FLOW Completing patient appointments; posting
to patient ledger from appointments

1 On the patients appointment on the schedule, you will use the Change Status
function

The Change Status function is the icon in the upper right corner of the
appointment. This is where you will see the status of the appointment:
unconfirmed, left message, confirmed, where the patient is at in the office, or
cancelled, missed and will call.
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2  Click on the Status Change icon; select Complete
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Your Post Transactions screen with open. Here you will see all procedures
attached to the appointment with the option to post all or post selected
procedures

3

ARISU00O - Sunny Arizona

@ General Post Transactions

Do Not Post

Post Selected

Post All ity QU
Arizona, Sunny 7,8/18/25 i 08/18/2025 Nichols, Tiffanye - NICOO v

All v

(O oate: Plan 2 Order:  Code Description = Tooth s Surfacess Provider Am
[: 8/18/25 1 2 D7210 extraction erupted tooth requiring removal of bone and/or sectioning of toot! 1 0x Nichaols, Tiffanye
O sneses 1 2 D2392 resin-based composite - two surfaces posterior 2 MO Nichols, Tiffanye §
[: 8/18/25 1 2 D2391 resin-based composite - one surface posterior 18 o Nichols, Tiffanye ]
() sneses 1 2 D2393 resin-based composite - three surfaces posterior 3 MOD  Nichols, Tiffanye $
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4  You also have the option to add additional procedures if needed;

If needed, click on the green "+" to enter the charge details for additional
procedures

Bd  ARISU000 - Sunny Arizona k 9 B8 o W,

18/25 - 08/18/2025 B Nichols, Tiffanye - NICOO - O Pposta BRSl New Billing

Description Tooth ; Surfaces: Provider Amount

extraction erupted tooth requiring removal of bone and/or sectioning of toott 1 Ox Nichols, Tiffanye $0.00
resin-based composite - two surfaces posterior 2 MO Nichols, Tiffanye $350.00
resin-based composite - one surface posterior 18 [e] Nichals, Tiffanye $290.00
resin-based composite - three surfaces posterior 31 MOD  Nichols, Tiffanye §370.00

5 Inthe Charge Detail screen, you will add the procedure code(s)

Continue by clicking save or save and new for each additional procedure code

rlow ﬁ ; ﬁ % x i\\ ‘S' BE u ARISU00O - Sunny Arizona

@ General Charge Detail
Close

Details
Arizona, Sunny - ARISU00D ~ 08/18/2025 =] d Nichols, Tiffanye - NICOO g Planne
Claim & Billing Info Treatment Planning Diagnosis
lace of [ piagno Oo
Office
[ o Nat Bill nsurar 0 0
[0 po Mot Bill Patie
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6 Back in Post Transactions it is now time to select procedures to be posted:

Either you will click Post All to complete all transactions or select each box for the
appropriate procedures to be posted and click Post Selected

‘lom ﬁ : ﬁ % x ?@ ‘S' Bi u ARISUO0O - Sunny Arizona

& General Post Transactions
Do Not Post

Post Selected

Post All
Arizona, Sunny 7,8/18/25 ot 08/18/2025 Nichols, Tiffanye - NICOO =
All -

[(Jypate Plan 2 Order:  Code: Description 3 Tooth: Surfaces: Provider Amc
D 8/18/25 1 2 D7210 extraction erupted tooth requiring removal of bone and/or sectioning of toott 1 ox Nichols, Tiffanye

[_ 8/18/25 1 2 D2392 resin-based composite - two surfaces posterior 2 MO Nichols, Tiffanye 3
3 sners 1 2 D2391 resin-based composite - one surface posterior 18 o Nichols, Tiffanye s
[_: 8/18/25 1 2 D2393 resin-based composite - three surfaces posterior 3 MOD Nichols, Tiffanye s
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ARISU000 - Sunny Arizona
# General Post Transactions

Do Not-Post

Pgst Selected

Post All :
Arizona, Sunny 7.8/18/25 b 08/18/2025 B Nichols, Tiffanye - NICOO -

All -

(O pate: Plan Orders  Code Description Tooth: Surfaces: Provider: Am
(] eneses 1 2 D7210 extraction erupted tooth requiring removal of bone and/or sectioning of tootl 1 0x Nichols, Tiffanye
F’ 8/18/25 1 2| D2392 resin-based composite - two surfaces posterior 2 MO Nichols, Tiffanye 1
(] eneses 1 2z D2391 resin-based composite - one surface posterior 18 o Nichols, Tiffanye $
C 8/18/25 1 2 D2393 resin-based composite - three surfaces posterior 3 MOD Nichols, Tiffanye i

8 If this patient is set as a Recall patient; this will prompt you to schedule the next
Recall Appointment

ARISU00O - Sunny Arizona

@ General Create New Recall Appointment
Schedule Now

Schedule Later S o s
e Scheduling an appointment for Sunny Arizona Acd family mermber o recal

