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Lesson 1: Power Practice Introduction

Learning Objectives:
1. Opening Power Practice Px 2. Understanding the Main Screen
3. Customizing the Main Screen 4. Patient Search

1.1 Opening Power Practice Px

The Power Practice Program Icon is located on the computer desktop. In order to open the program, a
Logon name (required) and a Password (optional) are entered. The Logon name is unique to either the
employee or the computer. This is assigned at the discretion of the office.

How to Open Power Practice
PX
1. Double click on the Power Practice Icon “& to open the Logon Dialogue window.
2. Enter a Logon Name and Password (if required). The Logon Name will default to the last name

entered.

Welcome to Power Practice Px - Smiles Dental Clinic (Demo Data)

0K
q Fleaze enter a Logon name and a -

‘ » ‘ Pazzword to continue
Cancel

Logan namme: |exan |

Pazzword: | om |

The following zoftveare iz Copypright, Exan Group.

1.2 Power Practice Px Main Screen

File Patient Office Charting Practice Options Windows Help 1

sQSEI e ERE NIeE2es
F | =] | | | | 1l | LT (LU (2 | | =40 | |
“?éﬂv- = ..-@% . : 1:':‘!/ \r) s 2
S—
&3 patient File =R )
R S ! =y G Wy W
Patint
Patient Home H : Chart
wiork # Status :
Other # Dr. #:
Oth. Loc : Hyg. #:
3 Cantact :
Email :
Frimary Iz, : Second. Ins.
Ermployer Employer
Fal 1D Depdt: FollD Dep#:
Group : D - Group : Diwe
Halder Halder :
Cwg, : Cva.:
A-Mate : APP: Al Balances:
ofe: Az Pat:
Phate - Of3: Al Ing:
Ofd: Al Tat:
OfE: Al Flr:
Name Age Stz Pat  Ins Code  RclDate Prad Appt Date Appt Time
Refer By :
Refer Ta:
< >

4 @ Exan - server [MMERCADO: May 17. 2019 09:36 AM




The Power Practice main window contains four areas.

1. Atthe top of the window are the Menu Bar commands (File, Patient, Office, Charting, Practice,
Options, Windows and Help) used to go anywhere in the POWER PRACTICE program and to other
programs that are bridged with the system, such as Microsoft Excel or digital imaging.

2. Below the Menu Bar is the Toolbar (pictures or icons), showing the different areas in the program.
These are shortcuts for some of the menu bar commands. The toolbar can be customized per user
login to display the icons that are accessed routinely.

3. Onthe left side of the window is the Tasks sidebar, which lists each open module with the
selected patient. Selecting an item in the list will access that working area.

4. At the bottom of the window is the Status Bar which displays basic information about the
system, such as the current patient with chart number, user logon id, computer name, date and
time, comment history, health alerts, and if the Insert, Num Lock or Caps Lock keys are set on
the keyboard.

1.3 Customizing the Main Screen

Each user can create a customized Main Screen with preferences for Power Practice. The most common
areas for customization include the Toolbar Icons, Single-Patient Mode, and Startup Options.

How to Customize the Toolbar Options %
1 C| k h Ooti . h Desktop  Erwironment  Station User  Chart Settings  Startup Options
. Click on the Options icon or choose
. P Enable/Dizable Desktop Options
Options from the Menu Bar. — Tool Bar Orisntation o
2. Click on the Setup button under the @ Horzontal
Desktoptab. Bl Vash: 321 O Vertical
3. Select from Available Buttons. [ Desktop window
. Customize Toolbar X
4. Choose Add to add it into Current. )
i Cuztomize Tool Bar lcons
5. Delete from Current list to remove Available Buttans: Current: aK
icon. [ setup " Add 3> @ ~ Cancel
6. Choose Move Up or Move Down to - <<Delete : —
rearrangeicons. [Q &ﬁ
. . Defaults
7. Click OK to save. Y
A ,
v Mowve Up
x Update E Move Dn
e & [=="Al v
Command: Mew Patient

Tool Label:

HotKey: []Shift + Kew | rnone

Show Popup Tool Labels




Max. Open Tasks

Change the maximum number of windows or modules to open in Power Practice.

Options *

Desktop  Erwironment  Station  Uger  Chart Settings  Startup Options

Save

Station Info
Mame:  server

wiorkstation Tupe
Single User
Metwark Server

I etk WwWiorkstation

Max. Open Tasks: I —Clm g&\

Max. Patient List Size and Single-Patient Mode

@

Mandy W.
000011

Mandy W.
000011

Station tab.

to “10”.
3. Click Save.

Mandy W.
000011

1. Within the Options window, select the

2. Change the field for Max. Open Tasks

Changing the Max. Patient List Size allows for a longer list of previously activated names in the Active Patient

Drop Down.

Options X

Desktop  Environment  Station  User

User: exan
Usger Seftings

Chart Settings  Startup Options

Save

éﬁ Patient - Mandy Wall - ( F37) - 000011
—

ax. Patient List Size: Close

[ Add Multiple Records?

Drefault Patient
Mate Dizplay

All ~

[ Conifirrn Changes?

Single-Patient Mode I

[ Flagh Alert Motification
Check for Reminder Messages on Startup/exit?

Sound [wav file] ta play when there are R eminder
Messages on Startup

Flay

[rate Input Format

(® MMDDAYY (O DDA

—

Mandy Wall (DD0011) ~

Joan Smith (0000D4)
Susie Smith (000006)

@ & 08

als | Account | Emplover | Irsur:

June Robingon [000017]
Doug Smith (000007
Kim Lee [00D021]

Jim Smith |I]I]I]I]I]3i

M andy Wall (000011

Dan Chu [000013]

Mai Chu (00001 5]

Matalie Johnson [000022)

=} | P Ol Dy |

Harne #

Wiork, $

Otker #:  [G04] 875-934
Oth. Loz cell

Contact: 0O

Ernail : mandygirEihe

Ivices

Trucking Company
952341763

Employer :
Pal 1D :
Group : alatatatal
Hualder : Tirnwéall
Cwg. : TR/A0/50

1. Within the Options window, select the User tab.

2. Change the field for Max. Patient List Size to “10”.

3. Select tick box for Single-Patient Mode to activate this setting.
4. Click Save.

|
Dep#: 02 |
D : |
|
|

A-Mote . Send statements to parents address |

NOTE: Single Patient Mode will not allow the user to multi task with more than one patient.



Startup Options

Options

Startup Options
() Mone
(O Restore Previous 5 ession

(®) Start Default Tazks
Default Tasks

Desktop  Envionment  Station User  Chart Settings

todule

Patiertt Files

] Patient Photo

Patient Transactions

Patient &ppointments
[] Treatment Proposals

[] Office Reports

[] Office EDI Processing
£

Order 2

Save window Pasition and Size

Startup Options

Reset

*

Save

Claze

How to Customize Startup Options

1. Within the Options window, select the
Startup Options tab.

2. Click Start Default Tasks.

3. Under Module, choose the screens to open
when logged on to Power Practice.

4. Click the Save button.

NOTE: The last module chosen will be the first
screen seen when opening Power Practice.

Other Startup Options:

Restore Previous Session will restore the
modules opened when you last logged out of
Power Practice.

Save Window Position and Size will reopen
modules to the same size they were when
you logged out.

Choosing both Restore Previous Session and Save Window Position and Size will restore your last
modules in exactly the same spot and size they were when you logged out of Power Practice Px.

NOTE: If one of the windows is maximized upon shut down, when the program opens, all windows will
open in the maximized format. Above features apply if windows chosen are specifically sized.



1.4 Patient Search

e ¥
|

In order to access data, a Search for the specific patient is required. The Search icon is available
within the Patient File, Transactions, and Appointment Scheduler, or as an icon on the Toolbar. There
are several Search Modes available to use.

How to Search the Database

| 2%

1. Click the Open Paticon. 0
Type in patient information in the Criteria field based on the selected Search Mode.
NOTE: For the Patient Name search mode, type in the last name. As each letter is entered, the auto
search will filter out patients that do not match. To search by first name, type a comma, a space, then
begin entering the first name. The Contact search mode will search for any phone number or email
address.

3. Highlight the desired patient name when it appears and click OK or double click on the patient’s name
to activate them in the system.

Select Patient *
(0] 4
Criteria : chu) ~ Search
Cancel
Mame Dr Sex Age Chart # Sts Contact ey
Chu, Dan 0z b 49 o003 A “wi[604) 845-B615 (@) Patient Mame
Chu, Dave | & 18 Q0001 e A *H:[604] 3458837 O# .
Chu. Mai m F 83 000ms A *H:[04) 945-8687 ceaunt Name
Chu, Sarah m F 47 Qooo 4 A, “0:[604) 394-5551 (O Chart #
()5IN
() Pol. Cert. #
() Claim #
(") Cantact
Options
Auta Search
Start an =

[] Patients Only?

Patient | .

Fetent
Save a3 Default

Mew Patient

Mews Farmily




Lesson 2: Data Entry éﬂ'

Learning Objectives:
1. Entering a New Account/Family
2. Adding Additional Family Members
3. Additional Patient Information

2.1 Entering a New Account/Family

When a patient is not found in the database search, an account needs to be created for that patient and
all subsequent family members.

How to Enter a New Account/Family

15:' Power Practice Px - Smiles Dental Practice 48 — O
Eile Patient Office Charting Practice Options Windows Help
|2/ EEILD | 0w |05 32 17 (3 e 2
Qlénlvl |,-.,-||LL |§|| .'II ___I%I J|IEE: £} E | tgl_\r)I’_,f
43 Patient File =] S
S 1 B A T 2
- 7 : 2T - L ¥
= v v & o8 ¥ TN = e
W— c’ Transacticns :
Pat File Glad A . " Chuart :
= Sppentments Status
J Treatment Proposals Dr. #:
T‘; Odontogram Hyag #:
| ot Close Patient
Photo M
Frimamy lhs. : - ore an.ager i Second. Inz
Emplover : View Appointment List Ermnplover :
Pol. D : . . Dep #:
Eoeum: File & Mew Patient Diivr -
Holder : Brint k ;"ﬂ Mew Eamily
Cwvg. : Options ¥ | {a# Open/ Select Patient
A-Mote Select Family Member Ealances:
Fat:
B 9 Erinter Settings e
P-Mate : "
¢ Exit et
. - Flr:

1. Open PatientFile.

2. Click New Family icon or right click to File and select New Family.
3. Enter information into each field.
NOTE: Use the Tab key on your keyboard to move from one field to the next, so as not to miss
information required.
4. Last Name, First Name, and Preferred Name are mandatory fields.
5. Add Title, Status, Sex, Birth Date, Marital Status, Address, Phone Numbers, and Email.
NOTE: Marital Status and Birthdate will affect insurance coverage defaults for dependents.
Enter Postal Code with no spaces.
Hyphen will populate automatically when entering phone numbers.
If Post-Secondary student, then school field must have an entry.

|r¢

6. When information is completed, click the Saveicon.




2.2 Adding Additional Family Members

Additional family members need to be linked to the existing account that was initially created. The
account and all its members can be found in Patient File, Transactions, and Appointment Scheduler.
The financials are all on one account and are the responsibility of the account holder.

