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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B  TESTE00O- Teddy test
Daily Revenue Goal <*  Office Recall Percentage ® @  Today's Tasks @ BER
No recalls set up No tasks today
|
Edit Tasks

e More Scheduled Go to Revenue Goals  Day | Month

@  Practice Stats (YTD) @

<

Patients Seen: 2
100%

Prostho, fixed: 0 (0%)
New patients: 0 i

0%

Existing Patient...

Adjunc v. 0 (0%)
I Cther: 0 (0%) Services Provided: 9
| Other: 0 (0%) New Patients
. Completed Appointments: 4
Missed Appointments: 0
Total: 0 Total: 2

| Unscheduled Treatment: 0
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2  Click Setup
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Practice
Daily Revenue Goal = Office Recall Percentage @ ] Today's Tasks @ il
User: Tiffanye Nichols
No recalls set up No tasks today User Profile Settings
SO Account Settings
| Logout
|
e More Scheduled ~ Go lo Revenue Goals Day | Month Edit Tasks
@&  Practice Stats (YTD) @
Patients Seen: 2
New patients: 0 i ;
| Services Provided: 9 0% 100%
| New Patients Existing Patient...
Completed Appointments: 4
Missed Appointments: 0
] Unscheduled Treatment: 0 Tolal: 0 Total: 2
Common Reports Helpful Resources Insurance Management
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3 On the left menu at the bottom click Service Codes

- Appiuve usel
Requests

Additional Setup 123546 NE
¥ Multicodes
© Alert Codes
RX Templates
Appt Templates
Appt Types s
Claim Pre-edits
Pt. Acknowledgments Gilbert AZ 85297
Online Forms
B Card Readers

sZPmnoOe

Patient Communication =5 United States - US ~  (8B00)704-8494

£ Automated Messages
o+’ Custom Templates
= Additional Settings
3R SMS Opt-out

B Document Center

Patient Portal S

£ Settings
Registration Fields
Custom Page

%* 1

Accounting Setup JP
B Fee Schedule
B Insurance Plans
BB Defdult Coverage
B Service Categories
B Service Codes
B Actounting Codes
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4 Click "+"
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B  TESTE00O- Teddy test

Amount 1 @

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
lure by repor $0.00
50.00
$0.00
$0.00
$0.00
$0.00
$0.00

$0.00

5 Enter a code; example: DBAL
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4 General Information
Close

Account Code Entry
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6  Select code type
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& (G) ) httpsy//katanastaging.dentimax.com/serviceCodes/create
- Teddy test
# General Information
Save Changes
Cancel Changes Account Code Entry
Dbal

7 Click Fee for Service
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create

e B WM TESTE000- Teddy test
¥ General Information
Save Changes
Cancel Changes Account Code Entry
Dbal

Fee for Service

Other Fee

Outside Lab Fee

Inside Lab Fee

Adjustment

Automatic Payment Redistribution

Insurance Adjustment
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8 Enter description of code: Dentrix Balance Forwarded

=
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U & 2 &8 B X D f B TESTEO00- Teddy test
@ General Information Fee Amounts Charti Clinical Notes
Save Changes
Cancel Changes Account Code Entry
Dbal

Fee for Service

0o
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9  You do not need to add a service catagory
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10 For treatment area select Mouth

B TESTE00O- Teddy test

Dentrix Balance Forwarded |

Surface
Tooth
Root
]
(] Ou Mouth
o U Quadrant
Sextant
H n n
11  Click "Save Changes
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oW S & ] TESTEQOD - Teddy test
i - &
& General Information Fi ) Clinical Note:
Save Changes
GancelChanges Account Code Entry
Dbal
Fee for Service Dentrix Balance Forwarded Mouth
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12 Go to selected patient's ledger
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{Close Setup Selected Patient
Service Codes !
Practice Setup Teddy's.Info
Teddy's Chart
B Practice Information £ddy's Cha
28 User Access Teddy's Ledger
20 Security Search Teddy's Perios
A&+ Providers Teddy's Prescriptions
# Schedule Resources Code : Description =
. i i Change Selected Patient
EediedHei 00112 Comp Exam Child d
&7 Approve User Clear Selected Patient
Requests mn Cigna Upgrade Fee v
125 Perio Chart $0.00