Close
— Remove
Disable recalls for Use Code Description Prev Date Prev Date Last/Next
this patient
O D1110 prophylaxis - adult
D D1120 praphylaxis - child
O D1203 topical application of fluoride - child
D D1206 topical application of fluoride varnish
D D1208 topical application of fluoride - excluding vamish
B D4341 periodontal scaling and root planing - four or more teeth per quadrant
()  Dpaso periodontal maintenance
(] Rean Recall
Notes

Date: |nse:
= Timely Filing Deadline:
* MTC:
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9  To schedule the Recall visit:

Select the appropriate procedures from the provided list

W A 28 8B X T & B M Avsuoo-suyaizons

@ General Create New Recall Appointment
Schedule Now

Schedule Later

I Scheduling an appointment for Sunny Arizona Add family member to recal
= Remove
D\_sah\e recalls for Jse Code Description Prev Date Prev Date Last/Next
this patient
O/ omo prophylasis - adult
D D1120 prophylaxis - child
D D1203 topical application of fluoride - child
D D1206 topical application of fluoride varnish
O D1208 topical application of fluoride - excluding vamish
0 D4341 periodontal scaling and root planing - four or more teeth per quadrant
m D4310 periodontal maintenance
O  rean Recall
Notes
i vsurar o
Date: Insert notes here .
+ Timely Filing Deadline
*MTC

10 Click "Schedule Now"

a 8B X D i B ARISU000 - Sunny Arizona

@ General Create New Recall Appointment
Schedule Now

Schedule Late
Bl Scheduling an appointment for Sunny Arizona Add family member o recal

Close
= Remove
Disable recalls for Use  Code Description Prev Date Prev Date Last/Next
this patient
1 prophylaxis - adult
(O Dno prophylaxis - child
(O oo topical application of fluoride - child
ﬂ D1206 topical application of fluoride vamnish
O D1208 topical application of fluoride - excluding varnish
O D4341 periodontal scaling and roct planing - four or more teeth per quadrant
(] a0 pericdontal maintenance
0 reaw Recall
Notes

Date:
« Timely Filing Deadline:
- MTC
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11 By clicking on Schedule Now, this will place the patient's appointment on the
clipboard and the calendar will automatically take you to the correct date based
on the patients recall settings (example: 3mth recall, 4mth recall, 6mth recall)

O & 2 G B X T & B M Arsu00-sinyaizona

eb v 2026 v N ¢ Add daily notes
Mvmrrmraedl | Clipboacd () y @ @ Thursday, February 19,2026 @
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12 On the clipboard; click and hold the patient and drag and drop to the selected
appointment time

el B X T i B M Arsu000-sunyAizona

Clipboard, () | Adddsiynotes o @ Thursday, February 19,2026 €
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13  The appointment will populate with the selected procedures attached

b | /oo deiv notes ] @ Thursday, February 19,2026 €

S Mo Tu We Th Fr Sa
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Back on the current days schedule, you will now see that the scheduled
appointment is marked with the Complete Status (green person with check mark)
and the appointment is grayed out to signify it is a complete appointment
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15  From the patient docking you can view the ledger

W o EC B M 2rsu000-Sunny Arizona
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16 On the ledger the procedures that have been completed will be listed. You can
proceed with collecting payments and creating claims as needed.

H ARISUOD0O - Sunny Arizona

< Ledger
atlent Billing Information
Arizona, Sunny - ARISUQ00 ¥ Insurance EstDue  Charges: $1,010.00 | Primary
Ins 1: Ameritas Life Ins. Cor S808.0( Adjustments: $0.00 Balance
- "B Ins 2: None Ins Pmits: Std Ded
HOH: Arizona, Sunny Patient Pmts: Prv Ded
bl Total: $ Other Ded
;
y Ins 1 Used
Ins 1 Max
Detail View - Sort by Date - Current 30 Days
$1,010.00 $0.00
Search transactions
Date Note Name Billing Code Description Provider Tooth Surface Amount Status InsPd PatPd InsAdj PatAdj Bal Ins1 Paid  Ins2 Pi
8/18/25 Sunny 7 D7210  extraction erupted tooth requiring remov NICOO 1 $0.00 Completed  $0.00 $0.00 (5]
8/18/25 Sunny 7. D2392  resin-based composite - two surfaces pos NICOO 2 Mo $350.00 Completed  $0.00 $350.00 &
8/18/25 Sunny 7 D2391  resin-based composite - one surface post NICOO 18 o $290.00 Completed  $0.00 $200.00 &
8/18/25 Sunny 7 D2393  resin-based composite - three surfaces pc NICOO © 31 MOD $370.00 Completed  $0.00 $370.00 &=
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