How to Enter an Additional Family Member

&1 Personal - Kim Lee - ( F38) - 000021 =R AR 5
2y

e (O i—‘; X Wy @
- - ¥ = 1 S -
Kim Lee (000021) v @ & == i N
Personal | Additional | Referralz | Account | Emplover | Insurance |

B 55 B

Last: |Les | addesst : [Apt202 7433 Right Street |
First : |Kim | Address2 : | |
Pref : |Kim | City : |Vancouver |
Mid : | | Titls:[Ms. “|  Pov: [BC | Pastal: [vaTivi |

Stat : Lang : Englisk Sex: Female ~

git: [027570  Jw] Maia:[snge o] Wo%H [Jee]leems e 2 |
Home: # : Dl:”:l Contact

Di:  [DOT «| Chat: [oo0021 | oters: [ |[e04 |[7132333 Other i
Hyg: [HOT v | Other Locatn: [§ Tie:[ds
[ Student Etdail : |lest@exansoftwale.com |
L] Challenged Mame Age Sts Pat  Ing SMS : >
[ Patient Kim(R) F38 & Y PBC | Emal

Account Holder Conhsent :

Palicy Halder

1. Open the Patient File and search for any existing Family Member within the Account.

2. Click Add Family Member icon or right click to File and select New Patient.

=
NOTE: Clicking on the Create Record icon *
to the current selected account.

3. The family address and home phone number fields will automatically populate.

under the Personal tab will also add a family member

4. The Last Name will default to the initial patient entered; however, it can be overwritten as it is

not mandatory for everyone in the account to share the same surname.
5. Add Title, Status, Sex, Birth Date, Marital Status, additional Phone Numbers, and Email.

NOTE: Different addresses and home phone numbers for each family member are accepted in the

program.

6. When the information is completed, click the Save Recordicon. v
NOTE: If the family member is a policy holder but not a patient in the clinic, change the status
from “A” to “P” for Policy Holder Non-Patient and uncheck the Patient checkbox on the bottom
left of the screen. This will prevent the entry of treatments, appointments and will not open the
Odontogram for the family member.



2.3 Adding Additional Patient Information

Additional Information specific to the individual patient can be seen, added, or edited on each of the
tabs to the right of the Personal Screen. Once saved, a general overview is available from the Patient
Tab. Much of the information also carries into other tasks such as Transactions or the Appointment
Scheduler.

Additional Tab
Referals | Account | Emploper | Insurance |50 5
Patient Very nervous patient Save
Comments:
Office Codes
oft: o o [ L] om . O T
Patient Alerts
AN AR S am [ [ Al - oas [ ]- Chart Alerts
Medical
Med/Govt Caf - _ v|  Med/GovtNol: _ | [ ExtactTth
Med/Govt Cd2 v Med/GovtNo2: || Teetn.
PHN - |
RAMQ
E wpiry Date [mmyy] - R&MD Card Validity Date : v
Apt History
Open Date: 09A17/2019 | v Card SAf Number : Requires Premeds
Pre-Determination Pharmacy Info
PreDet #1: | Codes: = | = |
Pre-Det #2 : [ ‘ Name - Custom
Fre-Det #3: ‘ Phone : | |

e Patient Comments: For making notes of patient’s interests, preferences, etc. These comments
appear inthe P-Note section throughout the program. Where the patient note is displayed, a pop-
up of the entire note will show when the mouse hovers over the note.

e Office Codes: Created by each office with personalized meanings. Click on the “...“ (ellipses)

E] button to see the available codes.

e Patient Alerts: Where medical alert codes should be entered. Click on the “...” (ellipses)
button to see the available codes. These alerts show in the Status Bar in red.
NOTE: If Odontogram is activated, the Chart Alerts button will be enabled, and more

medical alerts will be available for use.

e Oth Contact: An area for an additional contact for the patient without having to register
them in the account, such as an emergency or caregiver contact



Referral Tab

Personal | Addiional ’m‘ Account | Emploper | Insurance Medical ° Referred By: This section
Referred By Mandy wal ]| Cea records how the patient came
P Tige ] [Newpaien Letter.. to the practice. Either by an

Date Note hdd... existing patient in the clinic, a
Map16,19 bandy iz hiz coworker Dkt source (SUCh as an

advertisement or web page) or

by another Doctor. If it’s a

Referred Ta: D Braces Clear doctor referral’ the Proc Type
Motes: inquire about traditional ortho vs invisalign Date Out: (051772019 » ( P . .
rocedure Type) is required to
Date Due: v
I— show the reason for the
referral. Notes can be entered

Family Dr. - Clear Family Dentist : Clear regarding the referral by clicking
DiName: | | o Tage: Add.
Dr. Marne : | | Dr. Type :

) Referred To: This section

Account Tab

tracks where or who a patient has been sent to most recently. You can enter notes regarding
the reasons or instructions, as well as track when they were sent and due back.

Other Referral: To track other referral doctors for this patient. This information is not available
on reports but can be used to show the patient’s previousreferrals.

[0 IPsisanal| Addiional | Feferais | accourt | Emploper | Insuance |77 | M)
Account Holder: This is the Mo | Do v [ Seve |
person responsible for the B T . Dpen Date: |(BA2/2004 |
account (The name that Fank Do oot e R
appears on statements and ] Chirge Inkeest
receipts). 7] Sered Statements
[[] Serd via Ermad

Family Comments: This
comment will show up on all PalEal: 1990 75 Statsrnent 000
family members in the A- = HR e D
NOTE section. Where the fam - TEAAETS e

Tol Bal: 473070 Pagmenl  03/2972019 4560
note is displayed, a pop-up of B 000 i e
the entire note will show

when the mouse hovers over
the note.

Billing Options:

Accept Assignment: Will print “Please pay dentist” on claim form to authorize payment to the
doctor.

Charge Interest: Will charge interest on this account.

Send Statements: Will print a statement for the family.

Send via Email: Will send a statement to the account holder’s email address.



Recall Tab

Persanal | Additional | Referals | Account | E mployer | Insurance ’—W

S

Patiert | Chu,Dan v] W [B04] 8455615

FecalCd | 4R v 09152019 v | OrginalDate  [0975/2013
HO1 Units EI # Contacted: E :

Quality | |

Comment 4 Month Recall {‘?

Appt. Date | 0941772019 v Biooked Last Recall Date: [05/1442019 v
Recall List
() Family (®) Patient
Patient Date Prod Code Comment
Dan Sepl519 Hol 4R 4 Month Recall

e Patient: Displays the patient name for the Recall information.
e Recall Cd: Use the drop-down arrow and choose from a selection of recall codes.

e Recall Date: Automatically calculates the next recall due date according to the recall code
selected, however the date can be manually overwritten.

e Original Date: Defaults to the same date as the recall. However, if the patient chooses to
change the date in the future, the original date will show when they were originally due.

e Recall Pr.: Within the drop-down arrow is a selection of providers to choose for this recall.
e Units: Number of units of time needed when scheduling this recall.
e Comment: The default description for the Recall Cd., this can be edited.
e Appt. Date and Booked: When a recall is linked to an appointment in the Scheduler,
this information will automatically fill in and the appointment date area will be grayed

out.

e Last Recall Date: Displays the patient’s last recall date (the date the new recall is created).



Medical Tab

see doo mar for med et
N stient At Codas
anc (a0 oae feRE | s o | aa P[] aBs R | Chat Abests
Medical History
Drisla Survey
Ha Question Arig Comment
(] Riequises Premeds Last Updale:  [05/14/2019 | Update I

e Maedical Comments: Area to freeform notes on the patient’s medical status.
o Patient Alerts: Same alerts seen in the Additional tab.

e Chart Alerts: Contains supplementary alerts to add to the patient file.
NOTE: The Chart Alerts button is enabled with Power Chart.

e Requires Premeds: If marked, a warning will pop-up when scheduling an appointment or
editing a booked appointment.

e Last Update: Shows the last time the information was verified, and the Update button was clicked.



Lesson 3: Insurance Entry
Learning Objectives:
1. Insurance Overview 2. Adding a New Policy
3. Adding an Existing Policy 4. Adding Dual Insurances

3.1 Insurance Overview

Setting up Insurance correctly is one of the most important tasks to be mastered. It is the foundation
for good financial management. In Power Practice, it is the combination of three pieces of information
that creates a Unique Policy: Employer Name, Insurance Company, and Group Policy Number. Based on
this principle, once a unique policy is created, it is then available in the system to be utilized by
subsequent patients who have identical insurance. It is important to note that future changes to the
parameters of the dental insurance will affect all families that share the Unique Policy. This can be a
time saver for the office.

How to Search for an Insurance Policy

&1 Insurance - Dan Chu - ("M50) - 000013 o[ e ]

Dan Chu (000013) v @ & L':%o & @ 9\; a T’@

F'ersonall Addltlonall Flefenalsl Accountl Emplover | [rsurance Medical

r-‘—- [ r-‘—- ‘ r-‘—- Billing Order Fam Limits Dependerts
v R
+* Marme Sts  Cwvg Dep#t Relation
Palicy Holder Birthdate Inz Emplaoyer Graup Dan b ¥ Self
Dan Feb10,69 MANU  Cat Enterprize o744 Sarah A kg Spouse
Mai A Y Other
Dave ) N Child w2
el Bz Palicy Defaults
Holge:- | Chu, Dan | o Gowt. Cd.: Pat. Deduct:  [25.00
Folicyld: 5412 | [03/28/2m13 | Sched Fam Deduct:  [25.00
Group: 8744 | Div. Mo | | %D;:(age Famiy  ~ Pal. Limk: 400000
Ins. Co:  |MANU gop‘t:;;r?a\ l:l FormTo: | Inswance ~ | Period: Months
Cat Enterprize ‘Year End: [1Fam. Limit :
Comment : ‘ | @ Period :
Policy Coverage .
80/50/50 | Coverage... Assignment
Item # Cat Description From To E4 2 Signature Req'd
004 B Basic-Comp.Exam 100 o103 an [ tecept EDI
ool B Bazic-RCAMP Exam 01200 o1z203 an D Frequency/Limit bazed on
020 B Basic-Sper/Emerg 01204 70 80 v etz e
From the Insurance Screen
[

1. Click the Create Recordicon.
2. Select the Policy Holder from the dropdown list.
NOTE: If the Policy Holder is not in the dropdown list, they must be added to the account prior to
this step as a Policy Holder — Non-Patient.
3. Click Find.
4. Enter the Group Number into the Criteriafield.

5. Click Search for Dataicon. &
NEXT: If Policy is not found, click the “X” in top right-hand corner of screen to close (Go to 3.2 to
continue).

