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Lessonl :5.1 Patient File ModuldNew Additions

fan, \‘_{‘}1 Mewy Patient
1.1 Export/Import & Patient File Merge én New Family

Online article5.1 - Export & Import PatientsPower Practice {# Dpen/ Select Patient

e
s

Zelect Famnily Member

Offices can now export and import patient data with ease. To acce} . @ Printer Settings
these new features: 8

- Activate the target patient/family account. Export Patient
- Visit the Paent Module. Import Patient
- Right click anywhere in the background of the module. Merge Patient
- Select the File option, then Export, Import or Merge patient | ¢ Exit

file.

Export

- You can choose to export the active patient, or the entire family
() Entire: Family Cancel at once.

Export Options - All tick boxes offered should be inded as to maximize the

gt el e i et accuracy of the patient file.

£ Export Insurance - The program will prompt you to Email the exported file

[ Expont Appointments/Recal immediately. This is a good option if you wish to send it to another
Tt s office or store it in a new directory.

- Your exported patient or family datailvdefault to saving in the
data in your GPowerptXExport folder.

Export Patient Mates

Patient lmpart

Impart File m s I m po rt

- ** 1 - The import process is very similar to the Export, we simply need
@ New Fanily to direct the program to the exported family file.

() Select Family

- You can designate where to add this new file, as an entirely new
family or as members of an existing file.

- The family should be imported with the same settings that were
used during export; typically, we include all tick boxes.

- After pressing Import, théle will be available in your system in
the same state as it was exported from the other database.

Impaort Options

[ Import Transactions/Chart
[ Import Insurance

[ Import &ppaintments/Fecall
[ Import Documents

[ Import Patient Motes

Items not included in the export/import procesghe dollar value of Payments/Charges/Adjustments
(imported as $0 records), Ortho plans, Proposals, lhekseen Appointment and Recalls (your R lines
will be red & unlinked), and finally Patient Forms (these can be exported/imported separately).
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1.2Merge

Online article5.1 - Patient Merge- Power Practice

You can now combine two files in your database into one. This will be useful when tidying up your
database of duplicate files. This option is best used when a patient has little to no information on one
file, but a lot of history on the d¢ter. The utility was primarily designed to handle simple consolidation
of duplicate files into a main master file so there are some key points to consider below.

Please note you cannot merge a patient file if they are already part of a family account which
has Payments and Adjustment records. This is to preserve the ledger and A/R integrity of all accounts
involved. A workaround method for such a patient, if @ggkirs to move them into their own family file
first, then use the merge function.

Single files can be merged into a family account without issue. They just cannot come from a
family file with payments and adjustments on record.

Second, the patient figeinvolved in the merge cannot have outstanding Check Out data to be
processed.

The Merge operation will present the window shown OrjiFssves

the right. Merge Fram .
- You can set the From field to the patient file youl e Tshs (005
wish to incorporate/absorb. e et
- ThensettheMerge Toi el d t o t hel Moo L]
file you wish to keep.

- Once you press Merge the Merge Options window shown below is presented.
- Here you must select the demographic info (address, phone number etc.) you wish to keep.
- With your bullet selection set approptily, press Ok to complete the operation.

Merge Options

Select the Patient Demographic Information to Keep :

Fram Infarmation

ok,
O Moh Taha [R] - 004694 [ U) [ ok |

Open Date: Jan 18. 2021 Caticel

Ta Infarmation

@ MOH TAHA [R] - 000389 [ M42)

Open Date: May 10, 2000
1234 Main

SomeCity BC

voxlwl

H: [5595] 555-1234

W [05h5] bh5-2345

0: [9595] 555-3456

4|PX 201


https://powerpractice.ca/?p=10346&preview=true

1.3 Referrals
Online article5.1 - Referral RevampPower Practice

Referral options have been improved in this release. Mosh@$e changes can be found on the
Patient Referral tab of the Patient File module.

—
s { = i A%
Leon Kennedy (004701) v| O g & Lgu [ j[-j - L% " %‘
Additional | Beferals | Account | Ernployer | Insurance
Save
FRefered By: Albert wWesker D Clear
0] (5041 123-4567 Drwesker@emnails.inermet
Proc. Type: EMERGENCY
Date Mote Add...
Aprd1.21 Add new referral nate in this area
Apr5.21 Perio refenal - invisalign azsessment Dielete
Feferred Ta
M ame Status Date Out Due Date Hote Add...
Sam Winter A Apr 16, 2021 Apr 30, 2021 Patiert referred ta Dr. YWinter far Orkh..
Sam Wwinter I Apr 21, 2021 May 05, 2021 Sent for Irwvizalign assessment. Edi
Delets
Family Cr. : Fraser Clear Family Dentist : Clear
Dr. Kame : |Dr. Klair | Dr. Type : |GENEHAL PRACTITIONER Vl
Dr. Name : | | Dr. Type: | Vl

- The Referral tab can now provide an Audit Trail of referral history for each patient; shown
below. You can reach this window via the Audit Trail button orRigerral tab, shown in the
image above.

O Audit Trail - Georg hingtan - 004693

e [ 9 Cance
Date Time User Type Module Action Description
Jan 13, 2021 08:05:18 A AR Patient Motes Patient Add REF
Jan 19, 2021 08:05:24 Ak AE Patient Referal Referral Add Refered By: JOSEPH CHONG
Jan 13, 2021 08:05:40 &M AR Patient Motez Patient Delete REF
Jan 19, 2021 08:06:10 &k AE Patient Motes Patient Add REF
Jan 19, 2021 08:06:47 &M AR Patiznt Fefenal Referal Edit Refered Ta: Dr. Aaron Berant
Jan 19, 2021 03:07:07 &AM AR Patient Fefenal Referal Add Letter Sent: Dr. Aaron Berant....
Jan 20, 2021 07:24:00 &M AR Patient Motez Patient Add REF
Jan 20, 2021 07:24:15 AM AR Patient Motes Patient Edit REF
Jan 20, 2021 07:24:22 &AM AE Patient R eferal Referal Edit Fefered By: Sam “Winter
Grand Total: 3 | | 9
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- The Audit Trail will track new entries, notes, deletions, edits, and letters sen&
- The Referral Manager module can now print labels using the familiar label iC

. . ) . o «PatRefByDates
Patient Referral Letters - Lio BERAM - { F35) - 000562
«RefDrAddressl»
() Refer By (®) Refer To Fam Dent.
«RefDrFull Name»

Referral : |Sam Winter

Cancel

Referral sample
Letter Sent

Date Sent:  [m1/22/2021

Letter Desc. |Patienl requires complex exo Explanation paragraph..... information that repeats for all patients

Letter Merge

Spzcesadded in form to describe jssue:

Coregpondence Received

Cor. Desc. |

Patient name: «PatFullNames»

Patient DOB:_ «PatBDates»

Second paragraph to detail more info if needed....

- Letter merges have been improved and
expanded. You can now send Referral
letters to the Referred By source, the
Referred To source, Family Dentist and
Family Doctor. These actions are all recorded in the Audit Trail. The Letter Merge feature is now
available for all these options.

- The image abaydemonstrates the Letter Merge function in action.

- The data merge fields are highlighted in yellow for demonstration purposes only.

Sign here

DO - M. Winter ~| @ % =) @ @b iz [@ IE e B x - You can now also
18 [ 7 [ [ s [ [ [z [ n [ x| 22 [ m [ aw [ [ [ | = manage your referral
| 4 A \ from the Odontogram.
Patient Referral Information - Leon Kennedy - 004701 X . . .
This option is found
Patient Referal Information
under the right click
Refered By: Albert wWesker I:I Clear | . .
(0] (E04) 1234567 Do Wesker@enals inemet Clase menu while usmghe
Proc. Type: [N || EMERGENCY
Odontogram.
Apr21.21 Add new referal note in this area Delete
Apr15.21 Perio refenal - invisalion assessment
Bl | e = - Asyou can see, the
@ Mame Status Date Out Due Date Muote Add. . .
Sarn Winter A Apr1B, 2021 Apr30, 2021 Patient referred to Dr. Winter fo... module IS fU”y aCCGSSlbIe
Sam Winter A Apr21,2021  Map03.202..  Sentlor Inwisalion assessment. Edt. f . |
5 01000, Exerms eee ] and functional, even
| 02000, Radiog R T
_ when accessed indirectl
g 03000 Surgical ¢ pe . Fraser . Clear | Family Dentist: Clear y
04000, Tests ar H
B 04700 Suppie via the Odontogram.
(¥ 04800, Photogrl  DoMame:  [Dr Klar | DuType
M | e
| 05000, Consult - ame o
& 06000, Other ey Mara 21 | NEW T D01 | 0 | NewPafientvist
& 07000, CBCT Mar08.21 | 33111 | 12 C |DOT | 0 |1 CanelRoct Therapy
(] 08000, Applience Mard5.21 | 33111 | 21 C D01 | 0 | 1Canal Rt Therapy
¥ 09900, Super Codes MamE21 | 01201 c Dm | 0 | Stancerd Oral Exam NP, v
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Lesson2: Understanding Insurance Policies

Setting upmsurancepoliciescorrectly is one of the most important tasks to be mastered. It is the foundation for
good financial management. Rower Practicgit 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 tad#edto other patients who have identical
insurancepolicies It is important to note thafuture changes to the parameters of tipelicywill affect allffamilies

that share thesamepolicy. This can be a time saver faur office.

Note:! £ f LJ12f AOAS&E NP FRRSR Ay GKS alyYS$S gl e&o LG R2Sa

2.1 Adding an Isurance Policy

How to Search for an Insurance Poligging the Wizard
1. In thePatientmodule, select thénsurancetab.

2. Select theCreate New Recortton. . 8
3. Select thewizardbutton. L T v v
4

Enter th r Num Insuran
ter the G oup u ber sura Ce Paisonal| Addtional | Refenals | Account | Emploer | [nsigance | [w

Company and Employer in o -
appropriate fields and seleﬁearch l v/bx _
5. Note:9 EA &G A ya SYLX 2 Copy.. Wiard...

the ellipses button. If a different
spelling is used for the same employer, then an additional employer will be created. If the employer name is
unknown, then thénsurance Company + group number can be used temporarily

6. Highlight a policy to activate bottom buttons.
Info: Displays the Policy Details of the highlighted policy.
List: Will list policy holders who| &
have the highlighted policy. Search Crteia
Close:Will close the isurance & e [545 Ine: [Pec_ L] Emeloyer: -l
Add Wizard. Additional Information
Copy:Will create a duplicate of PelesHoter: [smih toan v]  Polieyla: vt [
the high”ghted pOIiCy' A: Code Emplaer Name Ins Ca Giroup Ho. Div. Coverage
warning message will display: | Pave That'way FBC 5455 80/50/50
Select:Will select current policy|
to add to the patient. This will
also add any limits and 0 Please confim tht you want o make Joan Smith 2 Policy
deductibles related to the Employer : Pave Tht Way
policy. s CorpaC

7. If the policy isfound, select the |
Policy Holderfrom the dropdown - s No
list.
Note: If the Policy Holder is no
in the dropdownist, they must
be added to the écount prior to |
this step.

8. Enter thePolicy Id(andDiv Na if requwed)
Note: This number ignique to the Policy Holder. It is the number that the insurance company uses to identify
its members e.g. employee number.

9. ClickSelectand continue below. If Policy is not fourptpceed toAdding a New Policy

Search

Accuracy : =

Infa List Close Copy Select
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Continue with Existing Policy

1. A confirmation window will appear. Sele¢esto confirm the Policy Holder of the highlighted policy.

2. In the secondary window, selelsio to add another policy, oYesto exit out of the Wizard.

3. Highlight the dependent (upper right box) and select th®ependent button (or doubleclick on the
dependent). Addor confirmDependent No, Relationship and if the dependent i€overed Do this step for
each dependent.

4. Limit Start Date field(scan be cleared unlessll over is longer than 12 months/1 yea€lickOK
Note: Deductibles and/or Limits may need adjusting if the patient has made previous claims on their policy.

r"*— [ ""*- ‘ r*- Find... List Billing Drder Farn Lirnit Dependent
*/lolbx .
gs Name Sts Cva  Depht Relation
Policy Holder Birthdate Ins Employer Group
Policy : Change , Policy Delau!ts
Holder Camphel, Jennifer v| Date: Govt Cd. : Pat. Deduct : 25.00
Policyd: | 123456789 (06/14/2016 | Sched:  [R «|  Fam. Deduct: |
Group : ‘71111 | Div. No: | %;:':age Farily ~ Pat. Limit |3I]I]D 0o
Ins. Co: GwlL E;’gg'?al RETIREE Foim Ta: Insurance v Periad : l:l Year ~
Ermployer : ‘Eily 0f Vancouver vl Year End : 12 I 1 Fam. Limit :
Comment : ‘Hll Fol, FI 1% per 6 roll months, 12u SC/Rp | {9 Period :
Adding a New Policy
1. If the Policy is not found,,
Power  Practice  willl _
. earch Criteria
prompt you to add itas a Group: |12345 Ing : ‘MANU | Employer:|AIIW’est v| gearch
New Policy.Confirm the = _ Aocuacy: [1 o
. i . Additional Information
P0|Icy |nf0l’matI0n IS Palicy Holder : | ‘wialker, Ryan V| Palicy I1d: Div#: |:|
correct ard selectYes
. || Code Employer Mame Inz Co Group Mo, Di Coverage
2. You will be prompted to| . ’
enter the Limits and | -
Deductlbles for the new: o Lqeoa::;ucrriatr;iie:olmesha\rebeenfoundthatmat(hesyour
. Do you want to ADD a new Policy with the following
policy. Select Yes information:
Note: Patient Deductible is Croun - 12345
. Ins Co: MANU
the dollar amount that is Div:
deducted from each
. . . AL M
patient in the family, | - .
however if there is a |
Family Deductible it is the
maximum amount
Infi Lizt Cloge Copy Select

deducted regardless of the :
number of family members.
3. In the next window, enter the Limits and Dedudiles and click OK
Note: These limits refer to a combined maximum allowable for the policy regardless of the type of treatment.
The rolover period can be set in months, years or lifetime.
4. Next you will be prompted to enter the Policy Cover&gmgesSelectyes
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5. ThePolicy Coverag8oxopens.ClickBorrow.
ﬂ_ﬁ

5

It
d Item Mo. :

Range Name:‘

Etorrov...

Category l:l

| Clear

1.[ l o e In ]
Select Coverage Template - Jennifer Campbell - (PF56) - 000022 - DO1 X

o Gl

Template Id: 04 Detail 20/50/50 b |

01 Simple 0% Non-Ass,

02 Detail 100/20/0
03 Detail 100/50/50
04 Detail 80/50/50

05 Social Services - Basic 100%

0 First Mations

07 PBC 100/60/60

08 PBC 75/75/0

09 PBC 100/50/50

10 PBC 80/50/50

11 Simple 100/80/50

12 Simple 100/50/50
asic-Fins

oK

Item H# Cancel

oo
002
003
004
005
008
007
oo

Cat

MW mmmmmm @

214002140980 v

Clickon the dropdown arrow and select the closest template to the policy coversglect theOK
button. EnterEmployername.
b. adjust the Coverage Template according to the parameters of hé policy.
Note: Percent adjustments can be made for a single range line (Item#) or for the Category (B, M, and
O). Highlight the Item line, go to the Percent: field, highlight and enter the new percentage.
c. Saveeach change. Aimsurance Policgoveragevindow will appearSelectYesto affect every range
item in the category oNoto adjust a single range line only.
d. Select the Close button once all
adjustments are made within thd=dit
Insurance Policy Coveragendow.

Dependents - Ryan Walker - (*"M37) - 000032 - D1

Dependent Infa

. . . . Patient Mame : Fiyan Ok

6. A COﬁflrmatlon W|.n.dow wilopen to conﬁrm the e o i Holer -

creation anq addition of. the New qulc'yo add | o oo [1sar - ] Coversd

another policy under this p.atlenj[, .clld(esand Pat Dectct Lik Sta

search for the secondary policho finishand close Pt Lini I

out of the WizardclickNo. Mpajance: Delp: |Dise dil, A0l
7. Choosethe Fee Schedule the Sched field that | FambLmts & Deductble

the insurance company payon from the | Balance:

dropdown menu. (Default is set to RRegular | CIgmtm

Current Schedule). Spesitc Policy Linits
8. ConfirmCoverage Typ@amilyis default). Limit Type

Note: Some Insurances only cover the Pol

Holder,Coverage Type would then be Patient Limit Type Remaining Limit Reset Date

9. Enterthe Year Endof the plan (Default is 12,
Decembey.

10. Confirm Assignment Signature Required and

Accept EDIThese are defaulted by the Insuran

Companyselected.Clickthe SaveRecordicon.
11.
12.

Enter the breakdown/overview of the plan in ti@®mmens box.
Highlight thedependent(upper right box) and select tHeependentbutton. Addor confirmDependent No,
Relationship and if the dependent i€overed Do this step for each dependeritimit Start Datefield(s)can

be cleared unless roll over is longer than 12 months/1 year.

13. ClickOK
9|PX 201




2.2Understanding Frequencies, Limits, and Deductibles

Entering Insurance Frequencies
Some insurance policies limit the number of times a procedurie(g)lowed over a time period. Insurance
frequencies for specific items are found in the coverage section.

Insurance Policy Coverage - Jennifer Campbell - (PF58) - 000022 - D01

S

How to Edit Insurance Frequencies
1. From the Insurancetab, select the Coverage

button to open the Edit Insurance Policy| remne.: Category Eaa
Coverage/vi ndow' Range Mame : |Basic-F|E£NF' Exam | Clear

2. Select the linétem that has the frequency limit. | FerseFon: (0120|0263 ] Percet. Close
3. Edit the# Timesfield and adjust the time period| *™™* Bvey: [6 | Manhs
(Every: field). [l cat Linit

) ) Based on Units
4. Selecthe Saveicon with every change. ] tem Lini:

Bazed on Uitz

Policy Coverage : [80/50/50 |

ltem # Cat Diescription Fram Ta k4 ~
nn4 B B asic-Comp.E xam o100 01103 80

o [ | 01200 EN
020 B Basic-Spex/Emerg 01204 01700 80

005 B Basic-N/F End.Exam 01701 701 80

ooz B Basic-Endel RC.Ex myoz  oy0z o g0

036 u] Ortho-Exams 01900 01902 &0

023 B H-Rays 02100 025899 &80

024 B #-Rayz-Panores 02600 02809 80

016 B Basic-Biopsy 04300 04533 80

o2 B Basic-todelz 04300 04919 80

037 u] Ortho-<-Rays 04330 04931 &0 v

Insurance Deductibles
In the Policy Defaultssection of theinsurancetab, enter in thePat. Deduct. or a Fam. Dedulftapplicable.
Click theSave Recoriton.

r— | r—— | F‘— List... Billing Order ... Fam Limits .. Dependents ..
+ e '

Name Sts Cva Depht Relation
Policy Holder Birthdate Ins Ermployer Group Travis A N Other
Jenrifer Apr19,60 Gwil City OF Vancouver 1111 Jenniter A ¥ Self

Policy Defaults

Foiey | Campbell Jennifer | Change GowtCd: [ | PatDeduct: 2500 |
Policyld: 123456789 [06/14/2016 | Sched @ ~]| Fam Deduet: [ooo ]
Group : [11m | Div. Na: ‘ 2:;:';69& Family ~| | EAPat. Limit: [3000.00
Ins.Co:  [GWL |l 22tensl [ReTiREE | FomTo: |Insuance ~| | Period: [12 | Months ~
G OfVancouvel ‘Year End 12 [ Fam. Limit
Comment . [Re, Pol, FI 1x per 6 roll months, 12uSC/Rp | {9 Period :
Combined Limits Palicy Defaults

These limits refer to a combined maximum allowable regardless of the 1 ok Dol

of treatment. The roll over period can be set in months, years or lifetime Fam. Deduct:
1. In the Policy Defaultssection of theinsurancetab, Checkif there is a [7pat. Limit: 1500.00
Pat. Limitor aFam. Limitand add the Limit Amount anféeriod. :
Period: |1 Year
2. Select theSave Recoriton.

v

[]Fam. Limit :
Period :
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Category Limits

This is the amount available for all range items withispacific Category Any unused balance cannot be
transferred to another categorfexample Major Category includes all Crown & Bridge procecha@es for a

maximum of $1500.0

1. From thelnsurancetab, selectthe Coveragebutton to open theEdit Insurance Blicy Coveragevindow.
2. Selecta line from the Category that has the limit, select @at. Limit:ienter the amount ancCat. Period.

3. Click theSave Recortton.

Insurance Policy Coverage - Jennifer Camphbell - (PF538) - 000022 - D01
5 1B
Item Mo, : Category: O

Range Name : |Drth0-EHams |

# Times: l:l Ewery : I:I
[ Cat. Limit - [2500.00 Cat Peried: || [Lifetine  ~

[ Based on Urits
[ item Limit :

Bazed on Units

Rahge Fram : : Percent. : Close
w

Policy Coverage : 80/50,/50
ltem#  Cat Description Fram To k4
oo4 B B azic-Comp.Exam 01100 a0
o B Basic-RCMP Exam 01200 g0
020 B B azic-Spex/Emerg 01204 a0
s E Bazic-M /P End.Exam 0mrm a0
E Bazic-Endel RC.Ex 01702 a0
_ Ortho-Exams 01302
E HPays 02100 a0
B *-FHays-Panores 02600 a0
B B asic-Biopsy 04300 a0
E Basic-Models 04300 a0
u} Ortho=<-Faps 04330 a0

11| PX 201
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Updating Remaining Limits and Deductibles

Deductibles and/or Limits may need adjusting if the patient has made previous claims on their policy.

