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PREFACE

Administrative duties in dental offices are becoming more involved
with technology. Computers are now used in most dental practices.
Students who aim to find an administrative job in the dental care
environment will find that computer skills are often a prerequisite
for employment.

This text/workbook, Computers in the Dental Office, prepares stu-
dents for administrative tasks in a dental practice. The text/work-
book introduces and simulates situations using PractiSoft Advanced
Dental Patient Accounting, a widely used dental administrative
software program. While progressing through PractiSoft’s menus
and windows, students learn to input patient information, schedule
appointments, and handle billing. In addition, they produce various
lists and reports, and learn to handle insurance claims both elec-
tronically and on paper. These invaluable skills are important in
effective financial management of a dental practice.

Although this text/workbook features PractiSoft Advanced Dental
Patient Accounting software, its concepts are general enough to
cover most administrative software intended for dental care
providers. Students who complete Computers in the Dental Office
should be able to use other dental administrative software with a
minimum of training.

TEXT/WORKBOOK OVERVIEW

Computers in the Dental Office is divided into four parts. The first,
“Introduction to Computers in the Dental Office,” covers the general
flow of information in a dental office, the major dental services that
are covered by insurance carriers, and the role that computers play
in a dental office. If students have had other courses in computers,
instructors may wish to use Chapter 3, “The Role of Computers in
the Dental Office,” as a review, or they may wish to skim the mater-
ial and then move on to Part 2.

Part 2, “PractiSoft Advanced Dental Training,” teaches students how
to start PractiSoft, input data in the program, and then use the pro-
gram to bill patients, prepare estimates, file claims, record data,
print reports, and schedule appointments. The sequence takes the
student through PractiSoft in a clear, concise manner. Each chapter
includes a number of exercises that are to be done at the computer.
These exercises give the student realistic experience using an admin-
istrative dental software program.



Part 3, “Applying Your Knowledge,” completes the learning process
by requiring the student to perform a series of tasks using PractiSoft.
Each task is an application of the knowledge required in the dental
office.

At the end of the text/workbook, a section of Source Documents
(Part 4) gives the student the data needed to complete the exercises.
These documents, which include patient information forms and
encounter forms, are similar to those used in dental offices.

COMPUTER SUPPLIES AND EQUIPMENT

The Student Data Disk that comes with the text/workbook provides
a base of case study information. Other equipment and supplies
needed are as follows:

233 MHz or greater IBM or IBM-compatible processor
64 MB RAM

1 gig hard drive

CD-ROM 2X or faster disk drive

Mouse or compatible pointing device

Windows 98, ME, NT, 2000, or XP operating system

PractiSoft Advanced Dental Patient Accounting, Version 7.02
(free to adopters)

One 3.5-inch disk drive
Blank, formatted floppy diskette
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PractiSoft Advanced Dental Patient Accounting is free to schools
adopting Computers in the Dental Office. Information on ordering and
installing the software is located in the Instructor’s Manual that
accompanies the text/workbook.

CHAPTER STRUCTURE

At the beginning of each chapter, students are provided with a pre-
view of what will be studied:

What You Need to Know Describes the basic knowledge
required in order to complete the chapter.

Objectives Describes the primary areas of knowledge that
can be acquired by studying the chapter and performing the
exercises.



Key Terms Presents an alphabetic list of important vocabulary
terms found in the chapter. Key terms are printed in bold-faced
type and defined when introduced in the text/workbook.
Key term definitions also appear in the left margin of the page
where they are first used.

Throughout the instructional chapters, the narrative is supported by
numerous figures and tables for reference. These instructional por-
tions of the chapter include Short Cut and Tip features to enhance
the learning experience (see icons in left margin). Computer exer-
cises follow the portions of instructional material to reinforce what
was just read.

Various types of testing are supplied in the Chapter Review at the end
of each chapter in Parts 1 and 2. Using Terminology and Checking Your
Understanding test the student’s knowledge of the chapter’s key terms
and content. Applying Knowledge and At the Computer encourage the
student to use critical thinking skills and apply practical knowledge
using the computer and the chapter-by-chapter solutions file.

SUPPLEMENTARY MATERIAL

An Instructor’s Manual provides the instructor with answers to chap-
ter exercises, answers to Chapter Review questions/exercises, teach-
ing suggestions, SCANS and National Health Care Skill Standards
(NHCSS) correlations, and information on ordering and installing
PractiSoft Advanced Dental Patient Accounting software. The CD
contains the ExamView® Pro test generator program and the chapter-
by-chapter solutions files.
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CHAPTER

The Flow of
Information in
the Dental Office

OBJECTIVES

When you finish this chapter, you will be able to:

1. Describe the tasks that are routinely performed in dental
offices, including scheduling appointments, gathering and
recording patient information, recording procedures, billing
patients and filing insurance claims, and reviewing and
recording payments.

. Discuss different types of dental insurance plans.

. List the steps involved in processing claims and collecting
payments.

4. Describe the daily and monthly reports required to balance

the practice’s accounts receivable.

KEY TERMS

W N

accounting cycle encounter form
accounts receivable (AR) explanation of benefits (EOB)
. ADA Dental Claim Form health maintenance
capitation organization (HMO)
B coinsurance HIPAA (Health Insurance
J - copayment Portability and
ﬁ// Current Dental Terminology Accountability Act of 1996)
(CDT-4) HIPAA Privacy Rule
day sheet indemnity plan
Dentist’s Pretreatment insurance carrier
Estimate managed care
Dentist’s Statement of patient information form
Actual Services payer

)
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