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What is an Office Manager?
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What is an Office Leader??

GET

o, IT

DONE
Developing and Oversee Daily Lead/Mentor Team
Implementing Strategy Operations Members

The office manager plays a critical role in running an efficient dental
practice and delivering high-quality patient care.



Develop and Implement Practice Strategies

Develops, implements, and maintains office policies and procedures.

Lead weekly, monthly and quarterly meetings with a continuous growth and productive mindset.

ldentifying patient-reported problems and implementing
modifications to prevent recurrences.

Oversees Practice Marketing & Patient Retention.

Tracking Practice KPI.



Front Office Manual

Systemization Scorecard

Self-evaluation is a process we utilize in both school and in life. As we start this journey of systemizing
your front office with you, we would like you to honestly reflect and use this checklist to help you see
where improvement is needed. In each section, there are also sub-set checklists to focus on the
strategies in that section. Go through this checklist to see how you measure up.

Foundation

‘We have defined our office Confirmation Policy.

We have defined our office Cancellation Policy.

We have a dedicated team member for Confirmation Calls.

We have defined the amount of time for each procedure for each doctor.

L We have defined each doctor’s preference for placement of high production and low production
D E N T A throughout the schedule.

We have decided which systems will be fthird party. { /s

F R O N T O F F I C E We have defined our Payment Policy.

Operational Systemization

We have selected our service i for all [third party systems.

We have created the blockouts in our schedule to demonstrate our ideal schedule.

We have created easy to follow statuses within our dental software to indicate patients confirmation
status and location while in the office.

AILED FRONT OFFICE SYSTEMS

DET

FOR PHONES, SCHEDULING,

We have decided which insurances we will be in network with and have started/finished credentialing.

BILLING & COLLECTIONS

‘We have created a system for tracking the ASAP List, Recall List, and Unscheduled List.

We have an chart of

We have a front office lead who has monthly meetings with an agenda.

We have a complete job description with task lists for each position within the front office.

‘We have created Performance Evals /Self to be d monthly.

We have created End of Day checklists for each team member based on their responsibilities.

‘We have created a patient billing cycle.

We have created a refund cycle for overpayments on patient accounts




Oversees Dally Operations

- Manage Patient . Manage Office - Manages the Financial
Scheduling Budget health of the practice
- Support Business . Oversee Hiring/Firing * Ensures regulatory

compliance with HIPAA,

. Ensure Sufficient OSHA, Labor Laws and other
federal, state, and local
regulations.

Goals and Financial

Expectations :
Personnel For Daily

Operations

- Oversees Lifetime
Patient Experience




Description

'ice Manager Job

-Xample

Example Dental, LLC

Office Manager Job Description

The office manager is a key position for Capital Dental. This is the person who will ensure good business
practices for the organization while the dentists and hygienists focus on providing dental care. But they
also must be fully engaged in the unique environment and clientele of a health care setting, as well as
interacting with clinicians and complying with governmental regulations.

Summary: The office manager is responsible for the non-clinical aspects of the day to day operations.
Essential Duties and Responsibilities:

The office manager is responsible for the financial performance of the revenue cycle

Patient scheduling, registration, finandal counseling, medical records, billing and collection, data
entry and processing, and cash posting

Promoting excellent customer service by all levels of the staff

Maintains and manages all filing and organizational systems for the practice

Ensures patient satisfaction, including troubleshooting when there is a complaint and developing
process improvements to prevent recurrences.

Support business goals by utilizing schedules effectively and supporting the practice revenue
objectives.

Follow and demonstrate commitment to Capital Dental policies, professional expectations,
clinical service excellence, and outstanding patient service.

Other duties as assigned.

Develops, implements, and maintains office policies and procedures

Interviews, hires, and trains a productive medical office team and conducts performance reviews
Coordinates staff meetings for administrative and clinical staff

Coordinates logistics for internal and external meetings and conferences

Ensures staffing is appropriate for day to day operations

Ensures regulatory compliance with HIPAA, OSHA, labor laws, and other federal, state, and local
regulations.

Qualifications: To perform this job successfully, an individual must be able to perform each essential
duty satisfactorily. The requirements listed below are representative of the knowledge, skill and/or
ability required. Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions.

Education and/or Experience:

Knowledge of business and accounting processes usually obtained from an Associates or
Bachelor’s degree in Business Administration, Accounting, or Health Care Administration.
Experience may substitute for education.

Minimum of 5 to 7 years in a dental office setting.

Two to three years in a supervisory or management position.




Description

'ice Manager Job

-Xample

Office Manager Training Plan

Packet includes: 30/60/90 game plan, positions checklist & scorecard

Job Description: The officc manager's responsibilities include keeping the office running smoothly and efficiently.
Additional focuses includes achieving growth and profitability benchmarks while embracing the core values and
positive culture of the practice.

Goal: Become fully trained as an office manager, mastering all duties and tasks assigned within 90 days post-
employment start date and during the duration of employment.

Office Manager Checklist- 30/60/90 Day Plan to Be Proficient In
Overall office duties
Lead moming huddle
Run and track all reports cfficiently
Close out office
Schedule Prep

What each task includes:

e  Overall Office Duties
©  Arrive 30 minutes prior to first patient
Spot check all EOD forms
Check office facility to ensure that common arcas and departments are organized and cleaned.
Review schedule for any conflicts and opportunitics
Confirm all lab cases in
Meet with Dr. prior to morning huddle

e Lcad moming huddle and begin and end on time
© Ensure cach team member is prepared and read to participate
© Ensurc that:
» Samc day treatment is prioritized and planned for
» Recare opportunitics are noted and accountability and expectations with tcam members is
reinforced
» Balances are discussed with accountability for collecting is in place
©  WINS for the office arc highlighted daily
© Announcements

e Tracking:
Production
Collections
Reappointment percentages
Attnition
Case acceptance
Samc day trecatment
New patients and referrals
Broken appointments
Unconfirmed appointments 2 days out
AR Reports- 30, 60, 90 days
Hygiene production (3x pay?)
Evaluate refunds
Perio percentage
Percentage of active patients active in the hygicne department




Daily/Weekly/Monthly Reporting




New patients:

Net Production:

Collection %: 92%

‘Fixed Cost Hygiene Production: ~ $187,382
42.3% 2 .
L Hygiene Production %: 18%

Total Expenses Excluding Dr: $808,032

Overhead % Excluding Dr: 85%
-
Assoc. Salaries: S0
100%  20.0% 300%  40.0% 50.0% Owner Dr Salary/Distribution: ~ $132,000
Net Profit: ~ $14,256
N e 2016 Debt Service: $90,780
: X a I I I p | e : X p e n S e 2016 Practice Scorecard Available Funds:  ($76,524)
Expense Breakdown Practice Expense Expense % Industry Standard Variance % (+/-) Points
Staff Salaries $180,144 18.9% 16.0% 2.88% 2.88
Q e O r t Hygiene Salaries $98,568 10.3% 9.0% 1.33% 133
p Payroll Taxes & Fees $25,680 2.7% 2.5% 0.19% 0.19

Fringe Benefits $0 0.0% 2.5% -2.50% -2.50
Total Payroll $304,392 31.9% 1.90% 1.90
Lab Fees $103,812 10.9% 1.88% 1.88
Dental Supplies $103,860 10.9% .0% 5.88% 5.88
Assoc. Dr Salaries $0 0.0% N/A No points
Owning Dr. Salary/Distributions $132,000 13.8% N/A No points
Total Doctor Salaries $132,000 13.8% -16.17% No Points
Advertising $64,428 6.8% 2.25%
Other Minor $17,292 1.8% .0% -0.19%
Other Expenses $65,184 6.8% .5% 1.33%
Insurance $11,448 1.2% 5% -0.30%
Legal & Accounting $7,800 0.8% 5% -0.68%
Office Expenses $30,888 3.2% 2
Facility & Equipment $97,464 0% 1.21%
Telephone $1,464 .8% -0.65%




Leadership Influence

Erica Dhawan is a best-selling
author and an award-winning
keynote speaker based out of
New York. Live, hybrid, and
virtual keynotes




Leadership Influence




OMs and Marketing

With Ryan Gross

CMOQOShare
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Operations and Marketing

Marketing is an important part of most dental offices. It is one of
the foundation blocks to running a highly successful practice. On
it's own marketing can contribute results but when combined
with a strong operation is when marketing reaches is highest
potential and ROI.

The best practices have the best systems and metrics.

CMOShare
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Operations and Marketing

- Conversations I have with doctors and practice owners:

o Phone call answer rate
o Call conversions

- Online scheduling

o Availability

o Cancellations

CMOShare
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You are a major
component to the
success of marketing

AAAAAAAAAAAAAAAAAAAAAAAAAAAA



What Should I Do?

How do you evaluate what you need to do?

- Where are you at?

- What is your goal?

- What is your demand?

- How do you reach your goal?

CMOShare

DATA-DRIVEN ) DENTAL MARKETING



What Should I Do?

*Looking to the numbers for the answer.

o Where are you at? 60 NPs
- What is your goal? 90 NPs
o What is your demand? /5 NPs

- How do you reach your goal?
« Need more availability to reach the current 75 NP demand
= Need 15 more NPs
= 11 through marketing and 4 through referrals

CMOShare

DATA-DRIVEN ) DENTAL MARKETING



Phone Calls

- Number of inbound phone calls

o Typically 8% of inbound calls are NPs
. Call answer rate
o Goal of 85%

- Answered calls conversion rate
- 85% if qualified

CMOShare
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Inbound Answer Rate
For PBX: Capital Dental

External: 0.1%
Hangup: 2.5%

Answered: 90.7%
Unknown: 3.4%

Voicemail: 3.4%

Disposition
¢ d & Ve I unk & Hangup & External
Call Status ' Number of Calls
Answered 1,833 (90.7%)
Voicemail 68 (3.4%)
Unknown 68 (3.4%)
Hangup 50 (2.5%)
External 2 (0.1%)
Total 2,021 (100%)

CMOShare

DATA-DRIVEN J> DENTAL MARKETING



Online Scheduling

. Is it set up correctly?
o Exams, cleaning, consults for NPs

. Do you have availability?
.- Check online scheduling each Monday. We check the

practices we work with twice a month.

o This will catch issues with the schedule and a potential loss
of NPs.

CMOShare
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We're looking forward to meeting you!
Please choose an appointment type.

T

New Patient Adult-Over15
90 minutes

il

Implant Consult
60 minutes

1l

New Patient Child Age6-14
60 minutes

Surgery Consult
30 minutes

+

Emergency Exam
60 minutes

T

New Patient Toddler 0-5
30 minutes

CMOShare
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Ok, let's compare calendars.
Do any of these work for you?

November 2023 -
Thursday, November 2

M T w T F S

10:00am

14> SISY 16N F17

20 21

2ry 28 0N B0

CMOShare
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Online Scheduling

. For every 1 schedule online conversion you should
have .4 calls if there is availability.
. If you don’t have availability you will see .2 calls for

every 1 schedule online.
. Calls decrease from the website if there are little to

no appointments online. People “shop” the online
scheduling before calling.

CMOShare
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Cancellations

- Are you sending out reminders 2 or 3 days before?

- Are you removing a patient from the schedule if they
don’t confirm?

- Are you moving NPs scheduled in advance to a

cancelled appointment?

o This will open up a NP spot in the future that is more likely
to be filled.

CMOShare
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Doctors can get frustrated
when marketing doesn’t work.
Really it's just a marketing &
operations disconnect. When
operations are optimized,

your marketing can be wildly

successful.
DR. ADDISON KILLEEN




Ryan Gross
myCMOShare.com
ryan@mycmoshare.com

CMOShare

DDDDDDDDDDD ) DENTAL MARKETING




Amy Hernandez
PPO Profits

RCM Division lead

Amyh(@PPOProfits.com
www.PPOProfits.com

PPO Profits




“"How to Build a
Profitable Billing
Department”

H‘l RCM Profits
A PPO Profits Product




R‘ RCM Profits

*Everything we show that pertains to management software will be from
Open Dental and Google Sheets




What is the Purpose of a Billing Department?

Incoming Revenue

Clean Claims

Insurance Payments

Accuracy of Insurance Payments
Claims Follow up

Patient Statements

Patient Credits

Customer Service

“* Regardless of how big or small your office is, this position is KEY and should be handled with great
care.

