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DENTAL SYSTEM LOGIN

1)Username: Type in your username
2)  Password: Type in your password, if applicable. Passwords are case sensitive.

3)  Click OK.

The default username of ADMIN with no password will be available for selection when your
server is first installed to enable you to set up your own usernames (see below for username
configuration).

This name then appears in the user box at the top of the desktop.

User: [ADMIN =l

CHANGING USERS

Once a user has logged onto the dental system at least once with,their,own username, they
will have the ability to change users by clicking the down arrow alongside the current
username and changing this to their own username.

Passwords

If the user has a password, this must be entered before they will be able to continue,
otherwise all options will remain inactive. If'the user has no password, then just changing the
user in the drop-down box will suffice.
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DATA ENTRY AND NAVIGATION

A menu contains a list of commands that you can choose to specify what you want to do.
Each entry in a menu is called an option. Menus are displayed at the top of the dental system
desktop on the Menu Bar.

Shire Dental System

Action  Maintenance *ew Reports ~ Administration  Help

% 3 < El = = }5\2 D E-'l
Patient Registration/fi!j Patient | Appointment Book Appointment Finder | Treatment Plan View Open Treatment Plans | List Viewer | My Reports | Clipboard | MEDiVision®

A Toolbar contains buttons with images (icons) which link to common menu options.”You
can choose these options either from the menus or by clicking the icons. Thetoolbar can be
edited by the user, ie you can remove from display any icons that you are netiintending to
use. The option to customize the toolbar can be found on the Tools mendy.

e Toolbar options can be selected by a single click of the leftdmeuse button.

e Menu options can be selected either by using a single click of the left mouse button or by
using the keyboard. If one of the letters in a menu is underscored — this is called a hot
key — you can hold down the Alt key and press the menu hot key to select (open) that
menu. Use the arrow keys to highlight the required.option and press the Enter key.
Once a menu is open, you can use the left and right-arrow keys to move between the
different menus.
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DENTAL SYSTEM DESKTOP

From the desktop you can:-

Create new patient(s)

o}

Patient Registration

Search for existing patients

Appointment Book - to manually book appointments

Appointment Finder - Access an appointment finder that will allow,yoy
to look for the first available appointment for a patient.

YOU CAN ALSO DIRECTLY ACCESS:

Charting - where you can chart historic/pending treatment.

=
o

Find Patient(s)

w
Appointment Book,

.ﬁ.ppuintmeat Finder

Treatment Plan

View Open Treatment Plans — click this to display/open courses

View Open Treatment Plans

of treatment.

The List Viewer — reminder or to do'lists"can be configured to suit your
requirements and you are able to,addyrelevant patients to these lists.

Clipboard — as you aeCess patient records, those patients details are automatically &
stored in the clipboard. T he’clipboard can be viewed by clicking the Clipboard Cliphoard
icon on the toolbar.and you will be able to navigate from the clipboard to different

parts of the system:

Medivision= This option is only applicable if Medivision has been installed
ongyour seever. If it has been installed, this is a link into the programme.

]

List Wiewer

'8

MEDVision®

These options can be accessed by single-clicking the relevant icon on the toolbar or selecting

the option from the Action menu.
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PRACTICE DETAILS

Your practice details should be entered as follows:-

1)  Select Practice Details from the Administration menu and complete all relevant

fields.

2)  If your practice is a dental provider, click the-Provider box and enter the practice

Edit Practice Address

e

Practice Name:
Address Line 1:
Address Line 2:
Town / City:
County:

Post Code:
Phone Number:
Fax Number:
Email Address:

VAT Registration Number:
V| Provider

Practice Logo:

O coe

The Old Smithy

Brooks Lane
Middlewich

Cheshire

CW10 0UH

01606 737476

01606 732970
training@midshire.com

123123412
200018 0003 847189

C:\Program Files\Midshire Dental S| ...

contract number. Otherwise leave this box unticked.

3)  When all relevant details have been entered, click OK.
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USERNAMES AND PERMISSIONS

Options in the Dental System have permissions associated with them. User Groups can be set

up and an individual user is made a member of a group. Permissions can be selected or

deselected for each group of users.

Each user of the system should have their own username — passwords are optional but each
user must be a member of a group. In this way, you have control over which parts of the
system each user is given access to. If a permission is changed for a user group, then it is

changed for all members of that group.

USER GROUP PERMISSIONS

To create a new user group:-

1)  Select the Manage Groups/Users option from the
Administration menu.

2)  Click Groups, type in the name of the group and
click the Create Group button — you will be
prompted that the user group has been successfully
created.

3)  Click OK.

4)  This group will then be available for selection\in
the existing user group box. Select the group and
click the List Permissions button and all
permissions will be displayed.

5)  Click once to place a tick in thelbox.alongside a
permission to activate (allowhthat’permission for
this group. To deactivate,a permission, leave it
unticked (or if you havealready activated it, click
the box again and the tick will be removed).

You can also click'@n’the first permission and press the space bar to add a tick and use

the down arrew, to move to the next permission.

Define User Groups

[E]

Create / Select Group

If your user group does not exist, please type the desired group
name into the box below and press Create Group.

If you wish to edit an existing User Group, please select the drop
down below to view cument Pemmissions.

Administrators v [b List Permissions
Group Pemissions
Search:
| Check All
=

Alternatively;"you can click the Check All box to place a tick alongside each

permission,”and then remove the ticks from the permissions that you wish to deactivate.

6) _»When all of the relevant permissions have been selected, click Update Group

Permissions.

7) “Repeat steps 2-6 until all required groups have been created.

8)  Click Close to exit the option.

Note: to remove a User Group, select the group and click the Remove Group button but
make sure that no users are members of that group before you delete it.
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NEW USERS

Each user of the system should be allocated a username and each username must be made a
member of a group.

1)

2)

3)

4)
5)

6)

7)

8)

9)

Select the Manage
Groups/Users option from the o

Administration menu and click
Users. The screen will default

Edit || Delete

to the Add tab. Title: or v|  Feescale: v
Surname: Forename:

Title — select a title from the _— (Plesse Saec) =

drop down menu. New titles Type: [] erincipsl (MHS Pravider)  [] Associate (NHS Perfarmer Only)

can be created by selecting [0 Therapst 01 Hygienist

Patient Registration Default NHS Provider v

Options/Titles from the Edit A

menu.

Password: *

Retype: *

Fee Scale — if the user is a

dentist and uses an individual e B hamnrers —
fee scale by default, this fee O tocum

scale can be selected from the

drop down list. If you specify a "Passwords are Case Sensitive.

fee scale for a user, then this fee
scale becomes the default scale
offered when entering treatment.
If your fee scales have not yet been‘eonfigured, this can be specified at a later date.
This field can be left blank where appropriate.

Surname/Forename — type in‘the name of the user.

Room — a dentist can be asseciated with an appointment room so that any appointments
made in that room will then default to that dentist’s name. The system will also warn
you if you attempt to hook an appointment for another dentist into that room. Linking a
room to a dentist'is optional. If you do not have your appointment book set up at this
stage, the username’can be linked to a room at a later date.

User Type -sselect a user type. For NHS purposes, any user marked as Principal will
be assumed-to be a Provider and any user marked as an Associate will be assumed to be
aPerformer. If the user is not one of the types listed, then leave all of the boxes
unticked.

Default NHS Provider — For NHS practices, choose the default Provider from the
drop-down box. This will be used to default the correct Provider/Performer labels on
printed claim forms/EDI transmissions. Leave this field blank if you are not an NHS
practice.

Username — enter a username for this user. This is the name that will be used to logon
to the system, eg the initials of the user.

Password — passwords are optional. They can be a combination of letters, numbers
and symbols — but not spaces. Passwords are case sensitive so if they are added in
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upper case, then they should be typed in upper case when logging on, otherwise access
will be denied.

10) User Groups — click the user group from the list displayed.
11) Click Add.
12) You will be prompted that the user has been successfully created. Click OK.

13) Repeat these steps for each user.

EDITING USERS

1)  Select the Manage Groups/Users option from the User Account Maintenance
Administration menu and click Users. The screen will i :
default to the Add tab. a Edit | Delete

2)  Click the Edit tab.

To Edit Personal Details
Make the required changes and click Update.

To Reset a Password

Click the Change Password box. Enter and confirm the new password and click Update.

DELETING USERS

Click the Remove box. Select the/user. from the drop down box and click Remove.

PROVIDER DETAILS (NHS ONLY)

Provider details are required for each user who is also a performer. To add provider details
for a registered user:

Edit Provider Details

)

1)  SelecttheRrovider Details option from the i tone [
Administration menu and choose the user from the —p—
drop,down list of registered users. —

Address Line1:

Address Line2:

2) _Complete the name, address details (tick the Use Town oy
Practice Address box if you wish to use the address S
stored on the Practice Details Screen) together with

the relevant performer number, contract tag and [ oo

Iocation number- Location ID: 179056

EDIPIN: ~ =wees

3) Click OK. © o= ©® « |

Note: If the practice is the provider, then make sure that the Provider box is ticked on
the Practice Details Screen (Administration menu) and the relevant contract number
recorded.
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MATERIALS AND COLOURS ON CHARTS

Base Charts

Materials can be assigned to base chart entries and colours linked to materials so that base
charting options are displayed in that colour to easily distinguish different types of fillings,
crowns, etc. If more than one material has been assigned to a work code, then you will be
prompted for the material when you chart using that work code and the colour assigned to
that material will be applied to the relevant tooth.

Subsequent Courses of Treatment

Materials and colours are assigned to items charted on subsequent courses of treatment-by
linking a material/colour to a specific fee code. When you chart items of treatment using that
fee code, then the material/colour assigned to that fee code will be applied ta/theyelevant
tooth.

Once the materials table has been configured for base charts, then these materials and colours
will be available for selection when creating or editing fee codes.

If you are using the charting module, therefore, and intend_toimplement different materials
and colours for various items of treatment, then the materials and colours need to be
configured before adding/editing your fee codes.

SETTING UP MATERIALS/COLOURS

Select the Pricing/Treatment Observations,option from the Maintenance menu and click
the Materials tab. Default materials are listed in the Materials box on the left-hand side of
the screen.

Add/Delete New Materials

To add a material, click onithe Add New Material entry
box at the bottom of the'Materials box, type in the material g
to be added and cliek the-Add button. v ¥

To delete an existing material, click on the material and

click the Delete button. -
Synthetic Resin w

Link-ayMaterial to a Colour

Select a material, click on the colour bar in the middle of the screen. Select a colour from the
colour pallet for that material and click OK.

Link a Material to a Work Code

Select a material and click on all relevant work codes for that material in the work code box
on the right hand side of the screen. Then each time that the work code is used on the base

chart, that material will be offered for selection and, once the material has been chosen, the

relevant colour will be displayed on the chart. Only those materials that you have linked to

the relevant work code will be available for selection when charting.
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FEE SCALES

You can create as many different fee scales as you wish with the relevant fee scale being
confirmed at the start of each course of treatment. Each time that you create a patient record,
you are able to choose the relevant fee scale for that patient. Once you have set up all of
your fee scales, you can specify which of those fee scales you wish to classify as your default
fee scale. This is the fee scale that will default on a new patient record, then each time that
you start a new course of treatment for that patient, that fee scale will be the default one
offered. At the point that you start a new course of treatment, however, you will be able to
change to a different fee scale if applicable.

You are also able to price up mixed courses of treatment, ie include fees in the one ¢ourse of
treatment from more than one fee scale.

e On each patient screen, you can specify the normal fee scale for that patient.
e On each user screen, you can specify the normal fee scale for that user.

(Both of these fields can be left blank, if preferred.)
e You can specify your practice default fee scale on the Administration menu -
System Maintenance/Application Preferences/Treatment Plan tab.

When you open a new course of treatment, the fee scale.for that patient for that course of
treatment will default as follows:-

i)  patient default - if there is ansentry on'the patient screen; if not
i) user default — if there is an eatry on the user screen; otherwise
iii)  your default fee scale will,be'offered.

These default fee scales can bepverwritten, however, when adding a course of treatment.

FEE SCALE STRUCTURE

Fee scales comprise, of WORK CODES that are linked to FEE CODES. Work codes are
used to filter your.feelcodes. When you are charting pending treatment on a tooth, (or adding
pending treatment manually to a treatment plan) you enter a work code, eg C for crown, and
all of the fee codes that are relevant for that work code will be available for selection so that
you canspecify the type of crown that you wish to fit and the price that you wish to charge
for it.

The estimate/treatment plan can either:-

1) default automatically to the correct fee code if only one fee code is relevant for that
work code; or

2)  offeralist of relevant fee codes if more than one code is relevant.

Some work codes have been programmed into the dental system software and those work
codes (primarily those used on the charting screen but also some that relate directly to the
NHS rules) cannot be deleted by yourselves. There is also a reserved work code for an exam
that cannot be deleted (.xm).
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Standard work codes used for chargeable treatment are listed below with the reserved ones in
a separate column:-

RESERVED UNRESERVED
WORK DESCRIPTION WORK DESCRIPTION
CODE CODE
XM Exam DOM Domiciliary Services
A Artificial Tooth OB Obturators
B Bridge Retainer OHI Oral Hygiene Instruction
C Crown oT Other Treatment
F Filling RAD Radiographs
I Implant SED Sedation Services
NHS NHS Charge Bands SP Scale and Polish
OS Other Services STK Stock Sales
P Bridge Pontic OB Obturaters
RT Root Treatment
S Fissure Sealant
\Y Veneer
W Watch
X Extraction

e Each fee must be linked to a work codé.

e Each work code that is used for charting must have at least one fee code linked to it,
otherwise it will cause an error whemcharting.

e New work codes for work that isn’t charted can be added for additional items of
treatment that you may wigh,to‘include in your fee scale (see page 22).

e Once a work code has/ieenjereated, it will be included in all fee scales. Similarly, if a
work code is deleted, itawill be removed from all fee scales.

PRIVATE FEE SECALES

If you are a purely private practice, a default fee scale (called DFLT) but with no fees added,
will already exist on“your server, ready for you to add your own fees to it. If you only
require one feg sedle, then this is the scale to develop. One of your fee scales must be
specified/asithe default fee scale on the system but it doesn’t have to be called DFLT — a new
fee’Scale can be created and allocated as your default fee scale.

You wiH, of course, be able to choose the relevant fee scale for the patient on the first visit of
each course. You can also add private treatment to a primarily NHS course.

SETTING UP YOUR DEFAULT PRIVATE FEE SCALE

If you only have one private fee scale and you are happy to leave this named as DFLT, then
you can go straight to page 12 for instructions on how to add the fee codes. If you wish to
rename your default fee scale, follow the instructions below.
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1)  Select Pricing/Treatment/Observations from the Maintenance menu and the
following screen will be displayed.

Please type the name for your New Fee Scale.

Copy prices.

O create tew Fee scale

2)  There are two tabs at the top of the screen — Fee Scales and Work and/Fee Codes.
(Unless you wish to rename your default fee scale, click the Work & Feg Codes tab
and go directly to Adding the Fees section below.)

3) If you do wish to rename your default fee scale, stay on thé“ree'Scales tab and leave
the tick in the Add Fee Scale section.

4)  Type the name for the fee scale in the New Fee Scale Description box - you can name
it what you wish.

5)  Click the Create New Fee Scale button.

6)  Select this new fee scale as your default fee,seale in the Administration menu/System
Maintenance/ Application Preferences/Treatment Plan tab.

7)  You can then delete the DFLT fee scale if you wish.
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ADDING THE FEES

If you intend using the facility to store materials and colours when charting, then see page 9
for configuration notes prior to adding any fees.

1)

2)

3)

4)
5)

6)
7)

8)

Select Pricing/Treatment/Observations
from the Maintenance menu and click the
Work & Fee Codes tab. At least one fee
for each work code that generates a charge
must be created in each fee scale for you to
be able to chart using that work code.

Leave the tick in the Edit Work Code box
option and select your default fee scale
from the drop down Scale box.

IN THE WORK CODE SECTION, select
the first work code from the drop down
Code box.

Leave the Default Fee box blank for the
time being.

Add Edit Remove FeeCodes
Fee Scales | | Work & Fee Codes
| Add
[v] Edit

Work Code Configuration:

Fee Scale: Testdai v

Work Code: [500
Description: Examination
Default Fee: .XM v

| Auto Complete

Click the Auto Complete box if you wish to automatically mark as completed all fees
for this work code — useful for examination‘fees=="0therwise leave this box unticked.

IN THE FEES SECTION, click the Hide Inactive Fees box.

Click the plus sign to the right of thexFees display box. This will open up the

fee entry screen display.

Click the Stay Open box. Thiswill ensure
that you do not need to cligk theplus sign
each time that you wish/to add another fee
code.

©)

(Examination)

Fee Code:

Fee Code:
Description:
Materiak
Colour:

Surfaces:

Notation:
NHS:
Fee Type:

\Analysis:

Item Price: (3 Clear

Price Type: @ Total Price

Tooth Specific
N/A
N/A

|V! Enabled On Selected Fee Scale

’@ Cancel J

Unit Price

l’\j Create Fee

9) A new fee code will be generated

automatically. This will comprise of the letters of
the work code plus a sequential number that is
generated by the system. This fee code cannot be
edited.

10) Type the description for the fee into the
Description box (maximum 60 characters). This
is the description by which you will search for the
fee when charging work and which will be printed
onto any invoices generated.

The Material, Colour and Surfaces fields are optional and should only be activated
where appropriate by ticking the box alongside the field. See notes on Materials and
Colours for Base Charts on page 9 before activating the Materials field.

11) Material — Any material added to this field will be recorded on the tooth history when

this fee is selected, eg composite or amalgam for fillings. Activate the Material field
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and select the relevant material from the drop-down list. The colour associated with that
material will then be applied to the relevant tooth when adding this fee.

12) Colour — The colour assigned to that material will then be displayed in the Colour field.

13) Surfaces - for fillings, click the box alongside this field to activate the field and type in
the number of surfaces for that filling. If the number of surfaces is not relevant for the
fee, do not click the box and leave this field blank. This would filter the search when
selecting a fee from the charting screen.

14) Type in the price for the item of treatment.

Note: The price can be either a total price per fee or it can be have a variable unit price
depending on how many times this particular fee is charged for this course of treatment. To
vary the charge, click the browse button alongside the Price field

7 N
Item Price: | Q .
o)
Multiple Price Adjustments L_J% ]
This will launch the Multiple Price Adjustments o -
Screen ) Subsequent Price: 40.00 L}
Cancel
e The system will then charge the Individual I =t
Price the first time that the fee is charged
per course

e The Subsequent Price will be charged for the second and subsequent time/s that the
fee is added.

e If the Maximum Price is set te,zero, no maximum charge will apply. If it is set to
anything other than zero/themthis is the maximum price that will be charged for that
fee, per course, irrespective’of how many times it is used.

15) Price Type — leave as'Total Price for fees where the quantity will always be 1 and
change to Unit Price where the quantity may be more than one. You will then be
prompted for.the quantity when adding work.

16) Tooth Netation — select the relevant tooth notation from the drop down list. Whatever
you select from this box is the choice that you will be offered when entering the tooth
netatien when this fee is charged.

17)*NHS — this applies only to an NHS Fee Scale and will remain inactive for private fee
seales.

18) Fee Type —this is an analysis category of specific fee types. It is not utilised in the
current version of the programme but has been added for planned future development —
we may decide to chart these fee types in a different way. For the time being, you
should chart inlays and onlays as fillings with inlay or onlay as the Fee Type
Category. The same applies to % crowns. We may add to these types as the need
arises.
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19) Analysis — You are able to specify an analysis code for each fee that will give you the
ability to analyse sales by analysis code. Analysis codes must be set up before they can
be selected on fees — Edit menu\Pricing\Analysis Code Maintenance.

20) Enabled on Selected Fee Scale — this will be ticked by default but the tick can be
removed on any scale where that fee no longer applies. This can be used when copying
the fee codes from an existing fee scale to a new fee scale, ie if one of the fees is not
applicable in the new scale you can either remove the tick in this field or delete the fee
code. If a fee is not enabled on a fee scale, then it won’t be offered for treatment but
can be re-enabled at any time.

21) Click the Update Fee button.
22) Repeat steps 6-19 until all fees have been added for the selected work code.

23) Although you cannot edit the fee codes themselves, you can change the/oxderin which
they appear in the fee scale. Click the fee code to be moved and click the Up or Down
Arrow button accordingly.

24) Set the default fee for the selected work code before choosing, yournext work code.

e Whatever fee you select, will become the default fee code’whenever that work code
is used.

e If there is more than one fee code that relatessto‘the work code, and you want to be
offered a choice of fees when you use that work code, enter as much of the fee
codes as is unique to all the relevant«€odes (the work code without a number). This
will filter for all relevant fees wheneventhé work code is used.

25) Click the Update Work Code button:

26) Auto Complete box — With the full.charting module, once you have added work to the
estimate screen, you will be/ableto mark it as complete when the work has been carried
out. If you tick this box,.then the work will be automatically completed as it is added.
This is useful for an_examipation or for those practices that are not using the full
charting module@and are only adding the work once it has been completed.

27) Repeat steps 1-24 until all fees have been added for each work code that relates to
chargeable treatment.

CREATINGADDITIONAL PRIVATE FEE SCALES

Once.your default fee scale has been set up correctly, you can create additional fee scales as
required. All fees in your default fee scale can be copied into the new fee scale or you can
start with an empty fee scale. The fee code prices in your default fee scale can either
automatically be transferred to the new fee scale or the fees can be copied to the new scale
with a zero price. This price can, of course, be edited once the scale has been created. Any
fees that are not applicable to the new scale can be marked as inactive in that fee scale.

As with the default fee scale, there are three stages to creating a new scale:-

)] Name and create the fee scale itself.

i) If you have copied an existing fee scale, edit the existing fee codes and adjust the prices
accordingly. Click the Enabled on Selected Fee Scale box to remove the tick for any
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fee codes that are not applicable to that fee scale and add any new fee codes that may
be required.

Or:
If you have started with an empty fee scale, add your fees.

iii)  Make sure that each work code still has the correct default fee code entry linked to it.

Creating a New Private Fee Scale

1)  Select Pricing\Treatment Observations from the Maintenance menu and leave the
Add box ticked.

|Add Edit Remove FeeCodes |
| Fee Scales | Work & Fee Codes

V| Add Fee Scale
Please type the name for your New Fee Scale.

New Fee Scale Description: | ] WHS Fee Scale

Template Fee Scale: Use Template

Copy Prices

Copy MEDIIsion Links

2)  Type the name of the scale in the New, Fee Scale Description box.

3)  If you wish to copy fees from,amexisting fee scale, click the Use Template box and
select the fee scale to copy“fromrthe drop down list in the Template Fee Scale box.

4)  If you are copyingfees from an existing fee scale and wish also to copy the prices from
that fee scale, tick the Copy Prices box. If you do not tick this box, all prices will be
changed to zero.

5)  Click CreateNew Fee Scale.
Editing Fee Codes

1) ~“Select Pricing and Treatment Observations from the
Maintenance menu and click the Work & Fee Codes tab.

Add

£y
2)  Leave the Edit box ticked.

3)  Select the fee scale to be edited. Delete ’ @

4)  Select the relevant work code for the fee to be edited. All fee
codes linked to the work code will be displayed in the Fees box.

code order) and click the Edit button (or double-click the fee Edit

5)  Select the fee that you wish to edit (the fees are displayed in fee ’—.—
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6)

7)

8)
9)
10)

code).

Click the Stay Open box if there is more than one fee code to be edited for that work
code.

Make the required changes and click the Update Fee button. The only field that cannot
be edited is the fee code itself.

Continue in this way until all fee codes for that work code are correct.
Make sure that the work code still has the correct default fee code linked to it.

Select the next work code and repeat steps 3-8 until all fees for each work code have
been edited where required.

Deleting Fee Codes

1)

2)
3)

4)

Select Pricing\Treatment Observations from the Maintenance Leave'the Edit box
ticked.

Select any one of your fee scales.

Select the relevant work code for the fee to be deleted. All fe€ codes linked to that
work code will be displayed in the Fees box.

Select the fee that you wish to delete and click the Delete button. ’ (X
=

DELETING FEE SCALES

1)  Select Pricing and Treatment Observations from the Maintenance menu.

2)  On the Fee Scales tab, click ther'Remove Existing Fee Scale box and select the scale to
delete from the Existing Feg<Scale box.

3)  Click the Remove Fee Scalejbutton.

4)  The Are you sure? prompt is to ensure that you have time to reconsider and change
your mind before'the scale is deleted. If you were to recreate the fee scale once it has
been deleted,.the current fee codes and prices in your default fee scale will be used.

WORK-CODES

CreatingWork Codes

Newwork codes can be created but only for work that is not charted. Charting work codes
are pregrammed into the software and cannot be changed.

1)

Select Pricing\Treatment Observations from the Maintenance menu and click the

Work & Fee Codes tab.
Fee Smle@
V| Add

Please complete the following to cref

New Work Code: MS
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2)  Click the Add box.

3)  Type the code required in the New Work Code box (maximum 10 characters but the
more concise the better).

4)  Type in a description for the work code.

5)  Click the Auto Complete button if you wish all fee codes that are to be linked to this
work code to be automatically marked as complete as you add them to the estimate.

6) Click the Create New Work Code button. Make sure that you add at least one fee
code for that work code.

7)  Once the fee codes have been added for the new work code, set the default feefforithe
work code (see page 15).

Deleting Work Codes

NOTE: Reserved work codes cannot be deleted — see page 11 for the list of'reserved work
codes. If you delete a work code, it will be deleted for all fee scales.

1)  Select Pricing\Treatment Observations from the Maintenance menu and click the
Work & Fee Codes tab.

2)  Click the Remove button.
3)  Select the work code to be deleted in the Work Code box.
4)  Click the Remove Work Code button.

Note: If you remove a work code while therejare fee codes linked to it, then the fee codes
remain in the table but are inaccessible unless the work code is recreated.

NHS FEE SCALE

In order to comply with'the?NHS rules for printing claim forms or transmitting claims
directly to the DPB, amiNHS specific fee scale will need to be used. For NHS practices, we
will have installed a pre-cenfigured fee scale for you that is based loosely upon the most
recent available version of the NHS SDR, although many codes that are no longer valid have
been remoyed,

Each time that'new NHS regulations are implemented that affect the NHS Fee Scale, then a
new NHS\Eee Scale will need to be created on your system to incorporate these changes.
unless there are any program changes required, this can be created as outlined below.

The new fee scale can be created prior to the implementation date and the existing NHS Fee
Scale should remain in place and will be applicable for any open courses that were started
prior to the new regulations becoming effective. As there will be more than one NHS Fee
Scale existing on your system at any one time, there is an option on the NHS tab in the
Administration Menu/System Maintenance/Application Preferences to specify the NHS
Active Fee Scale. This should be set to the new fee scale only on the date that the new
regulations become effective, and before any new courses are opened.
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There is the ability built into the software for you to create your own NHS fee scale, but this
would require advanced training as there are specific codes that need to be linked to the fees
so that the relevant banding is identified and the correct data is printed on a claim
form/transmitted to the NHSDSA. We recommend, therefore, that - initially at least - this
default fee scale is used to record NHS treatment.

If you are using the charting module, and have S
configured Materials/Colours for specific items of R e e ———
treatment, then these materials and colours will need [ =
to be assigned to this NHS Fee Scale, as well as your  |ce RS
Private Fee Scales. This is done in the same way as  [surfaces: 0
described on page 13, but be careful not to change (-]
any of the existing settings in the NHS and Banding [T © TettPres © Unitbrce

H Notation: Zll
fields.
NHS: 9317 - Examination w1 »

ree Ty pes LN

Whilst we have made every effort to ensure the Analysis:  |DFLT  Default 3
accuracy of this fee scale, total accuracy cannot be
guaranteed. You will, however, have the ability to view the claim form-before it is
printed/transmitted and be able to manually change any entries if\you feel that it is necessary
to do so.

CREATING ANEW NHS FEE SCALE

1)  Select Pricing and Treatment/Observationssfrom the Maintenance Menu.

2)  On the Fee Scales Tab, leave the tick in the~Add Fee Scale box.

3)  Type a name for the fee scale in the, New Fee Scale Description box, eg NHS1204 —
where 12 is the year and 04 is the*'month. What you call it isn’t really important — as
long as you are able to identify the versions, although it would make sense to be
consistent in your naming of the-scales.

4)  Click the NHS Fege<Seale box.

5)  Click the Use Template box and select the current NHS Fee Scale from the Template
Fee Scale box.

6)  Click the Copy Prices box and click Create New Fee Scale.

This generatesya new NHS Fee Scale which at this stage is an exact copy of the current one.
Yownow,need to make any relevant price changes.

1) Chck the Work & Fee Codes tab and leave the tick in the Edit box.
2)  Select the new fee scale from the Fee Scale box.

3)  To change the price of the bands, select the NHS work code. This will display each
band fee in the Fees Attached to Work Code display box.

4)  Edit the price of each band fee as applicable and click Update Fee. (Regulation 11 is
30% of the band 3 charge.)
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PATIENT DETAILS SCREEN

CONVERSION OF EXISTING DATA

If you have a current computer system - whether this is a proprietary system, an Access
database or an Excel spreadsheet, etc - we will endeavour to carry out, free-of-charge, a data
conversion of your users, patient data, appointments and journal entries. The amount of data
that we can convert does, of course, depend upon the type, quality and accessibility of the
data available for conversion.

If you are an NHS practice with no computer, then you are able to obtain a file from NHS
Dental Services based upon claims previously submitted by the practice, from whichiwecan
convert patient details. We would point out, however, that we have found that the data
provided in this way is generally poor, in that there have been reports of duplieatey
incomplete and inaccurate patient details.

MANUAL DATA ENTRY

In the absence of any data for conversion, then the records will need to be added manually.

The first thing that you will need to decide is the date upor,which you wish to start using the
system in a live situation.

Patients with Future Appointments Booked

From that live date, all future appointments will need to be transferred from your manual
appointment book onto our dental system before you can begin booking live appointments on
it. Patient details will need to be entered/for these patients before their appointments can be
transferred, so you should concentraté.upon adding these patient details before any others.

You can, however, add these records as Express Patients which will allow you to record basic
information only (exactly"whieh-Oata can be decided by yourselves). As the patients attend
those appointments, you will be prompted to complete their registration. Automatic text
reminders can be scheduled as you transfer the appointments. This is particularly useful for
those patients who-have pre-booked their next check-up 6 or 12 months in advance.

If you have decided not to use text messaging, you can send manual reminders if you wish.

