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Introduction
to the
Eaglesoft
User Guide

Eaglesoft is a
comprehensive dental
practice management
software used by
thousands of dental
professionals across
the United States. It
handles everything
from patient
scheduling and billing
to clinical charting and
insurance processing.
However, mastering its
full suite of features

can feel overwhelming
for new users. This
Eaglesoft user guide is
designed to walk you
through the essential
functions, best
practices, and hidden
efficiencies that will
help you and your
team run your practice
smoothly. Whether you
are a front desk
coordinator, a dental
hygienist, or a practice
owner, this article will

provide actionable
insights to leverage
Eaglesoft  effectively

while following SEO-
friendly strategies for
clear, human-readable

Downloaded from ges.cursor.cl by Cabrera & Mcmahon
* Books are a uniquely portable magic. ¢ Page 1



content.

Getting
Started with
Eaglesoft

System
Requirements
and Installation

Before diving into daily
operations, ensure
your hardware meets
Eaglesoft’s
recommended
specifications. The
software runs on
Windows-based
systems and typically
requires a stable
network connection if
used in a multi-station
practice. Installation
should be performed
by an administrator,
and it is advisable to
keep the software
updated with the latest

service packs to
ensure security and
access to new
features. The user
guide available within
the software’s help
menu provides step-
by-step installation
instructions, but here
are a few key points:

* Use a dedicated
server for your
Eaglesoft
database to
improve
performance.

e Enable
automatic
backups to
prevent data
loss.

e Ensure each
workstation has
compatible
hardware (RAM,
processor,
screen
resolution).
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Configuration . .
Navigating

Once Eaglesoft is

installed, the first the Eaglesoft

major task is |nterface

configuring practice

settings. This includes
entering the practice
name, address, phone
numbers, and provider
information. You will
also set up fee
schedules, procedure
codes (CDT), and
insurance plan profiles.
Pay close attention to
the Practice Defaults
section, where you can
tailor appointment
types, billing cycles,
and user permissions.
Taking the time to
configure these
settings correctly from
the beginning reduces
errors later and
ensures your Eaglesoft
user guide references
align with your actual

The Dashboard
and Main
Modules

Eaglesoft organizes its
functionality into
several modules:
Appointment Book,
Ledger, Chart, Family
File, and Reports. The
dashboard displays a
summary of daily
activity, including
scheduled
appointments,
outstanding balances,
and pending insurance
claims. Understanding
how to switch between
modules using the
toolbar or keyboard
shortcuts (like Ctrl+1
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for the Appointment
Book) can significantly
speed up your day.
The Family File is the
central hub for patient
information; from here

you can access
demographics, medical
history, treatment
plans, and financial
records.
Customizing
Views and
Shortcuts

One of the most
underutilized features
in Eaglesoft is the
ability to customize
the layout of grids and
lists. You can add or
remove columns in the
patient list, adjust the
color scheme of the
appointment book, and
create custom report
templates. For power
users, Eaglesoft
supports macros and

scripts that automate
repetitive tasks. Refer
to the advanced
sections of the user
guide for scripting
examples, but start

with simple
customizations like
changing the

appointment book
time scale or showing
only specific procedure
categories.

Patient
Management
in Eaglesoft

Adding and
Updating Patient
Records

To add a new patient,
go to the Family File
and «click "New
Patient." Fill in
required fields such as
name, date of birth,
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information. You can
also import data from
another software using

Eaglesoft’s import
utility. It is critical to
maintain accurate

insurance information;
double-check the
subscriber ID and
group number before
saving. Strong data
hygiene habits, such
as regular audits for
duplicate records, will
keep your Eaglesoft
user guide relevant
and your practice
efficient.

Managing
Appointments
and Schedules

The Appointment Book
is where most front-
office staff spend their
time. You can view
schedules by day,
week, or month, and

cotor-tode
appointment types
(e.g., hygiene,
operative,
consultation). To
schedule an
appointment, simply
double-click on a time
slot and select the
patient from a
searchable list.
Eaglesoft also supports
automated
appointment
reminders via phone or
email, which reduces
no-shows. To set this
up, go to Tools >

Preferences >
Automated Messages
and configure your

reminder timing.

Clinical
Charting and
Treatment
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Planning

Performing
Charting in
Eaglesoft

Eaglesoft’s clinical
charting module allows
you to record existing
conditions, treatment
performed, and
periodontal charting.
The graphical tooth
chart is intuitive: click
on a tooth to mark it
as restored, missing,
or carious. You can
add detailed notes for
each procedure. When
you complete a
charting session, the
data automatically
syncs with the
patient’s ledger and
treatment plan. This
seamless integration
reduces duplicate data
entry and ensures the
clinical record s

always up to date.

Creating and
Presenting
Treatment Plans

A strong treatment
plan module is one of
Eaglesoft’s highlights.
You can create a case
presentation that
includes multiple
procedures, estimated
fees, and insurance
coverage estimates.
This feature helps
patients understand
their financial
responsibility before
treatment begins. To
generate a treatment
plan, go to the Chart
module, select planned
procedures, then click
“Treatment Plan" and
choose "Create
Presentation." You can
print or email the plan
directly from the
software, adding a
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your patient
communication.