ﬂl RCM Profits
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Check-In Position

RCM Profits

A PPO Profits Product

This position is responsible for:

Check-in for all patients

Checking and answering emails and texts

Appointment confirmation and NP paperwork sent to the patients prior to their Appointment

Ensure pts have signed treatment plans and payments have been collected prior to services rendered.
If not, send them to the check out station

Morning huddle preparation for next business day

List of expected Job Duties Frequency
1st person to answer phones, check and respond to voicemails throughout the day (together with other
front office team members) Daily
Check emails (including junk folder) and and texts to update schedule as neaded Daily
Check-in all patients (using Venga and Open Dental appt status colors) and confirm any needed forms have
been completed Daily
Attach Insurance in Open Dental with uploaded Ins Breakdown and/or Fax back showing active coverage Daily
Make appt confirmation calls (2 days out and 1 day out) and use Open Dental appt status colors Daily
Scan Copy of Insurance Card into images along with Photo ID of the Pt Daily
Reach out to patients via phone call and/or text who are 10+ minutes lateto appt Daily
Check schedule for patients needing paperwork/insurance updates (2+days out) and contact via phone call
and/or text Daily
Fill hyg schedules (1 day to 1 week out) - Use ASAP list to fill appointments same day or nect day Daily
Update any patient paperwork/medical history during check in process (med hx is updated 1 time per year) Daily
Check office for cleanliness throughout (morning, mid-day, end-of-day) - ask for help from others as
needed Daily
Check mail by 3pm and sort out insurance payments for Insurance Coordinator/ check out and Dr Daily
Check patient restroom (morning, mid-day, end-of-day) for cleanliness and stock supplies as needed Daily
Have the Patient Sign their tx plan for the day’s services Daily
When checking in pt, change status to "pt ready" Daily
Check voicemail and coordinate the schedule if any changes made to it Daily
End of Day duties BEFORE you leave:
Prepare schedule for next day to go over for morning huddle? End of Day
Prepare schedule for next day to go over for morning huddle? End of Day
All Countertops wiped down and all papers put away End of Day
Front Lobby Cleaned and Magazines placed in order End of Day
TV turned off End of Day
Order front office supplies as needed Mid Month

Attach referral source for every NP being seen in office in Open Dental and Make sure to ask every pt how
they heard about us if not filled out on NP paperwork

© 2023 PPO Profits
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Check-Out Position

RCM Profits

A PPO Profits Product

This position is responsible for:

Check-out Doctor and Hygiene patients

Collect Accurate patient copays

Fill Doctor and Hygiene schedule

Submitting insurance claims after patient check-out

Ensure insurance is accurately estimated (2nd pair of eyes)

List of Expected Job Duties Frequency
2nd person to Answer phones, (after 3rd ring) check and respond to voicemails
throughout the day (together with other front office team members) Daily
Check-out all patients - collect payments, provide estimates, and ensure next doc/hyg
appts are booked Daily
Prepare treatment plan estimates, send to patients, and follow up with patients to
review estimates and schedule tx- 2nd person (Coverage for lunch if Tx or if Tx
Coordinator is not available) Daily
Review and update treatment plan tracker and make calls tofollow up on unscheduled
treatment Daily
Fill doc schedules (1 day to 1 week out) - use Recall/Unscheduled/ASAP Open Dental
lists and Divergent reports Daily
Have pts sign tx plans and Collect all balances prior to pt being brought back Daily
Process incoming letters from specialists (note next appt details on letter), scan into
Open Dental once reviewed and initialed by doc, and schedule next appt as needed Daily
Run Patient Portion Uncollected report (for previous day) and address issues as needed- Daily
Verify Insurance that it was inputted correctly when posting out treatment for the day Daily
Verify that there is a signed tx plan in OD for services rendered that day Daily
Petty Cash form filed out and signed Daily
Check schedule for the next day and verify that each patietn has active coverage and a
full verification of benefits scanned into their images Daily
Close out EOD, run payment report and daily report to verify all tx has been posted
under correct providers Daily
Ask pts how their experience was and discuss google reviews Daily
Ensure all patients leave with their next appointment and run query Report at EOD for
next day morning huddle showing Attrition report End of Day
Prepare and scan in daily deposit packet (including Daily Payments report from Open
Dental, deposit slip, checks + EOBs)- End of Day
Print Daily Production & Income report for each doctor from Open Dental- End of Day
Reconcile Open Dental and Poynt electronic payments End of Day
Verify Schedule for next day and add any financial notes needed End of Day
Run Unearned Accounts, Unearned Allocation, and Net Unearned Income reports,
allocate unearned income and send refund checks as needed- Weekly
Send out and follow up on insurance pre-authorizations, send estimates once pre-auths
are received, and schedule treatment Weekly
Take all cash deposits to the bank within 48 hours Weekly

© 2023 PPO Profits
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Treatment Coordinator

RCM Profits

A PPO Profits Product

This position is responsible for:

Treatment Planning and estimating proper pt copays

Accurately estimate Tx plans based on their insurance verification
Preparing patients for their financial responsibility and explain treatment
Work the unscheduled treatment report when pts call and reschedule
Credit Report

Create ways for pts to start treatment

. .
List of Expected Job Duties Frequency
Responsible for all NPs from greeting,tour and establishing them into the office (X-rays,NP paperwork reviewed,
Cone Beam scan or Pano taken) Daily
Stay on schedule for each patient and notify front office if running behind Daily
Offer financing and payment options to start treatment same day Daily
Educate patients during thier visit to help them understand their treatment Daily
Take 10C photos during the NP appointments to visually show what is needed- take photos of all existing
restorations/ visual fracted teeth, calculus, etc Daily
Get Hygienist to do Perio Charting for each NP exam -make sure CAL,missing teeth and bleeding points are marked Daily
Go over the pt's medical history and address any pt concerns Daily
Complete NP Tracking form Daily
Make sure a full verification form has been completed for each patient and scanned into images Daily
Verify that all downgrades, MTC and Frequency limitations are accurately estimated into Software Daily
List all tooth numbers missing and existing restorations PRIOR to Dr in the room Daily
Every Radiograph taken is diagnosable to the Dr and Insurance Daily
Be present for all exams done by Dr Daily
Verify all insurance is entered in correctly, correct fee schedule is attached Prior to presenting treatment Daily
Understand each insurance accepted in the office. PPQ, HMO or Medicaid plans Daily
Find patient concerns, address each issue and brief the Dr On all issues and concerns in front of the patient to
eliminate Repeating what the pt has already discussed with you Daily
Thorough chart notes are completed after each patient Daily
Turn off all equipment at end of day and shut down Open Dental End Of Day

Credit Report-Work on 20 accounts per week

Work the unscheduled treatment report when pts call and reschedule

Give Office Manager your weekly NP tracking form

Give Office Manager your weekly reports showing completion of a minimum of 80 accounts worked on the credit
report

Give Office Manager your weekly reports showing completion of a minimum of 60 accounts of unschedued tx
reports

Run new Unscheduled treatment reports on the 1st of every month

Turn off all equipment at end of day and shut down Open Dental

DURING DOWNTIME

Help with Insurance verifications to ensure all have been completed for the next 48 hours of patients

Daily

Help Perio chart Hygiene patients in hygiene rooms as needed

Daily

© 2023 PPO Profits.

Last Revised 11/01/2023
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H)* RCM Profits

Treatment Acceptance Tracker

Week of: New Patient Log Sheet Tx Coord:
Initial Visit : 3rd party
Patient Name DOS Tx Recommended Scheduled | Deposit | Sched for financing NOTES
LE/FMX for Tx? down? Hyg? offered

-

RCM Profits

A PPO Profits Product



Billing and Insurance Coordinator

RCM Profits

A PPO Profits Product

This position is responsible for:

Patient billing and A/R

Processing insurance payments and following up on oustanding insurance claims
End-of-day and end-of-month reports/tasks

Credit Report

Pt statements and phone calls

Send out all claims with Attachments

Auditing of all accounts to determine accurate patient credits and balances on account

List of Expected Job Duties Frequency

3rd person to Answer phones, check and respond to voicemails throughout the day (together with other

front office team members) Daily
Audit account while posting insurance checks to see why patient has credit or balance on the account and

update in Commlog Daily
Post insurance checks and understand proper writeoffs, then scan EOBs into closed claims Daily
Send out claims needing additional information to insurances for payment Daily
Send out billing statements throughout week, as insurance checks are entered (via Modento email/text or

mail)- 2 points of contact per month Daily
Run Claims Not Sent Report (for previous day) and check Dental Xchange and address issues as needed Daily
Run Procedures Not Billed to Insurance report (for previous day) and-address issues as needed- Daily
Send all claims from yesterday and today (add attachmentsand/or narratives and send out no later than

next business day) Daily
Schedule/coordinate and follow up on any needed equipment and facility, and IT maintenance/repairs Daily
Send claim to clearinghouse-verify all pt information, teoth numbers are accurately posted prior to sending

out Daily
Verify all insurance is entered in correctly, €orrectfee schedule is attached if Insurance payment differs

from OD estimate Daily
Run Aging of A/R Report - Send out billing statements via Modento email /text or mail (30+ days overdue) Weekly

Run Insurance Aging Report and Qutstanding Insurance Claims Report and follow up on outstanding claims
(30+ days) Weekly

Run the Ol report every 2 weeks to ensure all claims are on file as well as claim status for all claims over 15
days

Bi-Weekly

Overview of Outstanding Insurance Report- Shared Google Sheet

Overview of Outstanding Aging Report- Shared Google Sheet

Print monthly Production & Income report for each doctor from Open Dental on/around the 1st of each
month

RCM Profits
A PPO Profits Product

Reconcile EFT Banking and OD to ensure all payments have been posted

Work A/R Insurance report (30/60/90) and have completed by the end of month- This report is printed on
the 1st of each month

© 2023 PPO Profits



Which Candidate is Qualified for This
Position

Second set of eyes to the dentist

Must be able to read xrays

Understand dental terminology and decipher chart notes

Understands what attachments are needed when submitting claims

Know what questions to ask insurance to get to the bottom of why claims were denied
Know when to appeal a denied claim in order to get them paid

Understand how Insurance contracts work with write offs and what the patient is allowed to
be charged

Understands your state laws regardless of what the EOB remarks state

Know how to read EOB’s and how to post insurance payments accurately

RCM Profits
A PPO Profits Product




What Needs to be Established Before Staffing This
Position

Expectations of how often claims should be sent out
Expecdtations of how often insurance payments should be
poste

Access to banking for EFT purposes

When to appeal

Understanding of how/when to Request a peer to peer review
How to handle balances on accounts

How to handle credits on accounts

H)' RCM Profits



What Reason Recommendation
No Payment Time Filing -
No Payment Frequency-Hygiene-Exam -
No Payment Frequency-Hygiene-FMX v
No Payment Frequency-Hygiene-BWs -
No Payment Frequency-Hygiene-Prophy v
No Payment Frequency-Hygiene-PM v
No Payment Provider change not made v
No Payment Waiting period v
No Payment Frequency-Doctor-Redo v
No Payment Frequency-Doctor-Filling v
No Payment Frequency-Doctor-Crown -
No Payment Frequency-Doctor-Denture v
No Payment Not a covered Benefit -
No Payment Inactive insurance suspected -
Balance Underpayment from insurance -
Balance Downgraded -
Balance Deductible not collected v
Balance Alternative Benefit v
Balance Underestimate Copay v
Balance Understimated allowed amount -
Balance On payment plan Office Modify Account
Incorrect Fee schedule/UCR fees
Balance Charged Modify charges in patient account
No Payment Medically unnecessary-Crown Appeal with insurance company
No Payment Medically unnecessary-Bridge Appeal with insurance company
No Payment More info needed Appeal with insurance company
Balance Outstanding Claim Alert Insurance team
Balance Doctor approved discount Modify charges in patient account
Balance No fee service charged to account Write-Off
Balance Full UCF fee charges for LOE/NP | Modify charges in patient account

RCM Profits
A PPO Profits Product



Creating Track Stats in Open Dental

f:: Open Dental {RCM-AM} - Test, Test L - 791

Doctor

PtReady

Ph Asst

-

—
-
o

i%gQS“

Tosenallnsun:

Setup Lists Reports

Tools

Preferences

Appointments
Family / Insurance
Account

Chart

Imaging

Manage

Advanced Setup
Alert Categories
Auto Codes
Automation

Auto Notes

Data Paths
Display Fields
Fee Schedules
Laboratories
Miscellaneous
Ortho

Practice
Program Links
Quick Paste Notes
Reports
Required Fields
Schedules
Security

Security Add User
Sheets

Spell Check
Tasks

Web Forms

Obsolete

vy v v v v v

eServices Alets(0) Help

v @wamal (o Text ~ | Lette

Appt § J Make Recall ~ [U] Unsci

OoP1

EEER R

A Definitions

Select Category:

Account Colors

Account Procs Quick Add
Adj Types

Appointment Colors

Appt Confirmed

Appt Procs Quick Add
Auto Deposit Account
Auto Note Categories
Billing Types

Blockout Types

Carrier Group Names
Certification Categories
Claim Payment Groups
Claim Payment Tracking
Clinic Specialties
Commlog Types

Contact Categories
Diagnosis Types
eClipboard Images

Fee Colors

Image Categories
Insurance Filing Code Group
Insurance Payment Types
Insurance Verification Status
Letter Merge Cats

Misc Colors

Payment Plan Categories
Payment Types

PaySplit Unearned Types
Proc Button Categories
Proc Code Categories
Prog Notes Colors
Prognosis

Provider Specialties
Recall/Unsched Status
Regions

Supply Categories

Task Priorities

Time Card Adj Types
Treat' Plan Priorities

\Web Sched Existing Appt Types
\Web Sched New Pat Appt Types

Definitions

Name | Days Suppressed | | Hide

Claim Received/ Processing
Resubmitted - No claim on file
Paid - Not Cleared

Paid - Not Cleared Requested
Reissue of Pmt

ORTHO

Claim Denied - TFL

Paid for reprocessing

Claim Denied - Additional info
submitted

Needs Ofc Attention - Added to
asana

Appeal 1 Submitted

Appeal 2 Submitted

Claim Denied

Needs Office Attention 90+ Days

(=] oo oo 00 0o o)

oo oo

Edit ltems
=

Guidelines

Some offices may set up claim tracking statuses such as review', hold’, iskmanage’, etc.
Set the value of ‘Days Suppressed'to the number of days the claim will be suppressed from the
Qutstanding Claims Report when the status is changed to the selected status.

J (4 % ] (¥ oo ] [Ashabeize]

Close

! Edit Definition

(7] Hidden

Name
Appeal 1 Submitted

Days Suppressed

oK || Cancel
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~

Track Status and when to use them

Paid Not Cleared - used when the claim was processed
and the paid date is less than 60 days.

Paid Not Cleared- Requested Re-issue of Payment -
used when the claim was processed and the paid date
is over 60 days.

***There are insurances that requires that check must be
outstanding for 90 days before a reissue can be initiated

Paid for reprocessing - this is used when a payment is *
received however the claim needs to be reprocess.

Example: incorrectly paid as OON, paid but tx not
completed, D4910 was paid as D1110.

Claim Received/ Processing - used when the claim is
confirmed on file and is currently in process

ORTHO - used for ortho claims regardless of the status
of the claim during claim trage

Resubmitted- No claim on file - used when claim is
submitted and is not received by the insurance.

Claim Denied- TFL - used when confirmed that TFL is
valid.

Claim Denied - Additional info. Submitted - used
when the claim is soft denied for additional information
e.g x-ray, PCH, narrative and PEOB.

Needs Ofc Attention - Added to asana - used when

the information needed requires ofc help.
Example: COB update needed from the member

Appeal 1 Submitted - used when the claim is
re-submitted for first reconsideration request

Appeal 2 Submitted - used when request for 1st
reconsideration is denied and formal appeal is needed
to be submitted to grievance department.



