClaims, click to specify an insurance ID or a provider. To
learn how to set up multiple IDs for a provider, see “Adding provider IDs” in the Easy Dental Help.

*  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.

7. Click OK.

Assigning Insurance to Subscribers

To assign insurance to a patient, you must list the insurance subscriber as a family member in the Patients
module. You must set the status of subscribers, who are not patients, to non-patient in the subscriber’s patient
information.

To assign insurance to a subscriber

1. Use Quick Search to select the subscriber you want to assign insurance to.

2. Click the Insurance tab.
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The insurance information for the subscriber appears.

€ Easy Dental

" Wheeler, John
m 6/6/1986 (33) M

File Insurance

Appointments Call me
Last visit: -
0 missed appointments

Insurance’s not specified

4 No Information

Documents

St

Reprts

mary Provider

Smith Junior, Dennis (DDS52) L Find Patient

Release of Information @

Assignments of Benefits @

Claims Sent to Insurance fo

- m] X
-2’
% & &

3. Click the Select insurance or subscriber icon in the Primary Dental Insurance pane.

The Primary Dental Insurance search box appears.

Primary Dental Insurance ‘ ‘ Ins

EE
Actna
JC Penney; 60054; JC Penney - Active; 01278,
Ameritas
Allied Plumbing; 47009; Allied Plumbing; 11220;
Ameritas
American Express; 47009; American Express; 11515;

American Western Life

Circuit City; AHGO1; Circuit City; 98352;

Actna

Consumer Advocate Group; 80054; Consumer Advocate
Group: 01278

American Western Life

Carmike Cinemas; AHG01; Carmike Cinemas; 23445;
American Western Life

Central City Clinic; AHGO1; Central City Clinic; 41336;
Blue Cross Blue Shield

ATET: 84107; ATAT; 21440

Blue Cross Blue Shield

Allied; 84107; Allied - Southwest; 21774:

Blue Cross Blue Shield
Allied; 84101; Allied Architects Inc; 21009,

4. Type the first few letters of the carrier’s name, and then select the carrier from the list.

The selected patient’s name and the carrier appear in the Primary Dental Insurance pane.

5. Do one or more of the following:

* Release of Information — Set to Yes to print “Signature on File” on the insurance claims for the

subscriber to authorize release of information.
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Note: You can also set this option in the Preferences dialog box so that it will be selected by default.

e Assignment of Benefits — Set to Yes to authorize payments directly to the provider rather than the
insurance subscriber.

Note: You can also set this option in the Preferences dialog box so that it will be selected by default.
6. Make sure that the Subscriber ID number is correct.

Note: The subscriber’s Social Security number is automatically entered as the subscriber ID; however,
HIPAA regulations allow you to use any unique number.

7. Under Relationship to Subscriber, make sure that the selected option is correct.
Note: This option is selected automatically.

8. To save your changes, click the Save Changes icon.

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 to a non-subscriber
1. Use Quick Search to select the insurance subscriber.
2. Click the Insurance tab.

The insurance information for the subscriber appears.

€ Easy Dental - [m] »
3 B8  Jones, Henry = rirmary Provider Prioniey Wi E-N)
L‘.,.'.. ) 1161582 G5 M Smith Junior, Dennis (DDS2)  Prudential - 90%  » { i Y :-h &
= File | Insurance
Aecouets Primary Dental Insurance '4 Prudential - 90% 68241
X J Jones, Henry Valley Construction - 88442
= s oL Coverage Table | Payment Table
% {
A 2, Jones, Henry Relationship to Subscriber
Ne3| B noinsurance or riber select y Self -
o/
Pecets Subscriber ID i 3 €
:T‘ Release of Information ® Ve
o W
[ Assignments of Benefits ® ves

L]
= Jones, Anne

Changes to the subscriber information will affect all

IB covered patients
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3. Ifyou havent done so already, add the non-subscriber patient to the subscriber’s account.

4. In the Family Member List in the Patient Banner, select the non-subscriber, and then click the Insurance

tab.

The Patients window displays the non-subscriber’s insurance information.
play

€ Easy Dental — m] X
/3 . Jones, Mary ul -u_.. tments all me Pimany Providir n‘ 9
st visit 5 : 5
b ’ 10/10/1985 (34) F e e P A Smith Junior, Dennis (DDS2) o - 1, 4% 8
Pairt
File  Insurance

el Insurance’s not specified

Txl N
L=

T M

o

W o I ]
; = ’ 2, No Information Relationship to Subscriber

U2J
R Signatu €
-Z"”‘ Release of Information @ No

Contae Assignments of Benefits @

ra

5. In the Primary Dental Insurance pane, click the Select insurance or subscriber icon, and then select the
subscriber’s insurance carrier.

6. Do one or more of the following:

* Release of Information — Set to Yes to print “Signature on File” on the insurance claims for the
subscriber to authorize the release of information.

Note: You can also set this option in the Preferences dialog box so that it will be selected by default.

e Assignment of Benefits — Set to Yes to authorize payments directly to the provider rather than the
insurance subscriber.

Note: You can also set this option in the Preferences dialog box so that it will be selected by default.
7. Under Relationship to Subscriber, make sure that the selected option is correct.
Note: This option is selected automatically.

8. To save your changes, click the Save Changes icon.

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. Use Quick Search to select the patient you want to change insurance carrier information for, and then
click the Insurance tab.

2. In the Patient Banner, click the Settings button.

The Settings dialog box appears.
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E Settings X

£ General

& Practice setu
¥ P Employer Maintenance

I }(’ Maintenance Insurance Maintenance
Fee Schedules
“\ Passwords
Preferences
F Tutorials Purge Exported Files
Purge Dental Ins Benefits Used
Report Fonts

Standard Coverage Tables

3. Click Maintenance, and then click Insurance Maintenance.

The Insurance Maintenance dialog box appears.

Insurance Maintenance

Search By
B Bt e % Carrier Mame ¢ Group Plan © Local Mumber ¢ Payor 1D
" Employer " Group Number  © Address

Carrier Name Group Plan Employer Hame Group # Local # | Payor ID Address -~

C up

JC Penney JC Penney - Active 0272 G0054 CT. Windsor
American Westem Life Carmike Cinemaz Camike Cinemnas 23445 AHEM CA, San Matec
American Western Life Central City Clinic Central City Clinic 41336 AHGO CA, San Matec
American Westemn Life Circuit City Circuit City 93552 AHGOT LA, San Matec
Ameritas Allied Plumbing Allied Plumbing 11220 47009 NE. Lincoln
Ameritas American Express American Express 11515 47009 ME. Lincoln
Elue Cross Blue Shield Allied Alligd - Southwest 21774 a4101 C0. Colorado £
Elue Cross Blue Shield Allied Allied Architects Inc, 21003 a4101 C0, Colorado £
Elue Cross Blue Shield ATET ATET 21440 e840 C0, Colorado £ 4,
£ >

New | Inz Data | Cov Table | Pmt T able | Join Plans. | Furge: | Cloze |

4. Select the carrier whose information you want to change, and then click Ins Data.

The Dental Insurance Plan Information dialog box appears.
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Dental Insurance Plan Information

Carrier Narne: || ﬂ
Group Plan:l ﬂ
Empluyel.l ﬂ
Stiest Addiess: |
City, 5T ZipI— T
Phane: I— Egt:l_
Contac_l:l
Group #: | Loca\:l
Last Update: M
Benefit Renewal: lm
Claim Eomat: [ECSFORM _» | Alt Code: [ADA ~|
Fee Schedule: W ﬂ
Payer ID'I— ﬂ Frovider 1D Setupl

Mationa| Plan ID:I
Source of Payment: |[Nnne] ;I

Insurance Claim Option:
™ Replace intial character of procedure code with: I_
[T Do Mot Include Dental Diagnostic Codes

I Do Mot Include Group Plan Name

™ Do Not Bill to Dental Insurance

I~ Print Name for Provider's Signature on Claims

Clear | ok | Cancel |

5. Make any necessary changes, and then click OK.
The Insurance Plan Change dialog box appears.

* Change Plan for All

 Add Az New Plan

ok | Cancel |

6. Select one of the following options:
*  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.

7. Click OK.

Clearing Insurance Coverage

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

To clear insurance coverage from a patient’s record

1. Use Quick Search to select the patient you want to clear insurance carrier information for, and then click
the Insurance tab.

2. In the Primary or Secondary Dental Insurance pane, click the Remove patient’s insurance icon.

The patient’s insurance is cleared.
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Assigning Recall

From the Patients module, you can set recall defaults and select the recall types that you want to attach to each
patient. You can set up to five recall types in Easy Dental and customize them for your practice:

*  Prophy

e Lab Case
e Other

®  DPerio

e Screening

To assign recall to a patient

1. Use Quick Search to select the patient you want to assign a recall type to.
2. Click the Recall pane, and then click the Edit icon.
The Patient Recall dialog box appears.

Patient Recall - (Davis, Karen)

Status Prior Treat.
] 5 01,/05/2011
PROPHY 09/25/2019 08/05/2011
Other
PERIO
SCREEMING

Edit I Clear | Cloge |

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.

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

The Set Recall dialog box appears.

Set Recall - (Davis, Karen)

Type: Description:
| FERIO |pariodontal maintenance
Date Set: Scheduled Appt.: Fecall Mote:

Prior Treatment:

2| [oasossz0ry

Statuz:
I[Nune] LI
Fravider
’;: Provl © Prov2  Spec.: I—;I [¥ Save as Default

oK I Cancel |

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

The Set Interval dialog box appears.
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Set Interval

Interval:

'E_:I Months »| W +1Day

Current Due Date: New Due Date:

03/03/2020 03/03/2020
ok Cancel ‘

5. Do one or more of the following, and then click OK:

* To change the interval between the patient’s recall visits, under Interval, select the number of days,
weeks, months, or years between the patient’s recall visits. To extend the interval an extra day to
prevent insurance billing problems, select +1 Day.

*  (Optional) To change the current due date, under New Due Date, type an alternate date.
6. From the Set Recall dialog box, do the following:

*  (Optional) Under Prior Treatment, type the date of the patient’s last recall visit.

Note: This date is automatically updated once you have seen the patient for the recall reason.
*  From the Status list, select the recall status you want to assign to the patient.

Note: Statuses are used primarily to generate recall lists.

7. Under Provider, do one of the following:
*  Provl — Click if you want recall appointments to default to the patient’s primary provider.
*  Prov2 — Click if you want recall appointments to default to the patient’s assigned secondary provider.

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

8. Type a note in the Recall Note field.
The note will print on recall cards for this patient.
Note: To hide a note, click at the front of the note, and then press 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.

9. To set this recall type for the current patient, click OK.

Assigning Referrals

In the Patients module, you can indicate and view who referred a patient from the Referred By pane.
Similarly, you can view to whom you referred a patient from the Referred To pane. 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.

Easy Dental 12.2 User’s Guide




Chapter 3: Patients 69

Entering Referred By Referrals

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

To add a Referred By referral
1. If you haven’t done so already, add a new account for the referred patient.
2. In the Patients window, click the Referred By pane.

The Referred By pane becomes active.

Referred By is not specified

3. Click the Edit icon.

The Search text box appears.

:\.‘.B

Note: By default, you can select the referral source with Quick Search. You can narrow your search
parameters by clicking the Search in Patients only or the Search in Referred By only icons, and then
typing the first few letters of the source’s name in the search text box.

4. Select the referral source from the list resulting from your search.

5. To save the result of your search, click the Save Changes icon.

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. In the Patients module, select the patient you want to refer to another provider.
The selected patient’s file appears.

2. Click the Referred To pane.
The Referred To pane becomes active.

Referred To l:l

Referred To is not specified

3. Click the Edit icon.

The Search text box appears.

& |
{y Clark Robert S

4. Type the first few letters of the doctor’s name, and then select the doctor you want to refer the patient to.
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The doctor’s name, address, phone number, and the number of referrals you've made to the doctor appear
in the Referred To pane.

5. To save the result of your search, click the Save Changes icon.

Archiving Patients

You can archive patients who you consider inactive. Archiving patients simplifies your patient database and
makes patient selection faster and easier. You can archive any patient with the following exceptions:

*  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:

* 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 is added to 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.

*  Archived patients appear on a report or in a module with an “<Archived>” or “<A>” in front of the name.

To archive a patient
1. Use Quick Search to select the patient you want to archive.
2. In the Patients toolbar, click the Archive button.

The Continue to Archive Patient message appears.

e Easy Dental

Archiving patient "Jones, Mary" alters patient
A ~

* Recall, employer, insurance, and referral information will
be removed and written to note.
+ Insurance plan information will be cleared.

Continue to archive patient?

-

3. To continue, click Yes.

The patient’s status changes to Archived in the Patient Banner and the Patients window.
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Cisco, UT 84515
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Primary Brovider

Smith Junior. Dennis (DDS2)

3 Reactivate

Contact Information is not specified

&% Jones, Henry
& Jones, Anne

1 archived relationship(s) not shewn.

Employer is not specified

No Recall

Referred By is not specified

Referred To is not specified

Smith Junior, Dennis

% &)

Reactivating Archived Patients

You can reactivate patients you have archived.

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 an archived patient

1. In Quick Search, click the Set Search Parameters icon, and then click Search in Archived Patients.

A list of patients appears.

2. Do one of the following:

*  Select the patient you want to reactivate from the list.

*  Type the first few letters of the archived patient’s name in the Quick Search text box.

The archived patient appears in the Patient Banner and the Patients window.

3. To reactivate the patient, click the Reactivate toolbar button.

The patient is reactivated.
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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

Toolbar

Date bar

Easy Provider Tracking Columns
Day Search buttons

Schedule of Appointments
The Schedule Clipboard

View buttons

Appoin 1

Davis, Karen - K
Last visit: 11/6/2019

11/16/1982 (37) F

B

EbxE® d6\12# PR

5 missed appointments

Primary Provider

Smith, Dennis (DDS1)
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S ok e |

P

E

S asuuz
!'1-14:1

= I

LeuRsgdsubs
ez | || ||

C e

258 Elégi'ﬂéi's Bagaske

OP-4

OF-5

AT

T

T AT T

T

T E T T T T

g ]

2T D

2L T

AT T

AT |

A A

i
i
"

=

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.

EoRE® g612¢ PECcoE@a X ¥ (B0 & @@
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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.

Set Complete

Click to set an appointment to complete.

0@ Yo | M [

View Click to create custom views for the Schedule.
Lists Click to open the Lists menu.
Ck Quick Letters Click to compose custom letters.
Can)
= 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.

S8 | | ¥ | (b

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.

t‘i Refresh Click to update the Schedule’s calendar if you have made changes.

E; Setup Click to open the Setup menu.

qp] 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.

75
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The View Toolbar

You can use the View toolbar to change your view of the schedule of appointments. The View toolbar 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
[ .| Amount: $91.00 Referred By:
Tvpe: General
Schedule: FIXED Account Balancs: 0.00
1173001989 Skakus: =Mone =
20 - Female
Appk Mokes:

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 the View button.

The Select View dialog box appears.

Select View

Edit
New
Delete

Cancel

2. Do one of the following:
e To create a new view, click New.

e To edit a view, select it, and then click Edit.
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e To delete a view, select it, and then click Delete.

The View Setup dialog box appears.

View Setup

—Select Days—— [ Appointment Display Info

¥ Sunday Line 1: IName vI
v .
¥ Monday Litwe: 2: I.fl'-.ppt. Feazon vI
¥ Tuesds

v Lire 3 IF'hc:ne 'I

v wednesday

Line 4: IF' id vI
W Thursday foVIET

— Provider[s):

¥ Friday Line 5 | [none] -
v Saturday Line B |[none] -
Line 7: | [nore] -
Line & | [nore] -

W iew Appt Motes
v iew Patient Alerts®

W “iew Provider Columng
(1]8 I Cancel |

*Mwiork Phone, Title, Pref. Mame, and Chart Mum. 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.

*  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.
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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 the Schedule Appointment button.

The Select Patient dialog box appears.

Select Patient

A|lB|C|IDIE|F|G|IH|I|J|K|L|IM By
& Last Mame

O|P|Q|R|S|TIU|Y W hdl =  First Mame

oy1(2)34|5|6|7|8|9].]|Cla " Preferred Name
" Home Phone #
" Chart #
558

|Birthda_l,l |Pr0vider |Status
10/05/1960  DDS1
ren 1171641352
Daviz, Kelly 1143042003 DDS1

Daviz, Lyle 05/11/2005 DDS1 J
Edwards, Anna 08/20M967 ENDO
*Edwards, John 07/14M1963  ENDO
Edwards, John 03/20M939 ENDO J
Recent Patient Selections:
Davis, Karen 11161982 DD51

NewPatientl Morelnfo...l )3 I Cancel |

2. Type the first few letters of the patient’s last name, select the patient from the list, and then click OK.

The New Appointment Information dialog box appears.
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MNew Appeintment Infermation - (Wheeler, John)

O
Pravider: IDDS2 ﬂ Eti:gﬂed'

2|
¥ Uze Feason to duto Update Recal
—Reason
.. ; Length: [0 ik ﬂ
I ritial | Tx | hizc. |
Amount; IEI.EIEI

Status: |<r'||:|r'|e> vl
Schedule: |FIHED -

Type: |<n|:|ne> vl
Desc: Delete | Delete Al | Op I ﬂ
Date: [10/18/2013 >3]
Time: I B:00am ﬁ
Mate: [T LabCase Attach Easel Last Changed: I

Find | Schd Newt | Clipboard | ok |

Other Appis) | wiait/will Call | Ins Claim Info | Cancel |
Dial |

3. Click Find.
The Find New Appointment Time dialog box appears.

Find Mew Appeintment Time

—Select Provider(s] — Select Days—— — Start Date ———— — Select Time Block

W &1[DDs1 A [~ Sunday |—11H22,"2D‘IEI o5 [~ Search By Time Block
DDs2 _I Mesting - OF-1 - D051
W v Maonday @ Dayls) | 5| 3| |||DK-OP1-DDST
ENDO ek Meeting - OF-2 - DD52
HYG1 W Tuesday - Meeh[sl 4| 5|6 Off - OP-2 - DD52
ORTH ¥ || & \ednesd ol s 0ff - OF-3 - END D

ednesday Mesting - OF-8 - HYG1

—Select Dp.[s)—— ~Time R | |Cff-OP-8 - HYG

PE;T DS.QS] W Thursday T e —— | |lof-0Pa-ORTH v
Op-2 ™ W Friday Appt Length: mif

[~ Search By &ppt Tupe

SEE [T Saturday Start: I ﬂ
Appt Type: |<EI||> vI

SEE W Clear.-'-‘«lll End: I ﬂ

[ Search By Assigned Operataries Only Searchiew | Search I Cancel |

4. Do the following:

*  Select Provider(s) — From the list, select one or more providers.

e 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:

* Type the date to start searching from in the Start Date text box.
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*  Click the Start Date search button and select a starting date from the calendar.

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:

*  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.

Available Appointment Times

013 - 1200pm  DDST : OP-1
Fri  11/22/2019 8:00am - 12:00pm  DDS1: OP-2
Fri  11/22/2019 8:00am - 12:00pm  DDS1: OP-3
Fri  11/22/2019 8:00am - 12:00pm  DDS1: OP-4
Fri  11/22/2019 8:00am - 12:00pm  DDS51: OP-5
Fri  11/22/2019 8:00am - 12:00pm  DDS51: OP-B
Fri  11/22/2013 §:00am - 12:00pm  DODST:0OP-7 ¥

Mnrel Viewl Yiew Ne:-ctl Cancel |

Do the following:

*  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 the Schedule Appointment button.

The Select Patient dialog box appears.
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Select Patient

A|B|C|ID|E|F|GIH|I|J]K|L|M By
& Last Mame

" First Mame

oj1|2|3|4|5|/6|7|[a]la].|Clea " Preferred Name
" Home Phone #
" Chart #
Lol

|Birthda_l,l |F'r0vider |Status

“Davis, Harmon 10/05/1960  DDST J
“[ ren 11./16/1982
Diaviz, Kelly 1143042003 DDS1
Davis, Lyle 05/11/20056 DDS1 J
Edwards, Anna 08/20/1967 ENDO
*Edwards, John 07/14/1363  ENDO
Edwards, John 03/20/1939 ENDO J
Recent Patient Selections:
*Davis, Karen 11/46/1382  DDS1

NewPatientl Morelnfo...l ok I Cancel |

2. Type the first few letters of the patient’s last name, select the appropriate patient from the list, and then

click OK.

The New Appointment Information dialog box appears.

Mew Appointment Information - (Wheeler, John)

O
Pravider: IDDS2 ﬂ EE:;IJ@:I-

=
W Use Reason to &uto Update Recall
—Reason
Iital | T | Mise. | Lergiti [0 min ]
Aot IF
Statuz: Im
Schedule; Im
Type: Im
Dessc: D elete | Delete Al | Op: I—ﬂ
Date: Im ﬂ
Timne: IW ﬂ
Mate: [T LabCase &itach Easel Lazt Changed: I—

Find | Schd. Nest | Clipboard | ok |

Other Apptls] | Wit il Call | 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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e Initial — From the Select Initial Reasons dialog box, select the reason for the appointment and click OK.

Select Initial Reasons

Ex
LirnitE =
CompEx
Fhdzs
P,
+P,
Fano

L4

2B
4B
DiagCaszt
Prophy
Frophy-Ch
Perbd aint
EmergTs

o]

Conszult
RE-Prophy
RE-Comp
RE-Child
PenioE «

Cancel |

e Tx - From the Treatment Plan dialog box, select a treatment plan, and then click Close.

Treatment Plan

Odr Date Code Dezcrption Tooth  Suf
? 1170672019 D2140 Amalgam-1 surf. prim/perm 3 D
? 1170672019 D2750 Crown-porc fuse high noble mtl 20
T 111172019 D2160 Amalgam-3 zurl. prim/perm 4 MOD
T 11129 D292 Crown-full cast noble metal 22
T 11A120019 D330 Endodontic therapy - anterior 22

Cloze |

*  Misc — From the Procedure Codes dialog box, select the appropriate procedure code or codes, and

then click OK.

Procedure Codes

Categony Procedure Code List
| Mone - D120 Penodic oral evaluation
00140 Limited oral evaluation
Preventive 00145 Oral evvaluation < 3 yrz of age
Festorative D150 Comprehenzive oral evaluation
Endodontic Do1en Detail!extenzive aral eval, BSR
Periodontics Do10 Limited re-evaluation
Frogth, remoy Do Fe-eval - Post-op Office Wizt
M axillo Prosth D01an Comprebensive peno evaluation
Implant Serv 00130 Screening of Patient
Prostho, fixed Do Agzzeszment of Patient
Oral Surgeny D010 Intracral Full Mauth Images
Orthodontics A D0z20 Intraoral Penapical Images
0k I Cancel

Note: If the procedure requires a tooth surface or quadrant, add it to the patient’s treatment plan. To
p q q p p

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 Pattem

- ~l
X

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:

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.

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.

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 the Set Complete button.

The Set Appointment Procedures Complete dialog box appears.

Set Appointment Procedures Complete

Select Procedures

| evaluation

dult

Set Eu:umpletel Cancel

2. Select the procedures that you want to set to complete, and then click Set Complete.
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The appointment block turns gray indicating that the appointment has been completed.

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

— Event Time — Operatanies; —
G [ T
art || ﬂ End: ﬂ OP-2
[ Cloze Operatory (20 D ay Event] SEE
opP-&
— Event Days OF-&
op-7

Stat [11/08/2019 >3] End: [11/087213 53 op-g

Select Days of the Week
W Sunday W Monday W Tuesdap W ‘wWednesday
v Thursday W Friday W Saturday Clear all |

[ al

Dezcription

IEvent

[~ Center Description on Scheduled Event @
—Motes
Inzert D ateling |

— Ewvent Color

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

Clipboard | ok | 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.
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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
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.

m
o]
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3]
o
=N
=]
I

EEEENET
EEEE T
EEEREET

Custom colors:

Define Custom Colors ==

ok | 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 text box, type any notes that apply to the event.

To include a dateline, click Insert Dateline.

To schedule the event, click OK.

In the Schedule toolbar, click Refresh.

The event appears in the schedule.