1. Highlight thedependent(upper right box) and select tHeependentbutton. Addor confirmDependent No,
Relationship and if the dependent i€overed If the patient has paid the deductible already for the year
enter 0.00.Do this step for each dependent.

2. Under thePatient Limit Balance; enter the value that the patient has remaining.

3. If there areSpecific Policy Limit€Category Limilsthat havebeen used during the limit cycle, highlighe
limit line, update theRemaining Limiamount, andselect theUpdate button.

4. Limit Start Date field(s) can be cleared unless roll over is longer than 12 months/1f yiearollover is
longer than 12 month4 year, he Limit Start Dates should display a date that is in the month prior to the
Limit Reset Date.

Note: Limits reset Wwen Month Bd is performed so if you want the limits to start fresh in January you must
pick a limit start date in December. lb&s not matter which day in December though as it will rollover with
months end.

5. SelectOKto save.

Dependents - Jennifer Campbell - (PF58) - 000022 - DO1 o

Dependent Info
Patient Mame : Jennifer Ok
Dependent Mo I:I Falicy Holder Cancel
Fielationship : 1 Self ~ Covered
Pat Deduct. Lirnit Start
e Date.  [12/30/2018 [+

Pat Limit Lirnit Feset
Balance ; £300.00 Date : Dec 30, 2018
Family Lirnitz & Deductible
Farn Deduct.
Balance

Farn Limit
U Balance :
Specific Policy Lirmits
Lirnit Type Category O [Lifetime]

L Lirnit Start |:|
Remaining Limit : | 2500.00 Date hd Update
Lirnit Type Femaining Limit  Reset Date
Catsgon) 0 I YY)
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2.3Insurance Outstanding Report

The Insurance Outstanding report will provide a list of all the patients with outstanding insurance balances. You
can choose to viewnpaid Qaims, Claims Partially &d, or Unbilled Gaims. This report is sorted by patient and
shows the claim number, datand amounts owing.

This report is found iReports Managerunder theBillingstab.

Note: If you do not allocate your payments accurately this report will not
completely accurateThis report assumes that insurance payments he —,

Insurance Outstanding X

been allocated corly. EC N —
'YL AR /fFAYax: . AffSR . ST2NBX [ Urpaid Claims, Billed Befare ...
Shows claims not paid but billed before the selected date. b
I fTFAYa tFNIAFEE@ tFART b20G tF AR | []CamsPatialy Pad Not Paid Since ..
Shows claims that still have an amount owing since the date selected. v
Unbilled Claims [ Unbilled Claims
Shows all claims without @nsurance payment, assuming these have be
unbilled.

Date: Jun 08, 2016 14:29 INSURANCE OUTSTANDING REPORT Page

AllUnbilled Claims

Patient Name Sex/Age 5ts. Dr. Chart No. ClaimNo. ClaimDate Ins Co. Claim Total Ins. Estimate Ins. Balanc
Mik e Kelly M4z A 01 oQo00O2 000032 Feb07.,12 GWL 1,015.00 495.00 495.0C
Mik e Kelly M42 A 01 o000002 000035 Feb28,13 GWL 183.00 146.40 14640
Julie Jenes Fag A 01 000008 000027 Dec03,12 PBC 1,015.00 495.00 495.0C

2,213.00 1,136.40 1,136.4(0
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2.4Exclude Item Fees from Patient Insurance Limit
Online article5.1 - Separate Ortho Patient LimiPower Practice

Insurance coverage templates can now be updated to restrict certain items from reducing the overall
patient insurance limit. This isgreat

Option fOf insurance ||m|tS Wh|Ch affeCt W) | Edit Insurance Policy Coverage - Leon Kennedy - 004701
item limit but not the overall insurance

balance. f:i_ | f:; | [;
To apply this Setting: Item Ma. : Categary: 00 Borrow...
Range Mame : |Drth0 | Clear
B VISIt the Patient Flle mOdU|e' R ange From : |EDEIEII:I |:|89999 | Percent. : Close
- Visit the Insurance tab. atimes || Evey: [ ] >
- SeleCt the Coverage bUtton' I Ewclude From Family/Patiznt Iimitl
- Highlight any line item to see the
9 . 9 y [ Cat. Lirnit - Cat. Period : l:l Lifetime ~ ~
dEtaIIS' [ Based on Urits

If you are unfamiliar with this window, the D'temB“m"d: —

azed on Unis
Coverage button houses the templates
from which patient/insurance splits are Policy Coverage - 100/50/50
determined. Each line covers a range of lem# Cat  Description
codes and applies a coverage percentagdl | o MajorVeneers

t ajordn/Onlay Rep.
B asic- Filings
Bazic-Enda/Surg
Ferio-5caling/Rt PL

estimate. 3z
o1

my
You can limit an item line or even an entir 022

T Om T mET Mmoo mE T

category using the tick box options along 021 Perio-Misc.

. h | 034 Denture-Partl/Comp.
wit .SO.me values. . 015 B aszic-DentRepairs
In this image we see the Ortho line has 026 Maijor- Bridges
been given a Category limit of 2500. It ha g‘ag gi?C'E”‘“S“'”-

rno
also been set to not affect the overall 033 Lab

patient/ins limits.

You can enabl e t he cHamilg/Ratidntdimitdn any liné ywxwish.ude fr om
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Lesso3: Treatment Management

3.1 Treatment Proposals

The Treatment Proposal module can be used for treatment options. Treatment proposals can be created from
within the Odontogram or from the Treatmt Proposals module. The Proposals are generally used to put in
treatment options when patients are unsure of which treatment plan they are going to choose but can also be
used for all treatment that requires an estimate, paathorization, or consult.

How to Create a Proposah Power Chart
1. IntheOdontogram selectthe Proposalgab above the history listing box.
2. Choose e procedures you want to post fgroposals the same way you enter treatment (Search or Quick
Buttons).
Whereapplicable, select thtooth and/or any tooth surfacefor the procedure
4. Selectthe provider who will be performing the treatment if you are not usingthasactions Settingdefault

Dr in options.
5. Rightclickon theOdontogramand choosene ofthree actions:

a. Add to Temporary List-will add the procedure to théeft-handside Add to Temporary List

under the purple section to use for creating different combinatiol Add to a New Proposal

w

of treatment. Add to an Existing Proposal
b. Addto New Proposatwill add the procedure to theght-handside

under the blue section as a new proposal.
c. Add to Existing Proposatwill add the procedure to the proposal you have highlighted onrifjlet-hand
side under the blue bar.

Treatments | Proposals [3]

| P T T e TP P 7S T P
== o | 3 1 SIMPLE EXD 00032 i)
|‘ = 33N A PERM RCT 1 CAMAL Marlg1a 3111 il iy | FPERM RCT 1 CANAL
= a0 | N | MIDBL |PORCELAIN CROWN Ma®18 | 2 | 3 L [DO | PEAMANT COMP 1 SURFACE n
- Z3e02 | A EOMD COMP CORE 'w CROMWM
231 i L PERM ANT COMP 1 SLIRFALCE opozn oon
Mang1s 3311 i [xon PERM RCT 1 CAMAL
Ma313 272 || [ PORCELAIN CRDWH
E] Mang1s S ki [n Lab - Paicalain Crown
Mari313 23602 N 1y | BOND COMP CORE W CRDWH

ooz ||| Joon ]
Me1313 701 | 3 DOV |1 SIMPLE XD |

If using theTemporarylist, once you add all the treatment to the list,
1. Select the treatment(s) that will be one proposal asdectthe Create New Proposaton. ~—

2. Do this for each different proposal option offered to the patient ' L.
3. If you forget a procedure you can select it from the temporary list, select the proposal ttwac r -
andselectAdd to an Existing Proposé&iom the rightclick menu -»

Note: Treatment that is entered as a proposal will not go through checkout like planned and completed treatment.
You will need to rightlick and seleckend a Messagéom the menuto let reception know that therare new
treatment proposals for the patient.
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How to Create a Proposdrom the Treatment Proposals Bdule

12 Untitled E=N o 5
Sarah Chu [000014) v “’// 8 I»:" =]
Fatient Mame: “rz. Sarah Chu Home #: [G04] 345-8887 Chart: 000014
Addrezs: Apt 1050 7459 Sun Street ol ork, H: Statuz  Active Patient
Otker #: [604] 894-5551 cell Dr#: 1
City/Prore: Wancouver BC W 171 Contact: O Hyg #: HO2
Ernail:
Frimary : danulife Financial Sec: Ficl
Emp: Cat Enterprise Emp: ! )
ID: 5412 Dep: ID- Digm: ﬁ:BB: glggggg
Group gy Di Group Div ) '
Halder 0 an Chu Halder : TatBal § 3727.90
Cvg 4 20/50/50 Cvg 4 Fln Bal: $ 0.00
FEGEGH Appointments | Hiztory |
Tk %
SRS ®
Flan # D ate Description Rating Statuz  Prod  Code Tooth Fat At Ing At Tatal
Totals: 0.00 0.00 0.00

Go to thePatientmenu and selectreatment Proposals.

1. Click on theéProposaldab.
2. From theright clickmenu selectNew or clickon the Create Recordcon andfill in the criteriafor each
treatmentto be entered. Sele@aveafter each procedure is entered.
3. ClickSubmit
Mew Treatment Proposal - Jennifer Campbell - (PF58) - 000022 - DO1 X
ool Title: : Option 1 - Croves |
02/13/2019 | » Comment : | Best option, large fracture lines oK
Exp Date: l:lv
R atitg : |:| {9
Tit Date Code
(0211872013 [+ || [ 1.00 0.00 0.00 5 plits
Pr. (D01 ~ Appt:lzl
ltem#t  Date Prod Code Tooth  Swif rit Tatal Insurance Patient
1 Febld19 DO 721 % £.00 &16.00 40200 408.00 Mew
2 Feb1319 D01 L2721l 26 1.00 362,00 131,00 181.00
Save
Delete
+| +| Claim Totals: [ ni7eoo]  sssoo|[  sesnn)
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Once tle proposed treatment is enteregou carmake changes witthe right-click menu
1 New-creates a new proposal

9 Editmake changes to the highlighted line of treatment or proposal
91 Delete-delete the highlighted line or proposal
1 Add toExistingadd more treatment to the highlighted proposal (& new
1 Move-move thehighlighted treatment to a different proposal S| Edit
I Case Presentatiogreateor editphase and appointment information | ¢ pelete
1 Notesadd or edit a note, treatment or proposal Add to Existing
f  Education ‘“"S Move Item to Proposal
o Play Videeplay ashort, automatedvideo of the highlighted_ Case Presentation
procedure | = Notes
o Print Leafet-informational sheet on the highlightgatocedure | Educatiun ,
1 Change Status
. Change Status »
0 Accepted- The proposal will move to thBlannedtab. A copy
of the accepted proposal shows under tHestory tab in green. Update Fees
The claim will also appear within tHdanned Treatmentarea Options
in the Transactionsnodule ‘g Email Proposal
o In Review(presented but no decision made)rhe proposal will | {3 Erint Proposal
remain as ivut turns blue Submit Pre-Auth Form

o Declined— The prgosal will be removed from th@roposals | {3 Print Pre-Auth Form
tab andthe proposed claim shows in red under tHestorytab. | [} Print List
Update Feeslpdate procedure fegto R fee guide.
OptionsShow Treatment Flow Screen
Email Proposaémail the patient a copy of the proposal
Print Proposalprint a copy of the proposal
SubmitPre-Auth Formsubmit form electronically to insurance.
Print PreAuth FormPrint form for insurance
9 Print Listprint the Proposals on one page as a list

= =4 =4 4 -8 -9

Once the proposals are entered and sent to the front, reception can prinABtle forms tosubmit to insurance
and print estimate letters for the patient to review.

$# Proposals List - ®
Search Criteria Ta Stat 1o Includ List Details & 3
« Statuses to Include g enerate
i = = i Detailed Summar,
Bil D Prod Raing || 5o st ?IE O v
ort By
Start Date : l:l - End Date : I:l v In Review @ Date STEUEEYE
[ &ccepted O Patient
Start Exp. End Exp.
b ¥ 52 L ™M e O Date e
(O Rating
Name Plan # Date Description Rating  Status Prod  Code Taath Pat At Ins Arnk Total  Email
& Smith, Jim 000001 Janl7.18 17 crown InReview D01 0.0 A
Janl718 FFi CROWN | om 2 17 0.00 0.00 000
Jan17.18 Lab - Porcelain Fused. | D = R T n.oo 0.00 0.00
Smith, Jim 000002 Jan7.18 17 filling InReview  DO1 0.00 A
PEFiH MOLAR (g " EEEEZ I 7 NV Y
Leefm  OOOODZ  Janl718  2426bridge | o EOF R
Janl718  PFMABUTMEN] 3 Delete E7211 24 0.00 0.00 0.00
Janl 7,18 Lab- Fim Abutmi ||| T Notes satl non 000 0.00

Jan17.18  PRM ABUTMEN]| o.oo 0.00 0.00

Change Stat Accepted
Jar1718  Lab-Phmabuim) | g e ceepte 000 000 0.00
Janl718 PFMPONTIC | % Recalls In Review 000 0.00 0.00
danl78  Lab-FRMPONT o Declined 000 0,00 0.00

Ins Details

Print Estimate

3@

Email Estimate Select Patient Clear Remove
Submit Pre-Auth Form
Print Pre-Auth Form
Print List

Export List to Excel

K[ €2
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Planned
This tab shows all planned treatment the patient has just likelttamsactiongnodule does. Access the rigblick
menu for options related to planned treaent.

Appointments
This tab shows a | i st of Actessahe pghtlick menu for ptianprelated to thene n t
appointments.

History
This tab shows a history of the proposé@ted for Declined, Green for Accepted.

Interactive Proposals LisReport

TheTreatment Proposalsnodulehas an interactiv®roposals Listhat will seart for proposed treatments based
on search criteria involving thBoctor, Date Rnge,and Satus of the proposal.

Using this report wilhelpto effectively remain on top of treatments that have begmoposed. This report can be
run as often as needed, and sortedthg ProposaDate, Patientor Exp. Datdn order to prioritize the results.

A rightclick menuprovidesother functions that will helpvith managing the proposals.

#% Proposals List - X
Search Criteria Th Stat o Includ List Detailz o i
4 Statuzes to Inchude . enerate
D * - |§ e (®) Detailed () Summary
BillDr | - | Frad: | e | Fating l:l Mew [no ztatuz) Sort B
art By
Start Date : l:l w End Date : I:l w In Revisw @ Date Save Defaults
[Jticcepted () Patient
Start Exp. End Exp. -
Date : l:' v Date : I:I [ Declined O Exp.. D ate Claze
(") Rating
Hame Flan # Date Description Rating  Status Frod Code Tooth Fat At Ing Amt Total  Email
Green, Travis 000003 DecO1.11 D V35,80 i
Diecd1,11 FFh CROWM Lol Era 5R0.40 nan 550.40
Decdl11 Lab- PFM Crown [alu]] 99111 22 185.40 0.aa 185.40
Brown, Samantha 000016 Sepld 16 In Review DO 1.104.00 i
Sepld16  Gold Crown | Dol 2FA1 12 oo 74200 w4200
Sepld1E  Lab- PFM Crown | Lol 99111 12 ] 352.00 3E62.00
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-
CASE PRESENTAT

UseCase Presentatioto further organize and prepare information suchRtzase Ordersand appointment
break down for each proposal createdase Presentatiois available froniPower Chartand from the
Treatment Proposamodule.

Note: Clicking on th€ase Presentatiorton will show all proposals. To focus on one proposal, use the
Treatment Proposamodule, select the proposal to work on, and right dlielse Presentation

Case Presentation - Mai Chu - (WF23] - 000015 x
Plan # Date Desciiption Fiating Status Phasze ApptH Prod Code Tooth Pat Amt Ins At Total
000030 Mar20,19

Mar20,19 1 5IMPLE EXD Do mo 3 2640 101.60 12700

Mar20.19 ALLOGRAFT FIRST TOOTH om 72421 120,40 481,60 E02.00

Mar20,19 M SUBPERIOSTEAL IMP... D 79341 36 1720000 0.00 1720000

Mar20,19 PORCELAIM IMPLANT CR D 27208 36 51350 51350 1027.00

Mar20.19 PEFiM RCT 2 CANAL om A k] 12080 483.20 E04.00

Mar20,19 PERM RCT 4+ CANAL om 33141 7 188.40 7A3E0 542.00

Mar20,19 PFM CROWHN D 272 ] 408.00 408.00 216.00

Mar20.19 Lab - Porcelain Fused Ta om 99111 k] 181.00 181.00 36200

Mar20,19 PFH CROWN om 27N 7 408.00 408.00 816.00

Mar20,19 Lab - Porcelain Fused To D 9911 37 181.00 181.00 362.00

Totals: 3866.50 3511.50 3511.50

Tatals: 3866.50 3511.50 F37a.00

000031 Mar20,19

Mar20,18 PFH ABLITMENT om EF211 k] aF2A0 d7ah0 745.00
Mar20.13 Lab - Pfm Abutment D 99111 35 181.50 181.50 363.00
Mar20,19 PFt ABUTMENT D E7211 37 37250 37250 745.00
Mar20,19 Lab - P Abutmment Do 99 a7 181.50 181.60 363.00
Mar20.13 PFt FONTIC D E2501 36 163,50 163.50 333.00
Mar20,19 Lab - FFM PONTIC D 99111 36 13150 13150 263.00
Mar20,19 BOMD COMP CORE W CR... Do 23602 ] ar.00 a7r.00 174.00
Mar20.13 BOMD COMP CORE W CR D 23602 37 87.00 87.00 174.00
Mar20,19 1 PREFAB RETENTIVE P... D 25731 ] 89.50 83,50 179.00
Mar20,19 1PREFAB RETENTIVE P... Do 26731 a7 89.50 83.50 173.00
Mar20.13 1 5IMPLE EXO D i 36 25.40 10160 127.00
Mar20,19 PERM RCT 4+ CAMAL D I3 ¥ 188.40 7R3ED 4200

5 ®

Additional items on the right click menu will create, edit, and review phases.

Mew Phase... | New Phase Creates a new phase for highlighted items.
Phase Layout... . Phase Layout Reorganize mcedures within the proposal.
Edit Phase Info... | Edit Phase Info  Edit phase number and appointment details.
Remove Phase | Remove Phase  Removes phase information.
History. History View procedures accepted and declined within a
c proposal.

ompaTe. Compare Side by side comparison of tvpnoposals.

19| PX 201



How to Create a Phase
1. Highlight the procedures to include in a phase and right 8k Phae.
2. Fillinthe criteriaand link the procedures for each appointment within the phase.
3. ClickNextto continue creating the next appointment, changing the criteria as required.
4. ClickOKafter eachphase.

Mew Proposal Phase ®
oK
Date 02/21/2019 || Phase Appt #
Cancel
Nexst
Description [ 35-37 Bridge Prep | Est. |706.00
Mates
Linked Propozals
D ate Stz Froducer Code Taaoth # Surf Phase Apt i
Mar20,19 oo 23602 sl
har20,19 ool 23602 ar
Mar20,19 ool 257 sl
Mar20,19 ool 257 ar

How to Edit a Phase

Edit phase informatioy right clicking on the phasend selectind=dit Phase InfoA note can be addetb each
phase and will copy to all appointments within the phas&i¢h willbe carried forward to [anned
appointmeny.

Proposed Procedure Statuses

Change individual procedure statusediaReview Acepted, or Declinedby highlighting the procedures, right
clicking and selectingChange StatusTo change the status for the entire phase, right click orPthaseTitle

line or Appointment Coddine andright clickChange Status

Right click on the proposal and clidistoryto view case acceptancgatus.

Case History - Mai Chu - (WF83) - 000015 x
Plan # Date Description Rating Status Phase Appt#t Prod Code Toath Pat Amt Ins mt Tatal »
har20,19 15IMPLE EXD A 1 1€ oM 7110 e 26.40 101ED 127.00
Totals: 3 26,40 101.60 10160
% Phase 2 Mar21.19 Patient is considering ...
37 RCT RCT E
hiar20.19 FERM RCT 4+ CANAL A 2 19 om a4 ar 188.40 7H3E0 342,00
35 RCT RCT E
Mar20,19 PERM RCT 2 CANAL z 219 oo A 35 120.80 48320 E04.00
Totals: 18 309.20 123680 1236.80
Phase 3 Mar21.19
35-37 Bridge Prep BPREP P
Mar20,19 BOND COMP CORE W CR... 3 1€ oM 23602 el g7.00 a7.00 174.00
har20,19 BOND COMP CORE W CR 3 1 om 23602 ar 87.00 87.00 174.00
Mar20.19 1PREFAB RETENTIVE F. 3 106 oo 25731 35 83.50 8950 179.00
Mar20,19 1PREFAB RETENTIVE P... 3 1061 DOl 25731 7 89.50 89.50 179.00
Totals: B 353.00 35300 353.00
Phase 4 Mar21.19
35-37 Bridge Insert BRINS |
Mar20,19 FFt4 ABUTMENT | 4 14 om E7211 el IF2LED IF2E0 74500
har20.19 Lab - Pfm Abutment | 4 14 om 99111 35 181.60 18150 36300
bar2019 FFtd ABUTMEMT | 4 114 om B7211 ar 37260 37250 74500
Mar2n1a | &h - Pfra Ahutroant | 4 1141 nm Aa111 a7 1R1 A0 18180 arann Y

Close
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How to Use Phase Layout
UsePhase Layouto reorganize procedures in phases, appointments, and update units at any time.

