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For additional assistance, contact:
PRACTICEWORKS Software E-Services Technical Support 1-800-262-8593
Hours (excluding holidays): Monday through Thursday, 8am to 8pm and Friday, 8am to 6pm EST

H—"'{ K.ODAK. PRACTICEWORES Practice Management Software, ¥7.0.3

Fil= Lists Achvities ApptBook Expertts Help

1. Getting Started: To begin Accounts and Fieceivables
processing your Statements in Preferences > Appoiniments #1 {(Hva)
your Kodak PracticeWorks A
practice management software,
click File > Print > Esit
Statements - Prepare
statement run...

Security P Insurance

PRACTICEWOREKS E-Services
St 3 ment fur. .
Referral Reparts Yiew statement quele. ..
R and Pharmacy B eports
Mther Mise Bannrts

Preparing Statement Run El

You are about ko prepare a skakement run,
After skatements have been prepared,
there is no way to undo them,

[Da ywaou wank bo continue?

PracticeWorks software will display a warning that you are
about to prepare the statement run. This cannot be
undone after you create your statement batch. Click Yes
to continue.

G- =

Prepare Mail State o =l

Preparing mail-out statements...
T T O T

fes Mo The software

. . will display a
status bar as it reviews your accounts and
processes your statements.

™ Begin printing when done

Yiou are et up to send statements electronically. Do
MOT check the above box unless you want to use
your printer instead!

Cancel |

Statement Run

2. Review Your Statements: When the software
is finished, it will prompt you that your statements
are now ready to be sent and if you want to review
them now. Click Yes to continue.

|f yOU ChOOSG to reVieW yOUf statements |ater, yOU can \i) Your statements are ready. Do pou wish ta view/send them now?

bring the queue back up by going to File = Print 2

Statements 2 View Statement queue... s o |
3T 1
fclect Submission Method 22151
You are set up to send statements electronically to Practicets'arks
Electionic Services, but youw have the option of printing wour statements to
the printer if you need to, Please zelect the method pou would like to uze; The SOftware W|" now prompt yOU to SeleCt hOW
" Submit electionically you want to send your statements. Select
" Sendto the printer Submit electronically and then click OK.
ak I Cancel
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The Statement Queue is a listing of only the statements that were created during this
statement run—NOT a listing of accounts.

Statement Queue =] x|
In the Statement Queue, Last hame First mame Created Balance At Due Fitr Chrgs Frinted/Sent |
you can remove any — [ 2508 JIba No |
i i i i — |B Wiesl 03-25- DB 126.60 126.60 Nl M
Statemen,t by highlighting it —l H 032508 (11399 112.99 Ye  |No
and clicking the Remove |~ |oos Carol 032508 [11399 11339 Yes  |No
. I |Heckman Joseph 03-25-08 11399 113.59 Yes Ma
this Statement button. — | Herin Ladonna 032508 11393 113.99 Yes  |No
[ |Hodgen John 03-25-08 11393 11399 Yes i
| |Hoskins K.eith 03-25-08 11399 11399 res Mo
F— | Johnzon Tom 03-25-08 338.35 338.35 Yes Mo
. I |Jones Brett 03-25-08 32956 329.66 Yes Mo |
— | Lewi Ji 03-25-08 11399 113.99 N M
Use the PreVIeW I~ Mzzlriussen ET!::I-H_Irl 03-25-08 11399 113.99 Yzz NE
Contents button to see — |Massey Kenneth 032508 11399 112,93 Yes No
. - F— | McFall Allyson 03-25-08 11399 11399 es Mo
what transactions will be | McNuly Jim 032508 11399 113,99 Yes Mo
on the body of the —
statement. —
— Send all statements Wiew clipboard Remaove thiz statement Preview contents 4-
Use the VIeW Cllpboard — iew/Fetrieve Reports | Archived statements | Femove all statements |
button to view the patient’'s |— gl =
clipboard. From the — o | Unprintedt 15
clipboard you can add —

Personal Statement notes
usmg YeIIow Stickies in the Responsible Party Section. When attaching the sticky, make sure
: you choose on mail out statement under the Print
on items for patient. If you want to only use this
message once, put in a de-activation date.

mn Yellow Sticky attached to Responsible Party

NameJ— Autamatically display on screen 1
~ Pdf [ ondate [ atpatient check-in L.
saarod] | - hen et oppoinmens [~ atpemeredcan | [—|| 3. To send statements: When you have finished
e | whervievinglecger Loy (| adding notes and removing the necessary
Y et e o et =1 | statements, click on the Send all statements
p—_— E z:l’;‘;’jszimem button to send the statements. You will get a
D08 D?O« on mail ot statemen L, || confirmation window that your statements have
Ago 33 I : been sent successfully.
S5 00 tint on repotts for internal use
o [ onroute slip ——
Primary [ on recall repart
SecDe
Prim el _¥¥hen to de-activate note
(® never
Sec ke ,7
Respo " afte s \img 1oy oy
= SCE::r (" after pmtfrom patient of atleast e
| [T |  afterpmtfrom insurance of et least 0.0a
Plan bal
OK Cancel | _Ll
[l O A T T e T =l
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