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CONFIGURATION

Services

Please note for any of these changes you may need to be logged in as a SUPER user or an
Administrator.

Adding Services

1. From the ‘Configure’ menu, select ‘Services’.
B EXACT Professional <5232650>

File View Tr Confi Tools Window Help

9

1 i]@ i Appointment Book...

Patients Appointments Re

Email Templates...

Patient File...

Patient Payments...
Patient Query Templates...
Customise Workspace...

3D Charting...
Custom Screens...
Prescription ltems...

o Semices.
At the bottom right hand corner of the screen click on the E

2.
3. This will bring up the ‘Add service item’ screen. Enter a code for the new service
Please note you can only use a code if it is not already present in the system.
Code [ ] prcingMethod [Perttem  ~  DlAskfor Quantity
Description [
Denips | Fees | Notes |
Ghart Graptio Mere | [SeiGamin
FP17/0 Data Set Auto
Graphic i | Seleci Graphic |
Invoice Summa
Watch Type N
Denplan Category None v
DMF Category - Custom Screen || [Popup disabled |
Failure Category Stock Items
Active Gode OList as Stack ltem [ Discount allowed
M List in Chart Tab Number in Siock Full Stock Number
Only for Provider ] Baroode Number lZ||:||Z|

Appointment Book

Categarics
CList in Appointment Book Quick Services

Appointment Length Payor Code
Code

Demtist [T [ [ TTT T T [TTTT T T T T
Hygienist | 7T 7T T T TT T[T [T [T TTT T T [T

Ohr 20 40 w20 40 2w 20 40 3w 2 40 4
Start Time: 00:00 Length: 00:00

[ ok ] ‘ Cancel ‘

4. Enter a description and select the Pricing Method. If applicable, tick the ‘Ask for Quantity’
box.

5. Configure the Details Tab information as necessary, i.e. selecting the price code, graphic
and colour for the service and add it to any required category. These options control
what the service will look like and how it will function.

6. Next click on the ‘Fees’ tab and enter the pricing information as appropriate.
Enter the price in ‘Price 2 (Default)’ field as this.is

up the prices for charting.

EXACT
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2k Smricn b

Code Pricing Method | Per lbem ~ Ok for Quantity

Desscripti |

Detsils Feos | Notes |

[ Editing of fee on chart is disallowsd

Foe Schedul R ClLab tem
Stack Cost Price 0.00

Price 1 Price 2 (Default]  Prics 3 Time Service Gost
Fer ttam [ ooo| | noo| | oo loooo | [ 0.00

o]
7. If required, click on the ‘Notes’ tab to enter ‘Clinical Notes’ or ‘Invoice/Estimate’ notes for
this service.
Please note that this will show for all patients the service is charted for — you can still edit
the invoice/estimate and clinical notes on the chart tab.

Add Servioe Hem

Cods Pricing Method  Per ftem v DlAsk for Guantity
Dascription
Dotails | Fess  Notes |

Glinical Notes - Will not print on the patiant’s. stationary

If there are any clinical notes which have to be entered when this code is
charted enter them here.

Invoice/Estimate Notes - Print on patient's stationery

If there are any notes that you want to print on the patients invoice/estimate when this code is charted
enter them here,

o ] @ comm |

8. Pressthe \L button to create the new service. This will return you to the ‘List
Service Items’ screen.

EXACT
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https://www.youtube.com/watch?v=C7zP0_6qPgI

Amending Service Fees

1. Go to Configure > Services

B EXACT Professional <5232650>

File View T ions  Admini: | Configure  Tools Window Help

Appointment Book...
Mzem %y E‘O Y n! Email Templates...

Patient File...
Patient Payments...
Patient Query Templates...
Customise Workspace...
3D Charting...
Custom Screens...
Prescription Items...

2. Locate the service you wish to change the fee of — you can do this by scrolling through

the service list or entering the services code into the bottom left hand corner
L

Code

3. Doubile click on the service and it will open the ‘Edit Service Item’ screen.
4. Click on the ‘Fees’ tab

Edic Service bem

Sort by code | [Exam

o —

Devaits  Fees ) Notes |
e

Prcng Neted [ (I accircumny

cncen— G I SSGHaE
FP1TIC Data Set Examination v Auto
Graphic ® | Seloct Graphic |
Invoice Summary
Wiatch Type
Denplen Catagary Hone - |
DMF Catagory Mona v Cusiom Screen [EXAM | Fopup disabled ~|
Failurs Category Stock ltams
Aative Coda List as Seock e 0 Discount alowed
F4 List in Chan Tab Mumber in Stock 0 Full Stock Number 0
e — e
Appointment Book Categaries P T
[ List in Appointmeant Bock Cuick Senices B
Appaintment Casegory Friority 2 [
il S o CE—
Code EXAM
E‘N [ [T 1T T 1T |
Hygerist | [ [TLTT] [T 111 | ] |
[CT) 40 1hi E) o 0 Kl n 0 a0 A
Sari Time: 0000 Lengh D000

From this screen you can change the price of the service in the ‘Price 2 (Default)
column.

Edit Service ltem

Sort by code | [Exam Pricing Method [Perliem | Askfor Quaniiy
Description |Examination

Details  Fees | Notes |

[JEditing of fee on chart is disallowed

Fee Schedule OLab ltem
Stock Cost Price 0.00
Price 1 ‘ Price 2 (Default) Rrice 3 Time Service Cost

Repeat for any other service

EXACT
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Adding Services to Categories

1. Have the required ‘Edit Service Iltem’ screen open. This is done by locating the service
item in the service list and double clicking on it (please note if you are on the service list
on the chart tab you will need to right click on the service and select edit)

Sort by code ~| [cHRONPI | Pricng Method ParPlan 0 Ak for Cusanty
Description Chroric Pario (Visit 1 of 3)
Duotalls | Feas | Motes |

Chart Graghic Nows [l St Colour..

FP17/0 Data Set Scale & Palish v Auto
Graphic ] Salact Graghic
Inoioa Summary ]
Watch Typa [
Denplan Catagary Mone hl I —
o Camry  tors - omssen | Pt
Failure Category [ | Saock lems
Active Code List 25 Siock hem (] Discount allowed
& List in Chart Tab Nismbexr in Sizck: 0 Full Stock Number [0 |
T
Appointment Book
[ List in Appaintmant Baock Quick Services
o O
Appointment Length Payor
Code
|DW'! LLLTTITT]rd [IRANANEN LTI LITTITITd
Hygieniat [T [T ITTTTTTT] I
e 20 40 e A 4 2w A #H W N LK
Siat Tima: DO0D Length 0000

Some inkis camot be edied became thn 3ernce iem s used for he MRS

M 1 A

2. Click the ¥ | icon to the right of the ‘Categories’ field; this will open the ‘View Service
Categories’ window.

Wiew Service Categones

Base T.PL. Descripton |rd

“Comversions Dapt
“Extra Appointmants
“Favourite Base Charnt
“Hyglenist Servioas
“Private Foe List
-Custom Soreens
==NHS BELOW==
Anaasthatics
Assessed Fess
Bridgas

Care Pathwoys
Coonsenation

Dantura Rapairs
Dizgnosis
Digmiciliany
Favourites
Incampletes

Inksys & Crowns
Miscallaneous
Oreasional Trestmant
Chrthwodonitic:

PDE

Pernodontio v

OOO0O00O00O0000O00O0O0O000O000O®ROO
EONMNERDORMOMNBERROORBDRREORDO

EXACT
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3.

