Scribe for windows Workflow

1 To create a NEW PATIENT account; Click on the "Patient List" icon

Common Reports

Create Prescription Patient Aging Print
ASAP List Payment Summary Print
Today's Appointments Production Summary Send
Address List Accumulative Totals by Date Range Print
View Graph: Report By Code Routs

View Monthly Revenue New Patients Suag

Hours Booked Unco

Clinic

DentiMax com Home Page Procedures not on a claim Report m
DentiMax Support Portal i imary I laim:

Dream Digital X-ray Sensors Outstanding Secondary Insurance Claims Billin

DentiMax Partners Insurance Utilization Patie

Dental Asso Production Totals by Insurance compan: Rafer

Follow up Report winsurance Detail Patie

DentiMax Training Videos g Ortho Claim Statug rov

Pre-Auth Claim Status Unsc

DentiMax YouTube Channel
DentiMax 20 Videos

Work Claims

Recall Management

Recall Work List

Recall Post Cards

Eligible Recalls Today 0

New Recalls Eligible this week 0
Patien i in 12 month:

2 On the left menu, click on "NEW PATIENT"

@ Dereas - Defaut Cata - o x
Fie bt Lt Actvotes Help

28w B X
Patient List - Bob Sr. Test

Head of Household:

‘Assigned Provider:

Last Hame Farst Nome

Defauk Primary Insurance! - Birth Date: -
Wabie

Search: | Search by: Chart Number - View. Patient List -

Chart Wu... ¥ |Last Name  First Wame Language  Gendar B
ob 5.

Date  Praferred Contadt Method Homé Phone Work Phone Mabie E-mal Default Primary Insurange Préferrad Scheduling Hours

3 Uil
Timmy (454) 8455542 un1
Dentimax  Englsh 55T 5555335 teactest

Test Oumerry B38-BBBBAS AETOO

Test Sunmy (484) s4m-4434 9858588 AETO0

Test Test Creole Tot 800704843 4808251875 t#fanye@dantmax.com AMED] Evaning

Test Testy (609) 898-8888 AETO0

Test Testy B (589) 883-8888

Test Testy C

weather windy £ o (545) 8545525 AETO0
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3 You will begin entering the patient information. The red fields are required fields;
you will not be able to move on if any of these are left blank. The yellow fields are
the recommended fields. Complete all fields as needed

(D) DentiMax - Default Data
File Edit Lists Activities Help

DentiMa 9 #H W [ X K &

® Patient Information - ,
Patient Information | Insurance: Medical Alerts  Extra Info  Custom  Missing Teeth

T Chart Numiber: [ peceased [JvIP [ NotaPatient [ ] Inactive
Add a new family m... Last Name: Hotes:
oad Patient Picture -
U e First Name: Middle Initial:
Ac nt Pict. - — L
i > & Nickname: Alarts:
Appaints Head of ] Self
Household: -Q
Le
Appts:
i Street:
b : Street2: Eligibility Expired
Old Py iptions city: State: Family: No Lab Orders
P { ;
7 a0 Postal Code:
Ma
Home Phone:
Work Phone: _________ Preferred Contact Method: -
Mabile Phone:
Preferred Scheduling Hours: i
E-mail: © E—
Quick Prints v Colies: — S Assigned Provider: TES00  ~ QTest, Terry
Print Patient Report Marital Status: >  Driver License: R Assigned Hygienist: - Q)
rint Mailing Labe Birth Date: Other ID: e -
Print Mailing Label irth Date = er Student Status: =
Insurance Info v [ L g Employer: - Q
Check Eligibility [ use Recall
L - Facility:
Recall Every: 6 = Months = [¥] Plus 1 Day aclity: v Q
Default Opt v e Group: Locator #:
Use this e Last Completed Recall: g g
Next Scheduled Recall: [ Do Mot 8ill Patient Billing Code:
(3 Manually Set Recall Date Balance: Last Statement:

Next Eligible Recall:

4  Toinclude patient in the recall protocol make the "USE RECALL" box

QOB otiers iformanon  InGurance Information  Medical Alerts  Baralnfo  Custom  Missing Testh
Chart Number: Dosessed [OvP  [ncearatent [ inscne
st e Hores
First Name: Middle Inal:
Nickmame:

ead of () et
Househld: -q

Streer:

Strest :
aiy State:

Postal Code
Home Phone:

‘Work Phone: Preferred Contact Method. =
Motile Phone:

Freferred Schedulng Hours: -
Ema:
Gender: ISSH: Assigned Frovider: TESOD = Q Test, Terry
Markal Status: v Drver Licanse: Ansipned Hyglolet: “a
et oae: - Other D e =
s N employer: - q
- o .
f Racait every: 6% Morths = (2] Pus 1 Doy ecily: Q
Pl moleted Recall Graup. Locator #:
Next Scheduled Recall [ Do ot Bill Patient Biling Code
[ Manualy Set Recall Date Balance: Last Statement:

Mt Eligible Recal:
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5

@ Oemidas - Defautt Dt

File Ede Lsts Actiities

Patient Information - ,

Patiert Informatan
Chart umber:

Last Kame:
Farst Hame: Middle Inital
Mickname:

Head of
Househeld:

Alerts:

Appts
Street e

Sweat 2

ary:

Fostal Code

State. Famidy.

