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Lecture-3 (52.5 total) 
3 
DENT 51, 55A, and 62 
DENT 55B 
None 
A variety of non-clinical functions for the 
business aspect of the dental practice. 
No 
Letter 
o 

Instruction in the non-clinical functions which dental auxiliaries are required to perform with 
emphasis on financial arrangements, collection techniques, insurance processing and 
maintenance of office records, account receivable transactions, office mail, inventory, 
purchasing, accounts payable, payroll, disbursements, tax records, marketing and group practice. 
Use of computer to perform basic dental office management. CSU 

IV. MAJOR LEARNING OUTCOMES 
Upon completion of this course, a student will be able to: 

A. Demonstrate effective patient management with business transactions utilizing 
positive patient rapport. 

B. Discuss treatment plan options and informed consent for optimum patient care. 
C. Demonstrate knowledge of state and federal laws, recommendations, and 

regulations in the provision of dental care. 

Scope and objectives as required by American Dental Association 
A. Introduction: 

1. Discuss the course requirements and professional requirements. 
B. The Administrative Assistant: 

1. Demonstrate assisting a patient in completion of an acquaintance form, 
registration form, and insurance information form, seeing that all questions 
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are answered in detail. 
2. Update patient medical history and folder. 
3. Describe the clinical record. 
4. Discuss the importance of obtaining a signature on file for release of 

information and assignment of benefits, and HIP AA privacy procedures. 
5. Demonstrate proper storage of patient and business records. 
6. Discuss the role of administrative assistant and plan financial 

arrangements when a fee presentation is being made. 
7. Discuss how to transfer patient records. 
8. Discuss the responsibility of the business assistant in disease prevention. 
9. List basic records that must be maintained for Occupational Safety and 

Health Act (OSHA), such as the Regulatory Compliance Manual. 
C. Marketing Techniques Used In Dentistry: 

1. Discuss the importance of "continuing care patient." 
2. List the contents of an office policy. 
3. Design an office policy in small groups. 
4. Differentiate between internal and external marketing. 
5. Describe an office newsletter. 
6. Discuss forms of acceptable advertising. 

D. Bookkeeping Fundamentals: 
1. Differentiate between earnings and income and describe how these affect 

all dental health team members. 
2. Prepare an accounting entry to record treatment provided, fees charged, 

payments received, balance due, and issuing of a walk-out 
statement/receipt. 

3. Discuss the difference between a credit, debit, and adjustment. 
4. Discuss the difference between accounts receivable and accounts payable 

systems. 
5. Prepare an accounting entry to record treatment provided or services 

rendered, charges, balance due, and issuing of a walk -out statement. 
6. Prepare an accounting entry to record treatment provided, charges, 

payment received, balance due, and walk-out statement/receipt. 
7. Prepare accounting entries of insurance payments, bulk check payments, 

and itemized payments. 
8. Discuss the importance ofEOB to insure proper credit with insurance 

payments. 
9. Compare pegboard accounting and computerized transactions. 
10. Describe how a three part superbill can be used. 
11. Describe proper management of payment received. 
12. Edit and void a transaction. 
13. List the four basic office policies. 
14. List and describe the four most common payment plans offered in the 

dental office. 
IS. Differentiate between non-itemized, semi-itemized, and itemized 

statements. 
16. List and evaluate the three rules for preventive account control. 
17. Discuss the Federal Fair Credit Reporting Act; Federal Truth is Lending 
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Act; Federal Equal Credit Opportunity Act; and the Federal Fair Debt 
Collection Practices Act. 

18. Prepare a collection letter for an account 60 days overdue. 
19. Simulate making collection calls to a patient whose account is now 120 

days overdue. If payment is not received by promised date, follow through 
with another phone call or automatically turn the account over to a 
collection agency. 

20. Discuss the role of a collection agency and the advantages and 
disadvantages. 

E. Computer Use in Dental Office Management: 
I. IdentifY the terminology used in computer technology. 
2. Discuss the history of computers in business. 
3. Describe the benefits of the computer in a dental office, DENTRIX 

SOFTWARE 
4. Discuss the importance of backup. 
5. Edit and void transactions. 
6. Use of the computer for dental office management reports and purposes; 

billing, insurance, aging, close of day. 
7. Complete the computer bookkeeping assignments for patient files, 

charges, payments, insurance, and appointments. 
8. Use Dentrix Office Manager to update and change fee schedules. 
9. Edit insurance coverage tables. 