Patients,without Future Appointments Booked

Any patients who ring for an appointment before they have been registered on the system,
can, of course, be added as they ring in.

Regarding the remainder of your patients, you can:

1) add them gradually over the course of, say, 6 months to a year in the order that they are
due to attend their next check-up. You can then use the recall facilities available on the
system to produce a list of patients who are due to attend the following month - but have
not yet booked their recall appointment - and either :
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e Dbook the appointments for these patients and send a printed or SMS appointment
confirmation; or

e print a label, letter or send a text message asking them to ring and book their recall
appointment.

This way, you are adding the records gradually in the order that they need to be accessed and
also concentrating on entering details for your active patients only.

2) Alternatively, some practices prefer to ask their staff, or employ a temporary data entry
clerk, to gradually work their way through existing patient record cards and enter the
details of any patient who has who has not already been registered and who been seen
within a pre-determined number of years. Of course, this method may result in adding
details for patients who may not return for treatment.

PATIENT REGISTRATION OPTIONS

. ©_ | Click the down arrow to the right of this,Patient Registration
Patient Registration | Find Patient] jcon on the toolbar, and you willbe.offered two options — Full
Full Registration Registration and Express Registration. You can select one
Express Registration of these options by clicking on'the description name.

(1) If you select Full Registration — the usual registration,screen will be offered with
completion of the standard must-fill fields.

(2) If you select Express Registration - this’sereen will display only the fields ticked on the
Express Registration Setup option (as explained on page 27).

There is a grey area to the left of each of these options. You can click on this grey area to
place a tick alongside one of the options (elicking again will remove it). Whichever of these
two choices has a tick by the side of, it will be the default option selected when you click the
Patient Registration icon itself (and’not the down arrow).

If you click the Patient Registration icon and no default option has been set, ie both of the
ticks have been removed;, the following message will be displayed.

Please choose Finder to use:

You have not set a default Patient Registration Method. ‘4‘) Full Registration

— — [l

To launch a Patient Registration screen, please click the appropriate button. [ make Default I Q Express Registration

Select whichever registration method you require. If you leave a tick in the Make Default
box, this will set your default for the next time the Patient Registration icon is clicked.

REGISTERING NEW PATIENTS (FULL REGISTRATION)

To create new patient details, click the Full Registration option, as explained above. Enter
the patient details outlined below. Fields coloured yellow and marked with a red asterisk
must be filled in. As you complete these must fill fields, the asterisk will be removed from
the display.
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Move between the fields by pressing the tab key or by clicking with the left mouse button.

Family Name

Type in a family name — usually the surname.

Title

Select a title from the drop down menu. Additional titles can be
created by selecting Patient Registration\Titles from the
Maintenance menu.

Add New Title =)

Add Title:
New Title: |

Maps To Sex: None ek

‘@ Cancel \/ Add

Titles can be associated with the sex field —and if they are, then the
sex field will default automatically to the relevant choice.

Active Patient

A tick in this box indicates that.this patient is an active patient and
you will be able to filter for active/patients when generating ad-hoc
reports. The tick can be‘remeved from the Active Patient box by
clicking on it with the left mouse button.

First Name Complete as appropriate. (For NHS transmissions there is a
minimum requirement for two characters to be transmitted.)
Surname Complete,as‘appropriate.

Previous Name

A married woman’s maiden name can be stored in the previous
name field.

Sex

The sex field will default if linked to a title. Otherwise, select from
the drop-down list.

DOB

The date of birth can be selected by using the drop down calendar
or entered manually.

Calendar Selection 19 December 2008 |v]
4 December 2008 4
Mon Tue Wed Thu Fri Sat Sun

e The left and right arrows allow
you to move between previous

24 25 26 27 28 29 30

and next month. i 2 3 & 5 6 7
) 8 9 10 11 12 13 14
e If you click on the month, a 15 16 17 18 20 2
drop down list of each monthof | 2 & 2 > 2 27 28
the year is available for [ Today: 19/12/2008
selection. Click on a month to
select.

o If you click on the default year, you are able to scroll and select
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the relevant year.

¢ Whichever date you eventually click on will be the date inserted
into the date of birth field.

Manual Selection

e Click on each section of the date (or you can use and use the up
and down arrow keys on your keyboard to change the selection).

e The day and year can be typed in if preferred.

NHS Number/NI
Reference

Insurance Plan Number

Complete as appropriate.

Address Line 1

Address Line 2

The address can be typed in manually or entered using‘the/postcode
quick entry facility.

g?twn To use the quick entry postcode facility:-
Ity
Count . .
Postcoxtl:ie o Click the search button to the left'af'the\postcode field to
display the address search screen. Alternatively, you can
press F10 with the cursor omthe first line of the address.
Address Search @l
Search Criteria
Enter PostCode: |
Enter Address Line 1:
Regional Information
Please select your region: AB -
[Q Cancel } L Find Address}

o Typesthe pestcode (with or without the space, and in upper or lower
case),into'the Enter Postcode field and click the Find Address
button or press the Enter key.

o ' If the postcode is valid, a part address will be displayed ready for
selection. Double click the entry or press the Enter key.

o This will display the part address on the patient screen with the cursor
positioned in front of the street name. Complete the address by
typing in the house number or house name.

Home#Address/\Work Click the relevant option.
Address
Ethaicity Select from the drop down list. Ethnic regions can be added using

the System Maintenance/Edit Ethnic Regions/Add Ethnic
Regions option on the Edit menu. Can be left as none specified if
preferred.

General Notes

General notes about the patient can be stored in this field.
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Future/Previous
Appointments

Previous and future appointments are displayed automatically at the
bottom of the patient details screen. If you click on one of the
future appointment dates, then you will be navigated to that date in
the appointment book - perhaps to cancel the appointment.

It is possible to define rules to classify persistent failed to attends,
and a warning symbol can be displayed alongside the previous
appointments box for those clients who qualify. To define this rule,
select System Maintenance\Application Preferences from the
Administration menu. On the Services tab, set the number of
appointments and number of days to define your own requiréments
for a persistent FTA.

Currently, you will need to regularly run a routine that will update
the patient records in accordance with these rules. Seléet System
Maintenance\Housekeeping\Refresh PersistentFTA from the
Administration menu to do this. Eventually, wewill-be
incorporating a scheduled task that will rumthis/routine for you so
that the records will be automatically updated‘at regular intervals.

There will also be an option that will allew you to produce a list of
FTAs in a date range — either to a réport or to letters.

Home Phone
Mobile Phone
Work Phone

Enter the relevant telephone numbers:

Alongside the mobile namberfield, there is a Contact by SMS tick
box. You are able t@ send'maobile phone text reminders for check
up appointments. If this,bex is ticked, the patient will be included
in any text remingers that you may choose to send. If the patient
does not wisht@ beyreminded by text message, click this box to
remove thetick.

Additional Contacts

This field allows you to store name and numbers of additional
contacts - next-of-
Kin, Tor example.
Click the + button
and enter the contact
name and number. \W
Click OK. —

Add further contacts in the same way.

Please Enter Contact Details

Please Enter Contact Details:

Contact Number:

PrimaryyE-mail
Additional E-mail

Complete as appropriate.

Contact Preference

You can record the patient’s preferred method of contact in this
field. Select from the drop down list.

Occupation

Complete as appropriate.

Fee Scale

Select the fee scale that applies to this patient. This field can be left
blank if preferred. If a fee scale is selected, this will be the default
scale offered at the start of each course of treatment for this patient.
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Paying Patient

e If the patient pays for treatment, either Private or NHS,
select Patient not exempt from the drop down menu. The
Maximum Charge field will remain inactive.

If the patient is an NHS patient and is:-

o fully exempt from charges - select the appropriate
exemption from the drop down menu. The Maximum
Charge field will remain inactive.

e partially exempt from charges — select the appropriate
exemption from the drop down menu and type the payment
amount in the Maximum Charge field.

Default Dentist

Select the usual dentist for this patient. If a dentist is-Selected, this
will be the default dentist offered at the start of each ceurse of
treatment for this patient. If a default dentist is-aot specified, then
the dentist would need to be selected manually at the start of each
course of treatment.

Referred By

A list of referring practices can be maintained on the system and
the relevant option displayed in this,field. New referral codes can
be added using the Patient Registration Options/ Referral
Options on the Edit mepu.

Alternatively, you could also use this field to record how the patient
heard about your practic€, eg Yellow Pages.

Position in Family

It is possible to/link patients together into families to allow family
appointment booking. Select the relevant family position for the
patient./ Additional family titles can be created using the System
Patient Registration options/ Family Positions option from the
Edit.menu. If no other family members attend the practice, select
Other.

Family Members

If family members are linked, all other family members are
displayed on each patient’s record.

Next Recall/Default
Length

The patient’s recall date is displayed in this field. It can be updated
manually and it is also automatically updated when a new course of
treatment is opened — and it can be updated when the course is
completed. There is the ability to send out recall reminders based
upon this date.

The default recall interval can be set on the System Maintenance/
Application Preferences option on the Administration menu.
Click the Recall tab and type in the default interval.

Hygienist
Recall/Length

You can store a separate recall date and recall interval for the
hygienist in this field.
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e Once the patient details have been completed, click Register Patient. If one of the
must-fill fields has not been completed, then the Register Patient option will remain
inactive. Check your data entry if this happens.

e Once the record has been saved, you will be prompted that patient registration is
complete. Click OK.

Family Members

You are able to link family members so that when you make an appointment you are able to
select which members of the family wish to attend for that appointment. You can alsgleft
click one of the family members on a patient details screen to select it, and right click to
select View Details to navigate to that patient’s details.

Adding a New Family Member to an Existing Record

~ Y New Family Member
o

1)  Display the patient’s details and click the New Family Member butten.

2)  This clears the screen in readiness for you to enter the new patient’s details. Those
field that are likely to be the same for the new patient as they'were for the original one
will be left in place to speed up the entry of the data.

3)  Atthe left-hand side of the bottom of the patient details Sereen, you will be prompted
that patient registration is in progress.

4)  Must-fill field are indicated by a red asterisk. “Fillrin the ,) Add To Family
relevant details and click the Add to Family button.

5)  You will be then prompted that the family update is complete. The original record will
be redisplayed.

6) Repeat steps 1-4 for each family'wiember.

Removing a Family Member

Individual patients can,be removed from an existing family — the record is not deleted but the
patient will no longer be'a member of that family.

1)  Left clicksonthe family member to select that member.

2) Rightclick'and select Delete Family Member.

3) ~Cliek OK at the Are you sure? Prompt.

4) . You will be prompted that the family member has been removed. Click OK.

Merging Family Members

1)  Display the record for one of the family members to be merged and click the Merge
Family button.

2)  You will then be prompted to search for and select the record for the other family
member.
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3)  Both family members will then be displayed as follows.

Merge A Family 5]

Q o F R—

4)  Select the correct family position for each patient from the drop down list.
5)  Choose which family name is to be used by clicking the relevant option.

6)  Click the Merge button.
EXPRESS REGISTRATION

In order to book an appointment for a new patient, it is necessary to register the patient first.
There is, however, an express registration facility that enables you ta‘record/minimal
information about the patients until they have attended for their first appeintment, at which
time the normal must-fill fields must be completed on their patient'details screen.

Note: If you are updating an express record and you are‘prompted for a possible
duplicate entry, then if you select the existing record instead of updating the express
record, then the express record will be deleted.

You can choose which fields appear on the express registration screen. The only field that is
automatically included is the Surname figld.

CONFIGURING THE EXPRESS REGISTRATION SCREEN
1)  Select the Patient Registration\Express Registration

_ 4 N [85  User Groups v 1 2
Mandatory Fields option_from the Maintenance menu. — fs vercous o Pl BT
% Practice Details
2)  Click each optiontfiatyouwould like to be essential |7 e o1
fill fields on the'express registration screen. e
-y - - Sex
3) Inaddition tosthe fields you select, a text box is Date of it
- - Address Linel
displayedfor any general notes that you may wish to
record, ‘Entries in this box are optional. Any entries e
thatyou'do make will be displayed in the General g
Notes section of the full patient details screen.  primary Emsil Address

REGISTERING AN EXPRESS PATIENT

1)  Select the Express Registration option from the dental system toolbar — see page 21.

2)  Whichever fields have been selected on the e -
Express Registration Setup option will be Surname:
displayed for completion. All of these fields S
must be completed.
Contact Number:
9@ Home Work Mobile

3)  Anoptional Notes field will be included by

default. This field can be left blank. If notes are motes: (ptton=)

l@ Cancel ‘ 1
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added, they will be displayed in the General Notes field on the full patient details
screen.

4)  The contact number will be transferred to the full patient details screen according to
which contact option is selected, ie home, work or mobile.

5)  If you include the address lines on the express screen, the postcode search will be
available to use.

6)  If you include the title and sex fields on the express screen, the sex will default to that
saved against the title.

7)  When you have completed the entries, click OK. The registration will be
saved and the partially completed patient details screen will be displayed.
This symbol will be displayed in the top right-hand corner of the patient )
detail screen. The patient details can remain in that form until that patient ©
attends for their first appointment.

When an express patient’s details are displayed, the following options are available:

1)  View appointment history — click the Appointment History tab.

2)  Navigate to the appointment book to manually search for an appointment — click the
Appointment Book tab.

3)  Use the Appointment Finder to search fer the first available appointment — click the
Appointment Finder tab.

If you subsequently select an appointment slot, the patient’s details will be inserted by
default.

NOTES:

e [f you attempt to edit an eXpress patient’s details before they attend their first
appointment, you will'need«to complete all of the standard must-fill fields before you are
able to save any changes. If you have started to update the record but do not wish to
complete the update, ¢lick the Abandon Changes button before attempting to close the
record or navigating to the appointment book or appointment finder.

e You can cancel and re-book appointments for express registered patients.

AttendingyAppointments for Express Patients

WHhen you attend an appointment for an

Incomplete Record X
Expréss Registered Patient, you must
update the patient details to include all of N R D R s R A
the standard must fill fields. Before the Before the appointment can be marked as attended, full registration

must be completed.

appointment is marked attended, a
warning message will appear and the
patient details screen displayed ready for |
completion. The appointment will not
be marked attended without updating the record. When the details have been updated,
you will be returned to the relevant date and time in the appointment book and the
appointment will be marked as attended. The patient will then be classed as fully registered.
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NOTE: If you close the record without updating it, the patient will NOT be
marked as attended.

Failed to Attend Express Patients

For those express registered patients who do not attend their appointment, or who cancel their
appointment and do not rebook, it is possible from time to time to delete these records from
your system. The option to Purge Incomplete Registration Records can be found on the
Administration menu — Express Registration Setup.

SEARCHING FOR PATIENT DETAILS

Click Find Patient on the toolbar.

Patient Search

1)
2)

[E5)

Type in the information that you know

Search Criteria

Surname:

Morris

about the patient. You can complete
any combination of the Surname,
Address and Phone fields and, if you
leave the Match All box ticked, you
can search for all of your patients who
match all of the criteria entered.

Address:
Phone

Anywhere:

7| Match Al [] Match Any Custom Search

Include Inactive Patients

’@ Cancel

1 l[_] From Clipboard

l\ ! Find Person

e The Surname field is a beginning
with search.

e The Address field is a containing/search.

e The Phone field is a begimning with search. You can type in the phone number
without the spaces.

3) The Anywhere field-isya ¢ontaining search and will search for the data that you have
entered where this.appears on any field on the client record. You can type in more than
one word — leave one,space between each word.

Note: You €an gither use the Surname, Address and Phone fields OR the Anywhere

fieldpbutinot both. If you enter anything into the Anywhere field, all other entries will
be cleared,” If you use the Anywhere field, therefore, you must type all of the entries in
that field, even if one of them is a surname.

4)€lick the Find Person button.

Custom Search

The custom search provides you with more advanced search options. Click the Custom
Search link to display the following screen which allows you to search for patients based
upon any of the displayed fields.

atent Search E|

Custom Search Buiider
Patient Details:

Status:  [Actve Title: 7] Forename Surname

Ethnicity: |None Date Of Birth

Contactable by SMS: |True

Postion In Famiy: |1

Paying Patient: Occupation

Address Details:

Address Line 1 Town / City County Address Type:

PostCode ] Work Phone Mobie Email Address

© AND Search OR Search simple Search

| [ From Clipboard

‘Q Cancel ‘
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Click the selection box alongside the required field and:-

1)  for those fields with a drop down menu, select the required option from the menu; or

2)  for those fields that are completed with a free text entry, enter the relevant value when
prompted.

Notes:

e You can select more than one option and, if you do so, then those patients who meet all of
the selected criteria will be displayed when you click the Find Person button.

e Click the From Clipboard option if you wish to limit the search to those patients in the
current clipboard (see notes below).

Using the Clipboard

You can open more than one patient record at a time. Each time that you-openra patient
record while another record is still open, the new record will be displayed(in place of the
original one, but the original one will remain open in the background:

Each time that you access a patient record, that patient’s name is added to the clipboard. You
can display the clipboard by clicking the Clipboard icon onthe toolbar at any time and all
recently accessed records will be displayed, even records.that have since been closed. Click
the Clipboard icon again to close it.

The length of time that a patient’s details remain, on the clipboard can be customised per user
by selecting the Manage Groups/Users/Wser Preferences option from the Administration
menu.

On the clipboard, records that are open are coloured green and records that have been
recently closed are coloured black.

You can left click on an.entry‘insthe clipboard to select that entry and then right click it to
display the Clipboardimenu options and navigate, as follows:

Searching the clipboard will display a list of all patients stored in your clipboard — so if you
have recently agcessed the patient record that you are searching for, depending on your
clipboard settings, you should be able to select the patient from this list.

o "“€lick,the Clipboard button and

e*Double click (or down arrow + enter) the list entry to display the record.
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VIEWING THE APPOINTMENT BOOK

By default, each time that you open the appointment book, today’s date will be displayed. At
the top of the appointment book screen, there is an overview that displays the status of the
previous, current and following days — ie each appointment booked will be displayed in the
category colour for that appointment. Each of these days will be divided horizontally into the
number of rooms displayed. There is also an amber coloured line that represents the current
time of day. You can click anywhere on the current day section to scroll to that time in the
appointment book without having to use the standard Windows scroll bars.

G:00 00 10:00 11:00 12:09/\
Wednesday
lan 2 2008
Thursday
Jal"|:|3 2008
Friday
Jan 4 goos \
)

You can use the overview screen to move through the diary — if you glick pn,the previous day
on the overview screen, the appointment book will change to the previous'day’s display.
Similarly, if you click on the next day on the overview screen, thesappointment book will
change to the following day’s display.

The overview screen can be resized or closed if not required.

e RESIZE OPTION - select Manage Groupsand™" [====
Users\User Preferences from the Administration 1 R e m——
menu. On the Appointment Book/Fifder tab, in 1 sl s
the Overview Display Options section, inerease the
number of pixels to increase the size\of the display o
or decrease the number of pixelgto,decrease the size R -
of the display. ‘ ’

e HIDE BY DEFAULT ORTION - on the same tab,
click the box to hide the overview screen by default for that user.

Display Options:
® 12 Hour C

Time In Each Tme Siot

e On the appointment Book display, click Hide Overview to temporarily close the
overview screeni,The Hide Overview link will be replaced with a Show Overview
link. Click.this to'redisplay it.

Appointments View:  Apps v Cancelled Appointments  Viewing Dat: 4 January 201 L@m___ H}‘_”_’__H_L__”T_HEI@‘ Today [_ld [_lw [_I_IIL 3m K‘
Active Patient: v Patient Search Hide Overview Sunday 04 Janualy 2009

MULT DAY OVERVIEW
You can view the overview screen for multiple days for an individual room. g

S,

0

1) Click the Globe icon on the status bar at the top of the room.

[oom Overview Surgery 1 2671172013 - 0271272013 WD

From Date 26 November 2013 ~ Span (Days)
6m [ 3m [ 1m [ 1w Today 1w | 1m | 3m | 6m ) [20] [in] [2n

900 AM | 930 AM  10:00 AM 10:30 AM 11:00 AM 11:30 AM 12:00 PM 12:30 PM_1:00 PM_ 1:30 PM_ 2:00 PM | 2
Tue Nov, 26 S Lunch Break
c

WedNov,
27

Thu Nov. 28 Lunch Break
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2) The From Date will default to the date from which the view was selected and the
Span will default to 7 days.

e The From Date can be changed by clicking the down arrow and selecting a date
from the inbuilt Windows calendar or by clicking an option on the movement bar.

e The Span (Days) can be changed by manually typing in the number of days you
wish to view or by clicking the Span selection bar. (The maximum number of
days that can be selected manually is 93 — but how this will display will depend
upon the size resolution of your monitor.)

CHANGING THE DATE

Today’s date is displayed by default when you select the Appointment Book option: The
date currently being viewed is displayed on the right-hand side of the screen, just underneath
the movement bar. In addition to using the Overview Screen to move to the pext'or previous
day as previously described, you can change the date viewed by using the viewing date
calendar or the movement bar on the right hand side of the screen.

Movement Bar

6m | 3m [ 1m [ 1w [ 1d | Today || 1d | 1w | 1m || 3m | 6m |

Today Display today’s date

1d Back one day 1d Forward one day

1w Back one week 1w, Forward one week

Im Back one month Im Forward one month

3m Back three months 3m Forward three months

6m Back six months 6m Forward six months

Calendar - see page 22 fo_r detailsof how to use the Viewing Date: [03 January 2006 7|
calendar to select the required date.

The bottom part of the sereen‘cemprises of the rooms that are available for booking. Each
column is the equivalent of a room and each room is broken down into bookable slots. The
length of the slots can vary-according to your own requirements — select System
Maintenance/Application Preferences from the Administration menu and click the
Appointment Book.tab.
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CONFIGURING THE APPOINTMENT BOOK

Rooms should be created according to how many consulting rooms (or dentists, if you prefer)
that you have available — users can be linked to a room so that each time an appointment is
booked into that room, then the correct provider (dentist) will be automatically selected for
that appointment.

09:00 10:00

randay
Mow 25 2012
Tuesday
Mov 262

\Wednesday
[T 1

Appointments View:  Surgery 1 Only \v |Cancellec| Appointments |

It is possible to create views for the main appointment book and for each viewsyouscan
specify which rooms will be displayed when that view is selected.

TO CREATE A NEW ROOM Ad;i/AE;i(/RemoveAppoin!mentRoom =]
1)  Select the Appointments\Rooms option from the e — —
Maintenance menu. By default there will be a tick-n the i B

Add box — leave this box ticked.

2)  Type in the room name, default start time and\thesniumber i [
of hours that you wish the room to remain,open and click | e
the Add bUtton — & Update

Note: If you wish to associate the new room with a provider, this | ...
should be entered on the user name déetails! Select the Manage
Groups and Users option from thesAdministration menu
(either by editing an existing user‘er adding a new user). © o |

TO EDIT AN EXISTING ROOM

1)  Select the Appointments\Rooms option from the Maintenance menu and click the
Edit box.

2)  Make therequired changes and click the Update button.

TO'DELETE A ROOM

1) . Select the Appointments\Rooms option from the Maintenance menu and click the
Remove box.

2)  Select the room to be deleted from the drop down box and click the Remove button.

To CREATE A NEW VIEW

Views can be created and selected in the appointment book so that only rooms associated
with that view will be displayed.

1)  Make sure that all of the rooms to be included in the view have been created.

Shire Dental User Manual Page 33 V1.7.03




2)  Select the Appointments\Views option from the Maintenance menu. By default there
will be a tick in the Add box — leave this box ticked.

Add / Edit / Remove Appointment View @

3)  Type in a name for the view. B) Add
View Mame: Surgery 1 Only
4)  Click on one of the rooms to be included in the feome o2 5“’““ }%
view and click the right arrow to move the room e Tom

name from the left-hand to the right-hand box.
5)  Repeat until all of the relevant rooms have been selected and click the Add button.
6)  This view will then be available for selection in the appointment book.

7)  If that room has been associated with a provider (dentist/hygienist) then the roém™name
and the provider name will be displayed at the top of the room column.
TOEDITAVIEW

1)  Select the Appointments\Views option from the Maintenancéimenu.and click the Edit
box.

2)  Make the required changes and click the Update button.

TO DELETE A VIEW

1)  Select the Appointments\Views option from the*Maintenance menu and click the
Remove box.

2)  Select the View to be deleted from the drop down box and click the Remove button.

Notes:
e Deleting a view does not deletesany rooms previously associated with that view.
e Aroom can be added tesmoge than one view.

To BLOCK OFE TIMES IN A ROOM

If the room remains open’for the same length of time every day, then it is not necessary to
add custom days tules. If the open times vary according to the day of the week, however, the
normal start and end time of each room on specific days can be specified, as follows.

e Custom,days can be added whereby you can specify different start and end times for a
roomfor a particular day of the week. These times would then apply for that day for
every week.

e Custom dates can be added whereby you can specify different start and end times for a
particular date only. This option can be used to specify a one-off change of hours on a
particular day or to record bank holidays and/or annual holidays. The custom dates,
therefore, are the exception to the normal or custom days.

Select the Appointments/Custom Rules/Room Rules —Customize Days or Customize
Dates — from the Maintenance menu.
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Custom Days

To Add a Rule

1)  Room - select the room name from the drop-

down list.

2) Day — select the first day from the drop-

down list.

All existing rule entries for that room and

that day will be displayed. (If you are
amending one, remove the existing rule and
add it again otherwise the blocked off
sections may be duplicated — see notes below.)

3)
enter the Start Time and Closing Time.

4)

Create Special Rules For Room(s} On Specific Day of Week

=

V] Add Rule

To customize room opening hours for a specific day of the week please complete the following:

Room: Surgery 1 - Day: Monday

Avaiabiity: @ Open Closed

Start Time:  09:00 Closing Time: 18:00

Remove Rule

To remove any existing rules, simp

e, and click Remove:

Surgery 1 - Day: Monday - (Of

Check All

‘@ Cancel ‘

Uncheck All

Closed — if the room is to be closed all day, click the Closed butten.

Open — if the room is to be open for any part of the day, click the Open button and

Note: A room that is closed for the day will not be displayed\at all when that day is
being viewed in the appointment book — only those rooms that are open for all or part
of the day will be displayed. If none of the rooms are open, however, ie on a Bank
Holiday, then all of the rooms will be displayed butiwith all appointment slots closed.

5)
6)

Click the Add button to add the rule.
Repeat for the other days.

To Remove a Rule

1)  Display the Customizing Days‘eption as above.
2)  Click the Remove Rule hox:
3)  Tick the rule(s) te’be removed and click the Remove button.

Note: Check All selects‘allof the custom days rules and Uncheck All deselects all of the

custom days rules.

Custom Dates

This,option works in the same way as Customising
Days.as,outlined above, but has a date range
selection so that you can use this for blocking off a
range of dates for annual holidays, etc.

Also, there is a Filter Date option for the Remove
Rule section so that you can view the current rules
for the specified dates. If this box is not ticked, then
all current date rules for that room will be displayed
in the Remove Rule display box.

Create Special Rules For Room(s) On Specific Day(s) of the Year:

V| Add Rule

To customize room opening hours for 2 specific day of the week please
following:

Room: ALL ~ Date(s): 25/12/2013 [+

Availabiity: Open ® Closed 26/12/2013 O~

Start Time:  00:00 Closng Time:  00:00

Remove Rule

complete the

Filter Date

© add

Check All

|@ Cancel

Uncheck All
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BLOCKING OFF EMERGENCY/MEETING/BREAK SLOTS

In addition to these standard opening times, it is possible to reserve non-appointment slots for
emergency appointments, meetings, breaks and lunch times. A pattern can be set up using
these options and that pattern copied forward for as many weeks as is required. The pattern
can comprise of one or more weeks but it must be in multiples of one week, beginning on a
Monday.
To close off slots:

e select the required day;

e right click on the start of the required slot and

e select from the following options.

Emergency Slots ¢ Right click the start time of the emergency slot and select
Insert Emergency Zone from thewptions available. The
date and time and room will be confiemed.

e Type in the required length of the slot and confirm the unit
of measurement (mins/hours) and click Book.

Meetings ¢ Right click the start titme of the meeting and select Insert
Meeting from.the(ptions available. The date, time and
room will he confirmed.

e Type in the required length of the slot and confirm the unit
of measurement (mins/hours).

e Type the/description of the meeting in the Description
bOx.

¢ Leave the status as Not Started and click Book. (The
status can be manually changed from Not Started to In
Progress to Completed as applicable by right-clicking the
slot and selecting Edit Meeting. Change the status and
click Update Meeting.)

Lunch and Break TFimes ¢ Right click the start time of the break, and select Insert
Lunch or Insert Break from the options available. The
date and time and room will be confirmed.

e Type in the required length of the slot and confirm the unit
of measurement (mins/hours).

e Select the user from the drop down box and click Book.

EDITING EMERGENCY/MEETING/BREAK SLOTS
1)  Right click the slot and select the relevant Edit option.

2)  Make the changes and click Update.
NOTE: These slots can be dragged and dropped to new slots if required.
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REMOVING EMERGENCY/MEETING/BREAK SLOTS

Right click the slot and select the relevant Remove option.

COPYING FORWARD EMERGENCY (MEETING OR BREAK)
SLOT PATTERNS

1)  Set up your pattern for these slots in your appointment book. Patterns should start on a
Monday and be in multiples of 7 days.

2)  Select the Appointments/Block Book/Emergency Appointments (or Meetings'er,
Break Times) option from the Maintenance menu.

This screen is broken down into two sections:-

Appaintment Book: Block Booking Facility - Emergency Appointments @

Source: Destination:

Room: Surgary 1 - Room: Surgery 1 -
StertDate:  02/12/2012 B- StartDate: 19/12/2013 [Ehg

Pattern Length (days): 7 Repeat Pattern 32 Times

Mantenance Options:
| Remove Duplicated Breaks | Emergency Appointmerts
/| Remove Breaks / Emergency Appointments Where Room Is Now Closed

Enter some text to help identify the pattern: (optional)
Emergency Shts - Surgery 1]

G o= | o =

1)  Source This relates toythe pattern that has been set — you specify the room, the
start date of the ‘pattern and the length of the pattern in days.

2) Destination  This relates torthe first date that the pattern is to be copied onto — you
speeify'the'room, the first date to which the pattern is to be copied and
the number of times the copy is to be repeated.

In this example, the pattern for emergency slots for room Surgery 1 has been set up for one
week, starting/on Monday 2™ December. As the pattern is 7 days, we are copying the pattern
from the 2"¥Decémber to the following Monday, the 9™ December, and repeating this 52
times.

A similar procedure can be followed to block book break, lunch and meeting times.