Phase Layout *
Plan # Date Description Phaze Appt Unitz  Code Tooth Surf
000031 Mar20,19
Phase 1 Mar21,19
Ezxtractions EXD S
(| bar20.19 1 SIMPLE EXD 1 1 6 71101 36
Totals: B
Phase 2 MWar21.19 Patient is conside...
37 RCT RCT E
[l Mar20,19 PEFRM RCT 4+ CAMAL 2 1 9 In4 ar
35 RCT RCT E
O Mar20.19 FERM RCT 2 CANAL 2 2 9 331 35
Totals: 18
Phase 3 Mar21,19
35-37 Bridge Prep BPREP P
(| bar20.19 BOND COMP CORE 3 1 6 23602 35
[l Mar20,19 BOMD COMP CORE ... 3 1 6 23602 ar
[l Mar20,19 1 PREFAB RETENTI... 3 1 6 2573 35
O Mar20.19 1 PREFAB RETENTI... 3 1 6 25731 a7
Totals: B
Phase 4 Mar21,19
35-37 Bridge Inse... BRINS 1
(| bar20.19 FFid ABUTMENT 4 1 4 E7211 35
O Mar20,19 Lab - Pfm Abutment 4 1 4 99111 35
[l Mar20,19 FPF ABUTMENT 4 1 4 E72N ar
[l Mar20.19 Lab - Pfm Abutment 4 1 4 93111 a7
[l Mar20,19 FFid POMNTIC 4 1 4 E2501 36
[l Mar20,19 Lab - PFM PONTIC 4 1 4 9911 36
Totals: 4
Phase Appt # l:l Units l:l Update Close
1. Right click irCase Presentatioand selecPhase Lagut.
2. Click on the tick box beside the procedures to move.
3. Fillin desired criteria and clitkpdate.
Proposal Comparison
Compare two proposals side by side by right clicking and seléetingpare
1. Click on each dropdown and choose two proposalsotmpare.
2. Select theShow Historybutton to view procedure acceptance statuses.
3. ClickCompare
Compare Propaesals - Mai Chu - (WF83) - 000015 X
00an30 ~ 000031 -
Plan#  Date Description Rating Status  Phase Appth Prod Code  Tooth Patamt  Ins&mt Total » Plan#  Date Description Rating Status  Phase  Appt# Prod Code  Toath Patdmt  Ins Amt Total ~
00 Mar2._ 36 Implant Op___ 00._. Mar2_. 3637 Bridge ___
Ph_. Mar2 Ph_ Mai2
Extractions EX0 § Extractions EXD S
Mar20... 1SIMPLE EXO A 1 1(4) DT 71101 36 2540 101.60 127.00 Marz0... 1SIMPLE EXO A 1 14 D01 71101 36 2540 10160 127.00
Tota. 4 ED WTWEEI 10160 Tota. 4 ?ﬂﬂ 1TWEEI 10 E[I
Ph_. Mar2 Ph_ Mai2
35 RCT RCT E 35RCT RCT E
Mar20... PERMACT 2CA. R 2 14 DO A/ 12080 48320 £04.00 Mar20... PERMRCT 2CA.. R 2 1@ o2 B\ 12080 48320 604.00
37 RCT RCT E 37RCT RCT E
a2, PERM RACT 4+ C. 2 2[6) DOT 33141 37 18640 75360 542,00 Mar20, FPERM RCT 4+LC. 2 2@ DO1 334 37 16840 75360 942 00
Tota 0 30920 12330 123880 Tota 18 Tama0 123A0 123800
Ph... Mar2... Ph... Mar2...
36 Implant Su... IM... 5§ 39-37 Bridge ... BP... P
a2, ALLOGRAFT FIR | 3 16) DOT 72421 12040 48160 602,00 Mar20, BOND COMP CO. R 3 1(6) DO1 23602 35 87.00 87.00 17400
a2, M= SUBPERIOS | 3 1) DOT 79341 36 1720.00 000 1720.00 a0, BOMD COMP CO. 3 1(E) DO1 23802 37 B7.00 87.00 17400
Implant Crown_ IM_ 1 Mar20, 1 PREFAE RETE. 3 1(8] DOT 25731 35 8950 B350 17900
Mar21... IMPLANT CROWN | 3 24) DO 27205 3 51350 51380 1027.00 Mar20... 1PREFAB RETE. 3 1@ b1 25FR T 23.50 89.50 17200
Tota, 10 ESSEI ?51 0 939510 Tota. 6 EEIEI ?SEIEI 353 EI[I
Ph_. Mar2 Ph_ Mai2
Implant Crown_ IM_ 1 35-37 Bridge | BR_. |
Mar21, LabIMPLANT . | 4 14) DOT 99111 36 180.00 150.00 300.00 Mar20, PFM ABUTMENT I 4 14 DOT 67211 35 37250 37250 74500
T I Marz0,..  Lab - Pim Abutm. | 4 14 019N B 191.50 18150 36300
Tota, 4 150,00 150,00 150,00 Mar20, PFM ABUTMENT I 4 14 DO1 67211 37 37250 37250 74500
a2, PFM CROWN om 27211 38 408.00 408.00 B1E.00 a0, Lab - Pfm Abutm. I 4 1[4 DO1 89111 37 181,60 18160 38300
a2, Lab - Porcelain F. om o 85111 35 181.00 181.00 362.00 Mar20, PFt PONTIC I 4 1[4] DO1  E2501 36 1ES.50 16950 33300
Mar20l, PFM CROWN om 27211 37 40800 408.00 81600 v Mar20, Lab - PFM PONTIC I 4 14 DOT 55111 36 131,50 13150 26300 v
Show History Close

4. Right click for print options.
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3.2 Planned Treatment Management

When treatment is required but the patient is not doing it that day, it is entered as plari®fladned treatment

can then be managed through statuses and interactive reports to ensure that treatment is being completed in a
timely manner.

How to Enter Planned Treatment
1. Enterin Planned Treatments on tHereatment Entryscreen using the statudfor Planned

m—l Pat Pt | Ins Pmt | Bulk Ins | Charges | Adjustments | Dllh:H!l_I

Claim Insurance: Patient
Number : Biling Order Ins Sch Asg Group Deduct:
Date:  |0B/0272016  |v Limit : HE
. Farnily
Doctor: (D01 v Check Out
Deduct :
Status:  |® e Reset Clear EDI

[ COMPLETED TREATMENT Limit Subrmit
| INCOMPLETE TREATMENT
TitDate [ PLANNED TREATMENT

[06/0222018 | v

1.00 0.00 0.00 0.00 S plits
Pr: |DO1 v Sts: :l Appt: Prie-D ’—v
Item # Date Prod Code Tooth Surf Unit Total Insurance Patient New
Save
Delete
Claim T otals: 000/ 0.00 0,00/

2. When entering major work that requires a lafmu will get a popup like the one belowlf Yesis clicked, the
lab line will be added giving a closer estimate for the total work to be done.

Transactions

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

3. SelectSaveafter eachtreatment entry. SelectSubmitwhen finished entering the treatment for this claim.

The Treatment Flowdialogue box will appear here. If the PAaithorization requires xays or any other
attachment, make sure you hagelectedYesunder theSubmitClaimfield. This way, the system will print a claim
form to sendto insurance (along with any required docuntation) instead osubmitting it electronically (EDI).

Treatment Flow X

Perfarm the fallowing :
Update Recalls : N ~ ak.

[Mext recall on : MAd)
[Last recall onOct 17, 2015 : BR, Booked)

Subrmit Clair ; Mo ~
[Primary insurance with : M/A]

Print E shimate : “Yes i

Add Payments : =] ~
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Note: The optiorPrint Estimates available. If you want to give the patient an estimate letter with his/her possible
portion, selectYeson that field. You may wait until there- Authorization is back to give him/her more accurate

figures. In that caseselectNo for this fiel.

If you want to see a summary of the planned treatment you have entered, go backTogatnenttab and select

the Planned/Incompletesub tab.

Claim # Date Sts Prod Code Tooth  Description Pat Amt Ins Amt Total
000050  Jun02,16 PN DO1 27211 26 PFM CROWN 740.00 0.00 740.00
PN DO1 L2721 26 Lab- PFM Crown 362.00 0.00 362.00
Claim Totals: 1102.00 0,00 1102.00
Grand Totals: 3098.90 0.00 3098.90 ,
PatProt | Ins Prot | Bulk Ins | Charges | Adiustments | ilha Plad]
Claim Insurance: Patient
Biling Order Ins Sch Asg Edit Treats How Ciin
b Delete Treats Clear
Treatment PreDetermination Approval - e =
When an EOB for a Planned Treatment u R | | Oew et ot
back from the Insurance Company, you Ci| mos IL ! Ins Splt Dl Ptk
. . . - Allocation Details Spts
update the information in theTreatment | —~— P -
Screen Rebill Treats
" ) ) Item 3 Date Prod Code Tooth Surf Unrat Reprint Claim Patient New
At thePlanned/Incompletetab, highlight the Lt
line of the procedure you want to update the e .
informationfor (one at a timejand rightclick e . o ity -
to get a menu and select th&dit Treats Plornodnconcit AT
. Claim#  Date Sts Prod Code  Tooth Description W Entire View I Amt Total ~
option.
ooooer [sep2sis | oo 32 [ 17mo
Claim Totals: 226.00 0.00 226.00
Guand Tt Tamm | om e v

From the edit screen, the status can be changed to Approved or Declirted.treatmentis linked to a booked

appointment, the status will automatically change to Book&plits
button as well, based on the p&uthorization information.

and Fees can be adjusted here in the Splits

Treatment Edit - Jennifer Campbell - (PF56) - 000022 - DO1 X
09/26/2015 | Dot Pre-Det " [ ok |
Claim # 000047 P Cancel
Comment :
N |NOT PRINTED ]
P PRINTED S
E |EDISUBMITTED
A& |APPROVED e  Patient
09/26/201F |~ | 23322 17 | MO B |BDOKED 22600
D |INS. DECLINED
P[00 ~| |PERMMOLAR COMPZ| sSts|  [v| appt[o
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Treatment Split Detail - Jennifer Campbell - (PF56) - 000022 - D01 X

Date 09/26/25 ClaimDr. D01 Status P oK

Clsim # [000047 | Presuht Total | 226,00 Cancel
Code Date Prod Bal Fid # Ins Group Elig. Deduct Def Ins Cow Patient
23322 Sep26,15 DM 226.00 000 0.00 0% 0.00 0.00

If you wish to see the full claim splietails,right clickon the claim and seled¢hs Split Details

Each line of treatment will show for the claim in a format similar to an insurancdgis¥minationform andcan
be individually highlighted and edited in order to accurately reflect what the insurance company will pay out.

Treatment Planning

TheTreatment Planningarea is a great place to regroup or isolate planned treatmétene patientin order to
provide them with multiple estimates for different treatments without havittgre-enter or delete any planned
treatments in the process. Additional lines of treatment can easilyatléed to the estimates here toof
unexpected changes to the course of treatmanise.

1. Selecthe Treatment Plaricon in theTransactionsmodule.

2. Highlight the line(s) of treatment that you would like to separate for the estimate (press the Ctrl key to select
multiple lines).

Use the arrow button to move the treatment to tidew Claim side.

4. SelectSave nce saved you caselectEst. Letterto print an estimate.

w

Treatment Planning X
Existing Planned Txs Mew Claim
Claim# Date Dr Code Tthit  Suif Date Dr Code Tthit  Surf  Aptd
0oootd JanlB08  DO1 FA1 ] Jan15,08 Dol 2721 42 a
000033 Feb2613 DO 33111 42 Jan15.08 Dol LEv2. 42 a
000037 Sep2215 DOl L2F2.. 26 v Jan15,08 Dol 2334 46 ] a

****** JamlB08 D01 2721 42
****** Jan1308 DOl L27z.. 42
****** JanB08 D01 23321 48 0
000047 Sep2615 D01 23322 17 MO

<<

Mew Plan T+ to be Added

Clrn Dr : Prod : i Claim Total : I Chg Fat Chg :
(oo v [om V] $ 000 | |5 85410
Code: Tthit Surf Appti:

| | | | | | | | Save Clear Est. Letter Clase
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Estimate Letter

Besides printing an Estimate from the Treatment Plansicigen,you can also print it from th&ransactions

module.

1. Highlightthe claim you would like to print the estimate for under tRéanned Treatmentab. Right cliclon
claim line androm the menuselectthe Print Estimate

2. TheEstimate Letterdialogue box will open.

3. Check the settings arsklectOKto print.

Itern # Date Prod Code Tooth Surf Reprint Claim e Patient N
=10
Update Fees
Save
Print Estimate
Email Estimate Delete
- Print List
Claim Tatals: ol oo
Check Out History
Planned/Incomplete New Appointment
Claim # Date Stz Prod Code Tooth Descrip : ) t Ins Amt Total »
~  Entire View
Limited View (Last 10]
Sloo00a7 [ep26.15 | [0o1 23322 [ 7m0 [pvvt ke h [ oo 22600 |
Claim Totals: 226.00 0.00 226,00
Grand Totals: 1996.90 0.00 1996.90 ™

Choose one of th@hree Layouformats (N/A, Option 1, Option 2) for printingr customize your own with mail

merge by choosing Word as Optional FornTdtisoption is also available for Proposal Letters, Payment Receipts

and Tax Receipts. A template for each area has been created and is available for use. This template can be
adjusted,or a new one can be created to match your office colors, fonts, and add offigs. [®fere is also an

option to save these to the Document Manager.

Note: Word should be linked to Power Practice to use this feature. A working knowledge of Word is needed if
altering these documents

PROPOSED COURSE OF TREATMENT
PROPOSED COURSE OF TREATMENT

Smiles Dental Practice 48
#113 4511 Downtown Street
Vancouver, BC V2Y 1w3

Smiles Dental Clinic
101 - 1515 Broadway Street
Port Coquitlam, BC V3C 6M2 Jim Smith
(604) 468-6820 5744 Street
Vancouver, BC V31 2W2
FOR: Jennifer Campbell June 03, 2016
102 1135 Oak Street
Vancouver BC V2R T6J Account # : 000022
Treatment 000012
Tooth  Surf Description of Treatment Pat Fee Ins Fee  Total Fee
[ Procedure ipti | Code [ Tooth [ Surf | PatFee [ ins Fee [ Total Fee |
17 MO 23322 PERM MOLAR COMP 2 SURFACE 226.00 0.00 226.00 | PmMolar Add Ech 18ur [ 23321 [46 | O | oo [ 11270 | 1270
| Prm Molar Acid Etch 1Sur | 23321 |47 | O [ 000 [ 11270 | 1270 |
TOTAL ESTIMATED FEE $ 226.00
ESTIMATED AMOUNT COVERED by INSURANCE $  0.00
ESTIMATED AMOUNT to be PAID by PATIENT $ 226.00
ESTIMATED AMOUNT COVERED by INSURANCE 5 22540
| TOTAL ESTIMATED FEE | 5 22540 |

Images of Option N/A and Word

Smiles Dental Practice 48 * #113 4511 Dovmtown Street * Vancouver, BC V2V 1W3
Phone: (604) 521-6645 * Fax: = Email:
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3.3 Treatment Staus Report

Under Month End Tasksthere is an interactive Treatment Status report. This report can be used to track
outstanding treatment plans or treatment in progress.
1. Select theMonth End Taskg&onat the top of theTransactiors module

Month End Tasks

Tasks to Perfomn

[ Charge Interest
[] Ortha Plan Fees

X

oK

Catcel

[] &djust Insurance B alances

[ Process Held Papments

Treatment Status

n

SelectTreatment Statusand selecOK

3. Choose thé&earch Criterigo display and selegenerate This will produce @reatment Status Lisif patients
with treatment details based on the chosen criteffaaucan specify providers, date ranges or the claim status

and the list can be organized in a variety of ways

[ Treatment Status List - X
seamh ot Clairn Status Tx Status SEIEED I R—
Producer * v [JiInComplete ! Eai Name Save Defaults
ate
Planned )
Pat Sta: & ]
Tx. Status
TwDate Last Visit Date List By Bill Dr Close
Start Date : v Start Date v (® Detail Praducer W
End Dat End Dat O Summary
b d ] Exclude Ottho Fees 58
Name Sts Servi Date Description Doctar  Status  Prod Code Tooth  Surf Pat Amt Ins Amt Total »
Green, Travis A oonozz2 Feb1412 PFM CROWN Dpm PN Dol 2721 24 ES3.00 0.00 B53.00
Green, Travis A 000022 Feb14,12  Lab-Commercial Dol PN D01 99111 24 0.00 0.00 0.00
KE“;I; Lisa 43 anonoo? Janl E;DE Lab- PFM Crown pm P Dot 99111 22 185.40 0.00 185.40
Kelly, Lisa A 000007 Jan1508  Lab-PFM Crown DOM P Do 991 12 92.70 92.70 185.40
Kelly, Mike & 000012 Feb0312  PERMEBICOMP.. DOM P DM 23312 24 MEB 183.00 0.00 182.00
Kelly, Mike & 000019 Feb0912  PERM BI COMP ... DO P Dm 23 14 B 131.00 0.00 131.00
Totak 30 5,602.94 3579.96 18230
Select Patient Clear Femaove

When selecting Planned claims, there is an option to select thareone status to a maximum tifree providing
a morespecific list to work from.
The buttons at the bottom can help while working in this screen.
1 SelectPatientmakes the highlighted patient active Tmansactions
9 Clearclears the generated list
1 Removeremoves the slected lines from the generatec

report.

Rght-clicking on a treatment(s) line will show a menu wi
different options for your selection.
Note: if you are choosing to Update Fees from here, it will o
update tothe Current Regular Fee Guid®.( If you use an Offict

Fee Guide (O)

26| PX 201

Edit

Ins Split Details
Allocation Details
Change Tx 5tatus to
Delete

Update Fees

Treatment Notes
Claim Motes

Patient Motes

Print List
Export List to Excel

Mot Printed
Printed

ED| Submitted
Approved
Booked

Ins. Declined



Lessod: Recall Lists

4.1 Recalls Due and Not Booked

Keep up on patients with a plan that allows reoccurring rec@lisate a recall list for those patients due the next
month.

To create the report

In Schedulerclickon the Liststab andclickRecallList

Choose thd’roducerand patient Statusfor your list.

Selectyour Date FromandDate To(the start and end date of the month that you are booking).
Checkexclude booked recalts

Leavelist Filtersblank.

ChoosdR-Inactive Recallén Exclude.

SetSort By;order byRecalDatethen byPatient Last name

ClickSearch

©NOOrWNPE

[ Appointment Scheduler - Christine McKay - ( F48) - 000019 - D1 =N =R <

Christine McKay (M2 |2 w/B |2 0[19]2 [Tue Feb19, 2019 |v ' ME @ I @

Scheduler | Patient Profile [E58 Search| Lists |

Appaintment List | Fecall List
Title Sort By
I Search
| T | Order  Descriptian & Fieset
it Filters
Producer Fat. Chart Ma. Print
Codes 7T Rosal Dete
Status Riecall Producer Remave
Date From [03/01/2019 |+ Recal Code w
Date To  [03/31/2019 |+ Exclude v el L4
[JHazEmail [ ]Haz Conzent Exclude booked recalls?

Patient Mame Age Sty Date Units  Producer Code  Emaill  Comment Contact
Willamz, Rochele  F70 R Mar113 B Dm 3R M 3 Month Recal H: [403) 266-F
Mckay, Chistine  F46 R MarlG... B o BR M E Month Recall
williams, Gary 74 R Mar20,... & HM EH W E Month Hygiene W [403) 279-

Total: 3
£ >

9. All the patients for the next month with a recalbt bookedwill be displayed. You can call diredilgm the
list of phone numbers.A right-click will pull up a menu with option$o go to the Patient Profilein the
scheduler(It is recommended to go to the patient profile to check for any booked recabinppents that
are not linked to the recall remindefftmail Patient, Go To Recall NotesSchedule Appointment
NOTEchoosing Remove will only remove the patient fromdheent list.
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4.2 Recalls PrdBooked

If you pre book your recalls, create a report of all booked recalls for the next morighcarhbecreated in Custom
Reports. You will have the choice to print a repmrPrint Label$or recall cards or merge to\Word Document.

1. Go to theSystemtab in theReports Manager.

uokhown

"__1 Reports Manager El@
o Office & Appointment & Clinical & Feferal
& Bilings @ Patient @ Svstem o Insurance & Setup
D

Report

and clickSave

6. ClickNew go to 5. Criterig select Appt Typeat 6, selectls One Of [a or bhnd at7 enter in your

@* zf;/*

Audit Trail History  Setup OverMight  Customn Reports

Reports

Appointment Types (usually R anda#y clickSave

7. ClickRunand choose what you would likEreate Report, Mail Mergeor Labels
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Edit Report Maker

1. Report Title : ‘Booked Recall:

2 Report Type [ Detailed Report? 3. SortBy: Reset
O Family O Recalls Oider  Descr ~
N ti
O Patient (®) Appintments et | Mescrplon Available
(:) Refernals (:) Claims/Treatments 1 Pat. Last Name Report
(O Ins. Companies () Office Charge: 2 Pat. First Name Merge Letters
O ns. Policies (O Payments Pat. Preferred N Labels

O Adjustments

Pat. Chart Number

Make the selection(s) of what to search on for the report B Condition () 15 (=)
Select the File, the Criteria. the Condition, and the Valus(s) (O ls Not [not =)
4. File Type 5. Criteria : (®) |5 Dre OF [aarb)
- () Between (from/ta)
Family Apt. Chair
7. Val § [H
Patient Apt. Units tet) =
Appointment Apt. Code L
Apt Type
Apt. Procedure v Help
Selections Made : ERIRIEE New
File Type Criteria Condition Value :
Appointment Apt. Date Betwesn Feb01,17 - Feb28. i
Appointment Apt. Type Is Qine OF H. R Delete

4

Additional Reports

OpenCustom Reportaind selecCreate a ew Record
At 1. Report Titlegive the report a title.
Under2. Report Type SelectAppointmentsand selectreswhen prompted for mail merge and labels.
Underb5. Criterig SelectAppt Date at 6, selectBetweenand at7 enterinthe® st ar t

Close

' Run.. |

and

end



4.30verdue Recalls

1. Create a list of all patients from last month who are still not booked. Follow the instructions as above for
Recalls Duand not booked

Title Sort By
|Dverdue Recalls | Ordler ~ Feset

— D escription
List Filkers

Froducer Cades
Status Recall Producer
oot/ |

I e
Date From | 01./00./2010 Recall Code >
Date To | 01/31/2019 Exclude v “| |« %

[ THasEmail [ ]Has Consent Exclude booked recalls?