4.

5.

. : , , o +1
If the category that you would like to add the service to is not in the list click on the

in the bottom right hand corner and you will see the ‘Add Service Category’ window.
Give the new category a description and select whether it is for base charting or

treatment then press oK

Add Service Category

Description “
Show in Treatment Plan List
[ Show in Base Charting List

OK Cancel

Ensure the category you would like to add the service to is highlighted and press

T |

You can add a service item to as many categories as you like. In order to add it to more
categories follow steps 2 and 3.

Removing a service from a category

1.

Have the required ‘Edit Service Item’ screen open. This is done by locating the service
item in the service list and double clicking on it (please note if you are on the service list
on the chart tab you will need to right click on the service and select edit)

Click on the category you would like to remove the service from in the ‘Categories’ field

Categories B/

=

Click onthe = on the right hand side and select LS

Adding a Category to the Chart Tab

You can view a video guide using the link below:

https://www.youtube.com/watch?v=zSxtG|Ev0JY

Configuring Quick Charting
Quick Charting is the hover box which displays a list of selected services when you move your
cursor over the tooth chart.

1. Go onto the chart tab of a test patient
2. Hover over the tooth chart and you should see the screen below

10



https://www.youtube.com/watch?v=zSxtGjEv0JY

.Base

Treatment

. This tooth has no charting

3. Right click on the yellow bar and select Configure

Base

9

This tooth has no chartin
‘ Configure |
k]
Hide Quick Chart Menu

ne

tarmnar Qonnart Qo
4. To add base items double click on them from the list on the right. You can move them

around by dragging and dropping.

ClearAll | Auto Fill Base |Treatment | Quick Plan |
09% of charted items covered by menu | All w
4 Service Code Description

# {2} Fractured Tooth
#H {12! Hairline Fracture

£ *FTA Fd Broken Appointment Fee S
*LATE £ Late Cancellation Fee

Base x Diagnosis x | + *NOTE-GEN [ General Note
*NOTE-TS  [# Tooth Specific Note

5. You can add up to 27 services to each tab to increase the amount of services you can
add click on the triangle in the top corner of the selection window and drag as required.
6. Click onto the treatment tab and repeat step 4.

OK

7. Once you are happy with your Quick Charting set up click on

Adding Quick Plans

You can view a video guide using the link below:

https://\ww
EXACT
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https://www.youtube.com/watch?v=I1xWJ8pA-gY

Creating Consent Forms for Clinipad
You can view a video guide using the link below:

https://www.youtube.com/watch?v=aHySeMtlIGY

Adding Quick Notes

You can view a video guide using the link below:

https://www.youtube.com/watch?v=c55dncYoJoY

Adding/Removing Tabs in the Activity Area

You can view a video guide using the link below:

https://www.youtube.com/watch?v=bCd0inrNeGM

Creating Custom Screens
You can view a video guide using the link below:

https://www.youtube.com/watch?v=to6fbkM5kXE

CHARTING TREATMENT

Moving Patients to the chair
You can view a video guide using the link below:

https://www.youtube.com/watch?v=xhvm6ssc1d0

Recording BPE
Adding the BPE

1. Once you have opened the patient record click on the ‘Perio’ tab

1
2. Click on the +_ under the lower window on the left hand side of the screen
3. Use the check boxes and drop downs to record the patients BPE

EPE

Bleeding H O O @

R~

BPE Grid

~ ~

Bleeding O 0

1
Notes 3 g -

4

X

1

2

3

4

|

4. Once you have completed sele


https://www.youtube.com/watch?v=aHyS6MtIIGY
https://www.youtube.com/watch?v=c55dncYoJoY
https://www.youtube.com/watch?v=bCd0inrNeGM
https://www.youtube.com/watch?v=to6fbkM5kXE
https://www.youtube.com/watch?v=xhvm6ssc1d0

BPE Shortcut

In order to add the BPE score for a patient follow the steps below:

H

1. Click onthe -~ | button on the patient tool bar

2. Use the check boxes and drop downs to record the patients BPE
BPE

Bleeding & O (7)
BPE Grid ’ e

Bleeding [ O

Notes

ok

3. Once you have completed select

Cancel

FIEEE D B
® ® ® ®
O
= <
>

OK

Treatment Planning
Opening a Course of Treatment

1. Go to File > Patients
B EXACT Professional =¢
File View Transzaction:

Education... E!

Or click on the patient’s button on your workspace

1 .

Patients

Click onto the ‘Chart’ tab
3. Underneath the tooth chart to the left hand side click on +1

] Ao (el
” HO B =

n

LR




4.

o

© N

On the ‘Create Course of Treatment’ screen select which payor the course of treatment
is for. If it is a Private course of treatment please the field blank. For any other payor you

will need to click on the button to the right hand side and choose from your available
list.

Create Course of Treatment

Description ‘Course of Treatment 1604 ‘

Number of Appointments D

Planned Colour . Set Colour... I"\5
‘Do Not Charge' colour . Set Colour...
OK Cancel
OK

Once you have selected your payor click on

If you are not logged in as a provider you will need to enter the dentist, hygienist etc.
initials into the ‘Provider’ field — you can use the list button view all the available
treatment providers at your practices

Select Provider

Provider | — | =
Fee Schedule DEF1
%
OK Cancel
OK

Click
Your Course of Treatment will now show on the chart tab underneath the tooth chart

(=]
rJ

|
a I}, i) 7 & =) 4 3 1 1 3 4

D

LR

& | ad H | +1

14 5



Charting Treatment

Once you have opened a Course of Treatment you can begin to chart your treatment

1. Select an item from your quick charting or double click an item from your service list. The

service item will now appear on your course of treatment

L
: Do O P P P e i) e o] B |[Q]Al v O
s} s 7 6 & 4 3 3 1 1 3 3 4 & & 7 = B 77 EsMm S
: (e Lo e g P i ] e P o] ¢ 7 Eswa Avt
© EX05 Rer
LR w | EX10 10n
® EX15 151
* 3 H 1 Misc. COT 1604 " | 00:34:55 (& EX20 204
OOCM  Course of Treatment 1604 0.00 ||& EX30 30
23/03/20 O {7} EXAM, Exam £STOCK 00:00 SO &2 _EXAM ., Exam |
@ EXC1 Exam I
@ EXC2 Exam |
@ EXC3 Exam |
& EXCH Child E
2. Double click on the service in the COT window
Edit Chart ltem: EXAM- Exam
Provider £STOCK Fee Schedule DEF1 |
Planned Date 23/03/2020 Price Code Price 2 (Default) ~
Estimated Time i_<DD:UD Fee iii_< 0.00 S
Completion Date
Actual Time 00:00
Last Edited By SOEUK
O Do Not Charge
i
@Dtﬂl Invoice Notes ]
el
| NCS 1

<<

Clinical notes will not print on the patient’s invoices and estimates

You can then do the following:

i.  Add an estimate time that the service will take to complete

ii.  Add any clinical notes/invoice notes

NCS 2

Please note anything added to the Invoice Notes tab will appear on all patient

stationary e.g. estimates and invoices.
iii.  Add or amend the fee for the item

3. Once you are happy with the changed select OK

4. Repeat for all services that you need to add to the COT

15
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Adding Appointments

If you are planning a COT where multiple appointments will be required you can add
appointments to your COT screen to break up the service items and make them easier to read.