Home Phone:
Work Phone:
Mokl Phone
E-mail: _
Gender. -
Marital Status:

SssH]
~  Driver License
firth O Other
anguoge:
gl ) use Recall

ths » [ Plus 1 Doy

Manuslly Set Recall Date

Nest Eligible Recall:

6

Insurance Information  Medical Alerts  Extralnfo  Custom  Missing Testh

[ Deceased

Freferred Contact Mathod
Freferred Scheduling Hours:
Assigned Prowder: TES00
Assigned Hygienist:
Student Status:
Employer:
Faciity
Group
) 0o Het il Potient
Balance.

Select the recall timeframe

Ovie  Onotaratient [ inactve

Egity Expeed

1o Lab Ordars

)

Test, Terry

P

Locator #:
Biling Cade:
Last Statemen:

Select the preferred contact method from the dropdown menu. This is not a
required field; however we recommend you complete this field as it will be

present in other areas of the system

(@ Dentivia - Defait Dota

File Edie Lits Actiities Help

et S B W B X K

® Patient Information - ,

RO Faticri Information

Insurance Information  Medical Alerts  Edralfo  Custom  Missing Testh

Chart Wumber

Last Name: Motes:

First Hame Middle Tnitial:
Nickname

Head of [#] Seif
Household -

Adarts:

Aggts
Street: -

Street 2:
ary:
Fostal Code:

Stote:

Farnily

Home Phone:
Work Phone
Mabila Phane
€-mal
Gender:
Marital Status;

Bih Date
Language: -
B = use Recal
Recall Every: b 2] Months = (5] Plus 1 Day
WO ot Compitad Reca:

Next Scheduled Recal

Manuzlly Set Recoll Date
Wext Exgible Recall:

Made with Scribe - https://scrib

] Deceased

Praferred Contact Method:

Preferrad Scheduiing Hours:

Assgnad Frovder: TESDD
Assignad Hpglenis:
Student Status:

D [totafotient [J inactive

Eaghitty Fxpred
2b Orders

- QTes Tery
-a

Employer:
Fachty
Group:
(] 06 Not B Petient
Balance:

ehow.com

-Q
-Q
Locator &
Biling Code:
Last Statement
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@ Dentax - Defauit Cata

Fie Edit Lists Acthaties

Patient Information - ,

Select Assigned Provider from the dropdown

Fanart Iformation | Iuraice iformation  Medical Alts | Bora lfo | Custom  Missing Teeth
Chart Number: [ Deceased VP [ ot a Patient Inacive
Last Home: Noses.
P— [rovmpe—
[Sa— _—
ead of (=) sel
Household: -q
Ao
Stroat: pots
Streat 2: Ebgbity Expireg
e e o 1 Lab Osgers
Postal Code:
Home Prane:
ok ave: P — 2
Mobie Phne:
e Preferred Scheduiing Hours
Emal =
Gender: Sl swss iRt —_—
varkal status: * Dver Licensa: e b
Girth Dute: SRS Othr D Student Status:
tnguage: - Ervployer Y
2 use e = =
Racal Evary: § 2 Morths = [5] Plus 1 Dey s a
Last Compileted Recal L RACH 3
Next Schedued Recal: _ (3 0o Mot il Patent Biing Code:
) Menualy Sit Recal Date Bolonce: Lost Statement:

8

(D) DentiMax - Default Data
File Edit Lists Activities

Dentivady
Ve 3V &

Nt Eligible Recall;

Help

28w B X K E

Patient Information - Test,

Patient Information | Insurance Information

Medical Alerts

Extra Info  Custom  Missing Teeth

For patients that have insurance click "Insurance Information" tab

Manage Allergi

Exam Information

erio Exams

Perio Exam

SR Exams
Quick Prints A
Print Patient Report
Print Mailing Label

Chart Number:

[J peceased [ VIP

Last Name: Test
First Name: Testy

Notes:

Middle Initial:

Nickname: Alerts:

Head of [v] Self

Household:

Straet: ops:

Street 2:
City: State: Family:
Postal Code:

Home Phone:
WorkPhone:
Mobile Phone: (888) 888-8888 (@
Email:

Gender: Female = SIN/SSN: 888-88-8822

Eligibility Expired
No Lab Orders

Preferred Contact Method: o

Preferred Scheduling Hours: -

Assigned Provider: TES00 ~ Q Test, Terry

Marital Status: ~  Driver License:

Birth Date: |1/1/H8] =|24yrs oOther : 838-88-8888

Language: -
[J use Recall
Recall Every: 6 % Months « Flus 1 Day
Last Completed Recall:
Next Scheduled Recall:

