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INFO MANAGER

The Info Manager is a new module for Power Practice.

Info Manager is a module that takes reporting to a whole new level. You can create reports with more
flexible search criteria and customize the data to display in the report. You can print or export the re-
ports. With the report displayed on the screen, you can create custom mail merge documents and la-
bels for your office.

G Info Manager - Pat Dr =R cR —~
Insurance | Refenal | Biling | Appeintment I-
= > i Reset Print
Patient List éntlons Data
Farnily ‘who Are Patients [ Seamch | Cust
[ who Are Not Patients |5—
] with Patient Status Select Al Lelters
[] Office Codes
UnSelect A1l Labels
< > Set Pabient Exp
Pat. Last Mame Pat. First Mame ** Pat, Status Pat. Doctor Lo
] Brown Samantha A . —
[ Brown Tler A Edit Report...
I Kely Liza ) Save Report...
[ Jones Chirig & Save Report As...
[ Jones Julie &
[ Jones Mate & Select Highlighted Rows
L Janes Brady A Unselect Highlighted Rows
I Murray Francis &
[ MacDonald George & Patient File
[ Davies Jeanette A Transactions
[ Andiews Sally B .
A tment Book
[ Green Trawis A ppointment oo
[ wiliams Gary A Show Report Definition
[ willams Fiochelle & o
[ Mckay Chrigting A m W
< >
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Info Manager Reports

The Info Manager comes with various pre-set reports under 6 different tabs. These reports can be printed or
exported. Listed are 2 of the many reports you can generate.
Patients with Active Status (Patient Tab)

1. Highlight the report under Category Patient

2. Choose the Option or Options that you want the report to look for.

3. If you choose an Option that requires a condition, a box will pop up for your Optional Condition
choice.

4. Click Search and the bottom box will show you the report.

@ Info Manager =[O ]
Insuiance | Refenal | Biling
] I
Cateaory .
Patient List Options 2 L. [ i
Famiy [ wiho dre Patients
Custe
0 st Pt b
alcrt Statu Select A1
UnSelect All
Set Patient Export
Pat, Last N Operatar Pat Postal. Pt OpenDate ™
O apbott b YEVaTE Jan 15, 2008
O andews £/ | Walue 1 WIACRE2 Jan 15, 2008
0 Brown W4DTET Jan 14, 2008
O gon 1) Yalue 2 w4DTET Jan14, 2008
O Campbell J YaK3TR Jan 15, 2008
O Davies  J Less than o equal to JAFaH2 Jan 15, 2008
) Davies E Greater than Cancel JAFaHZ Mar 12, 204
O Green 1 Greater than or equal to YIKITR Jan 15, 2008
O T | Between No 3
0 Joe Joe P Unknown () Jul 18, 2014
O Jehn Jahn A Unknown 000025 Mar 27. 2013
O Jones  Nate Mast A Unknown 000007 11548 Willo..  Torenlo oN YHIT Jan 15, 2008
O Jones  Chiis Mr. & Maried 000005 11548 Willo..  Toranta o yIT Jan 15, 2008
O Jones Julie M, A Single 000008 11548 Willo..  Toronto o YHIT Jan 16, 2008
O Jones  Bob & Unknown 000031 0ct 23,2013
O Jomes  Chiis . A Maried MODDO0S 1548 \Wilo..  Toront o YHIT Jan 15, 2008

Specific Payment Types (Billing Tab)

1. Highlight the report under Category Billing

2. Choose the Option or Options that you want the report to look for.

3. If you choose an Option that requires a condition, a box will pop up for your Optional Condition choice.
4. Click Search and the bottom box will display the report.

@ Info Manager

| 2 [

it Insuance | Refera [ Giling

Category [ i
Claims Options Data Reset Pint
Treatments 1] “DC" ]
1 DlliceChavies O Prt. Date Searh (i
Adustments O Pmt Type Select All Letters
Ortho Plans ] Pt Payor B S
UnSelect All Labels
Set Patient Expor
Fe? || Qperstor | Equalto Pt Desc. Pt Total Pk, Bank
Oce Debit Card 1000 1
O Def| Value1 Debit Card 10000 1
O Jo Debit Card 5000 1
O Joff Vaue? Debit Card 25000 1
O ke Debi Card 14098 1
O ke Debit Card 094 1
O Ne = R Debit Card 2000 1
BFCP $-Bal Fwd Credt Patient
BIC Bulk Insurance Cheaue
c Cash
oc Debi Card
DB Direct
DD Dwect Ins Depost
ic Insurance Cheque
me Vestercard
MO Monev Order e
< i O] >
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There is a drop down box on the Patient Personal tab for setting Email Consent with a simple Yes or No.
chosen, and you attempt to email that patient, you will get a pop-up to confirm this. If left blank, patients will show

on reports, assuming a blank field is a Yes response.

e Patient has NOT given consent to receive unsolicited emails. Do you

wish to continue?

Pharmacy Info
The patient’s Pharmacy preference for prescriptions can be saved.

1. Inthe Prescription Pad box is a Call In button

2. Fill in the Pharmacy name and phone number. This will be stored in the Patient Additional tab as

Pharmacy Info.

The Notes area will only save for the prescription it is added to. It will be blank for the next prescription.

Prescription Pad - Jennifer Campbell - 000022 - ...

[[JPrint practice name? ~ or | D01 v ‘ 0K

[T Print practice logo? [JPrint License? | 1
A | Cancel

[] Print Gender?

