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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
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3.

4.

5.

If the category that you would like to add the service to is not in the list click on the ﬂ
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

Add Service Category

Description |
i Show in Treatment Plan List
[1Show in Base Charting List

OK Cancel

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

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 ltem’ 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 Periodontic EY

Click on the EI on the right hand side and select LS ‘

Adding a Category to the Chart Tab

If a provider doesn’t have a category available please follow the steps in the video.

You can view the video guide using the link below:

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

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

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

Base

Treatment

. This tooth has no charting

3. Right click on the yellow bar and select Configure

Treatment

. This tooth has no chartin
| Configure |\

hiJ
Hide Quick Chart Menu

tamnar Sonnart 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 |
0% of charted items covered by menu | All v
Service Code Description
# {21 Fractured Tooth
#H {71 Hairline Fracture
£ I *FTA ﬂ Broken Appointment Fee A

£ “LATE £ Late Cancellation Fee

Base + *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

EXACT
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Quick Plans
Creating Quick Plans

You can view a video guide using the link below:

https://www.youtube.com/watch?v=11xXWJ8pA-qY

Using Quick Plans

1. Once you have the quick planes created they will appear as a list on the quick plans tab

Service List Quick Plans
@ BOTOX 3 Visits 3 Appts BOTOX1, BOTOX, BOTOX3

2. Double click on the required quick plan and the COT will be added to the chart.

PLEASE NOTE: Once you have created a quick plan the services that make up the quick plan
cannot be amended. You will be able to change the name, graphic, quick plan action, payor and

e

filter options using the button on the bottom right hand side of the quick plan window.

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

https://www.youtube.com/watch?v=aHyS6MtIIGY

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=bCd0OinrNeGM

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

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



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

CHARTING TREATMENT

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

https://www.youtube.com/watch?v=xhvm6ssc1dO

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

BPE

Bleeding %

0 @

~

BPE Grid

~

Bleeding O

O
0
1
Notes 3 g -

4
X
1

2
3
4

|

Cancel

4. Once you have completed select e

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 (%)

BPE Grid

Bleeding 0

|
0
1
Notes E) g -

4
X
1

2
3
4

I

3. Once you have completed s



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

Treatment Planning
Opening a Course of Treatment

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

View Transaction:

Education... E!

Or click on the patient’s button on your workspace

1 .

Patients

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

] Ao (el
” HO B =

wn

LR

+ a2 HE +1 Misc_l |
Miscella Items

4. 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 5 button to the right hand side and choose from your available
list.

Create Course of Treatment

Description ‘Course of Treatment 1604 ‘
Payor I
Number of Appointments El

Planned Colour ] s
'Do Not Charge' colour .

OK Cancel

5. Once you have selected your payor click on

EXACT
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6. 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

L3
1]

Provider

Fee Schedule DEF1

3

OK Cancel

OK

~

Click

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

B

(=]
—

rJ

% i 7 & ) 4 3
D

LR

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

Lo e P e ] oo i
DR e OO R R

O [T

LR

* 3 0| "1 Misc. COT 1604 " |

COEM  Course of Treatment 1604 Private
. 23/03/20 O {7} EXAM, Exam £STOCK 00:00

2. Double click on the service in the COT window

15

o w

LL

00:34:55

0.00
0.00

ey

- @@
Q| Al «|ds
7] ESM Stu
7] ESMA Arti
&) EX05 Ren
@& EX10 10n
@@ EX15 151
@ EX20 201
% EX30 301
2
@ EXC1 Exam |
@ EXC2 Exam |
@ EXC3 Exam |
@ EXCH Child E



Edit Chart ltem: EXAM- Exam

Provider £STOCK Fee Schedule DEF1 |
Planned Date 23/03/2020 Price Code Price 2 (Default) ~
Estimated Time i.(00:00 Fee iii_(ﬁ:.ooéﬁ
Completion Date e m—

Actual Time 00:00

Last Edited By SOEUK

O Do Not Charge

Il
@Dtﬂ l Invoice Notes ]
—

| NCS 1
NCS 2
<<
Clinical notes will not print on the patient’s invoices and estimates I:| |+l || T

You can then do the following:
i.  Add an estimate time that the service will take to complete
i.  Add any clinical notes/invoice notes
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

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 00 (2] EXAM, Exam £<

Add Appointment L\}

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

16




@™ H 1 Mise. COT 1604

-]l Course of Treatment 1604
23/03/20 m &¥ EXAM, Exam

L] Appointment 1

"

a | H *1  Misc. COT 1604 |
Il 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 |+l Misc. COT 1604

e of Treatment 16l
¥ EXAM, Exam

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

Charging Treatment

. Charge
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.