The Schedule Lists

The following lists are available from the Schedule module:

¥ LN

* Appointments List
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e ASAP List
¢ Unscheduled List

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.

The Appointments window appears displaying all scheduled appointments for the current date.

B Appointments

O e 2 PEX QO
Fri - Hov 8. 2019

Time | Status Hame Prov/0 Heason Ln Phone

~
200z k1. O'Cannel, “william ORTHAOP-3 | Periodics, 4B, 5] [807]555-1244
3:00a F.enner, Spencer FPEDO/P-E | Periodick, 28w, G0 5RR-0504
8:00a Schow, Lawrence P SURGAOP-7 | Peniodic, 4B, B0 hR5-E314
g:00a Jones, Hery DDS3/0P-8 | CompEx. Consult a0
8:20a T urmer, Amold DDS2/0P-1 [ CompEx, Fi a0 =

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 click ASAP.
The ASAP List window appears.

87
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B ASAP List
GEV2LPw =G
Thu - Hov 21, 2019
Date Status Mame Prow/Op Reaszon Ln Phone
A
W

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 click Unscheduled.
The Unscheduled List window appears.

B Unscheduled List

@ P xEQ
Thu - Hov 21, 2019
D ate Statusz Mame Proy Heazon Ln Phone

"
0z2/01/2012 Broken |Edwards, Anna DD5S1 | Bwsd, EmeraTs 40 7977101
02/01/2012 | Broken | Mr Edwards, John DDS2 | Perkdaint 110 T7-F1m
02/01/2012 | Broken |Ms. Brown, Mary DDS52 | Fhx 20 797-4509
0z2/01/2012 Broken | Mr. Edwards, John EMDO | CompEx, FM:, Con 40 977101
02/01/2012 | Broken |Edwards, Anna EMDO | CompEx, Fii, Con Kl FE=raralu)l
0z2/01/20112 Broken | Mz Davis, Karen HYG1 | Ex, Bwed, Prophy 70 R5R-1530
09/06/2018 | W/Cal | Mr O'Connell, Wiliam ORTH | Ex, Bwsd, Prophy =] [801]565-1244

v

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.

Find Appointment

ORI R|S|TIU[Y|wW]|=]|Y|Z Clear

Draviz, karen <Unscheduled:

DDsS1

LDs1
Draviz, Felly 1140772019 Thu  DDS1
Draviz, Felly 1140772019 Thu  DDS1
Daviz, Karen 10418/2019 Fri Dos
Daviz, Karen 09/25/2019 wWed DDS1
Davis, Fely 07/19/2018 Thu  HYG&E1
Drawiz, Harmon 07A7/2018 Tue  HYGE1
Daviz, karen 0762018 Mon  HYGE1
Draviz, Lyle 0762018 Mon  HYGE1

Yiew Appt | oK I 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 then 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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Appointment Information - (Davis, Karen)

Provider: IDDS'I ﬂ EE:S}':E&

|

¥ Use Reason to Auto Update Recal

Length: | B0 min ﬂ
Arnount; I'IEE.DD

Fc Comprehenzive oral evaluat

Fc Prophylasiz-adult Shatus: |<n|:|r'|e> v|

Schedule: IFIXED vl
Type: IGenelaI vl

Do Delete | Delete Al | Op: [0P- >

CompEx, Prophubd Date: [11/08/2019 >» |

Time: I 3:00am ﬂ

Mote: [~ LabCase A&itach Caze | Lazt Changed: I

— Feazon
Inial | Te | Misc. |

Find | Sehd. Next | Clipboard | ok |

Other tppifs] | wait/will 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 then 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

By
& Last Name
" First Name

o
=
=
o
wr
=
[=
-
£
x
=
™

of1)12|3|4|5|6|78[9].]Clear 7 Preferred Mame
" Home Phone #
 Chart #
i~ 55#

|Birthda_l,l |F'rovider |Status
10./05,

y en 114161952
Dav Iy 1143042003

Davis, Lyle 05/11/2005 DDS1 J
Edwards, Anna 08/20M967 ENDO
*Edwards, John 071141963 ENDO
Edwards, John 03/20/1933 ENDO J
Recent Patient Selections:
*Davis, Karen 114161382 DDS1

NewPatientl Morelnfo...l ak I Cancel |

2. Select a patient who has an unscheduled or broken appointment.
A message appears.

3. To view the patient’s appointment list, click Yes.

The Family Appointment List dialog box appears.

Family Appointment List

Guar  Daviz, Karen 3¢ BC:PROPHY 05/04/2015 +
Child  Dawis, Kelly 15 RC:BITEWINGS 10/01/2015 +
Child  Dawis, Lyle 14 RC:PROPHY 10/01/2015 +
Other  Daviz, Harmon 42 RC:<noner
Appointment Recall Lab Casze I
<Unzcheduled Appt> HYGT BITEWANGS 05/04/2015 -

11408/2019 Fri 3:00am DDS1
1408/209 Fri 320pm DDSA
A0A8/2M9 Fri 3:00am  DDSA

*09/26/2019 Wed 2:00am DDS1 RC:PROPHY 05/04/2015 A
Treatment Plan

71170842013 D2140  Amalgam-1 surf. primdperm 3

7 11/0842013 D270 Crown-por: fuse high noble mtl 20

T1A1209 D21B0 Amalgarn-3 surf. primdperm 4

TONMA12M9 D792 Crown-full cast noble metal 22

T 111208 D30 Endodantic therapy - anteriar 22

Wigw Appt, Create Mew Appt. | Cloze I
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4. Select the unscheduled or broken appointment from the list, and then 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 Appointment Information - (Wheeler, John)

O
Pravider: IDDS2 ﬂ Eﬁﬂed-

=
¥ Use Reason to Auto Update Recall
—Reason
Iital | T | Mise. | Lengtti [0 _min ]
Aot IF
Statuz: Im
Schedule; Im
Type: Im
Dessc: [ elete | Delete &l | Om I—ﬂ
D ate: W ﬂ
Timne: IW ﬂ
Mate: [T LabCase Aftach Easel Last Changed: I—

Find | Sohd. Nest | Clipboard | ok |

Other Apptls] | Wit il Call | Ins Claim Info | Cancel |
Dial |

5. Select an operatory, date, and time, and then click OK.

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.
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Appeointment Information - (Davis, Karen)

Provider: IDDS'I ﬂ Eﬁﬂed-

|

¥ Uze Reazon to Auto Update Recall

Length: | 60 min 2|
Arnount; I'IEE.DD

Pz Comprehensive oral evaluati

Pz Prophylaziz-adult Shatus: |<n|:|ne> ,I

Schedule: IFIXED vl
Type: IGeneraI vl

Do Delete | Deleteal | Op: [0P- >

CompEx, Prophid Date: [11/08/2019 33|

Time: I 3:00am ﬂ

W ote: [T LabCaze &itach Easel Lazt Changed: I

—FReaszon
Inial | Tx | Misc. |

Find | Schd. Newt | Clipboard | ok |

Other Appts] | ait/will Call | Ins Claim Info | Cancel |
Dial |

2. Select ASAP from the Schedule list.
3. Click OK.
The appointment’s schedule type changes to ASAP, 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

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 click Print Schedule View.

The Print Schedule View dialog box appears.

93
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edule

Print Schedule View

Line 1

Line 2

Line 3

Line 4

Line 5

Line &

Line 7

Line &

— Print Yiew

—aAppointment Display Info ——

Select Report Options:

yvew &

[ Print Appt Colars
[ Print Schedule Note
I Print Time at Right
[T Exclude Closed Hrs

— Time Yiew

Start Hr: IE_

& am O pm

EndHr [5

am * pm

—Report Tupe
¥ Day View
™ \esk View

Manage Options...

[ Display Print \Window

[T Do Net Close When Print/Batch
Batch |

Print

— Provider[z]: —

DDs1
DDs2
HYG1
DDs3
ORTH
FEDO
FERI

SURG
ENDO

W Al

—Operatories:

I'I‘If 82015 VI

Close |

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.

4. Do the following:

e  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.

5. Select the type of report that you want to print.
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¢ 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

(Options List:
My View

Mew Option Name:

Cancel

Under New Option Name, type a name for the schedule view, and then click OK.
Do one of the following:
e 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.

Printing Patient Route Slips

The Patient Route Slip provides the following information:

Patient 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.
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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 click Print Route Slip.

The Print Route Slip dialog box appears.

Print Route Slip

Frint

Batch

Cancel

Ll

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.

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 then click Practice Schedule.

The Schedule Calendar for Practice window appears with the hours your practice will be open each day.
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Schedule Calendar for Practice

Options

| << | November 2019 > |

| Sun | Mon | Tues | Wed | Thur | Fri | Sat

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 then 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 then click Open Office.
* To set a yearly holiday, such as Christmas, click Office Closed, and then click Set Yearly Holiday.
*  To delete a yearly holiday, click Office Closed, and then click Delete Holiday.
4. To change your practice’s hours for a day, double-click the day.
The Set Time Limits dialog box appears.

Set Time Limits

StartTime EndTime

8: 00 & ﬂ Im ﬂ
|'I:DD|:|rn ﬂl B 00pm ﬂ
2

Ok, I Cancel |

5. Type the hours that you want to set for the selected day, and then 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 then click Provider Setup.
The Provider Setup dialog box appears.

Provider Setup

2. Select the provider you want to set a vacation for, and then click Schedule.

The Schedule Calendar for [provider ID] dialog box appears.

Schedule Calendar for DDS1

Options
<< | November 2019 > |
| Sun | Mon | Tues | Wed | Thur | Fri | Sat
2
9
16
23
30
Practice Closed: Close
Practice Holidays:
Provider Vacation: |

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 then 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 Alerts/Motes for Davis, Karen

Medical Alerts:

&l - Penicill |
ergy - Pernicilin Edit

Appointment Mote:

Patient Mote:

Account Mote:

Ok I 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.
*  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 - (Perkins, Allen) - PRIVACY REQUESTS

D escription Start: I.t'l'-.lwa_l,ls
Privacy Request
End: I-":"-|'-'\'a.'r'3

Mate

Patient requests no phaone calls
Patient requestz no comespondence
Patient requestz dizclosure restrichions

[ Do Mot Show Thiz Alat 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:
*  Customizing Appointment Types

*  Customizing Procedure Codes

*  Setting Up Time Blocks

*  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

e High Production

*  Medium Production

e Low Production

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 click Definitions.

The Practice Definitions dialog box appears.
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Practice Definitions

Definition Type
IAppoinhﬂent Types LI
Definition Text
I General Add

Id | Description |
General

High Production

Medium Production

Low Production

R At S

Change Delete

Close |

2. From the Definition Type list, click Appointment Types.

The appointment types appear in the Definition Text list.

3. Select the appointment type that you want to change, and then 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. To continue, click Yes.

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 click Definitions.
2. In the Definition Type list, click 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.
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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.

To customize a procedure code

1. In the Patient Banner, click the Settings button.

The Settings dialog box appears.

E Settings X

£ General

& Practice setu
I by P Auto Chart Number Setup

% Maintenance Dental Diagnostic Cross Code Setup
Definitions

Q\ RS Dunning Messages

T--' Tutorials Electronic Claims Setup
Electronic Billing Setup
Explosion-Code Setup
Modem Setup
Network Setup
Printer Setup
Practice Resource Setup
Procedure Code Setup
Practice Defaults
Payment Plan Setup
Prescriptions Setup
PowerPay Setup
Recall Setup
Recall Views Setup
Survey Setup

2. Click Procedure Code Setup.
The Procedure List dialog box appears.

Procedure List

ADACDT Codes | Dental Diagnostic Codes | ICD-9-CM Codes | ICD-10-CM Codes
Procedurs Code
Category ADA IJzer Code Diescription
Mone - potz20 Periodic Periodic oral evaluation ~
Do140 LimitedE Lirnited aral evaluation
Preventive 00145 Evwvals Jure Oral evaluation < 3 wrs of age
Restorative Do150 CompEx Comprehensive oral evaluation
Endodaontics Do160 ExtEwal Detaillextensive oral eval, B/R
Perodontics Do170 RekE val Lirnited re-exaluation
Prazth, rernon Do1A FeEvalPOp  Re-eval - Post-op Office Visit
M axillo Prosth Do1e0 CrpPerE vl Comprehensive perio evaluation
Implart Sery L0150 Screen Sereening of Patient
Prostho, fired Do Assess Aggeszment of Patient
Oral Surgery Do210 Fhded Intraoral Full Mouth Images
Orthodontics hd Dozz20 PaT st Intraoral Periapical Images v
Hew Edit
Cloze |
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3. 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.

4. In the list, select the code that you want to customize, and then click Edit.

The Procedure Code Editor - Existing dialog box appears.

Procedure Code Editor - Existing

— Code Mames

(=22l Dol M P =ricdic oral etvaluiation

IDEI1 20 ADA Code
IF'eriucIicX Abbrev Desc

— Treatment Flags
[ Difficult Proc.
[T Condition
[~ Remove Toath
¥ Show in Chart

Edit Note |

I Code 3
—Auto Recall
| Code 4 [NONE] > |
— Procedure Time——
I Code b
1 Unis) > |
Pracedure Eategnr_',':l Diagrostic ;I
Appointment T_I.Jpe:l General LI

Treatment .-’-‘-.rea:l tdaLth

LI Flags |

— Fee Schedule

] Edit Fee |
1. Office 4600
2. betha 37.00
3. BC/BS 34.00
4. Cigna 32.00
5. OrlSurg 5R.00
E. 0.0
7. 0.0
. 0.0
g 0.0

10. 0.0
1. 0.0
12, 0.0
13 0.0
14, 0.00
15. 0.00
16. 0.00
17 0.0
18 n.oa .,

Paint T_I.Jpe:l [Mane] LI

New Code | ﬂj

[~ Do Mot Bill to Insurance
[ Require Start/Completion D ates

Save | Cloze I
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5. In Appointment Type list, select the appropriate type for the procedure code, and then click Save.

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, and then click Provider Setup.

The Provider Setup dialog box appears.

Provider Setup

bos2
DDs3
EMDO
HvG1
ORTH
PEDO ¥

Setup

Schedule

Cloze

]

2. Select a provider, and then click Setup.

The Provider Setup [Provider ID] dialog box appears.
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Provider Setup [DD51]

— Default Schedule—— —Set Time Blocks—————————

[ Sunday ﬂ |E~1f?et|ng— |
v Monday ﬂ Edit |
v Tuesday ﬂ Deletel

I Wednesda}lﬂ — Provider .-’-'n.as~‘ Provvider Calor——

W Thursday ﬂ @

¥ Friday ﬂ
[~ Saturday ﬂ |:|K Cancel |

3. Click Add.
The Block Settings dialog box appears.

Block Settings

Time Block Mame: || -I
wheek Days Start End

[~ Sunday ﬂ ﬂ
[ tonday ﬂ ﬂ
[~ Tuesday ﬂ ﬂ
[ wednesday ﬂ j
[ Thursday ﬂ j
[~ Friday ﬂ j
[ Saturday ﬂ ﬂ
Azzigned Op Block &ppt Tupe

|<n0ne> LI |<aII>
(]9 I Cancel

— e

4. 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.

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.

Easy Dental 12.2 User’s Guide




Chapter 4: Schedule 105

*  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.

Davis, Karen = + “"‘”i’":’f"““ Call me Primary Provider Primary Insurance ﬁ' 0
Ae 1vsnsszenF LR e T/ Smith, Dennis (DD51) Equicor Cigna & ¢ oo o 8

5 missed appointments

& ERDSE® @ea\2#E PE G =W H B0 E G

— flcte Fiidsy - Movember 8, 2019
T 1] | 0P3 OP-4 OP5
[ ]
2 | ¥ Y
o e b ]
: B % i
C } i $ ]
\J\; 9 1 ]
rant (3] 7] [
g — §
5= y § ¥ w
12 i i ] o
i ¥ i i N
i i i i
i u i i [TSchow. PamelEal]
= i ¥ o |1 PeriodicX, 8\ X
Contaes 1 i i | H:555 8314 g'
4 v i) SURG L
| 1) ] K kB
i ] ¢ ; i ik
L ] =l o X Smilh, Michael
H {l & (] [X] Periodic<, 4B
i 1 i i Xl SURG
f— 4 ¥ i

| ||

T T

T
ox
@

>0

<5
T

==

T

=

==

T

AT T AT T

B

‘ﬂéi&ﬁé 2858 Bégéé BE%EE &8y %3@999'&‘

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.

Easy Dental 12.2 User’s Guide




106 Chapter 4: Schedule

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.

Select Patient

A|B|C|D|E|F|GIH[I|J|K[L|M By
& Last Name
NIOJP|QIR|S|TIU|Y|W[=]|Y]|Z '8 (e
of1)12|3|4|5|6|78[9].]Clear 7 Preferred Mame
" Home Phone #
 Chart #
Enter Lagt Mame [Last, First MI]: 554

[i=]y|

[Mame |Birthday |Provider [Status
D aviz, Harmon 1040541960 DDS1 J
.aren 111641982
Daviz, Kelly 1143042003 DDSA
Diavis, Lyle 05/11/2005 DDS1 J
Edwards, Anna 08/20/1967 ENDO
*Edwards, John 074141963 ENDO
Edwards, John 03/20/1333 ENDO d
Recent Patient Selections:
*Davis, Karen 114643582 DDS1

Mew Patient | More Info... | ak I Cancel

2. Select a patient.

The New Appointment Information dialog box appears.

Mew Appointment Information - (Wheeler, John)

O
Pravider: IDDS2 ﬂ EE:;IJ@:I-

=
¥ Use Reason to Auto Update Recall
—Reason
Iital | T | Mise. | Lengtti [0 _min ]
Aot IF
Statuz: Im
Schedule; Im
Type: Im
Dessc: D elete | Delete Al | Op: I—ﬂ
Date: Im ﬂ
Timne: IW ﬂ
Mate: [T LabCaze  Atach Easel Last Changed: I—

Find | Schd. Nest | Clipboard | ok |

Other Apptls] | Wit il Call | Ins Claim Info | Cancel |

Dial |
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3. Change the appointment provider if necessary.

4. Assign a reason for the appointment.

Chapter 4: Schedule

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.

The Find New Appointment Time dialog box appears.

Find New Appointment Time

— Select Provider[z]+

¥ alfopst A
nos2
DDs3
ENDO
H¥G1
ORTH ¥

—Select Op.[s)——

W alfort A
ap-2
oP-3
P-4
OF-5
oFE ¥

—Select Daps——
[ Sunday

W Monday
W Tuesday
WV wWednesday
v Thursday
W Friday

[ Saturday

Clear Al |

— Start Date

[11/22/2019 _Zﬂ

' Day(z)
7 wieek(s)
= Month(z)

2| 3
516

— Time Range

Appt Length: |10 min ill

Start: I ﬂ
End: I ﬂ

—Select Time Block,
[~ Search By Time Block

Meeting - OP-1 - DOS1T A
Qff - 0OP-1 - D051
Meeting - OF-2 - OS2

Ot - 0p-2 - D052

Qff - OP-3 - EMDO
Meeting - OF-8 - HYG1

Qff - OP-3 - Hv(GE1

Qff - OP-4 - ORTH A

[~ Search By Appt Type

,u':‘n'ppt T_IIJDE: |<El"> TI

[~ Search By Assighed Operatoriez Only

Search/View | Search I

Cancel |

6. Under Select Time Block, sclect Search By Time Block.

a. Select the appropriate time block from the list.
b. Click Search/View.
The Available Appointment Times dialog box appears.

Available Appointment Times

11/2

119 8:00am -

Fri  11/22/2013 S:00am - 12:00pm
Fri  11/22/2013 S:00am - 12:00pm
Fri  11/22/2013 S:00am - 12:00pm
Fri  11/22/2013 S:00am - 12:00pm
Fri  11/22/2013 S:00am - 12:00pm
Fri 11/22/2013 8:00am - 12:00pm

Mu:urel "-."iewl Wigw Ne:-:tl Cancel |

D051 OF-1 P
LD51: OP-2
DD51: OP-3
LD51: OP-4
LD51: OP5
LD51: OP-6
LD51:0p-7 ¥

c. Select a time from the list, and then click Select.

7. To schedule the appointment, click OK.
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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.

€ Easy Dental

T
T T T S AT

Last visit: TI/6/2019
S

®|e

G}

ol 8

nissed appointments

Primary Provider Primary Insurance ¥ ﬁ 9
Smith, Dennis (DD51) Equicor Cigna & 1o o 84

g Existing
B’ Diagnastic || Preventive
g 1 Endo ol A o A | — — — — — — — ( — — — 0 o, y—
| Petio Prasth, tem| [ (S N (S . T | (S [ I ——
— Max Prosth|| Implants
EI Prosth, fix || Oral Surg
gt Description S
Ortho Adj Sery 17 1_| Comprehensive oral evalustion C
. 1 | ehensive oral evaluation clC
Other Canditions 0572019 | 00210 | DOST | Intraoral Ful Mouth Images a C
/05/2019 | 28 [MD 02150 | DDS1 | Amalgam-2 suf. prim/perm # C
L0672 3 D D2140 | DDS1 | Amalgame1 suf. prim/perm P
J06/2019 | 8 [MID | D2160] DDST | Amalgan3 swi. pri m s C
A0B/209 | 20 D2750 | DDS1 | Crown-pore fuse high noble mtl P
/0672019 | 30 [MOD | D2160| DDS1 [ Amalgam-3 suil. prim/perm o C
/117201 4 IMOD | D2160 [ DDST_|Amalgam-3 swil. prim/perm [1] F
A1/20 22 02732 | DDS1 | Coowen-full cast noble metal P
117200 [EEIL IEIE :

The Chart Toolbar

The toolbar contains command buttons that you can use to perform specific tasks within the Chart.

&R A0 ML E: cEERRTIVLEAN [} @&

Button

Name

Function

&4

Select Patient

Click to open the Select Patient dialog box from which you can
select a patient.

@

Patient Alerts

Click to view or assign alerts to a patient.

é Print Dental Chart Click to open the print menu from which you can print the
' dental chart or progress notes.
EI Copy to Clipboard Click to copy text to the Windows Clipboard.

il

Set Up Procedure Buttons

Click to assign custom buttons to procedure codes.

Jo

View Conditions/Diagnoses

Click to view a patient’s invalidated conditions or diagnoses.
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Button [ Name Function

p View Options Click to change your view options.

:';1 Change Provider Click to change a patient’s provider.

'?' _ 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.

Ck Quick Letters Click to compose custom letters.
Ca
= 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.
@ Digital Imaging Click if you have digital imaging software and want to send an
image with a claim electronically.
A Primary/Permanent Click to view dentition settings.
rao All Procedures Click to access all procedures that are not assigned to a procedure
w button.
'l_sr:';' Explosion Codes Click to select and post an explosion code.
uif
Qj" Dental Diagnosis Click to enter a diagnosis.
-
Clinical Notes Click to enter notes for an exam that are not specific to a

procedure.

Refresh Click to update the information in the Chart if you have made
changes.

LU

“ Patient Picture Click to open the Patient Picture window.
s

&

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.

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.

@ e @
2o |2

120 %
.Ei?m ﬁ ==
N

HEE

ClE|E]
||z

i
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 Endo

Perio Frasth, rem

Max 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 Prov Description Stat | Amount
07052015 D60 [ D051 | Comprehensive oral evaluation C B0.00( -
11052019 DO150 [ DDS1 | Comprehenzive oral evaluation o C 20.00
11052019 D010 [ D051 | Intraoral Full bMouth Images C 119.00
11052019 28 1D 02150 [ DDS1 |Amalgam-2 surf. primdperm C 161.00
11/06/2019 3 D 02140 [ DDST |Amalgam-1 surf. primdperm TF 127.00
11/06/2019 g w10 DZ160 [ DDS1 | Amalgam-3 surf. primdperm C 195.00
11/06/20119 20 DZ750 [ DDST1 | Erown-pore fuge high noble mil TF 335.00
11/06/2019 30 MOD DZ160 [ DDS1 | Amalgam-3 surf. primdperm C 195.00
111420119 4 oD D160 [ DDS1 | Amalgam-3 surf. prim/perm o[ TP 1595.00
11/11/2019 22 02792 | DDST | Crown-full cast noble metal TF 950,00
11/11/2019 ] 03310 DDS1 | Endodontic therapy - anterior TF EEO.00) »

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
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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.