Pat. Chart Mo, Print

1 Recall Date

Remaove

2. Try and make second contact.

NOTE:you can choose the date range you want for past due recatigyou could run the report for last month
and run the report again for the last 6 months.

4.4 Patient Not on a Recall List

Create a report of all Active Patients not on a recall list.

Patients Not on Recall List X
/.7 Reports Manager =[O ]
& Appointment & Clinical & Refenal FQ ‘ {.VP"‘
@ Bilings @ Patient @ System @ Insurance @ Setup & Office
’ n “\g» 1‘3 & E:': For Patients' Doctor * | Sts v
3 ’4 @/ W, @ Special Recall Codes | v‘ | v| ‘ v|
i d : ”
: : 3 : = : T : i Sort By
Patient List Birthday List Patient Recall List Employers List Empluyfir; Patient @ Pationt Name O Chat #
Group By Doctor
O Yes ® Mo Number of Copies |1 :
1. InReports Manager clickon the Patienttab.
2. OpenPatientNot On Recall List
3. ChangeSts. to A. (Active patients only)
4. Clickeither the View iconor the Print icon.
June 13, 2016 PATIENTS NOTON RECALL LIST Page 10f1
For: (All Producers)
Patient Name Age Sts Dr. Chart # Phone # RIC RclDate Comment
Andrews, Mrs. Sally F63 A 01 000014 (604)468-6891
Brown, Mrs. Samantha F44 A 01 000001 (604)688-9597
Davies, Jean F14 A 01 000032 (604)525-9345
Jameson, Jamie M53 A 01 000027 (654)646-5464
Jones, Jonathon M59 A 01 000028 (465)465-4656
Riley, Janet F38 A 01 000026 (465)465-6546
Test, Test u A 01 000029
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4. 5Inactive Recalls

Createrecall list of inactive recalls tnfirm if patient status has changed aoldeck whether they should be+e
added to the active recalls.

1. InSchedulerclickon List clickon Recall List

2. Selectyour Date FromandDate To (or leave blank)

3. Put acheckin Exclude Booked Recalls

4. SelectRInactive Recallsn Filters

5. Sort ByPatient Name.ClickSearch
Title Sort By
|InactiveF|ecaIIs T | Order  Description Ll Reset
Praducer _—— 1 F:;.Czlilwgta:io. Print
Status Recall Praducer Remave
Diate: From v RecalCode
Date Ta v Exclude ~ ~ < >
[THasEmal []Has Consent Exclude booked recalls?

4.6 Recall Hints

Cards

You may wanto set theSort Byto match how recall cards are file@.g. alphabetized / by recall due date).
Havethe patient fill outtheir own name & address. They will recogrizeir own handvriting andit is a good
way to catchany changes.

Emails
Many patients now will choose this option. You camail from theScheduler in the Recall List or Appointment
List. You must use the full version of Microsoft Outlook to use this feature.

Phone Calls

Set View by Family to include other family members in one call. During the call, a reminder can be given for
outstandingor upcoming appointments.
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LESSON. SCHEDULER
5.1 Disabling Short Notice for Past Appointments

Patients who had the Short Notice flag enabled for their appointments can now have the setting
removed even if the appointment is from a past date.

Appointment Detail

- Sarah Heang - ( F38) - 003

ak
.. . . Apt Date  1247/2015  » | Chair  CO1 Status | B
- Visit the Scheduler and activate your patienf Cancel
f_ | Time 1000 &k = Prod. | DO1 [ Confirmed
ile.
- Select thePatient Profile tab on the Appt. Code |RCA Urits x [ Total
Scheduler Type R o[ Hl2 Ho EFHin H 3
- Edit or double left click the appointment youf ™™ ™= e
wish to remove the Short Notice status fron —_ o O na
, 0 O Ls
- Remove the checkmark from the S/Notice e
box shown above and press OKk. ke Treaiments
Date Stz Producer Code Tooth # Suf  Apt# Lk?
This should help you keep the Short Notice lists
accurde and effective.

You may prefer to reach the steps above by running the Appointment List report, right clicking your

. , . . . . .
patient’s name, and visiting the Patient Profil
Scheduler | Patient Profle R TR |
Appointment List | Recall List |
List Filters Title Appaintment Types
Appt. Date Aange
SeitBy MNo-Shows Frint
COrder Description
. " Unscheduled
Units Fange Pat. Last Mame Femove
- - Pat. Pref. Mame
0 = 0 =
[]Use Range Fram To Pt Chart No. []4.5.4P.
Apt, Date
Code ‘ - ‘ | - | S#/Motice Apt. Time Planned
Apt. Producer
[JHas Email Apt Code Booked
Type ‘ V‘ | Vl Apt. Status
[[]Has Conzent At Units
[] Other

LM []Email [Ina
Csm OLab Rii [ | iz

Patient Name St Date Time Units Producer Code Email Note o
STEFA LaU F Dec22 05 2 oo RES N WANTS SATURDAYS

REID. JAM P Aug28,08 oo RES SEPT 5

Heang, Sop i - rov1d B pregdec] 5e

Elier, The B Novi516 z_ 5o to Appaintment RCa v NOV 10 PT CONF VIA EM NOY 7L
Caspe, Cha B Now22 17 |M Go to Patient Profile ] RCA A WO 22 PT CLD BKD SAME DAY. ..
Jaspe, Fer E Dec1316 | RCA Y DEC 12 CONF DEC & PT CONF Wia,..
CIDAT, Ste E Now15.16 6. Schedule Appointment HYG N conf via em nov14NOY 10 EM RMD...
wARD, KAL B Now2 16 & | Reschedule Appointment RCA N NOY1 PT CLD CONF. EM TO COM...
Gawri, lla B JulB7 Unschedule Appointment AC& A LET PT KNOW ECTP $80 PBC OK
Escam, Raf E Dec1317 E . PELI N DEC 5 PT CLD BKD CALL SMOTIC..
Predu, Mih E Mar2818 | an Audit Trai RES v MAR2E CONF FEE14 PT BKD OCT...

Please note, this is the only method by which you can disable the $&\latk box for now. You

cannot, for example, edit the appointment details via double clicking an appointment box on the main

Scheduler tab. You must use the Patient Profile area discussed above.
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LESSOR:. PAYMENTS

6.1 Insurance Underpayment

An insurance underpayment can occur if the spligse predictedncorrect and the insurance is covering less than
initially calculated. If there is an underpayment, the software will notify you and give the optidmattsfer
Balance.

Entering an Insurace Underpaymenfor Training Purposes

Under thelns Paymentab in TransactionsclickNew.

Enter theCode, Payeand Amountand clickSave

This will open thé>ayment Allocationsvindow.

Select the treatment line that is being paid, enter the amount they are paying and\pldik

Continue to select treatment, enter the amount paid for the treatment line and apply untB#i® Applyis
at 0.00 (he Bal to Apply will be 0.00 but thelBace will have an amount remaining).

ClickOKto save.

7. You will get thédnsurance Underpaymenivindow.

aprwbdpE

o

Insurance Underpayments

Claims paid in which PBEC is the final company billed
have an cutstanding balance of 395.00
Do you wish to transfer balance to the patient?

8. If this payment is all that the insurance company is going to cover for the claim select Yes.

This will transfer the remainder owirfgpom that claimto the patient. It will show on the ledger as TB and the
patient will now owe this amount.

Claim Ledger | Clairn by Patient | Treatment History

Claim # Date Mame Stz Prod Code Description Pat Amt Ins Amt
000027 Dec03, 12 Julie C D 27211 PFM CROWN 339,00 314.00
Dec03, 12 Julie C D L27211 Lab- PFM Crown 181.00 181.00
May27, 16 ool TB *Transfer Bal. Owing® 95.00 95.00--
oooond)  May2716 PBC oo BIC Bulk Insurance Cheque 0.00 AD0.00--
Claim Balance: 615.00 0.00
Running Balance: 615.00 0.00

£ >
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6.2 Insurance Overpayment

There are two reasons you will have an insurance overpayment. One, the splits were predicted incorrectly and the
insurance is covering meithan initially calculated. Or two, the insurance has accidentally paiccesexand will

asking for a refundr take backn the future torecover theexcess payment. Always hold the overpayment as an
insurance credit and then you can decide what netedbe done. If insurance has overpaid you should contact
them regarding the overpayment.

Postingan Insurance Overpayment

Under thelns Paymentab in TransactionsclickNew.

Enter theCode, Payeand Amountand clickSave

This will open thé>ayment Allocationsvindow.

Select the claim line apply toand clickApply.

Apply to each line untthere is nothing left to apply. There will be an amount left in Bz to Applybox.
SelectOKto save.

ALWAY SelectLeave as aeld insurance credit

Note: This is the default selection.

NoakowdhrE

Insurance Overpayments X

There iz a remaining credit balance oK
totaling $105.00

Select an optian
(") Transfer credit to patient as a held credit
(®) Leave as a held insurance credit

8. Select the Dr and Patient who will hold the credit.
9. The overpaid amount will now show as a red held insurance payment.

Claim Ledger | Claim by Patient | Treatment History

Claim # Date Name Sts Prod Code Description Pat Amt Ins Amt Total
000027 Dec03,12 Julie Cc Dol 27211 PFM CROWN 339.00 314,00 653.00
Dec03,12 Julie C Dot L27211  Lab- PFM Crown 181.00 181.00 362,00

May27.16  PBC DO1 BIC Bulk Insurance Cheque 495.00-- 495.00--
Claim Balance: 0.00 0.00 0.00

Running Balance: 0.00 0.00 0.00

May27,16 PBC H D01 BIC Bulk Insurance Cheque 0.00 105.00-- 105.00--

Running Balance: 0.00 105.00-- 105.00--

Decide what needs to be done with the held payment:
1. The overpayment wasneaccident-Hold the payment till the insurance company comes back for it.
2. The overpayment was due to an inaccurate calculation of spR&rform a balance transfer.
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If Transfer Credit to Patienas aHeld Creditis lected
A (PCM)Payment Credit Memo an@PDM)Payment Debit Memaare created.

If you transferthe credit to the patient as a held creda PDM attache#o the insuranceclaim and a held PCM

added to the patient side of the ledgeFhough these two lines balance eather out it is not the recommended
process

Lookingat the examplejt shows that we transferred insurance money to the patient. This can confuse patients
as the ledger should show that the insurance paid 60% of the treatment, not 50% anthgalifferenceto the

patient.

The preferred process is to hold the insurance overpayment and transfer balance from the patient to the insurance
so that the insurance has paid what the insurance owed and the patients do not'seerae di t tr ansf er
on ther account If you have selected the transferedit to patientoption, it is very important to look for both
adjustment lines if there neexto be changes to the account. If you delete one and not the other the account will
not balance.

Claim Ledger | Claim by Patiznt | Treatment Histon

Claim # Date MName Stz Prod Code Description Pat Amt Ins Amt Total
000027 Dec03,12 ulie c DM 27211 PFM CROWN 335.00 314.00 653.00
Dec03,12 ulie c oM L27211  Lab- PFM Crown 181.00 181.00 362.00

Jun01,16 PBC ]| PO *8-Credit Tsf to Pat.* 0.00 105.00 105.00

(000014) Jun01,16 PBC Do IC Insurance Cheque 0.00 600.00-- 600.00--
Claim Balance: 520.00 0.00 520.00

Running Balance: 520.00 0.00 520,00

Jun01,18 Chris H DN PCM *§-Credit Tsf to Pat.* 105.00-- 0.00 105.00--

Running Balance: 415.00 0.00 415.00
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6.3 Bulk Insurance Payments

How to Enter Bulk Ins. Payments

1. FromTransactionsselect the first patient on the wiesmeemes @ 2 £ G (& 5 0 [ [0 4 G S
Insurance Remittance and go to tBelk Instab. RNl e ol oo ucie | Coooee | Adisioere (OGRS
2. SelectNew Bulk Payment i T B | b O
3. Select theCode BIC (BullknsuranceCheque) or | ... i iescccres ' I
DID (Bulk DiredDeposit). T o
4. Choose thdPayee e
5. Enter the Amount being paid for that patient NO | o
the entire chequeamount G Bk D N o
6. ClickSave Payee fins. Co Totsl Allocated - 0.0 Find
7. This will open théayment Allocationsvindow. bas ane Sk Cods  Doscrpion Ao dppied Hele
8. Select the treatment line that is being paid, ente
the amountin the Apply Amt. boxand click
Apply.
9. Continue to select treatment, enter the amoun

paid for the treatment line and apply until the
Balance to Apply is at 0.00, thealectOK

10. Once you click okay, thgelect Patientvindow will open. You will now selettie next patientby searching
and enter the paymentor that patientas above.

11. Repeat the process until all the payments have been entered for the Bulk Insurance Cheque.

Current Bulk. Details

FPayment # : o0 4 FPayment Date : 05/27/2016 Last Applied to: Jennifer Campbell

Payee [Inz. Co.): PEC Total Allocated : BEO.00 Fitd...
Date MHame Servit Code D escription Amaunt Applied Held
May2? 16 Chiig Jones noooi4 BIC Bulk Insurance Chegue E00.00 £00.00 0.00
May2? 16 Traviz Green aoool4 BIC Bulk Insurance Cheque BO.00 000 BOL00

You can enteabulk insurance paymerand not apply it to treatmenand it will appear as a red heldé as above.

Note: You can go to other areas of the program if needed and come back to the Bulk Insrta@tetosedntinue
Bulk Payment Entry to continue with the same bulk payment as befby@u need to add a new bulkeziue,
select New Bulk Banent. The bottom half of the screen will show the Current Bulk Entry Details.

If more than one person is entering in Bulk Cheques it is very import that each of you log into Power Practice with

a different login name. If more of you are using the samgen| the bulk cheque numbers may not increment as
theyshoulle 2 dz Y& FAYR o0dzZ 1| OKSIljdzSa 22AySR (23SUKSNJ gKSy
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6.4 Receipts VS Statements

You can print a receipt directly from the patient payment window after acceptipgyaent Patient Receipts
and Statements arelso available to print from the Transaction Printouts icon in the Transactioodule
Receipts can also priautomatically after entering a patient payment if checked in the transaction settings.

The receip will show only the patients portion and payment. The statement will show the total account owing
and separate out the insurance and patient portions. Both have the option to print future appointments.

PATIENT RECEIPT

Smiles Dental Clinic
101 - 1515 Broadway Street

Port Coquitlam,BC V3C 6M2
Phone numberis :

(604) 468-6820

Travis Green Date : June 22, 2016

102 1135 Oak Street

Vancouver, BC Balance Forward: 1556.00

V2R T6J Present Charges: 26.40
Payment: 26.40-

New Account Balance 1556.00

Name Date Description Amount
Jennifer Jun13,16 RECALL EXAM 5.52
Jennifer Jun13,16 2 BW X-RAYS 472
Jennifer Jun13,16 1U SCALING 6.58
Jennifer Jun13,16 PROPHY 6.82
Jennifer Jun13,16 TOPICAL FLUORIDE 2.76
Jennifer Jun22,16 Payment-Thank You 26.40-

NOTEToprint receipts separately for theatients, make sure to select thereview Details?ick boxand select
only the payments you wish to print out.
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STATEMENT

Smiles Dental Clinic
101 - 1515 Broadway Street

Port Coquitlam,BC V3C 6M2
(604) 468-6820

Travis Green
102 1135 Oak Street
Vancouver, BC

Amount Due

Account No.

1,556.00

000015

V2R T6J Amount Enclosed Statement Date
Jun22,16
Please return this upper portion with your payment
DATE PATIENT INSURANCE| PATIENT |ACCOUN’
NAME DESCRIFTION AMOUNT CHARGE CHARGE [BALANCE
Balance Carried Forward May31,16 1556.00
Jun13,16 | Jennife RECALL EXAM 27.60 2208 552 1561.52
WJun13,16 | Jennife 2 BW X-RAYS 23.60 18.88 472 | 1566.24
KMun13,16 | Jennife 1U SCALING 32.90 26.32 6.58 1572 .82
Mun13,16 [ Jennife PROPHY 34.10 27.28 6.82 | 1579.64
Mun13,16 | Jennife TOPICAL FLUORIDE 13.80 11.04 276 1582 .40
KJun22,16 | Jennife Payment-Thank You 26.40- 26.40- 1556.00
Jun22 16 | PBC $-Payment Reversal 10.00 10.00 1556.00
Total Patient Balance : 1556.00
Total Insurance Balance : 105.60
Total Account Balance : 1661.60
Upcoming Appointments
Patient Date Time Mins Procedure With
Jennifer Feb 01,2017  08:00A 30  spec Exam 14 John Smiles
Travis Feb 01,2017  11:30A 30 Retie John Smiles
Jennifer Apr 06, 2017 08:00A 90 37RCT James Molar
Travis Apr 06, 2017 08:50A 90  34-36 Bridge Prep John Smiles
PAGE | STATEMENT DATE | CURRENT |30 - 60 DAYS |61 - 90 DAYS |OVER 90 DAYS | ACCOUNT NO.| PLEASE PAY THIS AMOUNT
1 Jun22,16 0.00 0.00 0.00 1,556.00 000015 1,556.00

Statement sent from: Smiles Dental Clinic
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How to Use Customized Word Templates

1. In the Print window, choose Optional Form#{ord.

2. ClickOK

3. Highlight the form templatéo use.

4. Select theMerge Letter
button and the
template Will Open With | [CipmwepsiaiiomsniLes\Ta fecspt Form Templste dot 1 [ View | Merge Laster
merged information in | feeertDocments
Word. Create Letter . o Lo
button will open a  |[ETEEEEEEETTEE £ \powesplad B\uinirainiLatter Create Letter
Word document in Mail
Merge format to create
your own form

Werd Mail Merge - Bab Mayhew - { M20) - 000002 *

(%) Englsh ) French () Both Cloze

5. Print using regular g3t HiE % s 7. s 23k Reore
Word Document l:ISavelnDu:-numHamu-ar? ]
menus. prementHansger oo Desciption Detak

DiefmltT sb

To save to the Document Manager

1. Select tick boxSave to Document Manager?

2. Specify the tab to save foom the dropdownand add your own description.
3. Default the folder you save the documents todslectingthe Default button.

INCOME TAX RECEIPT

Sasibis Dl Practice 48
115 4511 Downiown Street
Wancoweer, BC VIV IW3

Manice Maysew
5488 Some Srect
Vanooier, BC VIY N1

Date : Seplembser OF, 2018
Total Payments from Fan0d,04 b Dec31, 04 =

[Lanize [Auglz o [ Paymmern-Trant fiu 76 |

lanice hugll 04 Faymeni-Thank Fou 57 -
| lanice | Bugll o | Paymern-Thank ¥ou AOC0.0- |
Januce 1 BuglZ 0= 1 Fayment Beversal | 561 |
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Smiles Dental Practice 48
#113 4511 Downtown Street
Vancouver, BC V2Y 1W3

lanice Mayhew
5488 Some Street
Vancouver, BC V3Y 2V2

PATIENT RECEIPT

Date : September 07,
2018
Balance Forward: 0.00
Present Charges: 122 82
Payment: 1037 .64
Mew Account Balance: 514 82-
Total Payments from Aug12,04 to Augl2,04 :
MName Description Date Amount
Transferred Balance Cwe Auglz 04 25.00
Bob Standard Oral Exam,M.P. Auglz 04 26.02
Bob ¥-Rays, Two Films Augl? 04 3.36
Bob Topical Fluoride Auglz 04 232
Bob Prophy Auglz 04 554
Janice Payment-Thank You Auglz 04 37.61-
Janice Payment Reversal Auglz 04 37.61
Janice Prm Mol Plast/Silv 15urf Auglz 04 35.62
Janice Payment-Thank You Auglz 04 37.64-
Janice Payment-Thank You Auglz 04 10:00.00-
Janice Examination, Recall Augl? 04 430
Janice Prophy Auglz 04 554
Janice Scaling 2 Unit Auglz 04 10.96
Janice X-Rays, Two Films Auglz 04 3.36

Additional Information:

Smiles Dental Practice 48 * #113 4511 Downtown Street * Vancouver, BC V2Y 1W3
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LESSONK:. ADJUSTMENTS

7.1Bulk Insurance Debit (BID)

When Insurance teaccidentally overpaid and they wahe paymentback,youwould use aID-Bulklnsurance
Debit adjustment.
Performing a BID (Bulk Insurance Debit)

1.

o

Rightclick on a treatment within the claim that was overpaid and sefatjistment

Claim Ledger | Claim by Patient | Treatment History

Claim # Date MName St Prod Ceode Description Pat Amt Ins Amt Total
-m-mlm"——*“—'mm

Dec03,12  Julie D01 127211 Lab- PFM( = 1.00 362.00

(0D0014)  May27,16  PBC D01 BIC Bulk Insura Delete 495.00--

Adjustment  — e

Claim Bala Payment ﬁ.un 520.00

Running B .00 520.00

"  Show Notes

(000014)  May27,76  PBC H D01 BIC Bulk Insura Show Offsetting Adjs. 00- - 105.00--

»*  Entire View  — [

Running B Limited View (Last 10) 00-- 415.00

Allocate Payment

Unallocate Payment

Name Aae Sts Pat  Ins Re- Allocation Details 0 Balance

Jones, Chiis(R] M1 b v Patient Print Ledger 52000 | 520.00

Janes, Julie F48 A Y FPBC " i . I

Jones, Nate 122 A ¥ Insuran Print Audit History | 435.00 105.00

Jones, Brady M17 A ¥ : - 007 101500 | 415.00
Alert Codes

Selectinsurancefor the adjustment type.
Select Increase for Balance and BID | adjustment Entry - Julie Jones - ( F48) - 000006 - D01 X
from the Codedropdown list. (you can adustments

1]4
also ype in the Cod®IDand the Balance. ™ .. ® Insuance
. . C |
and Description will autpopulate). s =
. Date : hd
Enter the amount that the insurance
. . Balance : | Increase [+ - Code : BID w
company is taking back.
Desc:  |$-Bulk InsDeti |
Select theBank i T . —
. ip - . A X ~ mnount A ~
Decideifitwill! FTFSOG ¢ 2RI ¢ i
Affect Todaw's Deposit? Banlk : ~

Hint: if this BID is being dorm the same
day and is needed to balance your bank
RSLRaAldz: GKSy !'FFSOU ¢2RI&Qa 5SLRaArbod

ClickOKto open theAdjustment Allocationswvindow.