Additional Setup
¥ Multicodes 130 Chart Patient / HH $0.00
© Alert Codes

2123 Omni Products $0.00
B RX Templates
Appt Templates 22222 EDS Lab Fee $0.00
& Appt Types 2323 Bleach Tray Impressions $0.00
B Claim Pre-edits
B8 Pt Acknowledgments 3008 acisiment 3000
@ Online Forms 6099 unspecified fixed prosthodontic procedure by repor $0.00
B Card Readers
9431 Office Visit 50.00
Patient Communication €0001 Cracked Tooth $0.00
A o e aoe €0002 Impacted Mesial $0.00

s Custom Templates
2= Additional Settings C0003 Impacted Distal $0.00

W, SMS Opt-out

C0004 Abcess s0.00
B Document Center
C0005 Watch Tooth $0.00
Patient Portal
atlent Portal C0006 Hypersensitive £0.00
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13 Click "New Transaction"
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4 General < Ledger

Close

>atient Billing Information
B Transactions
Ney Billing test, Teddy - TESTEOOO - Insurance Est Due Charges:

Ins 1: 0C Adjustments:

New Transaction

Use aMulticode Ins 2:

HOH:

Ins Pmits:

Patient Pmts:
Total:

Post From Treatment
Plan

Adjust Deductible
Adjust Benefits Used

£ Enter a Payment = =
Detail View Sort by Date Current

New Pat $0.00
Payment/Adj

New Insurance

Payment
¥ Search transactions
Issue a Patient
Refund
Date Note Name gilling Code  Description Provider Tooth | Surface  Amount  Status Inspd | PatPd InsAdj PatAdj
.
a Patient Info
e Chart No data to display

View Prescriptions
Ko Claim Info
Create Claim
Print Claim
& Print
Print Walk-Out
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14  Enter the new code just created: DBAL
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@ General Charge Detail

Close

Details

test, Teddy - TESTEOOO > 08/06/2025 B 6,8/5/25 Nichols, Tiffanye - NICOO - Comp

dba

Dbal - Dentrix Balance Forwarded

DBal - Balance Forward Dentrix

Claim & Billing Info Diagnosis
i Oo

O

Office ¥

15 Enter the amount of the previous balance to be added to the account

Den| [ Tiffa| &) Den{ [ Upd| & Sarif &) Den| & Saiff  Recy @ Post| ) Serit| 0 Post| ) Post| il Alici| ) Johr| i Alici| @) Log| @) Log| @D Log| o sMs| @ Che| i Sak] . Mar x =

a-1727-4cbe-8f71-34df87 2fe546 ) <7 G f\i
e B M TESTE000- Teddy test [ = | o %

- 08/06/2025 6,8/5/25 - Nichols, Tiffanye - NICOO v Completed -
> Dentrix Balance Forwarded $0.00
Diagnosis Estimated Responsibility
O piag O Dpiagnosis 2 ] ove
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16  Click "Save Changes"
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# General Charge Detail

Save Changes

Save and New

Cancel Changes Details
test, Teddy - TESTEOOO g 08/06/2025 B8 6, 8/5/25 v Nichols, Tiffanye - NICOO > Comp
Dbal - Dentrix Balance Forwarded > Dentrix Balance Forwarded 2000 Follow Uy
Claim & Billing Info Diagnosis
tof Time [ piag O
Office - -

17  You will now see the forwarded balance on the patients account
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TESTEOOO - Teddy test

Billing Information

- Insurance Charges: $2,000.00 Primary
Ins 1: Aetna Adjustments; Balance
Ins 2: None Ins Pmts: Std Ded
HOH: test, Teddy $2,00 Patient Pmts: $0.0 PrvDed
Total: §2,000.00 = Other Ded
Ins 1 Used
Ins 1 Max
Sort by Date bt Current 30 Days 60 Days 90+ Days
$2,000.00 $0.00 $0.00 $0.00
Billing Code  Description Provider Tooth Surface ~Amount  Status InsPd  PatPd InsAdj PatAdj Bal Ins1 Paid | Ins2 Paid Collections In Date| Collections Phase  C
[ Dbal Dentrix Balance Forwarded NICOO $2,000.00 Completed $0.00 $2,000.00 =
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18

To add a payment to the forwarded balance

From ledger Click "New Pat Payment/Adj"