[J Manually Set Recall Date
Next Eligible Recall:

Made with Scribe - https://scribehow.com

[ Not a Patient

[ mnactive

Assigned Hygieni - q
Student Statu:
Employe: - Q
Facility: > Q
Group: Locator #:
[[] Do Mat &ill Patient Billing Code:

Balance: Last Statement:
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@ DentiMax - Default Data

File Edit Lists Activities

&

Load P:

rio Bxams
Perlo Exam

Quick Prints o
Print Patient Report
Print Mailing Label

Insurance Info W

Check Eligibility

Default Options o
this

10

(D) DentiMax - Default Data

File Edit Lists Activities

Ve SV R

i

Add a new family m
Load Patient Pictt
Acquire Patien

Perio Exams
Perio Exam

SR BExams

Quick Prints hd
Print Patient Report

Print Mailing Label

Insurance Info et

Check Eligibility

Select "Relationship to Subscriber" from the dropdown

Help

LW H X R E
Patient Information - Test,

Insurance Information | Medical Alerts  ExtraInfo | Custom

Release of Information
Primary Insurance

Patient Relation to Subseriber:
Subscriber: 2l A
Spouse
Primary Insurance:| Depandent Q
Subscriber : (Other
Group Number:
Assignment of Benefits
Secondary Insurance
Relation to Primary Subscriber: =
Subscriber: - Q
Secondary Insurance: - Q

Subscriber ID:

Group Number:

[+ Assignment of Benefits

CoB:

Click here

Help

20w X & E
Patient Information - Test,

Patient Information

Medical Alerts ~ Extra Info  Custom

Insurance Information

[¥] Release of Information
Primary Insurance

Patient Relation to Subscribi

Subscriber: -a
Primary Insurance: - Q
Subscriber ID:
Group Number:
Assignment of Benefits
Secondary Insurance
Relation to Primary Subscriber: S '
Subseriber: - Q
Secondary Insurance: -Q
Subscriber ID:
Group Number:
[#] Assignment of Benefits

CoB:
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11 If Subscriber is Self; you will not need to fill in the subscriber field. If the subscriber
is not Self; you will need search for the subscriber from the patient list search.

If the subscriber is not currently a patient in the "Patient List" you will need to
create a patient account for the subscriber as well. If the subscriber will not be an
active patient in the office, you will need to mark the subscriber's "patient”
account as "not a patient". See second image below.

(D) DentiMax - Default Data
File Edit Lists Activities Help

Dentivad B #h W [ X [’ £

€« @  Patient Information - Test,
(W atient information | Insurance Information | Medical Alerts  Extrainfo  Custom  Missing Teeth

[#] Release of Information

s Bl Primary Insurance
Loa Patient Relation to Subscriner: EE/RNSGN_~ |
Acquire Patient Pict. e Bla,
! Primary Insurance: - Q
ppa ~ v
Ledger Subscriber ID:
aims Group Number:
tion:
scriptions
SR D Assignment of Benefits

Payment Plan
Manage Allergies

Relation to Primary Subscriber: -
Subscriber: - Q
v Perio Exam q
Viev R Bams Secondary Insurance:
- - Subscriber ID:
Quick Prints hd ik
Print Patient Report Group Number:
Print Mailing Label
Insurance Info ™ Assignment of Benefits
Check Eligibility
CoB: ki

Default Options ol
Use this data for ne...

12  Step

Patient Information |1n5urance Information ~ Medical Alerts  Extra Info  Custom  Missing Teeth _

Chart Number: [J Deceased [JVIP [+

[ Inactive

Last Name: Motes: ‘
First Name: Middle Tnitial:
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13 Next, you will select the Primary Insurance from the drop down menu

@ DentiMax - Default Data
File Edit Lists Activities Help

DentiMa) 8 tH W [ X R =

® Patient Information - Test,
Insurance Information | Medical Alerts  Bxtra Info | Custom  Missing Teeth

anges (@
v] Rel f Infi
Cancel Cha Release of Information
I e Primary Insurance
Load Fatient Picture Patient Relation to Subscriber: Self x
e i Subscriber: Q
':"“"’ Lz Lt iV Primary Insurance: | ~la
iy : fdg!rl‘m Subscriber Ip: Code IName City Group Name Group Number Insurance Type |
i Group Number: oo y
AETO0 Aetna Lexington 2
ALLOD Allied Benefits Services Chicago 2
|AMEQC Ameritas Life Ins. Corp Lincoln 2
AMEQ1 AmeriBen Solutions, Inc. Boise 2
ANTO0 ANTHEM San Antonio 2
S TIRYd Secondary Insurance |ASs00Assurant, Inc Clinton 2
art Relation to Primary Subscriber:|ASS0L Assured Benefits Administrators El Paso 2
rio Exams Subseriber: -Q
Perio Exam
Secondary Insurance: - Q
- - Subscriber ID:
Quick Prints o e,
Print Patient Report Group Number:
Print Mailing Label
Insurance Infe W [¥] Assignment of Benefits
Check Eligibility
CoB: ¥