To enter treatment using a procedure button

1. In the Chart toolbar, click Select Patient, from the Select Patient dialog box, select the patient you are

treating, and then 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.

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 then click OK.
All work posted in the Chart during this patient’s session is assigned to the selected provider.

3. If the treatment requires a tooth number, click the appropriate tooth in the chart.

4. 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.

[ Mesial

[ Incizal0cchsal

[ Distal

[ Lingual

[ Facial/Buccal

[ Class Five

Surfaces e
(] | Cancel |

5. 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.

6. 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.
e 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.
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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.
To add treatment using a procedure category button

1. In the Chart toolbar, click Select Patient, from the Select Patient dialog box, select the patient you are
treating, and then 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 then 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.

Select Procedure Code

Code Description

02140 Amalgam-1 suwrf. primdperm
02330 Resin-one zurface, anteror
D231 Fezin composite-1=, posterior
D27R0  Crown-pore fuze high noble mtl
D2vaT Crown-por: fuged to base metal
02732 Crown-full cast noble metal
02929  Prefab Porcelain/C Crown-Prim
02930 Prefab stain steel cm-primary
02340 Pratective Restaration

L2941 Interim Therapeutic Rest - Prim
02343 Foundation for Indirect Rest
02980 Core buildup, include any ping
02951 Fir retention-/tooth, [+ rest)
02952 Post/core in add to crown, fabr
02954 Prefab post/core in add to cm

0. I Cancel

5. Select the appropriate procedure code, and then 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.
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Surface Selec...

[ Mesial

[ Incizal/Occlusal

[ Distal

[ Lingual

[~ Facial/Buccal

[T Class Five

Surfaces il
Qk. | Cancel |

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:
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.

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. Select a patient.
2. 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: 1140642019

Procedure Description
Procedure: |D2160 ﬂ |ﬂmalgam-3 zurf. primdperm

Tooth: | g Frocedure Status Owveride Ins. estimate

" Treatment P|
- Crea rlnend ok [ Prim. Ins.li
* b

Surfaces: [MID » HmpEte - li

(™ Existing
Amount: | 195.00
Brovider [DDS1 ﬂ [ Do Mot Bill ta Insurance

[ Require Start/Completion D ates

—
——

Diagnoses: »»

Motes: |Benzocaine topical gel. 1 carpule of Duranest, 1.5% with Epinephrine ~
1:200,000. 25% W20 with 2 10 minute 02 flush. Aubber dam uzed toizolate
the area, ligated tooth with flozs. Matris band used. Prep tooth. Copalite, Dpcal
liner, 4 zpills of allay. Dcclusion checked with carbon paper and adjusted with
carver. Contact checked with floss and smaathed with a contour strip.

W

Delete (] | Cancel |

Do any of the following:

*  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.

e  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.

To save your changes, click OK.
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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 119.

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
Th 30  WOD 110642019

— Select Occluzal Pite
[ Mesial [T Distal

— Select Cusps
[~ Mesiobuccal [T Distobuceal

[ Mesiolingual [T Distalingual

(1]8 I 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. To save the changes and return to the Chart, click OK.
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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:f11/06/2013

Procedure Description

Procedure: IDE'I E0 ﬂ Iﬁ‘«malgam-E surf. primdperm
Tooth: I q Procedure Status Owerride |ns. estimate

™ Treatment Plan
[ Piim. Ins.l
&+ Completed

Surfaces: IMID i
—l " Existing ™ Sec Ina.l

Amovnt: I 195.00
Frovider: IDDST iI [~ Do Mot Bill to Insurance

[ Require Start/Completion D ates

Start D ate; I
Completian Date: I

Diagnoses; *>* I

Motes: |Benzocaine topical gel. 1 carpule of Duranest, 1.5% with Epinephrine ~
1:200,000. 25% W20 with 2 10 minute 02 flush. Rubber dam uzed to izolate
the area, ligated tooth with floze. Matriv band used. Prep tooth. Copalite, Dipcal
liner, 4 zpillz of alloy. Oecclugion checked with carbon paper and adjusted with
carver. Contact checked with floss and smoothed with a contour strip.

W

Delete | (1] I Cancel |

3. Click Delete.
A warning appears.

4. To delete the procedure, click OK.

Invalidating Procedures in History

Chapter 5: Chart 119

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 GAAD, 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.

Validate / Invalidate Procedure in History

Yalidate / lnvalidate Procedure———————————— [~ Procedure Status

* “alidate Procedure © Invalidate Procedure ' Treatment Plan % Completed € Existing
[Cate: IIJ2£D1.:-'2IJ12

Procedure: IDEI1 20 Frocedure Dezcription: |Periu:udic: oral evaluation

Oweride Inzs. estimate

[~ Fiim. Insl— [ Sec Ins I—
Amnaunt: I 46.00 [ Da Mot Bill to Insurance

[T Require Start/Completion D ates

Pravider. Start D ate: I
Diagnnses:ﬂ| Completion Date: I

Hotes: |E vamined intraoral soft tissue- WL, extracral soft tissue- WHL. Patient iz not curmently taking
ary redications. Hard tizsue exam done and T plan nated an the toath chart.

QK Cancel

3. Select Invalidate Procedure.

4. To save the change, click OK.

5. DPost 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 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 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 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.
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Edit or Delete Procedure

Date: fi1/06/2019

Procedure Description
Procedurs: |D2'| 1] ﬂ |ﬂmalgam-3 surf. prim/perm

Tonth: I o Frocedure Status Owveride Ins. estimate

" Treatment Pl
reaiment Fan [~ Frim. Ins.l—
- IMH:'—il ¥ Completed
Ut aEes. [T Sec Ins.l

™ Ewxisting
Amount: I 195.00
Provider: IDDET il [ Do Mot Bill to Insurance

[ PRequire Start/Completion D ates

Start D ate: I
Completion Date: I

Diagnoses: »» I

Motes: |Benzocaine topical gel. 1 carpule of Duranest, 1.5% with Epinephrine ~
1:200,000. 25% W20 with 2 10 minute 02 flush. Aubber dam uzed toizolate
the area, ligated tooth with flozs. Matris band used. Prep tooth. Copalite, Dpcal
liner, 4 zpills of allay. Dcclusion checked with carbon paper and adjusted with
carver. Contact checked with floss and smaathed with a contour strip.

W

Delete | (] I Cancel |

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.

2. In the Notes text box, edit the existing or add a note.
3. To save the note and any other changes, click OK.

A %7 symbol appears with the procedure in the Progress Note area indicating that the procedure has an
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
history, you cannot edit or delete it. However, you can append an addendum to a Clinical Note in history.

To add or view a clinical note
1. In the Chart toolbar, click Clinical Notes.
The Clinical Notes dialog box appears.
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— Clinical Mote:

Mote Date:| 1240242019 ﬂ Append to Mote Inzert D ateline
I

Clear | F'reviu:uusl Mt | Eu:upyNu:utel Eupy.-‘i‘«lll

Templatesl 0Ok I Cancel |

2. 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. To save the note and return to the Chart, click OK.

Printing the Dental Chart

You can print a patient’s dental chart.

To print the Dental Chart

1. Select a patient.

2. In the Chart toolbar, click Print Dental Chart, and then click Dental Chart.
The Print Dental Chart dialog box appears.

Print Dental Chart

Top Margin [in Inches]: I o

I Print Todays "Work
¥ Print Treatment Plan

¥ Print TP Estimate D etai
W Print Chart as Displayed

(1] I 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. To print the Chart with the specified options, click OK.

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.

@ CUXESYE LES QN

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.
x Delete Click to delete an order from the Estimator.
% Set Complete Click to set a procedure to complete.
¢ Update Fees Click to update any fee schedule changes.
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lcon

Name

Function

Dental Pre-estimate

Click to set or clear pre-estimates for a procedure.

B

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.

LU

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:

e Perio Chart Toolbar

e Data Chart

¢ Tooth Indicator Controls

*  Navigation Controls

*  Data Entry Controls

The Perio Chart Toolbar

The Perio Chart toolbar has buttons specific to the Perio Chart features.

IEHS PAEN SER@ | - |

TH[ 1| 234|567 alto[11[12[13[14[15[16] Toathi Mahility

EIEC)I 3(2]2 233 333 333|232 (222222111 111|222 | 222 | 222 1121 21 [foci1c2c03C 4

Sup 0 0 1] 0 Tooth Code Furcation Grade(s)

GM 111|222 (222|122 (000 111211111 1|21 | ] | | >

CaL|  |333|333|333|333| 233|222 (333 | 322 (333 222 (22| 333|112 (121

h;g | oo I Plaque Bone Loss

Tt = =l

PHE|_ | 1 1]z 2 : —

PO 332|333 (333|233 (332 | 221|111 |11 |122| 222 | 222 | 222 | 222 | 221 Script <- Arch > |

g&% g 0 0 Prey Home Mext

GM 112|222 (222222 (111 |om 111 | 211 {111 o | 211

ﬁuﬁL 333(333| 333|333 | 333 | 322 352|322 | 233 222 | 322 | 333|222 22 *Facial/Lingual |

Probing Depth

FD 333|303 | 393 | 222 | 222 | 111|117 | 117 | 222 | 223 | 222 | 352 | 33 | 3a3 g ep

B 0 : LI 0T o[afs]+

GM 111{111 111 111112111111 (111|111 B CE B

Cal| |333|333|333|222 (222|111 (111|111 |333) 333|333 | 333 ) 233 (333 FTo s cae 4[58+

MG

Fiz 10 Gingival Margin

PLEB 112]3 Nt
Hi

FD 333|333 (333|222 222 | 233|222 | 112|222 | 332 | 222 | 333 ] 333 | 333 Cirical 5t Lowal . 0 | Clear

i o L [E05

B 112{111 (111|111 [111 [111 111|111 [110{117 |222| 222|222 | v |-

CaL|  |333|333|333|333|222| 233|222 223|333 332 | 333 333 333 (333 MG

M 110

32|31 |30|2a (28|27 |26| 25|24 | 23|22 |2 | 20|19 )18 |17
| Data Chart |

| Tooth Indicator Controls |

| Navigation Controls |

| Data Entry Controls

Button | Name Function
New Exam Click to open a new perio exam.
Open Exam Click to open a perio exam.
Save Exam Click to save a perio exam.

Print Perio Reports

Click to print a perio report.

Options

Click to open the Options menu.

Z|o|lb|@d|E| =

Setup

Click to open the Perio Entry Setup dialog box.
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&

Set Date

Click to set a date for a perio exam.

N4 Select Provider Click to select a dental care provider.

S Perio Score Click to open the Perio Score dialog box.

I Diagnostics Click to open the Perio Clinical Notes dialog box.
e Summary Click to open the Perio Chart Totals dialog box.
& Help Click to open 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#

The following list contains explanations of the abbreviations used in the data chart:

.
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0
0
1
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1
3

3
233
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333

333

282
Eicie]
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Eicie]
]

]
e
333

1
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2
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1
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222

222
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222

1
322
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13
222

0

211
333

282

211
Eicie]
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112
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2
282
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15
121
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233

111
233

26

111

111

222

222
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111

11

112

111
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24

222

111
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111
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22

222

111

222

111
a3z

21

eieie]

111

333

22
Eicie]

20

eieie]

111

333
0

22
Eicie]

19

eieie]

111
333

10

333

22
Eicie]

18

17

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.

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.
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* MG (Mucogingival Junction) — Indicates the MG]J 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 # kd ability
[ 2] [foc1 20304
Tooth Code Furcation Grade(z)
[ fore) | S
Flagque Bone Loss
| =l 4

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 -

Prew Home Hext

* 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.

*  To switch between the upper and lower arch (or vice versa) without changing the script settings, click

Arch.
*  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.
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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

Praobing D epth
7|8]91
B B (B
SoEnisy Y| 0|6

Gingival M argin

N I | I

Clinical Akt Lewvel 0 Clear

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:
*  Customizing perio examinations

*  Configuring Auto Settings

e 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.

Note: If the Perio button is blue, a perio exam is on file for this patient.

3. In the Perio Chart toolbar, click Setup.
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‘The Perio Entry Setup dialog box appears.

Peric Entry Setup

Calculation Optionz Flag Red Limit
4 5 {F
v Probing Depth [v C.A.L.

— Auto Settings
W Path Advance * CAL=PD +GM  PD=CAL-GM

¥ ToothAdvance || & GM=CAL-PD ¢ Mo Calculation

— Scrpt Settings

N | D | )

" Script 1 " Script 2 £ Seript 3
MeaSUrE:IPrnhing Depths vl Measure:lF’mhing Depths vl Meazume: IF'mbing Depthz vl
3 3

170003 O /0 5\ [
U | W) || &

7 7
" Script 4 " Script 5 = Script B
Measure:lm Measure:lm Meazure: IW
= Mane
— Skip Teeth with Selected Conditions
[T Crown v Implant & Crown ¥ Impacted - Mesial v Portic
¥ Implant ¥ Miszing ¥ Impacted - Distal v Unerupted

(] 8 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 1
advances from tooth 9 to 16 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 moves from tooth
32 to 25 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 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 Chart, in the toolbar, click Perio Chart.

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, in the Perio Chart toolbar, click Setup, and then select the script settings that match your
charting style.

3. Asappropriate, in the Perio Chart toolbar, click New Exam or Open Exam, and then type or click to
enter measurements.

The
info
The
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exam advances automatically through the data chart according to your script settings. To enter
rmation not included in the script, use your mouse and the Perio Chart controls.

following list outlines the function of each item in the controls:
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.)




Chapter é: Perio Chart 137

* 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
= allEntries?

™ Today's Entries Only

(1] I Cancel

2. Select one of the following:

e All Entries? — Saves all displayed exam information for patients with previous perio exam
information.

* 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 Exarn

& Save Al Entries?
" Save Today's Ertries Only
" DoNot Save

kK I 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. To save the exam information, click OK.

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 click Exam Comparison.




The Perio Comparative Selections dialog box appears.

Perio Comparative Selections -

— Compare — Select Comparizon Exam—
% Probing Depths 051172011
. . 03/28/2011
" Gingival Margin 201 4201 2
" Clinical Attachment Level 11/06/2013

= b obility

" Furcation Irwvolvement

QK I 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, sclect 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. To activate your choices, click OK.

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.

Perio Chart Open

Delete

09/28/2011
02/01/2012 —
11/06/2019 Ance |
1142242019

2. Select the exam that you want to print, and then click OK.

The selected exam information appears.

Easy Dental 12.2 User’s Guide



140 Chapter é: Perio Chart

3. In the Perio Chart toolbar, click Print Perio Reports.

The Perio Print Selections dialog box appears.

Perio Print Selections

Letters Charts

[ Insurance Consulkant [~ Data Chart

[ Patient File [ Pocket Depths Only

[ Pat!entlnltlal [~ Exam Comparison

[ Patient Progress

[ Patient Comnpletion

[ Referning Dentizt Initial

[ Refening Dentist Progress

| Refening Dentizt Completion 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. To print your selections, click Print.
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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.

€ Easy Dental

Dais. Karant nE . Primary Provider B —
G) Ve 3T F el SppOlAtTanE Smith, Dennis (DDS1) Equicor Cigna Iy o b5
oo _ 5 - . T
A FTHANED saE@ §, B UG8
o || Date | Mame | Surface | Tooth| Checks | Code | * | Description | M| D]  Amount| Prov [ Ins | Balance |
';l'_ ) 11/06/2019  Karen Davis 1] 3 D2140 Armalgam-1 surf, prim/perm 127.00 D051 Mo 127.00
/-x"f' 11/06/2019  Karen Davis 20 D2750 Crown-porc fuse high noble mtl 995.00 D051 No 12200
n_‘- 1/11/2019  Karen Davis MOD 4 D260 Armalgam-3 surf. prim/perm ] 195.00 DDS1  No 1317.00
ey 1171172019 Karen Davis 2 D2ree Crown-full cast noble metal 950,00 DDS1 No 2267.00
\\ J M09 Karen Davis 2 D3azte Endodontic therapy - antesior 560,00 DDS1 Mo 2927.00
W
oun
Treatment Plan Total 2227.00
Future Due. Plans §
Driginal Bal. 150000 Payment 125.00
Remain Bal. 125000 Due Date Thu, Sth

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.

The Treatment Plans Toolbar
A THEAEBE niEE §, 2 WES

Button [ Name Function

31 Select Patient Click to select a patient.
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Button | Name Function
copes 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.
%{ Show Transaction Links Click to show which transactions are related to one another.
E Dental Diagnostics - Attach to Click to select diagnostic codes and attach them to
Procedures procedures.
@ 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
L= . .
Microsoft Word templates to create letters for patients.
[ Quick Labels Click to create custom labels.
(@] Send Message Click to send email messages. You must install a MAPI-
compliant electronic messaging system to use this feature.
LF_ Estimator Click to display a patient’s treatment plan and calculate
14 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 then 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: I11.-"224"2|:|1 9
Procedure Description Explozion Codes:
I;‘-‘«malgam-E zurf. prim/perm Bridge
Status 00 Amalg.
% Treatment Plan Eduﬂgirpnpélg
" Completed MOD Comp.
Surfaces: I ﬂ " PerioE=am
i Perio-Low
Armaunt: I 161.00 W) Deerezles e Peno-Up
[~ Do Mot Bill to Insurance REAdult
Frovider. IDDS-I ﬂ [T Fequire Start/Complstion Dates EEEh”d
omp
Start [ ate: I TRCACrwn
Completion Date: I
Frocedure List Add | Change | Delete |
Add
*Procedure reguires additional treatment information.
OF./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:

¢ (lick the Procedure search button.

The Procedure Codes dialog box appears.

Procedure Codes

Category Procedure Code List
| Mone ~ Dozn Periodic oral evaluation ~
Dot40 Lirnited oral evaluation
Preventive 00145 Oral evaluation < 3 vrs of age
Restorative DO1&s0 Comprehensive oral evaluation
Endodontics DMED Detail/estenzive oral eval, B/R
Periodontics Do1vn Limited re-evaluation
Frogth, rermow DmA Re-eval - Pogt-op Office Wizt
b awilla Prasth Do1an Comprehensive pena evaluation
Implant Sery L0190 Screening of Patient
Prostho, fixed oo Azzezzment of Patient
Qral Surgery Do210 Intraoral Full Mouth Images
Orthodontics b 00220 |ntracral Peniapical Images hd
(] I Cancel |

e Select a category from the Category list.

*  Select the appropriate code from the Procedure Code List, and then click OK.
*  Double-click an explosion code from the Explosion Codes list.

e 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. To add the procedures to the Procedure List, click Add.

6. To save the procedures to the Treatment Plan, click OK/Post.

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)

Enter code: Included Diagnostic Codes:
Other LI Selected Diagnostic Codes
[3-02000  Other Hypertension

[4-51051  Other Dental Fluol

D4-51075  QOther Abnormal Tooth eruption

D4-51120  Other Wertical Overbite

D4-51131  Other Malocclusion angle, class 1 Add - |
D4-51261 Other Failure of Exfoliation

0451520 Other Dentigerous cast y |
0510130 Other Cementum Carnies LEIRIER
0510250  Other Secondary dental caries, MOS

“Only four diagnostic codes of the zame code type can be gelected 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 then 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:
*  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-treatment 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 9) Created
" - =
wls- BEHXG
Patient: Davis, Karen Carrier: Equicor Cigna
Subscrber: Daviz, Karen Group Plan: Moble
Employer: Moble Finance
Billing Pravider: Smith, Dennis Claim Information: Standard
Rendering Provider: Smith, Dennis Diagnosis:
1) D4-51051
Pay-To Provider: Smith, Dennis 21 D4-51120
Tooth Surface Description Date Code Fee Ins Est
4 HOD Amalgam-3 surf. prm/perm 1171172019 D2160 195.00) 0.00] ~
v
Date Received Total Fee: 195.00
Estimated Ins. Portion: 156.00
Itemized Total: 0.oo Total Auth: 0.oo
Status (= |Insurance Plan Note
Create Date: 11/22/2019 Tracer:
Date Sent : 0On Hold: [Mo Mote]
5 Re-Sent:
Claim Status Note: Remarks for Unusual Services
[No Note] [No Note]

3. In the Primary Pretreatment Estimate toolbar, click Print.

The Pre-Estimate dialog box appears.

Pre-Estimate ...

Include
¥ Claim

[T attachment(s)

| Send to batch I

Send Electronically |

Prirt |

Cancel |

4. Click Send to batch, Send Electronically, or Print as appropriate.

Entering Insurance Estimates

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.
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The Primary Pre-Treatment Estimate window appears.

2. In the Primary Pretreatment Estimate toolbar, click Enter Estimate, and then click 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 D ate: I'I 1/22/2019
Pre-duth Mumber: ||

Coverage Amaount: | 156.00

Delete |

Total &mount Billed: |195.DD OF./Poszt I
[temized Tatal: |0.00 Cancel |

Tatal Estimate: |0.00

* Ifyou select Itemize by Procedure, the Pre-Treatment Estimate Update dialog box appears.

Pre-Treatment Estimate Update

Procedure Status: ————— Update Payment T able:
’717 Accepted © Rejected ’7 " Yez ™ Mo —‘

E ztimate Armount:

Current Coverage: | 156.00 Cancel |

e 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.

e 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.
¢ (lick OK.
The Total Insurance Pre-Estimate dialog box appears.

3. Type the Pre-Auth Number that will follow each procedure when it is completed and the insurance claim
is created.

4. Type the estimate amount in the Total Estimate field, and then 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.
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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-Estimate ...

Inchude
¥ Claim

[T Attachment(s)

| Send to batch I

Send Electronically |

Frint |

Cancel |

4. Select one of the following options:
* Send to batch — Sends the secondary claim to the Batch Processor.
* Send Flectronically — 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.

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.
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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
e Toolbar

* Transaction Log

¢ Account Detail Information

Danks. Saran B B ; Cal e Primary Provider B ——_
G@ 1171671982 (37) F e et Smith, Dennis (DDS1) Equicor Cigna n 5 8
] - - i@ | i i ]
VEAASN FEERTEOI Lo AR £ E &8 1L UG
= Date | Mame | Surface | Tooth| Check= | Code | * | Description | N[0 Amount| Prov |ins | Balance |
T 07/05/2015  Karen Davis D030~ Comprehensive oral evaluation 80.00 DDS1 Mo 80.00
/X'Y 08/05/2015  Karen Davis 35 Pay  * Check Payment - Thank You -100.00 DDS1 =20.00
el 11/05/2019  Karen Davis DO150 Comprehensive oral evaluation D 80.00 DDS1 60.00
5 11/05/2019  Karen Davis Do210 Intraoral Full Mouth Images I 119.00 DDS1 Mo 179.00
\ |": 11/05/2019  Karen Davis MD 28 D2150 Amaslgarn-2 surf, prim/perm I 161.00 DDS1
W 11/05/2019  Karen Davis 356 Pay Check Payment - Thank You =50.00 DDS1
11/05/2019  Karen Davis Ins Pr Dental Claim - Created 161.00
11/05/2019  Karen Davis Ins Sc Dental Claim - Created 161.00
11/05/2019  Karen Davis Ins Pr Dental Claim - Created 80.00
11/D6/2019  Karen Davis MID ] D2160 Arnalgam-3 surf. prim/perm I 195.00 DD51 Mo
11/06/2019  Karen Davis MOD 30 D2160 Arnalgam-3 surf. prim/perm & 195.00 DDS1 Mo
Cecurant:
-
froerir
=]
1
o
g
S S s e e T Tl . [Frar s —— =T |
807.00 [T 0.00 0,00 07,00 Est. Insurance Portion 0.0
! ! I J Ext. Patient Portion 0.00
Payment Plan 5
Billing Type (1) Standsed Billing - finance chasges
Last Acct. Payment 5000 Dale /0572018 Morthily Fat 500/ Pt Due 7500
Last Ins. Payment 0.00 Date Amt Past Due 000 Due Date 12/06/2013
Statement Date
o eI I aes 241.00 Future Due Payment Plans Summary
Expected Insurance 3000 Driginal Bal. 150000 Papment 125.00
Account Portion of Total Balance B7I7.00 FRemain Bal 125000 Due Date Thus, Sth

The Accounts Toolbar

The Accounts module includes a toolbar to provide easy access to the Accounts module’s tools.