If found, highlight Policy and click OK (Go to 3.3 to continue).



3.2 Adding a New Policy

The information required to create the Unique Policy must be provided by the patient. The Unique Policy
(Employer, Insurance Company and Group Number) fields are required in order to save the entry.

HOW to add a NeW POIlcy Perzonal | Additionall Hefenals| Accountl Emplo}ler| Insurance|

F—~—- | F—~—- | F—~—- List... Billing Order ... Fam Limits ... [Dependents ..
1. Check P0|icy Holder f|e|d + v % Capy... wizard.. Mame Stz Cwg  Dep#  FRelation
for correctname. Palicy Holder Birthdate Ins Emplayer Group
2. Enter Policy Id.
NOTE: This number is : Policy Defaits
unique to the Policy ok Jobnson, Netl v| Dae Wit Pe Dt
Holder. It is th b Policyld: | | [05A72019 | Sohed - Fam Deduct: | |
olaer. It is the number Group : l:l Div..No: I:I %seer:age Family ~ [CIPat. Limit :
that the insurance msCo: [ || e [T ] FomTo: |iswance v|  Period:
company uses to identify Emploger - | || YearEnd: C1Fam. Limit :
itS members e'g' Comment : | | {:9 Period :
Policy Coverage
employee number. | S Assignment
3. fntz rDG_rol\lI‘p l_\‘lfum ber d) Itern # Cat Description Fram Ta 4 L] Signature Fieq'd
an IV NO. ITrequired). [Jaccept EDI
4. Enter Ins. Co. (Insurance [ Freauency/Linitbased on
Company) code.

NOTE: Every Insurance
Company has been assigned a code that can be searched for in the ellipses “...” button.

5. Enter Optional Code ifdesired.
NOTE: This field can be used to enter additional policy identifiers that may help to differentiate
unique policies that share a common group number.

6. Enter Employer name.
NOTE: Existing employer’s list is found in the ellipses button. If a different spelling is used for
the same employer, then an additional employer will be created. If no employer name is known,
then the Insurance company + group number can be used temporarily.

7. Enter Fee Schedule the insurance company pays from the dropdown menu. Default is set to R
(Regular Current Schedule).

8. Confirm Coverage Type to Family (default).
NOTE: Some Insurances only cover the Policy Holder, therefore, change the field to Patient.

9. Enter the Year End Month of the plan (Default is 12-December).

10. Enter Pat/Fam Deductible if applicable.
NOTE: Patient Deductible is the S amount that is deducted from each patient in the family,
however if there is a Family Deductible it is the maximum S deducted regardless of the number of
family members.

11. Enter Pat/Fam Limit ifapplicable.
NOTE: These limits refer to a combined maximum allowable regardless of the
type of treatment. The roll over period can be set in months, years or lifetime.

12. Confirm Assignment, Signature Required, and Accept EDI. These are defaulted by the
Insurance Company selected.

13. Click Save.



14. Policy Coverage Box opens. Click Borrow.
(S| Sy = 15. Click on the dropdown arrow and select the closest

N~ Caeoy: [ B template to the policy coverage, click OK.

Frange Name : | | Clear
- | | | | Persent |[| | e Insurance Policy Coverage - Natalie Johnson - ( F38) - 000022
# Times; Ewery: l:l w r—— [ r—— ‘ F——
Oc Select Coverage Template - Matalie Johnson - ( F39) - 000022 bt + v '
Templateld: [ Simple 0% Norhss., - oK Item No. : Category: 0 A
[t 01 Simple 0% Non+ss. | Drtha- Ortho Exams Clear
Item 8§ cat |02 Detail 10050450 Eerad] Range Name ‘ |
(03 Del ]
o B 04 Dotall 75/00 Range From: | 07300 01302 Percent, Close
Prolicy 05 Social Services - Basic 100% — i 5 -
— 06 First Mations i Times l:l Ever: l:l
te 07 PR 1 100/50/50
0B PBC 2 100/50/50 Cat, Limit; [1000.00 Cat Period: || Leine
09 PBEC 3100/50/50 -
10 Simple 100/50/50 []Based an Units
11 Simple 80/50/50 e
12 Simple, 75/0/0 [l
Bazed on Units
| Polcy Coverags B0/50/50
ltem#  Cat Description From Ta k4 )
] B Basic- Comp Exam oo
ooz B Basic- NF' Examns o200
o0z B Basic- Recall Exam 01202
oo4 B Basic- Misc Exams 203
005 B Basic- Prosth Edent o170
oog B Basic- Prostho Misc 7oz
a7 B Basic- Enda Exam o1enn
i i ong B Basic- Endo § 0012802
16. Adjust the Template according to the parameters of the ate Ence Spe L
i oio B A-Rays- FMS 02100
olicy. "
p y o B A-Rays 02111 02533 80 v

e Percent: Adjustments can be made for a single range
line (Item#) or for the Category (B, M, O). Highlight the Item # line, go to the
Percent: field and enter the new percentage.

e Frequency Limit: Some insurance policies limit the number of times a procedure(s) is
allowed over a time period.
Edit the # Times field and adjust the time period (Every: field).

e (Cat. Limit (Category): This is the amount available for all range items within a specific
Category (eg. Major Category includes all Crown & Bridge procedure codes for a
maximum of $1500.00). Any unused balance cannot be transferred to another category.

Insurance Policy Coverage

Do you wish to update all the Range ltems of the same
I Category with the new Percentage?

Yes MNa

17. Save each change. An Insurance Policy Coverage window will appear.

18. Select Yes to affect every range item in the category or No to adjust a single range line.

19. Close once all adjustments made within the Edit Insurance Policy Coverage window.

20. On the upper right, click on each family member name and select the Dependent button.

21. Add or confirm Dependent No:, Relationship, and if Patient is Covered.

22. Limit Start Date field(s) can be cleared if Frequency/Limit based on Calendar Year tick box is
selected.
NOTE: Deductibles and/or Limits may need adjusting if the patient has made previous claims on
their policy.

23. Click OK.



3.3 Adding an Existing Policy

The information required to create the Unique Policy has already been provided by another patient
and therefore when the policy was found and selected, the system will return to the new insurance
area.

Select Insurance Policy x
oL J[EN
Ciiteria
[oes [T | Asdonal | eienst | Accourt | Employer [ Inmuranes | EZEEE]
Search Mods = Fired List Eiling Clrck Fan Limst
() Palicy Code (®) Group No. O Ins. Co. (JEmp. Name r* o ' ‘ C Wond
o P e P— b Op = Hama Sk Cvg Depll Relshon
ode mployer Mame ns Co roup Mo, . B H | "
T | | O e e e free
Dome Compaty SUN h4E5
. [Pobcy Dafsd:
’ Jiskihe, Matskes “| Cais Gowt Cd : | | [Pk Deduct: 25.00
I Py 1d - I 03r242ms Sebwd: (P w Foom, Dt 50,00
—
Giouwp: |54 | v Ho- ?"‘;;"9’ Fasdy  ~ [APsllok: [150000
Ins. Ca: _F“HE | Ende Foom To: Insimances Fanod: |12 _u:.»mt ar
Emgloper: |Pave That'wy y YeuEnd: |7 | CJFam Limi:
Commient - | | {" Period :
Pobcy Coverage )
B0/50/50 P ] Assigreman
liem & Cat Diescrpton From Ta 4 Lo [ Signatine Reqid
004 B Beassic-Comp Exam miEs Mg & [ Accest EDI
om B Banc-ACMP Exam 01200 o203 B0 O Frequency/Limi based on
020 B Basic-Spew/Emerg M4 070 ED w Caktndai res

How to Add an Existing Policy

1. Enter PolicyId.
NOTE: This number is unique to the Policy Holder. It is the number that the insurance company
uses to identify its members e.qg. employee number.

2. On the upper right, click on each family member name and select the Dependent button.

3. Add or confirm Dependent No:, Relationship, and if Patient is Covered.

4. Limit Start Date field(s) can be cleared if Frequency/Limit based on Calendar Year tick box is
selected.
NOTE: Deductibles and/or Limits may need adjusting if the patient has made previous claims on
their policy.

5. Click OK.



3.4 Adding Dual Insurance Policies

Many families carry multiple insurance policies. Account members may be covered on one or more of
these policies. Dependent children that are covered by two plans have primary coverage from the
parent whose birthday month falls earliest in the year and secondary coverage from the parent whose
birthday falls later in the year (The Birthday Rule). When parents are not living in the same home, the
children’s primary coverage is with the parent with whom they live even if the policy holder is a step-
parent. First Nations (NIHB), Social Services and Veteran’s plans are always the final policy billed.

Personal | Additional | Referals | Account | E mployer M

'-—*—a | F—~— | ,.—~_, List... Billing Order ... Farn Limits ... Dependents ...
v R
+ Mame Sts Cwg  Dept  Relation
Palicy Halder Birthdate Inz Emplayer Group Matalie A Y Self
M atalie Aprl 3,80 Gl Auta Shing Lid. 10256 CLYDE A h Other
M atalie Aprl 3,80 GWL Lumnber ard Tad44

How to Enter Dual Policies

1. Click on Create Recordicon.

2. Select the first Policy Holder from the dropdown list.

3. Click Find.

4. If policy is not found, follow 3.2; if policy is found follow 3.3.

5. Click on Create Record icon.

6. Select the second Policy Holder from the dropdown list.

7. Click Find.

8. If policy is not found, follow 3.2; if policy is found follow 3.3.

9. Repeat with each subsequent policy.

10. Once all policies are entered, highlight the first policy, and then highlight each family member to

confirm Dependent No:, Relationship, and if Patient is Covered.
NOTE: The policy that is highlighted will determine which information is displayed in the Insurance
area.



Lesson 4: Appointment Scheduler

Learning Objectives:
1. Intro to the Appointment Scheduler 2. Appointment Entry
3. Editing Appointments 4. Confirming Appointments
5. The importance of the Patient Profile Screen

4.1 Introduction to the Appointment Scheduler

The Appointment Scheduler is an important time management tool. It is comprised of a Tool Bar and
four tabs (Scheduler, Patient Profile, Appointment Search, and Lists). This module works with the

Patient File and Transactions.
Note: The Scheduler is customized to suit the practice needs therefore the screen setup will vary from

office to office.
Q Appointment Scheduler EI@

W T2 oS e s ame[v) g/ T ) [ B

Fe Appt Search| Lists |

Time Smiles Smiles Hyg
45 ~
08:00& | [MAK) Dan Chu Kim Lee
18 45 MOD 46 OLE [COMP) Hygiene [HYG]
Rell] '/ : [B04] B45-BE15 0 : [B04] 7132333
45 will bring second insurance |
03:00& | [N$) Matalie Johnson |
15 Extractions [EX0) W
:30 H : [604] 375-8843
45 requested ativan
10:008, | Dave Chu
15 W [ M andy W all MNew Patient Hygiene [NPHYG)
Rell] Bite Adjustment [A0.J] H: [E04] 5458887
45 |
11:008 | Kim Lee |
15 Bridge Prep (BPREP) W
-0 0 : [604] 7132333
45 |
12.00P |
15 W
30 I
45 I
0P
15| [ ——
230 | S [ Matalie Johnson
A5 IR Hygiene (HYG)
0Z:00P | [MA) Jim Srith H: [E04] 375-8843
15 Mew Patiert Exarn [NPEX] |
230 (0 : [604] 7485555 |
45 radiographs will be emailed by W w

<

There are key features in the Appointment Scheduler Tool Bar that enable the user to maximize its usage.