1. Once you have added a service item to your COT right click on white space on the COT
window and select ‘Add Appointment’
Course of Treatment 1604
20 [J [?2i EXAM, Exam £5

Add Appointment Ik

Paste
2. The appointment will appear underneath the item you have already charted. To move

this service item into an appointment left click and hold down on and you will be able to
drag this into Appointment 1

d H 1 Misc. COT 1604

]l Course of Treatment 1604
23/03/20 m §J EXAM, Exam

L] Appointment 1

5,

34 | H | *1 Misc. COT 1604 |
/@ Course of Treatment 1604

L] Appointment 1
23/03/20 m &¥ EXAM, Exam

[

3. Repeat step 1 for each appointment you need to add charting your services as you go.
Marking Treatment as Complete

Once you have completed a service on a patient you will need to mark it as complete in Exact.
You can do this by click on the check box to the right of the service.

H |1 Misc. COT 1604

e of Treatment 16l
B EXAM, Exam

Please note: treatment should be ticked as soon.asit'is completed as Exact picks up the
completion date from the day the service item is ticked.

16
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, Ch
Once you have marked treatment as complete you will need to select <

This will lock the completion date and fee for this item and send the required payment to the
reception departure work flow.

Once you have charged your treatment if there are any future appointments you would like the
reception team to book you will need fill out the screen below which will display once you have
charged the first appointment through.

Appointment Workflow

Please select the appointment(s) that must be booked today.

Select All
i_ook Appointment 2 jj, ik,
Expected Length{/00:30 |} Booking Interval( |/ day(s)
@) ),
FCO LR7 MOD

Notes || |

i. Add atick in this box if you would like the receptionist to book this appointment.
ii. Add the length you would like the appointment to be
iii.  Add how many days in the future you would like the appointment to be.

. . . Close
Once you are happy with the information entered select at the bottom of the

screen.

Recalls

Depending on your recall set up you will be prompted to set a recall date for your patient when
charging treatment. The recall date should automatically set to the default recall interval chosen
by the practice.

From the recall prompt you can do the following:

Set Recalls for New Patent

Dennist Reca Change to | .
0 TEST complet Q Will allow you to not advance the recall date.

Add Hygienistrmcer—— SArIes wete

Set Becalls for New Patient
- —

Dentist Recall Leaveas Tl
[«. TESThas ma
al

Will allow you to advance the recall date to the
suggested default.

1 5
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1. If you would to amend the recall interval from the default click on ‘Dentist Recall’ or
‘Hygienist Recall’ and you will see the screen below:

Edit Recall Detail: Notes "Notes

Dentist Recall ® Change Recall To  [{Use Default Recall Vaiues,
Date 23/09/2020 G-
Interval 6

Service EXAM
Length 00:30

Provider ~ £STOCK
O Do Not Recall Patient

Recall History | History Last Seen By £STOCK

£STOCK 6 Monthly. Due on 23/09/2020 for EXAM (30 mins)

Cancsl
2. Untick ‘Use Default Recall Values’ and you will then be able to edit the recall interval,
service and length as required.
3. From this screen you can also set the patient to ‘Do Not Recall Patient’ and this will stop
them receiving any recall communications.

Viewing Treatment History
To view a patients full treatment history first go to the patients chart tab and follow the steps
below:

1. Underneath the tooth chart to the left hand side click on H

UR

30 0 0
Lo O e PP e

- 36@*1 Misc.l }
Misceitaneous ltems

2. This will open the patients treatment history broken down into three sections Base Chart
items, Historical (items which have been charged) and Uncharged Treatment (planned

A

work)
O Sort by Date " mmm@uﬂ:ﬂ@m_@p—?ﬂ D}QD}(ID?(ID}(ID;—GMW
O Sort by Tooth No PR =SS = (== === s R
@® Sort by Plan

@ Date Provider ~ COT Invoice = Tooth Number

Base Chart
Historical

- Course of Treatment 1028 - Private -
- Course of Treatment 1563 - Private -
- Course of Treatment 1579 - NHS -

ged Treatment

Course of Treatment 1604 - Private

3. You can sort this screen in three ways:
i.  Sort by Date — this will show you the treatment in date order with the newest
work showing at the bottom.
i. Sortby Tooth No - this will show all service items grouped together by tooth
ii.  Sort by Plan — this will show all service.items grouped together by which Course
of Treatment they were completed on.

1 5



Removing Incorrect Base Charting (Voiding)
Voiding treatment from the tooth chart

1. Go to the patients chart that you wish to edit
2. Hover over the tooth to find out the precise code that was used originally

plan

D¢

Baze Diagnosis

The code that was
charted will show in
this box

31-08-2018 MISS LR8
Missi

nn-an——
3. Highlight this in the Base Chart service list

Service List  Base |

'@ ||*Base Chart +| OSort by payor code
L/

"t RCT RCT - EXISTING

| RZ

i Z MISCGELLANEOUS

a =< Dirifted Right

LI Drifted Left

= el Closed Gap

E CARRIES Existing carries

CAV Cavity

A DIs Discoloured

Eﬂ ERUFT-EXFOL Unerupted or exfoliated teeth
1M Impactad

A Missing Tooth

W OVHNG Owerhang

FE PE Partially Erupted Tooth
ik RR Retained Root

[C] SUPER Supemumerary

wWow Watch This Toath

wWe WWE Watch Fracture

Ws WS Watch Stain

W CARES Established Caries Present

4. Click onto the tooth in question and this will remove the incorrect base charting on the
patients tooth chart.

EXACT
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Voiding treatment from the patients history

1. Use the steps in ‘Viewing Treatment History’ to access the history window
2. Scroll up to find the base charting section and highlight the item you want to remove

Tooth Hictory
& Sof D
1t by Date i 0 O T
) Sert by Teoth Ne 5 1 = = S = S e G kI Show All
O Sart by Plan
E @ Date Provider  COT Invoice =1 Tooth Number Particulars Fee Pan
2B-08-2018 X Missing Tooth
20-08-2018 ESTOCK (%] R4 MISS,  Missing Tooth
20-08-2018 ESTOCK [ UR2 MISS,  Missing Tooth
B Historical
21-08-2018 ZH [ AUTONOTE, Note 0.00 LK
B Clinical Motes:  Botox )
25-08-2018 ESTOCK 1206300 22852 7] 0101, Examination 1850 18
Cusiom Screen:
25-08-2018 ESTOCK 126300 22852 m UR& 5201, Extraction (Occ) 32.00 32
Custom Sereen: LA Used
Cartridges Usad 0.0
29-08-2018 DO 126802 22804 0 @B URS B1,  Bridge Preparation & .. 10000 10
= Uncharged Treatment
258-08-2018 E£STOCK 126301 m UR2 5201, Exiraction (Coc) 0.00 Q.0
Custom Screen: LA Used
Cartridges Usad 0.0
20-08-2018 ESTOCK 128302 @ LR4 BMW, Maryland Wing 10040.00 10
28-08-2018 ESTOCK 1206302 [ ] LR4 BM,  Metal Bridge 187.60 18
PO-NA-2N1R  FETONK  12RAN7 & | R4 ©CROWNS - FYXISTING DEM NN e ¥
Voa [FF7] e | Dshowvod Samen 1 aEE

Close
in the bottom right hand corner and this will remove the charting.