How to Create a Commlog

f:: Open Dental {RCM-AM} - Test, Test L - 791

Doctor

PtReady

Ph Asst

-

—
-
o

i%gQS“

Tosenallnsun:

W Definitions

Setup Lists Reports Tools eServices Aerts(0) Help Select Category:
Preferences = @ WebMail Q Text v| Lette Account Colors
Account Procs Quick Add
Appointments > |Aopt £ ) MakeRecall » (U] Unscl | |Ad Types
Family / Insurance » = oP1 Appointment Colors
Koot ; Appt Confirmed
o Appt Procs Quick Add
Chart > Auto Deposit Account
Imaging » /;n_o Note Categories
lling Types
Manage s Blockout Types
Carrier Group Names
Advanced Setup 4 Certification Categories
Alert Categories Chart Graphic Colors
Auto Cod Claim Custom Tracking
. OA < Claim Error Code
Automation Claim Payment Groups
Auto Notes Claim Payment Tracking
Data Paths I CaiaET
Display Fields Eéalgnbosaisdlepﬁ
ipboard Images
Fee Schedules Fee Colors
Laboratories Image Categories
Mecilsonin Insurance Filing Code Group
Insurance Payment Types
Ortho Insurance Verification Status
Practice Letter Merge Cats
) Misc Colors
Program Links Payment Plan Categories
Quick Paste Notes Payment Types
PaySplit Unearned Types
Repo.ns Proc Button Categories
Required Fields Proc Code Categories
Schedules Srog Notes Colors
. rognosis
Secudty Provider Specialies
Security Add User Recall/Unsched Status
st Regions
» Supply Categories
Spell Check Task Priorities
Tasks Time Card Adj Types
Web F Treat' Plan Priorities
£ rome \tleb Sched Existing Appt Types
Obsolete > \Web Sched New Pat Appt Types

EEER R

! Edit Definition

Definitions

Name | Usage |Color | Hide
Financial FiN I
Insurance
ApptRelated APPT
Crown by Moolah CROWN
Recall RECALL
Misc MISC
FHIR FHIR
Pt Issues |
Edit ltems
[ iee | (4 Up | [ Down | [Aphabetie |
Guidelines

Changes affect all cument commlog entries. Optionally set Usage to one of the following: APPT,
FIN, RECALL, MISC, TEXT, REACT, FHIR. Only one of each. This helps automate new entries.

Close

[ Hidden No Color []

. ge Color

ok [ Cancel

** Create two Commlog types:

Red- Insurance
Green- Financial



> @ Select Patient ) O Commiog

How to Create a CommLog

E-mail v R WebMail (oh Text 2| Letter +|Forms ||/ Tasks v @ Label v Popups | Dexis Carestream | (A pPx [

Communication ltem

RCM Profits

A PPO Profits Product

8 Payment v+/_ KNwCla'm v PaymentPlan v InstallmentPlan Quick Procs v =5 Statement v DXC Patient Credit Score = _Zg, CareC Patient Test Test User RCM-AM
Famiy  0-30 3160 6190  over90 Total -InsEst =Est Bal ‘ Pat Est Bal Uneamed Ins Main  Show Date/Time Created
Agng 000 000 000 000 0.00 0.00 0.00 0.00 000 | Rem  Eam Urgent Fin Not s e RS A AN
Patient Account
Date | Patient | Prov | Code |Tth| ] 1 phi | Charges | Credits | Bal
a Type Mode Sent or Received
ApptRelated None Neither
| Email Sent
[ Financial Mail Received
Service Date View Misc mm
General Text
" " Collecti Email and Text
Crodit Cord Mornge (Camnoss) (aeciems)
tx il
Family Financial =
f—————— —
Y
i - X Delete [ ok [ conce |
I« »
Date | Time| Name | Type | Mode | Note o =
! a Communications Log
) Date | Time| Name | T | |
10/30/2023 7:41a Financial Phone Test- DOS 1/1/23 Patient balance was not collected at time of service a
Patient owes $35. BG
-

Options [Ej" Add Task List == Add Task v Search Manage Blocks

Task List Fitter

[ Clear ]




How to create a CommLog

0 > a U
Date | Patient | Prov | Code | Tth| Description
10/30/2023 Test

| Ci | Credits | Balance
Stmt Statement-InPerson (unsent)

Service Date View

Credit Card Manage

Family Financial

Test- DOS 1/1/23 Patient balance
was not collected at time of service.
Patient owes $35. BG|

v
3
L . UNS L
Date | Time | Name | Type | Mode | Note
1013012023 741a Financial Phone  Test- DOS 1/1/23 Patient balance was not collected at ime of service. A
Patient owes $35. BG
1003072023 7:47a Financial Phone Test- LVM for patient regarding Balance and sent statement via modento
services BG .
RCM Profits
A PPO Profits Product



1st of the Month Reports

Outstanding Insurance Report
Appeals Tracker

Pre auth only report

Aging Report

Credit Report

EFT Report

RCM Profits
A PPO Profits Product




Outstanding Insurance Report

! Reports

Setup

Reports Tools eServices Aerts (0) ([(User Query | =

Production and Income Lists
Standard Today Active Pat
Yesterday Appointme
» Last Month Birthdays
Standard Favorites B Py
Monthly Production Goal Insurance
Graphic Foiers -
Patient Nc¢
ou e
Usef QJe'y Adjustments Refen'alljse
Incomplete Procedure Notes Referral A
U Q.l F m Patient Portion Uncollected %?;:ft:re\:n :
ser Query Favorites Payments e Sche
. ) Routing Slips E&A&f
eService Activity Log v =
EQH%C De
Monthly aw Scre
Unfinalized Paymerlts: 0 Aging of AR Raw Popu
Capitation Utilization —

Claims Not Sent
Custom Aging

Finance Charge Report
Insurance Aging Report
Insurance Overpaid

;

utstanding Insurance Claims
s Dl
PPO Write-offs
Presented TreatPlan Production
Presented TreatPlan Statistics
Procedures Not Billed to Insurance
Procedures Overpaid

Additional "reports” are available in other sections of the program as v
* All appointment lists are printable, including recall and confimation lit
* Labels, letters, and postcards are built into vanous windows.

* Depositt slips, accounting, sent claims, and images are all printed frol
* Use the print screen tool to print anything you can bring up on the st

RCM Profits
A PPO Profits Product



! Qutstanding Insurance Claims

Filters

{max)

Days Old
Days Old {min) 30 I

Date Range Applies Tg

{eave both
blank to
show all)

Phone

| Excluding Preauths

Aetna
Beam Plus Network

Blue Cross Blue Shield

Blue Cross Blue Shield

Blue Cross Blue Shield of IL
Careington

Careington Benefit Solutions
Careington Benefit Solutions
Cigna

Delta Dental Of California

Delta Dental of GA
Delta Dental of lllincis

Delta Dental of lllinois
Delta Dental of lllinois
Delta Dental of lllinois
Delta Dental of lllinois

Neltz Nental Af llinais
4

|

(800)451-7715
(800)451-7715
(800)648-1179

(800)972-8382
(800)972-8382
(800)541-2763
1(888)878-8959
(833)468-4240
(833)468-4340
(800)244-6224
(888)335-8227

(800)521-2651
(800)323-1743

(800)323-1743
(800)323-1743
(800)323-1743
(800)323-1743

(RNM272-1747

[ Assign User ] [ Zero Claims J

[ Z Print ]

Carrier/Plan Info

Carier:

Treat Provs | All

For User | All

Redacted Patient Info

v (][ mine Last Eror Definit

Last Custom Tracking Stat:

C

All et

Resubmitted- No claim on fi
Claim Received/ Processin|
Paid Not Cleared

Paid Not Cleared- Request:

Paid for reprocessing

Outstanding Insurance Report

Camier Phone:

Group Number:

Vo (TR -

Patient DOB:

Subscriber Name:

Subscriber DOB:

.0 DT gy e

[ Update Custom Tracking ]

47 claims

ervice| DateSent ORTHO
[2023  08/18/2023 Paid Not Clgat Claim Denied - Additional ir).
Claim Denied- TFL
12023 0911272023 - Needs Ofc Attention - Addeq.
Appeal 1 Submitted
12023  10/15/2023 Claim Denigd | Appeal 2 Submitted .
Additional irfo| Needs Office Attention 90+
Submitted
12023 09/20/2023 Claim Rec
Processing
12023  09/20/2023 Resubmitted- No  10/03/2023 508.00
claim on file
12023  09/29/2023 Resubmitted- No  10/09/2023 6862.00
claim on file
12023  09/29/2023 - 01/01/0001 685.00
12023  0810/2023 Claim Received/ 10/12/2023 131.00
Processing
12023  08/16/2023 Claim Received/ 10/12/2023 1012.00
Processing
12023  09/0572023 - 01/01/0001 3222.00
12023  07/24/2023 Paid Not Cleared ~ 09/08/2023 479.00
12023  09/14/2023 - 01/01/0001 877.00
12023  10/09/2023 Resubmitted- No  10/09/2023 734.00
claim on file
12023  10/09/2023 Resubmitted- No  09/19/2023 570.00
claim on file
12023  10/09/2023 Resubmitted- No  10/09/2023 1140.00
claim on file
12023  09/06/2023 - 01/01/0001 942.00
12023  09/07/2023 - 01/01/0001 555.00
P Man7en - n1N100N1 R27 0N
3
Custom Tracking
Clicking Update will change the
status of all of the claims in the grid.
Total $59.864.00

Close

RCM Profits
A PPO Profits Product



Downloading the Exported File

I BH save As x
™ > Fhis PC > Local Disk (C:) » OpenDentalExports . C Search OpenDentalExports 0 |
|
Organize New folder = - © |
Name Date modified Type Size I
~ [l This PC {
=] AGING OF ACCOUNTS RECEIVABLE REPO... 10/11/2023 9:07 AM Text Document 6 KB |
&l Desktop .

| FeesOffice Fees 10/19/2023 3:58 PM Text Document 66 KB
— Documents i
| Outstanding Insurance Claims evolve 8/3/2023 1:25 PM Text Document 8 KB i

4 Downloads
P Music |
PN Pictures ,
> Bd Videos |

> %= Local Disk (C:)

3 Network

SR 1128 BQutstanding Insurance Claim ~| |

Save as type: Text files(™.txt)

~ Hide Folders | Save Cancel i

TrmmrTA AT A T TSNS IO VR ATIATTIOY A AT ST A T AAMAANANT | ARPLS AR Anuomes T D el




Importing into Google Sheets

Al

W/ o N OO AW N -

NN alalalalalalalalala
WIN =2 0|lo ® N oo b~ W N = O

Q

Untitled spreadsheet ¢

File
(|

Edit View
New

Open

Insert

2]

Import

]

[«

&3

=

Make a copy

Share
Email
Download

Approvals

Rename

Move to trash

Settings

Print

Format

Data Tools Extensions

*P

%

.0

-

.00
>

12

& Import file

My Drive

Shared with me

Recent] Upload

Import file

File

AGING OF ACCOUNTS RECEIVABLE REPORT.ixt

Append to current sheet ~ Detect automatically ~

Convert text to numbers, dates, and formulas

@ Open
€ vop » ThisPC » Local Disk (C) > OpenDentalExports
Organize v New folder
Name ’ Date modified
v [l This PC
| AGING OF ACCOUNTS RECEIVABLE REPO...  10/11/2023 %:0
> @ Desktop

| FeesOffice Fees
—

o Documents
| Outstanding Insurance Claims (
> & Downloads

> ) Music
>IN Pictures
> Id Videos

) %= Local Disk (C:)

y 4 Network

File name:

=-m @
Type Size
Text Document 6KB
Text Document 66 KB
Text Document 8 KB

Custom Files

X

Cancel

Cancel

RCM Profits
A PPO Profits Product



Outstanding Insurance

A B c D E F G H I J K L
fCarrier |Phone SubName SubDOB SublD PatName PatDOB DateService DateSent TrackStat DateStat Amount
Aetna (800)451-7715 12/25/1997 07/13/2023 07/17/2023 - 01/01/2001 685
Aetna (800)451-7715 12/25/1997 07/18/2023 07/19/2023 - 01/01/2001 1078
Aetna (800)451-7715 . 10/09/1985 07/18/2023 07/20/2023 - 01/01/2001 155
Aetna (800)451-7715 Red aCted Patlent I nfo 10/09/1985 07/20/2023 07/24/2023 - 01/01/2001 279
Anthem Blue Crc (877)567-1804 01/19/1984 03/22/2023 03/24/2023 ORTHO 07/06/2023 5816
Beam Plus Netw (800)648-1179 02/09/1998 06/17/2023 06/21/2023 - 01/01/2001 206
Blue Cross Blue 855-5042583 05/12/1999 06/24/2023 07/24/2023 Resubmitted- Nc 07/24/2023 508
Blue Cross Blue 855-5042583 05/12/1999 07/01/2023 07/24/2023 - 01/01/2001 508
Blue Cross Blue (800)541-2763 04/10/1960 06/20/2023 07/14/2023 - 01/01/2001 290
Cigna (800)244-6224 04/04/1995 04/15/2023 04/25/2023 ORTHO 07/06/2023 5816
Cigna (800)244-6224 10/22/1986 07/06/2023 07/10/2023 - 01/01/2001 508
Cigna (800)244-6224 01/24/1991 07/15/2023 07/19/2023 - 01/01/2001 732
Cigna (800)244-6224 05/21/1990 07/17/2023 07/20/2023 - 01/01/2001 637
Cigna (800)244-6224 01/24/1991 07/24/2023 07/24/2023 - 01/01/2001 1523
Delta Dental of £ (800)352-6132 10/14/1987 07/10/2023 07/12/2023 - 01/01/2001 271
Delta Dental Of 1 (888)335-8227 04/04/1997 07/20/2023 07/24/2023 - 01/01/2001 479
Delta Dental of Il (800)323-1743 07/25/1990 05/16/2023 07/24/2023 - 01/01/2001 285
Delta Dental of Il (800)323-1743 07/08/2019 06/26/2023 07/20/2023 Resubmitted- Nc 07/20/2023 436
Delta Dental of Il (800)323-1743 11/25/2017 06/26/2023 07/20/2023 Resubmitted- Nc 07/20/2023 436
Delta Dental of Il (800)323-1743 05/27/1993 07/01/2023 07/10/2023 Claim Received/ 07/20/2023 479
Delta Dental of Il (800)323-1743 04/12/2021 07/05/2023 07/29/2023 - 01/01/2001 192
Delta Dental of 1 (800)323-1743 04/23/2017 07/05/2023 07/29/2023 Resubmitted- N¢ 07/29/2023 518
Delta Dental of Il (800)323-1743 02/21/1986 07/06/2023 07/10/2023 - 01/01/2001 592
Delta Dental of Il (800)323-1743 02/21/1986 07/12/2023 07/17/2023 - 01/01/2001 1239
Delta Dental of Il (800)323-1743 04/23/2017 07/17/2023 07/20/2023 - 01/01/2001 570
Delta Dental of Illinois 06/06/1961 07/22/2023 07/24/2023 - 01/01/2001 109
Delta Dental of I (800)323-1743 01/03/1986 07/15/2023 07/19/2023 - 01/01/2001 528
Delta Dental of New Jersey 11/24/1983 07/05/2023 07/10/2023 - 01/01/2001 734
Delta Dental of New Jersey 05/08/1995 07/15/2023 07/20/2023 - 01/01/2001 579
Delta Dental of New Jersey 11/24/1983 07/17/12023 07/19/2023 - 01/01/2001 3374
Delta Dental of North Carolina 08/27/1991 07/22/2023 07/24/2023 - 01/01/2001 1338
Delta Dental of Rhode Island 05/08/1991 07/22/2023 07/24/2023 - 01/01/2001 479
Delta Dental Of ' (800)236-3712 02/27/1996 07/01/2023 07/10/2023 Claim Received/ 07/20/2023 363