APPOINTMENT CATEGORIES

When you are booking appointments you must specify an appointment category. Each
category has an appointment length and also has a colour linked to it . When you book an
appointment, the default appointment length will be offered but you will be able to override
this if required. The colour associated with that category will be displayed in a thin band on
the left hand side of the appointment details.
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New Categories

1)  Select Appointments/Categories from the Maintenance
menu. Leave the Add box ticked.

2)  Type in a Name for the category.

3)  Type in adefault appointment Length.

4)  Choose an associated colour from the drop down box in the
Colour field.

5)  Click the Add button.

NOTES:

Maintain Appointment Categories

V] Add
Name: Length:

Colour:

‘Q Cancel

You can select a category as the default category for your appointments whichean be
changed where applicable. To do this, select System Maintenance/Application Preferences
from the Administration menu. Choose the default category from the drep/down list on the

Appointments tab.

Editing and Deleting Categories

Categories can be edited or deleted from the same screen~justclick the Edit box, make the
necessary changes and click Update or click the RemevesheX, select the category to delete in
the Name box and click Remove.
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USING THE APPOINTMENT BOOK

MANUALLY ENTERING APPOINTMENTS

1)  Patients must be registered before appointments can be booked — either as fully
registered or express registered patients.

2)  Click Appointment Book on the toolbar or on the Patient Detail screen. By default,
the viewing date will be today's date and only open rooms will be displayed. If you
wish to view all rooms, including those that are not open on the viewing day, there is an
application preference — just remove the tick. (Administration Menu\System
Maintenance\Application Preferences\Appointment Tab\Hide Closed Days)

3)  Make sure that the correct View is displayed and select the 05:00 10:00
date in the Viewing Date window or use the movement bar

) to scroll through the  |Ews.
Viewing Date: 02 July 2010 ~| pook. Appointments\ﬁe& = )

6m | 3m | 1m | 1w | 1d | Today | 1d | 1w [ 1m [ 3m | 6m |

Today Display today’s date 1d Forward one day

1d Back one day i\ Forward one week

1w Back one week Im Forward one month
Im Back one month 3m Forward three months
3m Back three months 6m Forward six months
6m Back six months

4)  Scroll through the appointmentbook to find a suitable appointment.

5) Double click the slot required or right click the slot and select Enter Appointment.
6)  Specify the Category and confirm the length of the appointment.

7)  Select the Providenif this isn’t already displayed.

8) If you nayigated to the appointment book from the Patient Detail screen, the patient
detaids will already be displayed. Otherwise, click Patient Lookup, to search for and
selectthe patient.

9) Af it’s a family appointment, click the Family Booking button and select which family
members will be attending, otherwise leave the Individual Patient Booking button
selected. Family bookings will display an image of two heads on the right hand side of
the appointment details once the appointment has been confirmed. You can view
which family members will be attending the appointment by hovering your cursor over
the family booking symbol on the appointment slot.

10) Type any other relevant information in the Additional Information box — optional. (If
you enter more than one line of text, press the Enter key at the end of each line to
ensure that this word wraps properly on the Daylist Report.)

11) Click Book Appointment.
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NOTE: The appointment details will be displayed on the Future Appointments section of
the Patient Detail screen.

SEARCHING FOR APPOINTMENTS
Quick Search

Appointments View: Apps v
At the top of each room in the appointment Active Patient: v
book, there is a magnifying glass icon. [ ATG -Dr Adam Green DI
09 1 00] [

1)  Click this to search for the first available
slot in that room.

2)  Specify the slot length and whether you wish to use any available emergency slotsiand
click OK. This will display the earliest available slot for that room.

e Click Jump to Slot if the appointment offered is acceptable.

o If one of the other appointments on the same day is acceptable, double click that slot
or single click and Jump to Slot.

e Search again if all appointments for that day are unsuitable=.You can click forward
one day, forward one week or forward one month. Atany relevant point, you can
click Previous to return to a previous selection.

3)  This will display the selected slot, ready for you to/book’the appointment.

4)  Continue from item 5 on the previous page:

Appointment Finder Search

1)  Click Appointment Finder on the toalbar or on the Patient Detail screen.

2)  Search for and select the patient if you have clicked the toolbar. The patient details will
default if you have navigated-fromy the Patient Detail screen.

3)  Select the room — you can.only search in one room at a time.
4)  Select the booking interval by one of the following methods:-
Next Available After: ASAP will search for the next available appointment;

Use the drop down arrow to select Weeks and insert a
number in front to look for the first available
appointment after x number of weeks.

Use the drop down arrow to select Months and insert a
number in front to look for the first available
appointment after x number of months.

OR
Require Appointment Select a date from the calendar to look for the first
After: available appointment after that specific date.

5)  Click the box alongside the option required and specify your requirements.
6)  Select the appointment length.
7)  Specify the patient availability.
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8)  Tick the Include Emergency Slots box if relevant.
9) Click the Find button to display the first suitable, available appointment.
e Click Book if the appointment offered is acceptable.

¢ If one of the other appointments on the same day is acceptable double click that slot

or single click and click Book.

e Search again if all appointments for that day are unsuitable. You can click forward
one day, forward one week or forward one month. At any relevant point, you can

click Previous to return to a previous selection.

10) When a suitable appointment has been selected, confirm the appointment:-

For a single appointment

Click on the Further Appointment box to remove the tick and click Bogk

Appointment.
For a series of appointments

e |f a further appointment is required for the same patient(s), leave the tick in the

Further Appointment box and click Book Appointment.

e Remember to change the room if applicable. Youscan reSet the date to start

looking from today’s date instead of from the previous appointment by clicking

Reset.

e Remove the tick in the Further Appointment box before clicking Book

Appointment for the last appointment inthe series.

11) Once the last appointment has beendbooked, a list of the relevant appointments will be

displayed for you print or to confirm te,the patient.
BOOKING A TREATMENT PLAN

See notes on page 93.

EDIT OR RESIZE AN APPOINTMENT

1)  Right click the appointment and select Edit Appointment.
2)  Make themecessary changes and click Confirm Changes.

DOUBLE'BOOK AN APPOINTMENT

1) 7/~ Rightclick the appointment slot and select the Double Book option.
2) . Enter the relevant details and click Book Appointment.
3)  Both appointments will be displayed side by side.

BOOK INTO AN EMERGENCY SLOT
Patients can be booked into emergency slots if this becomes necessary.

1) Right click the emergency slot and select the Book Appointment option.

2)  Enter the relevant details and click Book Appointment.
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The emergency slot and the appointment will be displayed in the same way as a double
booking, ie with both the original emergency slot and the appointment being displayed
alongside each other.

CANCEL/CANCEL AND REBOOK AN APPOINTMENT
Right click the appointment and select:-
e Cancel — to cancel the booking; OR

e Cancel and Rebook — to cancel the existing appointment and rebook for another date
and/or time. If you select this option, original appointment details will be redisplayed
when you double click the new appointment slot. At the Are you sure prompt, click' @K
to move the appointment or Cancel if you change your mind and wish to leave the
appointment in its original position.

Notes:

If you can see the existing and new appointment slots on the screen at the same time, you can
drag the appointment from its existing position and drop it into its newsposition.

You can view a patient’s future appointments from the Patient Detail screen. If you click
one of these appointments, the appointment slot will be displayed in the appointment book
ready for you to edit or cancel, if required.

You can view a list of cancelled appointments by-“elicking
the Cancelled Appointments button on the appointment  |[sa
book viewer. If the patient has a future appointment; the  |E=a,
Future Appointment column will be ticked. You can e o T \Gomeeted spponiments
restore appointments, should you need te; by‘elicking on one of the entries and cIicng—Ehe/

Restore Selected button.

09:00 10:00 11:00 12:00

ATTENDING APPOINTMENTS

Express registered patientS'willsneed to have their appointment details updated before their
appointments can be-marked as attended.

If you are using amvaiting list, right click the appointment and select Send to. Select the
relevant list and'thespatient will be added to that list and the appointment marked attended.
Once attended, the colour of the appointment will change depending upon your chosen colour
scheme. A(The/Navigate option when selected from the waiting list, will mark the
appointment’as completed.)

It is possible to manually mark appointments in the appointment book as attended, even if
you choose not to use a waiting list. If you are using lists, however, this option is not
normally activated otherwise someone may inadvertently mark an appointment as attended
but not put the patient onto the waiting list.

If you are not using a waiting list, appointments can be marked attended and completed as
follows.

Mark an Appointment Attended
Right click a slot and select Mark Attended.
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Mark an Appointment Unattended

Right click a slot that has already been marked as attended and select Mark Unattended.
Mark an Appointment Completed

Right click a slot that has already been marked as attended and select Mark Completed.
Mark an Appointment Incomplete

Right click a slot that has already been marked as completed and select Mark Incomplete.

If you have marked the wrong appointment both as attended and complete, you would need to
mark it as incomplete first before you would be able to mark as unattended.

PAST APPOINTMENTS

You can right click on past appointments and navigate from there to the patient'syrecord.

TEXT REMINDERS FOR APPOINTMENTS/CANGELLATIONS

It is possible to send text reminders for appointments/cancellations. You can either manually
search for reminders to be sent or schedule automatic text reminders at the point of booking
an appointment — see the section on Text Reminders on page'113
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LISTS

Management (to-do) lists can be set up to manage outstanding tasks for patients and/or
members of staff. Certain lists are built into the system and will already be set up when the
system is supplied (ie Waiting for Dentist list, Lab Management lists, etc) but you are able to
configure additional lists which are appropriate for your own practice, eg Emergency
Appointment Waiting list and Warning Lists.

These lists can be configured so that you can navigate from entries on the list to another part
of the system for that patient. The navigation details are specified when setting up thedist.

Additionally, you can choose to move or copy entries from one list to another by chaosing
the Move to or Copy to option from the menu options.

Management lists can be grouped together and the relevant group names (eg*‘Reception,
Consulting) will be displayed in the List Viewer for selection.

ADDING TO WAITING FOR DENTIST LISTRROM THE
APPOINTMENT BOOK

Names are added to this list from the appointment book By sending the patients’ details, as
they arrive, to the Waiting for Dentist list.

1)  Right click the appointment slot and sefeet Send to List.

s e et || @ Thiswill display all lists that have

i D Display Financial Screen — | the Appointment Book option selected

— i, Double Book in the Receive From box in Step 2 on
o Mark Attended the List Generation Wizard. Click the
33 Set Custom Status » relevant list to add the patient to the list.
:‘; imfipptmttl 3)  This option also updates the status

_ ) Cancel and Rebook of the appointment to be Attended and

) Prnchpgommment Ca the colour of the appointment will be

L e l changed to the relevant colour for

attended patients.

SELECTING FROM WAITING FOR DENTIST LIST
1)%e=Click List Viewer on the Dental System Toolbar

& Export List Data i\) Add Patient To General List ‘

=I- Consulting
Waiting 18
Waiting GA
- Reception
Failed to Attend
SMS Delivery Report
Inactive Patients
Patients Turning 18 Years Ol
=-Lab
Awaiting Collection
Send
Receive

Address1

123 Tontine Street

Forename Surname HomePH

Open Screen >

Navigate > 1 Patient Details Screen

Move To 4 Work Screen

Copy To 3
View / Edit Details

QORnRTE &

Delete

2)  Click on the relevant list in the List Viewer.
3)  Right click on the list entry for the relevant patient and click Navigate.

Shire Dental User Manual Page 44 V17.03




4)  Click either Patient Details Screen or Work Screen as required.

5)  You will be navigated to your selected Navigate option and the patient's name will be
deleted from the waiting list.

NOTES

e If you wish to view the patient's record without selecting them and removing them from
the waiting list, right click and select the Open Screen option.

e You can manually add patients to the list:-

a) inthe List Viewer by selecting the list, clicking Add Patient to List and searching
for and selecting the patient.

b) from the Patient Details Screen by clicking the Lists link, clicking on the relevant
list and clicking Add Patient to Selected L.ist.

CUSTOMISED LISTS

In addition to the management lists that are built into the system, custemised lists can be
created. Navigation and movement between lists can be set up in the\same way as the
standard lists. Individual entries can be configured to be deleted ence'navigation has taken
place.

e Warning lists can be set up so that when you viewa patient's record or book an
appointment for a patient, a warning can be displayed — either a general warning that
the patient is on a list or a more specific-Custemised warning message which can be
typed in when the patient is added to.he list,

e You could maintain a list of patient's who have a future appointment booked but
who would be willing to attend at short notice if a cancellation arises.

e The lists can also be used asamessage boards for individual staff members, perhaps
between part time reception Staff.

These are just several examplgs,ofthow these lists can be utilised to monitor procedures and
improve communicationssbutithere are bound to be many more uses more specific to
individual practices.

CREATING A’NEW LIST

1)  Select Lists from the Maintenance Menu to display the List Configuration Wizard.
2)  Listswareallocated to groups to make them easier to manage.

ex. T0 add a new list to an existing group, click on the group in the List Groups box.

o To add a new group, type the group name in the Group Name box (to the right of
the List Groups box) and click Add

e To delete a group, click the group name and click Remove. Any existing lists
assigned to that group would need to be deleted before the group is removed.

3)  To view the configuration of an existing list, click the relevant group and select the list
in the Name box. The configuration can be edited and saved at this point.
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Step 1 — Choose Group Name

1)  The selected group will already be displayed in the Group Name box. This can still be
changed at this stage by clicking the drop down arrow and selecting a different group.

2)  Type the name of the list in the List Name box and click Proceed to Step 2.

Step 2 — Configure List Options

Edit Existing List Definition - List Generation Wizard @
Step 2: Configure List Options Progress:
Receive From: Step 1:
V] Mame List / List Group
7| Appointment Book
Appointment Finder Step 2:
¥ Patient Details Screen Configure List Options
Work Screen
Clipboard Viewer Step 3:
Patient Financial Screen Pick Token Fields
Navigate To: Step 4:
Configure Misc Options
Appointment Book
Appointment Finder Step 5:
7] Patient Details Screen Set Restrictions
Work Screen
Clipboard Viewer Step 6: X
Patient Financial Screen Privacy
Step 7:
Confirmation
7
‘@ << Back << b Proceed To Step 3

1)  Receive From: Click the option(s) from which you'want to add patients to the list.
2) Navigate To: Click the option(s) to which‘'you'want to navigate from the list.
3) Click Proceed to Step 3.

Step 3 - Pick Token Fields

1)  This step allows you to select what patient information will be displayed on your list.
The box on the left-hand sidendisplays all available fields and the box on the right-hand
side identifies the fields thatwvill be displayed on the list. To move or remove an
individual display fieldjselect a field and press one of the movement keys.

Step 3: Pick Token Fields
Mext you need to pick the fields you wish to be visible on the list.
To do this, add fields from the box on the left, to the box on the right.
Addressl - Forename % MOVGS a.” fi€|dS to the display
Address2 % Surname box
Contact Pref 1 | Time
County —| [~ [Length — ¢
Date E } Catagory £y } Moves the selected field to
Details e the display box
DOB - - —
Emai 2 Removes the sel fiel
e one Q b Q emoves the selected field
Insurance No. L L~ | from the display box
List Text ] ] )
MobilePhone @ @ Removes all selected fields
Hext Recal Shad 1 from the display box.
Fitter: (Al -

2) Once the required fields are in the display box, use the Up and Down buttons to select the
required order. The order that the fields appear in the show box is the order that the data
will appear on the list.
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3) Click Proceed to Step 4.

Step 4 — Configure Misc Options

Step 4: Configure Misc Options

Upon Mavigation:
Auto Copy To Auto Move To

(Please Select)

V| Delete
Custom Fields:
T D DD valid Entries: Clear on Copy/Move
T D DD valid Entries: Clear on Copy/Move
T D DD valid Entries: Clear on Copy/Move
T D DD Valid Entries: Clear on Copy/Move
T D DD Vald Entries: Clear on Copy/Move

Upon Navigation

e Auto Copy To/Auto Move To: Entries can be configured to autematically be moved or
copied to other existing lists upon navigation.

e Delete — automatically removes the entry from the list if the Navigate option is selected.

Custom Fields
It is possible to create up to 5 user-defined (custom) fields to appear on a list. To do so:

1)  Click the first available custom field to“activate' it and type the name of the field into the
text entry box to the right of the tick,box.

2)  You can define the format of the field as:
a) An alphanumeric text field;
b) A date field; or
c) A drop-down sglection box using pre-defined choices.
e If you wish,to type free text into the field, tick the (T) box.

e To format the field for date entry, tick the (D) box.

o If youwwish to create a drop down list of available entries for this field, tick the
(DD) box and type the valid entries into the Valid Entries box, separated by a
cemma and with no space before or after the comma.

(See example below.)

Create New List Definition- List Generation Wizard =]
Step 4: Configure Misc Options Progress:
Step 1:
U Mavigation:
e ] Name List / List Group
Auto Copy To Auto Move To
(Please Select) Sty o
- - V| Configure List Options
¥ Delete
Step 3:
Custom Fields: V] Pick Token Fields
V] Subject ¥ T 1D [ DD Valid Entries: ] Clear on Copy/Move Step 4: §
Configure Misc Options
V| to Contact TH¥D DD valid Entries: V] Clear on Copy/Move -
ep 5
7] dessage Fof @] T [[] D [C] DD Valid Entries: J8,DIID,PR [¥] Clear on Copy/Move Set Restrictions
T D DD valid Entries: Clear on Copy/Move Step 6:
Privacy
T D DD Vald Entries: Clear on Copy/Move
Step 7:
Confirmation
¢ &
|@ << Back << L] Proceed To Step 5
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Clear on Copy/Move

If you wish to copy or move an entry from one list to another including the
customised data, then you must ensure that a data field with the same label exists in
exactly the same position on each relevant list.

If you wish to copy or move an entry from one list to another but excluding any
customised data, then tick the Clear on Copy/Move box alongside the relevant
custom field.

3)  Click Proceed to Step 5.

(See page 50 for instructions on entering data into defined data fields.)

Step 5 - Restrictions

Edit Existing List Definition - List Generation Wizard
Step 5: Restrictions

Using the tickboxes below you can enable messages to be displayed in certzin
circumstances if a Patient is on this list.

Trap Apps Trap Work Trap Patient Trap Lists Trap Attends

Next decide if a simple warning should be displayed that the patient is on this
list, or if the full list text should be displyed also.

Show Full List Text @ Show Standard Warning

If you would like to warning to simply appear then select Informative Only. If
you would like stop certain users being able to progress any further when
encountering the warning, select Enfore Restriction.

@ Informative Only Enforce Restriction

Finally decide if another user can override this restriction.

Allow Override

You can set up a list to apply restrictions to a client’s account whereby you can either display
a message when the following options are selected (or apply restrictions to prevent these
options from being selected) foreaeh patient added to the list.

Restricted Actions:-

This action can be triggered when any of the following options are selected:-

Trap Apps Appointment Booking Details
TrapAVork Work Entry Screen
Jrap,Patient Client Details Screen
Trap'Lists List Entry

Trap Attends Attending Appointments

Warning Options:

e Show Full List Text — If this option is selected, the list detail text will be displayed as a
message on the screen.

e Show Standard Warning — Select this option if you wish just to be prompted that the
patient is on the list.
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Required Actions:

e Information Only — Select this option if you just wish the warning options to be
displayed with no restrictions.

e Enforce Restriction — Select this option if you wish to prevent the user from continuing
with any of the specified actions.

e Allow Override — If this option is selected, certain users will be allowed to override the
restriction. Individual users should be given permission (Administration Menu —
Manage Groups/Users/User Preferences) to do so.

EDITING LISTS

1)  Select Lists from the Maintenance Menu to display the List Configuration Wizard.
2)  Click the list that you wish to edit and click Edit alongside the Lists box

3)  Proceed through each step and make the necessary alterations where required.

DELETING LI1STS/GROUPS
1)  Select Lists from the Maintenance Menu to display the List Configuration Wizard.
2)  Click the list that you wish to delete and click Remove alongside the Lists box.

3)  When all lists have been deleted from a grotip, youjcan click the group that you wish to
delete and click Remove alongside the Iist Groups box.

ADDING PATIENTS TO LISTS
Patients can be added to lists in one of threg'ways:-
a) From the List Viewer;
b) From the Patient DetailS’'Screen; or
c) From the Session Finalisation Screen when adding work.

From the List Viewer

@ Export List Data | (@ Add Patient To List

= Consulting Forename Surname List Text
-~ Waiting JB

. - Patients Turning 18 Years Ol
= L_Elb

-~ Awaiting Collection

- Send

- Receive

1)  Select List Viewer from the dental system toolbar.
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2)  Click Add Patient to List and search for and select the patient. This will add the
patient to the list.

3) If you have added the List Text field to your list, or created any custom fields, right
click the entry and select View/Edit Details. This will allow you to update any fields

that you wish.

4)  Emergency — click this box if the entry is an emergency. This will highlight the list
entry in red.

5) Click OK.

From the Patient Details Screen

1) Display the patient's record and click the Lists link at the top of the screent

Patient Details: Mrs Audrey Greene (28 y, 0 m) - (Patient ID: 002-000642)

Details Finandal X-Ray Images Journal Medical History Charting App History App Book App Find

Family Name: Home Phone: 01270 759949
Title: Mrs - Active Patient ? Mobile: 07977 331534

2)  Selecta list and click the Click to Add button on the,right hand side of the Lists screen
to add the patient to the list. The entry will be displayed on the Existing List Entries
section on the left hand side of the Lists screen

Patient Details: Mrs Audrey Greene (28 y, 0 m) - (Patient ID: 002-000642)

Details Finandial X-Ray Images Journal Medical History Charting Lists App History App Book App Finder Overview Printnl;
Click to add

Existing List Entries I [c Export List Data HQ Add Mrs Audrey Greene to selected Lxs% J
E =I-Messages = Consulting .
(No List Text Entered...) Waiting JB
3 Waiting GA
=] R;eception

8553Q
Patients Turning 18 Years Old
=-Lab
- Awaiting Collection
Send
Receive

3)  If you wish to update list text or any custom fields, right-click and select View/Edit
Detai IS- View / Edit List Item: @

List Name: Booking Type:

{
| patencoecais: [ —

List Text:

‘Custom Fields:

Message For: -

From the Session Finalisation Screen

NOTE: Only lists that have Work Screen ticked in the Receive From box in Step 2 in the
List Navigation Wizard will be displayed for selection.
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1)  On the Session Finalisation Screen, in the Navigation section, click a list to add that
patient to the list.

MNavigation:
To automatically add the Patient from this Treatment Plan to a list(s). Please tick the required lists below:
Lists: [7] Send
[ Receive

List Text:

2)  If you wish to add list text, type this in the List Text box.
3)  When you click OK on this screen, the patient will be added to the selected list.

4)  If there are custom fields on the list, these will need to be updated fromthe list viewer
or patient details screen (see previous page).

VIEWING LIST ENTRIES

From the List Viewer

Click the List Viewer link on the Dental System toolbar and"elick on the required list. This
view displays all entries on a list.

From the Client Screen

Display the Patient Details screen and click the List link. This will display the lists to which
that patient has been added on the left hand'side of the screen.

Patient Details: Mrs Audrey Greene (28 y, 0 m) - (Patient ID: 002-000642)
Details  Finandal X-Ray Images Journal Medical History Charting
Existing List Entries ]
(=)- Messages

.. Please call and discuss recent referral.

The same’right click menu options are available from this screen as from entries in the List
Viewer —see below.

LiIST MENU OPTIONS

Right click on a list entry and the following options are available:

D) Open Screen » | Open Screen — Select this option to move to either the Patient

P Navigate v | Details screen, Appointment Book, Appointment Finder and Work

[E MoveTo v | Screen for that patient without affecting the list entry in any way.

g Copy To »

@ View / Edit Details Navigate — This option also allows you to move to selected screens
€ Delete for that patient but, depending upon how the list is configured in Step
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4 of the List Configuration Wizard,
this may affect the list entry — ie Auto
Copy To, Auto Move To and Delete.

Move To — Select this option to

Upon Navigation:

7] Auto Copy To |

- A= - Cals o~
(Please Select

7| Delete

Auto Move To

manually move an entry from one list to another.

Copy To - Select this option to copy an entry to another list, leaving the original entry in

place.

View Edit Details — Select this option to amend any of the details on the list entry, eg'to

add list text or update custom fields.

Delete — Select this option to delete an entry from the list.
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MEDICAL HISTORY

The medical history questionnaire is user-definable. You are able to specify whether a
question is critical and whether you require additional information to be recorded for a
particular condition. Once this has been configured, medical history can be entered from the
patient details screen. If the patient answers Yes to a critical condition then, once saved, a
warning will be displayed when you next view the patient details.

Patient Details: Mrs Abigail Dean
Details | Financial | X-Ray

Images

Family Name: Dean

Title: Mrs

First Name: Abigail

Journal

{#) Medical History | Labwork | Charting | Lists | App History | App Book

Home Phone:
v V| Active Patient ? Mobile:

Work Phone:

App Finder

‘\'/,

Print

7 )

e |f the medical history has been entered but with nothing abnormal detected,'a green tick
will be displayed on the Medical History tab.

Details

Patient Details: MrJohn Adams

Financial | X-Ray

Images | Journal ( @7 Medical History

e If the patient has answered Yes to at least one question but no critical condition has been
recorded, a blue tick will be displayed on the Medical*Histery tab.

e If medical history has never been entered for this patient, then no symbol will be
displayed on the Medical History tab.

MEDICAL HISTORY QUESTIONNAIRE

Questions can be broken down into twq'sections — main question and sub items , eg:-

EXAMPLE 1
Main Question only

Are you currently receiving medical care?

EXAMPLE 2
Main Question Entry Do you suffer, or have you ever suffered, from any of the
following:-
Sub Item Entries Angina?
Arthritis?
Asthma?
[ Medical History Questionnaire R ——
Please tick YES / NO for each of the following questions:
Are you currently receiving medical care? 7| YES NO
Do you take drugs/prescribed by your GP? 7] YES NO
Do you have 2 history of serious illness? YES [¥] NO
Do you suffer, or have you ever suffered from:
« Angina YES [V] NO
» Arthritis ~] YES [¥] NO
* Asthma YES [V] NO
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When entering medical history, main sections with no sub sections will have the Yes/No
boxes alongside the main question. If sub sections are included, the Yes/No box will only
appear alongside the sub questions.

To Create your Questions:-

1)  Select Medical History from the Maintenance menu.
2)  Make sure that the Add Question tab is selected.

3)  Each question should be allocated a code — ie MQ1, MQ2, etc. Type the code for the
first question in the Code box (you will be able to sort the questions into a different
order once they have been created).

4)  Tick the Trigger Critical Warning and Require Additional Info where appropriate.
5)  Type the text for the question in the Question box and click the Next button:

6)  The cursor will then move to the sub section. If this section is irrelevantyclick the Next
button and click the Add New Question button.

7)  Toadd a sub section to a main section, click on the small-sal.section box and type in
the text, tick the Trigger Warning box if applicable, and click Add. Continue adding
sub section text until all entries relevant have been made and then click Next.

Medical History Questions =
| Add Questions | Edit / Remove Questions

V] Require Additional Info

To link sub items to this question complete the following:

Sub Items:
For 3 blood test
For a weight check

Select Al Clear All

Sub Item: Triggers Warning Additional Info

‘ ! Abort ‘

G o )
8)  Click Add New Question to save the entry.

9)  Xouwrean then continue to add entries to the main and sub sections as outlined above.
The,sub items can be resorted by clicking on the item to be resorted and clicking the up
oridown arrows accordingly.

10) When you have completed all of the entries, click Close.

To Edit or Delete Questions

1)  Select Medical History from the Maintenance menu and click the Edit/Remove
Questions tab. The top section of the screen displays the main questions and the lower
half of the screen displays the sub items — where relevant.

2)  Click on the question to be edited or deleted. If there are sub items for the selected
question, they will be displayed in the lower display box.
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3)

4)

5)

6)

To delete the question (together with any sub sections) click the Delete button X
alongside the relevant question.

To delete a sub item, click the item to be deleted and click the Delete button alongside
the relevant sub section.

To edit a question, click the question and edit the text in the Edit selected question box
and click the Update button.

To edit a sub item, click the sub item and edit the text in the Edit selected sub item
box and click the Update button.

To Add a New Sub Item to an Existing Question

1)

2)
3)

4)

5)

Select Medical History from the Maintenance menu and click the Edit/Remove
Questions tab.

Click on the relevant main question.

Type the text for the new sub item into the Add New Sub Item box and click the Add
button.

This will be added to the bottom of the list. You can re-sort by*clicking the item and
clicking the relevant up/down buttons.

When the medical history questionnaire is completeqelick the Close button.
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RECORDING MEDICAL HISTORY

The medical history questionnaire is user-definable. You are able to specify whether a
question is critical and whether you require additional information to be recorded for a

particular condition. Once this has been configured, medical history can be entered from the
Patient Details screen.

MEDICAL HISTORY ALERTS

If the patient answers Yes to a critical condition then, once saved, a warning will be displayed
when you next view the patient details.

Patient Details: Mrs Abigail Dean (|

Details | Financial | X-Ray | Images | Journal ='\f/“ Medical History | Labwork | Charting | Lists App History | App Book | App Finder | Print
Family Name: Dean Home Phone: 7N
Title: Mrs - |¥| Active Patient ? Mobile:

First Name: Abigail Work Phone: i \/

e |If the medical history has been entered but with nothing.abnormal detected, a green
tick will be displayed on the Medical History tab.

Patient Details: MrJohn Adams
Details | Financial | X-Ray | Images | Journal Q//MedicaIHistory

e If the patient has answered Yes to at least one question but no critical condition has
been recorded, a blue tick will be displayed on the Medical History tab.

e |If the medical history has never béen entered for this patient, then no symbol will be
displayed on the Medical History. tab,

RECORDING MEDICAL HISTORY

Medical history can be viewed,added or edited either from the Patient Details screen or
from the Charting screen.

1)  To record medicahhistory for the first time, click the Medical History tab on the
Patient Details or Charting screen. The following Options screen will be displayed.
The View option will be disabled until there is medical history to view.

Medical History Questionnaire =]

n@: This Patient has not yet completed a Medical History Questionnaire...

‘@ Close \;’3 Print ) 1\_) Add

2)  Click the Add button.

e If you have accessed medical history from the Patient Details screen, you will be

asked to confirm your user details. Select your name from the drop-down list and
click Confirm.

e If you have accessed medical history from the charting screen, the user will default
to the user entering the work.
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3)  Complete the questionnaire — the information boxes will not become active unless you
first click the Yes box. When complete, click the Add button.

e Click View to view a summary of the medical history — see overleaf.
e Click Add to add more history.
e Click Print to print a blank or completed questionnaire (see page 58).
e Click Close to close the screen.

