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XLDent Smile Center Monthly Billing / Collection SOP
*Clinic Specific – update for your practice


1 to 2 days prior to Statement Generation


Pre-Generation


Billing Policy Review 
and Generation


Set Statement Generation values (Set It and Forget It)


Billing Follow-up


Delinquent Accounts Follow-up (Reports/Administrative)


Review and update individual Statement Notes


Review Claims (Insurance Claims Processing\Review Claims) or Claims Follow-up (Reports/Administrative)


Review all submitted claims utilizing Claim Status feature and/or contacting carrier


 Clinic Accounts Receivable (Reports/Production)


Review and update the Send Statement, Charge Interest, and Send Dunning settings  


Add User Claim Notes


Resubmit entire claim or specific procedure(s) when applicable


Send applicable delinquent letters and/or add Account Alerts detailing contact details with responsible party


Generate and Review Statements


Edit print option, generated dunning message and/or add new statement note


Statements should be consistently processed with the same generation values.  See XLDent Help for recommended settings


Print or Send Electronic Statements (ESP)


If utilizing the Service Charge feature, Statements need to be generated and printed on the same day


Print and/or Archive Transaction Detail report to review Service Charge value once all posting has been completed for the day


Print or Send Electronic Claims (ECP)


All Claims must be submitted before generating Statements


Patient Billing Questions - Patient Record\Stmt. Sent hyperlink
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