Prescription Comment |Set &s Default |

| Pint |

1v Callln |

oK |

Cancel |

Best Contact

If No is

Choose the patient’s email address as the Best Contact. This will show as an “E” in the Contact fields in different

areas of Power Practice as well as on reports.
Contact Sticky Note

On the Patient Personal tab is a new Contact Sticky Note. This will change to yellow when a note has been added.

This can be seen in the Appointment Book in the Patient Profile screen.

Medical Last Update

When a Medical Form is updated from the Forms module, the Last Update: field in the Patient Medical tab will

reflect that.

RN | Coun % HENRY SCHEIN® % 6
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Patient Insurance Limit Report

The Patient Insurance Limit Report is in the Patient File under the Patient Reports icon. This interactive report will
show patients and their remaining limits. You can change information with a right-click on the screen. It may be
helpful to generate this report before running Month End when limits and deductibles are updated or to check for
limits before year end.

& '_liatient Insurance Limits Report S “

]

Search Criteria
3 4 Reset Dates Generate
Default Dr:  * v [] Patients Only? Ins Start - v
5 Save Defaults

PatStatus:  |* Y ["] Covered? Group : End: v

| Close

Update...

Name Sts Pat Cvg  Relation Ins Em Change Limit Start Date Remaining Limit Start Date Reset Date

Ins. Details
o]

View Appointment List

[0 ] |u]

Motes, Reset Limits Select Patient Clear

Print List

1. Default Dr.: Leave as an asterisk for all Doctor’s or choose a specific Doctor to report on.
2. Pat Status: Choose a specific patient status or leave as an asterisk for all statuses.
3. Patient’s Only? Choose this to only see those marked as Patient in the Personal tab.
Covered? Choose to see only patients covered by an insurance plan.
4. Ins: Choose a specific insurance company or leave blank for all.
Group: Choose to see patients of a specific group or leave blank for all.
5. Reset Dates: Choose policies that fall into a specific Start and End plan date. Leave blank for all.
6. Generate Click this to generate the list after making your choices.
Save Defaults You can save your search criterial
Close will close the report
7. The patients generated by your choices will be displayed here.
8. When you right click in the report, a menu will show
Update... Will open the selected patient’s Insurance Dependent box. You can update their information.
Change Limit Start Date...Change the limit start date of selected lines. This will open a date selector.
You will also have the option to also Update Limits & Deductibles.
Ins. Details Shows the plan information for the patient selected.
View Appointment List will show appointments for the selected patient. You can also add a new
appointment from here.
Notes...Will show the selected patient’s notes
Print Will print the generated list.
9. Reset Limits You will need a password from Power Practice Support to access this area. This will
change ALL plans with the start and end dated indicated.
10. Select Patient will make the selected patient the active one in the Patient module.
11. Clear will clear the generated report

ER_N % HENRY SCHEIN® % 7
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TRANSACTIONS

Recall Notes

When updating Recalls, you have the option of deleting the note attached to the recall. This defaults to No but can
be changed.

Patient - Jennifer Campbell - 000022 - D01 =n el

| Defauls | Setings | Custom|

Chart Settings
Chart # Mode

(@ Patient () Family

LastChart#: | 000040 ‘

Quick Patient Add
[On Add) [On Arrival)

Patient Sts : | T

O Yes (O No (@ Ask

1. Choose the Options/Settings icon in the Patient File

2. Go to the Settings tab

3. Choose Yes (will always delete the recall note), No (will leave the recall note) or Ask (will ask if you want to de-
lete the recall note)

4. Click Save

Office ID on Printed Claim Form (Pacific Blue Cross Only)

When printing a claim form for Pacific Blue Cross, the Office ID will print in the same area as the Billing Doctor’s ID.

RAMAQ (For Quebec)

The Hospital number will print on claim forms.

RN | Coun % HENRY SCHEIN® % 8
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Pre-Authorization Comments
If a Comment is changed on a Pre-Authorization, it will default back to “For Pre-Authorization Only”.

Planned To Incomplete To Complete
When you go from Planned to Incomplete and then Incomplete to Complete from the Odontogram, the lab that was
entered at the Planned stage will be added at the Completed treatment at the checkout process.

Ortho Plan
When an Ortho Plan is closed, the account plan total is updated and will not include the closed plan amount. When
an Ortho Plan is deleted, it will not be included in the Plan Total.

APPOINTMENT BOOK

Contact Sticky Note
The Contact Sticky Note from the Patient File will display in Patient Profile in the Appointment Book and in the
Appointment Detail.

Appointment Notes
Up to 255 characters can be entered on an appointment note. Notes can be accessed by right-clicking on the
booked appointment.

Appointment History
The appointment code displays under the Code column in the Appointment History box of the Patient Profile tab.