Highlight a $0.00 treatment line, enter the whole amouhéy are taking back in thApply Amt: box and
selectApply.

ClickOKto saveand exit thePayment Allocations
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The BID adjustment will now show in the ledger as a blue adjustment line attached to the claim that was overpaid.

Claim Ledger | Claim by Patient | Treatment History

Claim # Date MName Sts Prod Code Descripticn Pat Amt Ins Amt Total
000027 Decl3, 12 Julie C D 27211 PFM CROWM 339.00 314.00 653.00
Dech3, 12 Julie C DN L27211  Lab- PFM Crown 181.00 181.00 362.00

May27,16  PBC Dol BID %-Bulk Ins.Debit 0.00 105.00 105.00

(000014) Mayd7,16 PBC D01 BIC Bulk Insurance Cheque 0.00 95.00-- 95.00--
Claim Balance: 520.00 105.00 625.00

Running Balance: 520,00 105.00 625.00

(000014)  May27, 16 PEC H DN BIC Bulk Insurance Cheque 0.00 105.00-- 105.00--
Running Balance: 520,00 0.00 520.00

Reallocating the held overpayment

The Held overpayment now needs to be allocated to the claim.

1. Rightclick on the held payment line anc
selectAllocate Payment

Payment Allocations

Applying funds for the following pagment : Pay &mt: Bal to Apply: oK
2. The Payment Allocationswindow will (s Buk Insurance Cheque [eoooo | [o00 —
ancel
open. Apply Amt: Clear
3. Select the claimor treatment that you = e i oot
app“ed the BID to and apply the paymen Claim#  Type Date Prod  Pat/Code  Tth#  Charge E stimate Balance Applied
4. Clck OKto save Theinsurance claim | ooezz ¢ esc D01 Julie 1015.00 49500 000  105.00
. E Dec03.2012  DO1 27211 45 65300 31400 000 105.00
balance will now be 0.00. C Dec03.212  DO1 99111 45 35200 16100 000 0.00

4500 [[ooo  [10500 |

The ledger will look like this:

Claim Ledger | Claim by Patient | Treatment History

Claim # Date Mame St Prod Code Description Pat Amt Ins Amt Total
000027 Dec03,12 Julie C DM 27211 PFM CROWN 339.00 314.00 £53.00
Dec03,12 Julie Cc DM 127211 Lab- PFM Crown 181.00 181.00 362.00

May27,16  PBC D01 BID §-Bulk Ins.Debit 0.00 105.00 105.00

(00D014)  May2716  PBC DOl BIC Bulk Insurance Cheque 0.00 500.00-- 500.00--
Claim Balance: 52000 0.00 52000

Running Balance: 520.00 0.00 520.00

Running Balance: 520.00 0.00 520.00
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7.2 Transfer Balance

Transfer Balance is used when a balance needs to be transferred from one side of the ledger to the other because
either thepatient or the insurance was over charged.

There are three steps to a Transfer Balance. Unallocate the patient payment (if néeded) up the claim, d

the transferbalanceand allocate the held paymentsoth patient and insurance, back to tlotaims.

Unallocating the Patient Ryment
If you have taken a patient payment you will have to unallocate it fiir§tee up the treatment amounts to be

transferred
1. Rightcl i ck on the patient’'s paUnaiecatda Paymentt he cl aim | ed

2. TheUnapply Paymenwindow opens.

Unapply Payment

0 Are you sure you want to unapply this payment?

= = Held Allocations
3. Selectyes The amount entered will be held oK.
: : with the following doctor and
4, Choose a Doctor and Patient to hold the payment with. patient untl they are applid.
5. ClickOK
Dioctor: o ~
Patiert: Jones, Julie i
The patient payment will now appear as a red held lintaaledger.
Claim Ledger | Claim by Patient | Treatment Histony
Claim # Date MName Sts Prod Code  Description Pat Amt Ins Amt Total
000027 Dec03,12 Julie c DN 27211 PFM CROWN 339.00 314.00 653.00
Dec0312 Julie Cc DN L27211  Lab- PFM Crown 181.00 181.00 362.00
(000015)  May27,16  PBC DOl BIC Bulk Insurance Cheque 0.00 4535.00-- 4535.00--
Claim Balance: 520.00 0.00 520.00
Running Balance: 520.00 0.00 520.00
(000014) Mayd7,16  Julie H D C Cash 520.00-- 0,00 520.00--
(000013)  May27, 18 PBC H D BIC Bulk Insurance Cheque 0.00 105.00-- 105.00--
Running Balance: 0.00 105.00-- 105.00--
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Performing a Transfer Balance
Once you have unallocated the patient payment you can transfer balance from the patient to the insurance.
1. Rightclick on a treatment within the claim and seléajustment

Claim Ledger | Claim by Patient | Treatment History

Claim # Date Name Sts Prod Code Description Pat Amt Ins Amt Total
(000027 | Dec0312 | utie | C_|D01_[27211 | PFM CROW NSy 00 | 65300
Dec03,12 Julie Cc DO L27211  Lab- PFM Cn ' D0 362,00
(000015)  May27,16  PBC D01 BIC  Bulklnsurang___ Delete 495.00--
Adjustment S
Claim Balam Payment Do 520.00
Running Bal B show Notes 1]1] 520.00
000014)  May27,16  Julie H DOl C Cash Show Offsetting Adjs. po 20,00
) 5 PBC H DOl BIC Bulk Insuran ¥ Entire View - 105.00--
Limited View (Last 10) | ———
Running Bal Allocate Payment p 105.00
Unallocate Payment
2. SelectPatientfor the Adjustment Type. YOU are | adjustment Entry - Julie Jones - ( F48) - 000006 - DO1 x
moving the outstanding balance from the adustments o
. . . . T
patient side to the insurance side of the ledgel ™™ g puen P —
ANcel
3. SelectBalance: Transfer ChooseCode: TB
. Date: 05/27/2016 E
(You canype in the Code TB and the Balanc
o i alance : | Transfer ~ Code : TR ~
and Description will aqtq»opulate) Des:  [Transfer Baance Dving |
4. Enter the Amount being transferred to the
Insurane Slde' . . Affect Today's Deposit?
5. SelectOKto open theAdjustment Allocations
window.
6. Highlight a treatment lineinder the claim, type in theraount to be appliedn the Apply Amtboxand click
Apply.

7. SelectOKto saveand exit theAdjustment Allocationswvindow.

The Transfer Bahce will now show as a blue adjustment line tied to the claim. In this example, the Transfer
Balance was from Patient to Insurance. The insurance side will now be owing the amount that was transferred
and you can now allocate the insurance overpayment.

Claim Ledger | Claim by Patient | Treatment

Claim#  Date Name Sts Prod Code  Description Pat Amt Ins Amt Total ™
Dec03,12  Julie C D L27211  Lab- PFM Crown 181.00 181.00 362.00
May27,16 Dol TB Transfer Balance Owing 105.00-- 105,00 0.00
(00D015)  May27,16  PBC Dol BIC Bulk Insurance Cheque 0.00 83.00-- 83.00--
Claim Balance: 415.00 105.00 520.00
Running B alance: 115.00 105.00 520.00
May27 16 Julie H D C Cash 20.00-- 0.00 20.00--
May27, 16 PBC H DOl BIC Bulk Insurance Cheque 0.00 105.00-- 105.00--
Running B alance: 105.00-- 0.00 105.00--
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Reallocating the Payments

Once the transfer balance is complete you need to allocate the insurance overpayment and reallocate the patient
payment.

Reallocate the Insurance Payment

1. Rightclick on the red held insurance payment line and sefdidicate Paymenfrom the menu.

E | IR Pat Prat | Ins Pt | Bulk Ins | Charges | Adjustments _

Mame:  Mrs. Julie Jones @ Family Open Date : Jan 15, 2008
P-Mote : Last Edit
Last Delete
AHote : Fami Adjustment 1015.00
Lot yment 520,00
Claim Ledger | Claim by Patient | Treatment History | EEsleE
L T Show Offsetting Adjs.
Claim#  Date Name Sts Prod Code  Description o mt Total
~  Entire View
DecD3,12  Julie C D L27211 Lab- PFM C o )] 362.00
May27,16 D01 TB  TransferBal  Lmited View (Last 10] ) 0.00
(000015)  May27,16  PBC D01 BIC Bulk Insurar Allocate Payment 0-
- Unallocate Payment B
Claam Balas Allocation Details Eu
Running B: 0
Print Ledger
(000014) May27,16  Julie H D01 C Cash Print Audit History D0 520.00--
(000015) | May27.16 | PBC___| H | D01 _[BIC | BulkInsurance wiicyus Gl )-— | 105,00 |
Running Balance: 105.00-- 0.00 105.00--
v
2. Thiswill open thePayment Allocationsvindow.
3. Selectthe claim or treatment line(s) to apply the payment to aslitk Apply.
4. ClickOKto saveand exit from thePayment Allocationsvindow.
The claim now looks like the insurance paid all that they were suppiose
Clairm # Date Mame St Prod Code Description Pat Amt Ins Amt Total
000027 Dec03,12 Julie C Dol 27211 PFM CROWN 339.00 314.00 653.00
Dec03,12 Julie C Do LZ27211  Lab- PFM Crown 181.00 181.00 362,00
May27,16 Do TB Transfer Balance Owing 105.00-- 105.00 0.00
(D000 5) May27,16 PBC Do BIC Bulk Insurance Cheque 0.00 600.00-- 600.00--
Claim Balance: 415.00 0.00 415.00
Running Balance: 415.00 0.00 415.00
000014)  May27, 16 Julie H DOl C Cash 520.00-- 0.00 520.00--
Running Balance: 105.00-- 0.00 105.00--
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Reallocate the Patient Payment

Rightclick on the red held patient payment line and seldlitbcate Paymenfrom the menu.
This will open thé>ayment Allocationsvindow.

Select the claim line and cligipply.

TheBal to Applywill have an amount remaining but the Balance will be 0.00.

ClickOKto save.

The transaction dialog box will appeaglectYesto end allocation.

ook whkE

Transactions

Entire amount is still not allecated! Are you sure you want to end allocations?

The patient payment will now show as two separate lines, one will be the green payment line attactied t
claim and the second will be a red held payment line for the patient overpayment or patient credit.

Claim Ledger | Claim by Patient | Treatment History

Claim # Date MName Sts Prod Ceode  Description Pat Amt Ins Amt Total
000027 Decl3,12  Julie C DM 27211 PFM CROWN 339.00 314.00 653.00
Decl3,12  Julie C DM L27211  Lab- PFM Crown 181.00 181.00 362.00
May27,16 Dol TB Transfer Balance Owing 105.00-- 105.00 0.00
May27,16  Julie ool C Cash 415.00-- 0.00 415.00
May27,16  PBC Do BIC Bulk Insurance Cheque 0.00 600.00-- 600.00--
Claim Balance: 0.00 0.00 0.00
Running Balance: 0.00 0.00 0.00
(000014)  May27,16  Julie H DN C Cash 105.00-- 0.00 105.00--
Running Balance: 105.00-- 0.00 105.00-- v

Decide what needs to be done with the held payment:
1. Leaveitandapplytohe patient’s next visit
2. Perform a refund.
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7.3 Refunding Payments

Payment Reversal

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

How to Reverse a Payment

1. Selecthe desired patient.

2. Clickon thePat Pmtor Ins Pmttab.

3. Highlightthe payment lineto be reversed andght click

lFarri_p Fayments :

Date Mame Servd  Sis Prod Code Description Amount Paid Balance
Pun0t 16 Jouie | o001y | | [C  [Cash g ) | s000-] |
Dec03,12  Julie 000027 C  DO1 27211 PRMcp  CditPayment 234,00 0.00
Dec03,12 Julie 000027 C D01 27211 Lab- PF Allocate Payment 181.00 0.00
Jun,18 Chris Visit H DM Produc Unallocate Payment 105.00

Reverse Payment
Partial Held Reversal

<

Entire View

Lirnited View (Last 10)
Allocation Details
Print List

Print Statement

4. SelectReverse PaymentA Reverse Paymemwindow will

open.

SlectYesto proceed.

6. SelectPR($1tt | @ YSy (i) owS3B SINEFI Gheque
Returned)from the Codedropdown list.

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

Reverse Payment

o

o Are you sure you want to reverse this payment?

Yes No
modified.
8. Confirm Affect Daily Deposit Reportthas | payment Reversal X
been ticked if reversing on the same day tf
payment was made. Date:  |0B/01/2076 Code: |EE - oK
Desc: |$-F'a_l,lment Reverzal | Cancel
520,00 Affect Daily Depogit Report?
The payment is now reversed.
Family Payrments
Date Name Serv#  Sts Prod Code Description Amount Paid Balance
JunD1,16 Julie (DDDD14) C Cash 520.00--
Jun1,18 Julie 000014 R PR §-Payment Reversal 520,00
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Refund Adjustments
A refund adjustment is done when you are refunding a patient or insurance company. Do you Affect Deposit? If
you are giving the patient/insurance a cheque then no. If you are refunding the debit machine, then yes.

How to use a Refund Adjustment
1. IntheClaim Ledgeright-click on a treatmenline within the claim and seledkdjustment

Claim Ledger | Claim by Patient | Treatment History

Claim#  Date Name Sts Prod Code  Description Pat Amt Ins Amt Total ™
Dec03,12  lulie C D01 127211 Lab- PFMC Edit 00 362.00
May27,16 Dot TB Transfer Ba Delete 00
716 ulie DO1 C Cash Adjustment
07,16 PBC D01 BIC  BulkInsura Payment
Claim Bala ¥ Show Notes nn
Running B Show Offsetting Adjs. (i}
~  Entire View
(000014)  May27,16  Julie H D01 C Cash Limited View (Last 10) 00 105.00--
Ruming 8l Allocate Poyment T o800 5
Unallocate Payment
2. Select Patienpr Insurance for theAdjustment | agjustment entry - Julie Jones - ( F48) - 000006 - DO1 X
Type.(we are doing a patient refund) Adiustments o
T
3. SelectBalance: Increasand Code: RRRefund Y O Insurence —
. Ance|
Paymentor type in the Code RP atide Balance = ©
and Description will gutq»opulate. . — o o [P -
Enter the amount being refunded to the patient. ... [samdpamen |
Select thePayee
Select theBank [T] Affect Today's Deposit? Barik :

Choosdfitwill! TFSOU0 ¢2RI 8Qa8 ooiruizanun

SelectOKto open theAdjustment Allocationswindow.

Highlight a treatment line, ger the refunded amounin the Apply Amtbox, and clickApply.

10. ClickOKto saveand exit theAdjustment Allocationsvindow. The refund will now show as a blue adjustment
line and you can allocate the held paymémitt.

11. Rightclick on the red held patiergayment line and seledllocate Paymentrom the menu.

12. This will open thé®>ayment Allocationsvindow. ®lect the clainor treatment line(s)ine and clickApply.

13. ClickOKto saveand exit thePayment Allocationsvindow.

© oN A

The payment is nowttached to the claim.

Claim Ledger | Claim by Patient | Treatment History

Claim#  Date Narme Stz Prod Code  Description PatAmt  InsAmt Total *
Decl312  Julie C D01 127211 Lab- PFM Crown 181.00 181.00 362.00
May27,16  Julie D01 RP §-Refund Payment 103.00 0.00 105.00
May27,16 D01 TR Transfer Balance Owing 105.00-- 105.00 0.00
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Partial Held Reversals

You may encounter payments that reéo be refunded where there is no treatmetd apply the refund type
adjustment tq either the insurance paid for the wrong patient or the treatment has been deléibese refunds
will be completed using Rartial Held ReversalJnlike other adjustment types, a Partial Held Reversal cannot be

undone once performed.

When you are in the payment tabs a Partial Held Reversal is an option you will see in your right click menu

1. Fromeither thelns Pmttab or the Pat Pmttab, right click on the main payment line (the black line) and Select

Partial Held Reversal.

Family Payrents
Date Name Serv& Sts Prod Code Description Amount Paid Balance
R S N P = . _
Dec03,12 Julie 000027 C DOl 27211 PEM CROWN 2 0.00
Dec0312  Julie 000027 C DOl 127211 Lsb- PFM Crown LccalSay et 0.00
Jun01,16 Julie visit H Dol Producer Alloc. Unallocate Payment
Reverse Payment
Partial Held Reversal
Entire View
Limited View (Last 10)
Allocation Details
Print List
Print Statement
2. ThePartial Payment Reversalindow will open.
Partial Payment Reversal X
Date:  |06/D1/2016 |v|  Code: ok,
Desc: -Refund Payment
|$ ¥ | Cancel

drnovnt ;105,00 [ &ffect Daily Deposit Repart?

3. Select theCode: from the dropdown list
4. Verify theAmountis correct.

5. Affect Daily Deposit Report@o you want this reversal type to show on the Bank Deposit?

NOTEif the amount is incorrect, there is no easy way to correct this. To get the amount back on tliededge

Payment Rentry adjustment will need to be done.

HINT:LF¥ &2dz2Q@S FT2NHB2G0GSY

G2

el

2NJ dzy G A O

manual noe on the Bank deposit. The DandBuvill still record the adjustment.

48| PX 201

I FTFSOG

¢ 2F



LessorB: Managing Financials

There are specifiprocesses andeports that should be ruimonthly to help you manage yo production and
collections.

8.1Pro

Process

cessing Held Payments

Held Payments isvarking report which can generate a list of patients with held credits and allows

allocations to occur.

1. Clickon Month End Taskgon.

2. SelectProcess Held Payments

3. Select youSearch Optiongnd selectGenerate.

4. Highl

a.

b.
c.
d

ighting a payment line in the list and selecting buttons along the bottom,

Patients can béRemovedfrom the currently generatedist.

SelectAccountwill make their account the active one for you.

Apply will bring up thePayment Allocationsvindow for you to apply the payment.

Apply Detailswill open thePayment Apply Detailsvindow showing you what the current payment
has been applied to

c,‘ Process Held Payments - X

Search Optiong

Held Dir tin Balance :

Start Date ; I:I w EndDate : I:I A4 Close
MHame Date Dactor Servlt  Payes Code Description Tatal Held
Green Traviz Mar 30, 2016 Dol ooooi3  PBC IC Inzurance Cheque 10,00 10.00
Green Travis May 26, 2016 Dm 000015 Jennifer C Cazh 78.00 78.00
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8.2 A/R Manager

The A/R Manager module can be used instead of the Aged Receivable Report.

This interactive module gives the user taame capabilities as th&ccounts Receivableport butcanbe worked
from without printing the whole reportOnce an A/R list is geneeal based on selected criteria, adjustments,
statements and A/R notes can be produced for a patient account without leaving the screen.

This nodule is found under th©ffice Menu and an icon can be placed on the top bar.

Gene

1. Choose the appropriateriteria selection andlickGenerate

rate an A/R Report

2. Ifthe user chooses tadjust the @ing date rangeBom the standard one<lickon theSetupbutton. Example:
Account Balances over 365 days.

3. Click on any linand it will make thapatient the Active one in Power Practice

4. Clickon thePatient Detailstab to easily accedbe selectedpatient imformation (contact, address, last visit,
ledger, and A/R notes).

5. Rightclick on a patient to accessmenu.

Notes

family member in accounts that are outstanding; credit or debit. In some cases, the credit from one family member
0S | LILI ro&dRanding claimy gdviingkaSrNex&ro balance account. Having outstanding balances

O y

[ AR Manager =2 R X2
Francis Murray (000009) - @ el ﬂ l:"‘
A4F List | Patient Details
A/R Options Fieport Detail
Over Due:  |[EIEEEREEER ~ | Frod./Doctar :’D () Accaunt Generate
100 RepottBy: ® Patint Clear
Statement
Aging Date : [03/20/2016 W Save Defaults Setup ... AR Not
J ote
Name Phaone & C. Current 30-60 £0-90 O-ver 90 Total | [ Recalls
T. 102582 0.00 0.00 0.00 102582 | Ge Emall
Adjustment
Murrap, Francis “H: [E04] 688-2456  P.. 325,60 0.00 0.00 100.00 42560 A/R Details
. 130241 0.00 0.00 0.00 1,302.41 .
| Ins. Details
T. 162801 0.00 0.00 100.00 17280
s' Transactions
‘wang, Sam “H: [G04] 789-6352 P 0.00 000 0.00 1,073.00 1.073.00 | &8 Patient File
wionghamily@telu... ... 0.oo .00 0.00 0.00 oo e Appointment
T. 0.00 n.oo 000 1,072.00 1.072.00 3 'I_'reatmentProposals
Grand Totals P.  1.099.55% 68.40 0.00 454216 571011 |G Odontogram
.. 4729518 168.70 0.00 1.001.50 542538 | [ pintlist
T. 535473 237.10 0.00 554366 11.135.49 & | Exportto becel
Percentage of .. 48.09% 213% 0.00%  49.78%  100.00% V|I ‘
Usingh S NJ 5dzSY V£ f FfFyOS ! 0O02dzytda ¢AUK wSLIZ2 NI

on older claims caaffectstatement printouts etdbecause these look at claim balances and not account balances.
If you are on top of your A/R, for Over Due: you carOy&rdue Balance Accounts.
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8.3 Statements

Statements should be run once a month for your pi@et You can mail them or email them (if set up on the
Account to email). Y oauu tc”a ns tadrekmemgare theefields and optiang fer “ wa
statements.

