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Daysheet

Each day, go to Day-End Reports and print a Daysheet. Selecting a Date Range of today will give you an
accounts receivable total, if you include other than today it will not. Selecting a Practitioner will give
you a separate report for each practitioner, leaving it blank will give you totals and detail for all
practitioners.

Date: 54312012 DAYSHEET Page: 2
FOR 4/30/2012 TO 5/31/2012
BY Your Mame Here
Date Pr  Patient Description Th Surf Arnount |1 Stat
52212 1 Allen, Janet Ins For: 5/22/2012 -60.00 B
52912 1 Allen, Janet Ins for: 4/20/2012 -50.00 B
R29M2 1 Alexander, Catherine"l<ati Ins Far 242852011 -50.00 H
5/2912 1 Allen, Janet Ins For: 472372012 -100.00 B
Bi29M2 1 Allen, Janet Three Root 12 g3300 UP B
52912 1 Allen, Janet Ins for: 4/1272012 -10.00 B
83012 1 Axlund, Eric Surgical Impaction 16 23300 U
52/3012 1 Axlund, Eric Cral Surgery 15 99000 U
Checks 75.00 Grogs Praoduction 5,171.00
Cash 75.00 Today's Adjustrnents -30.00
Credit Cards 25.00 Today's Production 5,141.00
Direct Deposit 700.60
Insurance 775.00
COther Payments 0.00
Sub Total 1,650.60
- Direct Deposit 700.60
Deposit Total 950.00 Adjustments for Prior Day -293.00 <::|
AR Reconcile from receipt adj 0.00
DoctorsiHygienists Production Receipts  Chy Adjust  Rec Adjust MNet Prod Met Rec
Office 5.171.00 950.00 -323.00 0.00 5,141.00 950.00
WMARK DENTIST DDS 4. 978.00 G50.00 -30.00 0.aa 4.845.00 850.00
STEWE DENTIST DDS 0.00 0.00 0.00 0.00 0.00 0.00

Figure 2

The Daysheet lists all charge, payments, and adjustments and their effect on the accounts receivable
total. Daily Gross Production less any Adjustments made today on the right side of the report. Daily
income is on the left. Items such as Direct Deposit and sometimes Credit Cards are not included in the
total for deposit. Adjustments made today for a previous day are listed on the right to reflect their
effect on the accounts total for today. Examine the audit trail for explanations of previous day
adjustments; today’s adjustments are listed on this report.



Day Sheet (Continued)

Note: Adjustments or any entry affecting a previous day are written to the Audit Trail found in
Transactions>UTtilities>Audit Trail

Return of receipts to the payment entity is listed to indicate an adjustment to the patient balance and
the accounts receivable total (last entry on the bottom left). There should be an off-setting entry in your

accounts payable (check book) to achieve balance. This is no such thing as a negative deposit.

At the bottom of the report is a breakdown of production and receipts by practitioner practice total.

Deposit Slip

Most banks will accept this deposit slip if it is stapled to the office blank deposit slip.

CHECKS

AETMA LIFE INS CO DENTAL - Esquivel, Virginie 33.00

AETMA LIFE INS CO DENTAL - Esquivel, Virginie 37.00

AETHA LIFE INS CO DENTAL - Alexander, Cather: 70.00

Alexander, Catherine"Kati - Check:1234...... 25.00

Aiello, Kathy - Check PAFMENT............... 50.00

AETHA LIFE INS CO DENTAL - Alexander, Cather B0.00

CIGHA - BlLEN, GEEUOLT...evveeenerereennnnnn 10.00

CIGHA - B11EN, GLEQOLT. « e e eeeae e e s 149.00

CIGNA - kllen, Gregory.. 12500

CIGNR - Allen, Jamet.... 50.00

CIGNA - &llen, Janet.... 25.00

CIGHA - Allen, JEHET.....evveeenerereennnnnn 50.00

AETHA LIFE INS CO DENTAL - Alexander, Cather £0.00

CIGHA - Allen, JEHET.....evveeenerereennnnnn 100.00

CIGHA — B11EN, JANET ... e.sraneranenreennnnns 10.00
TOTAL CHECKS 850,00
CREDIT CARDS <::|

BIiE1l0, BEBRT. e veaneninsnneennenseennnnns 25.00
TOTAL CREDIT CARDS 25.00
CASH

AlpisSer, J8MES.....ceeieiaenennancatanananns 75.00
TOTAL CASH 75.00
OTHER
TOTAL OTHER 0.00
TOTAL DEPOSIT 950,00

Figure 3

In Settings>Report Settings you have the option to include credit card receipts or now. Direct Deposits
are shown as insurance payments if Post Payments was selected in Direct Deposit. They are deducted
from the total deposit if you selected Post with Daysheet.