Scheduler Indicators
There are 2 more customizable indicators available, giving you a total of 5 in Scheduler Option Settings in the

More button.
-(oo)

|
¥
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Planned treatment can be linked to Planned or Booked appointments.
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This can be accessed from all areas that you can

o ) e
Apt Date [10/16/2014 [v| Chair | CO1  v| Statss [P v L .
Ti —1 ‘ ‘ O Cancel‘
ime 12004M 13| Prod. DO v Confirmed dﬂ =
e f 2 8 & & B B = 2
Appt. Code Units | \L Il | Al | Total Palert
Type a v o [0 [5io |5 !97[- Ei‘ Ins Sch s Giowp Deduct
ey ; FBC c ¥ [t}
Procedure Est |711.00 | Prioiity | ‘ MANLI R ¥ 525 tord
Notes [1S/MNotice ] Lab here Family
[] LeftMsg [] PmtDue Deduct:
o Edit Treats
Delete Treats Limit
: Change to Complete
Linked Treatments Sur Change to Incomplete Totz| Ins, Est. Patient
LDate Sts Producer Code Tooth#t st K2 Treatment Notes
[V] Dct1B14 PN D04 27211 12 2 N Reverse Treats
[V] DctiB 14 PN D04 L2721 12 - N Ins Splt Details FieD
Allocation Details
Code Tooth Rebill Claim Total Insurance
Rebill Treats
Reprint Claim
Update Fees
Print Estimate
Email Estimate
Print List I Il
Planned/Incomplete P ——
Claim # Sts Prod Cod Pat Amt
o B = Entire View e
Limited View (Last 10) I
Lab- PFM Crown ool ]
Claim Totals: 0.00

1.
2.
3.

Highlight the treatment you want to link
Right click on the Highlighted treatment and choose New Appointment from the menu
The Appointment Detail box will open with the treatment selected. Choose the rest of the details needed

for the planned appointment and click ok.

RN | Coup
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Schedule Wizard

1. The Schedule Wizard will help you set up or change producer scheduling hours.

There are 2 options to choose from.

Settings ‘ Scheduler Settings

iigjajs ‘ Scheduler Chair Setup

~— 1 Scheduler Location
Locations ‘ Codes Setup

‘7%\£pl Codesi]

L

Appointment Codes
Setup

Appointment Type
Appt Type Sepr Cgl%rSe!up ®

Amount Range Color
Setup

Producers ‘ Producer Setup
\Work Schedule ‘ Producer Work Schedule
I Schedule Wizard I gg;,d;:ﬁegelp setup Work

[ Range Sehe)

Option 1: Step by Step Instructions

1. Choose this option if you have never set up a Work Schedule for a producer. Click Ok
Choose the producer you will be doing the work schedule for.
Confirm (Yes or No) that this is the correct producer to set up the Work Schedule for.

2. This will open the Work Schedule-Working Days. Add working days outside of the producer’s normal
working hours here. Click Next to add another working day for the selected producer. Click View to see
the producer’s entire working schedule. Click OK to continue.

Options

(®) Step by Step Instructions —

S |
(Recommended for new users or those wha have never set | Cancel |
up a work schedule before) T

() Quick Setup
(For those that are familiar with setting up a work schedule)

‘Work Schedule

DayFrom || [v| DayTo | [v] week Cycle |1 &l ‘I
Days Working Cancel |
Sun_ | Mon | Tue | wed | Thu | Fi Sat ’fﬁx-
Working Chais — Working Hours e
2r Fom  [CJ1200aMEs]] [C11200aMEe]] [T 1200 aME2]]
To [T 1200 aMk2d] [T 1200 aMEs]] [T 1200 aMES]]

ERN | Croup % HENRY SCHEIN® % 11
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The next screen will ask do you want to set up any Exceptions to the producer’s Working Schedule.
Yes will bring you to the Work Schedule-Exceptions screen. Add Exceptions to the producer’s current working

schedule.

Click Next to add another Exception for the selected producer. Click View to see the producer’s entire working

schedule.
Click OK to continue.

‘work Schedule

D1, CH2 From

To

DayFrom || v| oaTe (9] Week Cycle [1 = OK
Days Working Cancel
Sun_ | Mon | T | wed | Tt | Fmi | sa | =
‘whorking Chairs ‘Working Hous
D, Serdes View

11200 AME| (] 12004ME [C112:00 Wi

[Ch200ambs| (O] 1200AMEH| (11200 AMES

The next screen will ask do you want to schedule any Time Off for the selected producer.
Yes will bring you to the Work Schedule-Time Off screen. Add time off to the producer’s current working

schedule.

Click Next to add another Time Off for the selected producer.
Click View to see the producer’s entire working schedule.

Click OK to continue.

The next screen will tell you the Work Schedule has been set up (for the selected producer) Do you wish to
setup a work schedule for another producer?

Click Yes will take you to a screen to pick a new producer. Click No will close the wizard

Work Schedue - =
DayFrom | |¥| DayTo v WeekCycle 1 [: 0
Days Not Waorking Cancel
M T W Ti Fi
Sun_ | o | ve | ed | | i | sa | Newt
Hours
Offfor (@ Entie Day e
O Pait of the Day

1200AM S 1200 AM 1200AM$

1200AM S 12005M S 1200AM S
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Option2: Quick Setup

If you are familiar with adding or changing producer work schedules, choose this option.
You will be prompted to choose the producer(s).

Options
K.

() Step by Step Instuctions

[Recommended for new uzers or those who have never set Cancel

up a work schedule before)

(®) Quick Setup
[For thoge that are familiar with getting up a work scheduls)

1. Choose the producer you want to work with.

2. The Chair Setup button will take you to the Producer’s Scheduling Setup screen. This is where you will
enter their regular hours.

Select All Producers you wish to

set up the Work Schedules for.

