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Weekly 5 Minute Meeting Reports for Dentrix

1. A/R over 60 days with largest balance first (office manager/reports/ledger/aging report/click “over 60 days” and “largest to smallest”)
2. Outstanding Insurance Aging over 60 days (office manager/reports/ledger/insurance aging/click “over 60 days”)
3. Adjustment report for last week  (office manager/analysis/practice/reports/deselect everything except adjustment; accept the date default which should be for last 7 days/batch)
4. Month-to-Date collections (yesterday’s daysheet or thismo.xls)
5. Month-to-Date production for each provider (doctors and hygienists) (yesterday’s daysheet or thismo.xls)

These next two require some setup and knowledge of both Dentrix mail merge fields and MS Excel):

6. Referral sources for all new exams during last week    (1. office manger/letters/misc/ referrals last week /change date range for last 7 days; /create/merge / create data file only; this outputs to “refwk.out”  2. Open Excel with “refwk.out,” then save report in xls format  
7. Referral sources for all new exams during last 12 months (who are the top referrers?)  (1. office manger/letters/misc/ referrals last year /change date range for last 365 days; /create/merge / create data file only; this outputs to “refyr.out”  2. Open Excel with “refyr.out,” then save report in xls format  3. sort report by referral source
Linda Piccinini, RDA

Linda@painlesscom.com
209-603-9944

