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1. Getting Started: To begin 
processing your Statements in 
your Kodak PracticeWorks 
practice management software, 
click File   Print  
Statements  Prepare 
statement run… 
 
 

 
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. 
 
The software 
will display a 

status bar as it reviews your accounts and 
processes your statements.    
 
 
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. 
 
If you choose to review your statements later, you can 
bring the queue back up by going to File  Print  
Statements  View Statement queue… 
 

 
 
 
The software will now prompt you to select how 
you want to send your statements.  Select 
Submit electronically and then click OK. 
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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. 
 
 
In the Statement Queue, 
you can remove any 
statement by highlighting it 
and clicking the Remove 
this Statement button. 
 
 
Use the Preview 
Contents button to see 
what transactions will be 
on the body of the 
statement. 
 
 
Use the View Clipboard 
button to view the patient’s 
clipboard.  From the 
clipboard you can add 
Personal Statement notes 
using Yellow 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. 
 
 
3. To send statements:  When you have finished 
adding notes and removing the necessary 
statements, click on the Send all statements 
button to send the statements.  You will get a 
confirmation window that your statements have 
been sent successfully.  


