






Click to split claims with multiple 6	
procedures into multiple claims, so 
any procedures not included in the 
payment remain as pending.

Click to select the patient for whom 7	
you want to open any pending claims. 

To learn more about insurance 
payments and other features, 
consult the Ledger chapter of 
the DENTRIX G4 User’s Guide, 
call 1.800.336.8749 to schedule 
office training with a certified 
trainer, or visit www.dentrix.
com for other training options 
and on-demand content.

Batch Insurance Payments

The Batch Insurance Payment Entry dialog 
that existed in dentrix G3 still exists in the 
dentrix G4 Ledger but has been enhanced 
to include the ability to search by patient 
and to split insurance claims. The images 
compare the Batch Insurance Payment 
Entry dialog in both versions of dentrix, 
and the text describes each feature. 

Enter the date, amount, check number, or 1	
bank/branch number of the claim payment.

Select to search for the pending claims 2	
by dental or medical insurance.

Click to select the insurance carrier from 3	
which you received the payment. 

All pending claims for the selected insur-4	
ance carrier appear in this list box.

Once a payment is entered for a pend-5	
ing claim, it appears in this list box.

BAT   C H  INSURAN       C E  P AY  M ENTS  
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Select the method by which you want 2	
to send billing statements, so you don’t 
have to select the method each time 
you create a billing statement using the 
Process Billing Statement button.

Select the method by which you want 3	
to send family ledgers when you cre-
ate a family ledger report using the 
Print Family Ledger button.

Select the method by which you want 4	
to send walkout statements when 
you create walkout statements us-
ing the Print Walkout button.

Check if you want to have a payor no-5	
tice message appear by default when you 
send a claim real-time electronically. 

To learn more about creating insurance claims, 
billing statements, family ledgers, and walkout 
statements, consult the Other Features chapter 
of the DENTRIX G4 User’s Guide, call 1.800.336.8749 
to schedule office training with a certified trainer, 
or visit www.dentrix.com for other training op-
tions and on-demand content.

The Direct Print Options dialog that existed in 
the dentrix G3 Ledger still exists in dentrix 
G4 but has been reorganized and renamed to 
the Direct Processing Options Setup dialog. 
The images compare the Direct Print Options 
dialog to the Direct Processing Options Setup 
dialog, and the text describes each feature. 

Select the default method by which you 1	
want to send insurance claims when 
claims are created, so you don’t have to 
select the method each time you create a 
claim with the Ins. Today’s Proc. or Ins. 
Selected Proc. button. In dentrix G4, 
you can also select to send insurance claims 
electronically and real-time electroni-
cally, in addition to batch and print.

Direct Processing Options Setup

DIRE    C T  P RO  C ESSING       O P TIONS      SETU    P
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Mark to send the insurance claim elec-5	
tronically when you click the Fast 
Checkout button, so you don’t have to 
send the insurance claim manually. (You 
can only send the statement electroni-
cally if you have set up eServices.)

Check to print an appointment 6	
reminder label when you click 
the Fast Checkout button.

To learn more about using the Fast Checkout 
options and other features, consult the Other 
Features chapter of the DENTRIX G4 User’s 
Guide, call 1 .800.336.8749 to schedule office 
training with a certified trainer, or visit www.
dentrix.com for other training options and on-
demand content.

Fast Checkout Options Setup

The Checkout Options dialog that existed in 
the dentrix G3 Ledger still exists in dentrix 
G4 but has been renamed to the Fast Checkout 
Options Setup dialog and has additional set-
tings. The images compare the Checkout Op-
tions dialog to the Fast Checkout Options Set-
up dialog, and the text describes each feature.  

Check to create an insurance claim when 1	
you click the Fast Checkout button, so 
you don’t have to create a claim manually.

Check to enter a payment when you click 2	
a Fast Checkout option, so you don’t 
have to enter a payment manually.

Check to create a walkout statement 3	
when you click the Fast Checkout 
button, so you don’t have to cre-
ate a walkout statement manually.

Check to always show this dialog 4	
when you click the Fast Checkout but-
ton if you want to specify which op-
tions you want to use each time you 
click the Fast Checkout button.

FAST     C H E C K OUT    O P TIONS      SETU    P
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To learn more about the Search Payments feature, consult the Ledger chapter of the DENTRIX 
G4 User’s Guide, call 1.800.336.8749 to schedule office training with a certified trainer, or visit www.
dentrix.com for other training options and on-demand content.

Search Payments

Search payments is a new feature in the Ledger 
that allows you to search for payments posted 
in the Ledger. This section displays the Search 
Payments dialog and describes each feature.

Enter the check number or bank/1	
branch number if you want to search 
for a payment by check number.

Select dental or medical insurance 2	
and select a carrier or a range of car-
riers by which you want to search.

Highlight the payment types you 3	
want to include in the search, or check 
All to include all payment types.

Select a date or date range by which 4	
you want to search. Mark whether to 
search by procedure date or entry date.

Enter an amount or amount range to 5	
search for a payment by the amount.

Click the search button to select a guar-6	
antor by which you want to search.

Search results are listed in this list 7	
box. Click any column heading to 
sort the list by that column. You can 
also click and drag columns to rear-
range the order of the columns, so they 
match your preferred workflow.

Click to print a report of the results of 8	
your search, so you have a list of pay-
ments that match your search criteria.
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