Scheduling Future Appointments

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.
EXACT
17 13



Appointment Worlflow

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

1 Select All
i_®300k Appointment 2 ji, i
Expected Length{{00:30 Booking Interval{|7 ) day(s)
FCO LR7 MOD ——

MNotes “ 5 ‘
W

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.

Advancing and pausing recalls

From the recall prompt you can do the following:

Set Recals for New Patent

L T S—
Dentist Recall Cl tol .
—— mﬂa ﬂ Will allow you to not advance the recall date.
Don't update $he recall

Add Hygieni Services weee
Set Recalls for New 3
|} Somsaiet L sl O Wi"da(I;I]mfN ylou to advance the recall date to the
: rag b et sty .. Suggested default.

Changing the recall interval

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:

PATIENT EXPERIENCE




Edit Recall Detail: Notes "Notes

Dentist Recall ® Change Recall To @Use Default Recall Values

Date 23/09/2020 [~

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)

Conce

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

§

1 e
I3 4 A D D

- 3:1@*4 Misc.l }
Miscéitaneous 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

work)
O Sort by Date U D{ﬂDﬂDﬂDEGDEGDEGDEGD?ﬂ D;ﬂDEﬂDEﬂDEﬂDEﬂﬁﬂIIJ
O Sort by Toath No L i
@® 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 -

Uncharged 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.

ii. Sortby Tooth No — this will show all service items grouped together by tooth

iii.  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
i.  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

24




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

PATIENT EXPERIENCE



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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PAYOR PAYMENTS

Payor Fee Schedule
GMS and PRSI fees can be amending within Exact;

1. Click on File > Payors

File View Transactions Admin
Patients...
Education...
Instant Message...
Image Storage >

Appointments »
Short Notice List...

Payors... L\\,
Providers...
Specialists...
Email...
Scheduler...

Lock EXACT
Exit

2. Then find which Payor you wish to amend the fees for;

Name GMs Phone Fee Schedule
Address Fax Adjust Fees
Balance 16,019.11 Claim
Payor Type GMS o Bands Setur
Use fees of [Inactive

Payor Colour . Set Colour...

(O This payor sets both service fees and payor's portion
(® This payor sets just the payor's portion
(O This payor sets the payor's portion and patient discount ).00%

(O Combination (set per item)
Pass Costs on to the Patient I’\\ﬁ

Select Optional Services

3. Click on the fee schedule box;

Name |GMS | Phone Fee Schedule

Address Fax Adjust Fees
Balance 16,019.11 ; I Claim
Payor Type GMS ~ Bands Setuy
Use fees of [Inactive

Payor Colour . Set Colour...

(O This payor sets both service fees and payor's portion

@ This payor sets just the payor's portion

(O This payor sets the payor's portion and patient discount 0.0

() Combination (set per item)

Pass Costs on to the Patient
Select Optional Services
4. This will bring you into the list payor fees and will bring up all. your service codes. Find

which code you wish to amend the fee for, by either scrolling through the list, or by
searching in the bottom left corner.
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5. Click in the code you want to amend and with GMS where there is only the payor fee to
amend if will bring up this box;

Payor Fee Schedule |

Senvice Code [EXAM-G |  Oral Examination Asat  01/05/2009

Payor Code
Payoramount  Code| Find... |

Per ltem 3a.00] [a1 | ?ABUAXE

Claim Type A1 Oral Examinati v

If one or more of the listed services occur within 12 months TARUNAXE glge ' BBUAXE

