Y

Help Articles

Which reports and activities does Denticon
recommend to generate at the end of each
month, and at the end of each year?

/™7

[lnplanet | denticon

DDS


https://www.planetdds.com/product-training/adjust-and-enhance-images-in-xvweb/

Y

Which reports and activities does Denticon
recommend to generate at the end of each
month, and at the end of each year?

Denticon highly recommends to “close out” the data each month in order fo:
« ensure that staff is not able fo financially manipulate past tfransactions
« ensure financial integrity of the recorded transactions data
« ensure that monthly and yearly reports will be consistent

Denticon's “Close Out” function is performed via:
« Click the word “Setup” and choose the “Close Out” option from the drop-
down list
« Using the calendar Date Selector icon, choose the desired “New Closing
Date”
« Click the Close Out button

NOTE: Multi-location organizations are able to close out all locations at once
by checkmarking the “Close All Offices” box before clicking the Close Out
button.

Per the guidance on the “Setup / Close Out” screen, the function is used to
"Close Out" the system as of the date that is specified on the screen. The
office may run this program at any time that is desired — daily, weekly,
monthly, quarterly. The function, by programming default, suggests the
previous date; however, the office may backdate the close out date to a
differently desired date. It is highly recommended that this program be run at
least once a month.

While on the “Setup / Close Out” screen, Denticon recommends to reset
insurance benefits at the beginning of months February through December.

NOTE: Denticon’s Support Team will reset yearly benefits only at the start of
the calendar year which will affect only the insurance plans with a January 1
date, as is indicated in the insurance plan setup as “Anniversary = 1/1." It is
the office’s responsibility to reset insurance benefits for insurance plans which
have a different Anniversary date.
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Denticon recommends to generate batch statements "Reports / Statements"
each month:
« Click the word “Reports” and choose the “Statements” option from the
drop-down list
« Click the Print Statements button
« Ensure all statements are printed to paper before continuing
o If the office uses Denticon’s “Patient Portal” feature, click the Email
Statements button in order to notify the Responsible Parties of money
due to the office
o The LAST step, click the Update Stmt Dates button
o Do NOT click the Update Stmt Dates button until all statements have
been generated via the Print Statements and Print Statements button!

NOTE: More information about generating batch statements may be found in
the KnowledgeBase by searching the term “statements.”

NOTE: Denticon’s team is able to generate the office’s monthly statements for
a nominal fee.

Denticon recommends these monthly reports:

« Reports / Management Reports / Aging-Detail (if the organization is a
single location organization)

« Reports / Management Reports / Aging by Home Office (if the
organization is a multi-location organization)

« Reports / Insurance Reports / Outstanding Claims

« Reports / Insurance Reports / Pre-Auth Outstanding Claims

« Reports / Recall Reports / Recall due/Overdue but Not Scheduled Report

« Reports / Postcard / Recall Postcards for Recall Due/Overdue but not
schedule

« Reports / Postcard / Recall Postcards for Schedule Recall

e Reports / Treatment Plan Reports / Treatment Plan Status Report — Detail

o Reports / Daily Reports / Deposit Slip-Credit Card (to reconcile monthly
credit card transactions)

« Reports / Insurance Reports / Capitation Utilization - Detail (if the office is
a Managed Care/capitation/DHMO office)
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Denticon recommends to generate this report for year-end information:
» Reports / Daily Reports / Executive Summary

NOTE: Some reports have only one date available for the “Report Date” field.

Denticon recommends to generate these reports for the default date in order
to obtain “right now" information on the report. For reports which have a date
range available, Denticon recommends that the office generate the reports

for the desired date range.
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PGID - 77 !
Close Out
This section is used to "Close Out” the system as of the date that you specify below. "Closing Out” will have the following effect on your office.
1. Lock out your office to prevent any changes to the information

‘You may run this program at any time that you wish ( e.g. daily, weekly, or monthly), and you may even back date the close out date (e.g. set the new close out date for yesterday). However, it is recommended that this
program be run at least once a month

Last Closing Date - 11/30/2014

I New Closing Date: | 1/1/2015 |21 |

[ close All Offices
CloseOut  Cancel
Resel insurance benefits
This section is used 10 "Resel Insurance Benefils” of all patients in this office whose insurance plan anniversary month is equal to what you specify below.
Reset insurance benefits for| Jan v
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Close Out
This section is used 1o "Close Out” the system as of the date that you specify below. "Clasing Out® will have the following effect on your office
1 Lock ot your office to prevent any changes 1o the information
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This section is used 1o "Reset Insurance Benelits” of all patients in this office whose insurance plan anniversary month 15 equal to what you specify below.
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Statement PGID - ¥7 %
Statemant Date yizois |8
Respansibie Party Range Last Stmt Date 11/30/2014

Start Name Saarch Last Close Out Date 11/30/2014

End Name 72772 | imanich || Exslude accounts whers statemsnt was sentwithin last 0V days.
Account Batance Over | 5.00| ] Exciuds acoounts where patent partion is paid & insurance porion IS expected

Only Paper | Only Email | Email & Paper [] Exciude patients Sent to Callection
[include credit Balances OF by Resp.Party Lastname
s i O soet party 100 ["] No Type Defined =
| Suppress v/ .|
- St by S Exclude Responsible Party Type Cleash

|_., Hide Inesurance Shares [ Coltections W
[T Hide credic card Section
Maximum 100 characters per MesSage
General Message Current Message
You wan naw pay your Bill anline; Sign Up your responsible party email al yourdenbislofTice.corm | W apprecialt your prompl payments,
Remaining Characters: 5 Remaining Characters: 65
Over 30 Message Owver 60 Message

Please remit payment today. ‘ Your account is 60 days overdue. Please remit payment or call office to discuss your balance.

Hemaimng Characters: /3 Remainmg Characters: §
Ovor 90 Message Over 120 Message

Your account Is 90 days overdue. If payment not recetved within 5 business days, it will be referred

ons. Please call B00.5

¥our account has been referred to coll

Remaining Characters: Remaining Characters: 28
Note: Please update Statement Dates after Prinbing agd Emailing respective Office Statements.
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