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PRACTICE MANAGEMENT SOFTWARE 1‘

Q U IC K START G U I D E perfectly simple

perfectly affordable

Use this handy Quick Start Guide along with the PerfectByte Trial CD to enter patients, process
claims, post payments, print reports, schedule patients and more.

INSTALLATION
Installation is easy. Simply place the CD into yQi R ﬁig
drive for automatic installation. If installatioa not
automatic, follow the instructions below. Install the Trisl Software

Double ClickMy Computer on your desktop

Double Click on theéCD drive peger;g§n%b\ﬁ

Double Click onSetup.exe

Watch the Product Demo

Once the installation starts you will see a screen y @

similar to the one on the right.

Welcome to PerfectByte

From this menu you can install the trial copy & frogram, oWatch the Product DemoWhen you are ready
to install the trail copy, click on the button tisaysinstall the Trial Software This will start the installation and
you will see a screen similar to the one on thie I€hooséNext to Continue. Accepting all of the default
installation options is fine.

16 PerfectByte Network Edition Trial Setup

Welcome!

S When it is complete, there will be a program greajed PerfectByte
i e v e on your Start Menu. This is where you will find thegram icons.

ddth ty xit all Windows programs

ks There will also béwo icons on your desktop one for the

s W R PerfectByte program, and one for theerfectByte Scheduler

IANING: This progyam s peotected by copyight s and
international tie:

naul roduction or distibution of this program, or )
n may resull eeeeeeeeeeee Giland tammi 1 o
ties, and will be cuted to the maximum extent v
e law. F | ’ X

— ‘ PerfectByte  Perfectbytel
_ | Scheduler

Congratulations! Now that you have installed PerfectByte you maycped through the Quick Start Guide
to try some basic functions of the program. Douliek the PerfectByte icon to begin.

Once in PerfectByte, almost all of your defaulténpto the most common settings. Just add docfornmation
and you're ready to go...
- In theTask Paneto the left of main screen undgettings- Click onGeneral Settings.
Click Doctors and clickinsert
Enter your provider information and cli€kK to save your work, then clidRloseto exit out of the
doctor list.
Now click onAdministration on the left side of the screen under Master Lidisk onDefaults [again
on the left side of the screen. Click on the Iopkfcnlderrr:*Il to the right oDefault Doctor and select
yourself. ClickOK and therCloseto exit the General Settings area.
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ENTERING PATIENTS

Entering patients is simple with PerfectByte. Owimscreen displays patients in a list format atttp of the
screen with corresponding claims below. Tabs ageddly sorted for easy patient look up. In additia “Task
Pane” on the left side of the screen allows foyewsvigation.

_" PerfectByte Ortho Network Edition Trial Version o o — = E|_ il

Elling Reparts Scheduler  Help Actions For highliohted Patisnt

™ patient &) i mr i = [Primary Billing Part [Status  [BirthDate H
HARD J |

ER
] addeT 1 5S0LE KATHERIN TliE ERSOLE KATHERINE
1) ChangePT ZER ROBERT A
= i 234-56-7891 | BLANKENSHIP LUKE 1 ACTIVE |09/18/89 - 16 YRS
R Delete PT | 567-89-1234 | WILDER DAN -45 YRS

E EasyWigw

¢ P—

&= Printing

Patient Labels
Encounter Form

7S

%
% visits &)

& add visit
g Change Yisit

S :- TotalSaknce P
I 06 45 38 i

| 05;2312004 CARVER

¥ o JumpTo 1R

B8 oos Prompt

ED Reports
(&) scheduler
8 Utilities

| ¥ shaw Patient Ficturs

| Drtho Tral Editiont [ Current User: DWNER [e:Anewitrial | Tatal Patient Records: 5

Click Add Patient in the Task Pane on the left side of the screen.

Add Patient Name — Address — Social security nurntfgex — Date of Birth

Select eoctor

Select aFee Schedulduse SELF for this example]

Click thelnsurance Information Tab, located at the bottom of the patient infororascreen.
Select/Insert an Insurance Company by using thie dpadbox next tdCode and enter a policy ID number.