S E XA FTEERTEHE mLoE AR 2 E A8 2 WG

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.

a 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.
@ Show Transaction Links Click to show what transactions are related to one another.
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Button | Name Function

] View Account Detail Click to expand the account details area of the Accounts module
window.

E’ Enter Payment Click to enter a guarantor’s payment.

;:;I' Enter Adjustment Click to adjust an account’s balance.

Enter Tax/Discount Click to add a tax or discount to an account.

Enter Finance Charge/Late | Click to apply finance and/or late charges to an account.

Charge

i

(]
[=]
o
m
W

Enter Procedure Click to to post a procedure for the patient.

Dental Diagnostics—Attach | Click to attach diagnostic codes to selected procedures.
to Procedure(s)

[ | (g |22

Patient Diagnoses Click to post a condition, such as an abnormal tooth eruption, to
the Chart.
INS Create Insurance Claim Click to create insurance or pre-treatment estimate claims.
kll Easy Checkout Click to post a payment, create a claim, and print a walkout

according to selected options.

Lk 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.

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.

B & el B

2 CareCredit Click to process CareCredit transactions and post them to the
Accounts module automatically for your patients with CareCredit
accounts.

e Month End Click to close out your books quickly and easily each month.
b
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 .
M Accounts module to meet the needs of your practice.
i Patient Alerts Click to flag certain conditions that you can attach to your
) patients.
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Button [ Name Function
ti Refresh Click to update information in the Accounts module.
qp'j 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:
¢ Date — The transaction date.

e  Name — The patient or guarantor name.

*  Surface — The surface letter or letters when applicable.

e Tooth — The tooth number when applicable.

*  Check # — The check number.

*  Code - The procedure code or transaction type.

* *_ Anasterisk 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.

e D - The letter “D” indicates that the procedure has diagnoses attached to it.
*  Amount — The transaction amount.

*  Prov — The provider of each transaction.

e 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.”

e Balance — Account or patient running balance (when selected).

Date [ Name [ surface | Tooth| Check# | Code [ * [ Description [N]D] Amount[Prov [Ins |  Balance
07/05/2015  Karen Davis D050 * Comprehensive oral evaluation 30.00 DDS1 Mo 50.00
08/05/2015  Karen Davis 345 Pay * CheckPayment - Thank You -100.00 DDS1 -2000
11/05/2018  Karen Davis D050 Comprehensive oral evaluation D 30.00 DDS1 £0.00
11/05/2019  Karen Davis DO2I0  Intraoral Full Mouth Images r 119.00 DDS1  Ne 179.00
11/05/2019  Karen Davis MD 2 D2150  Amalgam-2 surf. prim/perm I 161.00 DDS1 340,00
11/05/2019  Karen Davis 356 Pay Check Payment - Thank You -50.00 DDS1 29000
11/05/2013  Karen Davis Ins Pr Dental Claim - Created 161.00 29000
11/05/2019  Karen Davis Ins Sc Dental Claim - Created 161.00 29000
11/05/2013  Karen Davis Ins Pr Dental Claim - Created 20.00 20000
11/06/2019  Karen Davis MID 8 D2160  Amalgam-2 surf. prim/perm r 19500 DDS1 No 485.00
11/06/2019  Karen Davis MOD 30 D2160  Amalgam-2 surf. prim/perm I 195.00 DDS1  Ne £20.00
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Clicking the View Account Detail button 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.

0330 | 3260 | 6190 | 91-> | Family Balance 0.00
0700 | 0.00 | 0.00 | 0.00 | 907.00 Est. Insurance Portion g%
.............. = o
Billing Type (1] Standard Eilling - finance charges HMMP-{ Due 7500
Last Acct. Payment 50.00 Date 11/05/2019
Last Ins. Payment 0.00 Date 000 Due Date 12/05/2019
Last Statement Date
‘o ding Billed to | 241.00 - Future Due P. Plans 5
| Expected from Insurance 30,00 Original Bal. 150000  Payment 125.00
| Account Portion of Total Balance 877.00 125000 Due Date Thu, 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.

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.

Est. Insurance Portion — Estimated insurance portion for today.

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 then from the Select Patient dialog box, select the

2.

patient that you want to post a procedure for.

In the Accounts toolbar, click Enter Procedure.
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The Enter Procedure(s) dialog box appears.

Enter Procedure(s)

D ate: I'I'Ir"22f2|]‘l |

Procedure Description
I;‘-‘«malgam-E zurf. primdperm
Statuz
% Treatment Plan

" Completed

Procedure: ||

Tooth: I_

Surfaces: I ﬂ
Amount: I 161.00
Provider. [DD51 >3]

[T Overide Proc Flags
[~ Do Mot Bill to Insurance
[T Fequie Start/Completion D ates

Start [ ate: I
Completion [ate: I

Delate |

Procedure List Add |

Change |

*Procedure reguires additional treatment information.

OFk./Post Cancel

Explozion Codes:

Bridge

00 Amalg.
D0 Comp.
tOD Amalg
MOD Comp.
PerioE xam
Perio-Low
Perio-Lp
REAdult
REChild
REComp
T=RC/Crvan

Add

Click the Procedure search button.

The Procedure Codes dialog box appears.

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.

If necessary, do the following:
* Type the appropriate tooth number.
*  Click the Surfaces search button.

The Surface Selection dialog box appears.

[T Mesial

[ Incizal/Occluszal

[T Distal

[™ Lingual

[T Facial/Buccal

[T Class Five

Surfaces gl
k., | Cancel |
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*  Select the appropriate surfaces.
¢ (lick Add, and then OK.
6. To add this procedure to the Procedure List, click Add.
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 then from the Select Patient dialog box, select the
patient you want to post a payment for.

2. In the Accounts toolbar, click Enter Payment.

‘The Enter Payment dialog box appears.

Enter Payment

Date: Type:
I‘l 14220208 Check Pavment - Thank You

. Cazh Payrment - Thank “ou
e Check Pt at Visit - Thank You
|p.00 VISAMC Payment - Thank You
Check #: Dizcover Payment - Thank You

AbEX Payment - Thank 'ou
I Online Credit Card - Thank You
Bank./Branch #: Electionic Check - Thank Y'ou
I FPayment from Collections
Ihsurance Payment [pre-system)

Provider:
DDST | Spit Papment |
Fatient:

IFamin LI

v &pply ta Payment Plan
Mate:

£ CareCredit | ] I Cancel |

3. Do the following:

e Date — Type a new date to change the procedure date from the current date.
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* 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.

*  Check # — Type the check number (up to 20 characters).
e Bank/Branch # — Type the bank and/or branch number.

Note: The information you enter here appears on all Deposit Slips.

e Type — Select the appropriate type from the list.
To change the provider you want to apply the payment to, click the Provider search button.

a. Select the appropriate provider from the Select Provider dialog box.
b. Click OK.
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 Payment

Payment Amaount: | 100.00 Add Praovider

Prosader Balance Acct Est* Fay
DDs1 907 .00 74820 0.oo

I

— Split Methods -

b arwsal

FIFD

Aot Est

it

Remaining Amaunt: | 100.00

* The Account Estimate iz the estimated account portion of the
provider balance, bazed on pending dental insurance claims.

OFk./Post I 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
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.)
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*  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).

e =— Splits the payment amount equally between providers with a balance.

8. In the Patient list, do one of the following:
*  To apply the payment to the head-of-household, select Family.
* To apply the payment to the selected patient, select the patient.
9. If the payment requires clarification, type a note.

10. To post the payment, click OK.

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 OffCl‘ discounts.

To enter an adjustment

1. In the Accounts toolbar, click Select Patient, and then from the Select Patient dialog box, select the

patient you want to enter an adjustment for.

2. In the Accounts toolbar, click Enter Adjustment.

The Enter Adjustment dialog box appears.

Enter Adjustment

Date: Type:
I'I 1/22/2M19 -Family/Friend Courtesy
Amount: -FuII-F'a_I,!ment Courtesy
-Profegzional Courtesy
m -Senior Citizen Courtesy
-Staff Courtesy
-Charitable Contribution
+5Sales Tax
+Charge Adjuzstment
-Credit Adjustmett
+Electronic Check Credit

Frovider: +0nline Credit Card Credit

+M5F Check,
oSt > +NSF Bark Fee v
Patignt:

IFamiI_l,l LI

M ote:

£ CareCredit | k. I 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.
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5.

To attach the adjustment to a provider other than the guarantor’s primary provider, click the Provider
search button, and then select the appropriate provider from the Select Provider dialog box.

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.
Type a note explaining the reason for the adjustment.

Click OK to post the adjustment.

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 then 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 or Late Charge

Drate: Type:
j11/22/219
Amount;

[

* Finance Charge
{” Late Charge

Provider:

DS ﬂ

Mate:

ak I Cancel

Select one of the following:

* Finance Charge

e 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
then select the appropriate provider from the Select Provider dialog box.
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5. In the Note text box, type any necessary explanation for the charge.

6. To post the charge, click OK.

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.

To enter a tax or discount

1. In the Accounts toolbar, click Select Patient, and then 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 Date: Ih 172242019 Tax / Dizcaunt Type:
Caleulate for Professional Courtesy
) Salez Tawx
" Cunent Patient Senior Citizen Courtesy
&l Family Members
" Selected Procedures
Provider: IDDS'I ﬂ
M ate:
A tawdizcount will be pozted bazed on the zum
of all charges for the current patient, for all family
mermbers. or for the selected procedures for the
entered procedure date. oK I 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.

4. Under Tax/Discount Type, sclect 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
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6. To change the provider to attach the tax or discount type to, click the Provider search button.
7. In the Note text box, 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.

To edit a transaction

1. In the Accounts toolbar, click Select Patient, and then from the Select Patient dialog box, select the
patient whose transaction you want to edit.

2. In the Transaction Log, double-click a transaction.

Date [ Name [ surface | Tooth [ Check# | Code [ * [ Description [N][D] Amount]Prov [ins [ Balance
07/05/2015  Karen Davis D050 * Comprehensive oral svaluation 80.00 DDS1 No 80.00

/05/2015  Karen Davis 25 Psy  * CheckPayment - Thank You -100.00 DDS1 -20.00
11/05/2019  Karen Davis D050 Comprehensive oral svaluation D 80.00 DDS1 £0.00
11/05/2019  Karen Davis D00 Intrsoral Full Mouth Images I 119.00 DDS1 Mo 179.00
11/05/2019  Karen Davis MD 28 D2150  Amalgam-2 surf. prim/perm I 161.00 DDS1 240.00

11/05/2019  Karen Davis 356 Pay Check Payment - Thank You -50.00 DDS1 290.00

Karen Davis Ins PrDental Claim - Created 161.00

Karen Davis Ins Sc Dental Claim - Created 161.00

Karen Davis Ins Pr Dental Claim - Created 20.00 0.00

Karen Davis MID 8 D2160 Amalgam-3 surf. prim/perm I 195.00 DDS1T  No 483.00
11/06/2019  Karen Davis MOD 30 D2160 Amalgam-3 surf. prim/perm I 195.00 DDS1T  No 680.00

The Edit or Delete Procedure dialog box appears.

Edit or Delete Procedure

Date:ll‘l 1/06/2013

Procedure D ezcription
Procedure: IDE'I B0 ﬂ I.&malgam-E zurf. prim/perm

Toath: I a Procedure Status Override lhe, estimate

" Treatment Pl
reemEr e [~ Prim. Ins.l
Surfaces: IMID _ﬂ % Completed
- " Existing [ Sec |n$.|
.ﬁ.mount:l 195.00
Provider: IDD51 ﬂ [~ Do Mot Bill to Insurance

[~ PRequire Start/Completion Dates

Start D ate: I
Completion D ate: I

Diagnozes: ** I

Mates: |Benzocaine topical gel. 1 carpule of Duranest, 1.5% with E pinephrine -
1:200,000. 25% M20 with a 10 minute 02 flush, Bubber dam used to isolate
the area, ligated tooth with flozs. Matris band uzed. Prep tooth, Copalite, Dypcal
liner, 4 zpillz af allay. Occlusion checked with cartbon paper and adjusted with
camnver. Contact checked with flozz and smoothed with a contour ztrip.

w

Delete | ak. I Cancel |

3. Make any necessary changes to the transaction, or do one of the following:
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* To delete the procedure from the Transaction Log, click Delete.
*  To return to the Accounts module without making any changes, click Cancel.

4. To accept the changes you made, click OK.

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.

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. In the Accounts toolbar, click Select Patient, and then from the Select Patient dialog box, select the
patient whose transaction you want to invalidate.

2. 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.

Validate / Invalidate Precedure in History

Yalidate /' lrvalidate Procedure————————— [~ Procedure Statuz
% Yalidate Procedure 7 Invalidate Procedure " Treatment Plan & Completed € Existing
Date: II:IE.-’D'I!2EI12
Procedure: IDEI'I 20 Procedure Dezcrption: IPEIiDdiC oral evaluation

Owernde Ing. estimate

[ Frim. Insl— [T Sec Ins I—
AmaLnt; I 4600 [T DoMotBill to Insurance

[T Require Start/Completion D ates

Provider: Start Date: I
Diagnnses:ﬂ| Cormpletion Oate: I

Motes: |Examined intraoral soft tizsue- WL, extraoral zoft tizsus- WHNL. Patient iz not currently taking
ary medicationz. Hard tizsue exam done and T plan noted on the tooth chart.

0Ok Cancel

2. Select Invalidate Procedure.

A plus sign (+) appears in the line in the Transaction Log’s history to denote that you invalidated the
procedure.
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3. Click OK.
4. Enter a credit adjustment to credit the account for the amount of the procedure.
To learn more, see “Entering Adjustments” on page 159.

5. 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
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 155 for more information.

To create a primary claim

1. In the Accounts toolbar, click Select Patient, and then 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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vasEsXN

Patient: Davis, Karen
Subscriber: Davis, Karen
Employer: Moble Finance

Carrier: Equicor Cigna

Group Plan: Moble

[Secondary Insurance]

Billing Provider: Smith, Dennis

Claim Information: Standard

Rendering Provider: Smith, Denniz Diagnosis:
Pay-To Provider: Smith, Dennis
Tooth Surface Description Date Code Fee Ins Paid
28 MD Amalgarn-2 surf. prim/perm 11/05/2019 02150 161.00 0.00] A
v
Total Billed: 161.00 Pmt D ate Pmt Amt Bank/Branch # Check # Proy
Est Ins Portion: 0.00 A
Itemized Total: 0.00
Total Paid: 0.0
Ded S/P/0: 0/0/0 v
Status (= |Insurance Plan Note
Create Date: 11/05/2013 Tracer:
Date Sent : 0On Hold: [Mo Mote]
. Re-Sent:
Claim Status Note: Remarks for Unusual Services
[Mao Mate] [Mao Mote]

3. In the Primary Dental Insurance Claim window toolbar, click Print.

The Insurance Claim dialog box appears.

Insurance Cla...

Include
¥ Claim

[T attachment|z]

Send to batch I

Send Electronically |

Print |

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.

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.
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¥ Primary Insurance Claim [

SATEHOXW [ e |

=
Patient: Daviz, Karen Carrier: Equicor Cigna - .
Subscriber: Daviz, Karen Group Plan: Moble Subscribsr Information Block
Employer: Noble Finance (Secondary Insurance]
Billing Provider: Smith, Dennis Claim Information: Standard
Diagnosis:

Rendering Provider: Smith, Dennis

Pap-To Provider: Smith, Denniz

Tooth Surface D escription Date Code Fee Ins Paid
28 D Amalgar-2 surf. prim/perm 11/05/2013 D2150 161.00; 0.00] A

| Procedure Information Block |

Total Billed: 161.00 Pmt Date Pmt Amt Bank/Branch # Check # Prov
Est Inz Portion: 0.on ~
Itemized T otal: 0.00
Total Paid: 0.00 i
Ded S/P70- /v Payment Information Block v
Status (= |Insurance Plan Note
Create Date: 11/05/2019 Tracer:
Date Sent : On Hold: [Mo Mote)
i Re-Sent:
Claim Status Note: Remarks for Unusual Services
| Claim Status Block | [Mo Mate]

The Primary Dental Insurance Claim window consists of the following sections, called blocks: Subscriber
Information, Billing Provider, Rendering Provider, Pay-To Provider, Claim Information, Diagnosis,
Procedure Information, Payment Information, Claim Status Information, Insurance Plan Note, 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.

The Patient/Insurance Information dialog box appears.
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Patient / Insurance Information

Signiature on File
[ Release of Infarmation
[ Assignments of Benefits

Subzcnber (D #: |000000007

Current Year's | Previous Year's |

Deductible
Lifetime Annual Annual
Individual  Individual Farmily
Standard Required: |0.00 0.00 0.on
Met: |0.00 |0.00 |0.00
Presentive Required: |0.00 50.00 .00
Met: |0.00 |0.00 |0.00
Other Required: | 0.00 0.00 0.00
Met: |0.00 |0.00 10,00
Individual F amily
M awimurn Benefits: | 3000.00 0.oo
Benefit Applied:  |0.00 |0.00

Ipdate Secondary Insurance: [ Ok | 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.)

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.
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Select Provider

S
Smith Junior, Denniz
DDs3 Cook, Maria Frirmary
EHDO Ewang, Enca Frimary
ORTH Qliverson, Dzcar Frimary
FECO Childz, Brenda Prirnary
FERI Pearzon, Faula Frimary w
clLiorz [ . Chmiim | m -

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.

Insurance Claim Information

—Place qf Treatment Pre-Authorization Mumber Il— —For Special/Medicaid Claims
* Office ¢ Hosp

Fieferring Prow: I
" ECF & Otker | FirstVigit Date Current Senies: I

Feason for Pre-Auth;

I— Original Reference Mumber [#): I— * Required " Services Exceed Max.

[ Oral Surgery [~ ReEvaluation
~ Student Status [ Special Caze [ Eutension Requested
Statuz: INutStudent vl Schoal, City: | [ Medicare [ CHOP
— Attachments [™ Eligibility Pending [~ CCs
Fadiographiz] Enclozed: Iﬂ_j Modelz] Enclozed ; |0 j I Retroactive Eligibilty
1= b | — Prozsthesis
Oral Image(s] Enclosed. |0 — Other Attachment(s): |0 =
= —1 Status: Im Order Date:l—
Insurance Fef #: | Include Attachment(s) |
Replace Fieason:l Frior D ate: I
— &dditional Irformation I Pricr Date |5 Etimate
I Disabled Date Descriptions r Other Subscriber |nformation

" Dceup liness Or Injuy :I I Fiernaining Patient Liability Amaunt; I
IND Accident ;I I I

. Total Mon-Covered Amount; I—
[ Orthodantic Treatment: I Mos. Femain: I_

[ Services Covered by Another Ing Plan; | Frimary Claim Adjustment Reason(s) |

Clear | ak I Cancel |

2. Make changes to any of the information displayed in the Insurance Claim Information dialog box,
including:
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e Place of Treatment e Orthodontic Treatment

e Arttachments e Student Status

e Prosthesis e First Visit Date Current Series
* Disabled Option *  Pre-Authorization Number

*  Occupational Illness *  Accident Information

Note: Pre-authorization numbers print on most claim forms. If there is more than one number for the
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.

The Insurance Claim Information dialog box appears.

Insurance Claim Information

—Place aof Treatment Pre-tuthorization Number: Il— —For Special/Medicaid Claims

¥ Office  Hosp

Referring Prow: I
i ECF ¢ Otker Firgt izt Date Current Series: I Fieason for Pre-Auth:
[ Original Reference Number (4} | @ Required  Services Exceed Man.

[ Oral Surgery [~ ReEvaluation
~ Student Status [~ Special Case [~ Extension Requested
Status: INntStudent vl Schoal, City: I [~ Medicare [~ CHOP
[ Eligibility Pending [~ CCS

—Attachments

=

Radiograph(z) Enclosed: |0 _:| Models] Enclosed : |0 ::ll I™ Retroactive Eligibilty

Oral Image(z] Enclozed, |0 ::|I Other Attachment(s]: |0 j - Prosthesis

Status: IW Order Date:l
|nsurance Fef #: | Include Attachment(s) |
Feplace Heasan:l Frior D ate; I

— &dditional Information ™ Fricr Date = Estimnate
[ Disabled Date Descriptions — Other Subscriber Infarmation
™ Ocoup. lliness Or Iniury :I I Remaining Patient Liability Armount; I—
INCI Accident j I I
I Othodantic Treatment: I— Mos. Fiemain I_ Total Mon-Covered Amount: I—
[ Services Covered by Another Ins Plan; I Frimary [Hlaim Adiustment Reason(s] |

Clear | ak I Cancel |
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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)

—&ttach From
Docurnents I Irmport Perio Chart |
MHon-Electronic |
E azy Image | | rmport File |
Date | Categon Filenarne | (rigin | Type | MHate
< >
Attachment [nformation Remove Attachment |
YWhen an attachment iz printed or zent electronically the
ozt recent verzion of the attachment will be uzed.
Cloze |

4. Do the following:

Documents — Click to select an attachment that is assigned to the patient in the Documents module.

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.

To include a note of up to 255 characters with an attachment, select the attachment and click
Attachment Information.

To remove an attachment from a claim, select the attachment and click Remove Attachment.

A message appears.

7. Click Yes to remove the attachment.
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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 following information:

*  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 from which you can edit payment or estimate
information.

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.
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Insurance Claim Status

Create Date:  [11/05/2019 [ Llaim Status Note: |

|nzert D ateline | Clear

Status [rate

I~ ClamSent: |
I~ TracerSert: |
™ OnHold: |
™ ReSent: |

Yoided :
Wik I (] I 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 you 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 Plan Note block.

The Insurance Plan Note dialog box appears.

Insurance Plan Mote

Inzert D ateline |

Clear | Ok I Cancel
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2. Do one of the following:
* Type additional notes.
*  Click Clear to clear the current notes.

3. Click OK.

Remarks for Unusual Services
The Remarks for Unusual Services block displays any narrative for the claim to document and/or explain

treatment. These remarks print on the claim.

Note: When submitting claims electronically, only the first 125 characters of the note are transmitted.

To include remarks for unusual services

1. In the Insurance Claim window toolbar, click the Remarks button or double-click the Remarks for
Unusual Services block.

The Remarks for Unusual Services dialog box appears.

Remarks for Unusual Services

Inzert D ateline |

Clear | k. I Cancel

2. Do the following:

¢ (Click Insert Dateline to add a dateline to the note.
. . b
* Type any notes necessary to document and/or explain the patient’s treatment.

3. Click OK.

Diagnosis
In the Diagnosis block, you can 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.

Easy Dental 12.2 User’s Guide




174 Chapter 8: Accounts

Sort Dental Diagneostic Codes

towe p | MD'-.-'EDDWH'

Sort Diagnozis codes in the following arder for claims:

U O5-10130 Other Cementum Caries

| ] I Cancel

[” 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 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.

¥ Primary Insurance Claim (11,

@ascE®SxXQ

Patient: Davis, Karen
Subscriber: Davis, Karen
Employer: Moble Finance

Carrier: Equicor Cigna
Group Plan: Moble

[Secondary Insurance)

Billing Provider: Smith, Dennis Claim Information: Standard
Rendering Provider: Smith, Dennis Diagnosis:
Pay-To Provider: Smith, Denniz
Toath Surface Description Date Code Fee Ing Paid
28 MD Amalgarn-2 surf. primdperm 11/06/2019 D2150 T61.00] 0.00] -
v
Total Billed: 161.00 Pmt Date Pmt Amt Bank/Branch # Check # Prov
Est Ins Portion: 0.oo -
Itemized Total: 0.00
Total Paid: 0.00
Ded 5/P/0: 0/0:0 &
Status (= [Insurance Plan Note
Create Date: 11/05/2019 Tracer:
Date Sent : On Hold: [Mo Mote]
3 Re-Sent:
Claim Status Note: Remarks for Unusual Services
[Mo Nate] [Mo Mote]

2. 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.
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3. 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.
4. Re-create the insurance claim. See “Creating Primary Claims” on page 164.

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.