Producer Producer Name Cancel
[ pot John Smiles — )
[ 003 John Doctor-Two | Chait Setup |
] Hot Sara Thompson

[ Ho2 Biling Hygiene

Once the producer(s) is chosen from the list, you will be prompted to select the Type of Schedules to add for that
producer, Regular Work Schedule, Exceptions to the Regular Work Scheduler and/or Time Off.

1. Clicking OK will take you to the Work Schedules. Tick the ones you want to add, they will be chosen in

turn. When finished, it will prompt you for the next producer if you’ve chosen more than one. Cancel
will cancel the process.

IDD1 - John Smiles

Select the Tvpe of Schedules to Add
Regular Work Schedule

["] Exceptions to the Regular Work Schedule

] Time Off

ERN | Croup % HENRY SCHEIN® % 13
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Family Confirmations

All appointments for family members can be confirmed at the same time provided there are at least 2 appointments

booked on the same day. In the Appointment Scheduler, go to Scheduler Setup to the Settings button and tick the
box Show Family Appointments on Confirm.

1. When you go into the Appointment Detail and click Confirmed, then click Ok, this box will pop up. Choose who
you are confirming for and click Confirm.

When unconfirming family members appointments, untick them and click Confirm.

Confirm Family Appointments - Samantha Brown - 000001 - D01
k onfrm Name Date Time D Chair Units Code Confim
| 1f Samantha Augld.14 03008 Dol ol 4 DENT3

Tyler Augld14 03454 HOl o 5 EXD Close
|
|
|
|
ApptDates Stat: 08M4/2014 |~ End: |TGEEGE | v Coath

Appointment List tab

There are new features in the scheduler.

=8 Appointment Scheduler ==l =
v|M9 |2 w3 |2 0/9 2 [Tue Sep3. 2014 E@M IEE @@
Scheduler [ Patient Profile | Wt M= o I
Appaintment List | Recal List |
List Filters Title Appointment Types
Froducer * v [ ] Cancelled
Appt. Date Range
F'rjgm 2 z| To z| Sort By [ Mo-Shows Frint
= Order  Description 2 [ ] Unscheduled
U g . . Remove
[ JUseRange Frem 1 = To [0 = 1 Pat. Last Name [Jasap.
- Pat. Pref. Mame
Code v v []5/Motice Fat. Chart No. [|Planned
T [ Has Email Apt. Date Booked
Ype b W .
Has Congel Apt. Time
Apt. Producer w L] Dther
[ Left Mzg [JLabhere [ | Pt Due B
Fri: Resst
Patient Mame Sts Cate Time Units Producer  Code Email Mot "
Wiliams, Rochele B Jull7,14 09454 4 Dol DENT3 M
Williams, Rochele B AprlB14 10004 0 Dot M
Wiliams, Rochele B Feb14.14  03.00P 4 HO1 HYvG M
“Williamsz, Gary B Movd 13 10:404 3 HO1 hd
Wiliams, Rochele B Apr3, 14 09204 1] Dol M
Total: 71 v
£ >

On the Appointment List tab in the Appointment Book, you have the option to search by Appointment units.
There is a Booked option under Appointment Types.
The list that is generated in Appointment List and Recall List will show a count total at the bottom.

There is a Has Consent tick box for searching. Choosing this will display patients who have the Email Consent
flag set to Yes or is blank.

PwnNE
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FORMS

Forms can be printed in PDF format.

2 Patient Forms =2 = =

Foms | Documents 2

Tab Narm Description Date/Time Modified
DefaultTab Office.pdf Description text for Office.pdf... Aug11,14 04:37P
DefaultTab 0D19-2014081116... Aug11,14 04:43P

1. Thereis a New icon (folder with the green plus) for quicker access to a new Form.
2. You can access the files saved to the Document Manager from the Patient Forms module.

There is an Audit Trail for the Patient Forms that is accessed from the right-click menu on the Patient Details tab.
You can search by date range. You can sort by Patient Name, Date/Time or by User.

Forms Audit List - Jennifer Campbell - 000022 - D01

Code Device I Elatusl I Date/Time Maodified I I U ser I Computer I Device D I I 074 I Itern # Close
MNP0 w0023 Sent Augl1.14 04:08:55F exan wOmas 1002 N 000 2
NFO0 w00 Received Augll.14 04:07:08F exah wiromeas 1002 N (000ms
HFO01 w0023 Sent Augll,14 04:07:45P exan W03 1003 N 000ms
NP0 W03 Received Augl1.14 04:07:53F exah womas 1003 N (000 e

[
Date Range I

From ZI
. 5
Sort By
Patient Marme
(®) Date/Time
() User
Search

Status of the form.

The Date/Time a form was added or modified

The Power Practice User who added or modified the form

The tablet or device used to add or modify the form

Indicates if the form was overwritten. Did the user say Yes to overwrite the form that was sent to the
device?

6. Search on a Date Range

vk wn e
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OTHER ENHANCEMENTS TO POWER PRACTICE
Fee Schedule Updates

There is a fee guide links.

Fee Schedule Updates

Copy Fee Schedule

Adjust Fee Schedule ‘

Update Fee Schedule (RVL) |

Delete Fee Schedule ‘

Load Fee Schedule ‘

Export Fee Schedule ‘

Fee Guide Link |

In Maintenance go to the Utilities tab, open Fee Schedule Updates.
1. Click Fee Guide Link

This will open available fee guides for your province.