4

-

Sheet1

~

RCM Profits
A PPO Profits Product
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© ®|~N o als w0 N

=]

13

A

Date Added

B
Pt Number

[o]

Insurance

DOS

E

Procedure

F

Notes

Create Appeals Tracker

G
Status

Date

Ol

Appeal Tracker ~

RCM Profits

A PPO Profits Product




Pre Authorization Report

Reports | Tools eServices Alerts (0)
Standard
Standard Favorites
Graphic

User Query

User Query Favorites
eService Activity Log

Unrfinalized Payments: 0

! Reports

Setup

| User Query |

l Laser |

Production and Income Lists
Today Active Pat
Yesterday Appointme
Last Month Birthdays
This Year Broken Ag
More Options Discount |
Monthly Production Goal Insurance

New Patie
Patients -
Patient Nc¢
. Prescripti

Daily Procedure
Adjustments Referrals
Incomplete Procedure Notes Referral A
Patient Portion Uncollected Referred |
Payments Treatment
Procedures \web Sche
Routing Slips Hidden Pz
Unfinalized Insurance Payments ERAs Auty
N Public Heal

FQHC De

Monthly Raw Scre
Aging of AR Raw Popu
Capitation Utilization

Claims Not Sent
Custom Aging
Finance Charge Report
Insurance Aging Report
Insurance Overpaid

FaYy £ Flialis
PPO Write-offs
Presented TreatPlan Production
Presented TreatPlan Statistics
Procedures Not Billed to Insurance
Procedures Overpaid

Additional "reports” are available in other sections of the program as v
* All appointment lists are printable, including recall and confimation li:
* Labels, letters, and postcards are built into vanous windows.

* Deposit slips. accounting, sent claims, and images are all printed frol
* Use the print screen tool to print anything you can bring up on the st

RCM Profits
A PPO Profits Product



! Qutstanding Insurance Claims

Filters

Pre Authorization Report

DaysOld Date Date Range Applies Tolf Date of Service v|  Treat Provs |All v Last Custom Tracking Status | All v
Days Oid min] n%av&btoth Preauth Optionsl Only Show Preauths v Carier
'ank to T e T : .
{max] show all) 8 For User | All v E] Mine Last Eror Defintion | None v
Carrier | Phone | SubName | SubDOB | SublD | PatName | PatDOB |DateService| DateSent | TrackStat | DateStat | Amount
Aetna (800)451-7715 01/01/0001 5124.00 A
‘Anthem Blue Cross Blue Shield (877)567-1804 . 01/01/0001  10684.00
Blue Cross Blue Shieldof L (B00)541-2763 Red acted Patl e nt |nf0 OU0I0001 620200
Delta Dental of GA (800)521-2651 01/01/0001 3374.00
Delta Dental of New Jersey 01/01/0001 3374.00
Humana PPO (800)833-2223 01/01/0001 9300.00
-
] »
Carrier/Plan Info Patient/Subscriber Info Custom Tracking
Assign User | | Zero Claims Camier: Patient DOB
;J i Clicking Update will change the
Canier Phone: Subscriber Name: status of all of the claims in the grid
IAE= & i Tl SO0 _
: Update Custom Tracking 6 claims
(@ rm | gy Saing [Upite Coto Tacig |

** This file must have the file name
changed, it will try to save as another

outstanding insurance file.

RCM Profits

A PPO Profits Product

BH Save As X I
N > ThisPC » Local Disk (C:) > OpenDentalExports v &) Search OpenDentalExports I
[
Organize v New folder = v 0
Name Date modified Type Size I
v [l This PC }
[5] AGING OF ACCOUNTS RECEIVABLE REPOQ... 10/11/202 Text Document 6 KB [
> @ Desktop
|~ FeesOffice Fees 10, 3:58 PM Text Document 66 KB
> & Documents .
|=] Outstanding Insurance Claims 8/3/2023 1:25 PM Text Document 8 KB
> & Downloads
> @ Music I
> PN Pictures
> E& Videos
> %= Local Disk (C:)
> 3 Network
File namell Pre Auth| I 5
Save as type: Text files(*.txt) v
~ Hide Folders Cancel



Importing into Google Sheets

Al

W/ o N OO AW N -

NN alalalalalalalalala
WIN =2 0|lo ® N oo b~ W N = O

Q

Untitled spreadsheet ¢

File Edit View Insert
New

3 Open

-] Import

=7

[ Make a copy

2+ Share

Email

[«

Download

® Make available offline

De

ils

§83 Settings

= Print

Format

Data Tools Extensions

>
% .0‘_ .0_9 12

3#0

*P

& Import file

My Drive

Shared with me

Recent] Upload

Import file

File

AGING OF ACCOUNTS RECEIVABLE REPORT.ixt

Import location

Append to current sheet ~ Detect automatically ~

Convert text to numbers, dates, and formulas

Openbentalkxports

‘,f“ New

Fayr- Ol
OpenDentalE
w fcm-eob

. fcm-eob con
@ OneDrive

v [l This PC
@l Desktop
= Documents
& Downloads
4P Music
PN Pictures
i3 Videos

> %= Local Disk (C

3 Network

4 items

X

Cancel

TN sort

> ThisPC > Local Disk (C:) > OpenDentalExports

Name
—| AGING OF ACCOUNTS RECEIVABLE REPO...
|=| FeesOffice Fees

-| Outstanding Insurance Cl

| Pre Auth

1

View

Date modified

Type Size

Text Document 6 KB
Text Document 66 KB
Text Document 8KB
Text Document 1KB

RCM Profits
A PPO Profits Product

Search (



Al

N DO e W N -

ol 0| o

v % Carrier

A B
Carrier .l Phone
Aetna (800)451-7715

Anthem Blue Cr¢ (877)567-1804
Blue Cross Blue (800)541-2763
Delta Dental of ( (800)521-2651
Delta Dental of New Jersey

Humana PPO  (800)833-2223

o]
SubName

Pre Authorization Report

E F G
SublD PatName PatDOB

12/03/1990
01/19/1976

Redacted Patient Info 081711982

03/12/1971
11/24/1983
02/25/1949

Ol

Appeal Tracker +

H

DateService
01/01/2001
01/01/2001
01/01/2001
01/01/2001
01/01/2001
01/01/2001

Pre Auth +~

DateSent
08/28/2023
05/18/2023
03/08/2023
09/13/2023
07/10/2023
08/14/2023

TrackStat

K

DateStat

01/01/2001
01/01/2001
01/01/2001
01/01/2001
01/01/2001
01/01/2001

5124
10684
6202
3374
3374
9300

RCM Profits
A PPO Profits Product



Accounts Receivable Report

A Reports

Setup
| User Query | l Laser |
Production and Income Lists
. Today Active Pat
Repots | Tools eServices Alers (0) Yastudoy e
Last Month Birthdays
This Year Broken Ag
&anda’d More Options Discount |
Monthly Production Goal Insurance
a F New Patie
v Patients -
andard Favorites Fxente
) Prescripti
G - Daily Procedure
m' ne Adjustments Referrals
Incomplete Procedure Notes FR{:ffen:L AF
Patient Portion Uncollected Err
User Query ol Tiniskrand
Procedures "'_”lfeb SC::
. Routing Slips |dde|h !
User Query Favorites Dibcnd Rz Papnaria ERAs Aut
\Write-offs S
eService Activity Log FQHC De
Monthiy Saw gcre
- aw Popu
Aging of AR )
Unfinalized Payments: 0 el
Z ay‘n S. Claims Not Sent
Custom Aging
Finance Charge Report
Insurance Aging Report
Insurance Overpaid
Ins Pay Plans Past Due
Outstanding Insurance Claims
Payment Plans
PPO \Write-offs
Presented TreatPlan Production
Presented TreatPlan Statistics
Procedures Not Billed to Insurance
Procedures Overpaid
Additional "reports" are available in other sections of the program as v
* All appointment lists are printable, including recall and confimation i RCM Profits
* Labels, letters, and postcards are built into various windows. APPO Profits Product

* Deposit slips, accounting, sent claims, and images are all printed frol
* Use the print screen tool to print anything you can bring up on the st



I8! Aging of Accounts Receivable Report

10/29/2023 As Of Date
Age of Account
P —

© Over 30 Days

=

(O Over 90 Days

Group By
© Family
T maviaual

[_] Age write-off estimates
(] Show last payment date §andscape)
() Exclude income transfers

Generate Query

Accounts R

Biling Types Providers

2 A 2 A
Exclude Patients With

eceivable Report

(] Inactive status
() Archived status
() Bad addresses {no zipcode)

Include Patients With
(] Negative balances
[ Insurance estimates and no balance

Only Patients With
(] Negative balances
(] Insurance estimates and no balance

OK

&b Print 4

I HH save As

0/1 B

™ > This PC > Local Disk (C:) » OpenDentalExports

Organize « New folder

Name

~ [l This PC

Date modified

[5] AGING OF ACCOUNTS RECEIVABLE REPO... 10/11/2023 9:07 AM

> @il Desktop

[£] FeesOffice Fees 10/19/2023 3:58 PM

> | Documents

Lj Qutstanding Insurance Claims

> i Downloads
> @& Music

> PN Pictures

> E3 Videos

> %= Local Disk (C:)

> ‘3 Network

I O utstanding Insurance Claim

100

Type
Text Document
Text Document

Text Document

Size

o

KB

KB

ch OpenD

=

ntalExports

I
{

y-J

Save as type: | Text files(™.txt)

RCM Profits

A PPO Profits Product




Importing Into Google Sheets

Al

W/ o N OO AW N -

NN alalalalalalalalala
WIN =2 0|lo ® N oo b~ W N = O

Q

Untitled spreadsheet ¢

File
(|

Edit View
New

Open

Insert

2]

Import

]

[«

&3

=

Make a copy

Share
Email
Download

Approvals

Rename

Move to trash

Settings

Print

Format

Data Tools Extensions

*P

%

.0

-

.00
>

12

& Import file

My Drive

Shared with me

Recent] Upload

Import file

File

AGING OF ACCOUNTS RECEIVABLE REPORT.ixt

Append to current sheet ~ Detect automatically ~

Convert text to numbers, dates, and formulas

@ Open
€ vop » ThisPC » Local Disk (C) > OpenDentalExports
Organize v New folder
Name ’ Date modified
v [l This PC
| AGING OF ACCOUNTS RECEIVABLE REPO... J 10/11/2023 %:0
> @ Desktop

| FeesOffice Fees
o Documents
| Outstanding Insurance Claims
> & Downloads
> ) Music
>IN Pictures
> Id Videos

) %= Local Disk (C:)

y 4 Network

File name:

X
=-m @
Type Size
Text Document 6KB
Text Document 66 KB
Text Document 8KB

Custom Files

X

Cancel

Cancel

RCM Profits
A PPO Profits Product



Accounts Receivable Report

L14 -
A B C D E F G H I J K

1 Date 10/11/2023

2 |Guarantor 0-30 Days 31-60 Days 61-90 Days > 90 Days Total -W/O Est -Ins Est =Patient

3 0 1,098.20 0 0 1,098.20 0 0 1,098.20
s 0 0 2.972.60 0 2.972.60 520 1,127.80 1,324.80
5 0 1,063.50 0 0 1,053.50 560 4935 0
6 0 0 4556 0 456 0 0 456
7 Redacted 8,074.00 10,578.00 1,619.00 1,297.02 21,568.02 626 0 20,942 02
] 0 234 0 0 234 68 166 0
9 Patient Info 0 0 0 1758 1758 0 0 1758
10 6438 0 0 0 6438 108 535.8 0
2 131 0 0 0 131 48 83 0
12 0 1,207.20 0 0 1,207.20 0 520.8 686.4
13 0 1,907.00 0 0 1,907.00 327 1,580.00 0
14 4,375.00 0 0 0 4,375.00 1,515.00 2.860.00 0 C
15 5324 0 0 0 5324 237 2954 0
16 6438 0 0 0 6438 243 709.2 -308.4
17 227.25 0 0 0 227.25 48 179.25 0
18 0 0 479 0 479 0 0 479
19 204 0 0 0 204 9% 168 60
2 573.4 0 0 0 5734 238 3354 0
21 2,022.50 0 0 0 2,022.50 936 1,086.50 0
2 0 1,531.00 0 0 1,531.00 0 0 1,531.00
2 652 0 0 0 652 90 562 0
24 0 0 53 0 53 0 0 53
25 0 0 304 0 304 128 1755 05
2% 0 0 479 0 479 0 0 479
27 215 0 0 0 215 87 128 0
2 0 114 0 0 114 114 0 0
2 2,405.00 0 0 0 2,405.00 949 1,456.00 0
30 995 4 0 259.2 0 1,254 60 278 976.6 0
3 373334 0 0 0 373334 0 2.000.00 1733.34
2 660.9 0 0 0 660.9 143 535 A7
1 8239 0 0 0 8239 384 1,250.00 810.1
34 3,058.00 0 0 0 3,058.00 615 2,329.00 114