M2 1o w[f [ ofis |2 “Fli Feb 15, 2019 |E

Calendar
%

There are two methods to view a specific date: The Spin Dials and the Date

Calendar. 1 February, 2019 r
. . Sun Men Tue Wed Thu Sat

How to use the Spin Dials 27 28 29 30 3 2
3 4 5 6 7 9

1. Select the M (Month), W (Week), or D(Day). 0011 12 13 14 CE 16

2. Click arrows up or down to move forward or back inthe Scheduler. hoe Bl 2

3 4 5 ] 7 8 4
[ Today: 2018-05-17

How to use the Calendar
1. Click on drop down arrow to view month at aglance.
2. Click on date in calendar and program will open to that date in the scheduler view.
3. To change to a different month, use left or right arrows or click on the name of the month to
view all months at a glance.

4. To change to a different year, click on the year and use left or right arrows.
NOTE: At any point click on the Today line at bottom of calendar to return to current date.



Open/Select Patient

In order to schedule an appointment, a search for the specific patient is required. There are multiple

search criteria for use.

v

Jim Smith [00D0D0D3) 1
Dave Chu [D0DO016) .
M atalie Johnson [000022)
Dan Chu [000013)

AIDEN ARMSTRONG (000035
CELINE ARMSTRONG (00003
BRIAN ARMSTROMNG [(D00033| 2.
KIANA SMITH [000032)
Mai Chu [D00015)
DINA SMITH [000031)

Select Family Member

Use the Open/Select Patient icon O to open Power Practice
Patient Search window. Refer to Lesson 1.4 for steps.

Use the Active Patient Dropdown to access previously
activated patients without having to search again.

This icon displays a list of all family members sharing the account with whoever appears in the
“Active Patient Name” field. This is a quicker option within the Appointment Scheduler, for finding a
family member than the traditional Search, especially if family members have different surnames.

How to Select a Family Member

Select Family Member x
Curent Patient : |Dave Chu | | ok, |

Wame Age Ste Pat Ina Cancel
Chu. Dan(R) D A s MAN

Chu, Sarah P47 A Y

Chu, Mai WhE. A Y

Chu, Dave M09 A Y

Quick Patient Add

1. Click the Select Family Membericon. |

2. A window will open with a family memberlist from the
account.

3. Highlight the desired patient name.

4. Click OK.

5. The newly selected patient will display in the Active Patient
Name field and can be scheduled.

This icon allows for new patient registration without having to go to the Patient File window. The fields
in Quick Patient Add mirror those of the Patient Tab in the Patient File Module. In this window the
name fields and default Dr. are mandatory and contact information is recommended. If the new
patient already has existing family members in the program, there is an option to link them into the

account.

How to use Quick Patient Add |, )

Click the Quick Patient Addicon.
Enter data into fields.

Click Save.

Click Close.

The newly added patient will now
display in the Active Patient
Name field and can be scheduled.

wN RN e

NOTE: /f patient is to be added to an existing
family, click box Add Patient to a Family

Quick Patient Add x
Persanal Fiint
Last Name || | addesst | | Save
Fist Name | | pddressz | | Clase
Bithdale | [~] sex [Unknown ~| iy [ |
HomePre [ | [ ] Province | | Postal |
workPrtt [ || | Ea [ | Emal |
e | Los | | Crat
Btz [ dd Patent to a Family of this Practice ?
Tme [ ]
Aletts Fiadiographs Sent by Insurance
an [ Dr. [u] | O Patient O'es
az [ Pat 5ts O Coutier O Sacial Services
s [ Appt Cd @ N/A [NoXRay) (O Veteran Affais
as [ ) First Nations
Comment

of this Practice? The Select Patient window will open allowing for a search of the family. The last name,
address and home phone number will automatically populate. Add or edit names as well as any other

contact information



4.2 Appointment Entry

There are three types of appointments to be entered into the Scheduler: Regular appointment,
Planned appointment, and a Recall appointment. Each is created by a unique method. Regular
appointments are created directly in the Scheduler tab whereas Planned and Recall appointments are
drawn from a list in the Patient Profile tab.

Regular Appointments

When a patient requires treatment, the office can schedule directly into the chosen date and time.
These appointments are created from within an Appointment Detail window in which the patient
information will automatically display. Only the appointment information needs to be selected. During
the setup of the Scheduler, default appointments are created to the specifications of the office and its
dental providers. Each Appointment Code will be linked to an Appointment Type (this sets the
appointment colour), a printed Procedure Description, and a Predetermined Amount of Time.

How to Schedule a Regular Appointment

Appointment Detail - Dan Chu - (*M30) - 000013 X
;aatrl:g tlnfmxlggn Chu M50 - 000013 Homett  (504] 345-0067 {? (e
Open to the Scheduler tab. ) Workth (504 8456615
] Address  Apt 1050 7459 Sun Sheet Dther#t  (504] 515-8387 pager Cancel
2. Select a patient. Cortact W m—
. . Ciy/Prov  Wancouver BC Waw 171 Emal  dchu@catent.com ecal...
3. Find the day, time, and column for the Notes Al P p—
. . . Ppote Y nervous patient A AL Rl
desired appointment, double click. : @ A2 PRE  PatBal $193475 [ Gelent
A-Nate Dan takes claim forms to his al3 ET InsBal A
. . . . 2 A4 IF TatBal 4730.70
4. The Appointment detail window will open Gl e m | Ao e
Select the Appt. Code from the drop-down A T
ApptDate  [05/17/2013 [w Chair | C02 ~|  staus [ v
menu. Time 03004M |3 Prod. (DO v [ Confirmed

5. Select the Appt. Code from the drop-down Appointment Cade & Type
e Code Units [_J[_Jros

menu. . N . Tome fEFEEEHLE
NOTE: The cursor will be positioned in the [
Appt. Code field when the window opens. Pocedure [1400 5
. k i A . E stimate -m Priority Notes ||
6. Adjust the units of time if necessary, using =T
the up-down arrows. O] Leitbhsg ] Pt Dus
7. Add or edit the Procedure description as Lirked Treatments
Date Sts Producer Code Description Tooth #  Suif Apt#
needed.
8. Type any additional Notes for this

appointment.
9. Click OK. The Appointment Detail window
will close and the appointment will now sit in the Scheduler.

Planned Appointments

If a patient does not want to immediately schedule an appointment, it should be planned. This allows
for tracking of outstanding appointments at a later date as well as having the ability to schedule the
appointment quickly when the patient is ready to go ahead. It is important to always schedule these
appointments from the Patient Profile for the status to change to Booked.



How to Plan an Appointment

the Appointment History.

How to Book a Planned Appointment

Appointrment History

Schedus  Pient Profie | Solerros] MGl L A LT I LT S
Pt | —
Patierd Wame:  KLANA SMITH L e 1 ~:'3Eha.t D002 Mizie Inlo
Adekais Wik, # Shatuit Actnog Piaberl
1Dtk 1 Did: O Furged Hist
CiywProws Corback H Hpg #: HO
Enad Insursnos
Do Coriact [
Appoeintment Detail - KIAMNA SMITH - (L) - 000032 *
}iﬂ: .;'3"'."’ O Code:  Accound Balances
e -] APE: i Apt.Date [05717/2019 [%] Char | COT ~| Staws [P ] ok
ALz a2 Fal Bat $3E350 Cancel
‘ flic] falk! Int Enl 40000 Ti ; = )
Aot e 5 =i o ime  [1200aM [ Prod [DO1 | O confimed -
AR (u]i3 Pir sl $0000
Apporiment Hintory Appt. Code |RCT v Units l:”:l UeEl
Gubs Nawe Do Tes D O Unk: Codt  Twe Py |[_Hom ] Type DEEEBErEREE ]
Ede Procedure (17 RCT | - Est_|D_DD | Priarity
Dilsts Nates [J5/Motice  [] Lab here
e By [ Lett Mzg ] Pmt Due
() Patieri
I:IE.-r:udeF'aU:
BEpOrimEntE | | nked Treatments
Date Stg Producer Code Tooth # Suf  AptH Lk?
1. Open to the Patient Profile tab.
2. Select the desired Patient.
3. Click the New button.
4. An Appointment Detail window will open.
5. Select the Appointment Code from the drop downmenu.
6. Adjust the units of time if necessary using the up-down arrows.
7. Add or edit the Procedure description as needed.
8. Type any additional Notes for thisappointment.
9. Click OK. The Appointment Detail window will close and the appointment will now be listed in

1. Open the Patient Profile tab.

P

Status

Code
RCT

Chair  Unitz
Co1 g

Time O
Dol

[REY Date
KIAMNA bap17.19

5 Schedule Appointment
Reschedule Appointment

&1 Reschedule Appoi

I Unschedule Appointment
Unschedule Appoi

& Audit Trail

E Go to Appointment

Type
E 1

Pricrity

2. Select the desired Patient.

3. Highlight and right click on the desired
appointment in the Appointment
History.

4. Select Schedule Appointment.

G Email Reminder
Appointment Notes

¥ Refresh List

[3) PrintList

5. The appointment will carry over to the Scheduler.

6. The box will be floating and can be dragged and dropped in any non-
scheduled area (click and hold the left mouse button to drag).

NOTE: The date can be changed using the Calendar or Spin

Appt. Search| Lists |

Scheduler | Patient Profile

Dials. The Appointment Box will travel to the new date. T_TEB “_
7. Double click on the floating box to set the appointment. 0800 e T 5]
8. To access the appointment details and edit, double click on 133 17RCT (RCT)

the box. 093:‘55&& "
9. The Appointment History in the Patient Profile tab will 133

now show the appointment as a “B” status (Booked) 45

instead of the previous “P” status (Planned). m:;%w\

ey}




Appointments

When information is saved within the Recalls tab of the Patient File, a red Recall line is automatically

created in the Appointment History listing in the Patient Profile tab of the Scheduler. This recall line

denotes the due date for a patient to return for an appointment in the Hygiene department as well as
the length and type of appointment required. It is important to schedule Recalls from the red Recall

line, in order to link the Recall with the Booked Appointment.

The program is then able to track and list Booked Recalls as well as those not yet booked.

How to Book a Recall Appointment

Appointment History

Status  Mame Drate Time Cir Chair  Unitz  Code Type Hew...
R KIAMS Aug20,19 HO1 4 EF Edit. ..
Delete Default
Wiew B
(®) Patient () Family
< > Exclude Past Booked

Appointments

Open to the Patient Profile tab.