Account Statements *

Frirt

&cet Holder's Dr. Owverdue Period Owerdue Bal Ao ~
X £ = A Statement Date (0941372018 | » | Minimum balance Close
L 002 dzy i | Defaulls k)

Can choose a spec Last Stmt Period | NAS R Options...
Dr. Last Statements St Az Default
Statement DateDefaults to today. Stmits Created 1 Total Billed  $12.74 History...

Last Stmt PeriodDropdown qptionS: Frirt statements for patients with names in the fallowing range:

NA: No date chosen. _\_N|II print _ e | | 1o | |

statements for all families1Week Will

not print statements for families that Prirt detail on the statement far the date period:

have had wallout statements printed ir Fom (087137208 [v| To  [08/13/2018 v
the last week.2 Weeks Will not print
statements for families that have had | Com!  [Pleass Pay pon Receipt of tatemert |
walk-out statements pI’IItEd in the last 2 Cam2 |W’e gladly accept Debit, Viza, and MasterCard. |
weeks.3 Weeks Will not print penetal
statements for families that have had
walk-out statements printed in the last
weeks. [ Caleulate Interest Charges Inkerest Options
Overdue PeriodDrop-down menu
options: Overdue Balance Accounts
Print for all accounts that have an overdue balance (suggested def@wier 30 Days DuePrint for only
accounts outstanding over 30 day®ver 60 Days DuePrints only for accounts outstanding over 60
days. Over 90 Days DuePrint for only accounts outstanding over 90 daydl. Active Accounts:Print
for all active acounts regardless of account balance.
Last Statements

Stmts Created:Displays the number of statements created the last time Statements were

generated.

Total Billed Total amount on all statements created.
Print statements for patients with names irhie following range: (From/TolPrint for a range of accoun
in a specific alphabetical range. Leave blank to print for all.
Print detail on the statement for the date perioFrom-defaults to today but can be changedo-s
today. This cannot behanged)
Com1: Room for a short comment of your choosing.
Com2: Room for a short comment of your choosing.
General Note:Can create a note stored in the database and have it display here by choosing it frol
ellipses button.
Calculate Interest Charge Charge interest as set up in the Interest Options button.
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Statement Buttons

Print: Create the statements with the options chosen.

Close: Close out of Account Statements. Will not savedhanges made.

h LJG A dsgead¥s¥ription) Set chosen options to print on the statements.
Set as Default:Save settings as default.

History: See a history of statement run dates.

Interest Options: Set up interest charge options to charge to accounts.

Interest Charges ¥
Interest Charges Charge Interest By
Charge Interest By ® Family Dr. Doctor | = v oK
Family Dr.:Dr listed on the account () Billing Dr. Cancel
hol der’ s Patient
Set Az Default
Dr under the Doctor dropiown. Charge Interest Az of Date 031372018 |
Default is For All (*) Minimum Account B alance
Billing Dr.: The claim Dr on the ledge|  Mirimum Amount ta Charge
Charge Interest As of DatedDefaults to today. (®) Don't charge any interest if it is less than the stated amount
The date you want to use to calculate () Charge the stated amount as minimum if interest iz less

the interest.
Minimum Account BalanceAccount has
greater than this amount or interest | Interest Fiates

td anthly Annually
won't be charged. 1 - B0 Days .00
Minimum Amount to Charge:Regardless of E1 - 90 Days 0.00
the outstanding account amount, Biorer €10 Bl 000

charge this as minimum.
52y Qi OKIFNHS lyeé Ayl
statedamount:Don’t <charge
accounts with less than the set amount in

Frint Interast Charges Repart Print Exceptions Report
Charge Interest

Minimum Account Balance.
Charge the stated amount as a minimum if interest is le8¥ill charge to account what is entered in
Minimum Amount to Charge if interest is less.

Interest Options

Set up what you would like to charge for interest. Fill only the fields where you wahatge interest unde
Monthly. The calculation for Annually will display.

Print Interest Charges Report

Print a list of all accounts where interest was charged.

Print Exception Report

Print | ist of all accounts where interest was
have a minimum balance.

Charge Interest

This will charge interest to all accounts where Charge Interest is set under the Account tab in the Ratie
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Statement Options

Statermnent Options =
Print Practice Marme? Or [ Include Post-dated Payments?

Prirt Prachice/D octar Mame at Botharn? Print Default Payment/Charges Code Description?

[ ] Print Practice Email/website? [ Prirt Default &djustment Code D escription?

[ ] Show Running B alances Column?
[] List by Clairm Order?

Shaow Inzurance Tranzactions? [ ] Consolidate all reatments witkin a claim onto one line?
[ Patient Owing iz Total Balance?

Show Patient Owing Line? . . . . .
O g [ ] Conzolidate all fee adiustments and transfers into original claim?

In the Same Day Withir the Statement Period
| Show Insurance Owing Line?

Inz Owing Prompt | Tatal Insurance Balance |
W S Tl Bt e [ Print future: appointments?

[ ] Exclude payments that were reversed on the zame day?

[] Show Dr. Subtotals
[] Show Insurance Aging

Email Staternents Additional notes for Treatments with status 'F'
Default Email | Statemnent from wour Dentist

Subject

Diefault E mail F'Ieas_e_find attached a statement. as af paur

Bady lazt wigit to our dental office.

Send Emails to Draft Folder

k. Cancel

Print Practice Name?Display the practice name or display a specific Dr. in the statement header.
Print Practice/Doctor Name at Bottom?Display practice name or Dr at the bottom of the statement.
Print Practice Email/Wesite?: Display company website and email in the statement header.
Show Insurance TransactionsRisplay payments made by insurance.

Patient Owing is Total Balance7.otal owing is the total for the account, insurance and patient.
Show Patient Owing Li&®?: Display a line for Patient Owing.

Pt Owing Prompt:Customize what displays as Patient Owing.
Show Insurance Owing LineBisplay a line for Insurance Owing.
Ins Owing Prompt:Customize what displays for Insurance Owing.
Show Dr SubtotalsDisplayPayable To: for each Billing Doctor.
Show Insurance AgingDisplay A/R aging information for insurance at bottom of statement.
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Email Statements:
Default Email SubjectCustomize what displays in the Subject line of emails for statements.
Default Email Body:Customize what displays in the body of the email.

Send Emails to Draft FoldeiVill place all statement emails into your Outlook Draft folder.

Include Postdated Payments?Display postiated payments on statement.

Print Default Payment/Charges Code Descriptiol@ll print the payment description instead of the payment
method.

Print Default Adjustment Code Description®Will print the adjustment descriptiomstead of the adjustment
type.

Show Running Balance Column®isplay Insurance, patient and account running balances.

List by Claim Order?Default is date order.

Consolidate all treatments within a claim onto one lineShow one line for the claimJnticked will show all
treatment lines.

Claim Line Desc.Customize consolidated treatment descriptiolig: Office Visit
Consolidate all fee adjustments and transfers into original claim?

In the Same DayAll adjustments will be included in the claiotals if entered the same day as the

claims.

Within the statement period: All adjustments included in the claim totals if entered the same month.
Exclude payments that were reversed on the same dd® not display payments that are reversed the same
day they were entered.

Print future appointments?: Display future appointments of the family.
¢CAGES FT2N GKS custoiz&tde@Suxih descaptiodzibyappointments.

I RRAGAZ2YLEFE y23GS5a T2 NJForNStményBaykédasumara. i K a G Gdza aCéyY

Additional Desc for TreatmentsAddyour own description for Future Treatment.
General Note:Add a general note for Future Treatment.
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8.4 Practice Analysis

The Producer Production Analysis and Producer Payment Analysis reports will givesgapshot of the
production and paymentsseparatedfor the practice. These tworeports can be defaulted to run with the Pa
EndandMonthEhnd or t hey can be printed On Demand.soifydu dat e
are running them Oemand,tiwi | | di splay information for “today”
The Summary Report will show both the Producer Production Analysis and Producer Payment Analysis together
and a date range can be choseifihis report can be run at any time but is more often used for yeatate

numbers.

The Production Analysis report shows procedures done.

Producer Production Analysis Report

This report is a quick way t o havogtélook attheentret®y Bpdr o duc e r
This report lists each producer ataotal production for Today, MTD (month to date) YTD (year to dateyou

use Auxiliaries, their production is not listed separately but is included with the Doctor fees.

Date: Jan 22, 2016 PRODUCER PRODUCTION ANALYSIS REPORT Fage 1
By Working Producer {Jan 22, 2016)
{Auxiliaries' T otals Excluded from Doctors' Totals)

Procedures Dental Lab Office Fee (incl. Aux)
Producer Done Fees Charges Charges Adjusts Net Fees Net Fees
D01 Today 3 1.67120 737.00 0.00 0.00 2,40820 2.40320
John Sm les MTD ) 1,67120 737.00 0.00 0.00 2,40320 2,40320
YTD 34 65.793.30 2,26800 0.00 0.00 906130 9.06130
D02 Today 3 174.10 0.00 0.00 0.00 174.10 174.10
James Molar MTD 3 174.10 0.00 0.00 0.00 174.10 174.10

YTD 3 174.10 0.00 0.00 0.00 174.10 1741
=01 Today 7 22960 0.00 0.00 0.00 229.60 229.60
S3ara Tnompson MTD 7 229.60 0.00 0.00 0.00 229.60 22960
YTOD 13 714,60 0.00 0.00 0.00 71460 71460
Totals: Today 16 207490 737.00 0.00 0.00 281190 2,81190
MTD 16 2,07430 737.00 0.00 0.00 281190 281190
YTD 35 7.682.50 2,268.00 0.00 0.00 9,950.50 9,950.50

c~—

Procedures DoneA count of the procedures done by that producer.

Dental Feesbental fees charged to the patient and insurance.

Lab Charged:ab fees charged to the patient and insurance.

Office ChargesCharges other than dental fees posted to the patient.

Fee AdjustsAll fee type adjustments posted (Fee Write Off, Fee Posting Error etc).
Net FeesPlus/minus all fees, charges and adjustments iS\beFees.

(incl. Aux) Net Feedf an auxiliary is used, their production will be included here.
Totals: Totals for each producer fofoday, MTD (month to date) and YTD (year to date).
NoteY ¢ KS  ¢5 ydzyYoSNE ¢ 2y (midakMantdEnd By Biling N
Doctor.
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ProducerPaymentAnalysis Report

This report is run with th@roducer Production Analysis ReporThis is the only report that will separate the

lab payments out. All other reports will group lab payments into regular payments. If you pay your associates
on payment s bindudedab paymentsyasa this report.

Date: Jan 22 2016 PRODUCER PAYMENT ANALY SIS REPORT Paget

By Working Producer {Jan 22, 2016}
{Auxiliaries T otals Incdluded with Doctors' T otals)

Payments Allocation Payment MNetReguler NetLab Totzl Net
Producer Transfers Adjusts Payment Payment
DO1 Today 0.00 1.000.00 196.85- 457.00-
Johnm Smies MTD 196.35- 457 00-
YTD
D02 az 26300- 000 3665 = 166.35- 0 166.35
ames Mol MTD 203.00- 166.35- 0.00 166.33-
Y12 203.00- 166 35-
- Today 49.10- £9 10- o 43.10-
Sarz Trompson MTD £3 10- $9.10- 23 10
YTD 27 30- £7.30
Totals - Today 1.90555- 0.00 1.03665 412.30- 457.00- £69.20-
MTD 1.90585- 0.00 1.03665 412.30- 457.00- £69.30-
YTD S5.01655- 0.00 1.13685 3.87956-

Payments AllocatedPayments posted to theeatment producer.

Allocation TransfersPayments originally posted to one producer then allocated to anot
producer.

Payment AdjustsAny payment type adjustments (reversals, paymergéméies etc).

Net Regular PaymenPayments and Payment Adjustmergqual the Net Regular
Payment.

Total Lab PaymentPayments posted to labs.

Total Net PaymentNet Regular Payment plus Net Lab Payment is the Total Net Paym:
NOTEF ¢KS , ¢5 ydzYo SNA ¢ 2y (EdakMant@End by Bilkng N
Doctor.
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SummaryReport

This report is iflReports Manageunder theBillingsTab.

The Summary Report includes all production and payments together for the date range seledtedn be run
at any time such amid-month to see the production and payments for the practidéepage will display for each
Producer or each Billing Dr, depending on the option chosen.

Summary Report X
Report Options:Choose the same option as your Day End andtll End, B |6
by Producer or by Billing Dr and either for All or a specific producer. ;Dmm'p;im
Print Practice Totalswill display one page (last page) will all producer Producer
numbers together. ® Producer O Biling Dr 8

[ Prirt Practice Totals

[ Prirt amounts without commas

Print Amounts Without CommasChoose this to take the comma out of
the total amaunts. Leaving the comma in will cause the numbers to disp

Listings By
incorrectly if the numbers are large. @ Daly O Morthly
Listing By:Daily or Monthly. If running this report for yearly numbers, Date Frange

choose Monthly. StatDat  |U3/16/2016 |
Date Range:Choose your date range. EndDate 03222016 v

DAILY SUMMARIE S Page 4

PRACTICE TOTALS
Date Range: Jan 01, 2016 - Sep 22, 2016

D ate Fees/Chgs Labs Fee Adj Net Fees Payments Pt Adj. Net Pmits AR Column

0.00
Jan 22, 2016 207490 Tav.00 2.811.90 1,905.95- 1.036.65 269.20- 1,942,680
Jan 27, 2016 181.70 151.70 184.70- 184.70- 1,229.80
Feb 02,2018 742.00 382.00 1,104.00 122.88- 122.88- 2,910.72
Feb 18,2018 108.30 108.20 3,019.02
Mar 22, 2018 11.80 11.80 3,020.82
Mar 24, 2018 214.00 214.00 TET.41- TET.41- 2,487.21
May 08, 2018 520.00- 520.00- 1,967.21
May 17, 2018 100.00- 100.00- 1,867.21
Aug 04, 2018 450.00- 450.00- 1,417.21
Aug 08, 2018 627.40 627.40 2,104.81
Aug 11, 2018 62.40 62,40 2,167.01
Aug 24, 2018 550.40 200.00 250.40 2.017.41
Aug 25, 2018 117.00 117.00 272.10- 272.10- 2,161.21
Aug 26, 2018 1,104.51 £00.00 1,704.51 0.00 3,885.82
Aug 21, 2018 10.00- 10.00- 3,855.82
Sep 02, 2016 2,894.80 276.00 0.02 2,289.92 644.80- 644.80- 6.421.14
Sep 14, 2016 0.00 6.421.14
Sep 15, 2016 776.70 362.00 1,128.70 7.619.54
Sep 19, 2016 887.00- 274.65 612.25- 7.007.42
Sep 22, 2016 742.00 362.00 1,104.00 8.111.42
Totals: 10,226.21 3,0958.00 0.02 13,324.23 6,525.64- 1,312.90 5,212.74-

® Fees/Chgs = Dental Fees + Tx Discounts + Office Charges

Fee Adj = NetFees Adjustments
Pmt Adj = FaymentTransfers + Net Pmt Adjustments
Fee Adj Fee Adjustment Description Adj Amount Pmt Adj Payment Adjustment Description Adj Amount
PRU Penny Round Up 0.0z PR g-Payment Reversal 1,222.90
FPRE g-Payment Re-entry 10.00-
TEF Inter-Producers Transfers 0.00
Total Fee Adjustments : 0.0z Total Payment Adjustments : 1,212.90
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ProcedureAnalysis Report

This report is iflReports Manageunder theBillingsTab.

Procedure Analysis Report analyzes the procedures done in your office. You can run it every month at month end,
or you can run it for a Fiscal or Calendar year. This report isfgpseeing where your volume is with procedures.

For Dr. $/ProducerChoose for All or choose a specific doctor or

producer.

Month Year:Choose the month and year to display.

Compare against a different Month?Can compare 2 months.

Calculate YTD Totals€hoose this to see the totals for a year.
Fiscal: CalendarCan indicate either Fiscal or Calendar year fo | 3 52 6| 5[]

year to da‘te Procedure Analysis Repart

Calculate Professional/Technical Split&enerally not used. All fees will | Ferbr$/ Frodueer

fall under Technical amount. il [BE] e [EE e

RSLIEZNU I 6 dzy RS NJID® $6 wanizhBlJalds Baleuladied i€ | 0w sgsis diee o

Procedure Analysis Report x

with the procedures or on a separate line? Monh (3 J5  vea [a18 [

Print Practice Totals:Will display the totals for the practice with a total | Z=522 ™™

count for each producer by the option chosen un&aport Detdl. W el e e Aoy T

Report Detalil aleirviatd
Detail (By Procedure)Lists each procedure code and their enetDot N~
numbers. O Detail (By Procedure] (@) Producer
Summary (By Categorylists just the categories (Diagnostic, gj:ggjgy[if;:‘ﬁ:;” 82::35: o
Preventative, etc) and their numbers.
Totals (by Procedure)Does not list the producers, lists the Nurber of Copies [ 1|2
procedues for the practice.

Report By

Producer:Reports the information by producer.

Billing Dr$:Reports the information by Billing Dr.

Billing Dr$ with Hyg tot. Will show each hygienist with the Dr
they billed under.

Date: Sep 22, 2016 14:51:51 PROCEDURE ANALY SIS REPORT Page 1
D01 - John Smiles
For Month: September 2016
This Month Year To Date
Procedure Cnt Units Prof Amt Percent Cnt Units Prof Amt Percent
01201 NEW PATIENT EX, STANDARD [i] 0.0 0.00 0.00 1 0.5 41.80 360
01202 RECALL EXAM [+] 0.0 0.00 0.00 3 1.5 82.60 86 .40
Diagnostic 0 0.0 0.00 0.00 4 2.0 124 .40 1.18
11101 PROPHY 2z 20 8540 51.60 4 4.0 138.80 8367
----- 1l SCALING 1 1.0 16.90 27.43 1 1.0 16,30 16.93
12101 TOPICAL FLUORIDE 2z 20 ZBZ0 2087 3 2.6 42.20 19.40
Preventive 5 5.0 13450 4.0% ] T.G 218.00 208

This example is Detail by Procedure, By Producer with the current month numbers run and Year To [
numbers.
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Date: Sep 22, 2016 14:33:27 PROCEDURE ANALY SIS REPORT Page 2

Practice Totals Page

For Month: September 2016

TOTALS BY PRODUCER:

This Month Year To Date
Producer Cnt Units Prof Amt Percent Cnt Units Prof Amt Percent
D01 - John Smiles 14 140 32580.50 59.69 47 876 10568610 79.30
D02 - James Molar 4 18.0 2208.00 40.05 7 205 2382.10 7.88
HO1 - Sara Thempson 1 1.0 1410 0.26 12 114 341.30 2.568
AD1 - Jane Doe [} 0.0 0.00 0.00 1 o 3470 0.26
Grand Totals: 19 33.0 5512.60 100.00 62 1205 13224.20 100.00
TOTALS BY CATEGORY:

This Month Year To Date
Procedure Category Cnt Units Prof Amt Percent Cnt Units Prof Amt Percent
Diagnostic o 0.0 0.00 0.00 7 45 23520 1.80
Preventive L] 6.0 145.60 2.70 20 15.0 540.30 4.06
Restorative 12 26.0 4533.00 2949 a7 B20  10684.70 80.27
Endodontics 1 1.0 431.00 T.BZ 2 86200 B.47
Prosthodontics-Fixed 0 0.0 0.00 0.00 z ] E24.00 1.93
Cral Surgery 0 0.0 0.00 0.00 4 484,00 148
Grand Totals: 19 33.0 5512.60 100.00 62 1205 13224.20 100.00

Practice Totals:This example is the Practice Totals by Category. It shows the Producers
their total counts for the month printed anaf Year To Date. It shows the totals by Categc
for the practice.
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Lesson 9: Transactions Module 5.1

9.1 Bulk Insurance Wizard

Online articleBulk Insurance WizardPower Practice

Online videoVideo: 5.0 Transaction Enhancements

Added in a prewus release, the Bulk Insurance Wizard has seen some great improvements since
release. The aim is to simplify and streamline Bulk Insurance Payments, making them easier than ever
before. The linked article and video above discuss the module in detaillatie gou through its use.
This section will simply highlight the key feat

Accessible via the

“Wi zard” button on the Bul

presented offers a few optia you can start a New payment, Continue with the Last Bulk Payment, or

Find Previous Bul k

% Bulk Insurance Wizard - Daniel Wright - (U} - 004721

Payments. You should enter

Bulk Pagment Entr
Date: 07/16/2021 Pt 4 44643

Bulk Pavment O ptions -
Save
I (®) Mew Bulk Payment I -

Total Claimed : (400,00 Fayee: |F'BE

Feference # : |2448-UD |

> | () Continue with Last Bulk Payment Clear

(O Find Previous Bulk Payment Delete

MNate : Dariel's prat = $500 Melizsa's debited -$100 from previous overpmi

Options

Frirt

Bulk Details

Current Claimed Total Allocated : Total Adjusted :

$0.00 $0.00 $0.00

Select Pat

Total Held : Last Applied to:
$0.00

Date Account Patient

Tatal Applied Held Type Statug

New Bulk Payment:

Set Patient Ins Details Apply Details

- The process of entering a new payment begins by detailing thed Tétimed amount, the
Payee, as well as an optional Reference number and Notes area.