Click OK to save your work.
NOTE There are other optional tabs and fields avail&dsl@ntering patients that you can use, as agpica

:# Patient Information Will Be Added (New) B i s 3

i - Patient Allows Felease of infoimation v
General Patient Data Fatient Signatue is Un File ~
HIPAA Privacy Statement has been Fieceived [
—F‘atigr\i I:Ht Lasth, Firsthl Mi: G li [[Locke
aitation.  LastHame: rstiame enexation
AccountHo: 100028]
J— Il IO || _Geneate
55N: 000-00-0000]
G LT I Extomalfocourto [
Address Line 2 | |
Ciy EDGEWATER st Zin[FH & .
HomePhone:  [000-000-0000 “WworkPhone:  [000-000-0000 Jext[ ||| pogtor DAV &
Cell Phone 000-000-0000
DateofBith [ |HoBithdatl RefernaDoctor] ]
Sex Hogerst AR |o
Mattlotatass [ [¥] | O Male O Fende arsan 5
o ~Eiling Parti Felationship FeeSchedule: [BETNA &
Primary Biling Party | = ¥]
Second Biling Paity | N ¥ Current Status [INTREAT o
Help
-~ Patient Employer/S chacl
™
M pcrions INRNG v N 0
Ermplayer or School Name: | |
Employer Address Line 1 [ |
Enplor Addess e 2 | ] PHOTO
Ciy. State. Zip I | A I
Phone: 000-000-0000 Fo U N D
Gieneral Pt Infarmation [L Information | Teeth | Extias |
oK L. |
[ e ] — v X oo
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ENTERING VISITS

Create claims quickly for patients entered in ReBgte.
Highlight a patient on the front screen.
Click Add Visit on the left side of the screen in the Task Pane.
Click the tab located at the bottom of the scremmiBfocks 58-66 (Charges)
o Other tabs are prefilled with patient and doctdorimation but can be modified as applicable.
SelectDiagnosis Coddf applicable for your specialty.
Click Add Item under Charges and enter CDT code, price, etc.
o CDT codes and prices can be entered into a mastéor selecting.
Click OK to save; clickAdd Item to add additional charges OR
Click OK on the lower right corner of the visit screendgesyour work and return to the main screen.

All the entry fields on the claim screen corresptmthe ADA form making it easy to see where dataint
on the form.

8. Diagnosis Code Index (optional) Wigit [ ate
=]
1 \&—*}2 [ =3 e | | 5 [ 6 Je= 7 i & ey | | LE201/2008 b
Doctor.
OEE |
Fee Scheduls C t | t- ]
| 370.00 95,50 7450
020106 | | | PAYMENT |INS FATMENT FRDM DELTA CHEEK|235 | -135 5D| 195 50 | 0.00 1235 :gi Ongra ulations:!
L chraewilseniied o) | You have created a visit
L Lnarge AR Ee ASHe g SR __ I = Assistant: .
B & Note that the insurance
Surface: Cdt Code: Quantity: Amount;  Ins Amount: Pt éimount: Form Type: andlor patlent balance WI”
| || S B B e h he f
Amount = Ins Amount + PT Amaunt
Quadrant/Sextant “press FG to recalculate amounts nOW S OW On t e ront
— S % X cowd || cen screen for quick
= b Responsible:
[ 3 ] reference.
- Charges - Faymerits 0 F'nnllng =
3" ] Medity Delets A add PT A 5| Walkaut L
g@ e | Item Iterm Papment ¢ Fayment \_‘é Receipt \ﬁ ADA Fom
P ‘~ = po|| b Triple LA ADA
873 .¢‘ Transfer " PiaaynT:]n \\é Receipt .\/J Secondan
T RS ST LIS TR BRI o aieos st e s petomes of o
W IR Print Diate 4. Gty 55, Sate [ 60, Op Code
Signed (Treating Dentist) License # Date(uh DD/ YY) ‘ x Careal
Blocks 1-41 [Patient/Subscriber] g Blocks 4257 [Biling Dentist] Blocks 58-66 (Charges [Tréah‘r\eiitﬂnhés_l Clear Waihings

SUBMITTING CLAIMS

Claims can be submitted to insurance carriers gdadekly, or whenever you prefer. Timely reimburseins
dependent upon error free claims submission. Yousaédmit your claims in three ways using the Pé&Bge
system:

Individual printed paper claims
o Highlight patient and highlight visit on the bottdmalf of the screen

o Click Change Visitin the Task Pane
o Click ADA form to print.

Batch Print paper claims
o Print paper claims in a batch. GoRoling, Insurance Forms in the menu at the top of the

main screen or PerfectByte and select the criterigour batch.
Electronic Claim Submission also available. [calldr more details]
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PRINTING STATEMENTS

Effective patient correspondence is vital to a sgestul practice. PerfectByte Statements are foaddt be
comprehensive yet simple for easy review by yotiepss.

Click Billing in the menu bar at the top of the screen.
Click Statements

Select statement criteria and cliSkarchat the top of the screen.
Click “View Statements to be Printed”to preview statements before printing.

ENTERING PAYMENTS

PerfectByte allows you to post insurance and papagments quickly and easily.

4 Record Will Be Added {New)

ey 0ose Insurance That Made Paymen!