THE PERIO TAB

Classic Perio
Configuring classic perio

Void

3. Then click on

From the patients file select the ‘Perio’ tab you will see the options below

Wide screen options @ Separate tabs O Combined Upper/Lower tabs

1. Separate tabs will allow you to record perio on the upper and lower arches on separate
tabs

Upper | Lower | Plaque/Bleeding |

2. Combined Upper/Lower tabs will allow you to record perio on the upper and lower
arches on the same tab.

Upperﬂ_mrl Plaque/Bleeding |

EXACT
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1. Go to the Perio tab

2. Click on the 1 at the bottom of the top window to the left hand side
3. You can now begin charting from the R8 — L8 on each of the arches
i.  You can type numbers in to chart the pockets and recession. If the number is
above 9 you will need to click on ‘+’ on your keyboard followed by the number
e.g. 15 is '+ followed by 5 — these will show in blue.In order to chart an
overgrowth press the —* key on your keyboard followed by a number these will
show in red..
ii. To add Furcation you will need to click on the triangles. One click will give you
grade 1, two clicks grade 2 and three clicks grade 3.
iii.  To chart Suppuration click ‘s’ on your keyboard and to add bleeding click the ‘b’
key.

& 7 6 5 432 1 1 23465 & 7 8
Poc [B12 556 658 250 445 - === —== ~o- <om s - wem om0 - |

Rec [--- - oom oo e o - |

2. From the User setting screen click on the box next to ‘Use single screen perio’

Chart
U Hide charged chart items
U Hide uncharged treatment in history
O Auto TC when course charged
[ Auto-Create Course of Treatment

Default Number of Appointments El

U Prompt for provider when charging
[ Prompt for date when charging

[ Chart using 16 surfaces

Use single screen perio

3. Click onthe = icon on.the tool bar.




Configuring single screen Perio

1. Go to the 'Perio’ screen on a patient file

2. Click on the % in the bottom right hand corner
3. On the screen below you can set the way that you chart including the order in which date
is entered, attachment level threshold and recession data.

Configure Perio Chart

Order of data entry ﬂ

Attachment level threshold = 4 ~ and over.

Enter recession data: s
® Immediately after each pocket depth point
O After each quadrant
O After all pocket depths have been charted

[ Skip the 8s

Choose the order each piece of the dental arch is
entered by selecting its position from 1st to 8th.
Choose the direction that piece is completed in
by clicking on the blue arrows.

Using Single Screen Perio

1. From the Perio tab click on the 1 beneath the top window on the left
2. Add a title for your perio charting
3. From the chart you can add the following
i.  Mobility — Click on the field; one click is 1,two clicks is 2 and three clicks is 3
ii.  Furcation — Click on the field; one click is 1,two clicks is 2 and three clicks is 3
iii. Plague — Click in the field
iv.  Recession and Bleeding, Pus & Pocket Depth — add numerical values
v.  Attachment — will automatically total from the recession and Bleeding, Pus &
Pocket Depth.

I —

UR8 | UR7 | UR6 |

Mobility
Furcation I
Attachment |
Recession |4 & 4|5 |5|56
Plague + +

Bleeding, Pus &
Pocket Depth

Buccal ttl/l \]jﬂ \m [

4. Once you are finished select L and your charting will be saved.

2|8 5/5|5|5 |5
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THE MEDICAL TAB

Updating the medical history
Updating the Medical History with Clinipad

If you are using clinipad your patient would have filled out their medical history form on arrival.
When you move the patient to the chair you should see the pop up box below

7 5
+ Med History 24/03/2020 £5TOCK Update MedHist Mark as Reviewed

L\x’ Habits & Lots of fizzy/acidic drinks  &# Recreational drugs
Warnings %" Bruising or persistent bleeding 4" Do Mot Recline % Warning Card
Heart o Pacemakerfitted % Angina
Chest %" Pleurisy % Chest Surgery
Blood % Abnormal Blood Test &% Other blood conditions ## Hepatitis B
Allergies %" Penicillin % Eczema #* Aspirin
Other %" Acid Reflux or Eating Disorder ##* Past serious or infectious disease #* Epilepsy #% Artificial Joint

Add Mote

From this window you can do two things:

1. Update MedHist — this will need to be pressed if the patient remembers anything that
they did not add when filling in the clinipad.

2. Mark as Reviewed — If there are no changes required and you have confirmed this with
the patient click Mark as reviewed. This will save a line entry on the medical history tab
with the date that you reviewed it.

Updating the medical history from a paper form

If you are working with paper based medical history forms when the patient arrives you will see
the box below:

' B
s Med History Update MedHist

There is no Medical History information stored against this patient.

[

Add Mote

L%

From this screen click on ‘Update MedHist’. From the medical history window select all that

_ S
[J Reviewed by at the bottom of the form then select =

apply and put a tick in
Please then scan the paper form into the patient file using the steps below:
1. Click on the contacts tab

2. Click on 3" |in the bottom right hand corner
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3. From the screen below select the scan type — if your medical history is only one page
select ‘Single Page Scan’ and if it is more than 1 select ‘Multi-Page Scan’

Scan Type

Select a scan type:

Single page scanning allows you to scan one page at a time.

C Multi-Page Scan

Multi-Page scanning is a feature that allows multiple pages to be scanned
as a single contact record.

| OK | | Cancel ‘

4. From the screen below select the paper source from the drop down (this is whether you
will be using your flatbed or feeder) and choose the picture type — | would advise to use
Black and White as this will be a smaller file.

2 Scan using OKI-MB562-AE3C57 b *

What do you wantto scan?

Paper source
| Flatbed "

Select an option below for the type of pichurs you
s 1 sean.

) Calar picture
Owsderin

fe piciure of teit

{2 Custom Setiings

ou can also!
Adijust the gualiy of the scanned pichue

Page size: [LegalB5A 14nches [216%3% | | Peview | [ Scan || Cancel

5. Clickon Sean |
6. You will see the screen below:
I.  The date will automatically generate to the date you are scanning the item in. If
you need to backdate this you can.

II.  You will need to enter a description so that people can easily identify the
document is.
lll.  The creator will automatically be set as the person who is logged in when the
scanning is taking place.
IV.  The category will automatically set as the first in your list. To change the category

click on the EI button and select from your available categories.