*please see appendix on how to update fees for your province

Proposals List
- o]

Search Criteria List Diskails
I I T Statuses ba Include Genera
Bil Dr: Dl Frod : Dl Rating : l:| ® Detaled () Summary
Mew [no status)
Start Date v| EndDate |  [inReview Sart By Save Defatits
Dt
Safp [ [y EdBe | [y [JAcsepted gp:.;t
4. Date
Hame Flant  Dale Desciption Rati..  Stas Frod Code  Tooth Fat Amt s drmt Totdl  Emal A
Campbell Jennifer | 000024 ltm___---__n
gsepi1ia | o EdE pm o zeenl 12 27520 75 20 B 411
Sepl113 | M Delete Dol i 12 nm nm 0.00
Willams, Gary 000026 OeN7P L Toporer oo 71.80 ¥
Det17.13 Chance Status N pm o 4zam 14 3 Erxrs 7180
Wilkams, Gary 000027 Me2213 e o B 401 v
012213 | Recalls o zE 13 550.40 nm 550,40
Det2213 . pmo 8w 13 om om .00
Patient Notes
Willams, Gary 000023 Det22.13 om 7180 v
0eizz13 Ins Details DOl 42341 14 .80 0.00 7180
Brown, Samantha 000033 New2?13 & Print Estimate om 0.0 Y
New2? 13 o pm =M om om nom
Davies. Jeanetie 000034 Mayoz14 | ‘e Emeil Estimate oo 107.00 N
Mapiz14 | {4 Print Pre-Auth Form oM 3En 12 107.00 nm 107.00
Print List hd
SelectPatient | | Cear | | Remove

1. Search Criteria now includes the Producer. Use the asterisk for all or choose from the dropdown
2. Change Status of the proposal from the right-click menu
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User Defined Default Producers

Each user can assign a specific Doctor and Hygeinist to their Power Practice logon. This change will affect adding

new claims in Transactions, Treatment Proposal, adding Office Charges and Treatment and Proposals in the Odon-
togram.

El51@1&?\%

User # 1
Logon ID exan ‘ Password... |
Initials lex i
Name |Exan
Group # 7"‘ [] Supervisor
Defaults
Daoctor : v 1 Hyg: v
User # Logon ID Name
2 Jane Jane
3 DrSmile Dr Smile

Go to Maintenance to Setup and open User Codes

1. Choose the user you want to set up specific producers for
2. Choose a Default Doctor and/or Default Hygienist

3. Click the Save icon to save your changes.

Display Dpl\ons! Defaults !Selt\ngs | Oitho Plan | F\ound\ngl ‘ Save
Transaction Defaults
Ledger Yiews

DefaullView - | Date Ledger v

[ Display Treatments' Descriptions [or Tooth and Surface]
] Show Ledger Motes
[] Show Dffsetting Adjustments in Ledger

Default Fee Schd
Lah Code I
Defaul CmSts: [~
Bppy Patient (Clam v
fpplylnswsnce = [Clam v
Go to Payments _

Doctor/Hyg Defaults
Biling Dr. Selection Default Dr

'
Default Billing Dr : 7 _”

[lefay
Held Dr. Selection Lser's Logon Dioctor

Go into Transactions to the wrench (Options/Settings)

4. Go to the Defaults tab

5. Choose User’s Logon Doctor under Billing Dr Selection dropdown. Choose User’s Logon Hyg under De-
fault Hyg Selection

6. Click Save then Close

NOTE: This will NOT work if the Transactions Setting option is not chosen. These steps will need to be set

for each user that wants specific producers set to their log in.

ORI\ ‘ Group % HENRY SCHEIN® % 17
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Search
e Patient search can use any Contact for the patient

AR Manager
e The AR Manager will show the AR percentage split at the bottom of the generated list

Producer Revenue Report
e The Producer Revenue Report can calculate on Payments/Adjustments

Referrals

e The Referral Statistics now shows the dollar values with a decimal
e Referrals By Statistics now calculates on fiscal year

ERN | Cou % HENRY SCHEIN® % 18
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CHART

) Odontogram - Tyler Brown - 000002 - D01 (P + C) (All Providers ) =N =R ===
D01 - J. Srikes v @’ E’; & @ (?b iz [@ @ @ 9 B L2
B [ 17 [ 18 [ 15 [ 14 [ 13 [ 12 [ n [ a [ 2 [ 23 [ 2 [ xm [ = [ 2@ [ 2
H

Add to Temporary List

Add to a New Proposal
Add to an Existing Propesal

|38 Filter by Provider

[z Patient History
5 Periodontics

&8 Patient File ]
™M 9 Transactions
: Appointment Book

48 | 47 ‘ Document Manager o 38

Bl @ *l-:‘l ) WJ |@| @l& |@(|@|ﬁ|'ﬁ?| . r(_) Gpio Denisy

. Office Communicator
¥ 25512, comp/onlapindiiec &
Y PEERY. COMP OMLAY IND
- 2E214, Comp. Bond, -1 s
¥ 25621E, Comp. Band. .- 25
¥ 25621C, Comp. Band. . - 3
- 25210, Comp. Bond, - 4 5
7/ 25521E, Comp. Bond, . - §
PORC ONLAY BON

Prescription Pad

Patient Recalls

000041
Auglsld | 3221 | N New Appointment

Augls14 | F11m 14 View Appointment List

Patient Forms History
000040

q Email Odontogram

AUQ1574 21211 | 13 Send to Document Manager
Augls 4 | ExAM

—/ 255318, 2 Sulace Elnlay
- 2E531C, 3 Sutace Onlay
¥ 255310, 4 Surface Onlay
LY 25631E. 5 Suace Onlay

Add User Codes to Chart

Chart will now work with user codes. For example, if you need to see surfaces for codes such as Onlays (code
25531), you can now create them in Power Practice use them in Power Chart.

