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Posting to ledger, creating claim,
processing claim

Learn how to upload and submit a clinical note as an attachment through
DentalXChange. This guide walks you through the process of attaching the necessary
documents for billing purposes.

1 From patient ledger

https://dentimax.com
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2 Add all necessary procedures: New Transaction

3 Enter the appropriate procedure code
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4 Select Save and New to continue adding procedures as needed

5 Save Changes once all procedures have been added
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6 You will now have all the procedures done for the visit listed on the ledger.

With one of the procedures highlighted: click View Billing Options on the left menu

7 Use the dropdown menu to select the correct Place of Service
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8 Save Changes

9 Click "Yes"
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10 Now back on the ledger: Create Claim on the left menu

11 Click "Yes" to view the claim

If you do not want to view the claim at this time, click No. You will be able to view
the claim from the claims list when you are ready to process it.
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12 You will see on the claim form the place of service is as notes on the "View Billing
Options"

13 If the claim requires attachments: Click "Electronic Attachments" tab
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14 Click "Add Attachment"

15 Click "Attach Clinical Note / Narrative"
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16 Click "Continue"

17 Click "Use " on the correct narrative
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18 Click "Attach"

19 Click "Upload Attachments to DentalXChange"
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20 Click "OK"

21 You will now see the attachment has been sent with a submission ID



Made with Scribe - https://scribehow.com 12

22 Close Screen

23 Go to your claims list
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24 Your claim will be Ready to Bill.

Select the claim you want to send

25 Click Send Selected E-Claim
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26 Click "Send"

27 Click "OK"
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28 Click "Yes"

29 Your claim will now be marked as Billed