Note: A user permission exists to allow users to view or edit medical history.

VIEWING PREVIOUS MEDICAL HISTORY

If you access medical history after previous entries have
been saved, the same prompts will appear as when you
first added medical history, except that now the View
option will be enabled. If you select this option, the
summary screen will be displayed. Each time that an
addition or an amendment is recorded in the medical
history, the time and date of the changes are recorded and
displayed at the top of the summary screen. The Update
History field always displays the date and time of the
most recent changes.

Q om 3 @

You can view these changes from the medical historysstmmary screen by selecting the
relevant date from the Update History field and clicking the View button. Changes are also
stored in the patient’s journal, although not displayed by default. If you wish to display
medical history changes in the patient’s journal, click the Exclude Medical History box to
remove the tick.

To UPDATE MEDICALLHISTORY

1)  To update the history onge it’has been saved, click the Medical History tab and the
following options’Screen'will be displayed.

Medical History Questionnaire )§|

Q This Patient has completed a Medical History Questionnaire... Update History: 05/07/2010 13:53:01 v [ View L
3 o= ) £
‘@ Close '\7/ Print I ‘/@ View ‘O Add

2)  Click the Add button and, if prompted to confirm the user, select your name from the
drop-down list and click Confirm.

3)  Make the changes and click the Add button.
4)  The Update History field will be updated with the current date and time.

Notes:

e If you click the Add button without making any changes, the date and time will be
recorded but, if you view these changes, a message will be displayed that no medical
history changes were recorded during this update.
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e The Update History field will not be updated if you click the Close button.
PRINTING MEDICAL HISTORY

1)  When you click the Medical History tab, either from Patient Details screen or the
Charting screen, you will be offered the following options to print a medical history
questionnaire.

2)  Select the relevant option from the Print menu.

| PrintBlank Questionnaire (Without Name/Address)

;‘ \ Print Blank Questionnaire (With Name/Address)

= Print Completed Questionnaire
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CHARTING/WORK ENTRY NOTES

The work entry screen can be accessed from:-

1)  the Treatment Plan option on the dental system toolbar;
2) the Work or Charting tab on the patient record; or
3)  your Dentist Waiting List.

NOTE: If you are using Lists, you can configure your lists to allow you to navigate from an
entry on a list either to the patient record or directly to the work entry screen. You cansight<
click any entry on a list and select the relevant navigate option.

TREATMENT PLAN SESSION SELECTION SCREEN

The first screen displayed is the Treatment Plan Session Selection screen.

If you have accessed this option directly from the dental system toelbar, the Patient Search
screen will be displayed ready for you to search for and select the relevant patient.

Base Chart

If this is the first time that you have seen this patient,thenthe Base Chart option will be
selected by default ready for you to chart dental history.

Start New Plan

If there is already a base chart but no openycourse of treatment for this patient, then the Start
New Plan option will be selected bydefault.

Edit Existing Plan

If there is already a coutse of treatment open, then the Edit Existing Plan option will be
selected by default. You can overwrite the default option if required.

You can, of course; overwrite the default options where necessary.

Any existingjournal entries will be displayed in the Journal box.

Continue

Selectyour required Treatment Plan Session option and click the Continue button and the
Course Information tab will be displayed, ready for completion.
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COURSE INFORMATION TAB — BASE CHART
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1)  Dentist - The patient’s default dentist will be selected. This can be changed if required
by selecting an alternative dentist from the drop-down list.

2) Date of Acceptance — This is the date that will be recorded against the course history.

3) Journal Entry — Again, any existing journal entrieswillhbe displayed. You can record
a new entry in the patient’s journal at this stage in the.Journal Entry box — type in free
text - with word-wrap facility.

JOURNAL NOTES:

e As you complete work, an entry'will be automatically written to the patient’s
treatment journal. Manual notes cap-also be added and images linked. These entries
will be date and time stamped:

e For speed of display, only‘the last 12 months will be displayed by default. You can
remove this filter by.elicking on the filter box beneath the journal display to remove
the tick.

e Courses are separated by a horizontal line.

e The journal can’be further filtered, by course, by specifying the course required
from theEilter Journal by Course box.

4)  NHS Exemption and Max Charge — Not applicable at this stage.
5) . Click'Begin Base Charting Session.

The @ptions tab will be selected ready for you to begin charting the patient’s dental history.
(See page 64 for charting instructions.)
6)  When the base chart is complete, click either:-

e Save and Exit if you are just charting the base chart and not continuing to chart a
new course of treatment; or

e Save and Start New Treatment Plan if you wish to chart a new course of
treatment.
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COURSE INFORMATION TAB - START NEwW PLAN

1)

2)

3)

4)

5)

6)

7)

Course Information Treatment Plan Journal Options @  Medical History Patient Details Perio CPITN Help
Dentist: Mr Test Midshire - Default Fee Scale: DFLT

Date Of Acceptance: 06  July 2010 Recall Date: 06 January 2011 @~ ¥ update

@ &
<

Date Of Examination: 06  July 2010 v [¥] Exam Completion Date/Last Visit:  01/01/1900

Journal Entry:

Estimated Course Charge:

NHS Exemption: Patient not exempt v

>
k\_/ Begin Charting New Treatment Plan ‘

Max Patient Charae: 0 Supportina Details:

Dentist — Select the dentist carrying out the work for this visit from the drop=down list.
This will default to the Default Dentist specified on the patient details'screen, but can
be changed if applicable.

Default Fee Scale — Displays the default fee scale that hassbeen recorded on the patient
record. It can be changed if applicable.

Date of Acceptance/Date of Examination — Displays teday’s date by default but can
be changed if applicable.

Exam - This box will be ticked by default.”If,it's left ticked, an examination will be
added to the work entry screen. If you rémovethe tick (by clicking on the box) an
examination will not be added to the work'entry screen.

Recall Date - Each time that you start'a new course of treatment after the patient’s
current recall date, the recall date‘will,be updated as per the Interval specified on the
Patient Details screen. In thesecircumstances this new recall date will be displayed on
this screen, which can be edited,manually if required.

Each time that you start a new course of treatment before the patient’s current recall
date, then the recall date will not be automatically updated and the current recall date
will be displayed'en this screen. In these circumstances, however, there will be an
Update box available that you can tick to manually update the recall date if required.
The recall date can also be edited manually at this stage if required.

Notes:

e It ispossible to specify that you wish your recalls to update based upon the
completion date of a course. In these circumstances, the date will still roll on when
you start a course of treatment, but it will be updated again when you complete the
course. As you complete a course of treatment, this final recall date will be
displayed for acceptance. This new date can be edited manually at this stage.

e The recall date can be edited manually at any stage from the Patient Details screen.

Estimated Charge — This field will be updated as pending work is added to the
treatment plan.

NHS Exemption/Max Charge - These fields are not applicable unless the fee scale is
set to NHS. For an NHS course, these fields will display whatever is stored on the
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patient details screen. They can be edited, however, if necessary. The maximum
charge will only become active if a partial exemption code has been entered.

8)  Click Begin Charting New Treatment Plan. This will display the Treatment Plan
tab, ready for you to begin the course. (See page 64 for charting instructions.)

TREATMENT PLAN TAB
From the Treatment Plan tab, you can:

e Add a Treatment Plan to generate an estimate of planned work, either by using,the
Charting Module to chart where applicable and to record what work has been carried
out per course - or by using the Billing Module to record only what work has/been
carried out.

e Sort your planned treatment per course into the order in which you plan to"carry out
the work and, optionally, add visit headers to the plan to enable thiste be used to
book future appointments. (If you choose not to add visit hgaders, it is possible, on
the Finalisation Screen, to type in manually the future appaintment requirements
which can be accessed by reception on the Account Overwview screen.)

e Mark when the work is complete and generate an inyoice *either one invoice per
Vvisit or one invoice per course.

The following links are also accessible from the Tareatment Plan tab.

e BPE Charts (see notes on page 73)

e Perio Charts (see notes on page 74)

e Journal (see notes on page 80)

e Medical History (see notes’'on page 79)
e Patient Details (see notes,onypage 80)

Examination

If the Exam box has beenrleft ticked on the Treatment Course Details screen, then an
examination will pe added to the pending work screen by default.

Depending uponjhow your . XM work code for examinations has been configured when
addingwoaurfees, this may be for a specific fee, in which case the full fee code and the
relevant charge will be displayed automatically.

If, however, you have specified that you wish to choose which examination fee is to be
charged, rather than to default to a specific fee, then you will be prompted to choose which
fee is to be charged. Select the relevant fee from the drop down list provided. and click the
Update button.

Note:

If you add an examination by mistake, this can be removed by selecting the treatment line,
right clicking and selecting Remove Selected Line. If you have auto completed the exam,
you will have to mark it pending before this option is offered.
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COURSE INFORMATION TAB - EDIT EXISTING PLAN

1) If there is a pending course of treatment for the patient, on the Treatment Plan Session
Selection screen, Edit Existing Plan will be highlighted — defaulting to the most recent
open course of treatment.

2)  Click Continue to continue with the outstanding treatment.

3) Before the Treatment Plan tab is displayed, you will be prompted to confirm which
dentist is carrying out the treatment on this visit.

NOTE: You can choose to edit a previous course by selecting the relevant course from the

drop-down box or choose to start a new course by clicking the Start New Plan buttan;

4)  Previous journal entries will be displayed on the journal display screen.

5)  Click Continue. This will display the Treatment Plan tab, ready for'youto continue
adding work. (See page 64 for charting instructions.)

From this screen, you can:-

e produce and print an estimate for pending work and stibsequently mark this work as
completed as the work is carried out; and/or

Note: If any one item of treatment is NHS, thert the"estimate layout will default to an
NHS layout where costs are broken down into NHS and Private. If the treatment is
purely private, then a private estimate‘fayout will be automatically used. Both of
these layouts can be customised.

e configure a treatment plan that can be,used to book appointments.

As work is completed, the system wilhgenerate a charge to the patient, invoices can be
printed, payments recorded and receipts printed. An aged debt report is maintained and
statements can be sent to patients who have accounts outstanding.

CHARTING

MATERIALS'AND COLOURS
Materials‘and-Colours on Base Charts

Materialsican be assigned to base chart entries and colours linked to materials so that base
chartingjoptions are displayed in that colour to easily distinguish different types of fillings,
Crowns; etc.

Materials and Colours on Subsequent Courses of Treatment

Materials and colours are assigned to items charted on subsequent courses of treatment by
linking a material/colour on a particular fee code. Once the materials table has been
configured for base charts, then these materials and colours will be available for selection
when adding or editing fee codes.
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TOOTH NUMBERING

You can choose to number the teeth in one of two methods:-

1) Palmer Tooth Notation, eg UR1, UR2.
2)  FDI Tooth Notation, eg 11, 12.

Select the Treatment Plan tab from the
Administration menu/System Maintenance/ s
Application Preferences to save your preferred

© Palmer Tooth Notation

FDI Tooth Notation

notation method.

Supernumerary Teeth

On the Base Chart, you can select to display up to 4 supernumerary teeth.

Supernumerary: 1 adds UR9 to the chart
2 adds UL9 to the chart
3 adds LR9 to the chart
4 adds LL9 to the chart

TOOTH SELECTION

There is an option that allows you to specify which.tooth'will be selected by default when a
chart is displayed (Administration menu/Uset, Accounts/User Preferences/Charting tab).
Subsequent teeth can then be selected either by Using the keyboard or by clicking with the

mouse.

Keyboard Selection

Use the arrow keys on the keyboard t6' move between teeth.
Mouse Selection

Click with the left mouseybutton to select the required tooth.

CHARTING ‘OPTIONS
The following,options are available for charting:

Display Only Options
OPTION DISPLAY

Distal/Mesial An arrow will be displayed indicating the direction of the
Movement movement, the length of which will vary according to the distance
and entered on the Movement Distance prompt (measurement 1-4).
Dlstal_/MeS|aI An arrow will be displayed indicating the direction of the rotation.
Rotation
Un-erupted/Part- | Each time that you hit the letter E, the display toggles between these
erupted and 3 status levels.
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Fully-erupted

Fracture The letters FR will be displayed above upper teeth and below lower
teeth.

Root Present Shades the tooth in yellow.

Watch Puts a coloured border around the tooth. Displays a text box so that

you can record the reason for watching the tooth (optional). Click
the tick symbol to save the text entry. Click the cross to cancel.

Toggle Toggles between permanent/deciduous tooth notation.
Permanent/ Any treatment recorded against a deciduous tooth will be removed
Deciduous from the display of the permanent tooth but you will still be akle‘to

view the history of the deciduous tooth in a previous course:

Missing Tooth Generally used to indicate a tooth is missing on the base'ehart. This
removes the tooth from the chart. It will allow you.to add’an
artificial tooth at a later date.

Chargeable Options

Understanding Work Codes and Fee Codes

If you are charting on a base chart, this will record the status/of the tooth as it was before you
carried out any treatment at the practice and, therefore,ne fee code is required.

Before charting chargeable treatment on a penatling cqurse, however, it is necessary to
understand the relationship between Fee Scales, Waork Codes and Fee Codes.

You can have as many fee scales as you wish,and these should have been set up before you
start charting. Fee codes can exist in morejthan one fee scale with a different price in each
scale. The fee scale that is appropriate;foreach patient is saved on the patient details screen
and this is the fee scale that will default for each new course of treatment. It is possible,
however, to enter treatment from mixed fee scales if this is appropriate.

Fee scales comprise of "WORK CODES that are linked to FEE CODES, ie fee codes
generate the relevant charge/and work codes are used to filter your fee codes for a particular
type of code.

For example: Work Code Linked Fee Codes

C - Crown Co Porcelain Bonded Jacket Crown
C1 Porcelain Jacket Crown

OPTION DISPLAY
Avrtificial Tooth | Displays the letter A on each artificial tooth.

Bridge Retainer | Displays the letter B on each retainer.

Crown Displays the letter C on each crown.

Filling Displays a filling symbol on each surface filled or to be filled. This
symbol can either be round or square, depending upon your
preference (User Preference).
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Implant Displays the letter 1 on each implant

Bridge Pontic Displays the letter P on each pontic.

Root Canal Displays the letters RT above upper teeth or below lower teeth.
Treatment

Fissure Sealant | Displays as a filling symbol. You could display this in a specific
colour by linking a material to the fee code that you would use to
add a sealant.

Veneer Displays the letter V on each veneer.

Extraction Displays the letter X on each extracted tooth. If an artificial topth,is
inserted, then this X is replaced by a letter A.

Note: You can mark the tooth as missing if you prefer. to*have the
tooth removed from the chart, although this option is usually only
used in base charts to indicate that the tooth was already missing
when the patient first attended the practice.

CHARTING METHODS

To chart on a tooth, first select the tooth and then select the required charting option.

Selecting a Tooth

The first tooth will be selected automatically whieh; by default, will be UR8. There is an
option, however, that allows individual users to specify which tooth will be selected by
default when a chart is displayed (Administration menu/User Accounts/User
Preferences/Charting tab).

Subsequent teeth can then be selected,either by using the keyboard or by clicking with the
mouse.

Keyboard Selection
Use the arrow keys on the keyboard to move between teeth.

Mouse Selection
Click with the left- mouse button to select the required tooth.

Charting Treatment

There are three methods of adding charting options to a patient's record. You can use any
one, or any combination, of the following methods. Having first selected the tooth, you
can enter the treatment required by:-

1) Using HOT KEYS, ie using a particular key on the keyboard to represent an item of
treatment;

2) RIGHT CLICKING on a selected tooth and choosing an option from the charting
menu; or

3) using the TOOLBOX.
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Hot Keys
You can press the following keys to select the relevant charting option.

KEY PRESS CHARTING OPTION
A Artificial Tooth

Bridge Retainer

B
C Crown
E

Toggles between Un-erupted/Partially
Erupted and Erupted

n

Fracture

Implant

Bridge Pontic

Root Present

Root Canal Treatment

Fissure Sealant

Veneer
Watch

Extraction

X| S| <|w|Hd|0|o

Fillings (See notes below)

+ |k
[{o]

Distal’'Movement

Mesial Movement
) Distal Rotation

( Mesial Rotation

! Toggle Permanent

? Toggle Deciduous

Hot Keys for Fillings
Numeric Keypad

You can use the numeric keypad to specify the filling surfaces. The system will
recognise the relevant surface depending upon which tooth has been selected. For
example surfaces 5 and 6 on tooth UR5 would be an MO and on UL5 would be a DO.

Pre-Molars/Molars Incisors/Canines
7 8 9 7 8 Y
al 5 |6 49—5—4 6
Y7r\3 a2 3
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Press the relevant numeric key/s to represent the surface/s to be filled and press Enter.

e If you are charting a single surface filling, press the relevant number key for the
surface to be treated and then press the Enter key. You will then be prompted for a

fee code.

e If there are multiple surfaces in one filling, press the numeric keys for all of the
surfaces first before pressing the Enter key — this will join the surfaces together,
compress the treatment lines on the estimate into one line and prompt for a fee gode.

Right Click Menu

Select a tooth, right click on it and choose an option from the menu displayed:

erupted.

Bridge

| crown

Distal Movement
Distal Rotation
Erupted

Extract

Filling

Fracture

Right Click Filling Option

N/ \ 1| Erupted allows a toggle between un-erupted, part-erupted and fully-

Watch

|

Make Deciduous

Add Watch

Edit / View / Remove Watch

l Watch allows you to add a watch status to the tooth or, if it already
exists, to edit, view or remove.the watch status.
o Erupted 2 Un-Erupted
\S/:I:: Extract Part-Erupted
:’:::Daculuous ' Filling Fully-Erupted

If you select the Filling option fremthe right click menu, you will be presented with a
display of filling patterns froptwhich to choose. These can be configured by yourselves to
display a list of your fayeuriteyie the most common, options (see below).

Filing Surface Selection

=

@1

For the less common options, you can filter for the number of surfaces, ie if you click the
number 1, all one-surface filling patterns will be displayed for selection. Once you have
selected the filling pattern, for chargeable treatment you will be prompted for a fee code.

Note: On your fee scale, if you have specified the number of surfaces on your filling fee
codes, then those codes that have a different number of surfaces saved against then to the
surfaces specified on the filling pattern, will not be displayed for selection. The fee codes
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that will be offered for selection are those codes that do have the same number of
surfaces as specified on the filling pattern together with any of the filling fee codes where
the number of surfaces is irrelevant or has not been saved at all.

To Set Up Your Favourite Filling Patterns

i)  Select Administration Menu\System Maintenance\Application Preferences and
click the Filling Patterns tab.

Shire Dental System - Global Application Configuration @

‘ Appointment BUDkI Finderl Ser\ricesl Treatment Plan | Recalls | Payments | Document PATHSI House Keeping |
|Lists | NHS | Security | MEDIVision® | SMS | Journal | Chart Toolbox| Filing Patterns

(Mew) o
Surfaces
Favourite ]

Save o) Delete

@ Cancel @ QK

The numbers in the left-hand box relateto filling surfaces. As you click on them
you will see that the relevant surfaces on/the tooth image are displayed.

i) Click on your favourite patterns-and click the Favourite box and click Save for
each of them.

i) When complete, click OK

Toolbox

e Click the Show Treatment Toolbox link just below the chart.

e To add charting-options from the toolbox to the chart, click on a tooth and click on
an optiom from the toolbox. A key to the toolbox options is listed overleaf.

Toolbox |

NEE R EEEEEEEEEE T

Note: Tool Tips, which are small windows that show descriptive text, will be
displayed when you hover the pointer over one of the options on the toolbox.

Shire Dental User Manual Page 69 V1.7.03




Toolbox Key — Standard Options

A Artificial Tooth o Unerupted/Part Erupted/Erupted

f

Bridge Retainer Mesial Rotation

os

O

Crown E Distal Rotation

m Implant J Distal Movement
P Bridge Pontic D Mesial Movement
M Extraction [ ] Watch
Missing Raoot Present
@ Filling D Veneer
[FR Fracture @ Sealed
Root Treatment

Note: If you select thefilling tool from the toolbox, you will be presented with a selection of
filling patterns from which'to choose - as with the filling option from the right click menu
(see previous notes) .

Adding Options to the Toolbox

The“Toolhox can be customised per fee scale, ie you can add your own toolbar buttons that
areslinked to treatments that are not already included in the standard charting toolbox. This is
particularly useful for adding work that is not chartable, ie Scale and Polish or Radiographs
or, on an NHS fee scale, to link to Other Treatment or Other Services options. Clicking such
options on the toolbox can either link you to:

e awork code, in which case you will be prompted to select a fee code, or to

o aspecific fee code, whereby the fee code will be added automatically - unless there is
a choice of tooth notation, in which case the treatment entry box will remain open for
you to select the relevant notation before clicking Add.

Shire Dental User Manual Page 70 V17.03




To customise your toolbar:

1)  Select Administration Menu\System Maintenance\Application Preferences and
click the Chart Toolbox tab.

Shire Dental System - Global Application Configuration @

Appointment Book | Finder | Services | Treatment Plan | Recalls | Payments | Document PATHs | House Keeping
Lists | NHS | Security | MEDWision® | SMS | Journal | Chart Teolbox | Filing Patterns

Fee Scale

PRIVATE -

@ Description
Scale and Polish

Radiographs Work Code
Stock

Fee Code

Image File Select

Q o | @

2)  Select the Fee Scale and any existing customised options fonthat fee scale will already
be displayed. To add a new one, click New in the desgription box (in the centre of the
screen).

3)  Type in a description and specify the work codé(and fee code if applicable).
4)  Click Save.
5)  Repeat for each new option and clickkOK when complete.

Note: The button will be added to the téolhex with the work code, by default, displayed as
the name of the button. You can, if you prefer, link the button to one of your own images
that has been saved on your server ang specify the link to the image by clicking the Select
button and browsing for the image.

Charting on Multiple Teeth

You can use the Ctrl key with any of the charting options to select multiple non-consecutive
teeth to add the same/charting option to all selected teeth.

1) Seléecta tooth.

2)eHold down the Ctrl key.

3)  Select a charting option.

4)  Click on all of the other relevant teeth and then release the Ctrl key to add that option
to each of the selected teeth.

You can use the Shift key to select a range of consecutive teeth to add the same charting
option to all selected teeth:

1)  Click on the first tooth in the sequence.
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2)  Hold down the Shift key.
3)  Select a charting option.

4)  Click the last tooth in the sequence and then release the Shift key to add that option to
the first and last tooth selected and all of the teeth in between.

These options are particularly useful for extractions and dentures.

You will only be prompted once for the fee code and that fee code will be applied to all of the
selected teeth. For partial/full dentures that are tooth specific, therefore, make sure that the
total price is charged for the first tooth and that you have the fee code set up to charge zeroon
second and subsequent teeth, where applicable. It usually works better to have separate/fee
codes for upper and lower teeth (for NHS dentures, this is essential as they are counted
separately for Part 5a).

Fees: - 3 - [
Stay Open Multiple Price Adjustments L ,I

V| Examination - New Patient =«

V| Examination Wy FeeCode: |R2 pa— mi

= = = ndividual Price: -

] Full Upper Denture — Description: (LSS e e e e 4 ok

¥] Full Lower Denture L @ h g

¥| Imps 3 Material:  Synthetic Resin + @ Subsequent Price: 0.00 I —

Fil Partial Upper Denture - Ad Colour @ Cancel

¥] Partial Lower Denture - RAc Surf . Maximum Price: 0.00

9] Full/Full Denture uriaces:

7] Partial Upper Denture - Ch | [ = |ItemPrice: |(3Clear | {200.00] [0.00} {0.00} @

V| Partial Lower Denture - Ch

N Price Type: @ Total Price
V| Reline

V| Try Notation:  Tooth Specific -
JlBite

When setting up your fee scales, the price defaults to'the same price for second and
subsequent teeth, but this can be changed«by pressing the button outlined above and
overtyping with zero. It is possible in this same option to set a maximum price for a fee code
too.

Materials and Colours

On Base Charts

Materials can be assigned to/base chart entries, where applicable, by selecting the material,
when prompted, as you chart the treatment. Colours can be linked to materials so that base
charting options arg'displayed in that colour to easily distinguish different types of fillings,
crowns, etc.

Whereas on,a base chart, materials have to be selected at the point of entry, materials and
coleurs can be assigned to items charted on subsequent courses of treatment by linking a
material/colour to a particular fee code.

The materials and colours table can be configured to your own requirements. See page 9 for
more detailed instructions.

Deleting a Chart Entry

On a Base Chart, you can select a tooth and press the Delete key to undo the last action on
that tooth. Continue pressing the Delete key to undo previous actions. You can also right
click on the tooth, select Undo and select which action to undo.
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On a treatment plan, the availability of this option depends upon whether the treatment has
already been completed and/or invoiced. You can also delete an entry by clicking on the line
of treatment and pressing Delete.

Viewing Tooth History

You can view the history of a tooth by selecting the tooth and pressing the space bar.

Recording Pending Treatment from the Chart

As outstanding work is charted on a current course of treatment, a line entry will be added to
the estimate. The colour of this line of treatment will depend upon its status — by default, it
will be displayed in red to show that it is outstanding and, as the work is completed, the
colour of that line of text will be changed to black. These colours, however, are.customisable
per user — Maintenance Menu, Manage Groups and Users, User Preferences, Charting
tab.

Before the work is added to the estimate, you will be prompted to select a‘fee code from the
list of codes linked to the relevant work code. If only one fee exists for that work code - or if
you have selected a specific default fee code for that work code -‘then'that fee code will be
automatically added to the Treatment Plan screen.

If more than one fee code is available for that work code{ you will be prompted to select the
relevant fee code from the drop down list.

Fee codes can be edited once they have been added to the treatment plan by double clicking
the relevant line on the plan and choosing an alternative fee from the drop down list. You
can change the fee scale at this stage if required and the price can be edited in the same way.

BPE CHARTING

Click the BPE link from the Treatment Plan screen and check that the correct dentist is
selected in the drop down boxX,/ This is important, as this is what will be recorded in the
journal.

1) CREATE A NEWACHART

e Click New.

e If<a previous chart exists, you will be prompted to use the results of the previous
chartias’a basis for the new chart. This would allow you to overwrite any of the
scores that have changed. Click Yes or No, as applicable.

¢ You can navigate around the segments using the Tab key to move in a clockwise
direction or Shift+Tab keys to move in an anti-clockwise direction. Alternatively
you can use the mouse to click on the appropriate segment.

e Record the BPE score in each segment. If you navigate using the tab key, each
existing score will be highlighted for you to overwrite. If you navigate with the
mouse, you can double click to select a value to be overwritten.

e Click Save.

2) OPEN AN EXISTING CHART

e Select a chart to view and click Open.
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The selected chart will be displayed.
The Now Viewing Exam box on the bottom right of the screen will confirm the date

and time that the chart was created.

Viewing Exam box and selecting the required

chart.

You can toggle between charts by clicking the down arrow alongside the Now

BPE

Curert ( History)

You can view multiple results alongside each N—
other by clicking the History tab on the top left
of the screen. 1
Curent | History
24/01/2011 27/08/2010 25/01/2010 24/01/2011 27/08/2010 25/01/2010 24/01/2011 27/08/2010 25/01/2010

24/01/2011

27/08/2010

25/01/2010

24/01/2011

27/08/2010

25/01/2010

24/01/2011

27/08/2010

25/01/2010

2

2

2

1

1

2

2

2

2

In this view, each sextant is sub-divided into'Six’sections, with each section

representing a different score for thatésextant. The date that each individual value
was recorded is displayed above each scere. In this way, you can view how the
score has changed for each individual sextant over a period of time.

e You can edit a previous scare by first clicking the Edit button, making the necessary
amendments and clicking Sawve.

FULL PERIODONTALE CHARTING

1)

CREATE A NEW, CHART

e Click News

Selected:

Depth:

URS
0
<

Side:

Bleeding:

Abort ‘

Palatal

No

Print

Now Viewing Exam:

Automatically Move Cursor [V

5 ‘

s

(=]

Save
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2)

Upper and lower teeth are displayed on separate screens. Toggle between the two
by clicking the Upper or Lower tab on the top left of the screen.

The upper chart on the Upper tab displays the palatal facing teeth and the lower
chart displays the buccal facing teeth.

The upper chart on the Lower tab displays the buccal facing teeth and the lower
chart displays the lingual facing teeth.

As you click on a tooth, the Selected and Side fields will be updated to confitm the
tooth notation.

You can record six pocket depths per tooth — three on each side of thesooth:

d) Select a tooth and type in a depth value of between 1-9 on the relevant side of the

tooth, As you type in a value, a graphical representation of thespocket depth will be
displayed.

If the Automatically Move Cursor box is ticked, s you type in the pocket depth,
the cursor will move automatically to the next peeket-position. If the
Automatically Move Cursor is not ticked, youishould use the arrow keys or click
with your mouse to move the cursor to the nextiposition. To add or remove the tick,
click on the box.

You can also record bleeding on prohing.

f)

To record bleeding on probing,/press the letter B on the pocket position.

= lEA=A Ak
p;a} IR

H; ) B &

URS UR7 UR6 URS UR4 UR3 UR2 UR1 uL

Selected: UR8 Side: Palatal

Depth: 3 Bleeding: Yes

g)y Prior to saving, the values can be cleared by clicking Abort.

h) When complete, click Save.

i)
)

Click Close to exit the chart.

The chart can be printed by clicking Print.

OPEN AN EXISTING CHART

As with a BPE chart,
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e Select a chart to view and click Open.
e The selected chart will be displayed.

e The Now Viewing Exam box on the bottom right of the screen will confirm the date
and time that the chart was created.

e You can toggle between charts by clicking the down arrow alongside the Now
Viewing Exam box and selecting the required chart.

e You can edit a previous pocket depth/bleeding on probing indicator by first clicking
the Edit button, making the necessary amendments and clicking Save.

e Prior to saving, the edited values can be cleared by clicking Abort.
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ADDING NON-CHARTABLE TREATMENT USING THE

TOOLBOX

For work that is not chartable, ie not tooth specific or for those practices that do not use the

charting module, work can be added manually to the treatment plan.

For those practices that do use the charting module, to speed up the entry of non-chartable

treatment, you can add customised tools to the Toolbox as outlined previously in these notes
(see page 70). Therefore you can add a button that you can click that is linked to a specific

work code. If a fee code is set to default for that work code, or if only one fee code exists for
the work code, then the fee would be added automatically (unless the code has been setup’as
tooth specific in which case you will be prompted for the tooth notation). If there4s a‘choice

of fees, you will be prompted to select the relevant fee code. You can choose te“link'the
button directly to a specific fee code, however, if you wish. This is particularly useful for

Scale and Polish and Radiograph fee codes.