Insurance Code &

Step 2 - Enter Payment Amount & Type
Papment Amount:

[ Payment Typs
© CASH € CHECK ¢ wiS& © MC € AMERX  OTHER

Checkdtuth Number [

Step 3 - Verify Payment Amounts for each Charge

highlight & double click to make modifications

= - Decide at to do wil e R emaining
Remaining Balance: [ 000

lan
© TRANSFER TOPTC TRANSFER TO SECOMDARY

Action or Pemaining Bal
’Vr' WRTEQFF LEMVE ‘

Optional Info:

Hete: | ‘

Payment D ate: [ 02/06/2008 [&]

Individual Payment Posting

Highlight a patient and a visit on the front screen
SelectChange Visitin the Task Pane.

Click Add PT payment or Add INS Paymentto post either a patient or
insurance payment.

Enter payment amount, payment type and other gattinformation as
applicable.

Batch Payment Posting

You can also post large checks in a batch as arteat your PerfectByte
program.
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PRINTING REPORTS

There are an abundance of reports in PerfectBgtdy with several criteria selections. A combinatdmeports
can be printed — daily — weekly — or whenever ymfgy. Creating reports is easy and can benefit gaactice.

Available Reports Include:
Financial reports

Administrative Reports

0 Deposit Slip 0 Batch Print Encounter Forms
o Daysheet [used to balance at the end o Patient List by... [select criteria]
of each day] o Patient Phone Book
o Daily Charges and Payment Summary o0 CDT Frequency Report — Detail and
0 Income Reports Summary
o0 Charges Reports o Diagnosis Frequency
0 Receivables Reports o New Patient Mailing Labels — Laser
0 Aging Reports o Patient in Pre-treatment Estimate

Patient Reports

Phase

o Patient List Master List Reports
o Patient Status 0 Zip Codes
o Patient Recalls[ladvanced patient o Diagnosis Codes
recall module] 0 Insurance Companies
o Encounter Forms 0 Fee Schedules
o Referring Doctors — with ability to
print labels
Advanced Patient Recall Module 0 Places of Treatment
NP — o CDT Codes with and without
: 2 Uy Eargleara ot prices
T e | B 0n|  |ww Graphs
PROCEDIRE | TRAME HONCAJ Bo . |nanoms ; o Patients by Age
Tagtineg R ! o Patients by Sex
i o Patients by Status
Fied 0 Insurance Percentage
o0 Charges/Payments by Month
i s Patients According to Status

Remove Linwarted Records

- s [
Taglntag ” Tag Al H UnTag Al H RemoveTagged ]

Tig: Yau can double click to tag snd untag individusl records.

i

25

I RESTING D.3%
I TRANSFER 0.7%
7 I RECALL 8.5%
RETAINERS 23.2%
26.3%
I INTREAT 41%
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SCHEDULING APPOINTMENTS

The PerfectByte Scheduler combines ease of usermftheatures foscheduling confirming and
tracking your patients. The ability tschedule by resourceappointment type color-codingandcolor
blocking allows you to customize the scheduler to meet péiice needs.

To add an appointment
- Select the day you would like to schedule the appoént using the calendar at the top of the
screen.
Double click on a time slot and complete the infation on the appt screen. [see below]
Click OK to save.

4 February 2006 5'

Detail |F\ecurring | Confirmation |

Resource Code: I Type of Entry —————— M T w T F = &
|5 this an Appointment? 1 2 3] 4] =5
Date 2062006 2] 5 [FPEONTMENT ¥ ] 5 7| & 9 1 11| 12
i 13| 14 15 18[ 17| 18 19
Time: 1015 8M 14 o
Dunai = 20| 21| 22| 23] 24| 25| =
I 1 o
Name: [SMITHJOHH D | 5 SelectPt
Desc of &ppt:
&3 [T [ e D! [I3] veu
. Appt
Phone: 3865653855 oy Diescriptions &3 DT Codes
Today [F?]I
Nate: FPatient may be a few minutes late.
Cunent Status [EONFIRMED [*]
Labwark, NOT REQUIRED ¥ Tooth Number:

Ciagh Wiew
\'-3 Openings Qf/ K X;ancal

The scheduler also allows you to generate an @esappointment confirmation list for any given day

and tag appointments as you confirm.
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We hope that our Quick Start Guide has helped you p  review PerfectByte.

Please continue to enter patients, visits and appoi ntments in the program and discover
how user friendly it is.

If you have additional questions, please don’t hesi tate to give us a call.

PerfectByte Support
877-767-7007

fax: 386-767-5576
info@perfectbyte.net
www.perfectbyte.net
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