Default Options o
this

Ins
h for Primai
Edit Primary Ins

New Primary Ins

14  Enter Subscriber ID number and Group number

(D) DentiMax - Default Data
File Edit Lists Activities Help

Dentiad) 9 i W [ X R &

VA #  Patient Information - Test,
(W atient information | Insurance Information | Medical Alerts  Extrainfo  Custom  Missing Teeth

[#] Release of Information

Add a new family m... Primary Insurance
Load Patient Pict. Patient Relation to Subscriber: Self -
GLLIm Subscriber: - Q
Primary Insurance: v ||Q Aetna
Subscriber ID:
Group Number:
Assignment of Benefits
FETY Ty Secondary Insurance
Relation to Primary Subscriber: -
berio Exams Subscriber: -qQ
Perio Exam q
SR Exams Secondary Insurance:
£ A Subscriber ID:
Quick Prints v e
Print Patient Report Group Number:
Print Mailing Label
Insurance Info ™ [¥] Assignment of Benefits
Check Eligibility
CoB: hd

imary Ins
Primary Ins
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15 Click "Medical Alerts" tab

@ DentiMax - Default Data
File Edit Lists Activities Help

@®
Medical Alerts  ExtraInfo  Custom  Missing Teeth

nges @
v] Rel f Infi
Cancel C Release of Information
Add 3 new family m. Primary Insurance
Load P it Patient Relation to Subscriber: Self x
e Subscriber: ~Q
l:iure Infy ation W Primary Insurance: AET00 - QAetna
Vi ppoints AU, *
H Subscriber ID: W883888
im Group Number: 123
Pr pti
\ Id Prascriptions
3 kol Assignment of Benefits
Payment Flan
Manage All
eIk Secondary Insurance
Relation to Primary Subscriber: =
Subscriber: - Q
Secondary Insurance: - Q
Subscriber ID:
Quick Prints o e,
Print Patient Report Group Number:
Print Mailing Label
Insurance Infe W [¥] Assignment of Benefits
Check Eligibility
CoB: ¥

16  Select ALL "Medical Alerts" that apply

DentiMa) 2t W [ X R

e ® Patient Information - Test,
WA Patient Information  Insurance i Medical Alerts |BxtraInfo | Custom  Missing Teeth
Alerts Last Updated: Medication Alerts
Date Modified _|Medication Dosage Furpose Date Entered |
U; |Name
v Premedicate
Acid Reflux
Allergy - Aspirin
Allergy - Barbiturates
Allergy - Codeine

Allergy - Local Anesthetic

Manage Allerc Allergy - Sulfa
Exam Information Allergy - lodine
Allergy - Latex
o Exams Allergy - Metals
w Perio Exam Anemia
SR Exams Anxiety/Nervousness
Quick Prints v Artificial Joints

Arthritis, Rheumatism
Artificial Heart Valves
Asthma

Print Patient Report
Print Mailing Label

Insurance Info ™V
Check Eligibility Back Problems
Bleeding Abnormally |
Blood Disease
Cancer

Chemical Dependency
Chemotherapy/Radiation
Circulatory Problems
Congenital Heart Lesions
Cortisone Treatments
Cough up Blood

Cough, Persistent
Nantal-Bhohie

(o Vo { { m {m f e f h f  m Umfm |  fm | {rFm me mn |  {]
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17  You can enter any Medications as needed by clicking "add"

@ DentiMax - Default Data
File Edit Lists Activities Help

28w 5 X

Patient Information - Test,
Patient Information ~ Insurance Information | Medical Alerts  ExtraInfo  Custom  Missing Teeth

s . Alerts Last Updated: 6/24/2025 Medication Alerts
5 ": i mll‘ Allergy - Latex, Artificial Joints, Asthma Date Modified /| Medication Dosage Purpose Date Entered
y
ad ture
Acquire Patient Pict... Use ‘Name | a
™ Premedicate
™ Acid Reflux

™ Allergy - Aspirin
™ Allergy - Barbiturates
I | Allergy - Codeine
[~ Allergy - Local Anesthetic
™ Allergy - Penicillin _
e [ Remove | pda | Eat | Mark pcoted
™ Allergy - lodine
¥ allergy - Latex
[T Allergy - Metals
™ Anemia
™ Anxiety/Nervousness
¥ Artificial Joints
™ Arthritis, Rheumatism
™ Artificial Heart Valves
ma
™ Back Problems
™ Bleeding Abnormally ]
" Blood Disease
I© | cancer
™ | Chemical Dependency
[ chemotherapy/Radiation
I Circulatory Problems
™ Congenital Heart Lesions
" Cortisone Treatments

T T P TS e

18 Click "Add"

Default Data

5 Activities

Patient Information - Test,
Patient Information  Insurance Information | Medical Alerts  |Extra Info  Custom