If you prefer not to use the Toolbox, you can add non-chartable work asyfollows. If you are

using the Billing Module only, this is also the way to add treatment.

USING THE BILLING MODULE OR MANUALLY ADDING NON-

CHARTABLE WORK
1)  Click the Add Manually button.

2)  Check that the correct Fee Scale is displayed-and select a work code from the Work
drop-down list. (If you know the work,code, you can type the work code and press
Enter.) This will filter the list offee,codes for all codes related to that work code.

3)  Select the fee code from the Feexdrop-

down list.

4)  The Surfaces Coveredifield will be
auto completed where'applicable, ie
where your fee codes have been

configured with the’'number of surfaces

specified.

5)  The usual'price will be displayed — this

gansoe edited if required.

6)/ Type-n the tooth notation for tooth
specific charges or select the notation
from the drop-down list.

7)  Click the Add button.

Add Treatment To Treatment Plan

Please pick a Fee Scale to List appropriate Fees:

Fee Scale: NHS -
Please select the required Work Code from the dropdown below:

Work: /A -
Please select the required Treatment / Observation from the dropdown below:

Fee:

Price:

To apply this Treatment / Observation to a specific tooth, select from the
dropdown below. If the Treatment is applied to all Upper/Lower teeth, select
Upper or Lower accordingly:

Tooth / Teeth: v

l@ Cancel ‘

8) A treatment line will be added to the estimate for the item of work.

Editing Lines of Treatment

Once a line of treatment has been added (but not yet completed or invoiced):

e The fee scale, fee code, price and number of units (where applicable) can be edited

by double clicking the line
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e It can be removed by clicking on it and either pressing the Delete key or right
clicking and selecting Remove Selected Line.

If the treatment has been completed, you can edit in the same way but you would need to
right click the line and select Mark Line Pending before these options became available.

If the treatment has been invoiced, then you can remove the invoice and mark the line
pending by right-clicking and selecting Delete Invoice and Mark Line Pending.

Re-ordering Lines of Treatment

The order in which pending work is displayed on the screen can be re-sorted by clicking on
the treatment line to be moved with the left mouse button, holding down the left mouse
button and dragging it to the required position. Completed work cannot be re-sorted’so the
work should be re-ordered before you start marking treatment as complete.

If you plan to use the treatment plan to book future appointments, then all cempleted work
should be displayed at the top of the plan before any pending work and, the’pending work
should be sorted into the order you wish to complete it.

Marking Treatment Complete

All work added remains pending until you mark it as completed - unless you have selected
the Auto Complete option on the Work and Fee«CodessConfiguration screen. The auto
complete option is useful for examinations and possiblyradiographs for the Charting Module
and all treatment for Billing Options.

To mark individual lines of treatment as.completed, select the relevant line of treatment to
highlight it and then right click and choosejthe Mark Treatment Complete option. The
colour of the treatment line to show the status of it. By default, pending work is displayed in
red and completed work is displayediin black. These colours are customisable per user — see
page 73 - under the section Recording Pending Treatment from the Chart for more
details.

To mark all lines of treatment as completed, select any treatment line, right click and then
choose Complete/All Items on Plan.

Configuring the Treatment Plan for Appointment Booking

If you have added all pending work to the treatment plan, it is possible to use the treatment
planto*hook the relevant appointments required to complete the course of treatment.

If you are using the Billing Module and only recording completed work, then this
section is not applicable and the visit header section can be ignored.

You will be able to use the treatment plan to manually search for the appointments or use the
Appointment Finder option whereby the system can search for the first available
appointment. For the Appointment Finder booking option to be most effective, your
appointment rooms should be linked to a provider. You will also need to add non-chargeable
treatment to the plan where this treatment requires a visit, ie you would need to add a fee for
a crown prep with a zero charge to be able to book an appointment for such a visit.
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Visits will be booked in the order that they appear on the screen so it is important that you re-
order the lines of treatment by dragging and dropping them into the correct order before
setting up the visit headers and saving the treatment plan. Completed treatment will, of
course, be ignored when appointments are being booked so all incomplete treatment should
be moved to the bottom of the plan.

Visit Headers (Visit Information)

By default, only one visit header (today) will be inserted into the treatment plan. The dentist
will be the dentist specified in the Course Information details. The appointment lengthywill
default to the standard appointment length for the practice and the interval will be setat,1
day.

If another visit is required you should left click the first line of treatment to be carried out at
the new visit and click the Insert Visit button. This will add a new visit header above the
selected line of treatment.

By default, the visit will be for the same dentist and length of time asVisit 1 and with an
interval of one day, which means that the first appointment offered would be the next day.
These visit details can be edited by double clicking on the visit header.

Performer: A different dentist name can be selected fromthe drop down box.

Visit Length: This can be overtyped or you can,use the up and down arrow boxes to increase
or decrease the appointment length.

Booking Interval: This specifies how many days interval should be left after today (or the
previous visit if you have added more,than one visit) before an appointment is offered for
selection, for example you can specify to leave an interval of 14 days between an
appointment for a crown prep,and‘a.crown fit.

Click Update to savedthe changes.

Visit headers can be,removed by clicking on them and clicking the Remove Visit button.

You can drag and drop treatment from one visit to another. If the line that has been moved is
the only treatment in that visit, the empty visit header will be deleted.

GUIDANCE ON NHS CLAIMS

For guidance on what codes to add to transmit the relevant data on EDI claims — please see
notes under the Section NHS - WEBEDI TRANSMISSIONS on page 148.

MEDICAL HISTORY LINK
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You can view and update the patient's medical history by clicking on the Medical History
link as well as from the Patient Details screen. (See page 70 for instructions on viewing and
editing the medical history).

PATIENT DETAILS LINK

To view the Patient Details screen from the charting screen, click the Patient Details link.
There will be limited options from this screen — the Patient Details screen will be in viewing
mode only and not editing mode. To return to the charting screen, either click the Chakting
link from the Patient Details screen or close the Patient Details screen.

- Midshire Dental System - Global Application Configuration ol
Default Journal Options e e e

Lists | NHS | Security | MEDVision® | Backup | Joumna!

There are default options that can be set Yournal:

regarding journal entries. These can be found
in the Administration Menu/ System
Maintenance/Application
Preferences/Journal tab.

e Write full journal on base charts. If this/ g . —~—
option is selected, all charted work on the ‘
base chart will be written to the journal. If not selected, a line will appear in the journal
that the base chart has been completed.

e Allow any user to write to the jeurnal. If this option is not selected, the only users
offered when the View or Editdournal option is selected from the Patient Detail Screen
would be those where the Type field was saved as Principal, Associate, Therapist or
Hygienist. If this option is’selected, the full list of users would be offered.

Even if this optioniis selected, however, you can still limit who has the ability to view or
edit the journal by activating the relevant user permissions to View Journal, Add to
Journal.

There is also a permission to Edit Journal (where applicable) — the limitation for this
option is‘that'the journal can only be edited on today's date and by the same user who
made'the original entry. Both versions of the entry will be stored in the table (for medico-
legal reasons — and could be accessed if required) but only the edited version will be
displayed on the patient's record.

e Force journal review before commit. If this option is selected, the journal will be
displayed automatically when you click Save and Continue. If not selected, it will not
be displayed by default, but you can choose to view the journal by clicking the Review
Journal button on the Session Finalisation screen.

On the Journal Review screen, you can deselect any entries that you do not wish to be
displayed in the journal. Any entries that are deselected, will still be written to the table
but not displayed on the patient's record. You can also edit the description field of any
entries displayed before they are saved.
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Editing and Adding to the Journal when Charting

Each item of completed work will by default be written to the journal. You can, however,
choose not to write away individual lines by, on the Journal Review, clicking on the box
alongside that entry to remove the tick before clicking the OK button.

JOURNAL ENTRIES CAN BE EDITED ONLY ON THE DAY THAT THEY WERE ADDED AND ONLY
BY THE USER WHO ADDED THE ENTRY, PROVIDED THAT USER HAS PERMISSION TO DO SO.

Please Review Journal Entries For This Session: (== lI-E

Write Description Notation

@ 1x Crown Prep LL1

You can also edit the default description of a journal entry by clicking on the/description and
making the required changes.

To add free text to the journal, click on the Add Comment box, type,inithe text and click the
Add to Journal box.

Journal Glossary

You can create journal glossary entries for commonly used
phrases. .

1)  Select Glossary from the Maintenancedmenu and leave the
Add box ticked.

2)  Type acode in the Code box, enter the,text in the
Description box and click Save.

3)  You can edit an existing entry,byselicking the Edit box, \
amending the text and clicking the Update button.

Q o=

4)  You can delete an_existing.entry by clicking the Remove box, selecting the entry to
delete from the drop-down list and clicking the Remove button.

To add a glossary entry tothe journal, click the Glossary button on . :
the edit journal screen, select the glossary item and click OK and E] @
click Add to Journal.

Linking Documents

To dink axdocument to the journal, the document must be saved on the @ 5 @
serverina location that is available for browsing from the dental k/
system:

Note: Documents and images can also be linked directly to the patient’s record by selecting
the DI link at the top of the patient details screen.

1)  Browse to the location.
2)  Select the document type from the file type box to the right of the File name box.

3)  Either double click the document in the file display screen or select the document from
the File name box and click the Open button.

4)  Atthe Add to Journal? prompt, click the Yes button.
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5)  Anentry will be written to the journal with a document logo displayed alongside it.

lWord Document Attached (J

6) To view the document, double click the left mouse button anywhere on that line entry.

Linking Images

To link an image to the journal, the image must be saved on the server
in a location that is available for browsing from the dental system.

1)  Click the Image Link button. @ |
2)  On the browse screen, click the Browse button to the right of the
Image field.

3)  Search for and select the image and click the Open button. This will diSplaythe path
of the image in the Image field.

B ST =

4)  Select the tooth notation from tmage: ’ =
Tooth: G v Performer: Mrs Denise Irish v Image Type: X-Ray v

the drop down list in the Tooth
field. The Performer will
default to the dentist carrying
out the treatment for the current

ViSlt @ Cancel g OK
5)  Select the type of image being linked frem the'drop down list in the Image Type field.

Notes:

6) Add any notes that might be relevantto the image in the Notes text field and click OK.

7)  Animage logo will then be
displayed in the journal, alongside
any relevant notes.

8)  To view the imageydouble/click the left mouse button anywhere on that line entry.

All journal entries fromithe charting screen will automatically be recorded against the dentist
who has carried out the treatment for that visit.

Viewingand, Editing the Journal from the Patient Details Screen

The journahcan also be viewed and edited from the Patient Detail screen.

1) Display the Patient Details screen and click Journal.
2)  The system will prompt for a user name as follows:-

Please confirm who you are...

Please confirm who you are by selecting your name from the drop down list below:

Providers: Mrs Test Midshire v

l@ Cancel ] [)E,; View Journal ’ {Q Edit Journal
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Select the relevant user from the drop down list and select either View Journal or Edit
Journal. User permissions to view or edit the journal will become effective when
selecting these options for that user.

By default, the user list will display only those users where the Type field on the User
Account Maintenance screen is recorded as Principal, Associate, Therapist or
Hyagienist. You can, however, choose to display all users in this drop down box — see
Journal Options on page 80.

Viewing the Journal

Patient Details: Mr Frank Fellows (32 y, 5 m) - (Patient ID: 001-000192) =]
Detsls  Financal ~ XRay  Images  Journal MedicalHstory ~Charting  Lists  AppHistory  AppBook  AppFinder {oROverview  Print E
Filter By Course: (Select a Course to filter the Journal) -
Fiter By Tooth: ALL + [V] Exclude Medical History ~ Text Filter:
Recorded Dentist Course Notation Text
16/07/2010 15:46  Mrs Test Midshire 1x Amalgam Filling - 3 Surfaces - (Mesial <-> Occlusal <-> Distal)
LR6 1x Amalgam Filing - 2 Surfaces - (Occlusal <-> Distal)
L1 1x Crown Prep
10/11/2009 12:31 | Mr Test Midshire  Base Chart ALL Base Chart Entered - 10 November 2009
10/11/2009 12:34  Mr Test Midshire Course 1 ALL Clinical Examination
Mrs Test Midshire UR4 Amalgam Filing - 2 Surfaces - (Occlusal <-> Distal)
LS Amalgam Filing - 3 Surfaces - (Mesial <-> Occlusal <-> Distal)
LR1 Crown Prep
LR1 Porcekin Jacket Crown
ALL Scale & Polish - 1 Visit
ALL Course Closed - 10 November 2009
10/11/2009 13:53  Mr Test Midshire Course 2 ALL Clinical Examination
Add Comment: V] Limit Journal To 12 Months (For Speed)
B =
4]
Tooth: |ALL

By default all entries for the last 12,months will be displayed — with the exception of medical
history notes. Medical history notes ¢an be included — see below —

and you can remove the tick from the Limit Journal to 12 Months | |2 umt Joumal To 12 Months
box if you wish to view older entries.

e You can filter by course. Select the
relevant course from the drop down
list.

Fllter By Course: (Seect 2 Course to fiter the Journal)

e ., You canfilter by tooth. Click the box
and select the tooth from the drop down
list.

FRher 8y Tooth: ALl -

¢ “ You can include medical history by removing the tick in the
Exclude Medical History box.

4| Exchide Medical Hetory

e You can filter by text by typing some text
in the Text Filter box. Asyou type, only | Text Filtes:
the entries matching your text will be
displayed.

The following information will be displayed for each entry.

e Date and time recorded
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e Dentist who carried out the work
e Course of treatment
e Tooth notation

Editing the Journal

JOURNAL ENTRIES CAN BE EDITED ONLY ON THE DAY THAT THEY WERE ADDED AND ONLY
BY THE USER WHO ADDED THE ENTRY, PROVIDING THAT USER HAS PERMISSION TO EDIT THE
JOURNAL - USER PERMISSION: CAN EDIT JOURNAL (WHERE AVAILABLE).

When you select the Edit Journal option, the journal will be displayed in the same way.as'it
is when it is viewed whilst charting. You can edit an entry — with the above restrietions’— by
right-clicking on the line and selecting Edit Journal Entry or Delete Journal Entry, or add
new entries as outlined previously on page 81.

When all of the work and visits have been configured on the Treatment Rlan screen, click
Save and Continue to display the Session Finalisation screen.

FINALISING THE WORK ENTRY

The following finalisation screen is displayed, ready for producing the invoice for the
completed work. This screen is divided into 5 sections.=(1) Treatment Plan Details,
(2) Completed Treatments, (3) Invoicing, (4) Nawigation and (5) Further Actions.

Session Finalisation

Treatment Plan Details
Course Ref Course 1 Patiert Ref. 001-000194

Active Provider Mrs Denise kish Defautt Fee Scale: DFLT

Date Of Acceptance: 27 January 2010

Navigation
To automatically add the Patient from this Treatment Plan to a list(s). Please tick the required lists below "

Lists: Lab Work Awatting Collection
Lab Work Recsived
Lab Work Outstanding

List Text
Further Actions

Notes:

Close Course Take a Payment V| Payment Required
Appointment(s) Required

|¢® Back To Treatment Plan EO oK

Treatment Plan Details

This section is displaying the treatment details. The only field that you can edit in this
section is the Date of Acceptance. This is the date that will appear in the journal, on any
NHS claim and on the invoice and can be edited if you are entering work that was carried out
on a previous date.
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Completed Treatments

Each fee will be listed on this section with a tick box to the left of each fee. This tick box
will be ticked by default.

If you leave the ticks in place, when you click OK, one invoice will be raised to include all
items of treatment carried out at this visit only. You would choose this option if you wanted
to invoice the patient separately for each visit.

If you remove the ticks, (click once to select the treatment and again to remove the tick)ithe
work will be held over until the patient next attends. When you enter further work andhreturn
to this screen, all items of treatment carried out at both visits will be displayed, with ticks
once again defaulting alongside each item. If you leave the ticks in place, when‘youclick
OK, one invoice will be raised to include all items of treatment carried out at’boeth of the
visits. You would choose this option if you wanted to raise only one invoige for multiple
visits.

Invoicing

This section controls the printing of invoices. You can choose to print the invoice from this
screen — but if you choose not to, you can still print the invoicefrom the Financial tab when
taking a payment.

Tick the Print Invoice Now box if you wish t,print an invoice and select the relevant print
option.
or

Tick the Use Print Preview box if yeu wish to preview the invoice. You can print the
invoice from the print preview display

and select one of the followingroptions:-

Print Single Invoice —will"print only the invoice for the items of treatment that have just
been ticked in the Completed Treatments section and will not include any items of
treatment that were compléted in a previous visit.

Combine all lnvoiees for this Treatment Plan — will produce a consolidated printout of all
invoices forAreatment completed during this visit, and previous visits, for this course.
Navigatien

Lists

This section allows you to add the patient to one or more of your lists. If you wish to do so,
tick the relevant list/s. You can add list text by typing the text in the List Text box.

Further Actions

Notes

Any notes typed in here will be displayed on the account overview screen. It enables the
dentist to send a message about this patient to reception so that it can be seen when they are
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taking a payment/booking an appointment. If you are not configuring your treatment plans
for appointment booking, then this is where most practices send a message to reception
showing the details of appointments to be booked.

Close Course

If all pending work has been completed you will be prompted to close the course each time
the finalisation screen is displayed. This is, of course, optional depending upon the
circumstances (see notes below). If you wish to close a course with treatment pending, click
this Close Course box.

Take a Payment

To go straight to the Financial tab on the Patient Detail screen to record a payment, tick the
Take a Payment box.

Payment Required/Appointment(s) Required

To add a payment request to the patient’s Account Overview screen, ¢licksthe Payment
Required box.

To add a book appointment request to the patient’s Account ©verview screen, click the
Appointment(s) Required box.

Note: You can default a tick in the Payment Required and Appointment(s) Required
boxes if preferred. (Maintenance Menu, System Maintenance, Application
Preferences, Treatment Plan tab).

When all of the relevant options have been selected, click OK.

COMPLETING THE COWRSE

If all lines on the treatment plan’have been completed, the following prompt will be
displayed.

The Dentist Recall and"Hyagienist's recall dates will already have been updated when the
course was opened.  If you have your application preference to Update Patient's Recall
Date Upon Closing of Treatment Course activated, both recall dates will be re-calculated
accordingly and the amended dates displayed.

Complete Course?

] Update Patients Recall Date 27 May 2014 B s

U] Update Hygenist Recall Date 27 February 2014 [EARRE]

All lines on this Treatment Plan have been completed. Would you like to close this Treatment Plan?

uuuuuuuuuu 1 27 November 2013 11:53:26 [EAd

d Yes & Queue & Yes

©|

If you do not wish either of them to be updated, remove the tick from the box beside the
relevant option.

Select Yes or No as appropriate. (The Yes & Queue option is only applicable to NHS
courses.) If you wish to write an entry into the journal before the course is closed, click the
Write Journal Entry box before clicking the Yes button. You can default a tick in the
Write Journal Entry box if preferred. This is a User Preference (Maintenance Menu,
Manage Groups and Users, User Preferences, Charting tab).
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If you select Yes, today’s date and time will be recorded as the date that the course was
closed, unless you edit the date by clicking the down arrow alongside the date/time display

and click on an alternative date.

If your system is set to updating recall dates upon completion of a course and not the start of
a course, the updated recall date will be displayed. You can edit this date manually before
accepting.
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OVERVIEW SCREEN - PAYMENTS AND BOOKING
FURTHER APPOINTMENTS

On the patient finalisation screen, if the Payment Required and/or Appointment Required
boxes have been ticked in the consulting room, then the patient’s appointment details will be
updated as shown below.

This is an indication to the receptionist that the dentist has finished adding the work,and that
there are actions required before the patient leaves the practice. You should double-Click the
appointment, to see what actions are required. This will display the patient’s.Overview
screen.

Note: You can also view the patient’s Overview screen from
the Patient Detail screen.

FAMILY MEMBERS

All family members will be displayed in this section,

Account Overview: Mr Gary Bromsgrove
Famiy Members Alerts For Selected Famiy Member Bolonce
=88 Bomsgove -~ Cash On Account: 000
& MrGary Bromsgrove ¢, Requestedto make a payment. Balance: 23050
) » Last Invoice: 19/07/2010 15:0050
Requested to make an appointment
A Value: 250
Last Payment: /A
Value: N/A
Open Treatment Plans: Notes
001-000266-923 - 01/04/2010 15:36:44 - J Note History
Il ] New Note i Mark Unread | [Zg Save Changes | [ Abort Changes
Actons:
’Q Bt ] ’w Book Single Appointment ‘ ’@ Goto Treatment Plan ‘ ’ﬂ Take a Payment

ALERTS FOR SELECTED FAMILY MEMBER

This section shows whether the Payment Required or Appointment Required has been
selected on the Finalisation screen in the consulting room. You can choose to select these
options in any order, and you will be returned to the Overview screen after each action.
When everything has been carried out for the patient, click the Exit button to close the
Overview screen.
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BALANCE

This section displays the account information for the patient.

OPEN TREATMENT PLANS

If an appointment is required and a treatment booking plan has been set up in the consulting
room, the treatment booking details will be displayed in this section.

NOTES
This section will display any notes that were added by the dentist on the Finalisation-screen.

PAYMENTS

If you are using the full reception system, and generating invoices for yourpatients, you are
able to record payments. You can also produce a cashbook report to enablesyou to reconcile
your till receipts. You can then maintain an aged debt list and send out statements to patients
who owe you money.

Even if you are not using the system to record work, you.cansstill record payments from your
patients. You will obviously not be able to produce a list0f debtors or send out statements,
but you will still be able to print a cashbook. In these.eirgumstances, as you record a
payment, an automatic invoice will be raised for that\patient, equal to the value of the
payment, to maintain a zero balance on the patient’s/account. To use this option, you need to
tick the Payment Trigger box on the System Maintenance/Application Preferences on the
Administration menu.

To Set Up Payment Methods

Payment methods can be maintained using the Pricing\Payment Methods options on the
Maintenance menu.

To Add a Payment Methed

Leave the Add baxticked, type in a new payment method and click the Add button.

To Delete a’Payment Method

Click the,Remove box, select the method to be deleted from the drop down list and click the
Remaowve, button.

If you are recording a payment for a patient who Patient Detailf! Mr JackTynes (20, 5 m) - (Patient ID: 001-000212)

has not attended the practice today, then search for s U Ko Rnom s anl e MoK by
and display the patient’s record, click the Financial | ramiyname: ones (
link and click the Record Payment button. You = r v [7] Active patient 2
can then proceed as outlined below. s sucs i

If you are recording a payment from the Overview screen, you can either click the payment
symbol on the alert section of the screen or the Take a Payment button in the bottom right
hand corner of the screen. You will then be navigated to the patient’s Financial screen.
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Recording Payments from the Overview Screen

Complete the payment details as follows:-

Date

The date will default to today’s date but can be edited if
required.

Method

Select the payment method from the drop down selection
list. This will generate a summary on the cash book report
of how much has been taken for each payment method. If
a payment is made by more than one method, then the
value for each method will need to be recorded separately.

Payment Amount

Type in the amount of the payment received;‘excluding
any discount you may wish to give.

Discount

If you wish to give any discount, type’in the amount to be
discounted.

Amount Tendered/
Change

These fields are optional. They'will allow you to type in
the amount tendered. The system will then calculate and
display how much change is'due to the patient.

Taken by

Select the memberof staff who is recording the payment
from the drop down list of users. This is a must-fill field —
you will not be.able to process the payment until your
username has been selected.

Youtcanactivate a user password on this field —
Administration menu/System Maintenance/Application
Preferences/Security.

Payment for

Select the dentist/hygienist/therapist to whom the payment
is to be allocated from the drop down list. This will
generate a summary of the value of payments taken for
each provider on the cash book report. If you are taking a
payment for 2 different providers, these will need to be
entered separately so that the summary can be accurately
calculated.

Showslnactive Members

Tick this box to include deleted users in the Payment for
field.

Stock

Tick this box if you wish to record a payment for stock
that you wish stock sales to be itemised separately on the
cash book summary page.

The Payment Amount should be the total amount of the
payment, including the stock value.

The stock value should be the total value of the stock sold.

STK is a reserved work code and you can add your products to the fee scale, linked to
this work code, as if they were fees. If any one of these products is added to the
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treatment screen, and you select the Take Payment option on the Treatment Plan
Finalisation screen, then the value of the total payment amount (including the stock)
and the proportion of that payment that relates to the stock value will be calculated
automatically and displayed for confirmation. If you click OK, then the Stock box will
be ticked automatically on the payment entry screen and the values will be entered for
you. If you click Cancel, then the Stock box will still be ticked but you will need to type
in the values manually.

Note: If you record a payment for stock that has not already been added to the
treatment screen, then the payment will be processed correctly but the patient’s
balance will be in credit. You will need to add the stock after the payment has been
processed, otherwise the balance will incorrectly remain in credit.

Narrative The narrative will be displayed as the descrigtion of the
transaction on the payment details screen.

e Payment Thank You is the'default narrative for
positive payments.

e Refund is the default narrative for refunds. This
narrative can be.overwritten if required.

Open Till Drawer This will default tg being ticked if you have a till drawer
that has been linked-into your Dental System. You can
click on thistbox to remove the tick if you do not wish to
open the till drawer when you confirm the payment.

Print Receipt If the Print Receipt box is ticked, a receipt will be
printed” Remove the tick if you do not wish to print a
receipt.

Note: There is a Print Receipt by Default box on the
Payments tab on the System Maintenance\Application
Preferences option on the Administration menu. This
option determines whether the Print Receipt box will be
ticked by default on the Payments screen.

When/all/ofithe payment details have been entered, click Record Payment. You will then be
returned to,the Overview screen to continue with any further options.

Recording Payments from the Financial Screen

A list of all payments and auto invoices/credit are displayed on the Financial screen for each
patient. A receipt can be printed/re-printed by clicking on the relevant payment details on
this display and clicking print/reprint. Invoices can also be reprinted in the same way.

Note: There is a link on the Financial screen — Frequently asked questions — which gives
guidance of how to correct or reverse payments that have been recorded incorrectly. Click
this link for guidance on how to deal with such occurrences.
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Payments can also be recorded directly from the Patient Detail screen. Display the patient’s
record, click the Financial link, click the Record Payment button and proceed as for the
Overview screen.

Refunds

If you need to issue a refund for a payment recorded incorrectly, record a negative payment,
ie precede the Payment Amount with a minus symbol. If the account is in credit — ie the
balance is a negative amount — recording a negative payment for that amount will return the
account to a zero balance.

Credits

To raise a credit for a patient, display the Financial tab and right click on the inwoice/for
which the credit is to be raised and select Raise Credit.

If you wish to raise a credit for a particular item of treatment on that(credit, elick the item
and the amount to be credited will default into the Credit Value box} This value can be
edited, if required.

If the credit is not for a particular item of treatment, you canyjust type in the credit value.
Enter this as a positive value, and not a negative value.

You can print or reprint a credit note by right clicking opn’the line and selecting the relevant
option from the menu.

To Delete an Invoice

You can activate the ability to delete,invoices — user permission applies. To delete an invoice,
right click on the invoice and selegtidelete. The patient balance will be adjusted accordingly
and the invoice will be moved onte the archive section of the Financial screen. Dental charts
will not be updated if you delete an invoice for work that has been charted.

Note: You can now delete an invoice from the Treatment Entry Screen — right click and
select Delete Invoice and Mark Line Pending.

APPOINTMENTS

If there is a treatment booking plan in existence, the details of that plan will be displayed in
the OpenTreatment Plans section. All completed work will be displayed in green and will
incltde the date and time that the work was completed and all pending work will be displayed
in red.

To book an appointment from the treatment booking plan, click the Go to Treatment Plan
button. To book a one-off appointment manually, click the Book Single Appointment
option.

Book Single Appointment

This option will navigate to the appointment book ready for you to search for and book an
appointment manually. See notes on page 39.
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Go to Treatment Plan

If you wish to book one or more of the appointments set up on a treatment booking plan,
select this option. You will be navigated to the appointment book and the treatment plan will
be displayed ready for booking.

Completed or already booked appointments will be displayed with a tick below them to show
that the booking is not outstanding and the first pending appointment will be highlighted.

Please click Book when you are ready...

Treatment Plan: Ref: 001-000298-1029 - Charted: 20/07/2010 12:59:33 -

Schedule:  visit 1: Date: 20/07/2010 Visit 2: Date:
Time: 12:59:46 Time:
Dentist: Mr Test Midshire Dentist: Mr Test Midshire
Room: Con 1 Room: Con 1
Length: 10 (mins) Length: 30 (mins) Length: 30 (mins)
Interval: 1 (days) Interval: 7 (days) Interval: 7 (days)
Click for Visit Details Click for Visit Details Click for Visit Details

Click to Find Appoi Click to Find

Progress: 4

1)  Click the Book button to begin the booking process:

2)  The visit details for the first pending Vit 2 Dot =

Treatments:

appointment will be displayed and the Notaion _ Descpton

appointment book will take into account the
booking interval and display the earliest

date for that appointment . Any notes added
to the Visit Header will be gisplayed inthe || "~
Notes section. Click OK towemove this Fisx2
display from the screenl(If you wish to
redisplay this scréen before beginning the -
booking process, elick'the Click for Visit @& o |
Details link.)

3)  Atthis point,you can either search for the appointment manually and, as each
appointment is confirmed, the treatment plan will be updated with the appointment
details onclick the Click to Find Appointment link to use the appointment finder.

Manual'Booking

1) “Search for and confirm the appointment when prompted. On the Confirm
Appointment screen, make sure that the Further Appointments box is ticked if you
wish to continue booking the plan.

2)  The next pending appointment will be displayed. The appointment screen will take into
account the booking interval and display the earliest available date for the next
appointment. You can use the movement bar (see page 39) to move to another date if
required and, when you have selected a suitable slot, double click the slot, select the
category for the appointment and click Book.
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3)

4)

5)

6)

7)

Continue booking the plan in this way until you have booked all of the appointments
you wish to book from the plan. (You can book one appointment from the plan and
leave the others pending until the next visit if you wish.)

When all of the appointments on the plan have been booked, or if you manually remove
the tick from the Further Appointments box to indicate that do not wish to book any
further appointments on the plan, you will be prompted to submit the treatment plan (ie
save the bookings so far). Click Yes.

Any appointments on the plan not yet booked will remain pending on the plan until you
choose to book them, probably at the next visit.

Once you have submitted the treatment plan, a list of all appointments booked will\be
displayed. Click the Print button to print the appointment details and/or click OKuto
remove the list from the screen.