Proposed Extraction Codes

Proposed Extractions will display in the odontogram.

Supercodes

Can add codes that require tooth and surfaces to Supercodes.

Email Odontogram

You can send a jpg of the odontogram as an email attachment through Microsoft Outlook.
Send Odontogram to Document Manager

You can send a jpg of the odontogram to the Document Manager.

Proposal Count
The number of Proposals you have will display on the Proposal tab.
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Proposals
There is a Proposals Work Flow option in Chart.

Right Click in Proposals, choose Options and tick Show Flow Screen after Accepting Proposal.
When you Change Status to Accepted on a Treatment Proposal a Proposals Work Flow box will open.

Proposals Work Flow
Process Flaw
() Pirt () Email (®) Mo
Cancel
() Print (JEDI (@ No
Default
[] &dd Planned &ppaintment
Link Planed Treatments
I [ ]5end ‘Check out' Message I

1. Send Estimate Choose Print to send estimate to the printer, choose Email to send the patient the estimate
by email or choose No.

2. Send Pre-Auth Choose Print to print the Pre-Auth, choose EDI to submit the Pre-Auth electronically to the
insurance company, or choose No.

3. Add Planned Appointment Choose this option to add a planned appointment for the treatment selected
with the option to Link Planned Treatment

4. Send “Check Out Message” to the front

5. Set your options in this screen as Default

SRN | Croup % HENRY SCHEIN® % 20
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Proposal Billing Dr

When adding a Proposal, the billing Doctor will be set according to the Settings in Transactions.

Edit Entire Proposal
Double Click on the Proposal header and you can edit all treatments in that Proposal.

Delete Entire Proposal
You can delete the entire Proposal by using the right click menu on the Proposal header and choosing Undo. You
will get a pop up asking if you are sure you want to delete the entire Proposal.

.-’-‘«ug1514 11m

Patient History and Patient Comments
RX Notes has been added to Patient History and Patient Comments as a Select Site

Add/Edit Treatment Note...
Add Clinical Mote...

Chart in General

Change to Incomplete
Change to Completed

Undo

Select Provider

Filter by Provider

BE P8 o

e

Prescription Pad

Patient Recalls

Mew Appeintment
View Appointment List
1. When you go into the right-click menu and choose Patient Recalls, there is an option to choose Patient

or Family.
2. When you right-click, you can access the Patient Forms History.

1 - F LU TRUIE TR

HASN Anemia

HASRT Arthitis

HABD Bleeding Disorder/Clotting v
Add | Delete Modify Clear Print Close

There is a Clear button in Setup Comments and Extra Alert Codes Setup in the Charting drop down menu.
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Patient History and Patient Comments (Chart)
e RX Notes has been added to Patient History and Patient Comments as a Select Site

PERIO

| Mandidar Left | [ #37 | <@ >
o o0 0

Odontogram

' Patient History

Optio Dentistry

Office Communicator
Prescription Pad
Patient Recalls

ol
o

T 4
EE a4

a5

el
ol

New Appeointment

T

<l |
S
5 ;:::E;.P 7 #
2
2
2
:
2
:
a
‘e

View Appointment List

2
0

.
o
2
=
2

Patient Forms History

Email Perio

Send to Document Manager

Pontics and other Objects will display in the Perio screen
Tooth Conditions will display in the Perio screen
Set this up in the Perio Setting icon and tick Show Objects and/or Show Conditions. (this is a per user setting)

Email the Perio chart to another Doctor or send it to the Document Manager as a jpg

PWNPE
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APPENDIX

AlDErtareeseereessercetsariatsatiatsatiatententensantessestensersensersetsetsatsntsatontestestastessessessessetsessetsetsatsatsatssssstonssssassans 24
Bristish Columbia seseeseereetsescetsatiatancantencansensarsensersensessersassaronssatencsssessessessessensessersassassnssssosssssessessessass 26
All Other ProVIiNCES - tsssetersrtetertatatiriaietersatettiiaietetsatettiiateretsatersttsterstsstetsttsteretsatetstssseretsssesstsaseresrsssens 28
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Fee Guide Help Alberta

Fee Guide Definitions

[year]-AB.upd-Alberta Blue Cross

[year]-UC.upd-Alberta Blue Cross Usual and Customary
[year]-FN.upd— NIHB Fee Guide

ADSC Fee Guide Edit Producer “
[year]-WA.upd-— Child Health Benefit 585 E/[a 5=
[year]-WB.upd- Standard Dental Adult (Emergency) Pl D. (01 | Addess 100 - 1515 Broadway Shiest
_ LastMame | Smiles City Port Coquitlam
[year] Wc.upd Supplementary Dental First Name Jokin Prav. BC w  Postal |V3C 6M2
Middle Narme Practice Busress Phone B04 || 468-6820
Using an Office Fee Guide Ttk Home Phone
e Check and see what fee guide your Doctor uses by [[ree sehedie 0 | oA Licnsett 35234501 [AUze B
. . Spacialist EDI# 1234 coot [ ]
going to Maintenance, to the Setup tab and choose = . _ .. A P |
Producer Codes. inactive Biling Prod |01
. . R . . Producer Last Mame FirstN ame COA License # Aclive
e Highlight the Doctor in the bottom and look in the I T - N A
Doz Doctor-Two John 1" s
Fee Schedule field. D04 New New 1 ¥
HO1 Thompzon Saa N
HO2 Huygiene Biling mom N
Loading a Fee Guide [ ok |

1.