- You can use these fields to keep things organized, allowing you to reference the original entry
notes in the future. This is a great way to communicate details to fuewnewers of the

payment.

- The next step is selecting the Save button in the top right corner to begin logging the payments

on the cheque.

- A new window interface will appear.

We will eventually return to this window once all payments are loggedraady for allocation. At that
point we will get the chance to review the Bulk Details currently listed at $0.00 all the way across.
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https://powerpractice.ca/2021/01/29/bulk-insurance-wizard/
https://www.youtube.com/watch?v=nFsXpHz_bMs&feature=emb_logo

M New Bulk Insurance Wizard - Melissa Chan - ( U] - 004722

5

Pt #: [044552

(®) Payment (O Debit Adjustment (+] () Credit Adjustment [-]

Code : BIC ~ Payee : FEC

Reff:

Diescription : |Bulk Insurance Cheque

Amount : 150 Bank :

Held D : Doz Held Patient | Chan, Melissa v

Bulk Details
Total Claimed :

$500.00

Current Claimed :

$500.00

Total Alocated :
$0.00

Total Adjusted :
$0.00

Total Held
$500.00

Select Pat

Select Fam

Subrnit

Close

Print

Account Patient Payee Taotal

Wright. Daniel ‘Wright, Daniel PBC $500.00--

Applied
$0.00

Held Type
$500.00--

Payment

Status User
New AK

Date/Time Modified
Jul 16, 2021 03:13P

Payments

- You can log the payments oitg-one in the new popup window.

- Enter the amounts listed nexttotheat i ent ' s

name

as you

see

- The three supported transaction types here are Payments, Debit Adjustments and Credit
Adjustments. This will allow you to easily adapt to whatever entry is listed on the cheque.

- The Held Dr. and Held Patienogrdown menus are required fields. Typically, offices will use

the practice owner as the Held Dr.

- Once you have filled in all the fields, select the Save folder icon, the blue tick mark in the top

left. You shouldhot use the Submit button on the right.

- Ths logs the payment information for further interaction later and presents the patient select

window so you can proceed to the next payment.

Adjustments

- The Debit and Credit Adjustment options will behave as they normally would in the

Adjustments tab.

- Once you have filled in the details, use the blue check mark folder to save the adjustment.

N Bulk Insurance Wizard - Melissa Chan - { U) - 004722

B B
Type Date: [07719/2021 Select Pat
() Payment (®) Debit Adjustment [+) () Credit Adjustment [-]
Frt | 044653 Select Fam
Cade: BiD v Payes:
| | Ref#: |2445-00
Desciption: | $-Bulk Ins.Debit
Subrit
Amount : 100,00 Bank : -
. Cloge
Held D : D02 ~ Held Patient : | Chan, Melisza -
Frint
Bulk Details
Total Claimed : Curmrent Claimed Total Allocated : Total Adjusted Total Held
$400.00 $400.00 $0.00 $0.00 $400.00
Account Patient Payee Tatal Applied Held Tuype Statuz User Date/Time Modified
Wright. Daniel Wright. Daniel PBC $500.00-- $0.00 $600.00-- Payment HNew AK Jul 19, 2021 07-21A
Chan, Melizza Chan, Melisza PBEC $100.00 $0.00 $100.00  Dehit Mew AF Jul 19, 2021 07314
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Allocation:

- Having listed all the payments and adjustments, you may proceed to the allocation process.
- Use the Submit button to “complete” the process

- This will immediately trigger the allocation window for the first listing on your Buikyen
- Allocate the payment or

adjustment as normal. Select

Payment Allocations

Applving funds for the following payment : Pay Amt: Bal to Apply:
your treatments and enter [BIC | [Bulk Insurance Cheque | [sooo0 | [sman |
Cancel
the amounts, then apply.
Apply At Clear
‘wiright, D aniel Loz | h00.00 I_ Apply I
When you are finished, the ) : ,
) . Claim#  Type Date Frod Pat/Code  Tthit  Charge Estimate Balance Applied
program window will return to 061532 C  PBC D02  Daniel 550.00 48600 550.00 0.00
the prior submission window. You | I N ETEEER 23| 486,00

can simply close that window to
return to the initial sarting page
where we can review our cheque
entry for accuracy.

[#s8.00  |[ss000 oo

$% Bulk Insurance Wizard - Daniel Wright - (U) - 004721

Bulk Payment Entr Bulk Payment Optiors -
Date : 07 M19/2021 Frt 4 : (044853 Edit

(®) News Bulk, Payment
Total Claimed : [400.00 Papee |PBC () Continue with Last Bulk Papment Clear

Reference # : |2448-DD | () Find Presvious Bulk Payment

Mate : Dianiel's prt = $500 Melisza's debited ~$100 from previous overpmt

Delete

Options

Frint
Select Pat
Bulk Details
Current Claimed Total Allocated : Total Adjusted Total Held : Last Applied to:

$400.00 $500.00 $-100.00 $0.00 Chan. Melissa

Date Account Patient Payee Total Applied Held Type Status

Jul 19, 2029 winght, D aniel Wwiright, Daniel FEC $500.00- $500.00- $0.00  Payment Applied
Jul19, 2021 Chan, Melizza Chat, Melisza FEC $100.00 $100.00 $0.00  Debit Applisd

Set Patient Ing Detailz Apply Detailz

The main window of the Wizard is the final checkpoint in our cheque entry. It gives you a chance to
review the Current Claimed, Total Allocated, Total Adjusted, Total Held, and finatlAppdied to.

This should make it much easier to quickly review your work and make final adjustments. You can use

the Edit button to return to the entries window. The print option is a great way to save a snapshot
record of the entry as well.

We will briefly discusshe remaining key points of this module next.
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Apply Details
The Apply Details window provides a greatly detailed allocation summary of your cheque entries.

N Apply Details =

D Jul 19, 2021 Prat # 044653 Sort B
te: ew: fowess | -
ae = " O Ins. Co (®) Patient
Total Claimed : A00.00 Reference #: | 2445-00
Nate - Daniel's prt = $500 Melissa's debited --$100 from previous overpmt
Current Claimed :  $400_00 Total Alocated :  $500.00 Total Adiusted:  ¢-100.00 Total Held:  ¢0.00 LastAppliedte.  Chan, Melissa
Servit Date Patient FPapee Cade Status Taoth Surf Diescription Tatal Dieduct Defi *#Paid Applied
[044E53] Jul 19, 2021 FEC EIC Applied Bulk Insurance Cheque $500.00-- 500.00
OE1532  Jul 19, 2021 “wiright, Daniel FEC 3NN 28 1 Canal Root Therapy 550.00 0.00 100% 0% 500.00
Jul 19, 2021 FEC BID Applied $-Bulk Ins.Debit $100.00 100.00
OE1530 Jul 16, 2021 Chan Melizza FEC 3NN 22 1 Canal Root Therapy 500.00 0.00 100% 100.00

You can track how each payment or adjustment was applied. The treatment lines that received the
allocation will be listed under each. In this simple example, the payment and adjustment each only had
one allocation target. You will often see payments distributed over multiple treatment lines, however.

Options:

Bulk Wizard Options

Default Pt Code : | BIC ~ | | oK |

The Options button allows you &®t default codes for the three
main functions. It is highly recommended you set these to your
preference.

Drefault Debit Code : BID ~ Cancel

Default Credit Code : FCM | v

Continue & Find Bulk Payment:

Selecting the Continue with Last Bulk Payment bullet will immediately pick up the last Bulk entry
worked on for the machine. This is nice and straightforward when only one person is logging the
payments.

Find Bulk Payment
If the Continue bullet does not pickup the| ramen« Seatch
right entry, you can use the Find option t§ |oa- Servh Reference 3 User
pick it up manually.

Jul 19, 2021 044653

You will need the Payment number
involved and the easst way to find that
is to visit the Ins pmt tab of the last Sekect

that cheque. The payment number will be listed on that tab and used to locate your old cheque.
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9.2 Multipage Predetermination
Online article5.1 - Enabling Multipage Predetermination®ower Practice

Submissions for prapproval have previously been limited to seven items per claim. You can how
submit yourentire treatment plan at once instead of manually breaking it up into separate seven item
claims, so long as the insurance company supports the feature.

Testl - AO01 CDANET14 Testl - AOD1 CDANET14
PRE-DETERMINATION ACKNOWLEDGEMENT PRE-DETERMINATION ACKNOWLEDGEMENT
DATE Jul 27, 2021 CARRIER CLAIM NO: PRETALl DATE Jul 27, 2021 CARRIER CLAIM NO: PRETAZ
DISPOSITION: DISFOSITION:
Please check Outstanding Transactions for the EOB tomorrow. Please check Outstanding Transactions for the EOB tomorrow.
DENTIST: A Dentist UNIQUE ID NO: 530123401 DENTIST: A Dentist UNIQUE ID NO: 530123401
TELEPHONE :(604) 993-3999 OFFICE NO: 1234 TELEFPHONE :(604) 999-9999 OFFICE NC: 234
DENTAL OFFICE CLATM REFERENCE NO. 090883 DENTAL OFFICE CLATM REFERENCE NO. 090885
BATIENT: Mary A Walls BIRTHDATE : Apr12,78 PATIENT: Mary & Walls BIRTHDATE: Apriz, 78
POLICY#: PLANOZ DIVISION/SECTION NO: POLICY#: PLANOZ DIVISION/SECTION NO:
CERTIFICATE NO: 123432145222 DEPENDANT NO: 01 CERTIFICATE NO: 123432145222 DEPENDANT NO: 01
INSURED: John  Smith INSURED: John  Smith
INSURED ADDRESS: F.O. Box 1500 INSURED ADDRESS: P.O. Box 1500
Little Field Estates Little Field Estates
East Westchester ON M7F 2J9 East Westchester ON M7F 239
PROCEDURE TH# SURF DATE CHARGE LAB TOTAL PROCEDURE TE# SURF DATE CHARGE LAB TOTAL
01201 NEW PATIENT EX, STANDARD 27.50 0.00 27.50 39202 MOLAR O&D (SEPARATE) a6 67.50 0.00 67.50
02102 ADULT FULL MOUTH SERIES 87.25 0.00  87.25 32222 PERM MOLAR PULEOTOMY 32 €5.00 0.00  65.00
67301 GOLD ABUTMENT 21 450.00 340.00 790.00
21223 PERM MOLAR AG 3 SURF 25 MIV 107.60 0.00 107.60 TOTAL SUBMITTEDS 132.50
21223 PERM MOLAR AG 3 SURF 14 DIv 107.60 0.00 107.60
27211 PFM CROWN 24 450.00 238.00 €88.00 The information contained on this form has been used to process your claim electronically.
27213 PFM WITH PORC MARGIN 26 450.00 245.00 695.00 Please verify the accuracy of this dats and report any discrepancies to your dental office,
Do not mail this form to the insurer/plan administrator.
TOTAL SUBMITTEDS 2502.95 FATIENT INFORMATION:
The information contained on this form has been used to process your claim electronically. 1. Relatiomship to Sub: z: Spouse Date of Birth:Apri:
Please verify the accuracy of this data and report any discrepancies to your dental office. If dependant, indica ent___ Sandicapped__ If Student,
Do not mail this form to the insurer/plan administrator. 2. Are any Dental Benefits or s provided under amy other group am, WCB or gov't plan?

BATIENT IREQRMATION: Yes-¥ Bo-  If Yea: Policy Nio 2 Name of Insurer/Elan hiministrator: th
Cestificate Fo: 12343CT Dependant Ho.:00 Insured/Member Date of Birth: Naz02, 48
er: Spouse Date of Birth:Apriz, ™ Belavionship to Patient: Spouse

1. Relarionship to Swbscr

tudent_ Handicapped _  If Student, Hame of student's school: 3. Is any trestment required as the result of an Wo-X
2 1 Benefits OF JErvices provided under any other group insurance or dental plan, WCB oT gov't plam? If Yes, give date and details sep
If Yes: Policy Kn: P9SD2 Tame of Insurer/Elan kdministrator: John th 4. If Desture, crown or bridge, Is this the 3 placement? TUpper Tes-X No- , Lower Jes-  Ho-
Cestificate Fos 1234307 Dependaat lio.; 00 Insured/Membez Date of Bizth: Mazll, 46
Belacionship to Patient: Spouse Placement Date Reason for replscement:

required a3 the result of sn sccidest? Yes=  No-
e and details sep

rovn or bridge, Is this the i

Flacement D
ded for orthodontic purposes? Yes-

Reason for replacement:

placement? Uppes ¥es-K Wo- , Lower Tes-  Fo- 5.

Flacement Date Reason for replacement: If TE5, indicate the mumber of the missing teeth and the dates|s| om which they were removed (IT YYYY MM DD]

Placement
24 for orthodontic purpeses?

If YES, indicate the number Of the missing teeth and the dates(s) on which they were removed (TT YTYT MM DD).

This feature will need to be enabled first, for the carriers that support it.
Follow the linked artie above to get the details on how to do so.

In terms of compatibility and use cases, this feature follows a simple set of Ifules.patient only has
one plan and that carrier allows muftage predeterminationghe program will not stop you after 7
items. If primary and secondacgn both handlenultipagesubmissions, you will also be able to
submit more than 7 items at once. Howeveewclains with the Multipage untickedvill behave as
normal andlimits you to 7 If only 1 of the 2 carriers accepiult-page predeterminations, you will
still be limited to 7 items per claim, regardless of whether the carriers Coordinate Benefits or not.
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9.3Insurance Attachments
Online article5.1 - Insurance AttachmentsPower Practice

Certain carriers now allow the submission of supporting

Edit Treats
Delete Treats

i . Auto Pa
documents electronically. The Insurance companies that do RqedTlats
and do not support the function will vary, so check in with oy ReveseTreats
. Ins Split Details
Support team for guidance. it el
Rebill Claim
Theguide linked above will provide a detailed walkthrough o~ fesilTests
Reprint Claim

the feature, this section will briefly touch on the key
components.

Usage & Requirements:

First and foremost, your claim must be submitted
electronically and have a valid, positive, EDI respons
like E or A (Explanation of Benefits and Acknowledge

Reset EDI Status
EDI Attachments

Update Recalls
Claim Motes
Treatment Notes

Allocation Details

Print List
Check Out History

~  Entire View

Limited View (Last 10)

* Submit Attachments
View History

respectively).
- If you right click a claim of this type,
you will find a new menu option, EDI | v o

Submit Attachments - Lee Kenne - { M34) - 002983

Camtt 061716 |

Reff  |123

Cancel

Attachments, displayed in the image

Status  Code
01202
02112
11114

Date
Juizg 2l ca
Juizg 2l ca
Juizg 2l ca

above.

- This will present the Attachments
window, shown on the right.

- You can quickly link any of the items i

Tooth  Sur Pat &mt

4 000
$ 000
$ 000

Total
4 3200
$ 2430
$ 18800

Ins Amt

$ 3200
$ 2430
$ 188.00

.. |

File Count : 2/30

the patient’s Doc

Documents Browse

module via the Document button.

- The Browse button allows you to
search your computer for the files you
wish to attach.

- When you’'ve gathe
you can use th&ubmit button to send

Date/Time Madified

Wed.Jan 06 12:28:08 2021
FriJul 23 08:02:13 2021

Folder Locatian

W sershakhattab\D esktop
“hex-formatesterpowerptx51tdatatAttach..

File Name

record.phg
CDAnet Development Toal...

all the files listed to the carrier.

9.4 Transaction Module Minor Changes:

Remove

- Addressed issues related to reversing Coordination of Benefit claims.

-  RAMQ/SYRA updated to utilize the latest XSD

- Ortho Predetermination Forms can nde printed in French.

- Standard Dental Claim forms revise&.I.N. no longer collected.

- Emailed statements will behave as expected regardless of Digital Printing settings selected.
- Future Appointments will now list in the proper chronological order ontpd receipts.
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LessonlO:

Extras

10.1 Info

Manager

@

| Insurance | Refenal | Biling |Aqamrm1w f

Info Manager == Ec
il

Famll_l,l | Il /ho Are Patients I
Search Custam
[ “Who fre Mot Patients Q
With Patient Status ="A" Select Al Letters
[] Difice Codes
UnSelect Al Label:
Cot D_bot I:a s

Pat. La_s... Pat. Pref... Pat Title  Pat Sh_at... Pat. Mar... Pat Cha... F'a_t. Add... F'a_t. Cityp F'a_t. Prow. F'a_t. Posz... F'a_t. Op.. ™

[0 Abbott  Melanie Mrs. B, Single ooonz3 454551, Yancouver BC WEVETE Jan 15,
[ &ndr.. Sally Mrs. B, Unknown 000074 4364 Gl... Coguitlam BC W3CRE2 Jan 15,...
[] Brown Samantha  Mrs. & Married 000om 22151 ... Wancouver BC VADTET  Jan 4.
] - T..1 ki ki e | [ Tw Tl e} b e e | 0= AL TET 1 44

Areas of the Info Manager

i Tabsrepresenting the areas of the program that reports can be generated on.

i Categoryunder those tabs. Choosing different tabs and categories will generate different report
information. For example: Patient tab has Category choices of Patient Listraitg. Fa

T When you choose your report tab, and Category, you can choose a défjtamh.

91 SomeOptionswill allow forConditional Criteriahat will show in theDatacolumn if set.

1 The report will display here after pressing tBearchbutton.

The Buttons

Resetwill remove the data displayed but will keep the columns chosen.

Print will print the report.

Searchgenerates the report and displays the information.

Customis used to create/save/edit reports that you plan onuging.

Select Alputs a check beside every line of your report.

LettersThe new mail merge function for letters.

Unselect Alwill take the check off all your selections.

Labelscreate custom labelwith mail merge.

Set Patientchooses the patient you have highlighted. Right Click options to open this pa
in Patient File, Transactions, and Appointment Book.

Exportthe selected report information to Excel.
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Right Click Menu

Rightclick in the body of the report to access this menu.

9 RA G vbfnbdupldibsx that allows further customization of the current report.

{ I @S wsaeRthNIbptions and criteria that you have for the current report.

Save Report Assave a report with your own description.

Select Highlighted Rowlsighlight specific rows, then choose this to put a tick beside them.
Unsdect Highlighted Rowsin-tick highlighted rows

Patient Filewill take you to the Patient File whe3et Patientis seécted.

Transactionawill take you to Transactions wh&et Patientis selected.

Appointment Bookwill take you to the Appointment Book (Scheduler)

Show Report Definitiorwill open the Report Definition screen showing the criteria and conditions

chosen for the current report.
Edit Report...

Save Report

Save Report As...

Select Highlighted Rows
Unselect Highlighted Rows
Patient File

Transactions

Appointment Book

Show Report Definition

Optional Conditions
When you tick a selection in ti@ptionsbox that requires a specific choice, liéfice Codesthe
Optional Conditionsdhox will come up. Choosing @ptional Conditionwill add more definition to
your report.

= Equal to ]
2 Optional Condition “ value

Quid
Mot equal to
Iz one of
Less than
| ] Less than or equal to
| Walue 2 Greater than
{ Grester than or equal to
Between

Operator Equal to >

Walue 1 W

9 Operatordropdown menu. Choose how you want the report to be filtered.

fvValuelddr opdown menu. Choose the values rel a

1 Value 2dropdown menu. Will only activate when ti@perator function chosen, such as Between
requires a second value to be chosen.
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Report Definition

TheReport Definitionbox opens when you rightlick in the body of the report screen and choo
Edit Reportor Show Report Definition You will also see this box when you click onGlistom
button. This is used to further define a report.

This screenshot shows tl@&istombutton display after choosing theatienttab andPatient List
Note: the buttons, Description and Comment will not be available when cho&iog Report
Definition

Report Definition n
| Fatient =ttt Name A l oK ]
Account Pat. First Name =
@ Pat Medical Pat. Preferred Name Cancel
— | Producer Pat. Middle Name
[ Patient !ﬂ'nsuvance Referr] | | Hygienist Pat Tite
VC || Chatt Aletts Pat. Chart Number
_ate o Pat. Notes Pat. Bithdate
.2 d t. L LI Pat Contact Pat. Birth Month
o Pat. Address1
Pat. Address2 v Bdd
I Sort By I ) IEe ec:eE I
‘ weriPat, Last Name Fat. Last Name
Patient.Pat. Preferred Name
Patient.Pat. Address1 - {
Patient.Pat. City
Patient.Pat. Postal.
Pat. Last.. Pat Pref.. Up Down > « Up Down ‘
I Pat. LastN... Pat Prefer.. Pat Addre.. Pat City Pat. Postal. I
Description INFO Distinct Rows
Comment

Areas of the Custom Report Definition

9 Fileswithin the Patienttab. Usehese to customize your report.

1 Fieldswill change depending on the File chosen. Doutilek the field or press thAdd button on
the highlighted Field to add them to tHeelectedbox. These display as column headers on
report.

9 Sort ByThese arghe available ways to sort your report. You can choose other optioS®tbBy
from the Selectedbox.

1 TheUp Downand>><<buttons will allow you to move information fror8ort Byto Selectedand
back again. You can also change their order with {hamd Down buttons.

fTh LIS NJ buktényoXColumn Operation. You can total by Sum, Average and more.

9 Removebutton will remove the highlighted item from th&electedbox.

9 Preview shows the column headers you will see on your report. These can alswbified by
clicking on them, opening théolumn Conditions

9 Distinct RowsTicking this will make sure no duplicate rows are returned.
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Column Conditions

' When creating Custom reportSolumn Conditiongan be chosen by left clicking on a column na
1 When aConditionhas been selected for a column, a double asterisk(**) will show to the left c

column name.