RCM Profits

A PPO Profits Product

+ = Ol v Appeal Tracker ¥ Pre Auth ¥ AR ~



Patient Credit Report

I8! Aging of Accounts Receivable Report

Biling Types Providers
10/29/2023 As Of Date a :I e i
Age of Account Exclude Patients With
e [ Inactive status
© Over 30 Days () Archived status
B () Bad addresses {no zipcode)

-
) Eper ) ey include Patients With

Group By (] Negative balances

© Family [ Insurance estimates and no balance
T maniaua == =

[_] Age write-off estimates [_] Negative balances

() Show last payment date (landscape) ] Insurance estimates and no balance

() Exclude income transfers

C o Je==1

&b Print 4

[ E Save As

B/1 ' & & 100 wrapText |#8 Exoort

. > ThisPC > Local Disk (C:) > OpenDentalExports . C 2 Search OpenDentalExports \

- o ** This file has to be saved as
Ml [P — B e o patient credits because it will Try
—_l A to save as accounts receivable
: i:::mw; |=| Pre Auth 10/30/2023 6:27 AM Text Document 1KB automatha”y

> PN Pictures k /

> E& Videos

1]
4

Organize New folder

=] FeesOffice Fees Text Document 66 KB

> | Documents

J Outstanding Insurance Claims Text Document 8KB

> %= Local Disk (C:)

> a Network

RCM Profits

]
File navlue: l Patient Credits| I v e en s e

Save as type: Text files(*.txt) ~

A Hide Folders Cancel




Importing into Google Sheets

Al

W/ o N OO AW N -

NN alalalalalalalalala
WIN =2 0|lo ® N oo b~ W N = O

Q

Untitled spreadsheet ¢

File
(|

Edit View Insert
New

Open

2]

Import

]

[«

&3

=

Make a copy

Share
Email
Download

Approvals

Rename

Move to trash

Version history

Make available offline

Det

Settings

Print

Format Data Tools Extensions

3#0

*P

& Import file

MyDrive  Sharedwithme  Recent] Upload

penDentalExports

) > ThisPC > Local Disk (C:) > OpenDentalExports| Search O
New folder
Se— Name Date modified Type ize
e
AGING OF ACCOUNTS RECEIVABLE REPO... 11/2023 9:07 AM Text Document 6 KB
| FeesOffice Fees 10 2 PM Text Document 66 KB
i | Outstanding Insurance Claims 1:25PM Text Document KB
meots Patient Credits 6:40 AM Text Document 4KB
foacs | Pre Auth 23 6:27 AM Text Document 1KB
es
H
Disk (C:)
File name: ’[ Custom Files
0
or drag a file here i
Import file X

File

AGING OF ACCOUNTS RECEIVABLE REPORT.ixt

Import location Separator type

Append to current sheet ~ Detect automatically ~

Convert text to numbers, dates, and formulas

Import data Cancel

Cancel

RCM Profits
A PPO Profits Product



Date 10/30/2023
Guarantor 0-30 Days

Redacted
patient
info

+
Il

31-60 Days

(I — I — B — T T — I — B — I — T — TR — T — T — B — I — O — T — T — B — I — B — B — B — T — I — B — I — B — I — I — I — I —

Ol ~

000000 00 000 oo oo oo oo oo o oo oo oo

Patient Credit Report

61-90 Days > 90 Days Total
-181.35
-70.6
-39.7
-45.15
-4124
-108

oo oo o ool lele
oo oo oolcoslaooeoloooooelaale
'

IS
=
e
'S

Appeal Tracker ~

-W/O Est -Ins Est

0000000 00 00 OO0 0 00 0 0 000000000 o oo oo
-l
-
(=]

[~ — B — A - O — T T — N — I — T — T T — T — A~ R — I — T — B — B — I — I — O — D — I — I~ B — I — I — T — I I — I

Pre Auth ~

JPatient

-181.35
-70.6
-39.7

-45.15
-412.4
-108
-5.6
-222
-80
-63.6
-170

AR ~

Credits ~

RCM Profits
A PPO Profits Product



Create Tracker Page

Tracker ¥ Ol v Appeal Tracker ¥ Pre Auth ¥ AR v Credits ~

TOTAL
TOTAL WEEKLY  REMAINING % of
CLAIMS GOAL CLAIMS  COMPLETION COMPLETED
ol
0l 15
Appeals
Pre Auth
AR
Credits
0 0 0 #DIV/O! | 0

RCM Profits
A PPO Profits Product




Create Tracker Page

TOTAL
TOTAL REMAINING % of / _ \
CLAIMS V®2KLYGOAL  CLAIMS  COMPLETION COMPLETED Formulas:
Ol | 10§-B2/2
0115 Weekly goal: =B2/2 for OI and
Appeals =B2/4 for AR and Credits
Pre Auth
an Total Remaining: =B2-F2
TOTAL SN
TOTAL REMAINING % of % of Completion: =F2/B2
CLAMS WEEKLY GOAL CLAIMS COMPLETION COMPLETED \
ol L 10 [ =52-F2
0Ol 15
Appeals
Pre Auth
TOTAL
TOTAL REMAINING % of
CLAIMS WEEKLY GOAL CLAIMS COMPLETION COMPLEED
Ol 10 5 | e T P
0Ol 15
Appeals
Pre Auth
AR RCM Profits
Credits APPO Profits Product
10 5 10 0.00% 0




Create Tracker Page

TOTAL

TOTAL REMAINING % of
CLAIMS WEEKLY GOAL CLAIMS COMPLETION COMPLETED

Ol 10 5 10 0.00%4 =countA(

Ol 15

Appeals / \

Pre Auth Formulas
AR

Credits Completed:

10 S L B0 0 =CountA(range)

cl Date a
a e Phone DNa e pDOB PID PatDOB DatedSe e DatedSe a a Date a = 0 angea ote
=counta( .
BCBS
BCBS

BCBS
BCBS
BCBS
BCBS
BCBS
BCBS
BCBS
BCBS

BCBS
BCBS
BCBS
BCBS
BCBS '
BCBS | .

BCBS ; RCM Profits
BCBS A PPO Profits Product

BCBS
BCBS




Create Tracker Page

OFFICE INFO:

Carrier Phone SubName SubDOB SublD PatName PatDOB DateService DateSent TrackStat DateStat Amount D::‘-a:t:et: y Notes
BCBS Rest
BCBS ‘
BCBS |
BCBS |
BCBS |
BCBS |
BCBS |
BCBS
BCBS
BCBS

TOTAL
REMAINING % of
WEEKLY GOAL CLAIMS COMPLETION COMPLETED
Ol 10 5 10 10.00% 1
Ol 15
Appeals
Pre Auth
AR
Credits RCM Profits
TOTAL 10 5 9 10.00%




Share Your Reports

O B -

& Share

Share "Untitled spreadsheet" @ @

amyhl@ppoprofits.com

amy hernandez
amyh@ppoprofits.com

DIana yvvupaotur o \ywvuy

: 5 Owner
brianag@ppoprofits.com

General access

Restricted «

Only people with access can open with the link

H)' RCM Profits



15th of the Month Reports

On the 15th the only report updated is the Ol Report. All other reports are completed for the entire
month.

The Ol Report is changed to date sent, and generated the same way.

On the spreadsheet, add another tab and label it Ol 15

Add a line in the tracker to calculate % worked for the new report

RCM Profits
A PPO Profits Product




Reports | Tools eServices

Alerts (0)

Standard

Standard Favorites
Graphic

User Query

User Query Favorites
eService Activity Log

Unrfinalized Payments: 0

Outstanding Insurance Report- 15th

2! Reports

Setup

| User Query |

Laser |

Production and Income Lists
Today Active Pa
Yesterday Appointme
Last Month Birthdays
This Year Broken Ag
More Options Discount |
Monthly Production Goal Insurance

New Patie
Patients -
Patient Nc
) Prescripti

Daily Procedure
Adjustments Referrals
Incomplete Procedure Notes Referral A
Patient Portion Uncollected Referred f
Payments Treatment
Procedures \Web Sche
Routing Slips Hld?en Pz
Unfinalized Insurance Payments ERAs Aut
s Public Heal

FQHC De

Monthly Raw Scre:

Aging of AR Raw Popu

Capitation Utilization
Claims Not Sent
Custom Aging

Finance Charge Report
Insurance Aging Report
Insurance Overpaid

utstanding Insurance Claims
]

o

A s
PPO Write-offs

Presented TreatPlan Production
Presented TreatPlan Statistics
Procedures Not Billed to Insurance
Procedures Overpaid

Additional "reports" are available in other sections of the program as v
* All appointment lists are printable, including recall and confimation li:
* Labels, letters, and postcards are built into various windows.

* Deposit slips, accounting, sent claims, and images are all printed frol
* Use the print screen tool to print anything you can bring up on the s¢

RCM Profits
A PPO Profits Product



Outstanding Insurance Report- 15th

! Qutstanding Insurance Claims

Filters
DaysOld Date Range Date Range Applies To [Date Sent V—l Treat Provs | All
DaysOld min) 30 oi?;:'kbt“h Preauth Options | Excluding Preauths v
0
el smmm— show all) Ignore Custom Tracking () For User | All

Last Custom Tracking Status | All

Camier

% E] Last Eror Definttion | None

NnanNantalCvnnrtc

Carrier | Phone | SubName | SubDOB | SublD | PatName | PatDOB |DateService| DateSent | TrackStat | DateStat | A t
Aetna (800)451-7715 02/21/1989 08/14/2023 09/1872023 Paid NotCleared  10/03/2023 792.00
Aetna (800)451-7715 03/2711978 09/09/2023  09/12/2023 - 01/01/0001 603.00
Blue Cross Blue Shield (800)972-8382 Re d a Cted P atl e nt 05121999 06242023 09202023 Clsim Received 10032023 50800
rocessing
Blue Cross Blue Shield (800)972-8382 05/12/1999 07/01/2023  09/20/2023 Resubmitted- No 10/03/2023 508.00
I n fo claim on file
Blue Cross Blue Shield of IL (800)541-2763 08/07/1948 071272023  09/25/2023 Rlo;ubmit;t'ad- No 10/05/2023 6862.00
Claimon nie
Careington 1(888)878-8959 021121974  09/28/2023  09/29/2023 - 01/01/0001 685.00
Careington Benefit Solutions (833)468-4240 06/20/11954  08/09/2023  08/10/2023 glaim Received/  10/12/2023 131.00
rocessing
Careington Benefit Solutions (833)468-4340 06/20/1954 08/16/2023  08/16/2023 glaim Received/ 1011272023 1012.00
rocessing
Cigna (800)244-6224 11131979 08/29/2023  09/0572023 - 01/01/0001 3222.00
Delta Dental Of California (888)335-8227 04/04/1997 07/20/2023  07/24/2023 Paid Not Cleared ~ 09/08/2023 479.00
Delta Dental of GA (800)521-2651 05/30/1991 09/1372023  09/14/2023 - 01/01/0001 877.00
Delta Dental of lllinois (800)323-1743 02/02/1981 09/06/2023  09/06/2023 - 01/01/0001 942.00
Delta Dental of lllinois (800)323-1743 09/02/2009 09/06/2023  09/07/2023 - 01/01/0001 555.00
Delta Dental of lllinois (800)323-1743 12/20/2010 09/06/2023  09/07/2023 - 01/01/0001 527.00
Delta Dental of lllinois (800)323-1743 07116/1966  09/07/2023  09/12/2023 - 01/01/0001 415.00
Delta Dental of lllinois (800)323-1743 04/22/1968 09/07/2023  09/12/2023 - 01/01/0001  3994.00
Delta Dental of lllinois (800)323-1743 10/26/1974 09/11/2023  09/1272023 - 01/01/0001 302.00
Delta Dental of lllinois (800)323-1743 02/02/1981 09/11/2023  09/12/2023 - 01/01/0001 698.00
Delta Dental of lllincis (800)323-1743 07110/1986  09/13/2023  09/14/2023 - 01/01/0001 652.00
P R AT TRy T R B T o B T T AR TEN R :
Carrier/Plan Info Patient/Subscriber Info Custom Tracking
Assign User || Zero Claims Carier: Patient DOB:
[L] [—] ) Clicking Update will change the
Carier Phone: Subscriber Name: status of all of the claims in the grid.
Group Number: Subscriber DOB: fod SRER0 -
e ' ' [ Update Custom Tracking | 37 claims RCM Profits
Group Name: Subscribe- '™ A PPO Profits Product



Downloading the Exported File

I BH save As x
i b > Fhis PC > Local Disk (C:) » OpenDentalExports Search OpenDentalExports 0 |
|
Organize ¥ New folder = - 0 |
Name Date modified Type Size |
~ [l This PC {
=] AGING OF ACCOUNTS RECEIVABLE REPO... 10/11/2023 9:07 AM Text Document 6 KB |
&l Desktop
| FeesOffice Fees 10/19/2023 3:58 PM Text Document 66 KB

— Documents i i
‘| Outstanding Insurance Claims evolve 8/3/2023 1:25 PM Text Document 8 KB i

4 Downloads
|
£P» Music |
PN Pictures '

g4 Videos
> %= Local Disk (C:) ;
|
3 Network |
G E =8 fOutstanding Insurance Claim |
Save as type: Text files(™.txt)

e | conca |

~ Hide Folders

L e e e

R N e e Y W e B T T e T

R T

S AaAMmaranna

PSS e

** We can save this file over the top of the existing insurance fil

Ao D el

RCM Profits
A PPO Profits Product



Importing into Google Sheets

Al

W/ o N OO AW N -

NN alalalalalalalalala
WIN =2 0|lo ® N oo b~ W N = O

Q

Untitled spreadsheet ¢

Insert

File Edit View
New
3 Open
-] Import
1 D Make a copy
2+ Share
Email
L. Download
Approvals
Z~ Rename

&3

=

Move to trash

Settings

Print

Format

Data Tools Extensions

*P

%

.0

-

.00
>

12

& Import file

My Drive

Shared with me

Recent] Upload ¢

v

4
Import file
File
AGING OF ACCOUNTS RECEIVABLE REPORT.txt
Import location ype
Append to current sheet ~ Detect automatically ~