Select the desired Patient.

Highlight and right click on the red Recall line in the Appointment History.

Select Schedule Appointment.

The appointment will carry over to the Scheduler.

The box will be floating and can be dragged and dropped in any non-scheduled area (click
and hold the left mouse button to drag).

NOTE: The date can be changed using the Calendar or Spin Dials. The Appointment Box will
travel to the new date.

7. Double click on box to set the appointment.

The Appointment Detail box will automatically open and can be edited at this time.

9. The Recall line in the Appointment History of the Patient Profile will no longer be red but will
have a red arrow at the beginning of the line. Directly above it will be the booked
appointment with which it is linked.

O uhd, wWwN R

o

Appointment Histary

W

Statuz  Mame Date Time D Chair  Unitzs  Code Tupe F New...
B KI&MA, Aug20.. 10004 HOT C11 4 RECA R Edit...
= R KlANA Aug20.... Hol 4 R
Delete Default

“igw By
(®) Patient () Family

Exclude Past Booked
o .
Appaintretts



4.3 Editing Appointments

Reschedule, Unschedule, and Delete appointments with ease by using the right click menu from either the
Scheduler or from the Appointment History. An audit trail is available for each appointment created for
additional appointment history information.

Scheduler | Patient Profile N EIEEE

P ——
KB & ReSchedule
UnSchedule

M Delete
& Audit Trail

How to Reschedule an Appointment
1. Right click on the Appointment.
2. Select the option to Reschedule.
3. The appointment will be floating. Select another time slot using Day/Month/Year/calendar search
features.
4. Drag and drop appointment to the suitable time by holding the left mouse button.
5. Line up the appointment and double click to complete therebooking.

How to Unschedule an Appointment
1. Right click on the appointment to be unscheduled.
2. Select option to Unschedule.
3. A Dialogue Box will open.

4. Select from the options:

e Cancelled - the patient cancelled their Unschedule Appeintment x

appointment Unschedule &ppointment Feazon

e No Show - the patient did not show for the O [Elancelled
appointment O NjaShow Cancel

(®) [Ujnzschedule

e Unschedule - the office has cancelled the
appointment




4.4 Confirming Appointments

There are two ways to confirm and unconfirm booked appointments. Confirmation status for each
appointment is identified by the color of the appointment text and can be customized by the clinic. If
there are multiple family appointments booked on the same day, an option to confirm all appointments
will be available.

How to Confirm an Appointment

Option 1:
1. Double click on Appointment Box to open Appointment Detail window.
2. Click the Confirmed box.

3. Click OK.
Pabent Informaton
Mare  KLAHASMITH U - 000032 Humll ‘{} L
w3
s ftrer Lircal
Contsct W
CwFaow Emal e
Sotmy Aty Fiecaesbiey
Phloie i an Ficl
‘x} A2 Pl S | Sl
ALY Iy il 000
e
i A Tot Bal £36150
AR P nm
A trerd nlanater
foptDae  [DU2MING | Char | Lo Sisks | B -
e oot ot [0
Agpaarimant Code & Typs
fepl Code  |AECA Urds K Totsl
T 0 == =N =N CE EN
Agpponirend Fioedes
Procedus Ak ezl
F thrmade ano Freaty [[ET™
[5Moice [] Lakkam
[ e by [] PwiDus
Option 2:

1. Right click onappointment.
2. Select Change To.
3. Select Confirmed.

Scheduler | Patient Prafile .f-‘«plpTSearu:h Lists

KR ﬁ ReSchedule

UnSchedule

D
Audit Trail

Change To

Transactions

3} Confirmed
UnConfirm



4.5 The Importance of the Patient Profile Screen

This Patient Profile screen provides an overview of the selected patient’s data. It compiles key
information from other modules when communicating with a patient. At a glance, the screen
displays Patient Contact information and notes, Patient Alerts, Financial Balances, Recall due
dates, and any Appointments booked or outstanding for a single patient or for all family members.

Appt. Search| Lizts |

Scheduler | Patient Profils

Patient Information
Fatient Mame:  Mr. Dan Chu M50 Home #:  [B04) 345-3387 @ Chart: 000013 Mare Infa
Address: Apt 1050 7453 Sun Street “wiork #: [B04] 845-6615 Statuz: Achive Patient =
PO 125 Other#  (504)516-8997  pager  Dr#e D2 fatiocdlc:
City/Pron: Wancouwver BCW4W 157 Contact: W Hypg #: HO2
Insurance
Emai dohuEicatent com
Other Contact : Recalls
Nates . Alerts Off. Codes Account Balances Dl Caricet
P-Note: wery nervaus patient Al1: 8L AP Rcl Sepl519 4R ¥
Al2: PRE af: Pat Bal $2457 51
A3 BT af3: Inz Bal: 2285.34
A-Mote: Dan takes claim forms to his office ne = v
Al IF Ofd: Tat Bal: 3474285
A5 AR Ofs: Pl Bal: $0.00
Lppointment History
Statuz Mame Date Time Dr Chair  Unitz  Code Type  Priority lal New...
B Dan Sepl? 19 05004 H 1 g RECA R -
%R Dan Sepl.19 Ha 0 4R Edit...
= R b ai Apr3.20 HM 0 1R
B Saah Decd13 09452 D02 CO7 4 COMP  F 2 Delete Defaul
P Dan Feb22,19 Doz om 4 COMP  F 1 View By
F Dan Maw17.19 ooz Cm 3 RCT E 1 () Patient  ® Fanily
F Dave Mar12.19 oo Cm g Ex0 5
P Dave Marl219 Dm Ccm B ExD S Exclude Fast Booked
=] iz b=ild 10 i rr A [ =1131=3 1 A N Appointments

Additional information such as Insurance Details and emergency contact can be accessed by
selecting the available buttons on the side.

A right click from this screen gives quick access to many areas of the program. In this way, the user
can update patient data, take a payment, schedule, edit or go to an existing an appointment,
swiftly and efficiently. In addition, there is easy access to the patient’s email address.



Lesson 5: General Ledger

Learning Objectives:
1. Understanding the General Ledger and its multiple view options

5.1General Ledger

The General Ledger’s purpose is to present a complete financial record. Treatment, office charges,
payments, and adjustments that have been entered under the appropriate tab are merged into a
single view. The ledger can be sorted by Date or by Claim. It can also be filtered for a Single Patient

view or a Treatment only view.

@ “ { = ; g ek )
[Two Exan (000034) -] & al g & ¢ % i LJEL, U o j o9 X
| ] PatPmt | Ins Pt | Bulk Ins | Charges | Adjustments
Name : Two Exan G Last Statement :
P-Note : Last Payment : May 20, 2015 183.60
YTD Payments : 189.60
A-Note : Account note here Next Appointment :
Next Recall
Claim Ledger | Claim by Patient | Treatment History || A
Date Name Claim # Sts Prod Code Description Pat Amt Ins Amt Total #
One 000037 C Do1 02601 PANORAMIC X-RAY 12.88 51.52 6440 —
One 000037 C  Hot 11113 3U SCALING 19.32 77.28 96.60
One 000037 C  Hol 11101 PROPHY 6.78 2712 3390
One 000039 0 D01 T8 Senicare 125.00 0.00 125.00
4 FD Fee Discount10% 12.50-- 0.00 12.50--
One MC Mastercard 7710-- 0.00 -
One C 112.50-- 0.00
One GWL has had claim sent for preau...
Running Balance: 0.00 208.40 208.40
Name Age Sts Pat Ins
Exan, One(R) *F52 A Y GwL
Exan, Two M16 A i

0.00 | 208.40 |

The General tab includes four key areas:

Ledger View options (tabs): Date Ledger, Claim Ledger, Claim by Patient, Treatment History.
Account List: Family members including their Age, Status, and Insurance Company (if applicable).
Re-Age: Calculates the aging breakdown of the account balances by Patient, Insurance and Total.
Ledger Details: Displays the treatments, payments, office charges

and notes by color. Treatment/Office Charges: Black

A w N e

Allocated Payments: Green
Credits (payments in Held): Red
Adjustments: Blue

Notes: Pink

Balance Totals: Bold



Date Name Claim # Sts Prod Code Description Pat Amt Ins Amt Total *
Apr2215 Two 000040 C Dol 01103 COMPLETE EXAM, PERMANENT 3812 5248 90.60
Two 000040 C  Hil 02142 2 BW X-RAYS 464 18.56 23.20
Running Balance: 4276 71.04 113.80
May01,15 Two (000014) PC Patient Cheque 42.76-- 0.00 42.76--
Running Balance: 0.00 71.04 71.04
May20,15 One 000037 C Dol 01103 COMPLETE EXAM, PERMANENT 3812 52.48 90.60
One 000037 C Dol 02601 PANORAMIC X-RAY 1288 51.52 6440
Date Ledger
e Organizes the line items by Date order.
e Each date ends with a Running Balance total.
Claim # Date MName Sts  Prod Code Description Pat Amt Ins Amt Total =
Claim Balance: 0.00 0.00 0.00
Running Balance: 0.00 208.40 208.40
000040 Apri215 Two C Dl 01103 COMPLETE EXAM, PERMANENT 3812 5248 90,60
Apr2215 Two C  HOL 02142 2 BW X-RAYS 4.64 18.56 2320
(000014) May01,15 Two HOL PC Patient Cheque 4.64-- 0.00 454--
(000014) May01,15 Twe D01 PC Patient Cheque 3812-- 0.00 3812-- =
May20,15 HOL TB Insurance Max met 710 710-- 0.00
(000015) May20,15 GWL HOL 1c Insurance Cheque 0.00 11.46-- 1146-- |
(000015) May20,15 GWL D01 1c Insurance Cheque 0.00 5248-- 5248-- |7
Claim Balance: 710 0.00 Fio
Running Balance: 7.10 208.40 21550 -
Claim Ledger

e Organizes the line items by Claim #, including Payments and/or Adjustments allocated to the

Claim.

e Displays the individual Claim Balance as well as the Running Balance.

Claim Date
000040 Apr22,15

Apr22,15
(000014} May01,15
(000014} May01,15

May20,15
(000015) May20,15
(000015) May20,15

Name

Two

Two

GWL
GWL

Code
01102
02142

Description

COMPLETE EXAM, PERMANENT

2 BW X-RAYS
Patient Cheque
Patient Cheque
Insurance Max met
Insurance Cheque
Insurance Cheque

Claim Balance:
Running Balance:

Claim by Patient

e The same as the Claim Ledger, except it displays only one family member’s transactions at

a time and their individual balances.
NOTE: Highlight the patient name in the Account List for their specific view.