You will then be returned to the Overview screen to continue with any/fukther options.
Click Exit to close the Overview screen.

Click to Find Appointment

1)

2)

3)

4)

5)

Use this option if you wish to pass the treatment plan booking details to the
Appointment Finder.

The following Patient Availability screen will be offered for selection.

Patient Availability [

VIMon [ Tue [ Wed [ Thur [ Fi [¥] Sat Sun
V| Momings V| Aftemoons
Include Emergency Slots

& ox \

By default, Monday to Saturday will be selected, together with both Mornings and
Afternoons. If a dayserimorning/afternoon session is deselected, then that day or
session will note included in the search.

Also by default, emergency slots will not be included in the search. You can click the
Include Emergency Slots box if required.
Click @K

The details regarding the Appointment Room, Interval & Length will be passed from
the Preatment Plan to the Appointment Finder. Click Find.

Jhe first suitable slot will be displayed.
e Click Book if the appointment offered is acceptable.

¢ If one of the other appointments on the same day is acceptable double click that
slot or single click and click Book.

e Search again if all appointments for that day are unsuitable. You can click
forward one day, forward one week or forward one month. At any relevant
point, you can click Previous to return to a previous selection.

Select a Category for the appointment.
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6)  Any notes that were added to the Visit Header will be displayed in the Additional
Information section.

7)  Further Appointments

e If this is the last appointment on the plan, the Further Appointments box will not
be ticked and you will be prompted to Submit (ie save) the plan when the booking
has been confirmed.

e The Further Appointments box will be ticked by default if there is another visit
included on the plan. When the appointment is confirmed the first suitable
appointment will be displayed for the following visit.

e Atany point on the Appointment Confirmation screen, you can remove theitick
from the Further Appointments box and you will be prompted to submit the/plan.
Any visits still outstanding can then be booked at a later date.

8)  Click the Book button and you will either be prompted to submit the plan or continue to
book the remaining visits.

9)  Atany point before you submit the plan, you can:-

e Click Cancel to cancel out of the treatment plan. However, please note that if you do
click Cancel, then all current changes will be lost fram the’plan (any appointments
that have previously been submitted will be saved). “If you want to save the
bookings so far, and not continue booking the.remaining outstanding visits, click
Submit instead of Cancel.

e Clear Current Visit to cancel the last4ooked visit; or
e Start Again to clear all current beokings and start booking again.
10) Once you have submitted the plan, thesAppointment Confirmation screen will display
a list of all appointments just hooked;
e Click the Print button to/print'the appointments to your assigned appointment
printer;
OR
e Click the PrintPreview box before clicking the Print button to preview the printout

on the screen. You can print the appointment from the Print Preview screen if you
wish.
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REPORTS

CASHBOOK REPORT

If payments are being recorded, a Cashbook Report can be printed, either for reconciliation
of your till receipts on a daily or other regular basis or for general reporting purposes.

To print the report, select the Financial\Cashbook Report option from the Reports menu.

Cash Book Report ‘E?‘

Transaction Selection:

By Date and Time:

[Q Cancel ‘:’62 Preview ‘ [; Print

Cashing Up

Each time that you print a cashbook report with thissboxticked, only those transactions since
the cashbook was last updated will be included‘and you will be offered the following
prompt:-

Mark Transactions Complete LQE-__J

‘ Do you wish to mark those transactions just printed as no longer
outstanding?

If you click Yes, then those transactions just printed will not be included the next time that
you print a cashing’up report.

If you click No,then those transactions just printed will still be included the next time that
you printacashing up report.

Click the Print button to print the report.

You can preview the report without clearing down the outstanding transactions. To do so,
click the Preview button. If you then click Print from this preview display, you will not be
offered the option of clearing down outstanding transactions.

The report will produce a list of every transaction since you last cashed up, in the order that
the payments were taken, giving you a payment transaction number, patient name, payment
date, payment method, payment amount, discount allocated (if applicable), payment narrative
(eg Payment thank You) and the user who recorded the payment.
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There will also be a summary at the end of the report that breaks down how much has been
taken:

(a) for each payment method and

(b) for each performer

Any items of stock will not be included in the amount taken for each performer, but will be
itemised separately.

Printing the Report by Date and Time

If you remove the tick from the Cashing Up box, you have the ability to specify a date and
time range between which all transactions will be included. Removing the tick fromthe
Cashing Up box will not affect subsequent cashing up in any way.

From Set the start and end dates and times.
To
Patient If you click the Find Patient button and

select a spegific patient, then the report will
only display the payments for that particular
patient: Otherwise, payments for all patients
will be_included.

Provider Defaults to All providers but you can display
payments for a selected provider by selecting
that provider from the drop down list.

Payment Methods Defaults to All payment methods but you can
display payments taken by a selected
payment method only by selecting that
method from the drop down list.

Report Format The report can be printed in either Detailed
or Summary format.

A Detailed Report will list every payment in
the selected range, with totals at the end. In
addition, this report will have a final page
that will summarise the amounts received for
each payment method.

A Summary Report will just display the
final payment method summary only.

Click either the Preview or Print button, as required.
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AGED DEBT REPORT

This report prints a list of patients who owe you money and gives an aged analysis of each
patient’s debt. Select Financial/Aged Debt from the Reports menu.

‘Aged Debt Report =]

Debt Selection
7] Use The Following As A Base Date For The Report: B July 2010 [F}d
7] Debts must be 0 days old Age DebtIn Intenvals of: 30 .
Minimum Balance: 001 Include Credit Balances
Filter By Dentist
Word Merge Options

Print Letters Where Oldest Debt < 30 Days Print Letters Where Oldest Debt > 30 < 61 Days

Print Letters Where Oldest Debt > 61 < 91 Days Print Letters Where Oldest Debt > 91 Days

\';‘ _ Find J

59 Print Yy Previe %, File (csv $File (xm 2| Exce ‘,y‘i Merge

Debt Selection

Base Date By backdating the base date, you camsexclude from the report all
transactions added after the specified date.

The base date will default to today’s date and, therefore, all
debts will be included.

Debts must be ... If you type a value in‘this.field, then the debts must be at least
that many days old to be included in the report. Debts younger
than the value entered-(in days) will be ignored.

Exclude if over ... If you type-awalte in this field, then debts must be equal to or
less tham thatnumber of days old to be included in the report.
Debts"elder than the value entered (in days) will be ignored.

To produce a current aged debt report that includes all debts, irrespective of their age,
then leave the Base Date set to today’s date and the ageing fields set at zero.

Note: There is a separate option to allow you to print statements to all patients who owe you
money — see page 100. Data can be exported from the Aged Debt Report, however, to
Microsoft Word which would allow you to send letters, instead of - or as well as - statements,
to all patientsy\who owe you money. You can use a combination of the Debts must be and
Excludeitaver fields, to write individual aged debt letters to patients according to how long
the“debt has been outstanding, ie if you set the Debts must be field at 30 and the Exclude if
over field at 60, it will only include those debts between 30 and 60 days old. This would
allowyou to send a different letter to those patients whose debt — or part of the debt - are
over 60 days old.

Intervals Debts can be broken down into pre-defined intervals.

By default the ageing analysis will be displayed in 30 day
intervals, ie current (<30 days), 30-59 days (<60 days), 60-89
days (<90 days) and greater than 90 days (>90 days). You can
edit this interval if required, for example you could age your
debts in 7 days intervals, if preferred.
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Minimum Balance This will default to zero and all debts will be included in the
report. You can enter a minimum balance and, if you do so,
only those debts equal to or greater than that minimum balance
will be included in the report.

Include Credit Balances | This box will default to not being ticked and will not include
patients with a credit balance. If you wish to include credit
balances, tick this box before running the report.

Filter by Dentist By default the report will include debts for all dentists. Ifyou
wish to filter by dentist, click the Filter by Dentist box and
select the dentist from the drop down list.

Include Inactive If this box is ticked, inactive users will be included in.the drop
down list. Otherwise, only current users will be,offered for
selection.

Output Options

Once you have specified your selection criteria, click the Find Patients button. This will
select the patients who meet your selection criteria and alow, you to select one of the
following output options.

Print
Prints the report to your default report printer.

Preview
Previews the report on the screen, fromwvhere you can select to print to your report printer.

File (.csv)

Writes the information'to a comma separated value file which can be imported into an
external application or used‘as a hit file for a mail merge. Records will be separated by hard
returns and fields within each record separated by commas. You be prompted for a file name
and save location!

File (.xml)

Writes the,information to an xml file. This is a relatively new format that is not yet
commonly used.

Excel

Opens the data in MS Excel spreadsheet. You will be prompted for a file name and save
location following which the data will be displayed as an Excel spreadsheet.

Word Merge

Allows you to merge directly from the dental system into MS Word for aged debt letters. A
template would first need to be created in Word before this option could be used. Contact our
Support Department for advice on setting up this template.
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STATEMENTS

Statements can be printed for each patient who owes you money. Each transaction raised

between the start date and end d

ate would be listed on the statement (invoices, credits,

payments and refunds). Default statement layouts will be included with the system but these
can be customised by yourselves.

1)

Select Financial/Account Statement Run from the Reports menu.

Account Statement Pri

inting o

Stateme:

Patient Selection

Balance Over:

Statement Date:

: H8/07/2010 B Start Date: 01/07/2010 @r EndDate: 31/07/2010 B~

Exclude 2l patients wh Ve Open course:

Exclude al patients w

Find Patents

@ Summary Itemised

STATEMENT OPTIONS

Statement Date

This is the date that will be printed on the statement. It will
default to today’s date but’can’be overwritten if required.

Start Date

The start datespecifies the date of the first transaction to be
included in the statement print for those patients who owe
money. Avbrought forward amount will be displayed
showing-the @mount that was outstanding on the account on
the start date. The start date will default to the first day of the
curkentumonth.

End Date

The end date specifies the date of the last transaction to be
included in the statement print. A carried forward amount
will be displayed showing the amount that is/was owing at
the end date. The end date will default to the last day of the
current month.

PATIENT SELECTION OPT

IONS

Balance ©@ver

You can exclude statements for patients with a balance below
a specified amount by typing in that amount. If this is left at

zero, it will include all patients who owe money, irrespective
of the amount they owe.

Exclude all Patients who
have Open Courses

Click this box if you wish to exclude statements for patients
with open courses of treatment. If you wish to include all
patients, even those with open courses of treatment, leave this
box unticked.
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Exclude all Patients who Click this box if you wish to exclude statements for patients
have Unprinted Invoices with invoices held for printing later. If you wish to include

all patients, even those with held invoices present, leave this
box unticked.

2)  Click the Find Patients button. This will display the patients who meet the specified
criteria.

3)  To print statements for all of the patients displayed, click Check All. This will place a
tick in the check box by the side of each patient’s name. You can then deselect
individual patients by clicking on the check box for those patients. If you have clicked
Check All by mistake, you can deselect all patients by clicking Uncheck All.

To print for selected patients only, click the check box beside each of the required
patients’ names.

MISCELLANEOUS OPTIONS

Statement Message Any message typed into this box,can be displayed on the
statement. You can include a token on the statement layouts
that will determine where thigstatement message will print.

Type There are two default statement layouts included with the
system — Summary and.ltemised.

Summary

Summary,print includes a single line entry for each
transaction,tie invoice/credit/payment/refund.

Itemised

An‘itemised print includes a breakdown of all treatment for
each invoice/credit as well as a single line of entry for each
payment/refund.

4)  To preview the statement on the screen, click the Print Preview box and click the
Print button:

On the Print Preview display screen, you can:-
e print the statement;
¢ zoom into the display or
e view 1, 2, 3,4 or 6 pages at a time
by clicking the relevant icon on the toolbar.
5)  Click Close on the toolbar to close the preview and return to the previous screen.

6)  To print the statement without previewing it, leave the Print Preview box unticked and
click the Print button.
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RECALLS

Each time that a new course of treatment is opened (or closed if the practice preference is set
to update recalls on closing) the system will add the default period for that patient (as
displayed on the Patient Details screen) to today’s date to generate a new recall date.

The next recall date is displayed on the Patient Details screen and can be edited manually
from there if required.

You can search for patients with a recall date within a specified period and for each patient
selected, you can:-

e Print labels, letters and/or a report.

e Export the data to an xml or csv file.

e Export directly to a Microsoft Excel spreadsheet.

e Send a text message or email.

To access the recalls option, select Recall Run from the Reports.menu.

Rocall Rur -

| #300nc & Dace Sclecton

Lader Letters
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Gpend asages E‘ 167 VS Tewoise

The system generates two recall dates — one for the dentist and one for a hygienist. The recall
run should be run‘separately for dentists and hygienists.

PATIENT'AND DATE SELECTION

Dentist Recall Date/ Hygienist Recall Date | Select whether you wish to search on the
dentist or hygienist recall date.

Obey Patient’s Contact Preference Checks for preferences on the patient details
screen. If there is no tick alongside this field,
then the patient will not be included at all in
the recall run.

All Dates If there is a tick in the All Dates field,
reminders will be sent to all patients,
regardless of when the reminders are due.

Shire Dental User Manual Page 102 V1.7.03




Remove the tick and select a Start and End
date if you wish to send reminders in a
specified date range.

Ignore Recall Dates in the Past

If this box is ticked, then the recalls will be
selected based upon the day and month only.
That way, if a recall is missed one year, the
patient will be automatically reminded the
following year also.

Ignore Patients with Appointments
Booked

Tick this box to exclude patients who are due
a reminder if they already have an
appointment within a specified number.of
months, either before or after their due date.
Specify the required number/of'months.

Exclude patients who will receive SMS

Tick this box to exclude patients who have
the Mobile Preference box ticked. Only
applicable if you intend to send text
reminders to these patients separately.

Filter by Provider

If you wish to filter the recalls by provider,
clickthis)box and select the provider from
the drop down list.

Note: If you are searching for hygienist
recalls — do not filter for the hygienist as a
provider as this option filters on the patient's
default dentist and would, therefore, return
no results.

These last two options belfow weuld allow you to print labels or letters to patients who would
not receive an Email-onSMS text message. If you are not using Email or SMS, then leave

these two boxed unticked:

Once you have specified the patient and date requirements, select the required output of your

report.
Printed-Qutput

LABERS

Labels

This will print labels to a label printer. If you
do not have a label printer, then you can still
print labels using the Labels (Word Merge)
option.

Labels (Word Merge)

This will print onto a page of A4 labels on
your default reports printer. There is a direct
link into MS Word. You need to create a
label template in MS Word before you can
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start using this option.

If you do not have a copy of MS Word, you
could export the data to a csv file and use this
to print labels using any other word
processing package that supports mail merge.

Field tokens to be included in the merge are
as follows:-

Title, Forename, Surname, Address1,
Address2, Address3, Address4, Postcode.

Reminders (Mail Merge)

You can print a reminder letter using a direct
mail merge into MS Word, as with'the"A4
label option. As with the labels, you will
need to create a letter template iI"MS Word
before you can start using this’option.

Field tokens to be in¢cluded in the merge are
as follows:-

Title, Forename, Surname, Address],
Address2,.Address3, Address4, Postcode,
RecallDate

Preview Button

Tick,this box before clicking either of the
above options to preview the results before
printing.

PRINTED LIST

Preview List Select this option to preview a report of all
patients whose recalls are due in the specified
date range.

Once the preview has been displayed, the
report can be printed by clicking the print
icon at the top of the preview screen.

Print List Select this option to print a report without
previewing it first.

File-Output

FILE EXPORT

Export to .xml

Exports the data in xml format.

(xml is a generic framework for storing any
amount of text or any data. Its primary
purpose is to facilitate the sharing of
structured data across different information
systems, particularly via the internet.)
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Export to .csv Exports the data in csv format. If you do not
have a copy of MS Word, this file could be
used, for example, as a hit file to create a
mail merge (either to letters or labels) in
another word processing package that
supports mail merge.

Excel Sheet Exports the results and displays them in MS
Excel.

Electronic Output — See separate section on Text Messaging overleaf,
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WORD MAIL MERGE FACILITIES

FROM STANDARD REPORTS

One of the options when producing Cancellation/Reminder, Failed to Attend, Aged Debt
and Recall reports is to export the results directly to Microsoft Word and carry out a mail
merge, ie produce a run of letters for each patient included on the report. Sample templates
for these reports are installed on your C Drive\Shire Dental Documents\Templates in the
relevant folders, ie Recall_Run, Aged _Debt, App_Reminders-Cancellations and
Failed_Attend. These can, of course, be edited as required.

CREATING MS WORD TEMPLATES

For this you would need to produce a template in MS Word which contains tokens.that allow
you to determine where the patient details are to be inserted into the document as'well as the
standard non-variable text. There will already be examples of templatesStored on your
server and these should be edited to your own requirements before attempting the merge.

NOTE: Templates used in the standard reports for mail merge, ie reminder letters, etc should
be saved as Word 97 — 2003 Documents (*.doc). The templates for use with the DI tab
should be saved as standard Word Documents (*.docx).

The method for inserting tokens into Word varies according to the version of Word that you
are using, but in Word 2010 the option for doing so i$ outlined below. If you are using a
different version of Word, contact us for assistanee-if required.

e Click in the document where you Wwant the token to be inserted.

e Click on the Insert tab.

e Inthe Text section of thistab, click Quick Parts and select the Field option.

e Inthe Categories section, select Mail Merge.

e Inthe Field Names.section, select MergeField.

e Inthe Field’Name box type in the name of the token (no spaces).

e Click OK to insert the token.
Youcamalsoradd a token that will insert today’s date into the letter. This can be
automatically updated each time that letters are produced. To do so:

o Click in the document where you want the date token to be inserted.

e Click on the Insert tab.

e Inthe Text section of this tab, click Date & Time and select your preferred format
for the date from the list offered.

e Click the Update Automatically box and click OK.
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General Report/Labels Tokens

Title Addressl (no space)  Forename Address2
Surname Address3 Address4 Postcode
Report Specific Tokens

Report Token Displays

Appointment Reminders/Cancellation Rpt AppDate Date and time of appointment

Failed to Attend Report AppDate Date and time of failed
appointment

Recall Run RecallDate Date of recall due

Aged Debt Report Balance Patient Account Balanee. (You
can insert a pound sign in front
of this when adding the token by
ticking the,box alongside the
Textsto be inserted before:
option.in the Field options
section and typing a £ sign in the
text box.)

Labels

Most practices position the text of the letter so that the letters fit into window envelopes, but
you can also mail merge these reports to alabel template — for example, you can run the
report once for a letter and, using the same Patient and Date selection options, once more for
a label for each of those letters.

There are already label templatesistored on the system in the Labels folder within each
template report folder. These’have’been set up to print onto A4 Avery Labels — product
numbers L7160 (3 columnsix 7=rows of labels per page) and/or L7161 (3 columns x 6 rows of
labels per page). If you,wish to use this facility then make sure that you buy labels that are
compatible with these Avery product numbers and select the relevant template for your labels
when running theeport.

To CARRY'OUT THE MAIL MERGE

1) /Selectithe report that you require from the Reports menu and specify the Patient and
Date Selection requirements for the report.

2) Then click:-
Cancellation/Reminder Report  Letters or Labels button
Failed to Attend Report FTA Letters or Labels button
Recall Report Letters or Labels button
Aged Debt Report Having run the report, click the Word Merge button —

there are more detailed notes in the Reports section of
the User Manual.
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3) Browse for and select the template either by double-clicking it or single clicking it and
clicking Open.

4) Older versions of Word/Windows will open the document automatically when the merge
is complete. With more recent versions, the mail merge will be generated and a
Microsoft Word icon will appear on the Windows task bar at the bottom of the screen.
Click this icon to view the mail merged letters.

5) This will produce a separate Word document which contains one letter per patient and can
be printed onto your own letterheads and saved using the usual print/save facilities in
Word. The original template is a different document and will remain untouched inithe
Templates folder.

FROM THE PATIENT'S DI TAB
Consent Forms/Information Sheets/Referral Letters

You can also merge directly from the DI tab on a patient's record int@ previously saved
Microsoft Word templates. This feature can, therefore, be usedito produce and save
customised referral letters, consent forms, general letters to the patient and information sheets
etc.

In recent versions MS Word (2007 or later), it is possibledo produce a protected form as a
template, whereby you can include checkboxes and/oreombo selection boxes as part of the
document.

Documents produced from the DI tab can'be edited manually as they are produced and will
be saved automatically in the Patient Folder an the DI tab, from where they can be viewed
later. Additionally, a link is created,in the patient's journal and double clicking this link will
also display the saved document.

Example templates are installed for'new systems on the C Drive\Shire Dental
Documents\DI_Templates.TheSe can be edited as required. The tokens available for these
templates are listed overleaf = see page 106 for instructions on inserting these tokens into
templates.

When you click the=DI tab you will be presented with a menu of available options. One of
these will berthe'Patient Folder and all mail merge generated correspondence will be stored
in this“folder.

Depending upon how your system has been configured, your DI menu might be displayed as
follows:-
=]

e Everything except the Patient Folder is a link to : r -
either a template (or a digital x-ray machine). Digora

Patient Folder

e Once merged, the documents and digital X-rays
will be stored in the Patient Folder. Templates

Browse for and select the template required. |
However, you should be aware that as soon as a template has been selected from the DI tab,
then the merged document is automatically saved against that record in the Patient Folder. If
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you make any changes to the merged document, you should click the Save button before
exiting the document for your amendments to be saved, or select the Save option when
prompted as you close the document, otherwise the base document only will be saved.

DI Tab Mail Merge Tokens

PatientID Surname Forename PreviousName
Salutation Address1 Address?2 Address3

Address4 PostCode HomePhone WorkPhone
MobilePhone EmailAddress DOB GeneralNotes
NI_Number NHSNumber DefaultFeeScale DefaultDentistlD
RecallPeriod Registration_Date RecallDate HygenistRecallDate
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TEXT MESSAGING

Please note that, if the box alongside the Contact Preference field on the
Patient Details Screen is not ticked, and you select Obey Patients’ Contact
Preferences when running a report, then the patient will not be included
at all in any reminder run, electronic or otherwise, ie this is your option
for excluding patients who do not wish to receive any reminders.

Contact Preference; Mo Preference w

Your system needs to be configured to send text messages before this option is first used:
There is a minimum charge (currently £10 per month), which includes up to onghundred
texts and the method of payment is by direct debit. If you use more than one/undred texts,
we will invoice you for these at our prevailing rate (currently 10p per text). Please note that
unused texts from your monthly allowance cannot be carried forward to the following month.
Contact our Support Department for further details.

RECALL RUN - ELECTRONIC NOTIFICATION

Recall reminders can be sent by text message for those patients
who have elected to receive reminders in this way. For thiose
patients who wish to be sent text message reminders, ‘yoty should 17977 553 456
tick the box alongside the home or mobile telephone\number on
their Patient Details Screen.

You can choose to:-

send either a text message or a printed.rfeminder; or
send both a text message and.d printed reminder

If you have selected the option to' Exclude patients who will receive SMS in the Patient
and Date Selection seCtion when printing your recalls, you can subsequently choose to send
SMS text messages to these’patients who have been excluded from the print run. You could,
of course, choose te,send’SMS text messages as well as printed reminders by not excluding
them from the ipitial printout.

1)  Once yoursystem has been configured, select Recall Run from the Reports Menu.

2)/ Seleet your Patient and Date options in the usual way — see your user manual for more
details regarding these options. We would recommend that you print a report at this
stage and check that the output selection is correct before continuing to send the texts.

3) Inthe Electronic Notification section, select the (SMS) option from the drop down
menu.

Electronic Notification

(5MS) v Select SMS Template

I,‘dSend Messages I I Edit SMS Template
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4)  Click the Select SMS Template button and select the template required — see notes
below.

5)  Click the Send Messages button.

NOTE: This will send a text message to those patients where the box alongside the
Mobile field on the Patient Details screen is ticked. You can also send a text
message to a home number if no mobile number exists providing the box alongside the
Home Phone field is ticked. If the boxes alongside both the home and mobile number
are ticked, only one message will be sent — to the mobile number.

SMS TEMPLATES

From: This will be your practice name, as configured during setup.

Subject: Not applicable for Text Messages.

Body: This box should contain the text message that youwish to send to your

patients. The default message can be edited and the.text can contain the field
tokens listed below.

Tokens for Electronic Output

The following tokens can be embedded in the text of SMS templates. When SMS messages
for recall reminders are sent, the following data.will be inserted in place of these tokens.

**PATIENT NAME** Patient’s title\followed by patient’s surname
**DUE** Recall daté~ asdisplayed on the Patient Detail screen
**DATE** Today?§ date

Select SMS Template

The SMS template filesis called SMS.xml. There will already be a default template in
existence for each type‘ef report and, where possible, the recall template will be displayed
ready for selection. This template will be used by default if you run the recalls without
selecting a templdte at all. It can be edited, if required, using the Edit SMS Template option
described below.

Edit SMS Template

The system will allow you to type 500 characters into a template. You should bear
in mind, however, that there is a maximum of 160 characters per text message and,
if you exceed this character length, then you risk sending two (or even three)
messages to each patient which, of course, will double (or even treble) your costs.
The character count should include the number of characters that will be imported
in place of any tokens that you may have built into the template.

1)  To edit the SMS template, click this button and double click the template to be edited.
Edit the text displayed in the Body section of the template - the approximate character
count is displayed at the bottom of the screen.
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2)  Tokens can be included in the template to automatically display patient data.
Remember to allow adequate characters to display the imported data.

3)  Click the Save button.

To Create a New Template

If you wish to create an alternative recall template, say for a different dentist if you are
filtering by dentist, click the Edit SMS Template button and copy and paste the existing
template into the same location. Right click and rename the copy (don’t rename the default
template — this needs to exist) and double click the new template and edit the existing text.
Click the Save button.

TEMPLATES ARE STORED IN THE FOLLOWING LOCATIONS:-
Appointment Cancellations C:\shire dental documents\xmf\

app_reminders_cancellations\Wsms\cancel

Appointment Reminders (Manual) : C:\shire dental documents\xml\
app_reminders -caneellations\sms\reminder

Appointment Reminders (Automatic) : C:\shire dental documents\xml\
app_reminders cancellations\sms\auto

Recall Reminders: C:\shire dental
documents\xml\recall_run\sms

ONE-OFF TEXT MESSAGES

Once text messaging has been enabled, you can send a one-off text message to a patient
providing the mobile or home phone box is ticked on the Patient Details Screen. There is a
mobile phone icon alongside the telephone numbers on the Patient Details Screen - this will
become enabled if the mobile.er home phone box is ticked.

N
Home Phone: 11270 235689 r
i
Mobile: 17977 223 456
v

1)  Click this icon to send a text message to that patient (if text messaging has not been
enabled-on your system a message warning that this is the case will be displayed). The
fellowing screen will be displayed.

Send an SMS Message

Telephone Number |\ ETE@P7RREs - ir
‘,
Send When |15 February 2012 1113 AM v Sy
Message Text
Message Length
I@ Cancel ‘ I% Send
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2)  Telephone Number: select the number to which the text message is to be sent.

3) Send When: select the date and time to send the message — it defaults to today’s date
and the current time, but these can be edited.

4)  Type your text into the Message Text box — the message length will be displayed as
you type.

5)  Click Send and the message will be sent to the number, and on the date and at the time,
that you have specified.

APPOINTMENT REMINDERS/CANCELLATIONS

This option allows you to identify patients who have appointments booked anthsend them a
text message reminder for that appointment. Alternatively, you could alsg use the same
option to advise them that their appointment has been cancelled by the practice and send a
text message to ask them to rebook. This works in the same way as foryecalls but the token
**DUE** in this option will include the date and time of the boeked.appointment. Select
Appointments — Appointment Reminders/Cancellation Notification — from the Reports
Menu.

Default reminder and cancellation templates will be installed which can be edited in the same
way as the recall template. As this report has two,functions, you will need to select the
required template each time that you run this routine. There can be no default option
since the system has no way of knowing whetheryou are sending appointment
reminders or cancellation notifications.

AUTOMATIC APPOINTMENT'REMINDERS

There is also an option to send or/Schedule automatic text reminders at the point that the
appointment is booked. An optionjhas been added to the existing appointment booking
screen to schedule an SMSyreminder Now, the Day Before, the Week Before and the Month
Before (or combinatiens of). These options can either be selected at the time of booking or
set as defaults in Application Preferences (Administration Menu/System Maintenance).

The template for automatic appointment reminders is different to that for manual appointment
reminders — seesprevious page for template locations.

FAILED TO’ATTENDS

This option.allows you to identify patients who have failed to attend an appointment on a
specified date and send them a text message to rebook. This works in the same way as for
recalls’but the token **DUE** in this option will include the date and time of the failed
appointment. Select Appointments — Failed to Attend Report — from the Reports Menu.

A default failed to attend template will be installed which can be edited in the same way as
the recall template. The system will use this default template, even if you do not click the
Select SMS Template button each time that you run the routine.
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OuUTPUT TO SMS — SUMMARY NOTES

APPOINTMENT REMINDERS

Text messages can either be sent manually or scheduled automatically at the point the
appointment is booked.

Telephone numbers need to be updated before you can start sending any text messages.
Don't tick any of the text reminder indicators unless the numbers are correct.

IMPORTANT - see separate notes re maximum message length per text for all SM$
transmissions.

Automatic SMS Appointment Reminders

e By far the easiest option but needs constant internet access and théyserver left running at
all times.

e Reminders are scheduled when the appointment is booked by clicking the relevant box.

e If the appointment is cancelled or cancelled and rebooked; the schedule is amended.

e In Application Preferences (Administration Menu, SMS tab) you can set the preferred
default auto schedule option selection on the appointment booking screen.

e Template location:  C drive\Shire Dental,Documents\xmi\
Appointment_Reminders” Cancellations\SMS\Auto.

All manually run reports listed below can also be output to labels, letters or a printed
list.

Manual SMS Appointment Reminders

Note: Appointment Reminder and Cancellation Notification reports are generated from the
same menu option_ but output to different SMS templates. Depending upon what the report is
being used for, justselect the relevant template before you send the texts.

e Select Appointments - Appointment Reminders/Cancellation Notifications from the
Reports,Menu and choose the Reminder template.

e Anternetaccess is required for SMS output at the time that the report is run until the
messages have been transmitted.

e If you are using both auto and manual SMS appointment reminders, you should ensure
that these two templates are identical to reduce the possibility of duplicate texts being sent.

e Templates location: C drive\Shire Dental Documents\xmI\ App_ Reminders_
Cancellations\SMS\Reminder.
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CANCELLATION NOTIFICATION REPORT

e Select Appointments - Appointment Reminders/Cancellation Notifications from the
Reports Menu and choose the Cancellation template.

e Templates location: C drive\Shire Dental Documents\xmI\App_Reminders_
Cancellations\SMS\Cancellation.