Corntact Information
Date 1902015
Description
Creator CONV
Category (=]
OK . Cancel %

PATIENT EXPERIENCE




Medical Notes
Adding a Medical Note

1. go to the ‘Medical’
2. Click on in the top right hand corner

3. Enter you notes in the text field below, you can also chose the con that is relevant for
your note.

Add Notes

Entry Date 24/03/2020 [ Pop-up Note

Entry Time 09:08am Colour _

Notes
BE® &0 =0 20O ¢0O ®wO (@]

4. Once you have finished your note select

5. This will then save a line entry on the medical history.

Setting up Medical Quick Notes

If you have medical notes than you will frequently need to use it would be handy for you to set
these up as Medical Quick notes

1. Go onto a test patients file

2. Click on the ‘Medical’ tab

3. Click on in the top right hand corner
4. On the screen below select the +1

Add Notes
Entry Date 24/03/2020 DIPop-up Note

Entry Time 09:13am Colour Yellow -
EestBy  £STOCK | Ppg G|
Notes

B® #0 O t0 ¢O @O0 Q

=

B O 1

[oc ] | coat

5. On the new window that opens below add a description then add the main body into the
‘Notes’ section

‘Add Quick Note
Description | |
g, L 1
OPop-up Note

o it

| Popup Options..._|
Notes

[ o« | camcel |

6. Once you are finished cre
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Using Medical Quick Notes

Add Note

1. Go to the patients’ ‘Medical’ tab and select
2. Click on it in the list of the left

Add Motes

Entry Date 24/03/2020 [ Pop-up Note m N

Entry Time 09:13am Colour

Notes
BE® &#OC <0 20 &0 @O O

. [ ]

| ok | ‘ Cancel ‘

3. Click on the == to add it for the patient.

OK

4. Edit as required then select

Medical Alerts
Adding Medical alerts

1. Go to the patients ‘Medical’ tab
2. At the bottom of the screen you will see the icons below

+ L1 Alert
L] Infectious

3. Click into the relevant box to add an alert to a patient
Viewing Medical Alerts

On the patients tool bar you will see the medical history ‘+’. The icon will show in different colors
depending on the alert set:

+ No Medical Alert Set

+ The Alert box is checked or both the Infectious and Alert box are ticked

The infectious box is checked

EXACT
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NHS

FP17
When you TC an NHS COT you will need to fill out the FP17 form which contains the following

I.  Performer and Contract — this is the dentist that is claiming the UDA’s and the contract
number they are claiming under.
II.  Treatment Incomplete — to be used if a patient has not returned for their planned
treatment.
lll.  Delete Claim — to be used if you have sent a claim in error and are now choosing to
delete it.
IV. DMF Scoring — picked up automatically from the patients tooth chart
V. Treatment Dates — ‘Date of Acceptance’ will pick up from the date of the first
appointment and the ‘Completion/Last Visit’ will show as the date of the last treatment
completed for the patient.
VI.  Declaration — please tick as appropriate for the COT completed.
VIl.  Summary — this section will show the UDA’s you have claimed and will update to show
the confirmed UDAs when the schedules come in.

L NHSFP17
cor I NICE Guidance
Performer B | have given preventative advice and recommended a recall
' Contract _ interval, taking into account NICE guidance, that | regard as
Treatment Dates appropriate to the patients oral health. |12 Months -
Date of Acceptance  19/03/2020 Declaration
Completion/Last Visit 19/03/2020 All the necessary care and treatment that the patient

Treatment Incomplete is willing to undergo will be provided

‘ Ethnicity |Wh|te British < < All the currently necessary care and treatment that
the patient is willing to undergo has been carried out

~ Best Practice Prevention according to delivering

Delete Claim
Better Oral Health offered
DMF Decayed Missing  Filled  gummary  UDAsClaimed 1.00 Details |
Permanent 0 4 0 UDAsConfirmed  0.00
Deciduous N/A N/A N/A Patient Charge 0.00

Exemptions/Charges ¥ I Treatment | Clinical Data Set ¥ | FP17 | Alert Notes |
Patient's age at acceptance 16y 2m
Patient is under 18

Proof of exemption NOT seen (entered per COT)
Proof of exemption seen (entered per COT)

EXACT
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How to transmit
1. Go to File — Payors or if you have one, the ‘NHS’ button along the top.

B EXACT Prefessional <RI
e View Trrostiem Admnctuben Conbgoe Toch

2. To the right of ‘Sort by name/Sort by code’, find NHS.
PO S

3. To the right of this screen, click on the button that says ‘Claim’.

01-08-2003 32000 37200 ~
1-06-2004 360,00 378.00
<)

e

4. On the next screen, select the providers you wish to bundle claims for, leave blank for all
providers, or select multiple to the right. The date field is set to todays date, so it will
bundle everything up to today. Click ‘OK’.

Provider(s) 1B =] Muttiple
Date to 31-08-2018

| ok | ocamcel

5. The system will bundle the claims, and once finished, will prompt you to print the list of
claims, press print if you would like to print, or cancel to skip this.




Print NHS Claim Summary
NamborciCopos 1|5 °
Printer Soe |
| Editlayowt
Print . Preview  Emal  Close

6. If you get a message saying ‘No Claims Found’, nothing is ready to send, and if you get
a message saying ‘There are too many claims for the bundle...’, once finished, you will
need to press the ‘Claim’ button and bundle again, to bundle these extra claims ready to
transmit.

7. You will then get the ‘Transmit Claim’ screen cIick| oK | the transmission is
complete.

Transmit Claims

From |[31-07-2018
To 31-08-2018

OK Cancel

Viewing NHS Responses

You can view NHS responses by clicking on ‘Unresolved Responses’ from the claims central
screen shown in the ‘How to Transmit’ section. Alternatively, you can access NHS responses
from the NHS button on the workspace by clicking on the drop down arrow and selected
responses as shown below.

NHS [

NHS

Transmit Claims

Approvals

= kT

Payment Schedules

Claim Bundles
Courses of Treatment

Earnings Surnmary
Lapse List

Lapse Letters
MNHS/Private Warnings
UDA Manager

[ Rae=r =y

Set Default...