Info Manager - INFO
| Insurance | Refenal | Biling | &g lg
ient List Options Data
Family [ who Are Patients
[ who Are Not Patients
[ with Patient Status
[ Office Codes
Pat. Last Name Pat Preferred Name Pat Address1 Pat ity I
) Pt Last Name Pat. Preferred Name

1 More than one condition can be added to a column. Make the selection wit®gegatordrop down

and choose your values.
{ Press theAdd button.
1 Make the next selection by choosing tBperator, entering in thevalue(s)and Press thédd button.

The onditions you add will be listed in the box.

=

Column Conditions (Pat. Last Name)

Operator Greater than or equal to
Between
Medty

Delete

Contans
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Creating Reports

Use the predefined reports built in to the Info Manager or generate custom reports. With each r
youcan choose the columns you want to see and which columns you want to have a count or :

(if any).

TIP

show you.

For example:
showy3 G KS

the total amaunt of each payee.

Before creating the report, it is a good idea to have in mind what you want the ref
What do you want the report to gather information on?

fA report showing all patients with incomplete crowns and planned appointm
LI GASYyGQa

FAll direct insurance deposits for a morgthowing deposit payee, the payment date i

fHow many exams were done in a 6 month pegbhdwing the treatnent code you ar
looking for, treatment date, treatment producer and treatment billing dr.

yIEYSs GKS GNBI

Pre-Defined ReportsExample 1

The screenshot below is an example of a re
an Active patient status.
f1ChoosePatient Listfrom the Patienttab.
9 UnderOptionschooseWith Patient Statusand Office Codes
@ Info Manager S|
E it (Iinsurance | Referal | Biling | Appointment | Figgalk]
L -a feg-jolry Options Data ‘ Reset Print
ey (B /ho Aie Patients . |p
[ Who &re Not Patients S ssachi Sustost
W] with Patient Status ="A" Select Al Letters
VI Dffice Codes ="H
UnSelect All Labels
‘ 4] | _)J Set Patient Export
Pat. LastN...  Pat Preferr...  Pat. Title Pat. Status Pat. Marital Pat. Chart N... Pat Addiess1 Pat City Pat. Prov. Pat. Postal Pat Open
[] Campbell  Jennifer Mrs. A Separated 000022 1963 Lough... Coquitiam BC V3K3T8 Jan 15, 2(
[l Green Travis A Married 000015 1963 Lough... Coquitiam BC V3K318 Jan 15, 2
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' When you tickWith Patient Statusan Optional Conditionbox will open. Select th®perator Equal Tc¢
and choose thé\ctive Patientfrom the Value 1box. Pres©K

@ Info Manager
Options Data
Famnily [ who Are Patients
] Safbo fe Mot Patie
\ith Pafisnt Shahis
Dffice Codes ="H"
o Optional Condition | x |
Pat LastM.. Pat Preferr.. Pg | Operator |Equalto V{
CJ Campbell  Jenrifer MU yalue 1 !Aotive Patient v}
] Green Travis
Walue 2
l OK Cancel

1 When you ticlOffice Codesn Optional Conditionbox will open. Select th@peratorEqual To and choos

the Office Coddrom the Value 1box.

1 PressOK
@ Info Manager
: wance | Referal | Biling
Category ;
Oolns Do
F amily [J Who &re Patients
[J who Are Not Patients
‘with Patient Status ="A"
Tloffice Codes
Pat. LastMN.. Pat Preferr... Pat. Opsrator |_E_qua| to 4|
] Campbell  Jennifer Mrs.| | Value 1 H ’J
[ Green Travis T
——— N
Lo
1 ClickSearch
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Pre-Defined Reports Example 2

The screenshot below showsanx a mpl e of only those patien

covered, including dependents.

1. Under thelnsurancetab, choosePolicy Dependents.

2.UnderOptionschooseWho Are Covered.

3. Click orPol. Employeiand enter the employer name. If yohanseContainsfrom the drop down.
you can put in part of the employer name.

4. ClickSearch

Info Manager - Policy Dependents
Category £
Patient Employers Options Data flazst
Companies M Who &re Covered l
Policies i ) ed
Balici Datands [ Policy Holders Select All
UnSelect All
Set Patient
Pat. Last Name Pat. Preferred Name Dep. No Dep. Rela.. Dep. Covered Dep. Pol. Holder Dep. Deduct |=Pol Employer
[] Brown Samantha 2 Spouse Yes No 000 ABC Automotive
[] Brown Tyler 1 Self Yes Yes 000 ABC Automotive
[ Jores Brady = " X
Tiijonss Chis 4 ™ Column Conditions (Pol. Employer) | x|
[] Jones Chris
Operator I | Contains v I
Value 1 {ABd l
Value 2
Operator Yalue 1 Yalue 2 Add
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Custom ReporExample 1

This example will show all patients with a lab still in the Planned status pwiimaed treatment date
after a specific date. It will also show a total amount for the treatment.

1. Choose thBillingstab and click ofTreatments.
2. Click on th€ustombutton and click oiNew.
3. Highlight the category Filesthen highlight theFieldsthat you want as columns and click thdd
button after each one chosen. For this example, choose in the order listed:
Treatment.Treat.Date
Patient.Pat.Preferred Name
Patient.Pat Last Name
Treatment.Treat. Status
Treatment.Treat. Code
Treatment.Treat. Total

® Info Manager - Treatments (=@ ]=]
F'ahent| Insurance| Heienal Billing IAppointmeﬁ
Catggory Options Data Reset Print
Claims = ‘
Treat. Status
Office Charges O Treat Date Search Custom
Payments : "
Adiistments Report Definition BN | e
Ortho Plans )
I Fields Labels
Patient | at. Last Name " ‘ 0K o
Pat. Claim || Pt FirstName sl
Bl Treatment Pat. Preferred Name Cancel i 7
at-Last- || Ty Notes 3 | Pat. Middle Name Al Uk
Pmt. &pp Pat. Title
Pat. &ppt Pat. Chart Number
Pat. Recall Pat. Bithdate
Pat. Birth Month
Pat. &ddressi
Pat. Address2 v Add
Sort By Selected
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4. HighlightTreatment.Treat. Totah the Selectedbox and click on th®peration...button. Choos&um.

5. Click onTreat.Datein the Preview and chood8reater Tharin the Operatordrop down and enter
date forValue 1 ClickAddandClose

6. ClickTreat.Statusn the Preview and choodequal tofrom the Operatar drop down and type & (for
plannedtreatment)in Value 1 ClickAdd andClose

7.Click onTreat.Codeand chooséBetweenin the Operatordrop down. InValue 1type inL00000and
Value 2type L99111 ClickAddandClose

8. Give the report &escriptionand tickDistinct Rows

Report Definition

Files Fields
Pat LastName Al o
Pat. Claim Pat. First Name
Treatment Pat. Preferred Name Cancel
Trx. Notes Pat. Middle Name
Pmt. App Pat. Title
Pat. &ppt Pat. Chart Number
Pat. Recall Pat. Birthdate
Pat. Birth Month
Pat. Address1
Tat. A}fﬂdtessZ " add
Sort By Selected
Patient.Pat. Last Name A
Treatment. Treat. Status
Treatment. Treat. Code Boerston
Treatment. Treat. Tooth E
Treatment. Treat. Total Remove
Up Down >> << Up Down
Preview
** Treat. Date] Pat. Preferred Name  Pat. Last Namel ** Treat. Status I I ** Treat. Codel Treat. Tooth Treat. Total
Column Operation
Detail Operation Total Operation
Description Planned None Count () None () Count Distinct Rows
Comment ® Sum Minirurn () Minimum
Ayerage b awirum T Average ) Maximum
\_ 0K J Cancel

Note: this example does not change the sort order. You can choose a specific sort order by high
line from the Selected box and moving it to the Sort By box by clicking on the << button undern
column.
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Selected

Remove

U || Down || » e || Down

Preview

*Treat. Date  Pat. Preferred Name  Pat. Last Name  ** Treat. Status ™ Treat. Code  Treat. Tooth Treat. Total

Description iPIanned Labs Distinct Rows

Comment |

T PressOK

T Highlight the report just created and preSslect
1 Click theSearchbutton.
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Your report should look like the one below.

9 Note the asterisks beside the column headers. This means specific conditions for these havgobean
1 Only the lab codes are displayed.

9 There is a total amount (patient and insurance combined) for the treatment displayed.

@ Info Manager - Planned Labs =N =R
Category X [ T
- Options Data Reset Print
Claims
[ Treat Status ‘
Office Charges O Treat Date Search Custom
Payments O e |
Adjustrments Treat Bill Dr. Select All Letters
Ortho Plans [ Treat Prod. o -
UnSelect All | Labels
4 | | ﬂ Set Patient Export
** Treat. Date Pat. Preferred Name Pat. Last Name ** Treat. Status ** Treat. Code Treat. Tooth Treat. Total I

TT Sep 15,2014 Rochelle Williams PN | gz | 16 228,60
[J Sep 25,2014 Chris Jones P L27215 0.00
[ Sep 25, 2014 Chris Jones P L27215 100.00
[ Oct14, 2014 B Davies P L27201 13 228,60
[ Oct16, 2014 Jennifer Campbell PN L27211 12 0.00
[] Dct3o, 2014 Jennifer Campbell P L27211 12 0.00
[J Nov 06, 2014 Samantha Brown P L27301 14 175.60
[J Nov 06, 2014 Samantha Brown PN L27211 28 0.00
[] Dct09, 2014 Jennifer Campbell P L2730 43 175.60
[ Nov19,2014 John John PN L27211 14 0.00
[J Nov19,2014 Rochelle Williams PN L2720 12 228.60
[J Nov19,2014 Rochelle Williams PN L27211 13 0.00
O
O 1,134.00
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Custom ReporExample 2

This example will show patients referred out to a specific Dr and on what date.

1. Choose thReferraltab and click orReferrals To.
2. Click on theCustombutton and click orNew.
3. Highlight the category ifrilesthen highlight theFieldthat you want as columns and click tAeld
button after each one chosen. For this example, choose in the following order:
Patient.Pat. Last Name
Patient.Pat. First Name
Refer To.Ref. To First Name
Refer To.Ref To Name
Pat. Ref.Pref. Date Out
4. HighlightPatient.Pat.Last Namand click on théperai A 2byitdon. Choos€ount.
5. Click orRefer To.Ref. To Nanmand choosd=qual Tan the Operatordrop down and enter a referr:
name inValue 1 ClickAddandClose
6. Give the report &escriptionand tickDistinct Rows

The ReporSelections will look like the following screenshot.

ClickOK.
Report Definition [ x |
Files Fields |
B - o 1
Refer To Pref. Date Out 2
Refer. Notes Pref. Date Due Cancel
Patient Pref. Comment
Fam Dr. Pref. Letter Date
Fam Dent. Pref. Letter Desc ;
Pref. Dr. Specialist 1 |
Pref. Dr. Spec. 2 Type ]
Pref. Dr. Specialist 2 [
Pref. Dr. Spec. 2 Type Add
Sort By .
|
Refer To.Ref. To First Name Ao ton
Refer To.Ref. To Name £
Pat. Ref.Pref. Date Out | Remove
Up Down >3 << Up Down
Preview
Pat LastN.. Pat FirstN... Ref ToFir.. *Ref. ToName Pref. Date Out
Description I_EM Id I Distinct Row
Comment
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1 Highlight the report just created and press t8electbutton.

Select Report “
Description Created On Run Date | N
ed Lab De 014 De 014 B
Edit...
Copy

9 Click theSearchbutton. The report will show the data related to your customized report.

1 Note the asterisks beside the column names.
I There is a count under tHeat.LastNameolumn.

L) Info Manager - Referrals To o |

Referral | Billin

Category Options Data Reset '\ Print =
Referral Sources jL—— LS
Refenals To [ Date Out = ==
Referrals By O] DateDue Search | Custom
| Selectall | | Letters
| UnSelect Al | | Labels
4 I _)j Set Patient Export
Pat. Last Name Pat. First Name Ref. To First Name I ** Ref. To Name i Pref. Date Out
] Brown Samantha George Franklin Feb 18, 2014
] Jones Chris George Franklin Oct 01,2014
[ MacDonald Martha George Franklin Sep 24, 2014
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Info Manager Graphs

Graphscan be generated from the Info Manager

1. Qeate your own report then select th@ws to graph oclickthe Select Albutton to selectthe whole

report.
2. Select theGraphbutton.
() Info Manager - Patient Demographic [= | @ |5
| Insurance | Refenal | Biling | Appuﬁm[“
Category Options Data Riesel Print
Patient Lizt — )
Famnily L Who Are Patients
[ ‘who &re Mot Patients E Search Custom
. 'Wllfh Patent Status Select £l T
L1 Office Codes
UnSelect All Labels
Set Pabent Export
2
Pat. Lazt Mame Pat. Preferred M Fat Addrezs] Fat. City Pat. Prov. " Pal. Statuz
¥ Brown Brad #7200 7439 Drive  Vancouver BC &
Chu Il i Apt1050 7459 .. Vancouver BC A
¥ Chu Sarah Apt1080 7455 .. Vancouver BC A
¥ Chu Dave Apt1050 7459 .. Vancouves BC &
Chu Dan Apt1050 7459 .. Vancouves BC A
¥ Johrison M stahe E733 Diive Vancouver BC A

3. Design your graph with the options available including 3D Graphing Options.
4. Select theCreatebutton to see the graph

Graphs & Charts
Data
Graph Title : | |
Close

Desc:

| )
Desc:

Huorizontal ; | w | | |

Graph Types Graphing Options

(®) Bar Graph () Pie Chart (30

(O 5pline Graph (O Pyramid Styles :

S O fume

() Stacked Calumn
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A

(2 Graphs - m} X
HENLE
o AntiqueWhite JFY
Aqua

6 Aquamarine [y
Azure - Chu
Beige 2 Johnson
Bisque W Lee
Black i Mayhew
BlanchedAlmo W Renvick
Blue T Robinson
BlueViolet 5 T Smith
rown Wl
BurlyWood =m:m
CadetBlue
Chartreuse
Chocolate
Coral
CornflowerBlue [ ]
Cornsilk

ntiqueWhite |

DarkBlue
DarkCyan
o

Pat. Last Name
2

DarkGray
DarkGreen
Darkkhaki
DarkMagenta
DarkOliveGreer
DarkOrange
DarkOrchid ¥ H

Vancouver Squamish

Pat City

At the top of the graph are following icans

= 9 |« [ ==mr

Preview Opens the graph in a new screen to preview prior to printing. Can be printed from preview.
Print: Send the report directly to the printer.

Print Setup Modify page setup before printing.

Save AsSave the graph as a .JPEG file on the computer.

Save to ClipboardSave graph on computer clipboard for later use.

Dropdown Menu:Select a different background color foné graph.
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@; 10.2 Medication Manage

Online VideoMedications Module (Videa)Power Practice

The Medication module was added in version 5.0. It provides a unified health history profile for your
patients. You can find this moduleder the Patient dropdown menu in the upper left of the program.

& Medications Manager - George Washington - (*M289) -

George Washington (00465 w ‘I;.I G Close

Mecical Pharmacy

& Az am [ aa [ we || FREP ] [ el [

Patient has sewvere Arthritis. Patient may seek support when needed. Premeds must be taken befare any major
procedures! Mame |5hoppers on 10th

B | Tt e

Update Date :
Requires Premeds pdate Date 07/08/2021 Cave
[ List in Chionological Order
Medications... Prescriptions... Chart Alerts...
Code  Description Comment Preted  DatedTime Modified Date Time Drescription Date Code Drescription Cornrnent
AMOD AMOXICILLIN ... N Jul0g, 2021 07:484 Jul 08, 2021 07:48194M  Rw AMOXICILLIN - 500 MG 12 TABLE... 07/08/21 RXAC  Acetaminophen Allergy
ECITA  Ecitalopram 10 ma. taken bwic... M Jul 08, 2021 07474 07/08/21  HAL)  Adificial Joints Orthopedi Knee surgery 2013 June

Gathering information that used to be scattered around the patient file, the new Medications Manager
makes tracking patient health history a much simpler affair.

Alerts:
- Alertst5arethest andard alerts previously found in
Pharmacy:
- The pharmacy information area has also been included in this module to further S|mpI|fy
medical information entry. Prescrption Pad - George i 5
. . Print practice name?  or
Medications: il e e
- New to Power Practice, you can now trgekient e e SetdaDet
Medications and include detailed notes about them. 12THBLETS Fin
Take 4 tablets 1 hour before treatment
Call/Fax I
Prescriptions:
- The traditional Prescriptions function has also been migraff
to this new module. 0k ot o Pt CiclNe?
. . . 1 to Medications?
- You can also set your prescription to automatically add th | g e -
information to the Medications list. pionllrmatin Co Fow
| G
INEREIE
Chart Alerts: \ | fE e
- If your clinic uses the Power Chart module, the Chart Alerf| ™ 215 Dk 015 Dlsrac s et
system included will also be accessible from here. i”ﬁs” —
- If you do not have Power Chart, this button will be grayed Al L

out.
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Lesson 1: Understanding Insurance Policies

1.1 Adding a Policy

Add Existing PolicyCherry Walker

1 Employer: Spectra Systems

1 Insurance: SUNPolicy Holder
Group # 55669 Policy ID#52279
Coverage: 100%Basic, 50%Major, 50%0rtho
Combined Limit: $1500.00 yearly (Patient)
Patient Deductible: $25.00

Add New PolicyRyan Walker

1 Employer: AllWest

1 Insurance: Manulife Blicy Holder
Group # 890Policy ID# 12345
Coverage: 100%Basic, 75%Major, 50%0rtho
No Limits or Deductibles

1.2 Updating Frequencies, Limits, and Deductibles

EditPolicy— Ryan Walker:

Add: 1x per 9 rolling months frequency for Rec#ltdjsh, and Fluorid@new fluoride codes 121112114)
Add: $25 Deductible

Add: $3000 Combined yearly limit

UpdateR y a Reémaining Combined Limit to $2386k to roll over fodan 1, 209

Update the Deductibléo reflectthat the patient already paid it this year at another office

=a =4 -4 -4 A

EditPolicy— Cherry Walker:

1 Add $2500 lifetime Ortho limit

1 Ensure all dependents have their reset dates set to roll over for Jan 1, 2019
1.3Insurance Outstanding Report

1 Run the report and assessify claims are unbilled

86| PX 201



Lesson 2: Treatment Management

2.1 Treatment Proposals

1 Add Treatment Proposal f&yan Walkefrom the Power Practicklodule
o Option 1: 17ex0(71211)
o Option 2: 17RCT witlOcclusalComp Rest¢33141, 23321)
o Option 3: 17RCT with Crow(83141, 2721)
1 Add a title for each proposal with the units of time for the apgment
1 Add a treatment note fothe RCpre-authorizationfor option 2 {nscoveing %50) and option 3rfs
covering %50)
1 Change proposal statuses to in review
Change statuses to reflect patient acceptance of option 3
1 Run Report of all New and In Review Proposals

=

2.2 Planned Treatment Management

Add 24 Crowrf27217) and 25 Comp MOR23313 as planned treatment fo€Cherry Wiker

Select Yes under the submit claims option in the treatment flow box

Update the 24Crownstatus to Approved and adjust the splits so Benlifeinsurance portion is $300
Use the Treahent Planner and separate the Zfownto create an estimate with dg the Crown

= =4 4 A

2.3 Treatment Status Report
1 Run the treatment status repofor Planned Claim Status only

1 Find Cherry Walker and select patient
1 Change the 2€rownstatus to Booked
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Lesson 3: Recall Lists

3.1 Recalls Due and N&ooked

1 Create a recall list factive patients due and not booked frodunel, 2010 to June30, 2019

1 Select Cherry Walker and go to the patient profile to ensure the recall is not booked already and just not
linked

1 Link the recall appointment to the reltéine

3.2 Recalls Pr8ooked

1 Create a report of all booked recalls from Feb 1,2@1Feb 28, 209

3.3 Overdue Recalls

1 Create a list of all patients due from Jar2010to Jan 31, 209

3.4 Patients Not on a Recall List

1 Create a report of alictive patients not on a recall list
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Lesson 4: Payments

4.1 Insurance Underpayment

1
1

Add an insurance payment for Tom Lawrence for $414.00 (claim 000056)
Transfer the balance to the patient

4.2 Insuranceédverpayment

1
1

Add an insurance payment for Laura Dray for $327.90 (claim 000041)
Leave as a held payment

4.3 Bulk Insurance Cheque

Enter a bulk insurance payment for Manulife

1

1
1
1

Add an insurance payment for Ella Young for $6&cBdm 000052)

Add aninsurance payrant for Ashton Young for $200.Zdlaim 000050)

Add an insurance payment féishton Young for $62.64 (claim 000051)

Add an insurancendempayment for Hanz Young fol $2.52(claim 000047and transferalance to the
patient

Add an insurancewerpayment payment for Hanz Young for $1420.00 (claim 00C0#8)eave as a held
payment
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Lesson 5: Adjustments

5.1 Bulk Insurance Debit
1 Perform a BlDor the $284.00 overpayment fddanz Youn§rom the previouslesson (claim 000048)
5.2 Transfer Balance

1 Perform a Transfer Balance for Laura Dray from the overpayment due to inaccurate splits that you entered
in the last lesson (claim 000041)

5.3 Refund Paymeist

1 Perform arefund adjustmentfor Byron Stanleyor the payment for claim 000054
1 Perform a partiaheld reversal fotaura Drayfor the incorrect insurance payment
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Lesson 6: Managing Financials

6.1 Processing Held Payments

1 Run the Month End Task of Process Hdgiments
1 Allocate any held payments

6.2 Accounts Receivable Manager

1 Generate an A/R report from the A/R Manager
1 Perform a Fee Write Off adjustment for Melanie Abbott

6.3 Statements

1 Print Statements for all overdue accounts

91| P X 201



