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FLOW: How to add forwarded balance from
previous software

1 You will need to create a service code

Click on the gear to open SETUP
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2 Click Setup

3 On the left menu at the bottom click Service Codes
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4 Click "+"

5 Enter a code; example: DBAL
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6 Select code type

7 Click Fee for Service
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8 Enter description of code: Dentrix Balance Forwarded

9 You do not need to add a service catagory
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10 For treatment area select Mouth

11 Click "Save Changes"
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12 Go to selected patient's ledger

13 Click "New Transaction"
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14 Enter the new code just created: DBAL

15 Enter the amount of the previous balance to be added to the account
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16 Click "Save Changes"

17 You will now see the forwarded balance on the patients account
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18 To add a payment to the forwarded balance

From ledger Click "New Pat Payment/Adj"

19 Enter the total payment information: type of payment and amount
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20 Apply the payment amount to the selected procedure

21 Click "Save Changes"
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22 This payment will be listed under the balance forwarded amount

Save Changes