Year-to-Date

The Year-to-Date report gives the Net Production and Receipts by year. It can be by individual
Practitioner or for the entire office.

i Select Year

Generate the report for which year? = E'iE =

[ k. H LCancel ]

Figure 4

Select the current year to get a report showing Net Production and Net Receipts for the current year to

the date of the report. Averages are also noted.
Year-to-Date for 2012

Today Month-to Date Year-to-Date
Gross Production: 0.00 276200 16 BB62.40
Same Day +/- Adjustments: 0.00 -30.00 -9,559.80
Net Production: 0.00 273200 6,102.60
Prior Day Production Adjs : 0.00
Total Receipts: 15.00 1,384 60 6,334.20
Previous Receipts Returned: 0.00
Days: 1 14 39
Ave/Production: 0.00 195.14 1586.48
Ave/Receipts: 15.00 93.61 339.40

Same Day Adjustments are adjustments using production codes with the designator A in Fee Schedules.

Prior Day Production adjustments include any activity found in the Audit Trail (defetions and changes).

Previous Receipts Returned are payment refunds using the designators D and R. They include refund of

overpayment, returned checks and anything requiring funds returned from the checkbook.

Current Accounts Receivable: 136,091.01
Portion of AR total still Outstanding to Insurance 591 ,837.82

Figure 4



Selecting a previous year produces a report such as this.

Year-to-Date for previous year 2011

Net Production Net Receipts Average Daily Production

January 4.351.00 5000 870,20
February 7.365.00 800.00 BB9.55
March 8,093.00 0.00 403.80
April 845.00 7200 181.67
May 304.00 20.00 301.33
June 200.00 915.00 40.00
July 70.00 0.00 70.00
August 318.00 500.00 106.00
September 754,00 50.00 150.80
October 349.00 320.88 116.33
MNovember 5,116.00 3,127.80 68 44
December 502.00 B52.75 126.80
Totals 26 512.00 3597 .44 427 B1
Portion still Gutstanding to Insurance: 535.00

Figure 5

Post-Op

The Post-Op report is a helpful way to follow up on patients seen during the day, particularly those who
have had anesthetics or difficult procedures. Select the date range then the procedure range.

i Set Report Range

Beginning Procedure Code: [ 2110

Ending Procedure Code: | 7972 E]

Apply l [ Cancel l

Figure 6

This type of report will be produced. Patients’ phone number are included making it easy to make
follow-up calls.



Date: 5/31/12 Post-Op List for 5/31/2017 to 5/31/2012 Page: 2
Restricted to Codes 02110 - 07972
FOR ¥our Mame Here

Patient Age  1st Phone Med  Treatment
Best Time To Call 2nd Phone N20
Allen, Gregary (4) 52 381-1876 Y 2664
N
Allen, Janet (&) a0 913-381-1876 il 4341 UR
913-219-8905ce N
Aiello, Kathy (2) 55 913-897-4759 N 2381 21,2382 20
(913) 226-1057 cell M
Albino, Felix (5503) 22 (913) 400-3296 N 333013, 274013
N
Allen, Gregory (4) 52 3811876 Yo 214015, 215012
N
Allen, Janet (5) 50 913-381-1876 N 333012
913-219-8908ce N
Auilund, Eric (5463) 44 (785) 218-4138 N 7220 16,7240 15
N

Figure 7

Tracking Practitioner information - The use of wild cards does not affect the single digit practitioner
numbers. Practitioners are recognized as the right most character, wildcards are the left most character.
Using this combination will allow you to display any combination from the practitioner menus provided
they have been entered accordingly.