Alerts Last Updated: 6/24/2025 Medication Alerts
Allergy - Latex, Artificial Joints, Asthma Date Modified | Medication Dosage Purpose Date Entered
U |Name } =

Premedicate

Adid Reflux

Allergy - Aspirin

Allergy - Barbiturates
Allergy - Codeine

Allergy - Local Anesthetic
Allergy - Sulfa

Allergy - lodine

Allergy - Latex

Allergy - Metals

Anemia
Anxiety/Nervousness
Artificial Joints

Arthritis, Rheumatism
Artificial Heart Valves
Asthma

Back Problems

Bleeding Abnormally [}
Blood Disease

Cancer

Chemical Dependency
Chemotherapy/Radiation
Circulatory Problems
Congenital Heart Lesions
Cortisone Treatments

o {{fm { m {fmfm mfcmc  fm c e| fm  {fm  { i i | 3
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19 Click "Extra Info" tab

@ DentiMax - Default Data
File Edit Lists Activities Help

WA Patient Information  Insurance i |Medica\ Alerts | BxraInfo  Custom  Missing Teeth
Alerts Last Updated: 6/24/2025 Medication Alerts
Allergy - Latex, Artificial Joints, Asthma Date Modified _|Medication [posage Purpose Date Entered |
6/24/2025 | Amox |
Use |Hame | a
Premedicate
Acid Reflux
Allergy - Aspirin

Allergy - Barbiturates
Allergy - Codeine

Allergy - Lacal Anesthetic
e Remove m Edit Mark Updated
Allergy - Iodine

Allergy - Latex

Allergy - Metals

Anemia
Anxiety/Nervousness
Artificial Joints

Arthritis, Rheumatism
Artificial Heart Valves

Quick Prints o
Print Patient Report
Print Mailing Label

Insurance Info W Ahna

Check Eligibility Back Problems
Bleeding Abnormall

Default Options ing y I
Blood Disease
Cancer

Chemical Dependency
Chemotherapy/Radiation
Circulatory Problems
Congenital Heart Lesions
Cortisone Treatments

e W | | e e .« e e . e U e e | e [ | 3

20 Here you can enter Emergency Contact Info as needed

» v TN T T T, |

Additional Information
Extra 1| ‘

Extra 2

Acquire Patient Bxtra 3

More Information Extra 4

Extra 5

Extra 6

Bxtra 7

Extra 8

Extra @

Extra 10

Extra 11

Emergency Contact Information
Contact:
Contact Phone: Contact Phone 2:

Print Mailing Label

Referral Information
Insurance Info

Erorrr el Sowcs: - Q
Default Referring Provider: - Q
Use this data for ne. Referral Number:

Patient Referral: -Q

Medical Information
Preferred Pharmacy: - Q
Physician:

Physician Phone:

Made with Scribe - https://scribehow.com
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21 The Custom and Missing Teeth tab can be used as you see fit but are not
necessary

@ DentiMax - Default Data
File Edit Lists Activities Help

Patient Information - Test,

Patient Information  Insurance i Medical Alerts | additional |Custnm Missing Teeth

Ll Additional Information

ancel Chang
e o i
Patient Pictur Bxtra 2
Acquire Patient Pict... Btra 3
More tion W Bxra 4

Vi ppointme
edger Bxtra 5
Extra 6
Extra 7
ions

Extra 8
e Allergies Bira 9
am Information Extra 10
Extra 11

Emergency Contact Information

Contact: Spouse Test
Contact Phone: Contact Phone 2:

Print Patient Report
Print Mailing Label

aiesa ot W Referral Information

Check Eligibility Referral Source: - Q
Referring Provider: - Q
Referral Number:
Patient Referral: -Q
Edit Pharmacy Medical Information
News Pharmacy Preferred Pharmacy: | ~la
Physician:

22 When you have completed all tabs ALWAYS CLICK "SAVE CHANGES"

(D) DentiMax - Default Data
File Edit Lists Activities Help

VeV R
Giinsl LW Patient Information  Insurance Information ~ Medical Alerts  Additional ~ Custom | Missing Testh
Save Changes &
Caneg| Cha
FACIAL
2 £
ZLEFT 2
z 8
3
Vi io Bams
Perio Exam
Quick Prints h'd

Print Patient Report
Print Mailing Label

Insurance Info hd
Check Eligibility
Default Opt o
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23 Another was to enter a NEW PATIENT is from the SCHEDULER. Click the "Schedule"

icon to open the schedule

@ oe

File Edit Lists Activities Help

Head of Household:

Assigned Provider:

Chart Nu... ¥ Last Name First Name Language
TESBO00O |Bob Sr. | M [i/11960 |
Timmy M 1/1/2011

Test Dentimax English F 5/27/1990
Test Dummy F 1/1/2001
Test Sunny F 1/1/2011
Test Test Creole u 8/15/1996 Text
Test Testy F 1/1/2001
Weather Windy F 1/1/2001