To enter an insurance payment

1. In the Accounts toolbar, click Select Patient, and then from the Select Patient dialog box, select the
patient you want to enter a payment for.

2. 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 (

@8 EBEaext

Patient: [ aviz, Faren Carrier: Equicor Cigna
Subscriber: Davis, Karen Group Plan: Moble
Employer: Moble Finance [Secondary Insurance]
Billing Provider: Smith, Denniz Claim Information: Standard
Diagnosis:

Rendering Provider: Smith, Dennis

Pay-To Provider: Smith, Dennis

Toath Surface Description Date Code Fee Ing Paid
28 [X]5] Amalgam-2 surf, prim/peim 11/05/2M49 D2150 161.00) 0.00] -
v
Total Billed: 161.00 Pmt Date Pmt Amt Bank/Branch # Check # Prov
Est Ins Portion: 0.00 ~
Itemized Total: 0.0o0
Total Paid: 0.00
Ded 5/P/0: 04040 &2
Status (= |Insurance Plan Note
Create Date: 11/05/2019 Tracer:
Date Sent - 0On Hold: [Mo Note)
. Re-Sent:
Claim Status Note: Remarks for Unusual Services
[Mo Mate] [Mo Mate]

3. From the toolbar, click Enter Payment, and then click one of the following:
* Itemize by Procedure — Go to step 4.

The Insurance Coverage Update dialog box appears.
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Insurance Coverage Update

Im Ilpdate Payment Table:
’7 ¥ hg —‘

Amount Paid:

i Yes

Pre-Treat E gtimate: 0.0o

Current Coverage: Ok I Cancel |

* Total Payment Only

The Total Insurance Payment dialog box appears. Go to step 5.

Total Insurance Payment

— Enter Inzurance Payment

Date I'I 1/22/2019
Check # ||

Bank/Branch # I

— Provider Amounts

— Claim Taotalz

Pre-futh Numberl
Coverage Amount 30.00
T otal Amount Billed 20.00

Itemized Total 0.00
Total Amount Paid 0.00

— Enter Adjustment

™ whieDit & ¢ O =

Total Amount I

Prow ltemized Balance - Amt Paid = Mew Bal
DDsA .00 907.00 0oo o 907.00

+ Inactive Provider.
Fayrnent Tatal 0.00

#dd | Edi | Re-apply Amt Paid using FIFD |

— Deductible Applied For Claim Delete

Standard Fresentive Other
0.an 0.0n 0.an

OFK./Puozt

Cancel

i

4. 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.

¢ (Click OK.

Each procedure prompts you for an itemized payment, and the Total Insurance Payment dialog box
appears.

5. From the Total Insurance Payment dialog box, do the following:

*  Check # — Type the check number of the insurance payment.

Easy Dental 12.2 User’s Guide




Chapter 8: Accounts 177

This information appears on your deposit slips.
*  Deductible Applied For Claim — Type the amount that was applied to the patients deductible in the
appropriate fields according to the Explanation of Benefits (EOB).
6. Ifyou did not itemize payments and need to change the Payment Total, under Provider Amounts, select
the provider from the list, and then do the following:
* To split the payment with another provider, click Add. From the Provider Payment dialog box,
select the second provider, type the amount paid, and then click OK.
* To change the payment total, click Edit. From the Provider Payment dialog box, type the amount
paid, and then click OK.
7. If you do not bill patients for the remaining balance after insurance, under Enter Adjustment, select
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 Adjustrment

D ate: Type:

I-I 1/22/2013 -Farnily/Friend Courtesy

Amaunt: -Full-Payment Courtesy
-Professional Courtesy

Im -Senior Citizen Courtesy
-Staff Courtesy
-Charitable Contribution
+5ales Tax

+Charge Adustment
-Credit Adjustment
+Electronic Check Credit

Provider: +0nline Credit Card Credit
+MSF Check
bos1 > +NSF Bark Fee v
Patient:

IFamiI_',' LI

Mate:

£ CareCredit | (1] I Cancel

8. 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.
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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.

¥ Primary Insurance Claim (11/ 19) Created

" - =
@8 ES8 XU
Patient: [ aviz, Faren Carrier: Equicor Cigna
Subscriber: Davis, Karen Group Plan: Moble
Employer: Moble Finance (Secondary Insurance]
Billing Provider: Smith, Denniz Claim Information: Standard
Rendering Provider: Smith, Dennis Diagnosis:
Pay-To Provider: Smith, Dennis
Toath Surface Description Date Code Fee Ing Paid
28 [X]5] Amalgam-2 surf, prim/peim 11/05/2M49 D2150 161.00) 0.00] -
v
Total Billed: 161.00 Pmt Date Pmt Amt Bank/Branch # Check # Prov
Est Ins Portion: 0.00 ~
Itemized Total: 0.0o0
Total Paid: 0.00
Ded 5/P/0: 04040 &2
Status (= |Insurance Plan Note
Create Date: 11/05/2019 Tracer:
Date Sent - 0On Hold: [Mo Note)
. Re-Sent:
Claim Status Note: Remarks for Unusual Services
[Mo Mate] [Mo Mate]

3. In the Insurance Claim window toolbar, click Enter Payment, and then click Enter Additional Payment.

The Total Insurance Payment dialog box appears.

Total Insurance Payment

— Enter Inzurance Payment — Claim Totals

Datel11a"22£2[l1 g Fre-2uth Numberl
Check # || Coverage Amaunt 30.00
Bank./Branch #I Total Amount Billed 80.00

— Provider &mounts Itemized Tatal Q.00
Prow Itemized  Balance - Amt Paid = New Bal -
Total Amount Paid 0.00
i]nish] 000 907.00 000 907.00

— Enter ddjuztment

[ wiite Dl & 4 ¢ 2

» Inactive Provider,
Total Amounk I

Payrnent Total Q.00

add | Edt | Re-apply Amt Paid using FIFD |

— Deductible Applied Faor Claim Delete

Standard Preventive  Other
0.00 0.00 |0.00 0K /Post

Cancel

e

4. Type the Date, Check #, and Bank/Branch # for the additional payment.
5. Under Provider Amounts do one of the following:

*  Select the provider you want to credit the payment to from the list, and then click Edit.

The Provider Payment dialog box appears.
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Provider: | DDs1

[temized Tatal: | 0.0o0
Amount Paid: Im

Delete

]

Cancel

il

*  Click Add if the provider is not listed.
The Provider Payment dialog box appears.

¢ (lick the Provider search button.

The Select Provider dialog box appears.

*  Select the provider from the list.
6. Type the amount of the check in the Amount Paid field, and then click OK.

7. To post the payment and return to the Insurance Claim Information window, click OK/Post.
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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.

L ¢ Primary Insurance Claim (

wasESRN

Patient: Davis, Karen
Subscriber: Davis, Karen
Employer: MNoble Finance

Carrier: Equicor Cigna

Group Plan: Moble

[Secondary Insuwance)]

Billing Provider: Smith, Dennis

Claim Information: Standard

Claim Status Note:

[Mo Nate]

Rendering Provider: Smith, Dennis Diagnosis:
Pay-Tao Provider: Smith, Dennis
Toath Surface Description Date Code Fee Ing Paid
28 D Amalgarn-2 surf. prim/perm 11/06/2019 D2150 161.00) 0.00] -
v
Total Billed: 161.00 Pmt Date Pmt Amt Bank/Branch # Check # Prov
Est Ins Portion: 0.00 ~
Itemized Total: 0.0o0
Total Paid: 0.00
Ded 5/P/0: 0/0:0 hd
Status (= |Insurance Plan Note
Create Date: 11/05/2019 Tracer:
Date Sent - 0On Hold: [Ma MNate)
Re-Sent:

Remarks for Unusual Services

[Mo Mate]

2. In the Primary Insurance Claim window toolbar, click Create Secondary.
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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.

L ¢ Secendary Insurance Claim (1 9) Created
" = =
wAs-Esax0
Patient: Daviz, Karen Carrier: Principal Financial Group
Subsgcriber: Davis, Hammon Group Plan: Solutions Group
Employer- Solutions Group [Release of Infosfssign of Benefits)
Billing Provider: Smith, Dennis Claim Information: Standard
Rendering Provider: Smith, Dennis Diagnosis:
Pay-Tao Provider: Smith, Dennis
Toath Surface Description Date Code Fee Ing Paid
28 MD Amalgarn-2 surf. prim/perm 11/06/2009 D2150 161.00] 0.00] -
v
Total Billed: 161.00 Pmt Date Pmt Amt Bank/Branch # Check # Prov
Est Ins Portion: 08.80 ~
Itemized Total: 0.0o0
Total Paid: 0.00
Ded 5/P/0: 040:0 7
Status (= |Insurance Plan Note
Create Date: 11/05/2019 Tracer:
Date Sent - 0On Hold: [Ma MNate)
. Re-Sent:
Claim Status Note: Remarks for Unusual Services
[Ma Nate) [Ma Nate)

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.

Insurance Cla...

Inciude
¥ Claim

[T attachment(s)

| Send to batch I

Send Electronically |

Print |

Cancel |

4. Click one of the following:
* 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.

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.

Note: If a claim was paid and moved to history during month-end, the payment is also in history, and you
cannot delete it.
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1. With a patient selected, in the Transaction Log, double-click the insurance payment that you want to

delete.

The Insurance Claim window appears.

¥ Primary Insurance Claim {11/ 19) Created

@ as Ee®(

Patient: Davis, Karen
Subscriber: Davis, Karen
Employer: Moble Finance

Carrier: Equicor Cigna

Group Plan: Moble

[Secondary Insurance)

Billing Provider: Smith, Dennis

Claim Information: Standard

Rendering Provider: Smith, Dennis Diagnosis:
Pay-To Provider: Smith, Denniz
Toath Surface Description Date Code Fee Ing Paid
28 MD Amalgarn-2 surf. primdperm 11/06/2019 D2150 T61.00] 0.00] -
v
Total Billed: 161.00 Pmt Date Pmt Amt Bank/Branch # Check # Prov
Est Ins Portion: 0.oo -
Itemized Total: 0.00
Total Paid: 0.00
Ded 5/P/0: 04040 v
Status (= [Insurance Plan Note
Create Date: 11/05/2019 Tracer:
Date Sent : On Hold: [Mo Mote]
3 Re-Sent:
Claim Status Note: Remarks for Unusual Services
[Mo Nate] [Mo Mote]

2. Double-click the payment.

The Total Insurance Payment dialog box appears.

Total Insurance Payment

— Enter Insurance Payment

Date|'|1.n"22a’2EI1 9
Check # ||

Bank/Branch #l
 Provider Amounts
Prow Itemized  Balahce - Amt Paid = New Bal
Dos1 000 907.00 0oo  907.00
+ Inactive Provider.
Fayment Total Q.00

Edit | Re-apply Amt Paid uzing FIFO

r— Clairn Tatals

Fre-Auth Numberl—
Coverage ﬁmnunt’w
Total mount Biled|  80.00
Itemized Total ’W
.00

Total Amount Paid 0

— Enter ddjuztment

[~ wiiteOf & ¢ =

Tatal Arnounk I

Add |
— Deductible Applied For Claim
Standard Preventive  Other
0.00 0.00 j0.00

Delets

OF./Post

Cancel

s

3. Under Provider Amounts, select the payment, and then click Delete.

A confirmation message appears.

4. To confirm the deletion, click OK.

5. In the Insurance Claim window toolbar, click Exit.
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Indicating Benefits Used and Deductibles Met

Typically, you will record when deductibles have been met when you post an insurance payment. Benefits
used and deductibles met are then 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 166.

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 the Print
toolbar button, and then selecting the following options from the menu:

e Walkout — Prints 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 — Prints a single billing statement for the selected patient. For more information, see “Printing
single billing statements” in the East Dental Help.

e Family Account — Prints a report of the currently selected family’s account. For more information, see
“Printing family account reports” in the Easy Dental Help.

* Patient History — Prints 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.




2.
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¥ Search Payments

— Check Information —Select Insurance Carier ——————— [ Select Payment Types
Checic#: | From: |<ALL>
Bank/Branch #: I To: |<PALL>
—Select Date —Amaunt
e O [11722/2019 -] e [172272019 =1 | | Fromf<Als o[RS
& Al Dates & Al Dates

—Select Account
By: (% Procedure Date " Entry Date I(ﬂlLL>

Search I Clear |

Proc Date | Entry Date | Mame | Subscriber | Description | Ins Camier | Bank/Branch | Check # | Amount | Prov l

Open In Accounts Close

Do one or more of the following:
*  Check Information
e Check # — Type the check number of up to 9 characters.
e Bank/Branch # — Type the bank or branch number of 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.
e 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.
e 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.

Click Search.

The search results are listed.
Note: Click any column header to sort the search results by that column.

Click Open in Accounts.

The patient’s payment appears in the Transaction Log of the Accounts module.
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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 “Setting Easy Checkout options” in the Easy
Dental Help.
To check a patient out using Easy Checkout

1. In the Accounts toolbar, click Select Patient, and then 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 155.

3. In the Accounts toolbar, click Easy Checkout.
The following occurs:

*  The Enter Payment dialog box appears. Type the patient’s payment, and then click OK. Click
Cancel if there is no payment due. See “Entering Payments” on page 157.

*  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.

To enter a batch account payment

1. In the Accounts toolbar, click Batch Payments, and then click Enter Batch Account Payments.

The Batch Payment Entry dialog box appears.




Batch Payment Entry

Patient Marne:

|| Iﬁl Entries: Batch Total:

[ ate

I ame

Check #

AmoLink

Fraove

Edit |

Cloze |
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2. Click the Patient Name search button, and then select the appropriate patient from the Select Patient

R

dialog box.

The Enter Payment dialog box appears.

Enter Payment

Date:
f11/22/2019
Amount;
fn.oo

Check #:

Bank/Branch #:

Type:

Check Pavment - Thank v'ou
Cash Payment - Thank Yiou
Check Pmt at Vizit - Thank ou
WISAMC Payment - Thank vou
Dizcover Payment - Thank ou
AMEX Payment - Thank vou
Online Credit Card - Thank vou
Electronic Check - Thank ou
Payment fram Callections
Ingurance Papment [pre-zystam)

¥ Apply to Payment Plan
Mote:

Provider:
DDST ﬂ Split Payment |
Patient:
IFarniI_l,I LI

L CareCradit

o]

Cancel |

Enter the payment information as explained in “Entering Payments” on page 157.

To post the payment and return to the Batch Payment Entry dialog box, click OK.

Repeat steps 2—4 for all other payments.

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.

To close the Batch Payment Entry dialog box, click Close.
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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.

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 click Enter Batch Ins. Payment.

The Batch Insurance Payment Entry dialog box appears.

Batch Insurance Payment Entry

— Inzurance Payment;

. Check #: I Mest Check
Amnount: ID.DD Bank/Branch #: I Cloze

s

— Pending Clairmz:

Inzurance Carrigr M ame: aroup Plan: Group #:

| > |
[ Date 1 Subscriber Mame | S5 | Patiznt [ Bithdate [ Totsl | Estins. |
— Paid Claimz:

‘

Entries: |0 Batch Total: |0.00 Edit
i | ool |__Patient [ Bithdste | Total [ Fstlne | P

|

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.
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Select Dental Insurance Plan

Search By

Enter Canrier Name: & Carier Mame " Group Plan ™ LocalMumber © PayorID

I " Emplayer  Group Number O Address
Carrier Name: | Group Plan | Employer Name | Group # | Local # | Payer I | Address ~
Agtha Consumer Advoca..  Consumer Advocate Group ma7g E0054 CT, Windsar
hetna JC Perney JC Penney - Active 0z7a E0054 CT. Windsor
Amernican Western Life Carmike Cinemas Carmike Cinemas 23445 AHGM Cé, San Matec
Amerncan Westemn Life Central City Clinic Central City Clinic 41336 AHGO Cé, San Matec
Amenican Western Life Circit City Circzuit City 98552 AHGO Cé&, Sah Matec
Ameritaz Allied Plurnbirg Allied Plurnbing 11220 47003 ME, Lincaln
Ameritaz American Express American Express 11515 47009 ME., Lincoln
Blue Cross Blue Shield Allied Allied - Southwest 21774 2410 C0, Colorado £
Blue Cros: Blus Shield Allied Allied Architects [ne. 21009 2410 C0, Colorado £
Elue Cross Blue Shield ATET ATET 21440 24101 C0, Colorado £,
£ o ‘ >

Ok I 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.
Note: You can select up to 150 different carriers; however, only the first 150 claims are read.

5. Select the appropriate claim, and then click Edit.
The Insurance Claim window appears.

6. In the toolbar, click Enter Payment and then click Total Payment Only.
The Total Insurance Payment dialog box appears.

Total Insurance Payment

— Enter Insurance Payment — Claim Tatals

[rate I'I 1/22/2013 Pre-futh Numherl
Check # || Cowerage Amoink 30.00
Bank/Branch # | Total &mount Billed 80.00

~ Prowider Amounts Itemized Total 0.00
Priow Itemized Balance - Amt Paid = Mew Bal .
Total Amount Paid 0.00
DDsA 000 907.00 ooo o 907.00
— Enter Adjustment

™ whiteDit & ¢ ¢ =

» Inactive Provider.
T otal Aot I
.00

Favment Tatal

add | Edi | Re-apply &mt Paid using FIFD |

— Deductible Applied Far Claim——————————— Delete |
Standard Preventive  Other
0.00 Q.00 0.00 0K /Past

Cancel

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 then click OK.
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*  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.
Click OK/Post.
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 you 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.

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 click Enter Batch Ins. Payment.

The Batch Insurance Payment Entry dialog box appears.

Batch Insurance Payment Entry

— Inzurance Payment;

g NE Check #:I Mest Check
Amnount: ID.DD Bank/Branch #: I Cloze

s

— Pending Clairmz:

Inzurance Carrigr M ame: aroup Plan: Group #:

| > |
[ Date 1 Subscriber Mame | S5 | Patiznt [ Bithdate [ Totsl | Estins. |
— Paid Claimz:

‘

Entries: |0 Batch Tatal: | 0.00 Edit
i | SoH | Fatient IBirtWI Total | Estlns [ F

|

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.
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Select Dental Insurance Plan

Search By

Eiter Eemier Meries & Carier Name  © Group Plan  LocalMumber © Payor D

Il " Employer " Group Mumber € Address
Carrier Marne | Group Plan | Ernployer Mamne | Group#l Local ﬂl Payar D | Address ~
Aetna Consumer Advoca..  Consumer Advocate Group 01zva B0054 CT. wWindzor
Aetna JC Perney JC Penney - Active mz7e E0054 CT, Windsar
American Western Life Carmike Cinemaz Carmike Cinemas 23445 AHGO i, San hMatec
American Westemn Life Central City Clinic Central City Clinic 41336 AHG Cé, San Matec
American Westemn Life Circuit City Circuit City 93552 AHGM Cé, San Matec
Ameritaz Allied Plumbing Allied Plumbing 11220 47003 ME. Lincoln
Amernitaz American Express American Express 11515 47003 ME, Lincaln
Elue Cross Blue Shield Allied Allied - Southieest 21774 24101 C0, Colorado £
Blue Crosz Blue Shield Allied Allied Architects Inc. 21009 a4101 C0, Colorado £
Blue Cross Blue Shield ATRT ATRT 21440 241 C0. Colorada £,
< >

(0] I Cancel

Select the appropriate carrier and plan from the list, and then click OK.

A list of all outstanding insurance claims for that carrier appears.
Note: You can select up to 150 different carriers; however, only the first 150 claims are read.

Select the appropriate claim from the Pending Claims list, and then click Edit.
The Insurance Claim window appears.
In the toolbar, click Enter Payment and then click Itemize by Procedure.

The Insurance Coverage Update dialog box appears.

Insurance Coverage Update

Im "Llpdate Fayment Tal:ule:—‘

Amount Paid:

" Yes ¢ No

Fre-Treat Estimate: .00

Current Coverage: Ok I Cancel |

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.

Click OK/Post.
The Insurance Claim window appears.
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:

* To continue processing checks, click Next Check.

* Ifyou have finished processing checks, click Close.
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Setting up Payment Plans

You have the flexibility to set up several types of payment plans:
e Payment Plans

*  Future Due Payment Plans

Creating Payment Plans

You can set up a payment plan after you complete treatment if 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.

Billing/Payment Plan Information

ST MR = 1: Standard Billing - finance charges

~
2 Standard Billing - no finance charges Account Notes |
3 Mo lnsurance

4 Inzurance Family - Dual Insurance b

| 0->30 | 31260 | 61->50 | 91> | Balance | LastPayment
[G0700 [ooo [omo [ooo | s07.00 (ﬁmuunt:lED.DD Date: |11/05/2019

— Payment Plan [PP)
Date: I11HDE.-"2D'IEI Termsz ||FE: 18.000%; LC: bal> 10.00, 18.0002% or 5.00, 10 days

Interval ———

& Manthly Bal for PP IE?E.DD B al Remaining: 57500 Amt Due 75.00
€ Semi-monthly First Pt Die: I'I 2082013 Next Pmt Due: | 12/05/20119 Miszed Pmts:| 10
" Biweskly Payrment Amt: IF"E.EID At Past Due: 0.00 ClearMew PP |
€ weskly Total # of Payments: IS Remaining # of Pmts: | 9 Print. |

— Payment Plan Mote

Mate Date:) 11/22/2019 ﬂ Copy Plan to Mote | Inzert Dateline |

]4 |
Clear | Previousl Mest | EDp_l,lNutel Eop_l,l.ﬂ‘-.lll Cancel |

3. Do the following:

e Billing Type — Select the appropriate billing type from the list.

e 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.
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Payment Plan Terms

Select Type...
Annual Finance Charge Percent: IEI.EIEIEI
— Late Charge

Annual Late Charge Percent: W
Grace Period [daps): IEI—

kinimumm Late Charge: IW

irirnum B alance to Charge: IF

o |

Cancel |

5. Click Select Type.
The Select Payment Plan Type dialog box appears.

Select Payment Plan Type

Chapter 8: Accounts

L%

21.000

21.000

Collectionz Agreement

Good Account Agreement 12000 12000
Standard Agreement 18.000 18.000
YIP Agreement 0.000 0.000

Min Bl

15.00
10.00
0m

Ok

|h-1in LC |I3ra|:e:-:
10.00 0 day=
050 30 days
R.00 10 days
Q.00 30 days
Cancel

e Select the appropriate plan type from the list.
* Click OK.
The terms for the selected type are entered.

6. 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
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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.

7. Do the following:

Interval — Select one of the following:

*  Monthly — Requires a payment once a month.

* Semi-Monthly — Requires a payment twice a month.
e Bi-Weekly — Requires a payment every two weeks.

*  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.

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.
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 for Payment Plan

[ Truth in Lending Disclosure Statement
[ Amartization of Payments and Finance Charges

[ Coupon Book for Scheduled Payments

Send to batch Prirk Cancel

Select one or more of the following, and then click Send to Batch or Print:
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* 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.

e 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.

Select Payment Plan

DOS1 11/06/2019
D052 [new]

D053 [hew)

EMDO [rew)
ORTH [new)
FEDD [new]

FERI [rew)

SURG [new)

Qk. Cancel

3. Select a provider for the payment plan from the list, and then click OK.
The Create Payment Plan dialog box appears.
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Payment Plan [DD51]

— Initial Agreement Information: — Current Plan Status:
19 /05201 9 Charged Remaining

Total.&muunt:l 2R0.00 | 1250.00
First Pay Due Date I'I 140542019

- # Manthly Charges: I 0 10
Tatal Plan Amaunt: I'I 500,00

D ate of Agreement:

Date Arnount

[250.00 Last Charge: [ 11/06/2019 [ 250.00

Down Pay. Charge

— Monthly Charge Information:;

# of Charges: I'I 0
Charge Amount; I'I 25.00
Charge Proc. Code; I ﬂ

v AutoIng Claim W Auto Charge

M ote:

[~ Print Payment Book
— Manual Charge Entry:

DawnF'aymentl Monthly | Delete | Q. I Cancel |

4. Do the following:
e Date of Agreement — By default, this is the current date, but you can change it.

*  First Pay Due Date — By default, this is the current date, but you can change it.

Total Plan Amount — Type the total amount to charge.

Down Pay Charge — Type the amount of a down payment, if any.