2.

3.

4.

In Maintenance, go to the Utilities tab and choose Fee Schedule Updates.
Choose Fee Guide Link
Highlight the fee guide you want to update and click OK

Under the To Sch: column, type the fee guide that you want to copy to. In most cases the letter
will be the same as the one under the Load Sch: column. Click OK.

NOTE: Follow these steps 2-4 for any other fee guide you need to load.

Copy A Fee Guide

1.
2.

Go into Maintenance, go to the Utilities Tab and choose Fee Schedule Updates
Choose Copy Fee Schedule
Choose the fee guide with the fees you want to copy from in Schedule From and the fee

guide you want to copy to in Schedule To. Click OK
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Adjust a Fee Guide

1. In Maintenance, go to the Utilities tab and choose Fee i Al For Ao | x |
Schedule Updates N o
2. Choose Adjust Fee Schedule Percentage Cancel
Roundi ToN R Fi
3. Choose the Sch to Adjust from the dropdown g;j?lﬁ]pmg .0 P::ZS[ H'ange =
(® Down () Dallar To
4. The Percentage should be 100 plus the amount you ) Round0f
want to adjust by. EX: a 5% increase would be entered

as 105.00

WARNING: This can not be easily fixed if done incorrectly.

Adjusting Specific Fee Codes

After updating your fees you will still need to adjust those specific codes that your Doctor charges
more for.

1. Go into Maintenance, to Insurance, to Procedure Codes

2. Type the code in the Criteria box that you want to adjust and choose the Magnifying Glass (Search
for data)

3. Double click on the code to bring it to the Edit Procedure Code window.
4. Click on the Fee Schs... button

5. Click in the box under the Amount column that is beside the O guide (or the guide used by your
Doctor)

6. Type in the fee you wish to charge. Do not type the dollar (S) sign but you will need to type the
decimal. Click OK. Click OK again which should bring you back to the Procedure Code List.

Repeat these steps for each procedure you need to adjust the fee on.
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Fee Guide Help British Columbia

Fee Guide Definitions
[year]-R.upd-Regular College Fee Guide

[year]-P.upd-PBC Fee Guide

[year]-PE.upd-PBC Bonded Amalgam Equivalent Fee Guide Edit Producer E
[year]-FN.upd— NIHB Fee Guide == =S
[year]-SS.upd— Social Service (Income Assistance) Fee Guide Bt . 01 | Addess 1011515 Broadway Steet
LastName | Smiles City Port Coquitlam
First Name John Prav. BC v Postal V3CEM2
Using an Office Fee Guide Middle Name Practice | Business Phone 604 || 4686820
Title Haome Fhane
e Check and see what fee guide your Doctor uses by going
. | Fesschedue [0 v] coaLicensett [s6234501 %] Use MCB
to Maintenance, to the Setup tab and choose Producer =] . o S
Codes. Spec. Tie RAMOHMSIH N
e Highlight the Doctor in the bottom and look in the Fee Ltnacive Filing Prod {01
3 Producer Last Name FirstM ame CDA License # Active
Schedule field. — e .
If the Doctor bills on a different fee guide than R, when o pocarve o o !
loading the current R guide, you will be asked to | i e o o Y
update your Doctor’s fee guide. o]

Loading a Fee Guide

1. In Maintenance, go to the Utilities tab and choose Fee Schedule Updates.
2. Choose Fee Guide Link

3. Highlight the fee guide you want to update and click OK

4

Under the To Sch: column, type the fee guide that you want to copy to. In most cases the letter will be the same

as the one under the Load Sch: column. Click OK

If you are choosing the current year’s fee schedule you will be asked if

. Do you wish to back up the 'R’ Schedule?
you want to back up the current R schedule. Choose Yes if you are o

loading fees for the current year.

If you use a fee guide other than R on your Doctor,

when loading the R (Regular College Fee Guide) you EX

will also be asked if you want to update the Doctor’s
It appears that D01 may be using the 'O’ schedule. Do you wish to copy

fee guide. o the 'R' schedule to 'O'?

NOTE: Follow these steps 2-4 for any other fee guide

you need to load.
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Adjust a Fee Guide

1. In Maintenance, go to the Utilities tab and choose Fee
Schedule Updates
Choose Adjust Fee Schedule
Choose the Sch to Adjust from the dropdown
The Percentage should be 100 plus the amount you want to
adjust by. EX: a 5% increase would be entered as 105.00

Adjusting Specific Fee Codes

www. PowerPractice.ca
info @ PowerPractice.ca

Ph: 1-888-808-6223
Fax: 604-468-6850
1943 Lougheed Highway, Coq, B.C. Canada V3IK 3T8

Schto Adust oK

Adjust Fee Schedule n

Percentage 105.00 Cancel

Rounding To Nearest Range From
O Up (® Penny [| "

() Dollar To

() Round-0ff

After updating your fees you will still need to adjust those specific codes that your Doctor charges more for.