24

Appointment Entry screen

(D) DentiMax - Default Data
File Edit Lists Activities Help

DentiMap 8t W [ X R

Ve Tuesday - June 24, 2025

4 4 Jun202s
Sun Mon Tue Wed Thu

1 2 3 45 67

Last Name: First Hame:
Default Primary Insurance: - Birth Date: -
Mobile:
Search: Search by: Chart Number - View: Patient List -

Gender Birth Date | Preferred Contact Method Home Phone

5555555555

(484) 848-4484
8007048494

Work Phone

Mobile

(454) 845-5542
5535555555
£888-888888
083-8888
4808251875
(888) 888-8888
(545) 854-5525

E-mail Default Primary

UNID1

UNIO1
test@test

AETOO

AETOD
tiffanye@dentimax.com AMEO1

AETOO

AETO00

Double-click on the time slot you want to put the patient in; this will open the

B 9 10 H 12 13 44

15 16 17 18 19 20 21 | g AM

2 ns % o »

BNl 234

Print Patient R

Print Label

Made with Scribe - https://scribehow.com
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25 You will skip the "Patient" search box and move directly to the name entry fields;
enter as much information as you can

@ DentiMax - Default Data
File Edit Lists Activities Help

Dentizy) L W [ X R

Y& 3> &  Appointment Entry

Patiefit: ~la~

Last Name: Resource: OFT1 v Qonsults
First Name: Provider: - Q
Home Phone: Date: 6/24/2025 ~
LD TVINE R \\ork Phone: Time: 9:00 AM
pointment Recurr... FSIINN Length:  103]
‘ Color: b E-mail: ®
Status: Unconfirmed  » Recurrence: z
Add From hotes ‘
More Information
View Recoll Informa... [ Place on ASAP List [] Lab Case -
;.:ufg Service Codes for this Appointment:
T ﬂ|.ﬁ\x:cuum; Code |Descnp|mn |TDulh‘Surface|Fee | | Eligibilty Hot Checked

Edit Chart Number
New Chart Number

Appointment Total:

26 Enter any specific notes from patient. These notes will show on the appointment.
ie: patient in pain UL

(D) DentiMax - Default Data
File Edit Lists Activities Help

Fatient: M
Last Name: Test Resource: OPT1 + Quronsults
First Name: Testy B Provider: TES00 + QTest, Terry
Home Phone: Date: 6/24/2025 ~
Modify Data v RIPNIRZIGITS Time: 9:00 AM

Appointment - = =
e Mabile Phone: Length:  10%]
Color: = E-mail: ©
Status; Unconfirmed  ~ Recurrence: |None
Haote:
More Information
Recall Informa... [ Place on ASAP List [] Lab Case -

e Info s

Service Codes for this Appointment:
igibility

|Account Code |Descriphon |Tooth‘5urface| Fee |
[

| Eligibility Mot Checked

Appointment Total:

Made with Scribe - https://scribehow.com



You will add procedure codes to the appointment; these will also show on the
27 . S

appointment. There are several positive reasons to add the procedure codes to

the appointments...it will pull procedures from the treatment plan, allows for

faster and more precise posting, it will track daily production, etc.

Patient: Q¥
Last Name: Test Resource: OFT1  + Queonsults
[o Patient File First Name: Testy B Provider: TES00 - QTest, Terry
B i Home Phone: Date: 6/24/2025 ~
Work Phone: Time: 9:00 AM
Mobile Phone: Length:  10°%]
Color: = E-mail: L
Status: Unconfirmed  ~ Recurrence: zl
Note: | Pain UL
Add From
More Information
R [ Place on ASAP List [ Lab Case )
% Service Codes for this Appointment:
g ﬂ|ﬁu:cuunt Code |Dascriplinr| |TDnth\Surface|Fee | | e ey

Appointment Total:

28 To add procedures to the appointment you can pull them 3 ways, add new
treatment item; per procedure code, add from multicode or if there is a treatment
plan you can pull from that.

(D) DentiMax - Default Data
File Edit Lists Activities Help

DeniMap 2 W [ X R £

Patlent: Q¥
Last Name: Test Resource: OFT1  » Quonsults
First Name: Testy B Provider; TES00 ~ QTest, Terry
Home Fhone: Date: 6/24/2025 ~
LU [TV I ) /ork Phone: Time: 9:00 AM
iipmntmem Fal ]nrfr b Fhone: Langeh luﬂ

Color: = E-mail: 4

gatment ltei Hote: [ Pain UL
Add From Multicode

nformation

Il Inform [ Place on ASAP List [] Lab Case v
LUETE AT M scrvice Codes for this Appointment:
Check Eligibility T s ez Tooth| SurfaceFes
! ccount Code |Description OOHN SHKIdee) Bee | Elgibily ot Checked
Appointment Total:
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29 A "multicode" is a single code that has multiple codes attached to it; you click on
one code and it will add all the codes attached.