# of Charges — Type the total number of charges. The charge amount is calculated automatically.

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.

5. Under Manual Charge Entry, click Down Payment to post the down payment.
‘The Down Payment Charge dialog box appears.

Down Payment Charge

Aot Im
Diate: I'IUEIE;"2EI1EI
Procedure Code: I ﬂ

Post Charge I Cancel |

a. If necessary, type a new amount and/or date, and/or procedure code.
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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. To create the payment plan, click OK.
If you selected Print Payment Book, the Payment Book dialog box appears.

Payment Book

Select Form Type Select Printer Type——

" Pre-Printed Form ¥ Laszer Printer
% Plain Form ™ Digt M atriv Printer

Send to Batch I Frirt 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

| Inzert D ateline |

Clear

— Billing Statement Mote

Clear |

Print on Statement until I
(1] I Cancel |

To provide a date for each account note, click Insert Dateline.
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
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*  Applying Late Charges Automatically

*  Processing Future Due Payment Plans

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.

The Close Out Month dialog box appears.

Close Qut Month

Cloze Out Month: This process will move
I_ current ikems in
Leanls Accounts bo History'
Optionz:

[~ &ppointment Purge

Cutoff [ate: IEI.'-".-"EH 2014

¥ Reszet Insurance Benefits for July.

Ok, I 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. To begin the update, click OK.

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.
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To apply a finance charge

1. In the Accounts module toolbar, click Month End, point to Finance Charge, and then click Apply
Finance Charge.

‘The Apply Finance Charges dialog box appears.

Apply Finance Charges
Finance Charge D ate: Primary Providers: vl
[i1./05:2019 D51 Smith, Dennis ~

DDS2 Smith Junior, Dennis
Minirmurmn Balance To Charge: D053 Cook, Maria

10,00 ENDO Evang, Erica
: ORTH Dliyersnn, Oscar
Minirmum Finance Charge: PEDO Childs, Brenda Y

B0 Biling Types: iy |

1: Standard Billing - finance char s,
2 Standard Billing - nao finance ¢

3 Mo Insurance

4 Inzurance Family - Dual Insura

5 Insurance Family - finance che
3
7
a
9

Fazt Due Days to Charge
¢ Ower0 © OwerBD
" Dwer30 © Ower 30

. Payment Plan - finance charge

- Payment Plan - no finance ch:

. Bad Debt - at risk

; Bad Debt - to collections v

Finance Charge

Percent: |18

™ Monthly 0 Yearly

[~ Save As Default

] | Cancel ‘

2. Set up the following options:

* 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.

Primary Providers — Select the primary providers of the patients you want to apply finance charges
to.

* Billing Types — Select the billing types of the patients you want to apply finance charges to.

3. To save the finance charge options you selected for the next time you run the utility, select Save As
Default.

4. Click OK.
A confirmation message appears.

5. To run the utility, click OK.
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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

Select Provider: v Al

D051 Smith, Dennis
DDS2 Smith Junior, Dennis
D053 Cook, Maria

EMDO Evanz, Enca

ORTH Oliverzon, Dscar
PEDO Childs, Brenda
PERI Pearzon, Paula
SUURG Sorenzen, Steve

Biling Types: v &l

1: Standard Billing - finance charges ~
2 Standard Billing - no finance charges

3 Mo Insurance

4 Inzurance Family - Dual Ingurance

5 Inzurance Family - finance charges

B: Payment Plan - finance charges

7 Payment Plan - no finance charges

2 Bad Debt - at rigk A

OF. Cancel

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 Ustility runs.

199
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Processing Future Due Payment Plans

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. Close Easy Dental on all computers in the office.
2. Complete a backup of your Easy Dental directory.
3. Open the Accounts module on one computer.
4. 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: ||1 1/08/2019

Select Provider: W Al Select Biling Type: ¥ Al
D051 Smith, Denniz A 1: Standard Billing - finance char a,
DDS2 Smith Junior, Dennis 2. Standard Billing - no finance c
D053 Cook, Marna 3 Mo Insurance
EMDO Ewvans, Enca 4 Inzurance Family - Dual Insura
ORTH Oliverson, Dscar 5 Inzurance Family - finance che
PEDO Childs, Brenda B: Payment Plan - finance charge
PERI Pearzan, Paula hd 72 Payment Plan - no finance che ¥

¥ Create Insurance Claim(z) 0k, I Cancel |

5. 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.

6. 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

OAAKS & AOX0 R 20OME & G NS GOE ©

_____ Baich Processor
Date Desciiption ET—
;.1,-.1 [ 0773172018 |Frocedue Code Lit Pretod =
2 0773172018 | Patiert Lt (Standd List) Prried
ET. Dy Sheet [Chionok Prried
— 10/23/2018  |Insurance Caies List Displayed
\ / 1105209 Famdy \WakOlut Statermant [Davis, Eanen) Prrited
W 11/052013 | Appowiment Caid (Davis, Kaven] Privled
1/052m3 Famiy Wak0ut Statemant [Davs, Karen] Prrited
1/08/2M9 Apporitment Card (D avis, Karen] Printed

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.

EEEES S OAXW B20OME L N RS GO ©

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.

JEe

Management Reports

Click to open the Management Reports menu.
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Button | Name Function

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 Delete Reports Click to delete reports from the Batch Processor.

t'i Refresh Batch Click to refresh or update lists sent to the Batch Processor.
% Letters Click to open the Letters menu.

a Quick Bill Click to manage your billing through Henry Schein One.
@ Electronic Claim Submission | Click to submit insurance claims electronically.

INS Create Insurance Claims Click to create insurance claims.

T 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.

E 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.

The Settings dialog box appears.
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E Settings

£ General

& Practice setu
¥ P Employer Maintenance

I R Maintenance Insurance Maintenance
Fee Schedules
Q\ Passwords

Preferences

- . .

=" Tutorials Purge Exported Files
Purge Dental Ins Benefits Used
Report Fonts

Standard Coverage Tables

2. Click Maintenance, and then click Fee Schedules.
The Fee Schedule Maintenance dialog box appears.

Fee Schedule Maintenance

Find Fee Schedule:
| # ¢ | Name | New. . . I
Wiew/Edit. . . |
2 Aetna
3 BC / BS Auto Changes. . |
4 Cigna Export. .. |
5 OdSurg

Close

™ Include Unnamed Schedules

3. Click New.
The New Fee Schedule dialog box appears.
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—Mew Fee Schedule Options:
¥ Start with Blank Fee Schedule

™ Copy From Fee Schedule:

™ Import From File: I

Mew Fee Schedule Position:
@ Use Next Blank Fee Schedule: |6

" Select Fee Schedule Position: I vl

Fee Schedule Name: || s

r““f“gj

4. Type a fee schedule name in the appropriate text box.
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Note: We recommend that you add your practice’s usual and customary fees to Fee Schedule #1. Fees are
pre-assigned in Easy Dental.

5. 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.
6. 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.

* Select Fee Schedule Position — Select, and then from the fee schedule list, select where you want the
new fee schedule to be positioned.

7. Click OK.

The View/Edit Fee Schedule dialog box appears.

View/Edit Fee Schedule

Fee Schedule Name:

Find Procedure Code: |

Eor-::eedure E)?f?c? g?f?cf Difference = &

BEFORE AFTER Clipboard |

20999 953.00 953 00 0.00

203999 597700  5.977.00 0.00 ﬂl
64550 198.00 198.00 0.00 CopyTo... |
90620 583.00 583.00 0.00 Export...
55831 466.00 466.00 0.00

95868 556400  5.564.00 0.00 LI
97700 184.00 184.00 0.00

D0120 46.00 46.00 0.00

DO140 70.00 70.00 0.00

DO145 65.00 65.00 0.00

DO150 80.00 80.00 0.00
| RN 1R0 OO 1R0 00 | 0 on _vl

€ | Close

8. C(lick Save.
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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.
g employ gning rmploy: p

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.

The Settings dialog box appears.

@ Settings x

£ General

& Practice setu
< P Employer Maintenance

I % Maintenance Insurance Maintenance
Fee Schedules
Q-.. Passwords
Preferences
]!‘ Tutorials Purge Exported Files
Purge Dental Ins Benefits Used
Report Fonts

Standard Coverage Tables

3. Click Maintenance, and then click Employer Maintenance.

The Employer Maintenance dialog box appears.




4.
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Employer Maintenance

Enter Employer Mame:

Marme | Address | ST | City | FPhone # | ~
Allied - Southwest
Allied Architects Inc.
Allied Plumbing
Amnerican Express
ATHT

Bureau of Reclamation
Carmike Cinemasz
Central City Clinic
Chevron

Mew... | Edit... | Join Employers Purge... Cloze |

Click Join Employers.

The Join Employers dialog box appears.

Join Employers

—Select Employers to Join
Source Employer:

I >>|
Destination Employer:

| 2

ARNING: Clicking “Join™ will cause all

tients assocated with the Source Employer
be associated with the Destination

player.

Join I Cancel |

Click the Source Employer search button, select the employer that you want to join to the destination
employer, and then click OK.

Click the Destination Employer search button, select the destination employer that you want to join the
source employer to, and then click OK.

Click Join.

A message appears stating that all employees from the source employer will be moved to the destination
employer.

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.
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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.

2. Click Maintenance, and then click Employer Maintenance.

The Employer Maintenance dialog box appears.

Employer Maintenance

Enter Employer Mame:

MHame | Address | ST | City | Fhone # | A.
Allied - Southwest

Allied Architects Inc.

Allied Plumbing

Amnerican Express

ATET

Bureau of Reclamation

Carmike Cinemasz

Central City Clinic:

Chevron W

MHew. .. | Edit... | Join Employers Purge... Cloze |

3. Click Purge.
The Purge Employers dialog box appears.

Purge Employers

Maoble Finance Close

Allied - Southwest - Delete |
Bureau of Reclamation

Columbia Healthcare

Diamand Oiffshore Drilling DA
Diarmond 'welding

Mestle

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 patients file in the Patients module before you can delete
it.

4. Do one of the following:
*  To delete all of the listed employers, click Delete All
*  Select the employer that you want to delete, and then click Delete.

5. 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:
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* Joining Insurance Carriers
*  Purging Insurance Carriers
e Purging Used Dental Insurance Benefits

For information on adding insurance plans, see “Entering New Insurance Plans” in Chapter 3: Patients.

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. Close Easy Dental on all computers, except the one you are working on.
2. In the Patient Banner, click the Settings button.

The Settings dialog box appears.

@ Settings x

£ General

& Practice setu
by P Employer Maintenance

I % Maintenance Insurance Maintenance
Fee Schedules
Q\ Passwords
Preferences
T! Tutorials Purge Exported Files
Purge Dental Ins Benefits Used
Report Fonts

Standard Coverage Tables

3. Click Maintenance, and then click Insurance Maintenance.

The Insurance Maintenance dialog box appears.
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Insurance Maintenance

Search B
Enter Carier Mame: @ Carier Name " Graup Plan " Local Mumber  Papor D
™ Employer  Group Mumber  © Address

Group Plan Employer Mame Address

Carrier Mame
Aetna
Aetna ‘erney
American YWestern Life Carmike Cinemas Carmike Cinemas
American ‘Western Life Central City Clinic Central City Clinic
American YWestern Life Circuit City Circuit City
Ameritas Allied Plumbing Allied Plurnbing
Ameritas American Express American Express
Blue Cross Blue Shield Allied Allied - 5 outhwest
Blue Cross Blue Shield Allied Alied Architects Ine.
Blue Cross Blue Shield ATET ATET

. San Matec

. San Matec

. San Matec

. Lincaln

. Lincaln

. Colorado £

. Colorado £

. Colorado £,

< >

New... | Inz Data... | Cov Table... Prot Table... Jain Plang... Purge... Cloze |

4. Click Join Plans.

The Join Insurance Plans dialog box appears.

Join Insurance Plans

— Jain Criteria
{ Employerbased " Plan-to-Plan

[~ Subscriber's Employer must match
Insurance Plan Employer field

—Select Insurance Plans To Join
Source Insurance Plan:

>3]

Group =:
Group Plan:
Emplayer:

Destination Insurance Plan:

7|

Group =:
Group Plan:
Emplayer:

ARNING: Clicking "Join™ will cause all
becribers assodated with the Source
Insurance Plan to be assodated with the

Destination Insurance Plan.

Join I Cancel |

5. Select one of the following:

e 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.

6. Click the Source Insurance Plan search button.

The Select Dental Insurance Plan dialog box appears.
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Search By

Eirles Eemitr e & Carier Mame ¢ Group Plan " LocalMumber ¢ Payor ID

Il ' Employer  Group Mumber ¢ Address
Carrier Mame I Group Plan I Ermployer Narne I Group # I Local # I Payar 1D I Address ~
Aetna Consumer Advoca..  Consumer sdvocate Group mears B0054 CT. Windzor
Aetna JC Periney JC Penney - Active 027a B0054 CT. Windzar
American Western Life Carmike Cinemas Carmike Cinemas 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 Cé, San Matec
Amenitas Allied Plumbing Allied Plumbing 1220 47009 ME. Lincoln
Amenitas American Express American Express 11515 47009 ME. Lincaln
Blue Cross Blue Shield Allied Allied - 5 outhwest 21774 4101 CO, Colorado £
Blue Cross Blue Shield Allied Allied Architects Inc. 21009 84101 CO, Colorado £
Blue Cross Blue Shield ATET ATET 21440 a4 C0O, Colorado £ .,
£ >

[ |

Cancel |

7. Select the plan that you want to join with the destination plan, and then click OK.

Easy Dental lists the plan’s group number, group plan, and linked employer.

8. C(lick the Destination Insurance Plan search button.

The Select Dental Insurance Plan dialog box appears.

9. Select the plan that you want to join the source plan to, and then click OK.

The plan’s group number, group plan, and linked employer are listed.

10. Click Join.

21

A warning appears stating that all subscribers of the source insurance plan will be changed to the

destination insurance plan.

11. 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.

The Settings dialog box appears.
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E Settings

£ General

\_{- Practice setup
I ){’ Maintenance

“\ Passwords

Employer Maintenance
Insurance Maintenance
Fee Schedules
Preferences

F Tutorials Purge Exported Files

Purge Dental Ins Benefits Used
Report Fonts

Standard Coverage Tables

2. Click Maintenance, and then click Insurance Maintenance.

The Insurance Maintenance dialog box appears.

Insurance Maintenance

Search By

Enter Carrier Mame: & CarierMame " Group Flan

" Local Mumber © Papor D

I  Employer " Group Mumber  © Address
Carrier Wame Group Plan Employer Mame Group # Local # | Payor (D
C i .. L TnEr 1 I
Aetna JC Penney JC Penney - dctive
Amenican Western Life Carmnike Cinemaz Carmike Cinemnas 23445
American Western Life Central City Clinic Central City Clinic 41336
American YWestern Life Circuit City Circuit City 93R52
Arneritas Allied Plurmnbing Allied Plurnbing 11220
Arneritas Amnerican Express American Express 11515
Blue Cross Blue Shisld Allied Allied - Southwest 21774
Blue Crogs Blue Shield Allied Allied Architects Inc. 21009
Blue Cross Blue Shield ATET ATET 21440
£
Hew... | Inz Data... | Cov Table... | Prit Table... | Join Plang... Purge...

Address I
CT

CT. windsor
Ca, San Matec
C&, San Matec
C&, San Matec
ME, Likcaln

ME, Likcaln

0, Colorade £
C0, Colorado £
C0O, Colorado £,

.o

>

Cloge |

3. Click Purge.
The Purge Dental Insurance Plans dialog box appears.
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Purge Dental Insurance Plans

Cloze

Blue Crozs Blue Shield Delete |
Connecticut General

Delta Dental Plan |
Delta Dental Plan DEBEE
Dental Select

Guardian

4. Do one of the following:
*  To delete a single carrier, select the carrier, and then 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.

5. 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.

The Settings dialog box appears.
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E Settings X

£ General

& Practice setu
¥ P Employer Maintenance

I R Maintenance Insurance Maintenance
Fee Schedules
Q\ Passwords

Preferences

- . .

=" Tutorials Purge Exported Files
Purge Dental Ins Benefits Used
Report Fonts

Standard Coverage Tables

2. Click Maintenance, and then click Purge Dental Ins Benefits Used.
The Purge Dental Insurance Benefits Used dialog box appears.

Purge Dental Insurance Benefits Used

—Purge Dental Insurance Benefits For

¥ Insurance Plans with Renewal Month of: IDCtObEF "’I

™ Selected Insurance Plan:

| B

3. Select one of the following:

* 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.

4. 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.

[l Preview Reports

File Options Help
Patient List [Standard List] j ‘ 100% ﬂ -I-I Page: 1 0of 11
pr— e —
Easy Dental Practice - Tutor Database
Date: 07/31/2018 Page: 1
PATIENT NAME PATIENT INFORMATION
Abbotl, Ken S Phone: (H)( )555-1586 Birth: 03/02/1975
608 2 Ash (W)( )555-1751 $§8: 000-00-0001
Apt 101 @) Chart: AB0DO1
Cisco, UT 84515 Fax: ( )555-1700 DL# 11591446
E-Mail: 1KenAbb@easydental com Mobile ( ) Other ID:
(P)Blue Cross Blue Shield Prov. DDS1 Billing Type: 4 Gender. Male
(S)Aetna Position: Married Status: Patient
Abbotl, Patricia Phone: (H)( )355-1586 Birth: 091281977
608 & Ash (W)( )555-1311 §3: 000-00-0002
Apt 101 (0)( )555-1580 Chart: AB0002
Cisco, UT 84515 Fax: ( )555-1300 DL# 11561143
E-Mail: 1PatrAbb@easydental com Mobile { )555-1212 Other ID
(P)Aetna Prov. DDS1 Billing Type: 4 Gender. Female
(S)Blue Cross Blue Shield Position: Married Status: Patient
Abbott, Timathy Phone: (H)( )555-1586 Birth: 12/15/1998
608 5 Ash Wi ) §3: 000-00-0003
Apt. 101 @0) Chart: AB0DO2
Cisco, UT 84515 Fax () DL#
E-Mail. Mobile ( ) Other ID:
(P)Blue Cross Blue Shield Prov. DDS1 Billing Type: 4 Gender: Male
(8)Aetna Pasition: Child Status: Patient
Blank, Arthur Phone: (H)( ) Birth:
() S8
p O Chart: BLOD01
E-Mail Fax () DL#
(P) Mobile ( )} Other ID:
(8) Prov. DDS1 Billing Type: 3 Gender: Male
Pasition: Married Status: Patient

Click File, and then click Print Report.
The Easy Dental Print dialog box appears.

Easy Dental Print

 Printer;

Hame: < Default Printers Properties. .. |

Type:  Microsoft Print to PDF
Wwihere: Melz:

 Print Selection:
4l Scheduled Reports

&' Displayed Report Only - Patient List [Standard List]
2l Pages

" Page Rangs:  From: I 1 i’ To: I 1 i’
— Copies:

MHurnber of Copies: I 1 :I

V¥ Collate Copies

DK I Cancel

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 then click OK.
*  To print all scheduled reports, select All Scheduled Reports, and then click OK.

* To print a range of pages, select Page Range, type a range of pages, and then click OK.

* To print more than one copy of the report, select the number of copies from the list, and then click

OK.
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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 Reports
" Printed Reports
™ Digplayed Reportz
™ Sent Reports

i Al Reports

K I Cancel |

3. Select the appropriate option, and then click OK.
* 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.

e  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 clear them, refreshing the Batch Processor clears all those reports.

To refresh the Batch Processor list

In the Reports toolbar, click Refresh.

Tip: Generally speaking, you should click the Refresh button from any of the Easy Dental module toolbars to
ensure that you are always viewing the most current information.

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
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Account Reports

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 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.

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.

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.

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.
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.

Blank ADA Form — Prints blank 1995, 2000, 2003, or 2007 claim forms.

Management Reports

To generate a management report, from the Reports toolbar, click Management Reports, and then click one of

the following:
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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).
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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 click one of
the following:

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.

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.

Patient Balance Report — Lists every patient with his or her family balance and patient balance. This
report includes patients with a $0.00 balance.

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.
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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.

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 click one of

the following:
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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.

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.
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Generating Billing Statements

You can generate and print billing statements from Easy Dental.

To generate a billing statement

1. In the Reports module toolbar, click Billing Statements.

The Billing Statements dialog box appears.

Billing Statements

Staternent D ate: §INE]

B alahce Forward D EltEZIEIEh"‘I 1/2019

— Select Account — Optiong
From: |<A|_|_> ﬂ [~ Skip Accounts YWith Claim Pending
T|:|:|<A|_|_> ﬂ ...IF Patient Portion Less Than:IEU.UU

[ Include Procs \With Claim Pending
— Select Primary Provider——— | ¥ PFrint Insurance E stimate

I— I— v Frint Agreed Payment

AL ﬂ iy <L ﬂ [ Erchude Outstanding To Insurance
- ¥ Frirtt Practice |nformation

[~ Select Billing Type: v Print Account Aging

Fram:| cal L ﬂ Torlcalls ﬂ W Allows Credit Card Payment
[~ If Mot Billed Since: IDS;"I‘IJ2D19
tinimum Balance To EiII:ID_DD

[~ Only Bill Accounts Aging:

[~ Include Credit Balances? = Over 30 € Owver B0 € Ower 90
— Statements; — Select Report Types
& Batch ¥ Biling Statement
™ Print ™ Mailing Labels ...Enlumns:|3_ﬁ

" Send Electronically

Statement Meszage:

Inzurance Estimates [VInz. Ezt."] and '"Pleaze Pay'' amount: bazed on insurance estimates are
provided az a courtesy. [nthe event that your inzurance camer pays lezs than the eztimated
amount, you are responsible for the unpaid balance.

[~ Save As Default ak I Cancel |

Do the following:

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.

Select Primary Provider — Set a range of primary providers to generate billing statements for.
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.
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.
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*  Options — Select one or more of the following:
e 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.

*  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  QOver 30
e  Over 60
e  Over90

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.

* 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.

Printing Blank ADA Forms

You can print a blank 1995, 2000, 2003, 2007, or 2012 claim form.
1. In the Reports module toolbar, click References Report, and then click Blank ADA Form.
The Easy Dental Reports dialog box appears.
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Yes

& Send Blank ADA Form bo Batch Processor?
1395 Claim Form (CDT-2)
2000 Claim Form (CDT-3)
2003 Claim Form (COT-4)
2007 Claim Form (COT 2007-2008)
2012 Claim Form
[~ Save As Default Claim Form

Mo |

2. Select the form that you want to print.
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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.

The Settings dialog box appears.

€|

£ General

& Practice setup
I % Maintenance
q\ Passwords

T-.-' Tutorials

Settings

Employer Maintenance
Insurance Maintenance

Fee Schedules

Preferences

Purge Exported Files

Purge Dental Ins Benefits Used
Report Fonts

Standard Coverage Tables

2. Click Maintenance, and then click Purge Exported Files.

The Purge Exported Files dialog box appears.
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5.

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.

Purge Exported Files

[+ Purge data files for Letters/Quick Letters

= Purge exported text and log files
(from reports and utilities)

licking O will remave the checked
xported data files from the EXPORTS
irectory,

o]

Cancel |

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.

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.

To purge the selected data, click OK.

To print an Audit Trail Report

1. In the Reports toolbar, click Audit Trail Reports.

The Audit Trail Reports dialog box appears.

Audit Trail Reports

r Select Changes for
Standard Feport;

= — Select Uszen
Report Date: |l . .
eport Date: il W &l [~ List Inactive
— Select Audit Date:
1D | Marme | Status -
From: |1DHEI4;"2D19 D51 Srith, Dennis Prirary
. DDSZ  Smith Junior, Dennis Frimary
Te: I-ID’PH*QD‘IS LhDs3 Cook, Maria Prirmary
EMDO Evans, Erca Prirnary
~ Select Report Types: HYvGE1 Hayesz, Sally Secondary
MGR1 Taplor, Jud Staff
p Standard falaiusl |E‘I.rl.0.[ ﬁl:’l..%.. r\.?:: b
[ Provider/Staff

—Select Optionz for Provider/Staft Beport:
& By Inactivated/activated Provider/Staff
" By Replacement Provider/Staff

7 al = &l I List Inactive
Completed Procedures ~ ID I Nare I Status ~
Account Payments DDs1 Smith, Dennis Primary
Inzurance Papments DDs2 Smith Junior, Denniz Primary
Insurance/Emplayer Jain DDS3  Cock, Maria Prirnary
Adjustments EMDO  Ewans, Erica Prirmary
Pat'e'?t Changes HYG1 Hayesz, Sally Secaondary
*;PW"?”'?E“‘ Changes MERT  Taylor, Judy Staff

Tescripions OFC1  Jones. Susan Staff A

[ Prirt to File: [~ Print to File: [T Include Details

o |

Cancel




Chapter 9: Reports

Type the Report Date that you want to print on the report.
Note: The default Report Date is the current date.