F. Dental Health Insurance: 
1. Describe insurance fraud, and bonding of office staff. 
2. IdentifY and compare the major types of dental health care programs 

including: Delta Dental Plans, commercial programs companies, closed 
panel clinics, Health Maintenance Organizations, and government
sponsored programs. 

3. Assess the major factors affecting the dental health insurance coverage, 
such as, UCR/Schedule of Allowance, coinsurance/copayment, 
deductibles, exclusions, annual maximums and direct payments. 

4. Describe the importance of efficient handling of dental health insurance 
claims and how this can affect the financial health of the practice. 

5. List the information needed for good organization for claims management. 
6. Discuss use ofE-Claims and patient privacy. 
7. Formulate the folders included in the "Master File System" for storing 

active insurance claims, and state why it is necessary to keep track of 
claims as they move through the various steps. 

8. Print insurance reports, DENTRIX. 
9. Discuss the importance of determining patient eligibility and 

predetermination of benefits. 
10. IdentifY three other terms that are commonly interchangeable with the term 

"predetermination" . 
11. List the 10 major areas and 58 sections of information found on the 

standard ADA Uniform claim form. 
12. Discuss use of CDT publication. 
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13. Evaluate why some of the questions are asked on the ADA form and why 
you believe this information is important. 

14. Understand non-duplication of benefits and relation to treatment plan 
estimates. 

15. Identify "release of information" and "assignment of benefits" and state 
why the patient is asked to sign each of these and signature on file. 

16. Compare the system of procedure codes known as the "Uniform Code of 
Dental Procedure and Nomenclature" and state why it is of benefit to the 
dental office to use these codes. 

17. State the purpose of the "dual coverage clause" found in some dental 
policies, and demonstrate the procedure for filing claims in such cases. 

G. Expenses: 
1. List the four basic steps in organizing the storage of supplies. 
2. Discuss the purpose of keeping a well organized inventory file for both 

supplies and equipment. 
3. Given the necessary information, establish the reorder point and reorder 

quantity for a given supply. 
4. State the method of follow-up on "back orders". 
5. Discuss supply requisition and purchase orders. 
6. Discuss how the amount of a supply budget is determined. 
7. Discuss computerized inventory management and ordering of supplies. 
8. State the four points to be checked before calling for repair service on a 

piece of equipment. 
H. Disbursement: 

1. Describe the procedures for management of: 
a. accounts payable 
b. C.O.D. deliveries 
c. petty cash fund 
d. marketing and group practices 

2. Demonstrate writing a check and making the necessary checkbook/check 
register entries. 

3. Discuss pegboard check writing and payroll companies. 
4. Differentiate between a restrictive endorsement and a blanket endorsement 

for a check and state which is the most desirable for the dental office. 
5. Describe the procedure for a stop payment order. 
6. State the proper way to handle a Non-Sufficient-Fund (N.S.F.) check and 

describe how to make the necessary adjustments on the office 
bookkeeping system. 

7. Simulate reconciling the monthly bank statement for the dental office. 
8. Prepare a monthly summary of income and disbursement. 
9. List the federal and state payroll taxes that are withbeld from payroll 

checks and identify those requiring a matching contribution by the 
employer; and complete a payroll assignment for a hourly and semi
monthly employee. 

10. Discuss the preparation of the employer's quarterly tax return for the 
federal and the state governments. 
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I. Group Practices/Inc.: 
1. Advantages 
2. Disadvantages 

V. CONTENT 

A. The Administrative Assistant: 
1. Patient Record 
2. Update 
3. Storage 
4. Transfer 
5. Disease Prevention 
6. HIP AA Privacy Procedure 