Modify Data_____ v IIVARNCIEIY Time: 9:00 AM
pointment Recurr... i 3 - i
ditional Tnf. Mabile Phone: Length: 103 | Provider Time |

Show

Color: = E-mail:
Service Codes ol

2 t Status: Unconfirmed  ~ Recurrence: None
Remove Treatment ...

Edit Treatment Ter Note: | Pain UL
Add From Multicode

All 4 Quadrants of Root Planning Scaling
4 Sealants

Adult Prophy

Adult Prophy Periodic Exam

Adult Prophy, Periodic Exam 4 BWX % | Eigiiliy Not Checked
Adult Prophy 4BWX

Child Praphy Periodic Exam

Child Prophy, Periodic Exam Fluoride
Child-Praphy, Periodic Exam, 2 BWX Fluoride
PFG Crown, Build Up, Seat

Emegency Exarm

Endo, Bost/Core, Crown nent Total:
Extraction, Bone Graft Implant placement
Full Lower Arch Extraction

Full Upper Arch Extracticn

Implant crown

Implant Placement, Abutment PFG Crown
Implant Plzacement, Custom Abutment Porcelain Crn
Cemprehensive ortho plan

New Patient Appt w/FMX

New Patient

New Pt Appt w/d BWX Prophy

New Patient Exam w/ FMX

Pano, Casts, Photos Comprehensive Ortho Tx
Perio Exam, Debridement, Anti-Microb, RPS
Perio Maintenance w/4BWX Exam

Recall Appointment

30 Click "Save Changes"

(D) DentiMax - Default Data
File Edit Lists Activities Help

Dentiap  $ # W [ X R =

Y€ >Y &  Appointment Entry - Test, Testy B

(;:r(:anues ) > Fatient: Q¥
Cangel Chap: Last Name: Test Resource: OPT1  + Qonsults
First Name: Testy B Provider; TES0D = QUTest, Terry
Home Phone: Date; 6/24/2025 ~
Work Phone: Time: 9:00 AM
Mobile Phone: Length: 30 %]
Calor: = E-mail:
Status: Unconfirmed = Recurrence: z
Note: | Pain UL
More Information
CEIM [ Place on ASAP List [] Lab Case -

Insurance Info »

Service Codes for this Appointment:
Eligibility

Account Code |Description Tooth|Surface|Fee Eliaibility ot Checkad

limited oral evaluation - problel
00220 intraoral - periapical first radior 20.00

Appointment Total: 75.00
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31 This will now create a NEW PATIENT appointment entry on the schedule. Please
note: A NEW PATIENT appointment entry does not create a patient account; they
do not have a chart number yet. On the schedule you will know this by the blue
paper icon at the beginning of the appointment.

(D) DentiMax - Default Data

File Edit Lists Activities Help

Dentival) R th W [ X R

Ve 3V R Tuesday - June 24, 2025
M4 Jun20s b W
Sun Mon Tue Wed Thu Fri Sat
1 2°3 456 7
B 9 10 M 12 13 14 consults restorative Surgery
15 16 17 18 19 20 21 g AM
2 s %6 7s| o
2 30 1 2 3 4 5 20

6 7 8 95 10 1 12 [Neg=
GotoToday +14 +30 +6 Mos o

General w

o
T4 &

2 TestyBTest
Mobile Phone:

Manage Appts bl 2 BFA, LimitedEx
View Scheduled Rev.. S
Appointment List e

et

|
10 AM |
. |
Print o ”: ‘
Print Patient Report k] |
Print Label @ 1
50 |
11 AM \

10

20

-

@

e

12 FM

10

e

-

p
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You will need to "Create the patient file". There are two ways you can do this. The
first way is to click on the appointment, so it has the blue halo, and click on "Create
the patient file" on the left menu.

32

B 9 10 H 12 13 14 consults restorative Surgery
15 16 17 18 19 20 21 g am
2 nes s o s w
23301 2 3 4 5 |WEg=
6 7 8 9 10 11 12 W
GotoToday +14 +#50 +8 Meos (=5
4
e
LA I _Testy B Test
i Mabile Phone:
Manage Appts b4 2 e LimitedEx
Edit Appointment & n
Delete Appointment -
board 0
Scheduled 10 A
Appointment List e
Create Appts W 0
Add Appointment @ 3
Find.@pen Time Slot G
RBatient Infofmation v [EEE
Create the patient file 11 AM
w0
20
-
For this Appaintment il
For all appointment... 2
12 PM
10
0
D
@
&
1M
w0
-
-
=
o
2°M
I

33 Creating the patient file will bring you to the patient information page to complete
as done in the previous steps and it creates the chart number.