EXACT
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UDA Manager

a7 UDA Manager = a X
BETES 7455840001 2019/2020 UDA v Performer
daimed
Situation Today S
16000 o | Curent Target 1619882 —— om0 | A Confirmed .
Claimed 183300 4 Predicted aimed
Pen:entage of target 11.7% -~ ::rad\cted su:ﬁrm:d
""" roVISIOne: ar
14000 - 14000 e
—— Target
Today
12000 - F 12000 Target
UDAs 16350
10000 L 10000 Hours 43884
UDAsHour 0.37
Progress to date
8000 [ 8000 UDAs 1893
Hours 43478
000 - L 6000 Weeks 481
UDas/Hour 004
To Complete
4000 | [ 4000 UDAs 14457
Hours 408
Weeks 40
2000 - - 2000
UD&s/Hour 35.61
Change in Hours Hequiled"‘
0 T T T T T T T T T T o +361019 hrs @ 0.04 UDAs p/hr
or 0y %] 30 20, 29, 28 28, 22 227, 28, 25 264
/04/2019 /05/‘,0]9 /05/2019 /05/)”]9 /D)/?u;g /ﬂg/)n!g /{;{%{”9 /1(,\/2”’9 71 ;/)”Ig 1;/)0]9 0y 203, /G'?/)ffzn Dg/gwm . [or +30254.8 hrs per week) |
GED‘MWEEﬂ;aWZI an? 5';“5:1 t?é‘ at NHS Schedules to Print Graph MNHS Schedules 3 Disputed Claims (16.00 UDA/UDA's)
tesolve any claims disputed by the
Gap between Claimed and Confirmed: Look at NHS Responses UDAs inProgress 342 In Progress [1811.00 UDA/UDA's]
to find claims that may have been rejected by the DSD. Look in Send
Claims for claims that have not been tansmitted. MHS Responses 1 Unresolved Responses
+ Change in hours relates to this contract only. . ,
If you have multiple contracts the hows will need to be averaged Send Claims 27 Unsent Claims (72.80 UDA/UDA's) db

The UDA manager allows you to display a graph of UDA performance against targets.
To load the UDA Manager go to Administration > NHS > UDA Manager. .

When this is clicked the UDA Manager screen will open and will default to all the practice totals
if there is more than one provider on the NHS contract. To switch to individual target overview,
you can use the drop down box beside ‘Performer’. You can also switch between different
contract periods using the drop down beside ‘Contact’

The graph shows the current situation as at today with the , the claimed
UDAs showing in blue, Confirmed UDAs showing in green all compared against the red target
line.

This target line is based on overall target compared to a dentist’s available diary space. To
ensure this is as accurate as possible please make sure the overall contract target is correct,
the correct dentist sub-targets are correct and also the appointment book rotas are correct for
the dentists who are working on the contract.

If there are any claims that haven’t yet been transmitted you can click the aend Cloms

button and any unsent claims will be sent to the Dental Board.

30 EXACT
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Dealing with Responses

125 Unacceptable combination of treatments on a claim
Reg 11 with Band 1, 2 or Urgent 1. Resubmit the COT
2. Copy the banded treatment and the reg 11 onto
More than one of the following two new COTS
entered on the same FP170 claim: 3. TC the original COT as a deletion
- Assess and review 4. Wait 48 hours
- Assess and refuse 5. Transmit the two new COTS.

- Assess appliance fitted

- Treatment abandoned -
patient failed to return

- Treatment abandoned —
patient requested

- Treatment discontinued

- Treatment continued

- Repair to appliance

- Reg 11
NICE guidance recall interval present 1. For UOA resubmit the COT
/ Treatment on Referral indicator 2. TC the new COT and remove the indicators from
present the FP17
128 Invalid quantity associated with treatment code

Zero recall interval or value greater than 24 Call dental board 0300 330 1348
months recorded against NICE guidance

Invalid value submitted for Ethnic 1. Resubmit the COT with the wrong code
Origin 2. TC the new COT, ensuring the ethnicity is entered
on the FP17

Transmit the claim(s) to the Board. We would
recommend calling the Dental Board about an hour
after transmission, on 0300 330 1348, to check the
claims have been received and the ethnicity code is
correct.

You will need to provide the Dental Board with the
claim bundle number and the practice postcode

312 No significant treatment on a claim
1. Resubmit the COT
2. Add the banded treatment (you may get this
response if you mark urgent treatment as a
continuation — in that case you will need to remove
the check in continuation of treatment on the
exemption screen)
3. TC the COT
401 Claim overlaps / duplicates an existing claim for the same patient, the same contract or performer
FP17 submitted that contains overlapping Go to the patients transactions (£ button) and check
dates with an FP17 that has already been the date of the last FP17.
processed If the dates of the new COT and the last do not

overlap, then

Also check in the Chart History that there is not
already a Course of Treatment that has been created
on the same day with the same treatment.

If the courses do.overlap;-contact the board as you
may not be paid for both courses.
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If new sites get this response it is usually because they have sent the claim off in both

systems.

Get the site to check the old system and if there is one there.
Resubmit the COT and TC again as a deletion. Site will be paid for the one in the old software.

FP17 submitted that contains duplicate
patient and duplicate details to a FP17 that
has already been processed.

1. Resubmit the COT

2. Correct the planned and completed dates on the
services

3. TC the COT

869

Further treatment within 2 months Invalid.

If there are more than two months between
courses of treatment, remove the further
treatment indicator. If the dates are incorrect,
amend them.

1. Resubmit COT

2. Copy the treatment to a new COT ensuring the
dates are correct

3. Click exemptions box on the new COT and remove
the check in further treatment.

4. TC the COT

The previous course of treatment is a lower
band than the further treatment

If the original COT is a band 1 the new COT cannot be
marked as a continuation if the new COT has a higher
band.

1. Resubmit the COT

2. Remove the continuation of treatment check on the
exemptions window

3. TC the COT

The original course of treatment was urgent

If original should be urgent:

1. Resubmit the new COT

2. Remove the check in continuation of treatment
from the exemptions window.

3. TC the COT

If the original COT should not be urgent:

1. Resubmit the original COT (if this COT is outside
of the 2 month window call the board as it may
remove UDA’s from you)

2. Resubmit the COT the response was received on.

3. TC the original COT making sure it is not an urgent
code and shows the correct UDA’s

4. Wait 48 hours

5. Charge through the newer COT with the
continuation of treatment ticked.

870

Free repair/replacement within 12 months invalid

The date of acceptance is more than 12
months after the date of completion of the
previous course of treatment

1. Resubmit the COT

2. Remove the free replacement check on the service
(this will now have a patient charge)

3. TC the new COT

Treatment band 2, 3 or urgent are not
selected on the FP17

Dentures, bridges or orthodontic appliances are not
available for free repair or replacement if lost or
broken.

(Free repair is only available for fillings, root fillings,
inlays, porcelain veneers or crowns.
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This will not normally apply if:

1. within the 12-month period another dentist has
carried out any treatment on the same tooth that
has been restored, or

2. the patient was advised at the time of the
restoration that it was temporary or a different
restoration was more appropriate, but the patient
insisted on a different form of restoration, or

3. the repair or restoration is a result of trauma)

The FP17 with free repair/replacement A free repair can only be selected for the same service
contains a higher band than the original FP17 on the same tooth e.g a bridge cannot be marked as a
free repair for a filling.

The claim will need to be resubmitted and the free
repair/replacement removed from the exemptions.
Follow steps above.

@012 Invalid or missing contract number and / or performer number
Thel0 digit contract number is incorrect Check the location is correct and the contract number
is correct in the drop down on the FP17
If the contract number is correct in Exact you will need
to
contact the board.

If the contract number is wrong because you have
multiple contacts at the practice

1. Resubmit the COT
2. TC the COT making sure the correct contract is on
the FP17.

The six digit performer number is incorrect 1. Go to File-> Providers Bring up the provider in
question and click on NHS details tab

2. Check that the performer number is correct.

3. If it is correct or you are not sure of the
number, call the board and ask why this was
sent.

4. If the number is wrong, change the performer
number then:

a) Resubmitthe COT
b) TC the COT.