Data Team DDS Seven

Insurance Claims Tracking
Data Team tracks the insurance claims process from inception of the charge to payment disposition.
Beginning in the Ledger individual procedures are marked as unfiled for payment by the insurance
company “U”. When filled for payment, the “U” changes to “O” indicating it is outstanding for payment.
Once payment is received the “O” is removed indicating disposition of the insurance obligation.
Claims Status

Go to Insurance>Claims Status>Unsubmitted Claims Report or Outstanding Claims Report. This report
lists all procedures in the system not having been filed for payment “U”. It shows you the date of
service, the patient name, the procedures and amount of charge, a complete list of claims needing to be
filed for payment.

Unsubmitted Claims Report

[ —r—mr 2 - o
Dar LATA] (CLRATTED IR DL Paga 1
[N ™ e Bl
— T pir = T e
LNIAONY 0 ddem Gempiry Al P el P - o [T
R 0 Asden, Mk [ om Ao #
AN W A, Detes Py Ens oo 1]
il W e, e Wrogiyimn - S LT [*F- T
NCMNOE ¥ Fsdepes, lem et P om 1M
DG 0 Lesa ks i g P e L1 £ 1]
DRV M Lma Mala e i e e ol (1] wm
SERTEED 0 e bels ¥ bl Plomime Eaa &M
DEOGEY A L Malks i gl Pl o L 1]
NG 60 Lea Melke T e (-] £ 1]
SO A Lk Mk el i Pl L1 &M
DRG0 e Malka By P P ¥ »o
BESDN) ¥ L Mads kel Comg. v m Wmm
DRON) 0 L Maka Pyt ki nm wno
DG A Lesa Mels Fiagmi Al Pt [E a0 L t=]
TEOW) 0 L Msls Arsiprn (e S W 0 o o
DDA A e bals Armayn Jes Gotue 1D Lol [l
LN 0 Lema Dipebes Beminl GluesP X O L] LT ]
SO 0 L Dpsbais T | W& L
TGO A Les Dagsbets g Pigmangy P Qo LR ] Ham
UBREE 0 Lo g Bl Mg P L B0 sm
NN 0 Lema Dipsbain Bl Pasng PaOhas L ¥ o
BIGEr 0 Al Clesbed Thwws fmatl L} o L=l
e T — [Le——r m ra
BTN 01 siclenad, Je [FTT L Y LT T ]
BRETOl 0 e, S Eobptee Ve P Ll
BN N sk, Jeom Erbrtee, Tty 2] Py ol
R Lvmras TounFy L= L]
RGN W Wakess, Tew Froylarey (] (11 ie=]
XA E Asess, Bevp Fermcs Eawm bl i) mo

Figure 1 Claims must be filed timely for payment!

Outstanding Claims Reports



4 Enter the code of the company for which you F

would like to review outstanding claims. If

you would like to review ALL the outstanding

claims, do not enter a code. || E]
Exclude if filed since: | 4/22/2012

Include detailed claim info: “)Yes @No

Sort Report By: @ Date Filed (©) Name
Apply I l Cancel
Page: SnEn2 OUTSTANDING INSURANCE CLAIMS Page: 1
Wour Name Here
FOR ALL CARRIERS
Claeng outstanding over 30 days.