Insurance
and Billing
Workflows

Submitting
Electronic Claims

Eaglesoft simplifies
insurance claim
submission through its
built-in  electronic
claims clearinghouse.
To submit claims,
ensure that patient
insurance information
is complete and
verified. Then go to
the Ledger, select the
procedures to bill, and
click "Send Claims."
The software tracks
claim status and flags
any rejections for
correction. Many

claim processing time
by using Eaglesoft’'s
batch submit feature,
which sends multiple
claims at once.
Regular reconciliation
of claims reports will
minimize accounts
receivable days.

Posting
Payments and
Adjustments

When insurance
payments arrive, post
them directly to the
patient's ledger.
Eaglesoft allows you to
allocate payments to
specific  procedures,
write off adjustments,
and track remaining
balances. Use the
Insurance Payment
entry screen to match
the payment amount
with the expected
amount from the
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Explanation of
Benefits. If there are
discrepancies, you can
create a note or a
credit. Proper payment
posting ensures
accurate patient
statements and
financial reporting.

Reporting
and Analytics

Key Reports
Every Practice
Should Run

Eaglesoft includes
dozens of built-in
reports. For daily
operations, the Day
Sheet summarizes all
patient visits, charges,
and payments. The
Aging Report shows
outstanding balances
by time period (30, 60,
90+ days). The
Production and

Collection Report
compares Dbilled
amounts to collected
revenue, helping you
gauge practice
financial health.
Monthly, run the
Insurance A/R
Report to track
unpaid claims. These
reports are accessible
via the Reports menu
and can be exported to
Excel for further
analysis.

Customizing
Reports for Your
Needs

If the standard reports
don’t capture exactly
what you need, use
Eaglesoft’s Report
Designer. You can filter
by date range,
provider, procedure
code, or patient
demographic. For
example, create a
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patients who missed
two or more
appointments in the
last six months. This
custom data can drive
targeted recall
campaigns. The user
guide for the Report
Designer is available in
the Help section, but a
common starting point
is duplicating an
existing report and
modifying the query
conditions.

Troubleshooti
ng Common

Eaglesoft
Issues

Performance
Slowdowns and
Database Errors

Like any software,
Eaglesoft can

Common causes
include insufficient
server memory, large
patient databases, or
network congestion.
Perform a database

integrity check
monthly via Tools >
Database

Maintenance. If you
encounter errors like
"Record locked by
another user," ensure
all workstations are
properly logging off.
Clearing temporary
files and
defragmenting the
server hard drive often
resolves minor issues.
For persistent
problems, contact
Eaglesoft support with
a clear description of
the error.

Resolving
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Conflicts
Sometimes the
appointment book

shows double bookings
or overlapping time
slots. This can happen
if two users open the
same patient record
simultaneously. Train
staff to refresh the
appointment book (F5)
frequently and to use
the "Check
Availability" feature
before booking. You
can also set up conflict
warnings in
Preferences.

Understanding the
logic behind
Eaglesoft’s scheduling
engine will minimize
these collisions and
keep your user guide
advice practical.

Tips for
Eaglesoft
Efficiency

Using Templates
and Defaults

Save time by creating
procedure templates
for common
treatments like a
standard exam or a set
of four bitewings. You

can define default
tooth numbers,
surfaces, and fees.
When vyou start
charting, the template
populates the
necessary fields
automatically.

Similarly, create

appointment

templates for periodic
oral exams or hygiene
visits. These small
automation tricks add
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savings across your
team.

Integrating with
Third-Party Tools

Eaglesoft integrates
with many third-party
applications, including
digital imaging
software, patient
portals, and payment
processors. For
example, you can link
Eaglesoft to an online
patient intake form
that automatically
imports demographic
data. Setting up the
integration usually
requires an APl key or
a connection  file
provided by the third
party. Consult the
integration section of
the Eaglesoft user
guide for supported
partners and step-by-
step instructions.

Practices for
Data Security
and Backup

Protecting patient data
is paramount.
Eaglesoft encrypts
data at rest and in
transit when properly
configured. Implement
role-based access
controls so that only
authorized staff can
view sensitive financial
or clinical information.
Schedule daily
backups to an external
server or cloud
service, and test
restoration procedures
quarterly. The
Eaglesoft user guide
includes a chapter on
backup strategies, but
a simple practice is to
have a single person
responsible for
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verifying backup logs
each morning.

Conclusion

Eaglesoft is a powerful
ally in managing a
dental practice, but its
effectiveness depends
on how well you and
your team master its
features. This
Eaglesoft user guide
has covered the
essentials—from initial
setup and patient
management to
clinical charting,
billing, and reporting.
By applying the tips
and workflows

discussed here, you

can reduce
administrative
overhead, improve

patient satisfaction,
and increase revenue
capture. Remember
that ongoing training
and periodic reviews of
new software updates
will keep your practice
running at peak
efficiency. Explore the
built-in help resources
and online wuser
communities to
continue learning, and
don’'t hesitate to
customize the software
to fit your unique
practice style.