Medical Alerts ~ Additional  Custom  Missing Teeth

= - Chart Number: TESTE002 [Opeceased [JviP [ NotaPatient []Inactive
Load Patient Pictur: Last Name: Test Notes:|Pain UL
Aeauire Patient First Name: Testy B Middle Initial:
More Information Nickname: _—
pol ae - lerts:
Leds Head of (] Self
L Household: TESTE002 ~ QTest, Testy 8
5 Appts: | =
Pr ot Street: PPISi16/24/2025 9:00am TESO0  OFTL |y. Missed Apots
d Prescriptions Street 2: Eligibility Expired
Payment Plan City: State: Family:| No Lab Orders
Manage Allergies i
Postal Code:
Exam Information
Home Phone:
Work Phoneg e Preferred Contact Method: x.
Mabile Phone: = 5
= Preferred Scheduling Hours: i
E-mail: L - =
Quick Prints v R - 4
Print Patient Report e SIYSSH: Assigned Provider: TES00 v QTest, Terry
Print Mailing Label aakiialStalisss . T DIWeELIcense: Assigned Hygienist: - Q
. ~ 24yrs Other ID:
o Bith Daila: i D Student Status: >,
longeige: = = Employer: - Q
i Recall
Default Options O use " Facility: ¥
YT data‘fur == Recall Every: 6 Months ~ Plus 1 Day acility: 7‘:\
Last Completed Recall: Group: Locator #:
Next Scheduled Recall: [ Do ot il Patient Billing Code:

) [J Manually Set Recall Date Balance: 0.00 Last Statement:
Next Eligible Recall:
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34 Be sure to "Save Changes"

@ DentiMax - Default Data
File Edit Lists Activities Help

Medical Alerts ~ Additional ~ Custom  Missing Teeth

Save Changes (]

CancekChane Chart Number: TESTE002 [Ooeceased [JviP [ NotaPatient [ Inactive
Add a new ly m. Last Name: Test Notes: | Pain UL
Lipd Foent First Name: Testy 8 Middle Tnitial:
Acquire Nt Pic o il
Nickname:
More Inf tion W Alerts:
Vi op Head of
Household: TESTEQD2 ~ QTESL Testy B
Appts: | z
= Street: PPISi16/24/2025 9:00am TESO0  OFTL |0 \Micsed Apots
Street2: ligibility Expired
iptions city: Stater i No Lab Orders
Postal Code:
B Home Phone:
Work Phone: Preferrad Contact Method: -
Mobile Phone: (888) 888-8888 =] = L
Preferred Scheduling Hours: -
E-mail: L — =
Quick Prints v Gender: Fetale 7 SWV/SSK: 98 B0 20 Assigned Provider: TES00 » QTest, Terry
Print Patient Report Marital Status: ___~ Driverlcense:  ,oqoned Hygienist: - Q
Print Mailing Label girth Date: (/LI w[24yrs Other m: 888-88-2222 Student Status: =
Insurance Info v Language: i Employer: - Q
Check Eligibility [ Use Recall Facility: -Q

Recall Every: 6 ¥ Months ~ [ Plus 1 Day

Last Completed Recall: Group: Locator #:
Next Scheduled Recall: [ Do Mot 8ill Patient Billing Code:
[ Manually Set Recall Date Balance: 0.00 Last Statement:

Next Eligible Recall:

35 The other way to "Create patient file"
On the schedule, click on the patient to select. Right click on the appointment

Ve IV R/

2 BB X R E

Tuesday - June 24, 2025

« 4 Jun2025
Sun Mon Tue Wed Thu Fri Sat

123 45667
B 9 10 H 12 13 44 consults restorative Surgery

15 16 17 18 19 20 21 |gam
2 s s 2 n| w0
2% W12 3 45 0
6 7 8 9 10 1 12 [
-
o
S8 BTk TestyBTest
19" W mobile Phone: (888) 888-8388
20 4
-
-l
ok
10 A4 W obile Phone:
0
Create Appts v B3
Add Appointment @ =
Find Open Time Slot e
s
11 AM
0
-
i
%
e
12 PM
1w
0
=
-
50
1M
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When you right click you will get a new dropdown menu and you can select
36 " A R n A
create the patient file" and complete the previous steps

B 9 10 H 12 13 14 consults restorative Surgery
15 16 17 16 19 20 21 g am
2 nffles s | w
23 1 2 3 4 5 0
-
-
o
944 N O Tx TestyBTest
19" W mobile Phone: (888) 888-8888
Manage Appts el o N2
Edit Appointment & '
ppointment o
= % e e rrs
10 AM Add Appointment F&
0 £, Edit Appointment =]
Erenie D Rl % | | pelete Appointment
Add Appointment @ 0
Find Open Time Slot & AddtoClipboard
$ ) . Add/All to Clipbeard
Patient Information v 50
Create the patient file  [FPRE Cregte the patient file
'S Check Eligibili
Print v etn \g‘-lt;.-:l
Print Label ] e N
% View Estimate for this Appointment
B Copy Appointraent
s CutAppointment
For all appointment...
12PM Mark as ASAP Appointment
£ Print this Schedule
20
o Send Text Message >
& ——  Send E-mail Reminder 4
& Change Status 4
1PM
w
o
o
=
=
2PM
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