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Posting treatment from appointment

1 Open scheduler
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2 Select the appointment you would like to work on

3 Right Click on appointment and select Change Status



Made with Scribe - https://scribehow.com 3

4 Select Complete

5 Post Appointment Transactions screen will open; you have the option to post all
transactions or post selected (if not all treatment was done at the visit)

To post only selected item, click in the Select box for each item needed then click
Post Selected and follow the directions below
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6 Click Post All

7 Click "Yes"



Made with Scribe - https://scribehow.com 5

8 If patient is due to schedule their recall visit you will get the option to schedule
this appointment now.

If you choose not to schedule this appointment, click schedule later and proceed
to step 15
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9 Select the treatment that will on the recall appointment

10 Click Schedule now
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11 This will create the appointment and move it to the clipboard for scheduling.

12 The schedule will automatically send you to the recall date appropriate for the
patient (6months out)
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13 Click and drag the clipboarded appointment to the scheduled time requested

14 Click yes
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15 Open patients ledger

16 You will see the treatment posted for the visit
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17 Now you can create the claim for the visit by clicking Create Claim button on the
left menu

18 Click "Yes"
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19 Verify all info is correct on claim. Click Electronic Attachments to attached any
necessary documents

20 Click "Add Attachment"
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21 Select the attachment type

22 Click here
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23 Follow directions to complete attachment:

Adding clinical note, click on the Use box

24 Click "Attach"
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25 Once all attachments have been selected Click "Upload Attachments to
DentalXChange"

26 Click "OK"
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27 Your attachments will have a Submission ID

28 Close Screen
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29 Go to Claims List

30 Select desired claim
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31 Click Sent Selected E-Claims

32 Click "Send"
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33 Click "OK"

34 Click "Yes"
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35 Close Screen