@212 Claim already present based on claim reference number
Call the board on 0300 330 1348 to check the claim
ref.

If the treatment has been charted on a resubmitted
COT that has been resubmitted copy all the treatment
onto a new COT and TC.

(If the original should not have been claimed for send
as a deletion and put treatment onto a new COT wait
48 hours and TC again)

@285 Treatment dates are outside the period of the contract or the performer's tenure
If the dates are already correct contact the board on
0300
3301348
1. Resubmitthe COT
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2. Amend the dates to ensure they are correct or
change the contract that has been put on the

FP17
3. TCthe COT
@307 Invalid Location ID
Check the location number in Exact (configure >
practice
information) is incorrect make the change (this number
needs to be 6 digits — f your location humber is shorter
add the required amount of 0’s in front e.g. 1234
becomes 001234.
Confirm with the DPB/PCT the claim numbers needed
to
1. Resubmit the COTs
2. TCthe COT again.
@320 No band on a further treatment claim
1. Resubmit the COT
2. Double click on the service and ensure there is a
band — if there is not you will need to give the
service a band or chose a service with a payor
code.
3. TC the treatment again.
If this should not be further treatment e.q if it is urgent
you will need to remove the further treatment option
on the exemptions screen
@329 KPI treatment codes on a claim for non-PDS Plus contract
Call the board on 0300 330 1348 to confirm the
correct
contract them
1. Resubmit the COT
2. Copy the treatment to a new COT number
3. TC the original COT as a deletion
4. Wait 48 hours
5. Transmit the new COT
@330 SQ Ind claim where original cannot be found
1. Resubmit the COT
2. Copy treatment to a new COT ensuring the dates
are correct
3. TC the original COT ensuring there is a tick in the
delete claim box
4. Wait 48 hours then TC the new COT ensuring the
invoice date is correct (set user settings to prompt
for date when charging)
@331 SQ Ind claim where original has already been deleted or is in error

1.
2.

3.

Resubmit the COT

Copy treatment to a new COT ensuring the dates
are correct

TC the original COT ensuring there is a tick in the
delete claim box

. Wait 48 hours then TC the new COT ensuring the

invoice date is correct (set user settings to prompt
for date when charging)
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Resubmitting Treatment

1. To amend / resolve any responses you receive;
2. Click into responses under the NHS drop down.

- m -

NHS

Transmit Claims

Approvals
Responses
Payment Schehes

Claim Bundles
Courses of Treatment

Eamings Summary
Lapse List

Lapse Letters
NHS/Private Wamings
UDA Manager

Set Default...

Highlight the responses you want to deal with;
- 0 —
50 Invakd tooth dentiiers have been specified
140302 teeth: 24

): Invalid tooth identifiers have been specified
Code: 140302 teeth: 24

4. Click on Resubmit in the bottom right hand corner;

| Resubmit || Resolve || Notes || GP17 | &1/ 3 |

5. Once you have resubmitted, click on to the Patient icon at the top of your screen and it
will load the patient that you have resubmitted the treatment for and allow you to amend
the treatment.

B File View Transactions Administration Configure

. I3 .

Patients Appointments NHS

6. Before you TC the treatment back through, please check that you have “prompt for
date when charging” checked under your user settings;

You can view a video guide using the link below:

https://www.youtube.com/wa

EXACT

13

PATIENT EXPERIENCE



https://www.youtube.com/watch?v=Ndk7-lulPJQ&t=25s

PATIENT INFORMATION REQUESTS

Printing Patient Details
You can view a video guide using the link below:

https://www.youtube.com/watch?v=-BmMKIoQiUs

Estimates
You can view a video guide using the link below:

https://www.youtube.com/watch?v=supN2BLEf3A

Printing Invoices

. - . £ .
1. To print an invoice click on the button on the patients tool bar
2. Click on the invoice line for that the patient needs
Transactions: Mr Notes *Notes: o
© Date ® B & Num COT  Provider Particulars Fee  Debit  Credit Dpe:'lo::r;;H

13/03/2020 @ 1023 RYANB Cash 100.00
23/03/2020 & 38 4 ICK woice

| Key | ONon Account hems (Resubmissions|  Deleted hems COT View || Details | i [&] 3
Current: -100.00
30+ Days: 000 Total Due: -100.00 [ Stop Credit Alert Mrs Notella *Notes 0.00
60+ Days: 000 Payor Due: 000 U Don't Include in Statement Run
90+ Days: 0.00 ONo Aging M
Family Total: -100.00

Statement || Payment | Refund | Adjust | Iransfer | Write Off | Alocats | Opening Belance | F171/ | Besubmit

3. Click on the icon under the transaction window on the right hand side
4. On the screen below select how to would like to give the patient their invoice
I.  Print — this will print at the practice and you can hand it to the patient
II.  Preview — will allow you to view the invoice before printing
Ill.  Email — will attach the invoice to an email as a PDF
IV. EasyPost — will send a letter out top the patient.

Print Invoice

Invoice Details |§Complete V| @
[JRemove Amounts

| Edit Disclaimer |

Number of Copies

Printer |Printer ‘

Print \_hpreview Email EasyPost Close

EXACT
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5. Your estimate will contain the patients name and address and any items which have
been charged through under that invoice line.

Mr Notes *Notes

Any House
Any Street
Any Town
Any Country
OO XXX

INVOICE

The treatment carried out by Provider For Sundry Sales wup to and including  23/03/2020 is detailed helow .

DETAILS OF TREATMENT CHARGES

23/03/20 Exam

Total £0.00

MANAGING OPEN COTs

Care Manager
You can view a video guide using the link below:

https://www.youtube.com/watch?v=uvpU10fjsdY&t=2s

List Outsanding Treatment report
When to use this report:

It is recommended that this report is run at regular intervals, at least once a month or once a
week, for each Provider.

This is used to print a report listing the patients who have:

¢ Unclaimed complete treatment plans (all items charged but not TC'd)

¢ Incomplete treatment plans (plans which are partially charged)

¢ Incomplete treatment plans with uncharged items (plans which have items which are
ticked but not charged).

e For these three options, you can include

¢ All treatment plans (will show all three options above)

e Only plans with completed treatment

NOTE: A Course of Treatment/Treatment Plan may have chart items whose planned or completed dates span a
range of dates. In the case where some of the chart items have planned or completed dates outside the date

range selected for the report, use the Include all other treatment in the same COT/Treatment
Plan checkbox to specify whether those chart items will be included or not.

PATIENT EXPERIENCE



https://www.youtube.com/watch?v=uvpU10fjsdY&t=2s

To run the 'Outstanding Treatment' Report

1. Select Administration > Reports > List Outstanding Treatment:

2. The Sort Patients By option allows the report to sort on a number of criteria:

3. Use the Select Patients field to select or define a query for the patients in
the From and To date range.

In the case where some of the chart items have planned or completed dates outside this date

range, use the ! Include all treatment on matching COTs/Treatment Plan checkbox to
specify whether those chart items will be included in the Report or not.

