
The Ins an Outs 
of the Financial 

Process in 
Open Dental

● What are important reports that 
should be run and what are some 
things things that I should look 
for to make sure everything is 
done properly for financial 
reconciliations

● Which key indicators should I be 
checking daily, weekly, monthly 
basis

● How do you assess these reports



Assumptions

1. Your Fee Schedules are set up correctly with PPO Percentage

2. Insurance verification is done for every patient

3. The Doctor, the practice owner understands EVERY ASPECT OF 
the revenue cycle



Revenue 
Cycle



What are important reports that should be run 
and what are some things things that I should 

look for to make sure everything is done properly 
for financial reconciliations



Don’t get Overwhelmed by the list of all Reports

Understand what it is you’re trying to 
achieve FIRST,

Then narrow down to the few reports 
that give you this information. 

That’s f’in great, but how do you do 
that?



Start with a Single Day - Today !
Things are I care about Today:

❏ For each appointment on schedule, does OD tx plan reflect proper patient Out-of-pocket payment?
❏ How much work did I do / What was my Adjusted / Net Production?
❏ How much did I collect: (patient & insurance checks, care credit transactions, EFTs)

❏ For the Insurance checks entered, were there any payments that were LOWER than what we expected? - if so, why? And 
what’s the next plan for the remaining balance? Do we have a system in place to track this balance?

❏ Were there any Adjustments (courtesy discounts, membership plan discounts, etc.)
❏ For all the appointments, are correct procedures attached prior to marking it completed and generating the claim? 
❏ Are PreAuths generated and ready to be sent for the patients we need them for?
❏ How’s the schedule for the next 3 weeks?

System for Patient Retention and following up on A/R:
Outbound Results

# of recall reactivation calls made # of patients reactivated - how much $ put back on the schedule

# of Unscheduled Tx calls made # of patients scheduled from Unschedule tx follow-ups

Follow-ups for missed appointments # of patients put back on schedule that missed their appointments

Follow-up calls for Outstanding claims and PreAuths Claims received / closed from follow-ups

Follow-ups for patient balances Payments received from follow-ups



Daily Prod + Income report

What it's for: 

End of Day report to find out How much was Produced (net), and Collected

How you get to this report: 

Reports > Standard > Production & Income > More Options > Under "Show Insurance 
Writeoffs" - select "Procedure date"

What’s on the report:

● Production from patients seen, adjustments, writeoffs, and collections for that day
● Includes patients who weren’t seen that day, but payments were marked for them

Let’s breakdown the details on the report...



Daily Prod + Income report



Daily Prod + Income report

Other reports under “Production and Income” ?



Ensuring Proper Set-up on Open Dental
If the Total Production on the Daily Income + Production report doesn’t match 
to your manual calculations - there’s something not set up correctly!

Most common reasons:

- Patients with Dual insurances - COB rule not set up correctly
- Making sure Patients have proper Insurance fee schedules attached, and 

correct Plan Types (PPO Percentage) attached! 



Adjustments Report: Reports > Standard > Daily > Adjustments

What it's for: 

End of Day Daily report to find out what 
adjustments were created in Open Dental

Adjustments made to any accounts which include:

- membership discounts (depending on how 
it’s set up)

- Broken appointment adjustments (if set up)

- Courtesy discounts 

- manual adjustments made to write off 
balance (when insurance payment is lower 
than expected, and write-off wasn’t created 
at time entering the claim payment)



Payments Report: Reports > Standard > Daily > Payments

Select Group by “Check”, select “All insurance payment types”, “All patient payment types”, “All 
Payment Groups” 

What it's for: 

End of Day Daily report to show ALL 
PAYMENTS entered into payment for 
money received.



End of Day - Reconciling

Not shown:

Patient Checks 
-  didn’t have 
any patient 
checks at the 
time of the 
picture 

Match up every single one of the payments 
shown in the below picture  to the payment 
report pulled up on the screen in front of you!