Go into Maintenance, to Insurance, to Procedure Codes

Click on the Fee Schs... button

A

Type the code in the Criteria box that you want to adjust and choose the Magnifying Glass (Search for data)
Double click on the code to bring it to the Edit Procedure Code window.

Click in the box under the Amount column that is beside the O guide (or the guide used by your Doctor)

Type in the fee you wish to charge. Do not type the dollar ($) sign but you will need to type the decimal.

Click OK. Click OK again which should bring you back to the Procedure Code List.

Follow these steps for each procedure you need to adjust the fee on.

Procedure Codes List

Q|3 3562

iteria Edit Procedure Code
27211 PFMCrown
0K

Search Mode UserCode 27211 Ins. Code | 27211
() Ins. Code Description | PFMCrown Cancel
French Desc. PFM
User Code Ins. Code - "
|2?211 57911 I Fee Schedules and Amounts N Proc.
Description  PFMCrown {Looth s Fee Schs..
Code 2721 1918
Schedules and Amounts 0 RAMQ Info...
i ] 0K
Sch _|amount | Linked Codes...
E R $740.00 A Cancel
1 €740 00
g $740.00 000 Education...
PE $740.00 v
AB $766.30 Chart Info...
$0.00
$0.00 [o: 0
$0.00
$0.00
$0.00
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Fee Guide Help for all Provinces Except BC and Alberta

Fee Guide Definitions

[year]-R.upd-Regular College Fee Guide

[year]-FN.upd— NIHB Fee Guide

Using an Office Fee Guide

e Check and see what fee guide your Doctor uses by
going to Maintenance, to the Setup tab and
choose Producer Codes.

e Highlight the Doctor in the bottom and look in the
Fee Schedule field.

If the Doctor bills on a different fee guide than R, when

loading the R guide you will be asked to update your

Doctor’s fee guide.

Edit Producer “
Sy sy S=YE QL=
Docto ID. M Addiess 107 - 1515 Broadway Street

LastName | Smiles City Part Coquitlam

Fitst N ame John Prov.  BC v | Postsl V3CEM2

Middle Name Practice | Busness Phone 604 | |468-6620

Title: Home Phone
| Fee Schedue [0 v coaLicensent 36234501 [ Use MCB

Speciaist i EDI# 1234 ot [ |

Spec Tile BAMOHMSIE Colar2 |:|

[ Inactive Biling Prod # 01

Producer Last Mame FirsiM ame CDA License Active
D01 ISmies JJon | 3623500

D03 Dactor-Twa John mnm A

D04 Mew New 11 Y

Hi1 Thompson Sara kg

Hoz Hygiene Biling oo by

Loading a Fee Guide

In Maintenance, go to the Utilities tab and choose Fee Schedule Updates.

1
2. Choose Fee Guide Link

3. Highlight the fee guide you want to update and click OK
4

Under the To Sch: column, type the fee guide that you want to copy to. In most cases the letter will be the

same as the one under the Load Sch: column. Click OK

If you are choosing the current year’s fee schedule you will be asked if
you want to back up the current R schedule. Choose Yes if you are

loading fees for the current year.

If you use a fee guide other than R on your Doctor,

e Do you wish to back up the 'R’ Schedule?

e ][ W

when loading the R (Regular College Fee Guide) you
will also be asked if you want to update the Doctor’s

fee guide.

NOTE: Follow these steps 2-4 for any other fee guide
you need to load.
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It appears that D01 may be using the 'O’ schedule. Do you wish to copy
the 'R' scheduleto 'O"?

%4 HENRY SCHEIN® % 28



O/

&'

Adjust a Fee Guide

1.

Adjusting Specific Fee Codes

POWER

PRACTICE

In Maintenance, go to the Utilities tab and choose Fee
Schedule Updates

Choose Adjust Fee Schedule

Choose the Sch to Adjust from the dropdown
The Percentage should be 100 plus the amount you want to
adjust by. EX: a 5% increase would be entered as 105.00
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Adjust Fee Schedule
Schto Adiust 0K

Percentage 105.00

Cancel
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After updating your fees you will still need to adjust those specific codes that your Doctor charges more for.

A S o

Go into Maintenance, to Insurance, to Procedure Codes

Type the code in the Criteria box that you want to adjust and choose the Magnifying Glass (Search for data)

Double click on the code to bring it to the Edit Procedure Code window.
Click on the Fee Schs... button
Click in the box under the Amount column that is beside the O guide (or the guide used by your Doctor)

Type in the fee you wish to charge. Do not type the dollar ($) sign but you will need to type the decimal.
Click OK. Click OK again which should bring you back to the Procedure Code List.

Follow these steps for each procedure you need to adjust the fee on.

Criteria

Procedure Codes List
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27211 PFMCrown

Search Mode

() Ins. Code
User Code Ins. Code
27211 27211

Edit Procedure Code

UserCode 27211 Ins. Code | 27211 £
Description  PFMCrown Cancel
French Desc. PFM
Fee Schedules and Amounts u
Next Proc.
Description  PFMCrown oot Fee Schs...
Code 27211 1918
Schedules and &mounts ] RAMO Info...
7 0K
Sch__|amount | Linked Codes...
$740.00 A Cancel
$L0.00 0.000 =
$740.00 Education...
$740.00 v
AB $766.30 Chart Info...
$0.00
$0.00 fo: |0
$0.00
$0.00
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