B. Marketing Techniqnes Used in Dentistry: 
1. Newsletters 
2. Advertising 

C. Bookkeeping Fundamentals: 
1. Recording Transactions, Charges and Payments 

a. Patient ledger 
b. Daily journal 
c. Receipts 

2. Pegboard Accounting 
3. Computerized Dental Bookkeeping 
4. Management of Payments Received 

a. Ban1c deposit 
5. Preventive Account Control 
6. Obtaining Financial Information 

a. Acquaintance form 
b. Patient's eligibility 
c. Credit response 

7. Fee Presentation 
a. Signed treatment form 

8. Financial Arrangement 
a. Methods of payment 

1. cash 
2. statements 
3. divided payment plans 
4. dental insurance 
5. credit cards 

9. Collections 
a. Preventive account control 
b. Collection letters 
c. Collection telephone calls 
d. Collection follow-through 
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e. Collection agencies 
D. Computer Use in Dental Office Management: 

I. Introduction to the Computer 
2. Keyboard Usage 
3. New Patient 
4. Insurance Processing 
5. Daily Transactions 
6. Record Keeping 
7. Close of Day 

E. Dental Health Insurance: 
1. Major Types of Dental Health Care Programs 
2. Types of Coverage 
3. Factors Affecting Dental Health Insurance Coverage 

a. Usual, customary, and reasonable fees 
b. Participating and nonparticipating dentists 
c. Schedule of allowances 
d. Coinsurance 
e. Deductibles 
f. Dependents/Birthday rule 
g. Exclusions 
h. Annual maximums 

4. Basic Rules for Processing Claim Forms 
a. Predetermination 
b. Placing claims on hold 
c. Sending payment 
d. Duel insurance coordination of benefits 
e. Non-duplication of benefits 

5. Organization for Claims Management 
a. Obtaining patient information/signature on file 
b. Obtaining plan information 
c. Insurance reports 
d. EOB reports 

6. Determining Eligibility 
7. The Claim Process 

a. Claim Forms 
1. release of information 
2. procedures codes 

b. Superbill concept 
F. Expenses: 

1. Inventory and Supplies 
a. Organization of supplies 
b. Reorder point 
c. Inventory organization 
d. Reorder quantity 
e. Ordering supplies 
f. Back orders 
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g. Requisitions and purchase orders 
h. Supply budget 

2. Equipment Repairs 
G. Disbursement: 

1. Accounts Payable 
a. Invoices and statements 
b. C.O.D. 
c. Petty cash 

2. Writing Checks 
a. Pegboard check writing 
b. Endorsement 
c. Stop payment order 
d. Insufficient funds 

3. Reconciling a Bank Statement 
4. Business Summaries 

a. Monthly 
b. Yearly 

5. Payroll 
a. Payroll deductions 
b. Remittance to the government 

H. Group Practices/lnc.: 
1. Advantages 
2. Disadvantages 

VI. INSTRUCTIONAL METHODOLOGY 

A. Assignments: 
1. In-class (See Weekly Schedule) 

a. Lecture/Discussion 
b. Computer assignments, Dentrix 
c. Group / Team assignments 

2. Out-of-class (See Weekly Schedule) 
a. Reading/Workbook assignments 
b. Library Computer assignments Dentrix 

B. Evaluation: 
1. Methods 

a. Written examinations on topics such as: Accounts Receivable, 
Accounts Payable, Dental Insurance, Marketing, Law & Ethics, 
Financial Arrangements 
I. Quizzes 
2. Midterm 
3. Final 

b. Dentrix Assignments 
c. Class participation 
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2. Standards: 
a. 75% of all points possible for a grade of "c" to be considered 

passing the course 
b. Stated standards of performance on all designated critical 

objectives 

C. Texts and other materials: 
1. Texts: 

a. Gaylor, The Administrative Dental Assistant" 3rd Edition, 2012. 
Text with Workbook and DVD. 

b. Bird & Robinson, "Modern Dental Assisting, lOth Edition, 2012. 
Text with Workbook and VideoslDVD. 

c. CADAT, The California RDA Law & Ethics Examination Prep 
Book, 3rd Edition, 2012. 

d. DENT 57 Class Syllabus 
2. Library and reference materials 

a. Periodicals and reference material CCSF library 
b. DENTRlX in library Media Center 

3. Facilities: 
a. Lecture room equipped with multi-media and computer capabilities 
b. Laboratory classroom equipped with dental treatment equipment 

VII. TITLE 5 CLASSIFICATION 

Credit/Degree Applicable (meets all standards of Title 5, Section 55002 (a)). 
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