Add Rule

6. You can then amend the fee in the payor amount box. With PRSI fees, you can change
the Payor amount and also the Patient contribution. When you follow the above steps

but in the PRSI payor you will get this box when you click into the service you want to
edit;

Payor Fee Schedule |
Service Code  [FAM-P Amalgam Filling Asat  26/09/2006
Payor Code

Fee B Payor Amoumt Code Find...
Per ltem 71.10] | 3110 [o71 | remusxe

Treatment Camgoﬂ Regular Treatme -

Add Rule

There is an additional box of fee, this is the total amount that you receive for the service

being done, so the patient contribution and the payor amount added together will equal
the total fee

So using the service above the patient will pay €40 and
contribution, totaling €71.10 for the total servi

EXACT

13

PATIENT EXPERIENCE



GMS Claim Form

1.
2.

3.

o u

Open a GMS COT
Charted all the relevant treatment

Click on the E icon at the bottom of the COT window.
You will then see the ‘Treatment Complete screen which will show the GMS Form
number. This number should automatically generate from your system numbers

Treatment Commplete
=h
oK ~ Cancel

Select

You will then be prompted to print the form
Print GMSCIalm Form

GMS Form Number

Number of Copies
Printer

The GMS form below will automatically fill with the details from your treatment plan.

(-
R G

| Preview | Emal | Clse |

GENERAL MEDICAL SERVICES
| DENTAL TREATMENT SERVICES SCHEME

(" PATIENT B MAUME, WEDICAL CARD NO. VLD T, Faits DOE

[FORMNO. D 000

e, Mr Notes Nates €
[ 21 oral iinati s [ Weld | [ AT |mmu | m
(= TN (1B B ER] 12345678@

[CT1 G5 41321 ol el =1 5 4 e D 4|32 1121313
ARLEFELED) | UED LET] ' i ' | o =
A8 | Denture Repairs
at, 01/01/80 | A2 ] Prophylakis | Ho- ﬁx Wo.of Fepalrs  A3A
Cracks, Flst fes ana Frach res. Replceneitor Testh
T - P el o
. 2. Cabile A3
Dr Mazin Mohamed | A3 [ & | [mim2 "ge P impitation of Roots |y 101
\ < Ml lalzlz 1z3laElrElzl 11132 |1 1|i’ 3|12 .,
(meressen CITTITTT) ) BEFEERBEL  [EERBERER (213121 112 [5 T3] om]
ion by Patient Moot Fest :';“ Do ?.'Enﬁm AS
:::a:::mmmnun«um- A3 | ¢ composite Restoration gvsirTars 0w b Ofciale — ,—|a_
[rrm——— 1131211 112 17 1 2] [ B3 | pratracted Periodontal Treatment 5
- M ELET DTS st s, — o)
o8 Feas | | LOWER RIGHT| |[LOWER] LowERLEFT [ | a7
lageee Datkid2n Een g Deitet K mqiesed | A4 | Exodontics | DeIRL BTEE ||-DDES:1_-P¢I~MII| o
H.E. fpproved Amount | omvere |
M'— - 18 EBKIERN TEZIEMIBEITEIZ] ne. oficars signaea A8
ioefarntion by femtiet alalr okl B B4 L ere oral radiographs L o]
s e | vrn e || e [
AN 4 Fppi e AS | surgieal Extraction BE M\uﬁu 0.00
124 Tesn) [ [ JHemerovedmount 7] gy
. TICTICL] sFEELERN  [1RElEERE]2 Emmm o o o sarmee g
— dlefr el |22 a3 Reine
ocerees For Oificial Use Onty B3
Plase SpechyMo.ct iEmaE 1l Uk 3 per Toorty fpprunlk griEd Do faitle Q;::n the 0.00
AB | Miscellaneous H.B. Dfficial’s Signature: Health B al Stamp B4
lFERERN  [EREEFE [ oo
4876#4321 1 4[5|6|7 [2[3] | Dete o oprova: 85
vt LTI

EXACT
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D1 Claim Form (PRSI)

Printing the form
1. Opena PRSI COT

2. Click on the E icon at the bottom of the COT window.
3. On the screen below select Yes
Print PRSI Farm

@ Would you like to print this PRSI Form now?

