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I. APPROVING 
TREATMENT
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Adding TreatmentAdding Treatment

Most patients will be treatment planned and Most patients will be treatment planned and 
treatment will already be in the computer.treatment will already be in the computer.

For recall appointments and preliminary For recall appointments and preliminary 
treatment, procedures will have to be planned treatment, procedures will have to be planned 
and approved before completion.and approved before completion.

Student will add planned
treatment in the Electronic

Health Record
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Student will open this screen (by clicking on the chart
number) for approval of planned treatment.  Be sure

all information is accurate before you swipe.

After you swipe card, treatment
moves to Claim area and is 
approved planned treatment.
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s

Treatment now appears in black letters
as approved planned treatment.

II. COMPLETING II. COMPLETING 
TREATMENTTREATMENT
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Student will double click on
the procedure when completed

to open this screen.

Student will select
attending faculty, 

check Completed and 
click OK
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Student will click on chart number to 
open this screen.  Procedure is 
highlighted for faculty swipe. 

After swipe, treatment moves to Claim
area as approved completed treatment

(billed).
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Review of Resident / Hygiene Review of Resident / Hygiene 
Treatment and Treatment and 

Faculty Approval ProcessFaculty Approval Process

Resident or Hygienist will 
add treatment 

provided in the Electronic
Health Record
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Create a New RecordCreate a New Record

Resident or Hygienist selects patient in rolodexResident or Hygienist selects patient in rolodex
Opens the Electronic Health RecordOpens the Electronic Health Record
Selects Selects ““Create a New RecordCreate a New Record””
Selects Selects ““In ProgressIn Progress”” TabTab

Selects Selects ““Dental TreatmentDental Treatment””
Selects Category of treatmentSelects Category of treatment
Chooses Treatment from Quick List or Full ListChooses Treatment from Quick List or Full List

Creating a New RecordCreating a New Record

Double click on treatmentDouble click on treatment
Enter Treatment LocationEnter Treatment Location
Enter AttendingEnter Attending
Completes (C) treatment or indicates In Completes (C) treatment or indicates In 
Progress (I).Progress (I).
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Creating a New RecordCreating a New Record

Select and enter multiple proceduresSelect and enter multiple procedures
Exit patient recordExit patient record
Let attending know you have entered him on Let attending know you have entered him on 
your patientyour patient’’s record, so he can approve s record, so he can approve 
treatmenttreatment

For Attendings to For Attendings to 
Approve TreatmentApprove Treatment

From your computer, or a clinic computer you From your computer, or a clinic computer you 
have logged on to:have logged on to:
May access via your provider card with card May access via your provider card with card 
reader, or ~reader, or ~
Go to Personal Planner, the green icon on the Go to Personal Planner, the green icon on the 
left side of the screenleft side of the screen
Click on Click on ““UnapprovedUnapproved”” tabtab
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For Attendings to For Attendings to 
Approve TreatmentApprove Treatment

Enter provider number for resident or hygienist Enter provider number for resident or hygienist 
you wish to complete treatment posting foryou wish to complete treatment posting for
Or ~ click on the 3Or ~ click on the 3--dot dot ““moremore”” buttonbutton

Enter part of the providerEnter part of the provider’’s last name in the s last name in the 
““criteriacriteria”” boxbox
Double click on the last nameDouble click on the last name
ProviderProvider’’s name will appears name will appear

For Attendings to For Attendings to 
Approve TreatmentApprove Treatment

Hit the Magnifying glass, and a list will be Hit the Magnifying glass, and a list will be 
generatedgenerated

Each patientEach patient’’s name will appears name will appear
List of each procedure performed will be displayedList of each procedure performed will be displayed
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For Attendings to For Attendings to 
Approve TreatmentApprove Treatment

Right click on the patientRight click on the patient’’s names name
Select Select ““Approve/Check OutApprove/Check Out””
This takes you to the This takes you to the ““Check out patientCheck out patient”” screenscreen
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For Attendings to For Attendings to 
Approve TreatmentApprove Treatment

““Check Out PatientCheck Out Patient”” ScreenScreen
PatientPatient’’s name and all treatment entered by that s name and all treatment entered by that 
provider will appearprovider will appear
Review treatment providedReview treatment provided
To approve, select To approve, select ““Approve/Add DefaultApprove/Add Default””
Treatment will then be billed.Treatment will then be billed.

After approval, treatment moves to 
Claim area as approved completed 

treatment (billed).