Convert text to numbers, dates, and formulas

Import data Cancel

Openbentalkxports

‘,f“ New

Fayr- Ol
OpenDentalE
w fcm-eob

. fcm-eob con
@ OneDrive

Bl This PC

> @l Desktop
= Documents
& Downloads
4P Music
PN Pictures
i3 Videos

> %= Local Disk (C

3 Network

items

X

TN sort

> ThisPC > Local Disk (C:) > OpenDentalExports

Name

Date modified

—| AGING OF ACCOUNTS RECEIVABLE REPOQ... 10/11/2023 9:07 AM

I

-| Outstanding Insurance Cl

| Pre Auth

View

Type
Text Document
Text Document

Text Document

Tex

ocument

RCM Profits

Size

Search (



Al

N O N e W N -

o © o

Outstandlng Insurance Report- 15th

Q Menus o ¢ 8 9

- fix Carrier
A B
[Carrier .| Phone
Aetna (800)451-7715
Aetna (800)451-7715
Aetna (800)451-7715
Aetna (800)451-7715

Anthem Blue Cr((877)567-1804
Beam Plus Netw (800)648-1179
Blue Cross Blue 855-5042583
Blue Cross Blue 855-5042583
Blue Cross Blue (800)541-2763

Cigna (800)244-6224
Cigna (800)244-6224
Cigna (800)244-6224
Cigna (800)244-6224
Cigna (800)244-6224

Delta Dental of £ (800)352-6132
Delta Dental Of 1 (888)335-8227
Delta Dental of Il (800)323-1743
Delta Dental of Il (800)323-1743
Delta Dental of Il (800)323-1743
Delta Dental of Il (800)323-1743
Delta Dental of |1 (800)323-1743
Delta Dental of Il (800)323-1743
Delta Dental of Il (800)323-1743
Delta Dental of |1 (800)323-1743
Delta Dental of Il (800)323-1743
Delta Dental of lllinois

Delta Dental of \ (800)323-1743
Delta Dental of New Jersey
Delta Dental of New Jersey
Delta Dental of New Jersey
Delta Dental of North Carolina
Delta Dental of Rhode Island
Delta Dental Of ' (800)236-3712

100%

c
SubName

+-| $ % 0 123 | Defaul.. v —|1o‘|+

-

D E F G
SubDOB SublD PatName PatDOB

Redacted
patient Info

+ = ol ~ Pre Auth ~

AR ~ Credit ~ Ol115 ~

o

—

H

DateService
07/13/2023
07/18/2023
07/18/2023
07/20/2023
03/22/2023
06/17/2023
06/24/2023
07/01/2023
06/20/2023
04/15/2023
07/06/2023
07/15/2023
07/17/2023
07/24/2023
07/10/2023
07/20/2023
05/16/2023
06/26/2023
06/26/2023
07/01/2023
07/05/2023
07/05/2023
07/06/2023
07/12/2023
07/17/2023
07/22/2023
07/15/2023
07/05/2023
07/15/2023
07/17/2023
07/22/2023
07/22/2023
07/01/2023

* H

I
DateSent

m

v 4~

J
TrackStat

07/17/2023 -
07/19/2023 -

07/20/2023
07/24/2023
03/24/2023
06/21/2023
07/24/2023
07/24/2023
07/14/2023
04/25/2023

ORTHO

Resubmitted- Nc¢

ORTHO

07/10/2023 -
07/19/2023 -

07/20/2023
07/24/2023
07/12/2023
07/24/2023
07/24/2023
07/20/2023
07/20/2023
07/10/2023

Resubmitted- Nc
Resubmitted- Nc
Claim Received/

07/29/2023 -

07/29/2023
07/10/2023
07/17/2023
07/20/2023

Resubmitted- Nc

07/24/2023 -
07/19/2023 -
07/10/2023 -
07/20/2023 -

07/19/2023
07/24/2023
07/24/2023
07/10/2023

Claim Received/

Pl A oo @ @ Y B~

K

DateStat
01/01/2001
01/01/2001
01/01/2001
01/01/2001
07/06/2023
01/01/2001
07/24/2023
01/01/2001
01/01/2001
07/06/2023
01/01/2001
01/01/2001
01/01/2001
01/01/2001
01/01/2001
01/01/2001
01/01/2001
07/20/2023
07/20/2023
07/20/2023
01/01/2001
07/29/2023
01/01/2001
01/01/2001
01/01/2001
01/01/2001
01/01/2001
01/01/2001
01/01/2001
01/01/2001
01/01/2001
01/01/2001
07/20/2023

L
Amount

685
1078
155
279
5816
206
508
508
290
5816
508
732
637
1523
2
479
285
436
436
479
192
518
592
1239
570
109
528
734
579
3374
1338
479
363

z

RCM Profits
A PPO Profits Product



Update Ol 15 on Tracker

TOTAL
TOTAL REMAINING % of
CLAIMS WEEKLY GOAL CLAIMS COMPLETION COMPLETED
Ol 10 5 0 100% 10
Ol 15 8 4 8 0% 0
Appeals % 0 100% 3
Pre Auth 4 0 100.00% 4
AR 50 13 25 50.00% 25
Credits 125 31 62 50.00% 63
200 53 95 52.50% 105
4 N

** On the 15th of the month, the first Ol report should be completed, Appeals and Preauths
should be all sent for what needed to be sent so far, AR and Credits should be at least halfway
finished.

\ /




End Of Month Reports

e Submit your finished spreadsheet to the doctor,
including an OI report finished twice, Pre Auth Report,
Appeal Tracker, AR Report, and Credit Report

e Add a screenshot of Month End numbers after all
posting has been completed

e Add a screenshot of Year to Date numbers after all
posting for the month has been completed

RCM Profits
A PPO Profits Product



End Of Month Reports

TOTAL

TOTAL REMAINING % of

CLAIMS WEEKLY GOAL  CLAIMS  COMPLETION COMPLETED
ol 10 5 0 100% 10
ol 15 8 4 0 100% 8
Appeals 3 0 100% 3
Pre Auth 4 0 100.00% 4
AR 50 13 0 100.00% 50
Credits 125 31 0 100.00% 125
200 53 0 100.00% 200

+
|

Tracker + Ol v OI15 v Appeal Tracker ¥ PreAuth + AR v Credits v+ EOM ~v YTD ~

** Add two tabs to the report at the end of the
month, label one EOM, and the other YTD

H)' RCM Profits




End Of Month Reports

Satup

Reports | Tools eServices Alerts (0)

Production and Income

Standard E%:]
This Month
Standard Favortes This Year

gr—

More Ootions
G h’c Monthiv Production Goal
rw Provider Pavroll Summarv ILocked]

Provider Pavroll Detailed [Locked]

User Query Daiy
User Query Favorites Fomens 4 N

Procedures
Write-offs

eService Activity Log Incomolete Prosedure Nates ** Screenshot the

Ro;mro Slios e
Unfinal | .

ettt End of month
. report

Agina of AR A k j

Claims Not Sent

Caoitation Utilzation

Firance Charos Repon
Outstanding InsuranceClams
Procadures Not Billed to Insurance
PPO Write-offs

Payment Plans

Recewables Breskdown
Urearrad Income

Insurance Overpaid

Prezartad TraztPlan Production
Traztment Prasentation Statistcs
Ins Pav Plars Past Dus

Insurance Agina Report v # RCM Profits
V= - R A PPO Profits Product

Additinnal "rannrte” ars availahls in athar cantinne af 1

Unfinalized Payments: 0




End Of Month Reports

Type @

K Cut BX A B c D E F G H | J K
O copy E :
O Paste Y Monthly Production and Income
2 (
() Paste special ¥ 10/01/2023 - 10/31/2023
All Providers
Date Sched Writa-oft Tot Prod Pt Pt Ins Tot
+ Insert 1 row above i e Income
10/01/2023 [Sun 000 0.00 000 000 000 0.00
10/02/2023 Mon 000 -480.00 -206.00 33500 344.00 s79.00
Insert 1 column left 10/03/2023 Tue 000 -252.00 27200 13832 000 s32.15
10/04/2023 | Wec 000 -264.00 000 0.00 28500
10/05/2023 Th 000 -14035 -229.00 3200 000 29920
+ Insert cells > 10/05/2023 7+ 000 000 0o 0.0 00 000
10/07/2023 Sat 0.00 000 000 o000 19020 19020
10/08/2023 |Sun 000 0.00 000 000 0.00 0.00
10/08/2023 Mon 0.00 -295.00 -1,200.00 000 000 154835
[l Delete row 1 000 0.00 -302.00 -33.00 000 0804
000 ~240.00 -358.00 8440 0.00 81420
0.00 -156.00 -120.00 000 000 30000
[i] Delete column 000 000 0.00 000 000 000
000 0.00 0.00 000 0.0 000 [
0.00 -2,526.13 0.00 -s00.72 7,146.55 714655
[ Delete cells > 0.00 -31200 -35100 39320 0.00 353400
000 -22834 0.00 402500 69256 545505
1 2 000 000 -182.00 -11.10 000 125544
) 10/19/2023 0.00 -120.00 -336.00 000 0.00 11400
Y Create a filter 10/20/2023 E 0.00 0.00 0.00 000 000 000
10/21/2023 sat 0.00 0.00 000 000 000 0.00
. 2023 Sn 000 000 000 000 000 0.00
Y Filter by cell value 10/23/2023 Mon 000 152150 -181200 s5750 0.00 501350
10/24/2023 Toe 0.00 -455.00 000 319720 000 333876
10/25/2023 Wec 000 -120.00 0.00 53.00 000 54056
2 . 0.00 -305.00 -423.00 112160 0.00 193550
£% Show edit history 10/27/2023 P 0.00 0.00 0.00 000 000 0.00
e 10282023 sat 000 000 0.00 000 000 000
10/29/2023 Sun 0.00 000 000 000 0.00 000
10130 e 0.00 265020 0.00 78496 1255435 1255435
2 103Y T 447400 000 0.0 -61.00 00 00
G Insert link 447400 ‘1017212 -603600 2576688 15957.37 976593 2102776 2675106
Comment 38+Option+M Total Production (Production + Scheduled + Adjustments - Write-offs): $46,766.88
Total Pt I (Pt I +U d Pt I )i $25,723.30
e e + Ins Income): 1.
5 Insert note Total Income (Total Pt Income + Ins I ): $46,751.06
& Dropdown n o
% Smart chips >
G o : RCM Profits
¢ View more cell actions >

A PPO Profits Product




End Of Month Reports

Satup

Reports | Tools eServices Alerts (0)

Production and Income

Standard ik
This Month
Standard Favortes

This Year I

G . Monthiv Production Goal
ml e Provider Pavroll Summarv ILocked]
Provider Pavroll Detailed [Locked]

User Query Daiy
User Query Favorites Fomens 4 N

Procedures
Write-offs

eService Activity Log Incomolete Prosedure Nates ** Screenshot the

Routing Slios

i ot _
Patient Portion Unoolected This Year Report

Maonthily

Acina of AR = \_ -
Claims Not Sent

Caoitation Utilzation

Firance Charos Repon
Outstanding InsuranceClams
Procadures Not Billed to Insurance
PPO Write-offs

Payment Plans

Recewables Breskdown

Urearrad Income

Insurance Overpaid

Prezartad TraztPlan Production
Traztment Prasentation Statistcs

Ins Pav Plars Past Dus .
Insurance Agina Report v RCM Profits
V= - R A PPO Profits Product

Additinnal "rannrte” ars availahls in athar cantinne af 1

gr—

Unfinalized Payments: 0




End Of Month Reports

Type @

3 Cut ¥ X
IO copy %C
[*] Paste BV
[*] Paste special >
+ Insert 1 row above z
Annual Production and Income
Insert 1 column left
01/01/2023 -12/31/2023
All Providers
+ Insert cells >
Month Production Adjustments Write-off Tot Prod Pt Income Un=arnad Pt Ins Income Total Income
Income
lmn 2023 33,185.00 737573 -91.00 8171927 2539324 1937030 2253355 §735320
[ Delete row Fan 2023 525500 958317 -13.00 5556233 81543 4010.19 2053571 4776013
Mar 2023 £9.423.00 957849 0500 5334451 23319 973821 27795340 5385351
[ Delete column Agr 2023 5103500 533255 -12800 2452545 1037455 1398539 1289375 3735370
May 2023 43593.00 501332 -538m 204758 1735225 1249192 1231343 4215751
| " Jun 2023 53.703.00 95533 S 2954557 1538394 1200825 17,05181 4294410
[ Delete cells » 34 203 23700 1442975 -138120 3042504 1290408 534410 212109 4135925
Aug 2023 7408250 1677283 257800 5443157 1315367 2105103 2173355 5035335
Sz 2023 5535300 1121012 9,030 35,709.38 2619328 -395355 %5504 37521
Y Create a filter Oct 2023 5350100 1017212 503500 22323 1535737 376533 2102775 2575108
Nov 2023 0.00 0.00 0.00 000 0.00 0.00 0.00 0.00
) Dec 2023 0.00 0.00 0.00 0.00 000 0.00 0.00 0.00
Y Filter by cell value 618,996.50 -101,243.42 -21,146.20 496,606.88  188,319.51 103,796.77  205,769.84 497,886.12
Total Production (Production + Adjustments - Write-offs): $496,606.58
4% Show edit history Total Pt Income (Pt Income + Uneamed Pt Income); $292,116.28
Total Income (Total Pt Income + Ins Income);: $497,886.12
& Insert link
Comment 38 +0ption+M
[5 Insert note
& Dropdown
% Smart chips >

_ _ RCM Profits
View more cell actions >




How to Work Reports- OI

When working Ol Report:

Keep detailed notes of every conversation had with the insurance companies- this should be
in a commlog and the track stat as well as your exported spreadsheet- Include reference
numbers in your notes.