Date PR Patient Description TH Surl Irgur Amount Filed |
10292008 01 Mender, Jose Luis AmnalgareTheee Sufac 4 WOD B0.00 18000 10292008
V22008 01 Mendez, Jose Luis AmabgareTwo Sudsces 5 DO %00 12000 102008
0292008 01 Mendez, Jose Luis Amalgam-One Surface- 31 O B000 10000 102008
30272009 01 Espinoza, Dasmiel k Prophylaxis-Childeen 000 5000 3022009
3022009 01 Espinoza, Dasniel k Topical Appl Fluor € 4500 4500 3022000
IN0200E 01 Coretto, Antkes -y Intraarak-Comnp. oo 10000 3102008
IN0200E 01 Coretto, Antkes Initisd Comp. Exarn 100.00 10000 302008
302009 01 Coratio, Anthea Prophylaxis - Adult 000 8000 30009
3102009 01 Coratio, Anthea Topical Appl Fluor E 4500 4500 3102009
3052009 01 Deaz, Janeth Initisl Ceenp. Exarn 100,00 10000 362009
30520089 01 Deaz, Janeth ¥Ry Intraoral-Cornp 100,00 10000 362009
30520089 01 Deaz, Janeth AmmabgaireTwo Sufsces 1 0L 20 8500 3INE2003
3052009 01 Disz, Janeth Amalgam-Two Sufaces 2 0L Bam 8500 ME2009
3052009 01 Diaz, Janeth Amalgam-Two Sufaces 3 0L B8 8500 ME2009
3052009 01 Deaz, Janeth AdnsbgarrrOne Suface- 4 0O 56,00 OO0 362008
3052009 01 Deaz, Janeth AmabgarreTwo Sufsces 30 OB E8.00 8500 3NE2003
30520089 01 Deaz, Janeth AmabgareTwo Sufsces 32 OB E8.00 8500 INE2003
3052009 01 Diaz, Janeth Foot Planing-Par Qua  UR 156.00 19500 62009
30572009 01 Diaz, Janoth Root Planing-Par Qua LR 156.00 19500 3162009
N300 01 Deaz, Janeth Root Planing-Per Oua UL 156.00 19500 36200
N300 01 Diaz, Janeth Root Planing-Per Ous L 156.00 19500 36200
IN32009 01 Deaz, Janeth AmabgareTwo Sufsces 14 OL E8.00 8500 IME2009
3A32009 01 Diaz, Janeth Amalgam-Ong Surface- 15 0 5600 7000 362009
132009 01 Diaz, Janeth AmalgameTwo Surfsces 16 OL B30 8600 362009
IN32009 01 Deaz, Janeth AmabgareTwo Sufsces 17 OB E8.00 8500 INE2009
IN32009 01 Deaz, Janeth Amabgar-Two Sufsces 18 OB E8.00 8500 INE2009
322008 01 Montan, Brianna Intrageal-Penapical 000 600 RNEB2009

2 Montang, Briann iapical 5 E/2009
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Figures 2 and 3
Outstanding claims for all insurance companies is the default. Entering an insurance company code
results in the information for that company only. The “Exclude by” date defaults to one month prior to
today’s date, since the claims are not delinquent if paid within 30 days. Pick the number of days you



wish. “Detailed Reports” is an alternate format available with additional information. They give all
information necessary when contacting the insurance company. “Date Filed” sort shows the most
delinquent easily while the “Name Sort” shows family members together.

Mark Insurance Disposed

Insurance claims tracking from the Ledger ends when you apply insurance payment and identify the
procedures being paid using the insurance payment code (15). Insurance denied is handled the same
way using Code (16)

Family Ledoer for Adking Karniryn Iﬁ
 Proceces paing fsponse e wvurancs T Kamaym And e 6.
Bry Dent
hount | Ins Est | Balance [I] | |-
77.00 128.00
105.00 233.00
233.00
51.00 284001V
77.00 361.00 U
B0.00 421.00 U
421.00
[ospese | [(oapesaan | ome | 51.00 472.00|0
T T T7.00 549.00/Q
Adkine, Kamnm 30| Insurance filed (PE) 54500
15|Ins for:2/26/12 -227.00 322,00 [
&7 |Ins Adjustment -5.00 316.00
52412 Adkins, Kamryn 30 Insurance filed (PE) 316.00 E
T

Figure 4

The procedures pending disposal screen is activated when either Code 15 (Insurance Payment) or Code
16 (Insurance Denied) are used from the Ledger. Highlighted individual records are disposed by clicking
“Dispose” or “Dispose All”.



Bulk Deposit/ Direct Deposit Disposal
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Figure 5

Bulk Deposit is used when you receive one check for a number of patients. Click insurance carrier
browse to select the company from which the check is received. A list of patients outstanding for
payment is presented. Click on each procedure altering the amount presented if necessary. Once the
total equals the amount of the check, click Post Payments. The payments will be entered on each
Ledger and the procedures are disposed. Direct Deposit works the same way but no check will be
mailed to you. Put the check mark in Direct Deposit.



