SETTING YOUR BATCH PROCESSOR TO SHOW ONLY YOUR SITE’S REPORTS

1. From the Office Manager, click on View. 
1. Click on All in the Clinic box. 
1. Click on OK. 
1. Click on View again. 
1. Click on This in the Clinic box. 
1. Click on OK. 

[image: cid:image001.png@01D2AD19.D5AD7CB0]


SETTING YOUR DIRECT PRINT OPTIONS IN THE LEDGER
If your insurance claims are printing instead of going to the batch, check these two things in your LEDGER: 

1. Go to File and then Set Checkout Options. It should look like this:
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1. Go to File and then Direct Print Options. It should look like this:
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SETTING DENTRIX UP TO SEARCH FOR ALL PROVIDERS IN ALL CLINICS 

1. Log into Dentrix
1. Go to the Ledger. 
1. Click on the Select Patient icon on the toolbar. 
1. Type in the last name of any patient. 
1. Highlight the patient name and click OK to select that patient. 
1. Click on the Enter Procedure icon on the toolbar. 
1. Click on the double arrow to the right of Provider (see arrow below). 
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1. Click on the circle by All Clinics. 
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1. Click on Cancel. 

SETTING DENTRIX UP TO SEARCH FOR PATIENTS IN ALL CLINICS 

1. Log into Dentrix.
2. Go to the Family File. 
3. Click on the Select Patient icon on the toolbar. 
4. Click on the circle by All Clinics. 
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5. Click on Cancel. 


SETTING YOUR OFFICE JOURNAL TO DISPLAY INFO FROM ALL CLINICS

1. Click on any appointment in the appointment book. 
1. Click on the Office Journal icon on the toolbar. 
1. Click on the View Filters icon. 
1. Click on the circle by All Clinics (in red below). 
1. Click to select Save as Default (in red below). 
1. Click OK. 

Please note that the Office Journal defaults to show info. from 90 days prior to the present day. You can change that date in the View Filters window also. This will default back to 90 days for each patient, so you have to change it every time if you want to see information prior to 90 days. 

[bookmark: _GoBack][image: cid:image004.png@01D2AFB3.E898F1F0]

image4.png




image5.jpeg
Enter Procedure(s) X

L —
e oA St Congltin Dt
Bocede [
CocfvEroa | [ Chut o
€ Tesnention
Aot
[—
P  Congotnd
L0 ™ Dot Bt emilruonce
o
Modier [ I~ Requie St/ Conpleion Dae
Resspeiens
Rteret DimbaTpe  Dbnber

I 32| Bl 5]
Proceduse List 4dd Change. Dlete.

O Pey B

|

“Proceds equtes adtonl eanent lamation

OxPos | coent




image6.png




image7.jpeg
Select Provider x

s
© Thocin | AP
(e v |

)

i Codes

LR Por
Uk e P
fotle

fipoc
ik idoe &
Lk 1 P
Uk i P

Procsass it ) Change | Oslete

Proceds equres ool eament lomation.

OkPor | caeat

T ez Por ~-





image8.png




image9.jpeg
Setect Patient

[Searh By [ Zoparimats [ FbvarcedSowch |

-
©Losttime (st Fis)  OOberlD

OFistiame Fistlas)  OChans
Oreeredame Osse

Osbacrberid
OameProve
Oiame

Ever Lot ame (Lt i)

I
O et sechived Paterts

o
e | SOnse et ®
@arcins

OMy clinics.

|teHtoahome | Aot Home

o
Precesly Selecid Parts

Ho Lot fame.
= Tneisn

oK

o]

Wesintol|  [NewFamiy.





image10.png
View Fitters

Select Joural Entry Types

[Appointments
Billing Staternents

Broken Appointmerts (AR
Guaranor Payments  This Clinic,
HIPAA Privacy
Insurance Payments

Laters

Neseages e Entries Dated Aftr
Patient Perio Letier 0170772017 ——

Payment Agreerment Note v

Al Joural Entry Types
¥ Save as Defaull

oK concsl |





image1.png
Office View Setup.

Date
From: - [CALL>
@Al C Range
To: [l
Fars T8 Display
B (et sD’jmrm/wRepm =
€ Specific
€ MyRepots & &
Sort Drder
Fist Second Thid Fouth
Dae ~] [pate ~] [pate ~] [pae <

@ Ascending Ascendng Ascending (& Ascending

€ Descending " Descendng " Descending " Descending

¥ Show Abot Diakeg

oK Cancel





image2.png
Checkout Options

™ Enler Guarantor Payment
¥ Create Insuance Claim
@ Baich
© Pint
R walkout
 Baich
@ Pint

™ Send Clrical Summay ta Poral
Note: Patient Poral Aceourt s required

™ Always Show Checkout Options

oK Cancel





image3.png
Direct Print Options

-Insurance Clains: [-FailyLedgers
& Batch © Batch
© Pt & Pit

[-Billng Staterents Fwalkauts
© Batch © Batch
& Pit & Pit

Cance