Yes | No |

4. Choose the relevant option if you do not have a duplex printer | would advise to use the
first option. Then click on
PR3| Status
D1/D2 Form Printing Options
® Print front, prompt before printing back
O Print back immediately after front
O Print front only
O Print back only

Print

5. Once the first page is printed you will be prompted to print the second page select Yes
Print PRIl Farm

@ Insert the 2nd side of the PRSI form. (No to Cancel 2nd Side)

Yes No




Page 1

This is to be filled out by the patient. If available the information for the form such as name and
address will be pulled through from the patient file.

/

DEPARTMENT OF SOCIAL CLAIM FORM FOR T (B}

& FAMILY AFFAIRS DENTAL BENEFI

lease answer all Questions fully and place a tick V| in the appropriate boxes //

PART 1 Details about Yourself PART 2 Working in another EEA Cou
PLEASE USE BLOCK LETTERS

Plaass state your:

N\

Did you ever work in the United
Kirgdom or in any other EEA Country?  YES NO

PERSONAL PUBLIC SERVICE NUMBER
(PPS No.| same as RSVTAX NUMBER

11 'YES' siata the Country

] Founes Lesttors

il

Ny

'“WYV\Y\\ )

Ok Insurance Number Period of employment in that Gountry
(If o were employad before 1979) _ MONTH l VEAR VONTH yeArn |
Full Name _Mr Notes Notes ) N I 120 I | |
Address MONTH | YEAR WONTH Year |
\ FROM l O | 3
A;Lim | 7:7.1;41;”'\ —vow |
Dsta of Birth 1 | 1 | 1980 | [

Iif my application is approved, | wish to get my treatment from

Dr Mazin Mohamed, BA BDentSC

Birth Sumame

AN ARRONN,

Denfist's Nama

Maothers Birh Sumame
Address Unit 18 Block C. Smithfield Market

Talephone Number =
Aee you? Singte | Married l ‘ Oher | Smithfield Dublin 7

— == 5814V
Ara you in paid employment? YES | | NO | PANELNO. [ 878 ‘

| understand that s/he must be on the Dental Panel

If YES' state present

| declare that all the datzils gnan are true and complate. |
Employers Nams

understand that | must not change my Dentist during this
course of treatment without the consent of the Department

It 'NO' stata data you last worked
\SIGNED____ DATE__ 240320

Ara you getling any payments from thes Degariment, a Heallh
Boasd o from ary other source?

_—— — DECLARATION
YES| | NO |

T i hen 1l it is fink

3 ook Py mont o be signed by you when treatment is finished
| declare that the treatment outlined averleaf has been carried

Ciam Number aut to my satisfaction

If you ars participating in a Scheme, i.e. FAS, CES, etc

SIGNED DATE
Please state:

To be signed by your Dentist

. Complete and retum within oz morth of finishing wreaiment,
Type of Scheme =

If you sttended coliege in the last two years stale dates: Ltteveroampisied.the.beatmenk jo-this cass,

MONTH YEAR MONTH | YEAR | claim peyment of € _
FROM ’ T0

4
V|

SIGNED DATE

Do you hoid a madical card? YES NO [ PANEL NO.

1
|
PP P E 7 TP //////////////
DATA PROTECTION AND FREEDOM OF INFORMATION. The Departmant of Social and Family Alfairs will treat all the information
and personal data which you giva as confidantial, It will only ba disclosad to othar bodies in accordance with Social wo"ﬂ7

\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\

\\\\\\\\\\\ "‘ \\\\\\\\\

O\
K

law and it will be subject to the Department’s responsibilities under the Data Protection Act and Freedom of Information Act.