FAILED TO ATTEND REPORT

e This can be run daily — the day following the missed appointments.
e Select Appointments — Failed to Attend from the Reports Menu.
e SMS Template Location - C drive\Shire Dental Documents\xml\Failed_Attend\SMS.

RECALL REPORT

Note: The appointment reminder options outlined above will pick up,those"patients who
already have an appointment. The Recall Run report will pick yupsthoSse patients who are due
a recall but who do not already have an appointment. This depends, of course, upon the
recall date being updated. (For the Reception module, recall dates have to be maintained
manually but for the Billing or Charting modules, howevery these recall dates will be updated
automatically as the treatment is entered.)

e Using the Recall Run option, you can send text reminders to those patients who haven't
already got an appointment booked and whe,are set up to receive texts.

e Select Recall Run from the Report Menu,

e SMS Template Location - C drive\Shire Dental Documents\xml\Recall_Run\SMS.

e A report or letters can be printed for those patients who have not already got an
appointment booked and whoare not set up to receive texts.

ONE-OFF SMS

For those patients' whp are set up to receive text messages, click the text message button on
the patient.details S€reen. Type in the message and press Send. No template or tokens are
available forthisioption. Internet access is required for this option at the time the message is
sent.

SMS.REPORT

You can print a status report of texts sent in a date range from the Ad-hoc Reports option (see
page 117) on the Reports Menu. Open SMS Delivery Report in the SMS folder and execute.
The results can then be printed or exported to Excel. User permission applies.

SMS messages from our system are delivered to the recipient's mobile by passing the
message from one network to another. We pass your messages to our SMS gateway, and
they route the message to the recipient through the appropriate network. Unfortunately,
delivery of the message cannot be not guaranteed, as multiple networks are involved, and any
one of those networks may drop it — or, of course, the mobile may be turned off or the
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telephone number may not be a valid/active number. Unfortunately, this is beyond our
control.

The status on the SMS delivery report will show either:-

Delivered,
Sent or
Expired.

Sent means that the message has been sent but not yet delivered. Attempts to deliver the
message will continue for a while but, if unsuccessful, the status will eventually change te
Expired, and there will be no further attempts to deliver it.
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AD-HOC REPORT GENERATOR

STRUCTURED QUERY LANGUAGE

SQL stands for Structured Query Language which is a language that allows you to search
your records for data. The Shire Dental System supports SQL and ad-hoc reports can be
generated, saved and run to query your dental database. The Ad-hoc Reports option is
accessed from the Reports Menu.

SQL QUERIES

You can write your own queries or copy and paste an existing query into the report genegator.
To make your queries more flexible, you can build tokens into a report to prompt for variable
criteria each time that the report is run.

Once a query has been saved, it can be recalled and run as often as requiredy The results can
be previewed on the screen, printed, exported to Excel or saved to a list.

To EXECUTE (RUN) AN EXISTING QUERY:
1)  Click the Open button.

2)  Browse for the report in the Shire Dental DocumentsYAd-Hoc Reports folder on your C:
drive and click the relevant query from the list displayed in the Open box and click
Open.

3)  The query will be displayed in the query text box (at which point it can be edited, if
required).

4)  Click the Execute button to display the results -
on the screen. Once the query has been run, the
results will be shown on’the bottom half of the
screen. The recordsS thatumeet the criteria will be

Complete Rows : 27

counted and the'number displayed in the bottom
right hand corner ofithe screen.

5)  Some queries require the user to enter variable values upon which the query is based. If
this IS theicase, the values should be added at this point. When you run such a query,
the following prompt screen will be displayed.

Erter the Patient Reference

| 0K || Cancel |

e Default entries for prompted data may be embedded in the script itself. If so, and
this is the correct value, then click OK to select. Overwrite and click OK if a
different value is required.

e Dates should be selected using the calendar.
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o If the Like operator has been used in the query, this means that part of the value
can be typed in — the % symbol can be used as a wildcard (ie a special symbol that
stands for one or more characters) before and/or after the text.

e If the Equals operator is used, then the exact value needs to be added.
e In setting values, generally 1=Yes and 0=No although in some tables True and
False is used in place of these numbers.

To Stop a Query from Running

You can stop a query from running by clicking the Stop button on the toolbar. You wilkbe
prompted that the execution has been cancelled and only the records that were selectedyup
until the Stop button was pressed will be displayed on the screen.

PRINTING AND EXPORTING SQL QUERIES

=
8 | &
Preview Prirt Bl Saveto List

The results of the query can be previewed, printed, exported to Excel or saved to a list.
Execute the guery and select one of the following_ options:*

Print Preview

Execute the script and click the Preview button on the a2 Print preview

toolbar. Confirm that the correct printerisselected and & O ~| [ 00 @ B @ | Clos
press Print. The preview will be displayed on the
screen.

The results can be printed.from here if required by clicking the print option in the top left
hand corner.

Print

Once the seript:hasbeen executed, the results can be printed directly to the printer by clicking
the Print button on the toolbar. Confirm that the correct printer is selected and press Print.

EXport to Excel

Execute the script and click the Excel button on the toolbar. The results will be copied and
pasted into a new Excel document.

NOTE: MS Excel decides whether to interpret data that has been pasted into the spreadsheet
as dates and we have little control over this interpretation. Reformatting the cells is usually,
but not always, enough to correct the display if the dates are displayed incorrectly.
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Save to a List

Make sure that the patient ID is included in the Select clause and then execute the script and
click the List button on the toolbar.

BUILDING YOUR OWN QUERIES

It will be helpful when building your own queries if you understand the structure of the
database that stores your data.

Database Structure

Database A database stores data in tables and can be a collection of tables.

Table A table consists of a list of records with each record having the

same structure. Records are displayed in rows in a table.

Field The data relating to each record is stored in ‘fields’. Each record
has a fixed number of fields of a specific type. Fields are
displayed in columns in a table.

A database most often contains more than one table. Each table is igentified by a name
(eg Patients). Each field is identified by a unique name within each table. This is preceded
by the table name with a full stop separating the table and field'names. There are no spaces in
table and field names.

Patients.Surname is the surname field“in,the Patients table.
Fields contain the same type of data for every record.

The Patient table below displays fivedecords (one row for each record) and six fields (one
column for each field).

FamilylD, FamilyName,.RatientlD, Active, Surname, Forename.

FamilylD FamilyName' | PatientlD Active Surname Forename
050-000002 | Evans 050-000023 |1 Evans John
050-000002 | Evéns 050-000024 |1 Evans Michelle
050-000002, | Evans 050-000025 |1 Evans Michael
050-000003 yPodd 050-000026 |1 Dodd Daisy
050-000004 7 Kelly 050-000027 |0 Kelly Alice

Most.of the data in the dental system is stored in a database called DentalSystem. The ad-hoc
report generator can only be used to directly query the DentalSystem database. There is,
however, a separate database called DentalSystem_EDI which stores most of the data relating
to EDI transmissions. We have, therefore, written Views that link both databases for general
EDI queries

Tables can be joined for the purpose of extracting data, providing there is a common field in
both tables linking the relevant record(s) in one table to the relevant record(s) in another.
Such tables are called related tables. If you want to base your query on more than one table,
then you will need to include a join in the query (see page 132 for instructions on adding

Shire Dental User Manual Page 119 V1.7.03




joins). The type of join will vary according to how the data is linked. With this in mind, we
have created some views that link tables for you — see Tables/Views list overleaf.

To Build a Query

The first step in building a query is to determine which Table(s)/Views contain the data that

you wish to query.

Selecting Table(s)/View(s)

=

-2 Views

1)  Click the Build button on the toolbar. This will
display the query builder screen.

2)  On the left-hand side of the screen is the
Tables/Views selection tool. This comprises.of a ehoice
between Tables and Views.

3)  Click the plus sign to the left of either the Tables or Views to display aJlist of Tables or

Views that are available for selection.

There are many tables in the DentalSystem database. Tables/Views that you are most likely

to want to query are as follows:-

Most Commonly Used Tables/Views

NAME TABLE DESCRIPTION
OR
VIEW

Apps Table T his table contains a record of all appointments
currently stored in your appointment book, together
with all Emergency, Break, Lunch Break and
Meeting Slots 1. If an appointment has been
cancelled, it is moved from the Apps table to the
AppsHist table.

AppHist Table This table contains a record of all cancelled/restored
patient appointments.

Cashbook Table This table contains a record of all payments and
refunds.

FeeCodes Table This table contains a record of all fee codes for
every fee scale. The table includes fees that have
been deleted and marked as disabled even though
these are not offered for selection when entering
treatment.

Invoices Table This table contains a record of all treatment
invoiced. Deleted invoices are moved from this
table to the ArchivedInvoices table.

ArchivedInvoices Table This table contains a record of all deleted invoices.

Journal Table This table contains a record of every journal entry

for every patient.
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Patients

Table

This table contains a record of all patients, active
and inactive.

TreatmentCourse

Table

This table contains extra details about the courses of
treatment. It mainly relates to transmission details
for NHS courses of treatment. There is one entry in
the table per course of treatment.

Chart_Lines

View

Use this view for charting queries — it is a
combination of several tables with automatic joins
built in.

NHS_EDI_Messages

View

This view stores a course reference for NHS
transmitted courses of treatment and displays the
EDI claim reference and file referenee numbers for
each of these courses.

NHS_EDI_Schedl_Responses

View

This view stores a course reference for schedule
responses for NHS transmitted-courses of treatment
and displays the confirmed patient charge and
number of UDAs.

GETTING STARTED

Queries comprise of various clauses and these clatises-have to be constructed in a pre-
determined format. A very basic query comprises of\at least the following two clauses:-

The SELECT clause (which speegifies what data will be displayed for each record
selected in your query; and

The FROM clause (which specifies in which Table/View that data is stored).

THE SELECT CLAUSE

1)  Decide which Table ora View you wish to query and click the plus sign alongside that
Table or View. Thiswill display a list of fields within that Table or View.

2)  Drag thosg fields that you wish to display on your report (preferably in the order that

you want:to display them) and drop them into the

Show’bex in the query builder. :Z::I::LONS 0N CROUPEY ORDEREY
Patients.PatientlD
3) ~~ Once the fields are displayed in the Show box, you Patents.Forename
can change the order in which they are displayed by Patents Address1
dragging them from one position and dropping them Pationt.Addrassa
into another. If you wish to remove a field from the Patients.PostCode
Show box, drag it out of the box again. |

4)  As you select the fields you will see that the query is being built automatically and is
displayed on the bottom half of the screen. The SELECT clause comprises of the fields
displayed in the SHOW box. You will see that the fields are separated by commas with

no comma after the last fieldname.
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THE FROM CLAUSE

The FROM clause will also be generated automatically depending upon from which table or
view you have selected your SELECT data.

If your query comprises of only these two clauses, then every record will be displayed from
the specified table.

To SAVE THE QUERY

1)  Click the Write Query button and the query will be exported to the Ad-Hoc Reperts

(B) Q|| | ®

h, y
5w Tables SHOW | CONDITIONS | JOINS | GROUP BY | ORDER BY
R T
i Views Item Name

screen.

2)  You can write comments at the top of the query before'you save it. General comment
(for example the report name or a brief desctiptionof the report) should be preceded by
two dashes, as follows:

--Active Patient Report

The two dashes effectively instruct SQL to ignore the comments on that line and not
attempt to process them. A hard return (ie pressing the Enter Key) will end the
comments line.

3)  Click the Save button opthe'Ad-Hoc Reports screen.

4)  SQL scripts should be'saved in the Reports folder in the Shire Dental Documents folder
on your C drive. ¥ou/can create sub-folders if you wish. Select the folder in which
you want to save the report, name the report and click Save.

THE FOLLOWING CLAUSES ARE OPTIONAL
THE WHERE CLAUSE

It is possible to place conditions upon which records are selected by adding a WHERE
clause, which allows you to select the records that meet specified conditions. You can select
any of the fields contained within the tables upon which the query is to be based and specify
the conditions that apply to the selection of the records you wish to retrieve, ie you can
compare the value stored in the field in the database against the value for which you are
searching. You need to specify:

¢ the field upon which the condition is to be placed (this doesn't have to be a field that
is included in the SELECT clause, it can be any field in the table or view);

e acondition (comparison operator); and
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e the search value.

Selecting the Field
1)  Click the Conditions tab on the query builder screen.

SHOWE§0N0|T|0N§)JOINS GROUP BY | ORDER BY

Item Name Condition Condition Value Combiner

* . [ [

2)  Drag the field upon which the condition is to be placed into the Item Name box:

Adding a Condition

3)  Click on the arrow to the right of the Condition box and select an operator. The
available choices are as follows:-

= Equal to Will search for data exactly equal to the specified
value. The value can be.alphabetical or numerical
or a combination of the two.

I= Not equal to Will search for data,not equal to the specified
value.
> Greater than Will search=for data greater than the specified

value but will not include the specified value. The
data can_be numerical or in date* format.

>= Greater than and equal Will search for data greater than or equal to the
to specified value. The data can be numerical or in
date* format.
< Less than Will search for data less than the specified value

but will not include the specified value. The data
can be numerical or in date* format.

<= Less than and\equal to Will search for data less than or equal to the
specified value. The data can be numerical or in
date* format.

In In See page 126 for an explanation of how these two

Notin . | Notin operators can be used.

Like/Not | Like and Not like You can use the Like and Not Like operators to

like find values in a field that match, or do not match, a

pattern (text string) that you specify. These
operators can be used in conjunction with wildcard
characters to make the search more flexible:-

e % The percentage symbol matches any
character string. (It resembles * in DOS
applications).

e The underscore symbol matches any single
character.

These wildcard characters can be used either
before or after the text string — or both, if relevant.
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For example, you could use the condition LIKE
‘Smith%’ . This could return all patients with a
surname of Smith and Smithson. Whereas, LIKE
‘Sm_th’ could return all the patients with a
surname of Smith and Smyth and LIKE ‘Sm_th%’
could return all patients with a surname of Smith,
Smyth, Smithson and Smythson.

* When used with dates > means after, >= means on or after, < means before and <= means
on or before the specified date.

Specifying the Condition Value

4)  Click on the Condition Value box and type in the text with which you wish to'«compare
the data entries and press the Enter Key to refresh the script. Please notesthat, a value
should always be entered with single quotes around it. The search js,notcase sensitive,
ie data in both upper and lower case will be included.

Using Dates as Condition Values

A function has been written for use in the builder, called dbo:wdate. This ensures that
all dates are formatted consistently, irrespective of howsthey have been entered, and it
should be used around each date value in the query; It can be used in the SELECT
clause, if required, but it is more important in a)/WHERE clause to ensure the correct
selection of data.

The syntax (ie the rules for the strugture of the queries) for using this function is as
follows:-

U] [Qfa][®

| FamilylD SHOW CONDITIONS |JOINS | GROUP BY | ORDER BY

| FamilyName
[l PatientlD

Fl Active

Fl Surname

Fl Forename

Fl PreviousName

Item Name

Patients.Registration_Date
L&

[l salutation
[l Address1
Fl Address2
Fl Address3
F] Address4
Fl PostCode
F| AddressType
Fl HomePhone

=P

SELECT Patients.Registration_Date, Patients.PatientID, Patients. Salutation, Patients.Forename, Patients. Surname, Patients.Address1, Patients.Address2, Patients.Address3,
Patients.Address4, Patients.PostCode

FROM Patients

WHERE

Patients.Registration_Date >= dbo.vdate('01-01-2013")

In the above example, the patient registration date has been used in the WHERE clause
to select all patients who have registered after a specific date. The date registered is a
value that is stored in the table but is not displayed on the Patient Details screen.

Other built-in, mathematical functions can be used in SQL scripts — these are described later
in these notes on page 127.
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Multiple Conditions

There is no limit to the number of simple conditions that can be present in a single SQL
query. The operators AND and OR join two or more conditions in a WHERE clause.

e The AND operator displays a result if ALL conditions listed are true.
e The OR operator displays a result if ANY of the conditions listed are true.

NOTE: Combinations of both AND and OR can be included in a single query but, when
doing so, more care needs to be taken with the syntax of the script to ensure that the correct
data is selected. A detailed explanation of how to combine these two operators into asingle
query can be found on the following page.

To add a second condition to a script, click the arrow to the right of the Combiner eoltmn
and select your required operator and then add your next condition on the line.below.
Continue on this way until all of your conditions have been entered.

i

Q=] [®

{4 NHS_Bands SHOW | CONDITIONS |JOINS | GROUP BY | ORDER BY

1% NHS_Claim_R

i ) ) Item Name Condition Condition Value Combiner
{4 NHS_Claim_Selections

5. NHS Codes Patients.Registration_Date [>= dbo.vdate('01-01-2013") ANDY

5168 NHS Contracts Patients.Re?istratinn_Date |<= dbo.vdate ('31-01-2013') \[AND,/

ié'i NHS_Exemptions Patients.Active \= 1"

#-[§ NHS_Exemptions_Wales T \;

+ {4 Notes E

5% Patients

i ~Fl FamilylD

. Fl FamilyName
El PatientiD

----- =¥ Active

Fl Surname

EEERE
a e ie

~F Forename

Plmoe

SELECT Patients.Registration_Date, Patients.PatientlD, Patients.Salutation, Patients.Forename, Patients.Surname, Patients.Address1, Patients.Address2, Patients.Address3,
Patients.Address4, Patients.PostCode

FROM Patients

WHERE

Patients.Registration_Date >= dbo.vdate('01-01-2013") AND

Patients.Registration_Date <= dbo.vdate ('31-01-2013") AND

Patients.Active = '1'

In the above example, the patientiregistration date has been used in the WHERE clause to
select all patients whahave tegistered between specific dates and an additional condition has
been added to select only. those patients who have a tick in the Active Patient box on the
Patient Details Screen (a value of 1 usually indicates a tick in a box). You could use this
query, for example; to generate a hit file that could be used in a mail merge each month to
write to your newly registered patients and welcome them to your practice.

Combining AND/OR Connectives

When a guery has multiple conditions in the WHERE clause and those conditions combine
AND"and OR connectives, the order in which the conditions are evaluated can affect the
results of the query. By default, all of the AND conditions are evaluated before any OR
condition.

This is not a problem if only AND or OR connectives are used, just if there is a combination
of the two. You can change the order in which they are evaluated, however, by adding
brackets around particular search conditions. For example, you may want to create a query
where you selected all active patients whose default fee scale was one of two possible scales.
If you constructed your query as follows:
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WHERE
Patients.Active = 1 And
Patients.DefaultFeeScale = 'Private’ Or
Patients.DefaultFeeScale = 'Independent’

The conditions would be evaluated in the following order.

Patients.Active = 1 And
Patients.DefaultFeeScale = 'Private'
(which would return all of your active patients whose default fee scale is Private)

Or
Patients.DefaultFeeScale = 'Independent’ (which would return all or your patients
whose default fee scale is Independent — whether they were active patients,or not.

This could be prevented by putting brackets around the OR condition, asfollows. The
brackets would need to be added manually to the script before saving:

WHERE
Patients.Active = 1 And

(Patients.DefaultFeeScale = 'Private’ Or
Patients.DefaultFeeScale = 'Independent’)

This forces SQL to perform the selection basedwpon'the fee scale first and then check for
whether the patients are active.

A less complicated way to construct your query, however, would be to use the IN or NOT IN
clause.

THE IN/NOT IN CLAUSES
The IN clause selects4a,record if a specified value matches any value in a list.
NOT IN clause seleets a record if a specified value does not match any value in a list.
The syntax for these clauses is as follows:-
WHERE

Patients.Active = 1 And
Patients.DefaultFeeScale IN ( 'Private’ ,'Independent’)

e The listis enclosed in brackets.

e The individual values within the list are enclosed in single quotes and separated by
commas.

SHOW | CONDITIONS JOINS | GROUP BY | ORDER BY

Item Name Condition Condition Value Combiner
Patients.Active = |1 |AND -
Patients.DefaultFeeScale |IN ~ |('Private’,'Independent’) | b
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Nested (or Sub-Queries)

The IN and NOT IN clauses can also be used for nested queries. A nested query is a query
statement tucked (or nested) inside an existing query - ie, it is possible to run a query based
upon the results of another query. We will not be covering nested queries in this manual,
however, as this is an advanced feature that requires a more in-depth knowledge of SQL.

THE GROUP BY CLAUSE

This can be used in queries where you wish to summarize data. For example, you may Wwish
to produce a list of all patient families. Producing a report to list all of the family IDs*and
family names in the Patients table without using a GROUP BY clause — see example script
below, would result in each family member appearing on the report, ie if a family,comprised
of 3 family members, then that same family ID and name would appear threg/times in the
report.

* Family IDs are stored in the Patients table but are not displayed on the,Patient Details
Screen. Each family member would have the same Family 1D andthis is not to be confused
with the Patient ID which is unique per patient)

Example:

SELECT Patients.FamilylD, FamilyName
FROM Patients
WHERE Patients.Active = '1'

If you wanted the forenames and surnames ofeach family member to be included in the
report, then this would be correct. However, if you were to GROUP BY the SELECT fields
Familyld and FamilyName, then the IDsand the name would only ever appear once in the
report. You are effectively saying,that where the family ID and family name are exactly the
same, then only display the record once in the report.

If you use a GROUP BY. clause in your script, then you can only include in the SELECT
clause those fields that also appear in the GROUP BY clause, ie you cannot list individual
family surnames ifyou have used GROUP BY as the family ID appears only once.

Note: Bear/in mind that every patient record is allocated a family id, even if no other family
members‘are added. We will be explaining later in these notes how, if you have used a
GROUP BY clause, you can count how many family members are in each family and how to
display only those families who have more than one family member.

THE FORMULA FUNCTIONS

This option allows you to add a formula to perform mathematical calculations on the results
of a query - such as counting or adding them up or calculating their average value - and
include the answer in the SELECT clause. SQL has several such arithmetic (aggregate)
functions.

The most commonly used are:
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e SUM —totals all non- null numeric values in a specified field.

e COUNT - counts the occurrences of all non- null values in a specified field.

e AVG - returns the average value of all non- null numeric values in a specified field.
e MIN - returns the lowest non-null numeric value in a specified field.

e MAX - returns the highest non-null numeric value in a specified field.

It performs these calculations on the number of entries in each group and the correct syntax
(format) of these formulas is as follows:-

COUNT (*)

For any function other than the Count function, you should edit the function and replace the
* within the brackets with the field name upon which the formula is to be based.

To Add a Formula Function to your Query

In the query builder, on the Show tab, drag the relevant function from the-list on the far right
hand side of the screen onto the Formula section and replace the*with an actual field name
if the function is anything other than Count.

For example, if you had generated a query that displayed family 1Ds and family names, and
you had used a GROUP BY clause to list each family only once, you could add the COUNT
function onto the FORMULA tab which would add this*éalculation to the SELECT clause
and would result in the following script being.generated. An extra column would then be
displayed showing how many patients there were,in.each family

SELECT Patients.FamilyID, Patients.FamilyName, Count (*)
FROM Patients

WHERE Patients.Active = 1

GROUP BY Patients.FamilylD,Patients.FamilyName

Formula functions do not need’to,be’included in the GROUP BY phrase as the value is not a
stored value but a calculated, value.

This script would returmyresults such as:

Famity | FamityName
[T o
002-000131 Agar
002-000515 Akhtar
002-000842 Alexander
002-000809 A
002-000509 Alty
002-000223 Amery-Cook
002-000837 Andrews
002-000692 Appleton

M| = a2 2w =

Creating Your Own Column Headings

You will note that the column displaying the number of family members has no heading.
That’s because there is no field name in the database that stores this data — it is calculated.
You can, however, define a column heading. To do so, type in the heading you require
immediately after the field name in the SELECT clause, eg

SELECT Patients.FamilyID, Patients.FamilyName, Count(* ) ‘No of Family Members’
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If you use more than one word for the heading, you will need to put single quotes around it,
as above. This would return:

No of Family

FamilylDr FamityName Members

R

1
002000131 Agar 3
002000519 Akhtar 1
002000842 Aexander 1
002-000809 Ai 2
002000509 Ally 1
002000223 Amery Cook 1
002000837 Andrews 1
002000692 Appleton 2

You can add your own headings in the same way to any field in the SELECT clause (by:
default, these are headed with the database field name). The following script would add your
own column headers for each field.

SELECT Patients.FamilyID ‘Family ID’, Patients.FamilyName ‘Family Name’,
Count(*) ‘No of Family Members’

FROM Patients

WHERE Patients.Active = 1

GROUP BY Patients.FamilylD,Patients.FamilyName

Using a Formula Function without a GROUP BY, Clause

You can use a formula function in a query without using'a.GROUP BY clause if the only
entry in the SELECT Clause is one or more formula functions. If you wanted to just count
the number of active patients in a table, for example,\you could construct a script that would
return the following results:

SELECT Count(*) 'No of Active No of Adtive Patients'

FROM Patients Patients

WHERE Patients.Active =+1'

There are no facilities for constructing a script with only a formula function in the SELECT
Clause in the SQL builder, however, so you would need to type this directly into the Ad-hoc
Reports screen.

THE HAVING CLAUSE

This clause is,reserved for formula functions only. It allows you to specify a selection
conditien’dased upon the results of such functions. The WHERE clause cannot be used in
these circumstances as this can be used to query only actual values stored in a table and not
caletlated values.

The syntax for this is as follows:-
HAVING Count(*) > '1'

The following script would limit the results to only those families where there is more than
one member with user-defined headings.

SELECT Patients.FamilyID ‘Family ID', Patients.FamilyName 'Family Name',
Count(*) 'No of Family Members'
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FROM Patients

WHERE Patients.Active = "1’

GROUP BY Patients.FamilylD,Patients.FamilyName
HAVING Count(*) > '1'

THE TOP CLAUSE

This clause needs to be typed manually into the script but it can potentially be very useful
when constructing and checking a query that takes a while to run. Until you are satisfied that
the query is accurately returning the results that you are looking for, you can specify that you
want it to stop running after it has selected the top so many records. You will need to
remember to remove this clause, of course, before you run and save the completed version of
the script.

It also gives you the ability to filter for your top spending patients if you use,it on.a query that
has been ordered by the value that the patients have spent with you in a specified date range
(see also the following notes on the ORDER BY Clause).

You can also use it to display, say, the top 50 records in any table so'that you can see the
type of data that is stored in that table.

The syntax for this clause is as follows:-

SELECT Top 50 * from Journal
(1e it is positioned immediately after the,word SELECT and before the first field
name)

In this script, the * is used instead of specifying every field individually, ie it means all fields
in the table. It will select and displaysallof the fields in the top 50 records in the Journal
table. You can substitute any table for the Journal to find out how the table is constructed
and what sort of data is stored-m that table.

THE ORDERBY CLAUSE

You can specify theyorder in which the results are displayed (if no sort order is specified, the
data will usually be displayed in the order that the data appears in the table.) This must
always be‘the last clause in a query, ie you must always specify what records you want to
select pbefore specifying in what order you want them displayed. You can specify as many
secondary sort fields as you wish.
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SELECT Patients.Surname Surname, Patients.Salutation Title, Patients.Forename
Forename, Patients.Address1 'Address 1', Patients.Address2 'Address 2',
Patients.Address3 'Address 3', Patients.Address4 'Address 4', Patients.PostCode
Postcode

FROM Patients

WHERE

Patients.Active = '1'

ORDER BY Patients.Surname,Address1,Patients.Forename

In the example above, the patient records will be sorted firstly into alphabetical order of the
patients' surnames. Having specified that the Address line 1 is the secondary sort order,
patients with the same surname living at the same address are grouped together. Thefinal
sort order is in forename order.

NOTE: The data can be sorted in either ascending or descending order. By default, the data
in a query generated using the SQL Builder will be displayed in ascendingyerder — ie
alphabetical fields will be displayed in alphabetical order and numerieal fields will be
displayed from lowest to highest. Once the query has been exported to the Ad-hoc Reports
screen and before saving it, you can add the word DESC to the ORDER BY clause to display
the data in descending order, eg

ORDER BY Patients.Surname,Addressl1,Patients.Forename DESC
VARIABLE VALUES

Instead of embedding an actual value in a WHERE c¢lause, it is possible to replace the value
with a token and prompt for the value each timethat the query is run. This will make your
queries more flexible and prevent other usegs from having to edit the actual query themselves
if they want to search for a different value,

Note: The value of the LIKE operator €annot be used as a prompted token, as the LIKE
operator would be overwritten by‘the’= operator in SQL.

Creating Tokens

THERE ARE 3 STEPS TO CREATING TOKENS:-
1)  Make up aname for the token.

2)  Embedithetoken in the query in place of the value.

3) ~Prompt for the value of the token.

Name the Token

Give the token a relevant name which should be preceded with an @ symbol, ie @FeeScale
e Do not include spaces

e Do not use an actual field name
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Embed the Token

Embed the token in the query in place of the actual value , as follows:-

WHERE Patients.DefaultFeeScale = "Private’ AND Patients.Active ='1'
becomes
WHERE Patients.DefaultFeeScale = @FeeScale AND Patients.Active ='1'

Prompt for the Value
Enter a command line for each token that will prompt for the value when the query is run.
--Ask,Enter the Fee Scale,@FeeScale VarChar (20), 'PRIVATE'

The command line comprises of the following different settings, separated by.commas.

--Ask Activates the prompt

Enter the Fee Scale Is the text that will appear‘as an entry prompt
when the query<isskun

@FeeScale Identifies the token

VarChar(50) Specifiesthe format of the data and the

maximum, number of characters to be entered
whensprompted — see overleaf for the most
common format settings

'PRIVATE' Default value

Data Entry Format Settings
DATES: DateTime — Use thistformat for all dates.

TEXT: VarChar(50) <where (50) represents the maximum number of character
spaces4hat will be required to type in the variable value when the query is run.
(Please notethat if you type in more than the maximum number of characters
spegcified, the entry will be truncated.

NUMBERS;, "Decimal(10,2) - where 10 represents the total number of digits, and 2
represents the number of decimal places.

MWLTIBLE TABLES

It may be necessary to base your query upon more than one table (ie if the data that you wish
to select is saved in more than one table). Tables can only be joined if there is a common
entry in both tables. The fields do not have to be called the same name, it is the data stored in
those fields that has to be identical so that records in one table can be matched to records in
the other.

You should bear in mind that you may join a table with one entry per patient to a table with
more than one entry per patient. This is called a one-to-many relationship.
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For example, the patient's name is not stored in the Journal, only the patient ID. If you want
to display the patient's name on your report, you will need to link the Patients table to the
Journal table. The common field in these two tables is the Patient's ID. When you link these
two tables, for each entry in the Patients table there will be many entries in the Journal table
which means that the patient's name in your report will be repeated for each line of journal
entry.