Color Code your spreadsheet

Appeal what you can

Work with the Ol Report in Open Dental While also working off of your Spreadsheet

H)' RCM Profits



How to Work Reports- OI P g v prorie

Color coding is to be able to easily identify
if the claim is finished, or what additional
information is needed

If you have more than one person working
on this report, everyone should be using
the same color coding system

5 Points of Information Needed for Claims
Follow-up

Recap of conversation with Rep
Reference number

Track Stat Update

Color Coding

Status update on Claim

LEGEND

NEEDS HELP ON
REVIEWING DENIAL /
CLAIM

FOR APPEAL

NO PORTAL/NOT ON
PORTAL NEED TO
CALL INS

PAID WITH NO EOB /
PAID NEED TO
CONFIRM IF CASHED

ORTHO CLAIM

CURRENTLY WORKING ON

NEED TO FOLLOW UP




How to work Reports- Ol

Outstanding Insurance Claims

Filters
DaysOld  Date Range Date Range Applies To | Date Sent v|  Treat Provs Al v Last Custom Tracking Status | All v
Days Old (min) 30 d;a;i thth Preauth Options | Excluding Preauths b Carier
Sl # d B
max)  gowal) Yorore Cisstoiii Tracking ) For User | Il v E] Last Eror Definttion | None v
Claims
Laccion - Bhone SubName | SubDOB | SublD | PatName | PatDOB |DateService| DateSent | TrackStat | DateStat | A t
Aetna (800)451-7715 02/21/1989 08/14/2023 09/18/2023 Paid Not Cleared 1010372023 792.00
Retna (Bo0)aBT- 7718 03/27/1978  09/09/2023  09/12/2023 - 01/01/0001 603.00
Blue Cross Blue Shield (800)972-8382 Re d a Cted P atl e nt 05121999 06242023 09202023 Claim Received] 10032023 50800
rocessing
Blue Cross Blue Shield (800)972-8382 05/12/1999 07/01/2023  09/20/2023 Resubmitted- No 10/03/2023 508.00
| n fo claim on file
Blue Cross Blue Shield of IL (800)541-2763 08/07/1948 07112/2023  09/29/2023 Zo:ubﬂit%«'ad— No 10/05/2023 6862.00
aimon nile
Careington 1(888)878-8959 021121974  09/28/2023  09/29/2023 - 01/01/0001 685.00
Careington Benefit Solutions (833)468-4340 06/20/1954 08/09/2023  08/10/2023 glaim Rgoeived/ 10122023 131.00
rocessing
Careington Benefit Solutions (833)468-4340 06/20/1954 08/16/2023  08/16/2023 g:airn Received/ 1011272023 1012.00
ocessing
Cigna (800)244-6224 11131979 08/29/2023  09/0572023 - 01/01/0001 3222.00
Delta Dental Of California (888)335-8227 04/04/1997 07/202023  07/24/2023 Paid Not Cleared  09/08/2023 479.00
Delta Dental of GA (800)521-2651 05/30/1991 091372023  09/14/2023 - 01/01/0001 877.00
Delta Dental of lllinois (800)323-1743 02/02/1981 09/06/2023  09/06/2023 - 01/01/0001 942.00
Delta Dental of lllinois (800)323-1743 09/02/2009 09/06/2023  09/07/2023 - 01/01/0001 555.00
Delta Dental of lllinois (800)323-1743 12/20/2010 09/06/2023  09/07/2023 - 01/01/0001 527.00
Delta Dental of lllinois (800)323-1743 07/16/1966  09/07/2023  09/12/2023 - 01/01/0001 415.00
Delta Dental of lllinois (800)323-1743 04/22/1968 09/07/2023  09/12/2023 - 01/01/0001 3954.00
Delta Dental of lllinois (800)323-1743 10/26/1974 09/11/2023  09/1272023 - 01/01/0001 302.00
Delta Dental of lllinois (800)323-1743 02/02/1981 09/11/2023  09/12/2023 - 01/01/0001 698.00
Delta Dental of lllincis (800)323-1743 07/10/1986 09/13/2023  09/14/2023 - 01/01/0001 652.00
e R AT TRy T R B T o B T T AR TEN R :
Carrier/Plan Info Patient/Subscriber Info Custom Tracking
[Assign User ] [ Zero Claims ] Carier: Patient DOB:
i Clicking Update will change the
Canier Phone: Subscriber Name: status of all of the claims in the grid.

=2 Total $46.845.00
== Group Number: Subscriber DOB: = —_— .
: Update Custom Tracking 37 claims RC M P I"Ofl tS
6 Print Group Name: Subscribe- '™ [ ] Close A PPO Profits Product

NAnanNantalEvanre i,



How to work Reports- Ol

Date Status

Carrier Phone PatName PatDOB SubID SubName SubDOB DateService DateSent TrackStat DateStat Amount Changed NOTES
Aetna (888)632-3862 04/04/2023 | 04/06/2023 - 01/01/2001 $311.00 7/12/2023 Insurance payment posted today -ezb
Aetna (888)632-3862 06/01/2023 | 06/02/2023 - 01/01/2001 $166.00 7/12/2023 Insurance payment posted today -ezb
Aetna Dental (800)451-7715 . 05/22/2023 | 05/29/2023 - 01/01/2001 $120.00 7/12/2023 Insurance payment posted today -ezb
Redacted Patient Info o ——
: ¥ os . Per IVR, ins has no claim on file for this
Assured Benefits (800)247-7114 04/20/2023 | 06/19/2023 No c'ljllm on 06/19/2023 $166.00 7/12/2023 R e e e e
ile
dos 5/18/23. Per web, ins pd $359 and $1,488 on
BCBS Dental (800)451-0287 05/18/2023 | 05/29/2023 - 01/01/2001 $402.00 7/12/2023 6/27/23 to provider, pmti e'll allow
more time for pmt to post -ezb
dos 5/18/23. Per web, ins pd $359 and $1,488 on
BCBS Dental (800)451-0287 05/18/2023 | 05/29/2023 - 01/01/2001 $1,893.00 7/12/2023 6/27/23 to provider, pmt: e'll allow
more time for pmt to post -ezb
Resubmitted - dos 3/27/23. Per ins rep Tina, they don't have te
BCBS of Mississippi (800)257-5825 03/27/2023 | 06/21/2023 No claim on 06/21/2023 $408.00 7/12/2023 | claim and | should file it to BCBS of Tx. Resent claim
File to BCBS of TX -ezb
BCBS of Texas (800)820-9994 05/17/2023 | 05/29/2023 - 01/01/2001 $232.00 7/12/2023 ||408 5/A7/23. Per WAL OO £ I Be SN
Claim dos 3/2/23. Claim was already pd but ins cannot
BCBS of TN (800)523-1478 03/02/2023 | 03/14/2023 | Received/Proc| 05/04/2023 $2,124.00 7/12/2023 provide copy of EOB. We still do not have login to
essing availity. -ezb
BCBS of TN (800)523-1478 05/18/2023 | 05/29/2023 - 01/01/2001 $0.00 7/12/2023 Deleted claim, marked "do not bill" -ezb
Ins already pd the claim, verified check received and
BCBS of TX (800)521-2227 05/03/2023 | 05/04/2023 - 01/01/2001 $1,348.00 7/13/2023 enositad Hostad protlah
dos 6/1/23. The pt has pediatric embedded dental
’ 3 _ plan and pt is already considered as an adult and
Blue Cross Blue Shield | (800)528-7264 06/01/2023 | 06/02/2023 01/01/2001 $323.00 7/13/2023 Sherarore rot eligible for dental enaAts! Added &
offc tracker to verify if there's other dental plan -ezb
dos 4/12/23 Called ins and spoke with Jackie who
. verified pt has active coverage since 1/1/23.
Blue Cross Blue Shield Resubmitted - However, claim is still not on file. It appears that we
D | (800)924-7141 04/12/2023 | 06/21/2023 No claim on 06/21/2023 $544.00 7/13/2023 | are not yet enrolled in eclaim submission with BCBS
enta File TN. | added pt to offc tracker for assistance in mailing
the claim. Per rep, they do not have email/fax# for
claim submission -ezb
. Claim dos 1/19/23. Claim was already pd but ins cannot
B'”ecr‘T’ss BlueShield of| (377)378-8601 01/19/2023 | 06/01/2023 |Received/Proc| 05/04/2023 |  $332.00 7/12/2023 | provide copy of EOB. We still do not have login to
ennessee essing availity. -ezb
B'“ec?;i :L‘;:j‘g'e'd °f| (877)378-8601 05/31/2023 | 06/01/2023 - 01/01/2001 $0.00 7/12/2023 Deleted claim, marked "do not bill" -ezb

RCM Profits
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How to Work Reports- OI

I Edit Claim -
Insurance Plan
Claim Status | Sent - Verified v ’ o . l Enter Payment
Claim Type |Primary ~ Med/Dent | Dental ~ R‘ﬁaﬁmsﬁ =
T Y — ip v
Date of Service 09/19/2023 CisimFom | ADA 2012 > = = ? — O X
Coverage
Date Orig Sent  09/20/2023 [ Char
= nge None
Dte Sert 05/20/2028 T:j |M [ )| Comene )
Date Received Predeterm Benefits
—_— — v
Procedures
# | Date | Prov | Code |Tth| Description | Fee |Billedtolns| Deduct | Ins Est | Ins Pay | Writeoff | Pat Resp | Status |Pmt| Pay Tracking | Remarks
2 09/19/2023 | |D2740 11 crown- 1236.00 1236.00 0.00 618.00 0.00 000 1236.00 a
porcelain/ceramic v
Note
v
Totals 123600 000 61800 000 000 123600 [ _Recalculate Estimates |
Fi"‘[—’ﬁ"” -
Date | Type | Amount | CheckNum | Bank/Branch | Note +  Baen Reasons underpaid: (shows on patiert bil)
a| Click Batch after entering all ins
payments for one EOB: or
$ = This Claim Only
General Attachments = Misc Medici Status History I
Crown, Bridge, or Denture Ortho Claim Note ¢this will show on the claim when submitted)
ONo  Ointtial O Replacement Is For Ortho []
Prior Date of Placement Date of Placement
(Might need a note. Might need to attach x-ay) Months Total 0
For bridges, dentures, and partials, missing teeth must L
have been comectly entered in the Chart module. Morths Remaining L
Claim Referral
Pacecf Service (Office | | "Ordy ente efeming provider and rfemal rumber f required
Employment Related | No ~ by your insurance camier.
‘*xide"tk AP Refering Provider Undate ] [ Ca ]
ent No v —_— ncel
posdert Dt (b e J b
Accident State Heswdfimecy .
(does not cancel payment edits)
(& oo ([ Provien ](@ Prx ] (R _sena ] [ timor
General | Attachments  Misc Medical = Status History

Claim Custom Tracking Status History
Date | Description | Log Note | ErrorCode | User

10/27/2023 421 PM  Claim Received! Processing DOS 06/27/2023 - Per rep Kish, the claim was denied due to RCM-AM a
freq. last D4910 was on March 2023. Fregis 1x 6
consecutive months. Requested copy of EOB Refé [ |
03571 - ras

08/21/20235:53 PM  Resubmitted- No claim on file DOS 06/27/2023, Per vieb claim for D4910 is not on file. RCM-AM
verified claim information is correct and confirmed plan is H
active. Resent via e-claim. - ras RgMpE{!:gjgts




Appeals Tracker

Date Added Pt Number Insurance Procedure Status Review Date Final status
A
dos 8/11/22 Claimﬂ:ks. Ins denied D2950 #18 for necessity. Added to appeals e :
10/17/2022 BCBS 08/11/2022 D2950 Hatkas e i ko ity Submitted 11/9/2022 Denied
dos 8/18/2022. SEC,cl_____ )0, ins denied bone graft as records do not show Submitted - 2nd
10/24/2022 UHC 8/18/22 D7953 this is needed topreserve the bone ridge for a removable denture,bridge or implant. Added to p | 12/14/2022 Denied
appeals tracker for further review -ezb o
D2740 & dos 10/21/22. Per web, ins denied D2740 and D2950 #2 underclaim#d  |dueto :
SRIASEROER UG 10a1/2022 D2950 necessity. Appeal created and sent to ins today by fax -ezb Submitied 121212022 Maxed
dos 9/15/22. claim# |Insurance finished reviewing the claim on 2/1/2023. They
D2740 & upheld the previous denial and pt is responsible for the balance. Ins does not cover ;
/12023 RDAS. D2950 restoration/replacement of tooth structure that is lost Kue to attrition. Decay is not evident on Crastad 222033 Deniad
the submitted documentation. Added to appeals tracker for further review -ezb
3/712023 UHC 1/17/2023 D2950 denied for necessity Submitted 3/23/2023 Paid
: dos 10/12/22 SEC D7953 denied due to necessity. claim#qi:l Added to appeals .
3/21/2023 Cigna 10/12/2022 D7953 PRI W i Submitted 4/3/2023 Paid
3/28/2023 BCBS of AZ 01/13/2023 D2950 dos 1/13/23. Claim#2|+|2. Ins denied D2950 #3 as ins did not find the treatment Bttt 411672023 Denied
necessary. Adding this to appeals tracker so we can send an appeal to ins -ezb
dos 1/11/23.Claim#| P950 was denied due to necessity. Added this to :
3/28/2023 UHC 01/11/2023 D2950 appeals tracker, we'll send an appeal 1o ins -azb Submitted 5/24/2023 Paid
dos 8/11/22. Ins reprocessed the claim and made $25 additional pmt for crown. However, - .
04/07/2023 BCBS 08/11/2022 D2950 they stil denied D2950 for sity. -ezb Submitted 4/25/2023 Denied
5/24/2023 Principal 03/29/2023 D4341 dos 3/29/23. Ins pd the claim but dqwnqmded D4341 to D4342. Appeal created and sent to Submitted 5/24/2023 Denied
ins via fax today -ezb
dos 6/14/23. ins denied build up for necessity. Adding this to appeals tracker for further -
8/10/2023 UHC 6/14/23 D2950 review and appeal submission -ezb Submitted 09/06/2023 Paid
8/23/2023 Cigna 3/21/2023 D7953 claim#D| | review for appeal Submitted 09/14/2023
dos 4/12/23. Per web, claim resubmission was denied for duplicate. | am adding this to :
08/24/2025 UHC 423 02054 appeals tracker to send formal letter for request to reprocess. Clairrwl—g_| -ezb Submitied 08/30/2023 Paid

RCM Profits
A PPO Profits Product



How to work Reports- AR

Purpose of working the AR Report is to be able to catch patient balances and get those
collected.

Work this as close to the DOS as possible

Send Necessary Statements

Call Patients when needed

Establish with your Doctor what arrangements can be made with the Patient

All notes are created as a commlog so they are a part of the patient chart, even if you
are not able to get ahold of the patient

e Detailed notes in commlog and family financial box if a balance or credit is left when
the insurance has settled

ﬁ' RCM Profits



Tips to lower your AR Report

Establish why there is a balance and what was estimated incorrectly (if anything) so the mistake
doesn’t happen again.