WFIRIL ST PPV IV TiE PP
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Part 2

This is to be filled out by you

PART 4 TO BE COMPLETED BY YOUR DENTIST /
.CMB..M

7 R
? DAY MONTH YEAR /
| 020 i S%MN&TX-W / € 300 /
"/]oalo FAEEEELS // /
| Scale & Polish (inctuding mild gum traaimant) 0.00 /
VLB e iy €— s
S e e 7
: A B/ / /
¢ 0(7|1 D c ’kna’?n’f'llr?s/ € ow ;
/] A Bl Composite Alternative
V 0(7 |4 cfl }‘“E;;', A € o Treatment ?
& 0|7 & £ Bt ""F‘ g 4 /
i D c| s ;
| A B, i R %

0|7|8 D c, hg:t"‘lﬂ? 1:€ 0.00 /
&091‘ B s %
| D cr ///4€ 0.00 /
v : B ik | "CLANED
;/080, cl‘r‘relm ‘€ o W;
?2 1)ofs B s 4 —— ;
: D - IS rmw g€ o
AR o 7
E/ D cy L P P /e 0.00 € 75.00 /
E/ 1123 Full Upper oo |43 ’/Dem,ulenlelne{ 4 /
[ Deonture - 2ppe;orttw,/ € 0.00 /
11(2(4| Bwm | om [1]3]8] [Gnveaion] B s %

12105 Full usg:;::omr oo |5 | ”D:":':T;i’: T c:mw 4
By o el N7
/ € 42,00 € 1500)

i A i T B ey T A AT AL AT ) A S I > AL A LT

| accept this Dental Letter in accordance with the provisions of the Dental Agreement. | have examined the perso
named overleaf and have entered details above of all necessary treatment and its cost.

N
N
N

Signed: ______________________________PawiNo._ 8785814V Daw 240320
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Processing Payor Payments
1. Click onto File > Payors

View Transactions Admi
Patients...
Education...
Instant Message...
Image Storage >

Appointments >
Short Notice List...

Providers...
Specialists...

Email...
Scheduler...
Lock EXACT

Exit

2. Select the Payor you want to process the payments for;

Code  Jows  Jo]clelafuia]+]

Name GMS Phone
Address Fax
Balance 16,020.11

Payor Type

Use fees of [lnactive

- _

3. Then press on the € sign, this then brings up with the view payor transaction screen;

Wiew Paryor Transactions

Date B m™ MNum  Provider Details Amount At Open 0
27/00/14 ] 5534 SK 44052 "
10/3/15 ] 5538 UM 2m 32

P illl ST b ] T 5540 JM 12419 124.19
21/04i15 B W™ gm42 TEST 300.16 300,16
21/04/15 ] W 5544 TEST 3018 300.18
21415 B ™ g5 TEST an0.18 300,18
210415 B ™ 558 TEST 300.18 300.18
2104/ 15 ] ™ 5550 TEST 30018 G008
12/05/15 B 5552 UM 440,52 440852 |
18/05/15 ] W 5556 JM 0.0

2000703 ] ™ 5558 UM 821.09 82100
300915 B 2 5561 Jm 10184

0111015 B 2 553 JM 41713

0110/18 ul ™ 5865 JM B48.31 64831 v
| Key Sort by Date T Provider Resubmit PayorForm { B W &

4. Click on Payment on the bottom options

View Payor Transactions -
Date T Num  Provider| i\ craims for v ;_ -
30/03/17 @ 1155 EMC —
300317 @ 1013 EMC Provider(s) EMC
04/04/17 @ 1163 EMC Payor(s) GMs
04/04/17 @ 1014 EMC p——————
27/04117 @ 1169 EMC G [Smonthsagoss =)
27/04/17 B 1019 Emc || Te Today b
310517 B T 1305 EMC
310517 B T 1307 EMC
310517 B T 1309 EMC
31/05/17 &=B 1305 EMC { )
31/05/17 =B 1307 EMC :
31/05117 @ 1170 EMC ;
31/05/17 @ 1171 EMC i
Sortby Date 31/05/2017  Provider [ Resubmit | [ Payor Form | (i]a]a)
| ciose || Transter || Adjust | Payment || Allocate || Details | (71 Show open T [ Show Resubmission:

5. On the box that appears, select the p
to view, and select Vie

EX
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6. This will list the payor payments you are expecting, if they are correct and match, tick the
box to the left of the claim so a tick box appears. Click process payment;

o 3wsn7e 129.30 000 00012930 i
o 3wosnze 36 1396 EMC 13312 000 00013312 0.00
Payment Amount  33.00
Papmen e
Date 31052017
Bank
Branch
S —————————
Totals 26542 000 00026242 33.00
i asy