For example: If you run the report for a date range over the last month with this option de-
selected, it will display any COTs with their information from the last month only, and any COTs
prior to the last month will display as headings only. However, if you select this option it will
show those matching COTSs prior to this last month with their treatment item information, and
COTs within the last month also with their treatment item information.

TIP: A useful query to use would be for patients with no future appointments booked. That way
any patient who appears on the list will either need to be invoiced for completed work or
scheduled for another appointment.

4. Optionally select a Provider from the list by clicking in the field and using the button.
The report will then print for the selected provider only.
Use the Multiple button ito select more than one provider.

5. Alternatively, you can select a Provider Category rather than one or more providers.

6. Use the Treatment From and To dates to specify the date range for the planned or
completed treatment.

7. Other options are:

Tick To

List Treatment Details Include the Treatment Plan details in the report.

Include Inactive Treatments Include any treatment that has been marked as inactive.
Include Misc Treatments Include any miscellaneous treatment carried out.

Report Output

The example below shows an Outstanding Treatment report for all patients, with all
checkboxes selected. Included in this report are:

e Patients who have had Treatment completed in the last 2 months that was not charged; e.g. the treatment
has been saved in the Chart tab but the Charge button has not been pressed.

e Treatment that remains planned on the patients chart tab.

e Treatment details.
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Preston & Price Dental Surgeons 1

List Treatment Plans

Privted On 05N02005 02 2%m
Prirged By MO
Sertod By Last Name.
Patiert's Selected WEh date of buth equal or betwesen 01/01/01" and 311 2685
Provider(s) oeMO
From 061 02004
To 061102005
X

Mame Date Code Deseription Status Feo

Unclaimed Complete Courses of Treatment

W Lerry Boccn Patiert Code.  BACONL
Conrso of Trestronet 3T
Apportment 1
280206 ofuNCT Functicoal Crthodortic Applance Chargea 18875
Mr Marry Brocking Potiert Code:  BROCKI M
Conrsn of Treatrnet 435
Apporteent 1
200806 0.0 Anvy Cther Ortnodorec Treatmert Charged =
< >

[ cose |[ pim ][ PitPege | Page [t o 2 Pogewidh v

Ideally, the report will be run with each option selected.

For the Treatments not completed option, once the list has been printed, where the patient
does not have any further appointments they can be contacted and if necessary the Course of
Treatment closed and sent to the Payor as incomplete treatment.

For the Treatments completed but not charged and the Treatments completed but not
claimed (TCed) options, there will be duplicates in the report, as TCing treatment also acts as a
method of charging. If the treatment has not been TCed then it may not have been charged
also.

When selecting these options it may save time when cross-referencing patients to run one of
the reports, deal with the patients who appear on the list, and then run the other option
separately.

PATIENT COMMUNICATIONS

Presentation Manager
You can view a video guide using the link below:

https://www.youtube.com/watch?v=9hzBacO1VZo&t=7s

SMS
How to add SMS template

1. Go to Configure > SMS templates

ation  Configure  Tools  Window Help
|m Appointment Book...
Email Templates...
SME Templates..
Patient File..,

Repo
L

Click on . from the toolbar
3. Enter a code and a description. Please note: the code needs to be unigue

N
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[3dd SMS Template

' Code TEST |
‘ Description | Test |
Type your message into the available field.

5. To automatically pull information from the patient file click on | View Merge Fields at the
bottom left of the window and it will open the ‘Letter Merge Fields’ window
6. Select the merge field you need then click on ‘Copy Field(s) to Clipboard’

 Letter Merge Fields -]

[patient title] A
[patient firstname)
[patient lastname] k
[patient.code]
[patient. homephone]
[patient.workphone]
[patient.dob]
[patisnt.altref]

[patient type1]
[patient type2]
[patient mobilephone]
[patient.otherphcontact]
[patient.phonealt]
[patient.secondname]

[patient workphcontact)
[patient.initials]

[patient NHSlastexam]

[patient firstvisit]

[patient.sex]

[patient. doctor]

[patient. PayorNo]

[patient NHSNumber] v

Al ]
| Copy Field(s) To Clipboard |

7. To paste the merge field into the body of your SMS right click in the space and select

‘Paste’

cdasle R

Dear Truncateto 1 SMS's .
Undao )
Cut Dear [patient firstname]
Copy

Delete L! L'\“.

8. A single SMS is 160 characters long — if the template you create is longer than 160
characters you will need to change the truncate option to as many texts as you need.

Truncate to |1 SMS's v| (160) characters

OK

9. Once you have finished your template click

How to contact patients by SMS

1. Go to the patients file that you wish to send an SMS to

s

2. Click on the button on the p

EXACT
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If you would like to free type your SMS please go to step 5
3. On the screen below click into the SMS Template field and then click on the list button to
the right hand side

WS Details
Selact a Provider and Spacialist if your SMS with the patient contains @
merge fields that need to be replaced with their details.
Provider KP
Specialist
SMS Template | = %
Category Admin Document |
Description |

4. Select the email template from the list and then click on oK
5. Click L%
6. You will be shown a preview of your SMS — if you have not used a template you will

need to type your SMS here

OK

7. Once you are finished click
sent will be stored in the ‘Contacts’ tab.

and the SMS will go to your patient. Any SMS

Email
How to add email templates

You can view a video guide using the link below:

https://www.youtube.com/watch?v=KgAX2dUrHUS8

How to contact patients by email

1. Go to the patients file that you wish to email
=
2. Click on the icon on the patients toolbar
a. If you would like to free type your email please go to step 5
3. On the ‘Email Details’ screen click into the ‘Email Template field and then click on the list
button to the right hand side

EXACT
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Ernail Details

Select a Provider and Specialist if your email with the patient contains (@)
merge fields that need to be replaced with their details.

Provider ESTOCK
Specialist

|| Email the selected Specialist
Email Template | EI
Category to Cliniview Software &
Description |

Ulnclude Email Signature

| ok | ‘ Cancel ‘
a.
4. Select the email template from the list and then click on oK
5. Click ¥
6. You will be shown a preview of your email — if you have not used a template you will
need to type your email here
Send
7. Once you are finished click and the email will go to your patient. Any

emails sent will be stored in the ‘Contacts’ tab.

EXACT
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HELPFUL INFORMATION

Who should I contact for help?
General EXACT Queries

Contact the SOEUK Support Desk on 01364 266 800

NHS Queries (PIN Numbers, List Numbers, Transmissions, Regulations)
Contact NHS Switchboard on 0113 825 0000

NHS Local Area Teams

Primary care providers and other NHS organisations can find regional contact details by
accessing the link below:

https://www.england.nhs.uk/about/regional-area-teams/

Software of Excellence YouTube Channel

Please use the link below to access the software of excellence YouTube channel for helpful how
to videos.

https://www.youtube.com/user/soebestpractice/videos

Accessing the portal

Please use the link below to view a video guide to accessing the Software of Excellence
Customer portal

https://www.youtube.com/watch?v=J4h5gNas5Uc



https://www.england.nhs.uk/about/regional-area-teams/
https://www.youtube.com/user/soebestpractice/videos
https://www.youtube.com/watch?v=J4h5gNas5Uc
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