& General

Close

< Ledger

B Transactions
New Billing
New Transaction
Use a Multicode

Post From Treatment
Plan

Adjust Deductible
Adjust Benefits Used

£ Enter a Payment

New Pat
Payment/Adj
New Insurance
Payment
Issue a Patient
Refund

Date

- Patient Info
View Chart
View Prescriptions
Ko Claim Info
Create Claim
Print Claim
= Print
Print Walk-Out
Print Statement
Print Ledger

19

)en1 : Updl Scl\l1 Den{

TESTEQQO - Teddy test
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8/6/25

test, Teddy - TESTEQOO

Detail View

Name

Teddy

Serif  Recd @ Post| O Sarif

Payment Amounts

TESTEOOO - Teddy test

Billing Information

Insurance

Ins 1
Ins 2:
HOH:

Sort by Date A

Billing Code Description Provider

6 Dbal Dentrix Balance Forwarded NICOO

Post| [} Post| Kl Alici{ [} Johr| i Alici| &) Log| @D Log| E) Log|

- 08/06/2025 PATCHECK - Patient Check Pymt
4 Patlent s stal Pa
$2,000.00 m
Distributed Payme
$0.00
Tooth 3 surface s Provider : Fee Ins Est ins Adj 2 Ins Paid & Pat Est 2 Pat Adj Pat Paid :
NIC00 $2,000.00 §2,000.00
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Est Due Charges:

Adjustments:

Ins Pmits:

Patient Pmts:

Totak
Current
$2,000.00
Tooth Surface  Amount  Status InsPd PatPd InsAdj PatAdj
$2,000.00 Completed  $0.00

Enter the total payment information: type of payment and amount

sms| @ che| o Sak] . Mari () X

v PATADJ - Adjustment -

| $0.00

W o

Balance : Ins Due 2 Pat Due Pmt Tdy & Adj Tdy 2

$2,000.00 $2,000.00

10



20 Apply the payment amount to the selected procedure

— $2,000.00 m $150.00 50.00]

Account Balar Check/Payment Numbei
$2,000.00  Pay Amount | Process Card  ~
Distribute mer
] Force CC Payme:
$150.00 W
Tooth Surface 2 Provider Fee : Ins Est & Ins Adj ¢ Ins Paid ¢ Pat Est = Pat Adj Pat Paid Balance 2 Ins Due Pat Due © Pmi Tdy ¢ Adj Tdy =
NICOO $2,000.00 $2,000.00 $2,000.00 $2,000.00 -$150,00
52,000.00 $0.00 $0.00 $0.00 $2.000.00 $0.00 $0.00 $2,000.00 $0.00 00.00 $150.00 $0.00
Tooth surface Provider Fee Ins Est ns Adj Ins Paid Pat Est Pat Adj Pat Paid Balance Ins Due Pat Due pmt Tdy Adj Tdy

7:18 AM

21 Click "Save Changes"
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# General Patient Payment Entry

Save Changes

€ancel Changes

Payment Info Payment Amounts
test, Teddy - TESTEQOO - - 08/06/2025 PATCHECK - Patient Check Pymt
[ Hide Zero Balance Charge s Patlent Estimate Due otal Pa

w Only Today's Charg $2,000.00

$2,000.00 m

OO

$150.00
Patient Charges
Date 2 MName 2 Billing Code Toath 2 Surface ;  Provider Fee Ins Est Ins Adj ¢ Ins Paid 2 Pat Est 2 Pat Adj 2 Pa
8/6/25 Teddy 6 Dbal NIC00 $2,000.00 $2,000.00
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22  This payment will be listed under the balance forwarded amount

Save Changes

Ins 1: Aetna
Ins 2: None
HOH: t edd

- Sort by Date -
ne Biling Code  Description Provider Tooth Surface
dy 6 Dbal Dentrix Balance Forwarded NICo0

PATCHECH Patient Check P

plete payment of $150.00 made

Amount Status

$2,000.0C Completed

Ins Pmts:

Total

Adjustments:

Patient Pmts:

Current
$1,850.00

InsPd PatPd

$0.00 -$150.00

Ins Adj | Pat Adj

Balance

Std Ded
Prv Ded
Other Ded
Ins 1 Used

Ins 1 Max

30 Days
$0.00

$1.850.00

Ins1 Paid

60 Days 90+
$0.00 St

000«

Ins2 Paid Collections In Date Collections Pha

o}

Ratail _ ANl
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