7. This will then bring up pop-up asking you to select payment method — usually BACS
GMS and click Process.

8. If the payment is wrong or different to what you have received — double click on the
claim and make the adjustment;

Edit Payor Payment
TP 3877
Total Claimed 14.83

Total Remaining  14.83

Amount Received |iKil§ ]

If the amount paid is all you expect to receive click
adjust so that the remainder is not left open. If you intend
to chase the remaining amount click on leave.

N Adjust Leave Cancel

hr

9. Then process by ticking it like a normal payment and process payment

Please note: when choosing a date range (steps 4/5) this date is taken from the date the COT is
opened and not the date the treatment is planned or completed. As such if a COT is opened in
January then left without charting and then treatment is added to it in July this COT will show
under the January date range.

Resubmitting Treatment
You can view a video guide using the link below:

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

MED?2

Setting Med2 Type on Services

The Med2 Type should already be set on services within Exact if you have added a new service
and have not added the Med2 type, it will not appear on the Med2 form when printing this for a
patient. To set this up complete the following steps:

1. Go to Configure > Services
| Configure  Tools Window Help

‘ Appointment Book..
Ernail Templates...
EMIS Templates...
PatientFile...

oiat

Patient Payrments...
Patient Query Termplates...
Custornize Workspace...
3D Charting...

Customn Screens...
Prescription lkerms...

EXAMINE-Pro..
2. Locate the service you wish to set the type for — you can do this by scrolling through the

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

Code XN

3. Double click on the service
4. Choose the correct Med?2 type from the drop down list
Edit Service Itermn LH" Pfrzl
Sort by code ~ |EXAM | Pricing Method  Per ltem v [JAsk for Quantity
Description |oral Examination (PRSI) ]
Details | Fees | Notes |
Chart Graphic Nane | Il [Set Colour|
Graphic @ | Select Graphic | Auto
Invoice Summary
Watch Type
Failure Category
Active Code —

MList in Chart Tab

Only for Provider 1
Appointment Book

List in Appaintment Book Quick Services

Appaintment Category

Appointment Length

-l

creen | | |Popup disabled ~|

| Browse... |Popup disabled -]
Med2 Type - Unclaimable work, Includ

Stock Items

. A Crowns
DlListas Stock B Veneers/Rembrant Type Etched Fillings
Number in Stoc|/C Tip Replacing

D Gold Posts
Barcode Numb§g Gglg Inlays
Categories F Endodontics

G Periodontal Treatment
H Orthodontic Treatment
I Surgical Extraction of Impacted Wisdom Teeth
) _Bri k.

EXAM

OK Cancel

5. Select

6. Repeat for any additional services you need to set the Med2 Type for.

EXACT
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Printing the Med2 form

1. Click on the |i| from the patients tool bar

2. _Click on ‘E on the bottom right hand side of the screen

| Transactions: Mr Notes Notes

| Statement Account I
0 Date B ® B & Num Provider Particulars Debit Credit

Open Amt

[ View TP | Details || i 2] a 2]

Current: 0.00 M Notes o 0.00
| 30+ Days: 0.00 Total Due: 0.00 [ Stop Credit Alert
| 60+ Days: 0.00 | Payor Due | 0.00 ODon't Include in Statement Run
| 90+ Days: 0.00 ONo Aging M

| Family Total: 0.00
| Close || Statement || Payment || Refund H Adjust || Transfer | Write Off H Allocate || Opening Balance || Payor Form || Resubmit || MED 2 ‘
e — e

3. Setthe date range on the screen below

Print MEDZ Report

Provider |FH[=] @
From 01/01/2020 ®

To 31/12/2020 z

L
Number of Copies 1
Printer

Edit Layout

[ Pt | Preview | Email | Close

4. You can now Print the form or select Preview to view it first

Form MED 2 - Dental Expenses Certified by Dental Practitioner

ook Hoes.

