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FLOW: Adding/Printing Ledger Note

1 From a patient ledger

https://dentimax.com
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2 On the procedure line that you need to add the ledger note: RIGHT CLICK

3 Select "New Ledger Note"
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4 From the drop-down menu, select the appropriate note type

5 If you need this note to print on the ledger be sure to mark "Print on Statement"
box
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6 In the Description box you can write what you want to see on the ledger

7 You can also add any additional information needed in the Notes box to view
when you open the Ledger Note line
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8 Click "Save"

9 Now you will see the ledger note attached to the selected procedure
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10 If you need to print a copy for the patient: Use the Print Ledger on the left side
menu

11 Click "OK"



Made with Scribe - https://scribehow.com 7

12 You will see the note printed on ledger

13 Use the printer icon to select your local printer
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14 IF you DO NOT see the ledger note showing on the print preview:

First thing to look at is to make sure the ledger note is marked "Print on
Statement"

If this is marked; there is a setting in Practice Setup to check as well...
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15 Use the "gear" icon in the upper right corner to open Practice Setup

Click on the Reports tab

16 Make sure the box "Show the statement note detail" is checked.

If it is not marked; click the edit icon in the upper right corner and then check the
box

Save changes
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17 Go back and reprint the ledger and you will now have the ledger note showing;
print as usual if needed