Do this for each day you’re in the 
office - make it a ROUTINE!
Time required: 5 minutes!



Daily Routines
Responsible Party Task

admin ❏ Patient check-in: Ensure correct oop(Out-of-pocket) attached to OD Tx plan. (Expected/Estimated Ins reimbursement + 
oop) = Net Adjusted production for the appointment

Provider (doc / hygienist) ❏ In-appointment (operatory): Proper procedures need to be attached to appointment

admin ❏ Patient check-out: Generate claim for procedures attached to appointment

admin ❏ Patient check-out: collect oop 

Provider / admin ❏ Set up PreAuths to be sent out Electronically

admin ❏ Check for kicked-back / rejected claims on DentalXChange

admin ❏ Submit requested Attachments electronically through DentalXchange



Daily Routines: End of Day Review (15 minutes)
Responsible Party Task

Admin ❏ Group / Separate all payments received today into Patient checks, insurance checks, Credit Card receipts - AND order 
them by what’s listed on Payments Report

Owner/ Manager & Admin ❏ Reconcile / match up all payments on the Payment Report

Owner/ Manager & Admin ❏ Check Adjustments either through the Production & Income report or from the Adjustments report

Owner/ Manager & Admin ❏ Pull up Production & Income report for today using Procedure Date Writeoffs and Review

Admin ❏ Send all Claims & PreAuths waiting to be sent

Owner / Manager & Admin ❏ Review schedule for next 3 weeks



Daily Routines: End of Day Review - 15 minutes (continued)

Responsible Party Task

Owner/ Manager & 
Admin

Go over # of recall reactivation calls made and review # of patients reactivated - how much $ put back on the schedule

Owner/ Manager & 
Admin

Go over # of Unscheduled Tx calls made and review # of patients scheduled from Unschedule tx follow-ups

Owner/ Manager & 
Admin

Go over Follow-ups for missed appointments and review # of patients put back on schedule that missed their appointments

Owner/ Manager & 
Admin

Go over Received PreAuthorizations and set up calls to get those patients in to schedule if not scheduled already!

Aging of A / R

Owner/ Manager & 
Admin

Go over Follow-up calls for Outstanding claims and PreAuths

Owner/ Manager & 
Admin

Go over Follow-ups for patient balances and review payments received from follow-ups



Tracking Recall / Unscheduled Tx Campaigns

Old way
Of 
Tracking
Through
Excel



Weekly Routines: 

Monday Mornings: 

Run Outstanding 
Insurance Claims 
report for > 30 days old

Reports > Monthly > 
Outstanding Insurance Claims



Weekly Routines: 

Monday Mornings: 

Run Aging of A/R 
report 

Reports > Monthly > Aging of 
A/R

- Leave “As of Date” as today’s date 
(default)

- Select “Any Balance”
- Group by “Family”
- Providers: all

- Remember the rule to keep this report as 
short as possible

- Review it weekly so you’re on top of balances 
that are owed

- Either track on excel, or add to “pop-ups” why 
certain balances exist: i.e $184, $124 - pt is between implant work, 

$50 - uncollected Missed appointment Fees



Monthly 
Routine:
1st Of the Month: 

Run Net Production & 
Income Report for 
Previous Month: 

Show Insurance Writeoffs 
using Procedure Date!



Monthly Routine:
- Not many monthly routines!

- Daily Routines take care of 90% of the work!!

- Weekly Routines take care of the rest

- Monthly Routines - Looking at Daily & weekly reports cumulatively!

Know your Overhead
- you should know your ~ overhead off the top of your 

head.
- 35-38% overhead for me: This way I know how much to keep in the account, and 

will write a check to myself for take home (setting aside approximate amount for 

taxes)



Take Aways:

● Errors or steps skipped from daily routines add up to weekly errors, which 

then add onto monthly errors → Yearly errors → LONGER A/R reports

● A Proactive Approach is a MUST for consistency 

● Leaner Practice w/ Controlled Overhead