Claim Ledger | Clair

Soit By Treatment Statuses to Show

Inchude Purged
i 5,

) Claim @ Date Planned Incomplete Complete Bl Sicies
Date Claim#t Stz Prad Code Tooth # Description Pat Amt Ing Amt Taotal
tay20.15 000033 FP DM anan 26 FERM RCT 3 CANAL 156.40 B25.60 782.00

PP DM 23 260 PERM MOL&R COMP 1 SURF... 23.00 116.00 145.00

000037 c oo 01103 COMPLETE EXAM, FERMANE... 3!z 52.48 9060
C oo 02601 PANDRAMIC X-RAY 12.88 51.52 E4.40

C HO 11113 3U SCALING 19.32 e 96.60

C  HO mo FROPHY E78 2712 3390

Date Totals: 262.50 950.00 1212.50

Treatment History
e Displays treatment for the selected
patient including:
e Planned: Blue

¢ Incomplete: Green

e Complete: Black
e Payments and Adjustments are not included in thisview.
e Tool Bar provides view options (Sort By Claim or Date and Treatment Status).
NOTE: Make selections and click Save to update view.



Lesson 6: Treatment Entry

Yy

Learning Objectives: v
1. Entering (Posting) Treatment 2. Changing Treatment Status
3. Deleting Treatment 4. Posting Office Charges

5. Chart Checkout Option

6.1 Entering (Posting) Treatment

Treatment Entry takes place within the Transactions Module under the Treatment tab. When posting
treatment, there are three claim statuses to choose from: Completed, Planned, and Incomplete.

Complete: When the procedure starts and finishes on the same day.

Planned: Treatment to be done in the future. Pre-Authorizations and Patient Estimates are
available in this status.

Incomplete: For treatments that require more than one appointment, this status enables the
doctor’s fee to be billed prior to completion.

How to Initiate a New Claim

1o 0 Pat Pt | s Prok | Buk Ins | Charges | Adiustments | ITRGPA]
Clai Insurance Patient

Mew Claim
e — Blling Order  Ins  Sch  Asg  Group Deduct: $0.00
Date: |05/28/2013 |v 1 MAMU R v 0744 Lienit - Clear
> -D 1 A de"jl
Doctor _ﬂg Deduct: $0.00 Check Out
Statue: [C v] Resat Clear ECI Lirit Suberi
Tit Date ) Code )
05728720138 | %] | [ 1.00 0.00 000 0.oo S pi
I S| | Appt: Ped ]
ltem ¥ Date Prod Code Tooth  Suf Unit Total  Inswrance Patient e
Save
Delete
Claim Totals: [ .00/ o.00]| 0.00]

Select the appropriate patient.

Click on the New Claim button in the treatment tab or right click within any transactions
tab and select New Claim.

The Claim information area will automatically populate.

Claim Date: This field automatically defaults to today’s date. This is the date the treatment is
entered into the program. Do not change this date. Changing this date will affect the End of Day
reporting.

Claim Doctor (or Billing Doctor): Change claim doctor if other than the default by using the
dropdown menu. The claim doctor or billing doctor will display on the insurance claim form

and therefore insurance cheques will be issued to this doctor.

Claim Status: Defaults to Complete. Use dropdown menu to change to a different claim status.

When entering a New Claim, the Trt Date (treatment date) automatically populates with today’s date.
A claim can be backdated using the calendar option or retyping the correct date in the field. To ensure
correct treatment entry, always tab from field to field.



How to Enter Completed Treatment

1. Enter the Procedure Code, tab twice to bypass the”...” (ellipses) button.
NOTE: If the procedure code is not known, click on the “...” (ellipses) button to search from the list.
2. Tabto add Tooth # and Surfaces if required (certain procedure codes require Arch /Sextant).
3. The procedure code fee automatically populates the Total, Ins. Est. and Patient fields.
NOTE: Total - This is the total amount for the procedure suggested by the fee guide used by the
practice, however if needed this can be overwritten — highlight and retype the amount.
Insurance estimate and patient fields - To see or adjust the breakdown between insurance and
patient portion, click on the Splits button.
4. Select the provider of the service from the Pr: dropdownlist.

5. Click Save.
NOTE: Notice that the code field becomes available Treatment Flow i
again and the cursor is flashing in the code field Prerform the following :
Update Recalls : Ma R ok

waiting for the next procedure if required.

6. Once all procedure codes are entered, review the Next recall an Apr 03, 2020 1R, Backed)

information listed. If one or more lines are incorrect lestizealene (it
highlight one line at a time. The information will be Suibmit Claim : EDI  ~
displayed again in the entry areas, make the [Primary insurance with : MANLI]

necessary changes (date, procedure code, tooth #
and surface, dollar amount or producer). Save to
keep the changes. Add Payments No
NOTE: Click the Delete button to remove a line, click
the New button to add a line.

7. Click the Submit button. The Treatment Flow window will open giving access to a series of
action windows in order to complete the transaction.

8. Select using the dropdown menus to perform the specific tasks as required.

Update Recalls: Select No in the Update Recalls field if there is a future recall due
date displayed. Select Yes if there is no future recall due date
displayed. The system will access the Patient Recall window.

Submit Claim: Select Yes if printing a Standard Claim Form (Patient to sign).

Select No if not submitting to an insurance company.
Select EDI if submitting electronically to an insurance company.

Add Payments: Yes will open the Patient Payment screen.

No bypasses the payment window.
9. Click OK to initiate the flow.
10. To view the treatment posted, select the Completed sub tab.

Mo

el Flarned/Incamplete |

Claim # Date Sts Prod Code Tooth Description Pat Amt Ins Amt Total ™
000106 May28,19 C  HO1 11114 4U SCALING 36.40 145,60 182.00
C  HO1 12113 VARMISH 3.72 14.88 18.60
C DM 01202 RECALL EXAM 5.50 23.60 29.50
C  HO1 11101 PROPHY 7.66 30.64 38.30

Claim Totals: 53.68 214,72 268.40




How to Add Planned Treatment

Click Save.

Nowu ~wN e

Change Claim Status to “P” (Planned).
Enter the Procedure Code, tab twice to bypass the ellipsis button.
Tab to add Tooth # and Surfaces if required.
The procedure code fee automatically populates the Total, Ins. Est. and Patient fields.

Select the provider of the service from the Pr: dropdown list.

If the treatment entered requires a lab, a window will pop up with the following question.

Transactions

Do you wish to post the lab code associated with this
procedure now 7

Yes Mo

8. If “Yes” the lab line will be added giving a closer estimate for the work to be done.

9. Click Save and Submit after the final code is entered. The Treatment Flow window will open
giving access to a series of action windows in order to complete the transaction.

11. Select using the dropdown menus to perform the specific tasks as required.

Update Recalls: Default is No if Recall has been updated.

Submit Claim: Select Yes if printing a Standard Claim Form for pre-authorizations requiring a
radiograph or image.
Select No if not submitting insurance pre-authorization.
Select EDI if submitting an electronic pre-authorization to an insurance
company.
Print Estimate: Select Yes to give patient a preliminary estimate prior to receiving the
insurance response.
Select No to wait for the insurance response before providing the patient
with more accurate figures.
Add Payments: Default is No as payment option not required.

12. Click OK to initiate the flow.

13. To view the treatment posted, select the Planned/Incomplete sub tab (bottom left).

Treatment Flow

Perform the follawing :
|pdate Recalls Ma ~ Ok,

[Mest recall ondpr 09, 2020 : 1R, Booked)
[Last recall on: NAA)

Subrmit Clairn : Mo w
[Primany ingurance with : MAML]

Print E stirnate : Yes I

Add Payments : Mo ~

x




6.2 Changing Treatment Status

When a treatment has been entered as Planned, there is a process required to change the Planned
Status to Completed once the work is performed. When there is a lab involved, the office has an
option to use the Incomplete status to post the Doctor’s fee on the preparation day which creates a
Revenue line for that day.

How to Change Planned to Completed

N =

o L AW

Planned/Incomplete |

Date Sts Prod Code Tooth  Description Pat Amt Ins Amt Total ™
i Treat 101 (36 | 1SIMPLEEXO 25.40 101.60 127.00

it Treats
Delete Treats Claim Totals: 540 10160 127.00 v
Change to Complete >
Change to Incomplete

Select the Planned/Incomplete subtab.

Highlight the procedure line(s) forthe performed treatment.

NOTE: Hold the CTRL key to make multiple selections.

Right click to access the menu and select Changeto Complete.

The selected line items will be posted as a “New Claim”.

Add new line items if needed or edit the existingitems.

Click Submit when completed to bring up the Treatment Flow window.

NOTE: Once the treatment status has changed, it is no longer planned treatment in the
Planned/Incomplete sub tab, it is now completed treatment and can be viewed in the
Treatment sub tab.

How to Use the Incomplete Option

o vk w

o N

10.

11.

Select the Planned/Incomplete subtab.

Highlight the procedure line(s) that include the producer fee. Select all treatments to be
Incompleted at the same time (Ctrl key).

NOTE: When incompleting treatments, do not select lab lines. They will be completed upon insert.
Right click on a highlighted line to access the menu and select Change to Incomplete.

The selected line items will be posted as an “Incomplete Claim”.

Add new line items if needed or edit the existingitems.

Click Submit to bring up the Treatment Flow window.

NOTE: Once the treatment status has changed, it has an “lI” status instead of a “P” which means
the procedure(s) have been entered as “Incomplete treatment”. The lab fee will still show as “P”.
At the next appointment, highlight all Doctor’s fee lines (“1”), as well as the lab lines (“P”).

Right click to access the menu and select Change to Complete.

The selected line items will be posted as a “New Claim”.

If the lab bill differs from the estimated fee, highlight the lab line and change the amount in

the Total field. If more than one lab line, the amounts must be changed individually.

Click Submit to bring up the Treatment Flow window.

/II 7”7



6.3Deleting Treatment

If treatment has been entered in error, it is possible to delete it. However, if a payment has been
applied or the claim has been submitted via EDI, extra steps are required.

How to Delete Treatment

Go to the Completed or the Planned/Incomplete subtab.
Highlight the treatmentline(s).

Right click to access the menu and select Delete Treats.

A Transactions window opens.

PwnN e

Transactions

o Are you sure you want to delete the selected record(s)?

5. Click Yes to delete.
A Transactions window opens.

Transactions

Would you like to update the CURRENT insurance limits &
! deductibles for this patient accordingly?

7. Itis advisable to choose Yes and have all the Limits and Deductibles restored.



How to Delete Treatment with a Patient Payment

1. Go to the General tab.
2. Highlight the payment line in the ledger.
3. Right click to access the menu and select Unallocate Payment.
4. Click Yes to confirm unallocation.
5. Choose the patient and the doctor for the payment and click OK. The payment will remain as
“Held”.
Listing of how the payment was applied : Pay &mt: Bal to &pply:
[pc | [DebitCad | [46.02 | oo
Clam#  Type  Date | Held Allocations . Balance  Applied
T e b o e
C May 2| Patiert urti they are applied. b 0.00 172
C May 2 Dostor ool » 1] 0.oo 5490
Patient: Chu, Dan i
6. Go to the Treatment sub tab.
7. Highlight the treatmentline(s).
8. Right click to access the menu and select Delete Treats.
9. Follow the prompts.