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.

e  Provider/Staff — Select to generate a report of information for the selected providers and staft
members who were inactivated or activated by the selected users within the specified date range.

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 AllL

*  To show inactivated providers and/or staff in the list, select List Inactive.

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.
*  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.

* DPatient 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.

*  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.

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/staft
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.

To send the report to the Batch Processor, click OK.
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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 Microsoft Word,
please go through its tutorial and documentation before using the Easy Dental Letters feature.

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.

To merge a letter

1. In the Reports module toolbar, click Letters.

The Letters dialog box appears.

Birthday. ..

Recall..

Referral...

Collection...

Ihactive Patient. .

WWelcome...

iz, ..

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

Birth D ate Range
8/1-8/30 [<-1999) ﬁl

Birthday - Adult ezdiml3.doc ;
Birthday - Child szdiml4.doc Edit |

RN

Delete |

Create/Merge | Wiew Ligt |

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
¥ Add to Contacts

" Create Data File ONLY
[” Open Data File in Microzoft Excel

" Merge Letters using existing data file

0k I Cancel

6. Select Create Data File and Merge Letters, and then click OK.
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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. By clicking the Create Insurance Claims toolbar button in the Reports module you can
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 “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
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1. In the Reports module toolbar, click Create Insurance Claims.

The Create Batch Primary Insurance Claims dialog box appears.

Create Batch Primary Insurance Claims

Enter Procedure Date

From: |1 24024219 To: |1 2/024219

[ Include Procedures with 0.00 Amounts

coot_|

2. Type a procedure date range.

All procedures within the selected date range in the Accounts module will be included.
3. To generate the claims, click OK.

‘The Batch Insurance Claims Completed dialog box appears.

Batch Insurance Claims Completed

Mumber of Primary Claims Sent: 0

4. To send the claims to the Batch Processor to print them or send them electronically, click OK again.
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Chapter 10: Documents

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 Documents 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 Documents module and 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 Documents module.

This chapter covers the following topics:

e The Documents Window

e Setting Up the Documents Module

* Importing, Exporting, and Filtering Documents
* Editing, Tagging, and Printing Documents

* Editing Images
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The Documents Window

The Documents window contains the following areas:

€ Easy Dental

3 Davis, Karen =
vy %) 111611982 37) F

x

TE R

-] Title - Reference Date

Patient Banne:

Primary Provide Primay : o e
Smith, Dennis (DDS1) Equicor Cigna 3 o, ‘:+ 4

| Import » £5 Scan [a Export Jh Print {9 Settings

Filter Documents -
4 Correspondence
Karen Davis 8/6/2018
Sample Doc 8/7/2018
4 Patient Picture

Karen Davis 3172018

Ry /3172018 I .

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 five buttons for working in the Documents module:

= Import v #3 Scan [m Export Ay Print 4} Settings

Button Name Function
=lmeett ~ | Import Click to import a selected document.
&3 Scan Scan Click to scan an image into a document..
=Epot | Export Click to export a selected document.
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Button Name Function
A, Print Print Click to print the selected document.
£¥ Settings Settings Click to change settings in the Documents module.

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.

Davis, Karen + A:p:-\.’t."erlt: Call me Primary Provider Primary Insurance g‘ ¢ 9
.é@ 11/16/1982 (37) F T A Smith, Dennis (DD51) Equicor Cigna «__ %8 40
Button [Name Function
3 Quick Search Type search terms in the box to search all categories.
L
[ Patients Only Click to restrict your search to patient records.
=9
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.

|| #

Setting Up the Documents Module

In the Documents module, 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 Documents module to a
folder. This section covers the following topics:

*  Setting Preferences
* Adding Folders
* Editing Folders

Setting Preferences

You can customize the Documents module 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.

To set a preference

1. In the Documents toolbar, click Settings button.

The Settings dialog box appears.
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E Settings x

=7 Document Center

I 3F Preferences
Appearance
" Folders
i Dark Theme
® On

Document Content

@ Page numbers

Preferred Scanner

| No WIA scanners detected -

Import Monitoring (OFF)

2 Select Folder | To enable the feature folder path must be selected

Mew File Alerts

After Importing a File

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 Documents module. Folders help you organize and describe
stored documents. You can add, edit, or delete folders.

To add a folder
1. In the Documents toolbar, click the Settings button.

The Settings dialog box appears.
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= Document Center

I 3F Preferences
Appearance

P Srns Dark Theme

® On

Document Content

_ @ Page numbers

Preferred Scanner

| No WIA scanners detected

Import Monitoring (OFF)

= Select Folder | To enable the f

Mew File Alerts

After Importing a File

eature folder path must be selected

2. Click Folders.

@ Settings

= Document Center

1
1— Preferences

I P Folders

Folder Categories

Correspondence

EQB - Primary Insurance
EOB - Secondary Insurance
HIPAA Privacy/Forms
Miscellaneous

Patient Health History
Patient Information
Patient Insurance
Patient Picture

Patient Treatment
Pre-Treatment Estimates
K-rays

Add, edit or remove the folders that will be shown in your document center

Folder

-+

Add

V4

Edit

X

Delete

3. Click Add.

The Add Folder dialog box appears.
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€] Add Folder X

Mame *

Cancel

4. Type the folder’s name, and then click OK.

The new folder appears in the list.

Editing Folders

You must assign a document to a folder in the Documents module. Folders help you organize and describe
stored documents. You can add, edit, and delete folders.

To edit a folder
1. In the Documents toolbar, click the Settings button.

The Settings dialog box appears.
2. Click Folders.

@ Settings x

= Document Center

]ﬁ Preferences
Folder Categories
[ e
I i Folders Add, edit or remove the folders that will be shown in your document center
Folder - +
Correspondence
Add

EOQB - Primary Insurance

EQB - Secondary Insurance /
HIPAA Privacy/Forms
Miscellaneous
Patient Health History x

Patient Information Delete

Edit

Patient Insurance
Patient Picture

Patient Treatment
Pre-Treatment Estimates

K-rays

3. Select the folder you want to edit, and then click Edit.
The Edit Folder dialog box appears.

e} Edit Folder X

MName * | Correspondence

CEHCEI

4. Type the new name for the folder, and then click OK.
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Importing, Exporting, and Filtering
Documents

You can import documents to and export them from the Documents module. This section covers the
following topics:

* Importing Documents
*  Exporting Documents

*  Filtering Documents

Importing Documents from a Folder

You can import most common file types (.jpg, .png, .pdf, .bmp, .docx, xlsx, and others) as documents into
the Documents module. However, you cannot import TIF files.

To import a document

1. In the Documents toolbar, click the Import button, and then from the menu, click Import from folder.

'The Open dialog box appears.

235

« v » ThisPC » Documents » v 0 Search Documents yel
Organize « MNew folder =~ O @
~ Mame Date modified Type Size

3 Quick access
Sample Documents /2018 11:57 AM  File folder
[ Desktop *
Snagit 018 4:36 PM File folder
& Downloads * ™ Day Sheet 0:53AM  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 2/15/2018 :57PM  Adobe Acrobat D... 959 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 *
12/2/2019 w | | Patient Treatment - +
Notes
Orientation  <None: -
Treatment Summary.pdf 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 Documents toolbar, click Export.

The Export Documents dialog box appears.

Note: By default, all documents are selected.

Easy Dental 12.2 User’s Guide




Chapter 10: Documents 237

E Export Documents X

What files do you want to export? | Select all files 'Q

4 Patient Picture

4 Karen Davis ~ 7/31/2018

v Page 1

r] e

Export to = Browse
Folder must be defined

2 files selected Cancel

2. Do one of the following:
*  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

3 Gary Frazier

3 This PC

‘ra Libraries

[? Metwork

Control Panel

lal Recycle Bin
12.2.1038.0
12.2.1060.0

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 Documents module, click Filter Documents.
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e Easy Dental

:% Davis, Karen =
4 & 11/16/1982 3T) F

Smith, Dennis (DD51) Equicor Cigna % o .f+ =

=] Import v f£5 Scan S Export d2h Print g} Settings
Secouee Filter Documents e
Zn
e Reference: - - -
e Folder: -
Pl

Title -

Reference Date
4 Correspondence

Karen Davis 8/6/2018

Sample Doc 8/7/2018

4 Patient Picture

| Karen Davis 32018
e X-Ray /3172018
=

2. Do one of the following:

e To filter documents by tag, document name, or date, type in the Enter Text box.

e 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

:% Davis, Karen =
( %) 11/16/1982 BT F

= Import v ¢ Scan [ Export [k Print ¥ Settin
Fitter Documents D "

Reference: bl

* 6

.
at &y

Smith, Dennis (DDS1) Equicor Cigna

| 2
'ull

Folder: | Patient Picture

Title - Reference Date

4 Patient Picture

Karen Davis 7/31/2018
X-Ray 7/31/2018

Page 1
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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-Ray
‘ i A Davis, Karen Aetna + Add Tag
Reference Date = Folder *
7/31/2018 ~ | Patient Picture - +
Motes
Orientation <MNone> -
Page 1 Cancel

2. Complete one or more of the following tasks:
e Tite — Type a new name for the document.
¢ Reference Date — Click the Down arrow, and then select a new date from the calendar.
e Folder — Click the Down arrow, and then 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 then select a different orientation for the document.

3. Click OK.

Adding Document Tags to Documents

With the Documents module, 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-Ray ; Davis, Karen Aetna + Add Tag
Reference Date = Folder *
7/31/2018 ~ | Patient Picture - +
Notes
Orientation  <None> -
Page 1 Cancel

2. Click Add Tag.

3. In the Search box, click the button corresponding to the document tag you want to apply.

€] Edit Document Information x

Title * Document Tags *
X-Ri

= A Davis, Karen N
Reference Date * Faolder * =

e ]
7/31/2018 ~ | Patient Picture -+ N e =80

MNotes
Orientation  <None> -
Page 1 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 * Document Tags *
X-Ri

Reference Date = Folder *
7/31/2018 w | Patient Picture - +

Notes

Orientation  <None: -

Page 1

Printing Documents

You can print documents from the Documents module.

To print a document
1. In the Document Tree, select the document that you want to print.
2. In the Documents toolbar, click Print.

The Print Preview dialog box appears.

Print Preview - O
Printer | HP Color LaserJet M452dw (133890) HE-
Page range @ All Pages [/]
Copies e

Documents
Print Tile  ~  DateReference | Pages
4 Patient Picture

v Karen Davis 7/31/2018 2

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.
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*  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

:a Davis, Karen = o AL
r %) 1161382 3T) F B 5missea

=) Import v #3 Scan [ Export 4k Print £} Settings

Smith, Dennis (DDS1)  Equicor Gigna a8 a

accoen Filter Documents =
?.,— Title «  Reference Date
- 4 Correspondence

Karen Davis 8/6/2018

Sample Doc 8/7/2018
4 Patient Picture

Karen Davis /3172018

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 Documents module.

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.
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G Resize Image x

Original Size (233 x 282 pixels)

640x480

200x600

1024x768

1200x960

1600x1200

Custom sizing (Max 8262 x 10000 pixels
Width: Height:

Cancel

4. Do one of the following:
e Select a size in pixels from the list.

e 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 then 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 - (u] x

:; G Davis, Karen -
I (o) 1V16n92GT)F

=\ Import = ¢ Scan [=e Export 2k Print £ Settings

Smith, Dennis (DDS1) Equicor Cigna X\ o 8 o

ccune: Filter Documents =

T, Title - Reference Date
7 \
o 4 Correspondence
] Karen Davis 8/6/2018
et Sample Doc 8/7/2018
4 Patient Picture
Karen Davis 73172018
X-Ray 713172018

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.

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 keeps a record of contacts 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.

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.
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*  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.

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.

€ Easy Dental

[/ Survey [ Notes Report Il Alerts L_§ Quick Letters [N Quick Labels ® EasyWeb Tl Archive 2x Delete

Davis, Karen % H555-1530
11/16/1982 (37) F
i } | ship:
TI\::' Preferences
Fadcita - Davis, Karen
T Ms. Davis, Karen 1/16/188 F Sing
L,(-..-_:‘ English 2 Davis, Harmon
[{:, Address A Davis, Kelly

176 Oak Avenue , )
Morgan, UT 84050 - ?aVI_S: Lle

Srcurmart

2. Click the desired patient’s name.

The information for the selected patient appears in the Patient Banner.

6 Davis, Karen = L Appointments Call me ary Insurance \
(o) 111611362 G F B Smith, Dennis (DD51) Equicor Gigna [ 3 4 5|8
File Insurance Davis, Lyle

Davis, Kelly
Davis, Harmon
P

= Little, [ Davis, Harmon

Dalton, James

Referred To is Blank, David

Little, Dean

Kenner, Dora J

Jenkins, David

be De i- i. Je Jo ) '. be | )= b

Melson. Danny
Danie

€ Easy Dental

S22 | [ Survey [ Notes Report [ | Alerts L Quick Letters BN Quick Labels &j EasyWeb [l Archive Zx Delete «

Jones, Henry Contact Information is not specified

12/16/1983 (35) M

Relationships
Esim o Jones, Henry
' English e
2 Jones, Mary

& Jones, Anne
234 Cherry Lane 1% O €

- Jones, Henry t Call me Primary Provider Primary Ingu
(_3 fo) 12r161983 35 M = I — Smith Junior, Dennis (DDS2)  Prudential
L
File Insurance
S

Refe

-

Sy

Referred By is not specified

Referred To

Referred To is not specified

references

L. Smith Junior, Dennis

% S

3. To view another member of the family, click the down arrow in the patient name list, and then click that

family member’s name.
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[ Easy Dental

8 $ . :1 e 1067200 S e e sl V&0
5t visit 11/ = = = n
(c) | 11/16/1982 GT)F i e e Smith, Dennis (DDS1) Equicor Cigna o § Patient s -!-!: &

- 9

Davis, Harmon

S A osnsmanm g 2 - T

\ i Quick Letters IE§ Quick Labels ®j EasyWeb Wl Archive Zx Delete «

— ﬂ Davis, Kelly

Txl Y nperze e F ; :

‘gr/"’ Contact Information Referred By

=, U Davis, Lyle

=) @  smzosaam %, H555-1530 2 Little, Dean

The Patient Banner and the Easy Dental module you are using show the information for the selected
family member.

Primary Insurance

Davis, Kelly = Appointments Call me <
U vsorzen ceyr i Smith, Dennis (DDS1) Principal Financi 8 (o,

0 missed appointments

File Insurance

[#] Survey [5¢ Notes Report Alerts j_§ Quick Letters 5 Quick Labels g EasyWeb &l Archive 2x Delete «

Infor ontact Information
Davis, Kelly % H555-1530 Referred By is not specified
11/30/2003 (16) F
P Relationships red To
r_]"‘g B IeRR Referred To is not specified
ot 2. Davis, Karen g
Lz;: 2 Davis, Harmon h
) o
L9 176 Oak Avenue < Davis, _K?Il}:_ .
Morgan, UT 84050 X
E‘ & Davis, Lyle
s dentifications A o
. =+ New Family Member e i
- . - DADOO3 atient Notes
Emp
Regorn Employer is not specified

10/1/2015 BITEWINGS
5/6/2020 PROPHY

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
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1. In the Patient Banner, click the Settings button.

The Settings dialog box appears.

e
£ General

Settings

I N Practice setup

?: Maintenance

Auto Chart Number Setup

Dental Diagnostic Cross Code Setup

Definitions

“\ 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.

Practice Resources

i~ Practice Infarmation Operatar
Easy Dental Practice - Tutor Database New
12205 B30 E
Edit
American Fork, UT 84003 !
[B01)763-9300 ext: Delete
Adrinigtrative Contact: DDET
HIP&A Officer:
Fiscal Year January
Bank. # il
r Provider(s)
Mame Status New
DDs2 Smith Juriar, Denniz Primary E
DDS3  Cook, Maria Primary Ihactivate
ENDD Ewans, Erica Primary —_—T
HYG1 Hayes, Sally Secondary
ORTH Oliverson, Oscar Primary
FEDO Childs, Brenda Primarg
FERI Pearson, Paula Primarg
SURG  Saorensen. Steve Primary List
Inactive
r Staff
D [ Name [ Status | New
MGR1 Taylor, Judy Staff Edit
OFCA Jones, Susan Staff ==
Inactivate
List
r 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

Chapter 11: Other Features 249

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 then fill out the information required to set up you and your practice
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 that you can access from
the toolbar of most Easy Dental modules, including the Patients, Schedule, Chart, Accounts, Collections
Manager, and Treatment Manager.

The Patient Alert button indicates whether you created an alert for the patient or not.

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. And, 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. In any 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 - (Davis, Karen)

Start Date End Date Dleszcription

Note: You can create, edit, or delete patient alerts.

3. To create a new patient alert, click New.

The Create Patient Alert dialog box appears.

Create Patient Alert - (Davis, Kelly)

Select Date Patient &lert should display for the
patient in the following areas:
Start II‘I 2/02/2019  ppg [12/02/2020 I al
[ Always Accounts Module ~
Chart
o Contacts
Description Create Inzurance Claim

I Create New Appairtrment
Documents Module

Eazyweb

Mate Edit Exizting Appointment W

r— Optiohs
[ Show Symbol on
Appointment

[~ Display &ged Balance
with Mote

Ok I Cancel
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4. Use the following options in the Create Patient Alert dialog box to set up a patient alert:

e 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. To have the alert always active,
select Always.

e Description — Type a description (up to 15 characters) for the alert. 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 (up to 4,000 characters) about the alert.

* DPatient Alert should display for the patient in the following areas — Select which Easy Dental
modules and areas you want to display the patient alert. Select All to have it display in all areas.

*  Options — Select the options you want to apply to this alert:

*  Show Symbol on Appointment — Select to have an alert icon to appear on the patient’s
appointment.

-| Kr. Craozhy, Brent
-|Ex

-| H:555-1234

- mps $

* Display Aged Balance with Note — Select 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 Q.00 224.00 0.00 22400
Payment Amt: hy Amt Past Due: [,
Bill Type: [1] Last Payment: 000

5. To create the alert, click OK.

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:

Patient Alert - (Perkins, Allen) - PRIVACY REQUESTS

Description Start: |fhways
Privacy Request
End: [Always

Mate

Patient requests no phone calls
Patient requests no comrespondence
Patient requests dizclogure restrictions

[ Do Mat 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.
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To suspend patient alerts
1. In the Patient Banner, click the Settings icon.

The Settings dialog box appears.

E Settings X

£ General

& Practice setu
< P Employer Maintenance

I x Maintenance Insurance Maintenance

Fee Schedules

Q,\ Passwords

T-' Tutorials Purge Exported Files
Purge Dental Ins Benefits Used
Report Fonts

Standard Coverage Tables

2. Click Maintenance, and then click Preferences.

The Preferences dialog box appears.

Preferences

General Options | Print Options I Statement Forms | Paths I

r Initial Window to Launch

I Schedule ;I

— Default Azsignment of Payments Adjustments to:
® Account " Curment Patient

—Additional Options
™ Suspend Patient &lerts

¥ Start Time Clock on System Startup
™ Hide Social Security Number

| =]

— Default Signature on File

[” Release of Information

[ Assignment of Benefits

— Customer Experience Improvement Program
[ Disable

QK I Cancel
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3. Under Additional Options, sclect Suspend Patient Alerts.
4. To save your changes, click OK.

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.

€ Easy Dental

/3 6 = :‘ WER2019 e S sl Y80
st visit T1/6/ = ; ; 5.1y
& (6) | 111671382 37) F @ missed appointments Smith, Dennis (DDS1) EquicorCigna & [ 0oy o :* e

Presciptions for: Karen Davis

i\ | Date Descripli Drug Name Prescribes
B E
a

+ Mot a standard prescription

Electroric Fx [ hew | View Delete Eeports

3. Click New.

The New Patient Prescription dialog box appears.
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Mew Patient Prescription

Dezcription:
[ =l
Dirug Mame:

Sig:

Dlslﬂfl " Dispenze as Wiitten
Hefills:lﬂ_ * Generic Substiution Permitted

Motes:

Prescriber:
[DDE1  Smith, Dennis ~|

ak. | Cancel |

4. Click the Description down arrow, and then from the list, 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.
*  Change the drug substitution by marking the desired options.
*  Change the patient instructions by modifying the Notes box.
6. Select the provider prescribing the drug.
7. To print the prescription, click Print.
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. H
The Treatment Manager View dialog box appears.

Treatment Manager View

— Select Patisnt

Select Patient

— Treatment Plan—————————— - MestAppt——————
Provl: [¥ al D ated Fram: |<ALL> D ated Fram: |<ALL>
ISR
Ta |<ALLs )
Te: [0 ] |22 : Tor [cALl>
ENDO Min TP Total: ID.D'I &ppt
Select Biling Type: W &0l Biling Types |ORTH MinTPInsEst [ao0 Reason W Al Type: [V 4l
1: Standard Biling - finance charges ~ |PEDO Procedure C d ’ wiith TP ASAP
2 Standard Eilling - no finance charges PERI NEEEElS LEEE ‘with REC Fined
3 Mo lnzurance SURG Frarn: |<A|-|-> il Both TPEREC |Open
4: Insurance Family - Dual Insurance ) l—
5 Inzurance Farily - finance charges T |<ALL> il — Unscheduled Appts
E: Payment Plat - finance charges ] @ al
T:'_t v = " ’ E— — Contacts
[ matent Age atient | Patient [ Prewious Entry Before: 7 with an Unsched Appt
. I . I Statuz: | Won-Patient :
flond[<ALL> [Ecg(<ALL> ¥ &l |Inactive |11J"D2a"2019 " ithout an Unsched Appt
— Insurance

Insurance Coverage: v Al

— For Patients with Primary Insurance

Benefit Fenewal From: [<4LLr Te |<all: MinBenefitFlem:ID.DD
Insurance Carrier

Show Columns... |

[ Show Totals

Mo Insurance
Prirnary

Fram: |<ALL>

x| Torealls

B

Secondary
Primary w./o Secondary

— For Patients with Secondary Insurance

Benefit B enewal From: I<-‘5\|-|-> Ta I<-‘5\|-|-> Min Benefit Fem: IU-UU

Insurance Carrier

[u]4 I
Cancel |

Fram: |<*'-'*|-|->

5> | Tor[etlls

il Help |

A message appears.

To continue, click Yes.

The Treatment Manager window appears.

% Treatment Manager

Set up a view for Treatment Manager, or to accept the default view, click OK.

P ioey B L 0 20 e

| * I Patient I Last TP

[ TP Total |

Ins EstI

PatEst| #|

Pri Rem I Sec Rem I Prv Contl

Brown, Mary

*  Crosby, BrentL  02/01/2012
*  Davis, Karen 11112019

Little, Carol 020172012
*  Little, Dean 02/01/2012

2025.00 ] 7 2000.00 N/A
314700 1500.00 164700 4 1500.00 M/A01/31/200
2927.00 0.00 292700 3 2970.00 N/A 11/06/201
995.00 472,50 522530 1 1500.00  2000.00
995.00 0.00 99500 1 2000.00 M/A
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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

Available Columns: Show theze columng in this order:
Best Time ta Call ” Guarantar Flag ”
Billing Twpe Fatient Mame
Birthday & Age Lazt TP Date
Chartf TP Tatal Armount Lancel
E-mail address TP Ing Estimate
Farnily Pozition Add > TP Patient E stimate

# TP Procedures
Pri Ins Benefitz Rem.

Hormme Phone
Preferred Mame

i

Fri Renewal Maonth <- Remaove Sec Inz Benefitz Rem.
Provider 1 Fres. Contact Entry
Provider 2 Press Contact Entry Type
Recall Date Future Reminder Date
Fecal Type Future Rerm. Tupe
Sec Renewal Month v Mext Appt Date v
| [ IOSPRPEY RRPE N RPN [ Y N g P ) RSP N "R T [
Move Up | tove Down

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.