Review signed treatment plans if the insurance payment differs from what was paid

Review fee schedules to ensure accuracy

Possible downgrades not accounted for and how to add them into Open Dental

If you are contracted with the insurance, you should enter insurance in as a PPO Percentage vs
Category Percentage to ensure correct treatment plans

Update fee schedules if needed

Did the pt pay full estimated amount?

At the time of Insurance posting, if patient is left with a balance send a statement riaht awav

H)' RCM Profits
A PPO Profits Product




Guarantor

How to work Reports- AR

"0-30 Days

Redacted
Patient Info

0
5,650.00

o O O © O o

244

O O O O O O O o o o o o

©
©

o O O o o

31-60 Days

o O © o

99

456

150
325.7

68.36

0

0

0

680
1,140.00
55

0

113.5

228

461

61-90 Days

244

156

533.6

o O O o o

> 90 Days
181.4
1,998.80
339.1
271.4
280
373.71
124.6
39.1
0
153
626.99
0
100
0
0
79
0
460
0
0
0
0
1,490.00
0
317.2
0
407.4

Total

181.4
7,766.80
339.1
271.4
379
373.71
794.6
39.1
330.54
153
776.99
325.7
100
68.36
244

79

156
1,140.00
1,140.00
55

533.6
2125
1,490.00
228
317.2
461
407.4

-W/O Est

o O O o©

43

o

o

148

o O O o o

104

o

o

544

O O O ©O O O o o

-Ins Est

o O O ©

56
193

196.8

o O O ©

129.6

436.8

533.6

=Patient notes
181.4 paid
7,766.80 opEN CLAIM
339.1 bdwo
271.4 open claim
280 OPEN CLAIM
180.71 OPEN CLAIM
794.6 open claim
39.1 statement
-14.26 OPEN CLAIM
153 bdwo
776.99 statement
325.7 statement
100 statement
68.36 statement
10.4 OPEN CLAIM
79 statement
156 open claim
1,140.00 statement
159.2 OPEN CLAIM
55 next visit
0 OPEN CLAIM
212.5 statement
1,490.00 office answer
228 paid
317.2 bdwo
0 OPEN CLAIM
407.4 statement

RCM Profits



How to work the Patient Credits Reports

Establish with your doctor the amount of money to refund per month

Audit first- never assume it is an accurate credit on the account.

Ensure Patient has a true credit and Insurance didn’t overpay or extra write offs were done
Check for future work that patient might have pre paid for

What unscheduled work does the patient have?

Document all conversations with patients even if they are just left messages

ﬂ)' RCM Profits
A PPO Profits Product



Famiy 030 3160 6190 over Total -InsEst

Aging 000 0.00 0.00 0.00 -75.00 0.00
Patient Account

-75.00

0.00

Rem

PaEaba | Uneamed g MG Show

Fam Urgent Fin Note

Date Patient | Prov | Code Tth| Description | Charges | Credits | Balance
121672021 Pay CREDIT CARD $150.00 150.00 2800
121672021 Claim P Claim $204.00 Humana Dental

Received 06/05/2022
Payment: $156.00
Deductible Applied: $50.00
[020172022 P2331 2 O resin-based composite - one surface, posterior 204.00 23200
Ins Paid: $80.00, \Writeoff $54.00, Pat Port: $70.00
021012022 Pay CREDIT CARD $63.00 6300 16900
Rec'd payment for DOS 02/01/2022-md
021012022 Claim Pni Claim $204.00 Humana Dental
Received 053172022
Payment $80.00
Witeoff: $54 00
Deductible Applied: $50.00
05312022 nsPay Insurance Payment for Claim 020172022 134.00 35.00
Payment. $80.00
\Writeoff $54.00
06052022 InsPay Insurance Payment for Claim 12/16/2021 15600 -121.00
06/10:2022 p0120 peniodic oral evaluation - established patient 57.00 -64.00
Ins Paid: $44.00, Writeoff: $13.00
06/102022 p1110 prophylaxis - adult 99.00 35.00
Ins Paid: $88.00, Writeoff: $11.00
06/10/2022 D1206 topical application of fluoride varnish 46.00 81.00
Pat Port: $46.00
06/10/2022 Claim Pn Claim $202.00 Humana Dental
Received 067282022
Payment: $132.00
Vinteoff: $24.00
0672872022 nsPay Insurance Payment for Claim 06/1072022 156.00 -75.00
Payment $132.00
\Wnieoff $24 00

Family Financial

Date | Time  Name | Type | Mode |

Redacted Patient Info

LAST BW: 10/14/2021
LAST FMX: 10/14/2021

Recall

Next Appt:

Appt Status

_Prov

Due: 12/11/2022

10w ram par. (272.0J)
Fam Est Bal: ($75.00)

Employer: CCISD
Carrier. Humana Dental (52000)
P.0. Box

Group: 530337
Family Insurance
Primary Secondary
AnnualMax [
FamDed |  150.00]
Individual Insurance
Primary Secondary
AnnualMax [ 2000.00
Deductible| ~ 50.00
DedRemain | 50.00
Ins Used 0.00
Pending 000
Remain [ 2000.00

LAST SRP:
LAST PM:
LAST PRO: 06/10/2022

Scheduled: No
First Visit: 10/14/2021

| Tllo‘llﬁll

Complete
Complete
Complete
Complete
UnschedList

11/18/2021
121672021
02/01/2022
06/10/2022

PX-Ad. LBF
£1-Simple
#2-0-1surf
PeriodicX,

FluorideVa
4BWX PX-

»
8
E
8 8 8 8 8

5) I @0 5 i3 s, 00, 45




THINGS TO REMEMBER

MISSING TOOTH CLAUSE: this will cause the patient to have 0 coverage for a tooth extracted prior to
the effective date with their current insurance

Implants: some insurances will not pay for an implant if there are no adjacent teeth. A Panorex MUST be
taken prior to the procedure.

Always push for full payment for every treatment scheduled, explain 3rd party financing options. If pt
does not qualify, offer in house financing option, if applicable..

If a crown- Offer to split the cost into 2 payments and have the patient return for 2 visits (crown prep
and 2 weeks later, crown delivery)

Always think about the patients, the less you talk the better the outcome. Be very extra, talk fast and be
enthusiastic about each treatment plan. They only get the treatment they need, so let them know it’'s
for their health and collect the $$$!

If an x-ray was taken that doesn’t show the full apex of the tooth, insurances will most likely NOT pay for
the submitted treatment.

You WILL make mistakes, but it won’t be the end of the world, just don’t fuss about it, fix it, learn from it
and move on!

Insurances are a business; they are there to find every way NOT to pay us. We as the provider must find
every way to maximize the patient's benefits while providing amazing care

Make sure to always see if there is a downgrade to posterior teeth. This can refer to fillings and crowns.
You will need to default these settings in your software to accurately estimate the copays

Never present treatment unless you have verified your Insurance Breakdown. This is how mistakes are
made.




¥SYDOLOGY 101

Join us for a night of singing and
dancing at Moe & Curly’'s Downtown!

Friday, November 2nd at 9 pm

1011 Capitol Ave, Omaha, NE 68102




The Art of
Bullding The
|deal Team: A
Masterplece In
Collaboration




The leaders in my practice actively listen and try to
understand my perspective and needs.

o _
o -

Never Q
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Leaders in my practice take ownership of
their mistakes.

Absolutely

Sometime

Never

0 S 10 15 20 25 30 35 40 45 50 55 60 65 70



Leaders In my practice strive to create a supportive and
healthy work environment where | feel empowered, safe
and valued.

e _
o _

Never
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Leaders in my practice genuinely believe in
teamwork and collaboration.

o _
o |IIIIIIIIII

Never

0 5 10 15 20 25 30 35 40 45 50 55 60 65 70 75 80 85 90




Leaders in my practice invest in my professional
growth, allowing me to meet my full potential.
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ow would you rate commmunication
from leaders In your practice?




ow would you rate your team culture?




ow would you rate your office systems
and processes?




If you could change one thing in your office,
what would It be?

"Communication, We need to communicate
front staff with back staff. We need to have
employees who come to work everyday. We
need everyone to be at the same standards.
We believe some can do things and others
cant. We need everyone even managers to

follow rules."

‘Communication and input. Like most
recent the schedule change. It would have
been nice if we were told about it and was
giving the reason why we were doing it and
a chance to give our input so that we might

have made the transition better.....

"The increase in phone calls, some help
with the phones more communication

between the back and front offices."

“If | could change one thing in the office
it would be better communication skills
between the back of the office and the

front.”




If you could change one thing in your office,

what would it be?

"We have a lot of good "word of mouth” “I think we should follow stricter
processes. | would just recommend putting HIPAA regulations.”

them in writing. Also, put on a shared
drive/centralized location so everyone can
reference them without contacting

someone who is off from work."

| would like to have more routine processes in "How about 2. Clear definition of

place for guiding patients through their job duties among the admin staff
treatment plans. | would like to improve and help the leaders hold others

communication for increased treatment plan accountable.

acceptance. | think we need a better process

with helping patients finance large treatment

plans."




Order Vs Chaos

The Perfect Schedule New Credit Card Processing
System.

Short Staff Office Servers




Let’s Put It All Into
Action
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Caroline Webb

“Ensuring that colleagues feel that workplace decisions are fair not only keeps their

reward systems happy, but leaves people with more mental energy to focus on
other things."
-Caroline

HARNESS THE POWER OF BEHAVIORAL
SCIENCE TO TRANSFORM YOUR WORKING LIFE

CAROLINE WEBB




The Science Behind Effective
Communication

2 System Brain

Automatic System

Deliberate System




Automatic System

This system is responsible
for everyday habits,
reactions, and behaviors
that have become ingrained
through repetition and
experience.

Is the part of your brain that
operates on autopilot,
handling routine tasks and
responses with minimal
conscious effort.




Automatic System

- Reflex

- Unconscious

- Filters what you see and hear
- Fast Thinking

- Controls Freeze, Flight or Fight response



The Deliberate system is the
part of your brain that engages
INn thoughtful, conscious
decision-making and is
responsible for planning,
analyzing, and strategizing.

Deliberate System

When you use the
Deliberate system, you
actively focus on specific

tasks, set goals, and make
Intentional choices




Deliberate System

- Conscious Reasoning
- Self Control
- Emotional Self-Regulation

- Planning

- Forward Thinking




How Does This Affect Your Communication?

. The delibate system has limited capacity and can only
focus on one thing at a time

- Automatic System can alter your attitude and reactions
to tasks that you have deemed irrelevant or low priority

- Deficient Mental Energy



How Does Automatic and

Deliberate System Affect Your
INnteraction With Your Team?

- Defensive Mood- Fight, Flight or Freeze
- Confirmation Bias
. Selective Attention

- Inattentional blindness



Defense > Discovery Mode

- Notice the signs
- Ask Questions
- Distance

- Personal Why



Reflection

Think of a time you were in a meeting or speaking
with a team member and they refused to
understand the importance of a task.

- Were they in defense mode or discovery
mode?

- Were you affected by “Confirmation bias”
preventing you from keeping an open mind?

- Did you dismissing the team members
reasoning?




- Humble

Lack excessive ego

Share credit

- Hungry
Self-motivated

Delgent Always looking for more

- Smart

People common sense

Emotional intelligence




- The purpose of this assessment is to help
develop team culture throughout the
organization.

- This also helps you and your teammates
understand how we all embody the three
virtues of an ideal team player

The Ideal Team Player
Self Assessment

Instructions:

Use the scale belfow 10 Indicate how each stalement apphes 10 your Sctons on the tsam.
Respond a3 honestly a5 possibie, as this will allow you to most accurately identfy any areas of
dovelopment that you may have

Scale:

3 = Ususlly 2 = Sometimes 1 = Rarely
Humble

My teammates would say:

1 | complment or prase them without hesitation.

2. | casiy admit to my mistakes.
3 L am wiling 10 1ake on lower-ievel work for the good of e team.
4 | gadty share credt for am accomplshments

5 | readily acknowledge my wesknesses.

6. | offer end scoept spologies gracously.

Total Humility Score

L |

My teammates would say:

— 7 1 domore than what is required in my own job

B I have a passion for the “mission” of the team.

T 9 Ifeal @ sense of personal responsibility for the overall success of the tam.
10. | am willing to contribute 1o and think about work cutside of office hours

11. | am willing 1o take on tedious or challenging tasks whenever necessary.
12, ook for oppornunities 10 contribute outside of my area of responsibiity.
. Total Hunger Score

My toammates would say*

13. | generaly understand what others are foeling during meetings and conversasions.
14. | show empathy 1o others on the teem.

15. | demonstrate an ntarast in e livas of my teammates.

16. | am an attentive istonor

17, | am awere of how my words and actions impact others on the feam.

18. | adyust my bahavor and style 10 11 the nature of & conversation or ralatonship.
Total Smart Score



How Does This Affect Your Leadership Skills?

- Hiring the right person who fits within these
three virtues

- Delegating task
- Communication
- Builds Trust

- Recognition



Productive Time Management and
Delegation skills

« Prioritize Tasks: [dentify the most important and time-sensitive tasks. This
can include patient scheduling ,inventory management, and staff
coordination.

« Time Blocking: Allocate specific time blocks for different types of tasks. For
instance, set aside dedicated periods for patient appointments, staff
meetings, Training and Development and administrative work.

« Delegate Wisely: Understand your team's strengths and weaknesses, and
delegate tasks accordingly. Empower your team members to take
ownership of their responsibilities.




Let’s Put It All Into
Action
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Aim- What matters most? What do |
want to get out of this?

Attitude- What mood is dominating

my thoughts? Do they help with what
matters most? If not, can you push
them aside?

Attention- Where do you want to
direct your focus?

Assumption- What negative

expectations do you have going into
a task or conversation?



Leadership Skills To Make This All Possible

Mastering the art of servant leadership and what it means |
to have a leadership presence in your practice.

Humble, Hungry, Smart

Intentional Goal Setting
Aim, Attitude, Attention, Assumption

Recognitions and Rewards

Celebrate team members who take the initiative

Feedback Loop

Giving team members the opportunity to share ideas and insights
on process improvement

Autonomy with Boundaries

Empower team members to take ownership in their task.




Wrap It in a bow

- Aim, Attitude, Check Your Assumptions,
Attention

- GTRSD

- Humble Hungry Smart!!!!




2-Day OM Workshop 2023

Thank You!