How to Delete an EDI Submitted Treatment

Go to the Treatment sub tab.

Highlight the treatmentline(s).

Right click to access the menu and select Reverse Treats.
A confirmation window will appear. Click OK.

PwnpRE

Transactions lﬂhj

Performing a manual claim reversal,

5. Highlight the treatmentline(s).
6. Right click to access the menu and select Delete Treats.
7. Follow the prompts.

NOTE: You can also delete treatments from the ledger with the right click menu. However, this method only
allows for one treatment deletion at a time.



6.4Posting Office Charges

Office Charges are used to charge for non-treatment related procedures such as dental related products or
office administration fees. They are always billed to Patients and are not listed on an Insurance Claim Form and
appear on the ledger with an “O” status (office charge). These cannot be deleted and require an adjustment to
remove the fee from the patient balance.

How to Post an Office Charge

RN [ Pat Prot | Ins Pt | Bulk In | Chiarges | Pdiustments | Siihia Flan |
Dffice Charges
Charge Type Mew
@‘_:‘atler;f () Inswance Save
Date: |05/28/2019 | » Code: |TB v Cleas
! Tooth Brush - Sonicare |
Desc
Amount © 125,00 Doctor - | WY v|

1. Go to the Charges tab.

2. Click the New button.

3. Select the Code from the dropdown list. The Description and Amount fields will auto populate,
however you can adjust them.
NOTE: A fee must be billed for each charge. There is no option to bill without a fee attached.

4. Click Save.



6.5 Chart Checkout Option

For offices using Power Chart, treatment is entered by the clinical staff in the operatories. It is sent via
the Office Communicator to the Reception area so to be reviewed before submitting to an Insurance
Company and posted as Daily Revenue.

How to Use the Chart Checkout Option
1. When the message is sent from the operatory that the Patient is ready for checkout, a

pop up window will display on top of whatever window is open in Power Practice. The
pop up can be programmed to appear as either one of the two images:

_,) Mew Communicator Messages (exan) — x
Mai Chu [000015) is ready for check out, Time Fram Meszage Type
Do you want to check out this patient now?
Map28.19 0212P exan kai Chu (00007 5] iz ready far check out. Checkout
Yes Na £ 3

2. Ifthe firstimage is received, click Yes to open the Transactions window and the Checkout screen
will pop open.

3. If the second image is received, right click on the Message line and select Go To: Checkout. The
program will open the Transactions window and the Check Out Screen will pop open.

Check Out Screen X
Patient(s] ready for Check Out
Last First Chart # Status = Clisesz
ARMSTRONG BRIAM 00003 Ready
Check Out
CAMPBELL DENNIS 000027 Rieady bt
Chu Dave ooooie Fieady
ChAlTH CEAR OOA020 Pasdn v
[ &wuta Check Out Ins Biling: | Defaul v Refresh
Tranzaction(z) Perfarmead an the Selected Patient
Action Sts Date Frod Code Tooth#  Surf 6y History
Add C Map28.13 [s]u)} 01103
C Map28.19 [aluy] 111
C May28.13 oM 1210
C May28.13 DM 11114
C Map28.19 DM 02144
F M ap28.19 [aduj] 23112 43 El
P Map28.19 Do 23112 42 L v

4. Select the patient name within the Check Out Screen and the treatments entered in the Operatory
will display. Click the Check Out button to continue check out.

A window will confirm the addition of Planned/Incomplete or Completed Treatment.

Click OK.

The Treatment(s) will populate as a New Claim.

Review entries for accuracy. The following fields may be edited: Claim Doctor, Producer, Fee Total. If
the Procedure code, Tooth # or Surface is incorrect, delete the line item and click New to enter
the correct information.

9. Click Submit to bring up the Treatment Flow window.

S 4



Lesson 7: Patient Payments

Learning Objectives:

1.
2.
3.

Posting Patient Payments
Printing Receipts and Walk Out Statements
Payment Reversal

7.1 Posting Patient Payments

From the Treatment Flow window, there is the option to go directly to the Patient Payment screen, or
it can be accessed at any time by going to the Pat Pmt tab in the Transactions Module. Additionally,
from any screen in Transactions there is a right click menu option “New Pat Payment”.

General Pat Prat | Ihs Pmt | Bulk Ins | Charges | Adjustments | Oitho Plan |
Family Payment Halances
Mew
Date: | EREEIENE Prt#: (000031 Current EIZES
~ | 30-E0 4360 Gave
Code : bt Payee : =
Desc: |Deb|t Card | -
>80 __1 780.50
st e
Total 2457.51
Apply To
Q=D Last Vil Fost-Dated
Amount 23010
Held ]
Ore Date Way 28, 2019 Receipt...

How to Post a Patient Payment.

1.

Select the appropriate patient.

NOTE: From the treatment flow box the above step is not required as it automatically defaults
to the current patient.

Click on the New button in the Pat Pmt tab or right click within any transactions tab

and select New Pat Payment.

NOTE: From the treatment flow box the above step is not required as it automatically defaults
to the active screen ready for entry.

The Date field automatically populates with the currentdate.

NOTE: The date can be changed to a future date to reflect a postdated payment.

In the Code field, select the payment type using the dropdown list.

In the Payee field, select the family member from the dropdown list.

The Desc (Description) field is automatically populated according to the payment code selected.
NOTE: The description can be overwritten or edited (e.g. cheque #).

Highlight the Amount field and enter the amount being paid.

The Bank field automatically defaults.

The Apply To field automatically defaults to Claim, change if a Held payment.

NOTE: If a mistake is made, click on the Clear button and click the New button again.

10. Click the Save button. The Payment Allocations window will appear.



Payment Allocations
Applying funds for the following payment Pay Amt: Bal to Apply: oK.
oC | [DetitCard | [4602 | 4602
Cancel
Apply Amt; Cloar
Chu, Mai HO 46.02 Apply
Ao apply
Claim$# Twpe Date Prod  Pat/Code  Tthit  Charge Estimate  Balance  Applied ]
000096 0O May 22, 2019 D01 Dan 12500 12500 12500 O0.00
u] Map22, 2019 DO1 TB 125.00 125.00 125.00 0.00
000106 May 28. 2019 [ D01 [Mai [ ]230.10 [46.02 [46.02 Jo.00 |
C May 28,2013 HO1 11114 182.00 36.40 36.40 0.0o0
C May 28,2013 HO1 12113 18.60 372 372 0.00
C May 28,2013 DO 01202 2950 5.90 5.90 0.00
v
[282633 |[25035a [omo |

11. To allocate the funds, select the Claim header (Bold line) to pay all line items within the claim.
Alternately, highlight an individual line item to allocate funds to a specific procedure code.
NOTE: The Apply Amt field will populate with the total funds available to apply to the
procedure code. This field can be edited to any dollar amount.

12. Click the Apply button. The amount applied will show in the Applied column.

13. Continue allocation to remaining claims or line items until the Bal to Apply field is 0.00.

NOTE: If all claims and/or line items have been paid and an amount remains in the Bal to Apply
field, this amount will be tagged as a Held patient payment.

14. Click OK.

7.2Printing Receipts and Walk Out Statements.

Prior to a patient leaving a dental office, it is recommended that a Receipt or Walk Out Statement be
provided. The patient has the option to have a printed copy or an emailed copy. A Receipt details the
patients’ treatments, the patients’ financial responsibility per item, and payments applied to the
account. A Statement details the patients’ treatments and payments, splitting the patient portion and
the insurance portion for each treatment posted. These printouts can be customized to suit the
practice preferences and therefore will vary from office to office.

How to Print a Receipt

1. Click the Printicon "= in the Transaction Tool Bar and select Patient Receipt or right click
and select Print Receipt.
NOTE: Within the Pat Pmt tab, there is also a Receipt button.

2. Confirm defaults.
Click OK to process.

How to Print a Walk Out Statement

1. Click the Printicon E‘j in the Transaction Tool Bar and select Patient Statement or right click and
select Print Statement.

2. Confirm defaults.

3. Click OK to process.



7.3Payment Reversal

A payment reversal is performed only when a payment is entered incorrectly (e.g. incorrect payment
amount, payment applied to the wrong account). This adjustment will increase the balance on the
account and will affect the deposit if the original payment was entered today.

How to Reverse a Payment

Family Payments

Date Mame Senv¥ Sts Prod Code Description Amount Paid *
[1May26,19 | Moi oo ey | Decbit Cord | | 60|
May23,19  Mai Edit Payment U SCALING 36.40 3640
May28,18  Mai Allocate Payment VARNISH 372 372
May28,19 Mai Unallocate Payment RECALL EXAM 5.90 5.90

Reverse Payment

May28,13 Dan Partial Held Reversal Post Dated Cheque 100.00--
May22,19 D PFM CROWN 416.00 100.00
222, an Move Held Payment
May30,18 Dave |+ Entire View Visa-post dated pmt 10.00--
May30,19 Dave Limited View (Last 10) 5-Payment Reversal 10.00
Allocation Details v
< >

Print List

Print Statement

Select the desired patient.

Click on the Pat Pmt tab.

Highlight the payment line to be reversed and rightclick.

Select Reverse Payment. A Reverse Payment window will open.

Click Yes to proceed.

Select PR ($-Payment Reversal) from the Code dropdown list.

The Desc (Description) field is populated but can be modified.

Confirm Affect Daily Deposit Report? has been ticked if reversing on the same day the payment
was made.

NOTE: Click to remove the check mark if the payment happened on a prior date.
9. The paymentis now reversed and the amount owing is back on the account.

PNV RAEWNE

How to Change Payment Code

Payments Entry - Mai Chu - (WF24) - 000015 =
Payments
o oK
Fatiet Insurace:
Cancel

05/28/2014 - 000030

Code : D] ~ Payes: Mai ~

Desc: ‘Deblt Card |
4E.02 Bark : 1

1. Double left click on the Payment Line in the ledger.
2. Payments Entry window will come up.
3. Choose the correct payment code from the Code dropdown.



Lesson 8: Basic Adjustments

Learning Objectives:
1. Transfer Balance 2. Fee Discount

8.1Transfer Balance

The Transfer Balance Adjustment will simply move an amount from one column to the other on the
Ledger Display (e.g. Patient to Insurance, Insurance to Patient). It does not affect the Bank Deposit.

In the case where a payment has been applied to treatment, either Insurance or Patient, it is necessary to
Unallocate the payment before the proceeding with the adjustment.

General | Pat Pmt | Ins Pt | Bulk Inz ‘ Charges | Adjustments | Ditha Plan |
Adiustrents Balances
Adustment Type Patient Insurance New
(®) Patiert () Insurance Current 517.69 324 P
Date 05/28/2013 v 30-E0 4360 158,40 Cloar
Balance : TR Code | e0-s0] a7z [ 1z7ag
Desc: | Tianster Balance Owing | wap [ 17e0s0) [ 17ansq|
Amount : | 46.02 Total| 2457.51| | 2469.42

Affect Today's Deposit?