To save your column options and return to the Treatment Manager View dialog box, click OK.

To save your view settings, click OK.
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All patients who meet your selected criteria appear in the Easy Dental Treatment Manager window.

4_ Treatment Manager

PANBLOEY BHWw 2 U 480

* | Patient I Last TP I TP Total | Ins EstI Pat Estl #I Pri Rem I Sec Rem I Prv Contl
Brown, Mary 02/01/2012 2025.00 50.00  1975.00

*  Crosby, BrentL  02/01/2012 3147.00 150000 1847.00 4 1500.00 M/A 01/31/200

*  Davis, Karen 1171172018 2927.00 0.00 292700 5 2970.00 MN/A 117067201
Little, Carol 02/0/2012 995.00 472,50 522,50 1 130000 2000.00

*  Little, Dean 02/01/2012 995.00 0.00 99500 1 2000.00 M/A

< >

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 from the Reports module.

To start the Collections Manager

1. In the Reports toolbar, click the Collections Manager button. %
The Collections Manager View dialog box appears.

Collections Manager View

— Select Guarantar

Select

DOs1

To |<alls

DDs2
DDE3
EMDO

Select Biling Type:

v &l Biling Types

ORTH
PEDO

1: Standard Billing - finance charges

2 Standard Billing - no finance charges
3 Mo lnsurance

4: Inzurance Family - Dual Insurance

5 Insurance Farnily - finahce charges
B: Payment Flan - finance charges

7. Pavment Plan - no finance charaes

—Select # of Pmts Mizzed

~ PERI
SURG

W

[ Skip Accounts Yith Claim Pending

...|f Patient Partion Lezs Thar: IED.DD

Pravider: [V Al

Min B alance: IU.D'I

™ Last Pmt Befare:

I‘I 0/07/20m9

[ If Nat Billed Since:

I'I 0072019

[ Last ¥isit Before:

I'I 0072019

[™ Previous Contact Entry Before:

I'I 0072019

Minimum Days Pazt Due Ins Min Daps Past Due
f" .
5 Mol mls:fd @ Over  Over 30 @ Over " Over 30
* 0 ar more 2 or more
© OwverB0 7 Owerdn " OverB0 O Over90
 1ormore 3 ormore
For Payment Plan (PF] & Future
Due Payrent Plang (FOJ: v Al

With a Payrent Plan

With a Future Due Payment Plan
‘wiith Both a P& and a FD

without a Payment Plan

Without a Future Due Papment Plan
Without a P& and without 2 FD

Show Calumns. .. |

[~ Show Totals

Cancel |
Help |

2. Seta view for the Collections Manager, or to accept the default view, click OK.

The Collections Manager window appears.

 Collections Manager
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Palsuoey 8@EA N0 G

Acc Name I Balancel

TolnsI

580.00

Brown, Mary

Crosby, Brent L 190.00
Davis, Karen 907.00
Hansen, Core... 580.00
Hayes, Sally 580.00
Little, Dean 1860.00
Reeves, loshua 190.00

0->20] 3160 61->90]  91->| PARem]|
0.00 0.00 0.00 580.00
0.00 0.00 000  190.00 N/A

907.00 0.00 0.00 000 575.00
0.00 0.00 000 580.00 N/A
0.00 0.00 000  580.00 N/A
0.00 0.00 0.00  1860.00 N/A
0.00 0.00 000 190.00 N/A

0.00
0.00
241.00
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.
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e 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
accounts that have outstanding insurance claims aged according to the selection.

e 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.

To determine what information for the selected patients you want to display, click Show Columns.

The Show Columns dialog box appears.

Show Columns

Available Columng: Show theze colurmng in thiz order:

Account Provider Account Mame oK |
Best Time to Call Acct Balahce

Billing Twpe 0-x30 Balance

Bithday & Age 31->60 Balance Cancel

Chart # £1-»30 Balance
E-mail address 91-» Balance
Family Pozition Pé Bem Balance
Guarantor City Amt Billed ta Ins

Guarantor State Insurance Estimate

Guarantor Zip Code Add -» Guarantor E stimate

Home Phone Lazt Payment Date
Last Statement Date Lazt Payment Amount
Soc Sec # < Remove P Amount Due
Wwiork, Phone&E st # Pmitz Mizzed

Prew. Contact Entry
Prev. Contact Entry Type
Future Reminder Date
Future Rem. Type

Mowe Up | Moveann‘

To specify which columns to display in the list, click the Add and Remove buttons.

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.

To save your column options and return to the Collections Manager View dialog box, click OK.

To save your view settings, click OK.

All patients who meet your selected criteria now appear in the Collections Manager window.
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% Collections Manager

AccMame | Balance| 0-»30] 31-280| 61-290]  91->| PARem| Tons| |
Brown, Mary 580.00 0.00 0.00 0.00 580.00 0.00
Crosby, Brent L 190.00 0.00 0.00 0.00 190.00 MA 0.00
Davis, Karen 907.00 907.00 0.00 0.00 0.00 575.00 241.00
Hansen, Core... 580.00 0,00 0.00 0.00 580.00 M 0,00
Hayes, Sally 580.00 0.00 0.00 0.00 580.00 N/ 0.00
Little, Dean 1860.00 0.00 0.00 0.00 1860.00 M/A 0.00
Reeves, loshua 190.00 0.00 0.00 0.00 190.00 RN 0.00

£ >

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

o
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.

B Lab Case Manager

p(ﬁré i@ N E D tiq;j& Lab Case Manager Toolbar

|E=sy Dental Laboratory |Little, Carol
% Lab Patient Create D... | Sent Onli... | Receive ... | Cated
E Easy Dental Laborat... Little, Carol 07172m2
Easy Dental Laborat... Little, Dean oFys2ma Crowr
E Case List
B >

Case List Toolbar

The main toolbar across the top of the window contains buttons that are found in other Easy Dental modules:

Péad aE@ 2 200G

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.

MNew Case - Davis, Karen

[~ Case Information Procedure Information
= bad
Create Date [E/ 372019 = Pioc Date | Tooth | Suface | Pioc Eudel Description
Provider. [0DST >
< 2
Categany: I[ND”E] LI
Shades
~ Case Mol
Custom Motes Insert Dateline | BREREUES
Ol crown
Patierits denture
Picture / =-Rays
Shade tab
[~ Send Information Information From Lab
Labr Sent Date Lab Assigned Case #:
[inHousz) [ Rhare: g 12/ 32m3 x| T Twn
Shipping Methad Shipping Tracking Mumber Shipping Cost I™ Emergency Feceive From Lab Date:
[Ryan tor Easy Dental Lab =1 [ I Call Doctor T2/ a/zms =)
 Mext Lab Appointment Information————— [~ Cloge Options
ApptDate  Appt Time I™ Print Case
Change Appt .
Beweben ] || = conaorine avachments | 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 patient’s 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.

*  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.

*  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 Try In — Select to indicate a “try-in” lab case.
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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. To save the new case, click OK.

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. To send the selected cases over the Internet, click Send Selected.

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.
To send a request to the selected lab to have a courier pick up the case, click Request Pickup.

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.
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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, Carol

Received D ate: |12.-’ /2019 vl Received By

Received from Method: IFIyan for Easp Dental Lab ;l Lab Fee:

Lab Assigned Case #: I Fiunning Balance: 0.00
Est. Received Date: I Days EarlysLate: I
2|

Enclosure(s) Sent: IF'ic:ture / ¥-Rays

Enclosure(z] Received: I

 Case Mote

Mate Date: |12.-" 32089 vl Previousl Mewt | Custom Motes InsertDaleIinel

— Case Statu
& Receive Case " Finish Caze ¢ Retumn Caze to Lab

Wiews Cage Online | Ok | 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.
*  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 toolbar button.

The Attach Appointments dialog box appears, listing all appointments for the patient that have not been
set complete.

Attach Appointments

[ ate | Time | Provider | Proc Code(s] |
1108/2019 2:20am  Smith Junior, Dennis D27a0

09/27/2019 200pm Smith Juriar, Dennis 02750

0718/208 9:30am  Smith Jurior, Denniz Do20.0a10

(1] I Cancel

3. Select the appointments that you want to attach to the lab case.
4. To save the attached appointments with the lab case, click OK.

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.

€ Easy Dental Patient Banner

6 Davis, Karen . & on ments Call me Primary Provider Primary Insurance SN 7]
() 11/16/1982 37) F E AR, Smith, Dennis (DDS1) Equicor Cigna & e 8 A

& 5 missed appointments

MEET ®BB DG [ e ]

=-[8] 11/08/2019 _
=] Comt, Pophyad AT
B8 CoempEx, Prophyad
B2-[8] 11/06/2019
g Reminder
E-[§] 11/05/2018 Time:  3:20:00 PM
bl @ Amount: $50.00, Check # 356 Check Payment - Thank You
U2 | & ) 1om1er209

Date:  11/08/2019

Pt Dos1
B8 Prophyad
g..-A\J =-[8] 09/25/2019 P
S B3 CompEx, Prophyad )
f &-[R) 0771672018 CompEx, ProphyAd
i) 2

wat | - [H] 08/05/2015

B (3 Amount: §100.00, Check # 345 Check Payment - Thank You
B-[8) 02/01/2012

‘\_”'“. 3 Broken Appeintment

B8] 08/02/2010

Schocde B8 Broken Appeintment

B8 Broken Appointment

& B3 Broken Appointment
Rty

Fatient- All Dates
All ProvfStaff - Selected entries

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.

—Select Cantacts Entrg Types:——————————  Select Provider/Staff
[~ al I Al ™ List Inactive

Appoi ID | Mame | Status | A
D051 Smith, Denniz Primary
Dhs2 Smith Junior, Dennis Primary
DDs3 Cioale, Maria Frirnamy
EMDO Evans, Erica Prirnary
H+&G1 Hayes, Sally Secondarny
ORTH Oliverson, Oscar Primary
FEDO Childz, Brenda Primary
FERI Pearzon, Paula Prirmary
SURG Sorensen, Steve Prirnan W

Entries [ ated After: |<-"1"-|_|_>
[™ Save as Default oK, I Earmae]
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2. Select the Contact Entry Types that you want to display, or select All Contact Entry Types.

Note: You can view the following Contact Entry Types: Appointments (purged and scheduled), Billing
Statements, Broken 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.

3. Do one or more of the following:
*  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 ficld.
*  To save the options selected as the default viewing options, select Save as Default.

4. To save your settings and return to the Contacts module, click OK.

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 Centact Entry - Davis, Karen

Type Date [mm/ddAwsn] — —Auta Dial
Phane Call |1 2/03/23
. Wiark:

ProvwStaff Time [hh:mn: sz) | I
[pDst il [11:02.20 A0 Home: 5651530 |
Description il |

Other: |
Mote

Faw: |

I Dial |
ok | Cancel |

2. 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.

3. Click the Prov/Staff search button, and then select the provider or staff member to be assigned to this
Contact type.
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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.

If desired, you can change the time of Phone Call and Miscellaneous contact entries. Type the correct time.

® N SN R

To save your changes and return to the Contacts module, click OK.

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 then 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 Emploves —Regular Pay
[™ List Inactive & Salary (Annual)
1D | Mame | Status | ~ ~
Smith, Dennis Hourly

D052 Smith Junior, Dennis Primary Annual Pay Rate I s0.00

DDS3  Cook, Mara Primary

ENDC  Ewvans, Erica Primary

HYG1 Hayes, Sally Secondary

MGR1 Taylor, Judy Staff o .

OFC1  Jones, Susan Staff W Dleianiluts Py

B - - * Do Mot Calculate Overtime
bt Punch Out Settings {3 =2 of Pay Hate I 150

¥ Do Not Use Auto Punch Out = Wark Week Hours I 40

" Auto Punch Out Time  [1200AM = € Vork Day Hours |8

¥ Include Employes 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:

*  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.

*  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. To save your changes and exit, click OK. Or, select another employee, and from the message box, click
Yes to save your changes and set up the next employee.

Easy Dental 12.2 User’s Guide




272 Chapter 11: Other Features

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 then click
Employee Clock In/Out.

If you don’t have passwords enabled, the Select Employee dialog box appears.

[I] | M ame | Statusz | A
Smith, Denris Primarny

phDs2 Srith Juniar, Dennis Prirnary

D053 Cook, Maria Primany

EMDO Ewvanz, Enca Frimarny

Hv' G Haypesz, Saly Secondary

MGERT Tavlar, Judy Staff

OFC1 Jones, Susan Staft ”

noTd (] PR e e Dirira=rn

(] I Cancel

If you have enabled passwords and have not logged into Easy Dental, the Password - Time Clock In/Out
dialog box appears.

Password - Time Clock, Clock In/Cut

User Hame: I

Usger 1D || Fazzword: I

ok | Cancel |

2. Do one of the following, and then click OK:
*  Select the employee from the list.
* Type the employee’s User ID and Password.
The Time Clock dialog box for the selected employee appears.
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®) Time Clock - Smith, Dennis

Current | Historyl Reports I

Naote:

Today's Date: [12/3/2019
UszerID: |pDs1
Last Punch:

Current Time:  [11:06 AM

ik

Clock In

Clear |

Close |

Note: 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.”

3. Click the Clock In or Clock Out button, and then record any notes if necessary.

For more information on using the Time Clock, see “Time Clock overview” in the Easy Dental Help.

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.
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Quick Letters - Davis, Karen

— Select Letter

terge Letter .
Letter Mame Template Prit |

n ervvelope [form feed) ezdeny].doc —
Appointment Super Bill ezdzprbl.doc Build e |
Blank Letter Form ezdim34.doc
Caollection Matification ezdim08.doc Open Templatel
Congratulations - Graduation ezdim12.doc
Congratulations - Marriage ezdim11.doc
Congratulations - Mew Baby ezdim10.doc
Internet Communications Consent webcsnt.doc
Mew Patient Welcome ezdim0z. doc
Patient Information - Congent ezdpatv. doc
Referred By Doctor ezdm1b.doc ¥

MHew | Edit | Delete | Close I

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.
Do one of the following:
e Print — Click to create and print the letter without reviewing it.
Easy Dental opens Word, merges, prints, 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.

After the letter prints, close it.

From the Microsoft Word menu bar, select File, and then Close. A message appears asking if you want to
save the changes. Click No. (If you click Yes, all merge code information is replaced.)

From the Microsoft Word menu bar, click File, and then click 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.

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.
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Cuick Labels

—Select Labelz]

Fatient M ailing Label
Fuarantor Mailing Label
Patiert Chart Label
Abbreviated Chart Label
Patiert M ame Chart Label
Detailed Chart Label

Primary Dental Inzurance Label
Appointment Beminder Label

Print

e |

2. Select the label you want to print. The following list includes 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.

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 email software program installed. Your
selected email software program should support MAPI function calls. Programs such as Microsoft Outlook,
Eudora, and IBM Notes meet this requirement.
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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 email program, which may take a few seconds. If you added an email
address for the patient in the Patients module, the patient’s email address is automatically added in the To
line. If no email address has been added for the patient, you must enter the address.

2. Write the text of your message, and then 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 — Click to open your default internet browser and connect to the Easy Dental
website.

Web Site Manager — Click to build and manage a website for your practice, check statistics about
your website, manage your eCentral account, and administer patient account access.

Insurance Manager — Click to 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 — Click to log in to eCentral, where you can search for patient insurance

eligibility.

Communication Manager — Click to 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.

2 V¥ @8 Q

Settings — Click to 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.

e 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.

e  Referral Setup — Displays the Select Referred To dialog box, where you can set up the
providers to whom you will be sending referrals.
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Upload — Click to configure various upload options that govern how you upload information to the web.

ue

EasyWebSync — Click to 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.

e 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 — Click to connect to Henry Schein Dental, where you can order dental and office supplies
using Henry Schein’s supplies online ordering system.

Patient Financing — Click to 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 — Click to open a web page where you can learn about various
opportunities for continuing education in dentistry.

@R &N

Leasing — Click to open 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.

Easy Dental Add-ons

The following products and packages are available as add-ons or integrated technologies for Easy Dental:

eTrans — Simplify the insurance claim process so you get paid faster by submitting insurance claims to
your payors electronically. For more information, refer to the eZ7ans for Easy Dental Users Guide available
in the Easy Dental Resource Center.

QuickBill — Automate 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 Users Guide available in the Easy Dental Resource Center.

eBackUp — 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 — 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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time blocks, finding available 106
times, finding available 79
Appointments List 87
appointment types 100

ASAP List 87
Audit Trail Report 224
automatic chart numbers 37

backing up the database 43
batch payments 184
insurance, entering 186
insurance, itemizing 188
Batch Processor
overview 215
refreshing 217
reports, deleting 217
reports, previewing 215
reports, printing 215
billing statements 221
billing types
setting up 34

C
CareCredit

overview 247
payments, entering 249
setting up 247

Chart 109
dental, printing 123
graphic chart 111
procedure buttons 112
procedure category buttons 112
status buttons 113
toolbar 110
window 110

chart numbering 37

claims
attachments, including 169
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diagnosis block 173
editing 174
estimate information block 171
information block 168
information, changing 165
insurance plan note block 172
insurance status block 171
payment information block 171
primary, creating 164
procedure information block 171
provider information block 167
remarks for unusual services 173
secondary, creating 179
subscriber information block 166

clinical notes 122

Collections Manager
overview 258
patients, contacting 262
starting 259
view, setting up 260

Contacts module
entries, adding manually 269
overview 267
view filters, changing 268
window 268

conversion 7

customer support 3

D

database
backing up 43
backing up with eBackUp 277
converting 7
data chart 129
data conversion 7
DDX 265
defaults
for operatories 17
for providers 16
for the practice 35
for the practice schedule 15
dentition
changing views 120
mixed, showing 121
diagnostic codes
attaching to treatment plans 145
setting up 27
diagnostic cross codes
setting up 28
discounts, entering 161
documentation 1
printed manuals 2
documents
exporting 236
filtering 237
importing from folders 235
information, editing 239
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printing 241
tags, adding 239
Documents module
document information, editing 239
documents, exporting 236

documents, filtering 237

documents, importing from folders 235

documents, printing 241
document tree 230
document viewer 230
folders, adding 232
folders, editing 234
images, cropping 243
images, editing 242
images, re-sizing 242
overview 229

patient banner 230
preferences, setting 231
quick search toolbar 231
setting up 231

tags, adding document 239
thumbnail panel 230
toolbar 230

viewer toolbar 242
window 230

Easy Checkout 184
setting up options 20

Easy Day Planning 100
activating 105
appointment types, adding 101

appointment types, customizing 100

procedure codes, customizing 102
time blocks, finding available 106
time blocks, setting up 103
Easy Dental
backing up with eBackUp 277
customer support 3
documentation 1
overview 6
Resource Center 2
starting 9
training 2
website 2
EasyWeb toolbar 276
eBackUp 277
employers
assigning to patients 57
changing 58
joining 2006
maintaining 206
purging 208
estimates
pre-treatment, creating 146
pre-treatment, managing 145
estimator 124
toolbar 124




¢Trans 277
events 85
examinations
periodontal 135
comparing 138
saving 137
explosion codes
setting up 29

F

family relationships
managing 52
fee schedules 203
files
exported, purging 223
finance charges
applying 197
entering 160
folders
adding 232
editing 234
future due payment plans
creating 193
processing 200

H

Help 1,2
Hover window 76

images
cropping 243
editing 242
re-sizing 242

installation guide 1

insurance
assigning to non-subscribers 63
assigning to subscribers 61
batch claims, creating 227
benefits, purging used 213
benefits used 182
carrier information, changing 64
carriers, joining 209
carriers, purging 211
claims, processing 164
coverage, clearing 66
deductibles met 182
estimates, entering 146
maintaining 208
overview 58
plans, entering new 59

L

Lab Case Manager
starting 262
window 263

Index

lab cases
attaching appointments to 267
case pickup, requesting 265
creating 264
receiving 266
sending with DDX 265
late charges
applying automatically 199
entering 160
letters
merging 226
overview 226

logging in 39
M

management reports 218
medical alerts 54
month end
procedures, performing 196
update, running 197

N

notes
clinical, adding 122
procedure, entering 121
viewing 99

o

operatory closures 85
operatory defaults 17

P

passwords
changing and clearing 39
enabling 39
setting up 39
patient alerts
creating 250
opening 250
overview 249
suspending 251
viewing 251
Patient Banner 48, 246
Patient Drop-down 48
patient information
transferring 7
patient list reports 220
patient notes 55
entering 55
report, printing 56
patient picture
acquiring from Clipboard 54
overview 54
patient route slips 95
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patients prescriptions 253
archived, reactivating 71 pre-treatment estimates
archiving 70 creating 146
new with appointments, adding 51 insurance, entering primary 146
referring 69 insurance, entering secondary 147
selecting 53 managing 145

Patients module 45 printed manuals 2
File tab 47 printers
Insurance tab 47 setting up 38
toolbar 46 printing
window 46 documents 241

payment plans patient route slips 95
creating 190 perio reports 139
future due, creating 193 the Schedule View 93
future due, processing 200 procedure codes

payments customizing 102
batch account, entering 184 setting up 23
batch, entering 184 procedure notes 121
batch insurance, entering 186 procedures
batch insurance, itemizing 188 completed, deleting 119
entering 157 posting 155
insurance, deleting 180 treatment-planned, setting complete 148
insurance, entering 175 procedures in history
insurance, posting partial 177 invalidating 119
searching for 182 progress notes 113
total, entering 186 provider defaults 16

payment types 34 providers

Perio Chart vacation days 98
data chart 129
data entry controls 131 Q
na‘figatior.l controls 130 QuickBill 277
Script settings 133 Quick Labels 274
if)totlls agruf 2; 31 Quick Letters 273
tooth indicator controls 130 R
window overview 128

perio exams 131 recall
auto settings 132 appointment types 21
calculation options 133 assigning 67
flag red limit, setting 133 status 34
script settings 133 reference reports 218
teeth with selected conditions, skipping 135 referrals

perio measurements 135 assigning 68

perio reports 139 referred by, entering 69

PowerPay 277 release guide 1

practice defaults 35 reports

practice definitions 31 account 219
editing 32 deleting 217

practice hours 96 generating 217

practice information 10 management 218

practice resources patient list 220
setting up 9 previewing 215

practice schedule defaults 15 printing 215

practice schedules 96 reference 218

preferences Reports module
Documents module, setting 231 Batch Processor 202

overview 201
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setting up 21

toolbar 202

window 202
rescheduling appointments 91
Resource Center 2

S

Schedule Clipboard 77
schedule lists 86
Schedule module
appointments 76
date bar 76
day search buttons 76
overview 73
provider tracking columns 76
setting up 15
toolbar 74
views
changing 79
custom, setting 77
view toolbar 76
window 74
scripts
Perio Chart 133
script settings
pre-defined script 1 133
pre-defined script 2 134
pre-defined script 3 134
pre-defined script 4 134
pre-defined script 5 134
pre-defined script 6 135
security rights 41
Send Message 275
Social Security numbers
hiding 36
starting Easy Dental 9
surface painting 118
system requirements 1

T

tax and discount types 18
taxes, entering 161
time blocks 103
Time Clock
clocking in/out 272
opening 270
setting up 270
toolbars
Accounts module 152
Chart module 110
EasyWeb 276
estimator 124
Patients module 46
Perio Chart 128
Schedule module 74

training 2
g

Index

transaction links 148
transactions

editing 162

history, invalidating 163
transferring

patient information 7
treatment

adding with procedure category buttons 115

deleting 116

editing 116

editing in history 118

entering using procedure buttons 114
Treatment Manager

contacting patients 258

overview 254

setting up the view 256

starting 255
treatment-planned procedures

setting complete 148
Treatment Plans

diagnostic codes, attaching 145

entering 143

overview 141

toolbar 142

window 142

U

Unscheduled List 88
user rights 39, 41
user’s guide 2

\"

vacation days
provider, setting 98
views, changing 79
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