JOINING TABLES

If you select a field from more than one table in the SQL Builder, you will be prompted for
the common field.

SHOW | CONDITIONS [ JOINS | GROUP BY | ORDER BY

3

I

Item Name

Journal.PatientlD

Patients.Surname

Formula

SQL Join Maker

Table Patients

Field PatientiD -

Table Journal M
Field PatientiD -

Make
e Cancel

Il

Select the common field from both tables@and
click the Make Join button.

Example

On the SQL Join Maker screen, by selecting
PatientID from the Patients table and PatientID
from the Journal table, the following join is
generated.

SELECT Journal.PatientID, Patients.Surname

FROM Journal

JOIN Patients ON Journal.Patient|D= Patients.PatientIiD
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NOTES ON THE STORAGE OF DATA
IN THE MOST COMMONLY USED TABLES

Most of the data stored in tables is self-explanatory but to assist you in the construction of
queries we have included some useful notes regarding the way that data is stored in those
fields where this is not so obvious.

Appendix | — The Apps Table

Appointment Categories
Category 1 relates to appointments booked for patients — Type 1 is an individual
patient appointment and Type 2 is a family appointment.

Note: If a Category 1 appointment is booked into an emergency slot;thenthe
Emergency field will have a value of 1, if not then it will have ayalue’of 0.

Category 2 relates to Emergency slots. The Type field for this'eategory always has a
value of 0.

Category 8 relates to Breaks/Lunch Breaks. The Type fieldfor this category always
has a value of 0.

Category 9 relates to Meeting slots. The Type,field for this category always has a
value of 0.

Subject stores the Appointment Category selected at the time of booking.
AppDetails stores the Additional Information text entered at the time of booking.

Patient stores the patient 1D but this is followed by the symbol 002-000547°. Also, family
appointments will contain more thamon patient 1D. This means that you are unable to
accurately use the Equals operatorto Select all appointments for a particular patient. You
can, however, use the Like operater combined with the patient ID immediately preceded and
followed by a percentage symbol)which acts as a wild card, eg Like *%6002-000547%".

Attended and Compléted fields have values of either 1 or O, where 1=yes and 0=no.

BookedBy/Last ModifiedBy fields store the User ID of the person who booked/last modified
the appointment.

NOTE: The,name of the user is not stored in the Apps table — this is stored only in the User
table. So,.to display the name on your report instead of the id, you would have to join these
two_tables oryalternatively, you could run a separate script that lists the IDs and names of all
of (yourwusers.

Custom Status (Status_Spade, Status_Heart, etc) have values of either True or False.
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Appendix Il — The Cashbook Table

cbDate records the date and time that was selected on the Record Payment screen.
cbDone records the actual date and time that the payment was recorded.
cbPrinted records the date that the transaction was marked as printed when cashing up.

cbTakenByUser records the id of the user who was logged onto Shire Dental when the
payment was recorded.

cbTakenByStaff records the id of the user who was selected in the Taken By field on the
Record Payment Screen.

cbPayStaff records the id of the user to whom the payment was assigned.
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Appendix Il — The Fee Codes Table
Enabled - It is possible to disable a fee code in a fee scale as opposed to deleting it. This
field record a value if 1 or O, where 1 = True and 0 = False.

Feelndex records the order that the fee codes are displayed for selection when entering
treatment.

Deleted - Deleted fee codes are not removed from the table, they are just marked as deleted.
This field records a value of 1 or 0, where 1 = True and 0 = False.

Price records the basic Item Price (Individual Price).
Price2 records the subsequent price — if applicable.
MaxPrice - records the maximum price, if applicable.

SecondaryAnalysisCode records what has been entered into the Fee Type fi€ld or'the Fee
Code Maintenance screen.

AnalysisCode records what has been entered into the Analysis field'on the.Fee Code
Maintenance screen.
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Appendix IV — The Invoices Table

iDate records the invoice date.

iEValue records the invoice value.

ilnvoiceNum records the invoice number.

iPatient records the patient id for whom the invoice was raised.
iNarrative records the narrative, which will be one of the following:-

TRANSACTION TYPE NARRATIVE

Invoice or credit note raised manually | Treatment

Invoices raised automatically [Auto Invoice]

NOTE: The Auto Invoice option should only be activated for those practices that record
payments but do not enter any billing information. The invoice,can be raised
automatically in those circumstances to keep the patient’sfinancial tab reconciled. Do
not activate this option if you are using the system for billing or charting purposes,
otherwise duplicate invoices will be raised each timegthat you record a payment.

Invoice has been raised for stock Stock Sale
items only (ie using the work code
STK).

Auto credit note has been raised by Credit
using the right click option on the
financial tab.

Appendix V — The Archivediqvoices Table

This table contains the same fields as the Invoices table, with the addition of the two extra
fields below.

DeletedBy records.who was logged on when the invoice was 'deleted'.
DeletedAt recordsithe date and time that the invoice was 'deleted'.
'Deleted’ invoices are not actually deleted but are moved from the Invoices table to the

Archivedinvoices table. They can be accessed from the Patient Details screen by clicking
thesArchived (Deleted) tab.

002-00015994 Inv  |19/12/2012 14:|
002-00015996 Inv  |19/12/2012 16:
Current Archived (Deleted)
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Appendix VI — The Journal Table

All journal entries for every patient are stored in the Journal table. The journal entries for a
specific patient are identified by the PatientID field.

ID: Every journal entry has its own unique ID and this is stored in this field.

Line Type: Entries in the journal have different line types, depending upon the type of entry.
The line types currently in use are:-

1 = Charting entry

2 = Linked images/xrays

4 = Medical history

5 = Linked document

Note: Lines of medical history are stored in the journal table but are not displayed by default

in the View Journal option. They are displayed in the Medical History optien, They can be
viewed in the journal, however, by removing the tick from the Exclude Medical History box.

Notation records the tooth notation for this entry.

Performer records the user assigned to the entry.

UserID records the actual user who was logged on at the timethe entry was recorded.
PatientID records Patient 1D

Visible: Most entries in the journal are visible, by default, from the View Journal option.
However, there are some instances where entries,are/stored in this table but are not visible to
the user, for example if you edit a journal“entry, the original entry is stored but is not visible.
Also, if you remove the tick box from the Review Journal Entries for this Session screen,
then those deselected entries are alsq stored+in the table but are not visible.

In the table, those entries that arewvisible have a value of 1 and those entries that are not
visible have a value of 0.
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Appendix VII — The Patients Table

ID Fields: Each patient record stores a family id, family name, patient id and surname. Each
member of a family has the same family id and family name and each member of the family
has an individual patient id.

Active: This indicates whether the patient is active or not. Active patients have a value of 1
and inactive patients have a value of 0.

AddressType: A home address has a value of h and a work address has a value of w.

ExpressRegistered: Patients added as express patients have a value of 1 and fully registered
patients have a value of 0.

RecordComplete: This field will store a value of 1 if the record is complete and Q.if the
record is incomplete.

See following table for patient status entries:

Patient Status ExpressRegistered Value Record€omplete Value

Express registered 1 0

patients — incomplete

record

Express registered 1 1

patients — completed

record

Fully registered patients 0 1

Contact_Home: If the box alongside the Hame Telephone Number is ticked, this field will
have a value of 1 and, if it is unticked, it will have a value of 0.

Contact_Mobile: If the box alongsideithe Mobile Telephone Number is ticked, this field
will have a value of 1 and, if it issuntieked, it will have a value of 0.

Contact_Work: If the box.alengside the Work Telephone Number is ticked, this field will
have a value of 1 and,4f it is unticked, it will have a value of 0.

Contact_None: Oppositejio the above, however, if the box alongside the Contact
Preference is notticked, this field will have a value of 1 and, if it is ticked, it will have a
value of 0.

Appointment/Payment Required: These two fields store a value against the patient
depending Upon what has been ticked on the Payment or Appointment Required fields on
the’charting Session Finalisation screen. If either of these options were ticked, then a value
of 1 will be stored, if not, then a value of 0 will be stored.
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Appendix VIII — Tables Storing Details of Courses of Treatment

Data relating to courses of treatment is stored in the following tables:-
The Chart Work Header and Chart Work Lines Tables

NOTE: There is a view, called the Chart_Lines view, that links the above two tables and
incorporates an automatic join. As the tables will need to be joined to query patient treatment
data, using this view instead of the individual tables will avoid having to create a manual join.

There is one entry per item of treatment so each course of treatment for a patient may have
multiple entries, depending upon how many items of treatment have been carried out:

The Treatment Course Table contains extra details about the courses of treatment, "It
mainly relates to transmission details for NHS courses of treatment. There js one-entry in the
table per course of treatment. The following fields are stored in this table“and’are self-
explanatory:

CourselD, PatientID, DefaultFeeScale, Dentist, DateofAcceptance, DateofExamination,
DateofCompletion, EstimatedCharge, VisitsMade, CourseNotes, NHSExemption,
MaxNHSCharge, ClaimProcessed, NHSSupportingDetails,

If you wish to include these details in your query,syou will need to join the table to the
Chart_Lines view.

Treatment Course Table

Most of the fields in this table are self-explanatory — eg course ID, patient ID and course
acceptance and completion dates. The dentist ID and patient ID only is stored and not the
dentist and patient names.

Chart-Lines View
This table stores the individualitems of treatment included in each course.

Work Ref: Each item of treatment has a unique work reference. This is comprised of the
patient ID followed,by the Course Reference followed by a reference for line of treatment.

TN: Is the tooth number and is used internally in the application — it is not applicable to any
queries that you'might write and, therefore, should not be used in any queries that you build.

Notation: ldentifies the tooth applicable to the item of treatment carried out. Use this field
inyyoukqueries if you are searching for work on a particular tooth.

Deciduous: This field will have a value of 0 if work has been carried out on a permanent
tooth and a value of 1 if the tooth is deciduous.

Charge Code: This is the fee code allocated to the line of treatment.

Fee Scale: This is the fee scale from which the fee code was selected — which may be
different to the Default Fee Scale stored in the Treatment Details Table.

Status: Is the Work Code.
Surface: This relates to fillings only and identifies which surfaces have been filled.
Material: Displays the material associated with the item of treatment.
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Visit: This is the visit number on the course. It is applicable only if additional visit headers
have been added to the treatment plan for appointment booking purposes.

Index in Visit: This identifies the order in which the items of treatment are displayed.

Booking Interval/Length: These two fields relates to the booking interval and appointment
length if a visit header has been added to the treatment plan for appointment booking.

Price Estimate: This is the price per item of treatment.

Invoice: If the treatment has been invoiced, an invoice number will be displayed in this field.
Secondary Analysis: This is the Fee Type allocated to the Charge Code (ie Fee Codg).
Analysis Code: This is the Analysis code allocated to the Charge Code.

Unit Qty: For unit price fees, this field displays the unit quantity charged.

ChartSessionlID: This is the course reference.

PatientID: This is the Patient ID for whom the line of treatment was added

DateCharted: This is the date and time that the work was charted as pending. A date of
01-01-1900 will be displayed if this is still pending and once complete it shows the date and
time of completion.

DateDone: This is the date and time that the work was completed.

DentistID: This is the ID of the dentist who charted the avork:
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1)

2)
3)

4)

5)

1)
2)

3)

NHS - ELECTRONIC TRANSMISSION

PROVIDER DETAILS

Before printing any forms or processing any claims for the first time, make sure that the
Provider Details option on the Administration menu has been completed for each dentist
for whom you wish to print forms.

The dentist must be added as a user before provider details can be completed. Select the
dentist’s username from the drop down box of Registered Users.

Tick the Use Practice Address box.

Type in the Performer Number, Contract Tag and Location ID in the boxes prowided. If
the dentist is an associate dentist, just enter the dentist’s performer number in the'Rrovider
Number box and leave the other sections of the contract number blank.

The EDI PIN will be added later for those practices intending to usethe®WWebEDI
transmission module.

Click OK.
FP17 FORM PRINTING

If you do not plan to transmit claims via WebEDI, you-can:=

print the form header only (provider/performer and“patient details) and manually add the
claim details after the form has been printed; 0O

produce the entire form manually by adding the claim details on the screen before the form is
printed; or

if you are using the system to enter clinical records, print the fully completed form. The form
details can be viewed and edited befereprinting if required.

Printing the FP17 Form Header

Select Form Printingiand UDAs/FP17 Form Header (NHS) from the Reports menu.
Provider Details

If the dentist who'Carried out the treatment is also a provider, then leave the tick in the
Performer Number Same as Provider box.

If the dentist who carried out the treatment is not a provider, then click on the Performer
NumberiSame as Provider box to remove the tick and select the relevant performer from
thesdrop,down list.

Note:" If the practice is the provider, then the Provider box on the Practice Details screen
should be ticked and the relevant contract details added — see page 5.

The provider’s name, address and contract number will be displayed on the screen.
Patient Selection

Click the Search for Patient Record link.

Search for and select the patient for whom the claim is to be Search For Patient Record... }) H‘
submitted.

The patient’s details will be displayed on the screen.
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4)

1)

2)
3)
4)

5)

1)
2)
3)
4)

5)

6)
7)

Click the Print button.
Manually Completing and Printing the FP17 Form

Select Form Printing and UDAs/Manually Produce FP17 Form (NHS) from the Reports
menu.

Complete items 2) and 3) above (for printing the form header).

Click the Next button to display and fill in the claim details section of the form.
Claim Details

The following edit options are available for completing the claim details.

Click on a box to add a cross in the box — click again to remove the cross.

On a date field, click on an individual date section and type in Convleton ot vl L
the date or click the Browse button to display a calendar for EEiEEIEE™| =

selection. ‘ July 2010 ’
) ; rMon Tue Wed Thu Fri  Sat Sun
On any other sort of data entry box, click on the box and type in EXERBERE
the data. 12 13 14 15 16 17 18
19 20 21 22 23 24 25
Click the Print button to print the form. 2% % 2 % T i

. . > rep (] Today: 27/07/201

Note: It is not necessary for each letter to line up exactlywith 2R L

each box provided on the form, as long as the first letter.is lined up properly in the first box
on each line.

Printing a Completed FP17 Form

Select Form Printing and UDAs/ FP17.Pending Claims (NHS) from the Reports menu.

All pending claims will be displayedon the Unprocessed tab. Select the form to be printed
by double clicking the relevant regord or single clicking and clicking the Process Selected
button.

Complete the provider/perfermer section as outlined in item 2) on page 142 for printing the
form header.

The patient details will be already displayed — click the Next button to display the claim
details section of the form.

Check the detatls to confirm that they are correct and edit any that you wish to change by
clicking on,that-section of the form and overwriting the default entries. All default entries
willbe caloured in yellow (if you change any of the pre-selected boxes, the original box will
remainiin yellow).

Click'the Print box to print the form.

The claim details will be removed from the Unprocessed tab and can be viewed on either the
Processed by Date or Processed by Patient tabs.
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NHS - WEBEDI TRANSMISSIONS

REGISTRATION AND CONFIGURATION

WebEDI allows you to send secure NHS claims between your dental system and the NHS
Business Services Authority Dental Services Division (DSD) via the internet. Before you can
begin transmitting Web-EDI claims, you need to apply for a site number (application form —
CGDP 8). The NHSDSD will then send your site number.

When you have your site number, you should register at http://ebusiness.dpb.nhs.uk and keep
a secure note of the passwords and usernams issued (a printed version of this is recommended
to ensure that no mistakes are made when configuring your system). The NHSDSD wil
process your application and send a confirmatory email that you are able to begin
transmitting claims via WebEDI. Each dentist will be issued with a PIN (Personal
Identification Number) which will be sent by post in a security envelope to yeuripractice
address.

Useful contacts: DSD External Access Support Team 01323 433560
Email: edisupport@dpb.nhs.uk

DSD Helpdesk 01323¥433550
Email: helpdesk@dpp.nhs.uk

NHSBSA Dental Services Division
Compton Place Road

Eastbourne

East Sussex

BN20 8AD

Once your account has been activiated; you should then contact our Support Department so
that your software can be configured ready to begin transmitting claims. We will need your
Site Reference Numbey;the'Username and Password. The PIN for each dentist will need to
be entered onto the system — this can either be done by the Support Department at the same
time as setting up but the PIN can be entered by yourselves. This is stored on the Provider
Details screen and will be encrypted, for security purposes, as it is entered.

PR forms cah,bejebtained from your local Primary Care Trust — you are required to complete
this form/for each patient.

NHSFEE SCALE

An NHS fee scale should already exist on your system. A new scale should be created each
time that the banding prices are adjusted. You should identify the active (current) NHS fee
scale from the Administration menu - System Maintenance/Application Preferences/NHS
tab.
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EXEMPTION/REMISSION

Exemptions added to the patient details screen will default onto the course information screen
when opening a new NHS course. These can be overwritten where necessary when entering
course details.

PROCESSING CLAIMS

To transmit WebEDI claims you can process by one of the following two methods:

Manual — by completing a claim form on screen manually (see notes on page 143 —
Manually Completing and Printing the FP17 Form) and choose to Queue the claim for
transmission instead of printing the form; or

Auto — by entering the treatment details using the system (with or without the charting
module), whereby the system will complete the claim details for you. The completed claim
form will be displayed on the screen for you to accept - or edit if you wish té.do'so. You can
then choose to Queue the claim for transmission instead of printing the form (See notes on
page 143 — Printing a Completed FP17 Form).

Unprocessed Tab

This tab displays all of the completed NHS courses, which will remain on this tab until they

have either been transmitted or printed. These claims cante filtered by dentist - by selecting
the relevant dentist from the drop down list - and should be.checked and marked as ready for
transmission — ie queued for transmission. You will be"prompted for your PIN each time that
you queue a claim.

If you prefer, you can view and queue a claim as the course is completed. You will be
prompted for your PIN as you completethe course and queue the claim. Each time that you
enter your PIN, the system will validate your entry. If the PIN is not correct, you will be
prompted to re-enter it.

NOTE: There is an option to remember the PIN — you can click this if you
do not want to have to enter the PIN each time that a subsequent claim is
queued for transmission.

Queued<forsTransmission Tab

This tab,displays all of the claims that are queued ready for transmission, either from the
completion. The claims need to be built into a file before they can be transmitted to the DSD.
There is a tick box beside each claim — tick the claims to be included and click Transmit
Selected.

The file will then be built and the claims transmitted. How often you transmit these claims is
up to you — WebEDI is normally accessible 24 hours a day.
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NOTE: The DSD recommends that you arrange the timing of transmissions to suit
your working practice but that you should not send batches of more than 500 claims
at a time. They recommend that claims are sent at least 10 days prior to your
schedule processing date to ensure that they meet your NHSDSD payment date.

Awaiting Acknowledgment/Reject Claims Tab

Once a file has been transmitted, the individual claim details will be moved from the Queued
for Transmission tab to the Claim Reconciliation tab and the file details will be displayed
on the Awaiting Acknowledgment/Rejected Claims tab. The status indicator alongside the
filename appears green to show that the file has been successfully delivered. If the status
indicator is red, please contact us for advice.

Detailed validation of individual claims contained in the file will then be carried'wut by the
NHSDSD and this will generate an acknowledgement of the file and an electronic response
for any rejected claims.

Each time that you connect to transmit a file, the system will check fopanysresponses and
download them as they become available.

Once a response has been received to acknowledge that the file hasybeen processed, it will be
removed from the Awaiting Acknowledgement section andhany individual rejected claims
from that file will be displayed on the Rejected Claims gection of this tab.

NOTE: Any file that remains displayed in the Awaiting
Acknowledgement section for an unusual length of time, therefore,
should be queried with the DSD and, if applicable, retransmitted -
right click to retransmit the file.

Once acknowledged, any rejected claims Will be transferred to the Rejected Claims section
on the bottom half of the screen.,Individual courses can be edited to generate a correct claim,
or the claim form itself can be“gdited, before re-transmission.

Valid claims will automatically be passed to the NHSDSD payment process and details of
those claims will be remain on the Claim Reconciliation tab until payment for the claim is
included on your schedule; which will be automatically uploaded as it becomes available.

All claims included in your schedule will be removed from this tab, and only then, will they
be moved to,the\Processed by Date/Processed by Patient tabs and the UDA Information
tab updated aceordingly, ie

acknowledged claims not yet included in your schedule will be stored on the Claim
Reeonciliation tab and

acknowledged claims that have been included in your schedule will have been moved to the
Processed by tabs.

Therefore, UDAs for any claims still displayed on the Claim Reconciliation tab after your
schedule has been processed have not yet been paid and the claim details will not be available
to view in the Processed by tabs.

UDA Data

Once the contract details have been stored in the system, data transmitted by the NHSDSD
regarding UDAs can be viewed from the UDA Information tab on the NHS Treatment
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Course Processing screen. You can use the filter controls to display graphs showing the
Average Targeted and Achieved UDAs in a date range.

You can also use the Forecast button to compare the achieved UDASs to the required UDAs.

Contract Details
For each performer:

Select the NHS Contracts option from the Maintenance Menu.
Enter a Contract Reference number — free text entry.

Select an individual performer, specify the contract dates and confirm the expected number of
UDA s for that performer.

Select Add as the mode and click the Add button.
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GUIDANCE NOTES ON NHS CLAIMS

Individual items of treatment on the NHS fee scale, when added to the estimate, determine
the banding of the course and which options are selected on Part 5a — the Clinical Data Set.
The following options, however, need to be added to the estimate manually.

PART 5 - TREATMENT CATEGORY

CATEGORY WORK FEE CODE
CODE

Band 4 XM Treatment urgently required for acute
condition

Band 5 — Regulation 11 A (Artificial) Regulation 11 ReplacementUpper/Lower
Appliances

Band 6

Prescription only with no Prescription@nly- No Antibiotics

antibiotics OT (Other

Prescription only with Treatment) Prescription Only + Antibiotics

antibiotics (Type-n the-number of antibiotics at the
time of.entering — defaults to 1)

Note: For prescription supplied as part of a course with.no antibiotics use fee code
Prescription as Part of a Course (work code OT). If antibiotics prescribed — also add fee code
Antibiotic Items Prescribed (work code QT) and type in the number of antibiotics prescribed

— defaults to 1).

7 — Denture Repairs

A (Artificial)

Repair of Upper/Lower Denture

8 — Bridge Repairs

B(Bridge
Retainer)

Repair of a Bridge

9 — Arrest of Bleeding

POC (Post-
operative
Care)

Arrest of Abnormal Haemorrhage

A — Removal of,Sutures

POC (Post-
operative
Care)

Removal of Plugs/Sutures

PART 5a - CLINICAL DATA SET

G — Referral for Advanced OS (Other Referral for Advanced Mand Services
Mandatory Services Services)
L — Best Practice Prevention OHI (Oral Oral Hygiene Instruction

Hygiene

Instruction)
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PART 6 - OTHER SERVICES

Treatment carried out On OS Treatment on Referral

Referral

Free Repair or Replacement OS Free Repair/Replacement

Further treatment required oS Further treatment within 2 months
within 2 months

Domiciliary Services Supplied | DOM Domiciliary Visit

Sedation Services SED Sedation Services

Referral for Advanced Mandatory Services

The NHS rules specify that where a dentist refers a patient to another dentist fora specific
item of treatment, each dentist will be credited for UDAs for only the treatment that they
actually provide. The collection of patient charges are the responsibility“of the referring
dentist to collect the charge, which should be based on the charge bandfor the entire course
of treatment.

There is a right-click option on the treatment plan screen to Mark as Referred for AMS.
You should chart the treatment for the course, including the treatment to be referred. You
should then right click on the treatment to be referred.andselect Mark as Referred for
AMS.

e This option allows you to complete the remainder of the course without completing the
referred treatment.

e At the same time, when you click Sayex& Continue, it also automatically calculates the
correct band for the treatment being carried out by the referring dentist, which is then
transmitted with the claim.

e The band for the treatment.to be referred will also be automatically calculated and
displayed, as is nowTequired, in the Referred for Advanced Mandatory Services
section of the claimy(instead of just an X as it did previously).

e The journal will be updated accordingly.

e If you decide upon a referral after the band has already been applied and invoiced, you
can still mark the pending treatment as Referred for Advanced Mandatory Services but
the band will'need to be changed. You should right click on the band and select Delete
Invoice and Mark Line Pending. Once the band is pending, you can right click and
remove it. Then when you click Save & Continue, the correct band for the remaining
treatment will be recalculated and applied. The deleted invoice will be stored on the
patient's financial record in the Archived Invoices tab and a new invoice generated.

Marking Referred Treatment as Complete

1) All referred treatment will be carried through on the chart to the next course of
treatment — coloured in red, but opaque. It is not classed as pending for the referring
dentist - just that it has been referred - but you can update the chart to show that it has
been completed, as outlined below, in order to update the chart history.

2) You can add fee codes to the relevant work codes for referred treatment (eg Root
Treatment and Extraction) in the 2014 NHS fee scale, with a zero price called, say,
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Referred Root Treatment or Referred Extraction. Just make sure that when you
are creating the fees, you do not add an NHS code or band to them so that there will
be no impact upon any subsequent NHS claim.

3) You can also create a material called Referred, add a unique colour to it and link this
material to the new fees so that any completed referred work will be displayed in that
colour.

4) This fee can then be charted as pending and complete on the next course.

Completing NHS Courses with Treatment Pending

There is an option on the dental system toolbar — View Open Treatment Plans — which lists
all open courses of treatment, both private and NHS, and totals up the value of outStanding
work. You can export this data to MS Excel for accounting purposes.

From this list, you can also right click and navigate to the patient's record fromwhere you
can complete the course with pending treatment if applicable.

It is also possible to run an ad-hoc report and export the results toxExcel or to a list and from
which you can navigate to the patient's record. The ad-hoc report can filter for a specific
dentist and for patients who do not have a future appointment:

If you do close an NHS course with treatment pendingsyou should keep the original band on
the course as this is what generates the band for Part\5 of the claim. You do need to edit the
price for this band where applicable, however, 6therwise the patient charge would be
incorrect, so you might end up with a band two (for the planned treatment) priced at £18.50
(actual treatment). The price would alreadyhe set at zero for exempt patients so no editing
would be necessary if this were the case.

If the fee has already been invoieed and you need to edit the price, you should right click on it
and select Delete Invoice and’Mark Pending. You can then double click, edit the price and
recomplete. The deletedinvoiee’will be stored on the patient's financial record in the
Archived Invoices tabyand a new invoice generated.

e Thereis an option to close the course with treatment
outstanding/onithe Treatment Plan screen if no changes
have been made to the plan, ie if you have not had to £A cose course (@) et
changetthe’price on the original treatment band.

e /For these courses where the original invoice has been deleted and the ==
patient charge amended, the Close Course option will not be
available on the Treatment Plan screen. You should click Save &
Continue as normal and, at the warning prompt that the patient
charge may need to be re-evaluated, click No. Then click the Close et
Course option on the Session Finalisation screen.

Show Treatment Toolbox

e The system calculates the band that is transmitted in Part 3 — Incomplete Treatment
and Treatment Dates from the treatment that has been completed on the course.

e The Patient Charge in Part 4 is determined by the patient charge on the course
(exemption rules still apply).
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e The band on the course determines what is transmitted in Part 5 — Treatment
Category

e The completed treatment determines what is transmitted in Part 5a — Clinical Data
Set.
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DENTAL SYSTEM BACKUP

FULL SYSTEM ARCHIVE

A FULL SYSTEM BACKUP IS USUALLY SCHEDULED TO RUN TO YOUR USB
HARD DRIVE, WHERE THIS IS AVAILABLE, ONCE A WEEK AUTOMATICALLY —
MOST COMMONLY AT MIDNIGHT ON A SUNDAY. IF YOU TURN OFF YOUR
COMPUTER OVER THE WEEKEND, PLEASE CONTACT OUR SUPPORT
DEPARTMENT SO THAT THE BACKUP SCHEDULE CAN BE AMENDED.

THIS FULL SYSTEM BACKUP IS SCHEDULED TO TAKE PLACE, BY DEFAULT,
OUTSIDE OF NORMAL HOURS AS THERE CAN BE SOME IMPACT ON THE
PERFORMANCE OF THE SERVER WHILE THE BACKUP IS RUNNING.

Please note that it is your responsibility to check that these backups are“tunning.

NOTE: We would normally recommend that you leave the USB hardidrive permanently
connected to your server. If you prefer, and depending upon yourpackup schedule, you can
remove the USB hard drive overnight and reconnect it when you are next at the practice.
However, be aware that if the backup utility is due to run and‘it cannot detect the hard drive,
then as soon as you reconnect it, Windows will immediately begin the full system backup and
this could result in your system running slowly until the backup is complete. Also, by
removing it from site, you run the risk of not recofineetifig it in time for the next scheduled
backup.

DAILY DATA BACKUP

As the full system archive is run only.oncea week, a daily data backup should be run every
day with the data being copied firstly te,the C: drive but also to some form of external media
(usually memory sticks) so that this data can be removed from site for extra security. This
daily data backup is run as outlined below.

There should be a backup utility installed on your server before it is delivered to site and a
shortcut created on all of'your desktops. This is called Shire Dental Backup. Double click
this shortcut to start'the backup wizard. (The utility can also be found in All Programs on
the Windows Startbutton.)

You will e taken through a series of configuration screens the first time that the backup is
run;but yeu‘will normally be guided through this with our trainer on site. Once the utility
hasbeen configured, you will be prompted to proceed as follows:-

STEP 1- What to Backup

We recommend that you leave the tick in the Backup All My Daily Dental Records box.
STEP 2 — Where to Backup

Leave the location blank and the backup will be saved to the default location on your hard
drive, ie C:\DentalBackup.
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Click Start Backup.

The status bar at the bottom of the backup screen will show you the progress of the backup
and a message will be displayed when the backup is complete. Click OK.

COPYING THE DATA BACKUP TO YOUR MEMORY STICKS

This daily data backup will be overwritten the next time that you carry out the above routine,
so each day you should either copy that day’s data backup onto your preferred external media
(ie memory stick) or run the routine again and this time choose your external media as the
backup location at STEP 2 by clicking the Choose Location button.

You should also copy the Shire Dental Documents folder (on your server's C.drive) onto
your memory stick. This is particularly important as it includes all of yourreport
layouts and everything saved in patient folders, ie letters, x-ray imagessétc:

ONLINE BACKUP

There is also the facility to backup your daily data online. It is net a‘replacement for a
volume archive but can be used as well as the daily data backup to memory sticks. We can
include specific document folders in this backup - please contact us for more details.
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