How to Perform a Transfer Balance

1. Click on the Adjustment tab in the Transactionmodule.

2. Click New.

3. Select Adjustment Type (Patient orlnsurance).
NOTE: Determine where the Balance is before starting the adjustment.

4. Select Transfer from the Balance field dropdownlist.

Select TB (Transfer Balance Owing) from the Codefield.

6. The Desc. (Description) field auto populates. It is recommended to overwrite the
description with a brief explanation

v

. . Adjustrnent Allocations
(e.g. Insurance paid at 90%, Fluoride
Applying funds for the following adjustment : Pay Amt: Bal to Apply: oK.
not Covered)' [1B | [Transter Balance Quing | [4802 | [46.02
7. Inthe Amount field, enter the Lancel
T f B I Apply Amb: Cloar
ransfer Balanceamount. S o -

8. Click Save. Auto appl
9. The Adjustment A||0cati0n W|ndOW Clam# Type Date Prod  Pat/Code Tkt Charge Estimate  Balance  Applied &
Opens, 000036 0O May 22,2019 D01  Dan 12500 12500 12500 0.00
. . . 0 Map22,2013 D01 TB 126.00 125.00 125.00 0.00

10. Highlight the treatment line the
feri £f 000106 [ C | Hay 282013 [ D01 [Mai | [230.10 [46.02 _146.02 [0.00 ]
trans eris toa eCt C May 28, 2019 HO1 11114 182.00 36.40 36.40 0.00
R [ May 28,2019 HOM 12113 18.60 372 372 0.00
11 Enter the amount to tranSfer In the C May 28, 2019 Do a0z 29.50 5.90 5.90 0.00
Apply Amtfield. v
12. Click the Apply button. 28633 25033 Jooo |

13. Continue selecting treatment lines
and Apply until the Bal to Apply field is equal to 0.00.
14. Click OK. The transfer is now complete and will be reflected on the ledger.



8.2 Fee Discount

A Fee Discount adjustment is performed when the office is giving the patient a deduction in the cost of
a service. This adjustment will decrease the balance on the account and will affect the accounts

receivable total.

| Pat Pmt ‘ Inz Pt | Bulk Inz | Charges | Adustments | Ortha Plan |
Adustments Balances
Adjustment Type Patint Insurance

(®) Patient ) Insurance Cu”ent

Date: 05/28/2013 [+ 30-60

Balance : Code : [FD v| BD-SD| 9_?2| | 127_28|

Desc: | Fee Discount | o [ 178051 [ 173050

Amaunt ; Total| 2457.51| | 2469.42

Affect Today's Deposit?

How to Apply a Fee Discount

Mew

Save

Clear

1. Click on the Adjustment tab in the Transaction module.
2. Click New.
3. Select the Patient Adjustment Type.
4. Select Decrease from the Balance field dropdownlist.
5. Select FD (Fee Discount) from the Codefield.
6. The Desc (Description) field auto populates. Change the description to better define the
reason for the adjustment (e.g. Fee Discount 10%, Family Discount 25%).
7. Inthe Amount field, enter the Discountamount.
NOTE: The discount amount must be manually calculated.
8. Click Save.
9. The Adjustment Allocation window opens.
10. Highlight the treatment line the discount is toaffect.
11. Enter the discount amount in the Apply Amtfield.
12. Click the Apply button.
13. Continue selecting treatment linesand [~ o™
Apply untll the Bal to Apply fleld IS Applying funds for the following adjustment Pay &mt: Bal to &pply: ok
equal to 0.00. [0 | [FesDisoount | [zs0 | [12%0 —
14. Click OK. The amount has been Aoply i 5
subtracted from the balance owing on Chu Dan oot Apply
the account. ; : T
Claim#  Type Date Frod  Pat/Code  TthEt  Charge Estimate  Balance  Applied
000095 CX May 22, 2019 D01 Dan 1118.00 567.00 318.00 0.00
= May 22, 2019 Do 27 26 816.00 416.00 116.00 0.0
= May 22, 2019 Do 93111 26 302.00 151.00 202.00 0.0
000096 O D01 Dan 12500 12500 12500 0.00
oo (78 [ [12500 [12500
000106 C May 28, 2019 D01 Mai 23010  46.02 46.02 0.00
C May 28, 2019 HOo 11114 182.00 36.40 36.40 0.0
[ k= 20 2010 HM 12117 1A AN 172 A7 nnn &
B N




Lesson 9: Day End Procedures

Learning Objectives:
1. Guide to End of Day Reporting

9.1 End of Day Reporting

At the end of each day it is recommended to run the Bank Deposit and Day End Report. These reports
are in the Reports Manager found on the Toolbar or under Office in the Menu Bar. The Reports
Manager opens to the Billings tab where these two reports are located. These reports have many
options and settings to suit the practice needs and can be set to default.

Tasks 7;7&]“;937!:;. Patient r.fgystem l & Insurance [ @ ¢

P,

- Ny
Y 9

Daily Trial Bank Day End Report Aged Receivables

Reports Manac

Deposit Report
j
Statements Month End Report Reprint Month End
Report

Daily Trial Bank Deposit

This report is used to verify payment entries and balance to the bank deposit (cash and cheques) plus POS-
Point of Sale record (debit and credit cards). It is important to note that if an additional payment is
received this report needs to be rerun.

Day End Report

This report is used to verify all transactions posted for the day (treatment entry, office charges,
payments and adjustments). It is possible to rerun the Day End Report to cross reference throughout
the day. It is necessary to rerun the Day End Report if an additional transaction is posted after hours.

How to run the Reports
1. Double click on the icon of the desiredreport.
2. Confirm default settings.
|5 |
3. Click Print.

NOTE: For a paperless option or to preview during the day click the Preview Report icon.



10: Notes













Lesson 1 Exercise
1. Open Power Practice, Login: exan Password: exan
2. Add the Referral Manager icon to the toolbar. W
3. Locate Single Patient Mode and ensure it is ticked.
4. Add the Odontogram to the default startup tasks.
5. Open Patient File
6. Search for the following patients using the search modes provided:
a. George MacDonald — by last name

b. Julie — by email: jones123@shaw.ca
c. Michael — by phone number: 604-555-8979



mailto:jones123@shaw.ca

Lesson 2 Exercise

1. Add the following family:
Mr. Robert (Bob) Exan
July 14, 1971
1963 Lougheed Hwy, Coquitlam, BC, V3K 3T8
Hm: 604-468-6820
Wk: 1-888-808-6223 ext. 2
Cell: 604-468-6850
Email: info@powerpractice.ca

Mrs. Sally Smith-Exan

June 5, 1973

1963 Lougheed Hwy, Coquitlam, BC, V3K 3T8
Hm: 604-468-6820

Cell: 604-555-1234

Email: info@powerpractice.ca

2. Add the following information:
e Bob works next door
e Sally has a latex allergy and requires pre-med before her appointment
e Bob saw the advertisement that Dr Smiles was accepting new patients — Sally was referred by bob.
e Bob would like all statements emailed to him
e Sally had a preventative appointment 3 months ago — and will be due again in 3 more months
e Sally likes her prescriptions at “shoppers” on Main St.
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Lesson 3 Exercise

1.

4.

Enter Bob’s insurance:

Gov't of Canada

Sunlife Group 25555 Retiree Plan, ID 45623
90% Basic, 50% Major of last year’s fee guide
Recalls every 9 months with no fluoride

Sally is a dependent on Bob’s plan

Sally also has insurance:

Henry Schein Canada

Great West Life Group 32156, ID 23451

80% Basic, No major, using current year schedule
Basic is limited to $2000 per year

Recalls every 6 months

Bob is not a dependent on Sally’s plan



Lesson 4 Exercise

1.

Book the following appointments:

George Macdonald for a 9 unit crown prep #46 next Thursday at 10am and then a crown insert
appointment 2 weeks later at 11:30am

Julie Jones for a spec exam this Monday at 8:30am

Julie Jones says her husband, Chris, needs to book a restorative appointment — he did not book it
when he was last in the clinic, they would like to come together (NOTE: go to the patient profile)
Bob and Sally for new patient exams with Dr Smiles next Thursday in the afternoon, bob will also
have a new patient hygiene

Melanie Abbott would like a recall appointment next Thursday afternoon

Martha Macdonald would like a recall appointment when her husband’s crown is inserted

Edit the following appointments:

Sally and Bob Exan want to move their appointments 30 mins later

Julie Jones wants to change her appointment from Monday to Thursday at 8:30 am

Martha MacDonald left a message — she cannot come to her appointment, she will be out of town
and will call when she comes home.

Complete the following:

Bob and Sally Exan called to confirm their appointments and to change their address to:

123 main St, Vancouver, V6V 1W2
They no longer have a home number — please call the cells only
Melanie Abbott is booked for her recall. She would also like to bring their 3 year old Marcus at the

same time. He has never been to the dental office before — book a 30 minute New Patient
appointment with Dr Smiles.



Lesson 6 Exercise

1. Enter the following treatment:
e George Macdonald
o spec exam (01204) tooth #46
o 1PA(02111)
e Sally Smith-Exan
o NP Exam (01103)
o 2BWs(02142)
o PAN (02601) (review splits)
e BobExan
o NP Exam (01103)
o 4 BWSs (02144)
o 3uScaling (11113)
o Polish (11101)

2. Enter the following planned treatment:

e Sally Smith-Exan
o #16 MOD Comp (23323)
o #17 MO Comp (23322)

e BobExan
o #35PFM (27211)
o #35 Comp Core Build Up (23602)
o Please Pre-authorize

3. Change the following planned treatment to complete:
e Chris Jones
o #14DO & #15 MO
e Lisa Kelly
o #11RCT
o Add#11L Comp (23111)
e Jennifer Campbell
o #45 MOD (NOTE: edit required)

4. Change the following planned treatment to incomplete:
e George Macdonald
o #26 Crown Prep

5. Delete the following treatment;
e George Macdonald
o #26 Core build up

6. Enter the following office charge:
e Jennifer Campbell
o Sonicare Toothbrush



Lesson 7 Exercise

1. Enter the following patient payments:
e Bob and Sally Exan’s balance with Bob’s Visa card (view to screen receipt vs statement)
e Chris Jones treatment only to his debit card
e George Macdonald brought $200 cash towards his treatment
e Lisa Kelly paid her portion on MasterCard

2. Reverse the following payment:
e Chris Jones debit payment; reenter with a patient cheque



Lesson 8 Exercise

1. Enter the following adjustments:
e Bob Exan’s NP Exam was not covered by his insurance plan — transfer the balance
e The EOB for Lisa Kelly stated that she had 100% coverage — transfer the balance
e Dr Smiles gave a 10% discount to Jennifer Campbell for her sonicare toothbrush

Lesson 9 Exercise

1. Preview the Day End Report