Canifbcat om of S Practtions
oo CAPITAL LETTERS) [[awecemse

Mo of Dl Prslioer [Telr[:]s] e[ [ [ [«
Confirrs lota| o, pald |
rvomce)

EXACT
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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
‘ Account ”_\
© Date ® B & Num COT  Provider Particulars Fee  Debit  Credit Open Amt
3 RYANB Cash 100.00 -100.00

13/03/2020 @
23/03/2020 &

1604 voice »

Key [INon Account ltems [JResubmissions, (] Delsted ltems COT View | Details| 1 (B 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 OJDon't Include in Statement Run
90+ Days: 0.00 CNo 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 ‘ @

] Remove Amounts

' Edit Disclaimer |

Number of Copies 1

Printer Printer ‘

Print LhPreview Email EasyPost Close

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

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

MANAGING OPEN COTs

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

https://www.youtube.com/watch?v=uvpU10fisdY&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)

e Incomplete treatment plans (plans which are partially charged)

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

¢ For these three options, you can include

o 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.

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.
39 @


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

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.

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:

o

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.

Preston & Price Dental Surgeons 1
List Treatment Plans
Prirted On 0502005 02 2%m
Prirted By OEMO
Sertod By Last Name
Patiert's Selected With date of birth equal or between 0101 /01" and 31N 259
Provider(s) oEMO
Frem 051 02004
To 051 072005
T acioas :
rchude nactive Trestments X
nchade Misc Treatmarts
MName Date Code Description Status Feo
Unclaimed Complete Courses of Treatment
M Lerry Bocon Patwrt Code:.  BACONL
Conrse of Trestmant 3457
Apportmert 1
280805 OFUNCT Functicnal Orthodontic Applance Charged 18875
M Marry Brocking Patiert Code:  BROCKI M
Conrsn of Treatrant 3435
Apporteent 1
260805 00 Any Cther Ortnodorec Treatment 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.
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PATIENT COMMUNICATIONS

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

https://www.youtube.com/watch?v=9hzBacO1lVZo&t=7s

SMS
How to add SMS template

1. Go to Configure > SMS templates

ation  Configure  Tools  Window  Help
|m Appointment Book...
Repo alI Termplates...

Click on m from the toolbar

Patient File...

2.

3. Enter a code and a description. Please note: the code needs to be unique
[3dd SMS Template
Code TEST |
Description | Test |

4. 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]
[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

A ]

| Copy Field(s) To Clipboard |

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

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

‘Paste’

cdste Lo

Dear Truncateto 1 5MS's .
Undo )
Cut Dear [patient firstname]
Copy

Delete L! m

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 |‘I 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

2. Click on the ‘ﬁs button on the patients tool bar
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

ShAS Details

Select a Provider and Specialist 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 |

Descnption |

OK

4. Select the email template from the list and then click on

. OK
Click

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

ol

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

EXACT
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Email

How to add email templates

You can view a video guide using the link below:

https://www.youtube.com/watch?v=KgAX2dUrHU8

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

Ernail Details

Provider
Specialist

Email Template

Category
Description

a.

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

ESTOCK

| Email the selected Specialist

|
to Cliniview Software
Olnclude Email Signature

[ ok | cancel

4. Select the email template from the list and then click on

OK

o1

Click

o

need to type your email here

7. Once you are finished click

OK

You will be shown a preview of your email — if you have not used a template you will

Send

and the email will go to your patient. Any

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

PATIENT EXPERIENCE



https://www.youtube.com/watch?v=KgAX2dUrHU8

HELPFUL INFORMATION

Who should I contact for help?
General EXACT Queries

Contact the SOEUK Support Desk on 00441634 266 800
Department of Employment Affairs and Social Protection
Phone numbers: 01 704 3000

Emails: info@welfare.ie

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

Eligibility checker

Please use the link below to check a patients eligibility by treatment code.

https://www.sspcrs.ie/portal/dentchecker/pub/check

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.sspcrs.ie/portal/dentchecker/pub/check
https://www.youtube.com/user/soebestpractice/videos
https://www.youtube.com/watch?v=J4h5gNas5Uc
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