How to Split a Claim in Dentrix

When some procedures on a primary claim have received payment while
others remain outstanding, you need to know how to split a claim in Dentrix
so the unpaid procedures can be resubmitted to insurance separately. This
guide walks you through identifying when splitting is possible, using the
Split Claim dialog box, and finalizing the new claims in the Ledger.

Prerequisites
Before you split a claim, confirm the following:

e Some procedures on the claim have received payment, while others
are still outstanding and require resubmission to insurance.
e You split the claim before posting any partial payment.

You cannot split a claim if:

e Payment has already been received and posted for that claim.

e The claim has been moved into history due to payment entry.

e A secondary claim has already been created for the primary claim.
e The claim is a pretreatment authorization.

Always check the claim status before attempting to split it.

Generated with docsie.io
117



Step 1: Copy any insurance claim notes

If the original claim has insurance claim notes attached, copy these notes
before you begin the split. After splitting, you'll paste the copied notes into

the new (second) claim so that all relevant information is retained.

File - Create Secondary Creste M
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csl EnterPoyment Remarks Submit Help = =] ] b & 5 4 F

Patient: Winters, Jamie Carmier: Lincoln National

Total Billed: 221300 | Pm
Est Ins Portion: 136050

il 18 = _Description | Am | Prov [Ins| | ce |
e 'i'“:"""“"dum‘;k, - 01515] Fored Blateral Maintainet 405.00{0051[Na | 40500
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Billing Provider: Smih, Dennis Claim Information: Standard DOT20] Periodic Evalustion & 45 00[DDST 54700
- - D0274] Bitewing Four Filns 53.00/DDS1 50600
Rendeting Provider: Smith. Denris Diagnostic Codes: D1110] Prophylass - Adult 85.00[0D51 £97.00
= 02740] Full Porcelain/C: Ci 1021.00{DDS1 172200
Pay-To Provider: Smih, Denniz (D2%50] Core Buildup w/ Ay Pins 252,00/ DD51 137400
| = T e ; P [D3330] Rool Canel Therapy on Molas 930.00[DDST 2904.00
T AT eramic Closn 7 i3 0 il 7 Ins | Pr Dertal Clain - Sent 150,00 2904 00
13 Core Buldup w/ Ary Fins T2/01/2013 | D2550 200 ool ]
13 Root Canal Thetapy on Molar 12/01/2013 | D3330 w000 000

# | Prov |

otal Paid: 00
oo o p 000
otal i | 4 mt | =
Ded S/P/O: 0400 - . s Tape

| stats ([ Insurance Plan Note
Create Date: 12132013 _Tracer:
Date Sent - 12132013 On Hold: Mo Note)
: ReSent
Claim Status Note: Rematks for Unusual Services
{Ho Note] Mo Nete)

Dentrix Ledger with claim details and note fields visible, highlighting where to copy and
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Step 2: Highlight the primary insurance claim

In the Dentrix Ledger, locate and highlight the primary insurance claim you
want to split. Claims in the ledger are listed by date, patient name, and
description, so select the relevant claim row.

File Options View Transaction | Insurance | Print Mnth End Help

Dentrix Ledger screen showing a list of claims for Jamie Winters, with the primary claim
highlighted

Step 3: Open the Split Primary Claim option
From the ledger menu bar at the top, click Insurance. In the Insurance
menu, select Split Primary Claim to open the Split Claim dialog box.

Step 4: Move procedures to the second claim
The Split Claim dialog box displays two panes:

e Claim #1: Lists all procedures currently on the claim.
e Claim #2: Initially empty — this will hold the procedures you move to
the new claim.
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For example, procedures such as "Bitewing Four Films," "Prophylaxis -
Adult," and "Root Canal Therapy on Molar" appear with their respective
codes and fees.

1% Dentrix Ledger - Winters, Jamie [WID002]

Tooth Surlace Description Date >
Bitevng Four Films 12/01/2013 D0274
12/01/2013 DOM20
120122013 D110

12/01/2013 D2%50
12/01/2013 D2740

sin /Cerarric

Crowr
Floot Canal Therapy on Molar  12/01/2013 D3330

8 Fl

Tooth Suface _Desciplion

Split Claim dialog box open, showing procedures under Claim #1 and Claim #2, with
arrow buttons to move procedures between claims

Highlight the procedures in Claim #1 that need to be moved — for instance,
those requiring resubmission or additional information. Click the down
arrow button to move the selected procedures to Claim #2. If you move a
procedure by mistake, highlight it in Claim #2 and use the up arrow to move
it back to Claim #1.

Generated with docsie.io
417



For example, procedures for tooth 19 — "Core Buildup w/ Any Pins," "Full
Porcelain/Ceramic Crown," and "Root Canal Therapy on Molar" — are

moved to Claim #2.

Irtsotal Periagical Fim

Periodic Evaluatia

ewing Fou Fims

1% Dentrix Ledger - Winters, Jamie [WID002]
Tooth _Surloce _ Desciplion
Eleving Four Firms 1270172013 D078 5300
Peiod Evalusiion 12/01/2013 D20 45,00
Prophylatis - Adull 12/01/2013 D110 £5.00
TotalBiled 190,00
Claim 2~ ==
Tosth Suflace Desciplion Fes
i Core Buldup wi Ay Pins  12/01/2013 D250 2200
19 Ful Porcelain/Ceraric Crown  12/01/2013 D2740 1031.00
19 Floot Canal Therapy onhlolar  12/01/2013 D330 93000
TolalBiled: 221300

=Tei=]

Split Claim dialog box with some procedures moved to Claim #2, showing updated totals
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Step 5: Review and adjust the split

Double-check that the correct procedures are listed in each claim. Use the

arrow buttons to make any necessary adjustments before finalizing.

Prophylasis - Adult 12012013 D110
13 Core Buidup v/ dny Pine 12/01/2013 D2%50

SR
S888

Z

TolalBiled 44200

"l Porc elain/Catamic Cion

Buildup /.

Claim #2 e

Tooth Surface  Description Date Code
19 Ful Porcelan/Ceramic Crown  12/01/2013 D2740
19 Fool Canal Therapy on Molar  12/01/2013 D3330

Total Bied  1561.00

ee
1031.00

930.00

Split Claim dialog box showing procedures distributed between Claim #1 and Claim #2,

Step 6: Finalize the split claims
Click OK to confirm and exit the Split Claim dialog box. The Ledger now

with updated totals

displays two separate claims for the same date: the first claim contains the

procedures that remained in Claim #1, and the second contains those

moved to Claim #2. Each claim then functions like any other primary claim

in Dentrix.
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For example, the ledger shows "Pt Dental Claim - Sent 190.00" and "Pt
Dental Claim - Sent 2213.00" for the same patient and date.

(% Dentrix Ledger - Winters, Jamie [WID00Z] IS
T ns s =) ———
reate ical  Enter Payment Remarks Submit Help === ol o4 |
Patient. Wi e Carries: Lincoin National - =S e == - T
Subscriber. Winlers, Ca Giroup Plan: Ouest S D A G| E |
5 D1515] Fored Blateral Maintairet 405.00[DD31[Na | 40500 .
Employets{incsl = [psisstatioky/ e Heredls) 02201 It soral Perispical Fim Z 000051 [Ne | 451.00 |
eClaims Ready: [Clains s not set up) o4 : R
Billing Provider: Smih, Dennis Claim Information: Standaid D0120] Petiodic Evaluston & 45 00[0051 S47.00
5 ey D0Z74] Biewing Fow Fims 53.00[DDS1 605,00
Rendering Provider: Smith. Dennis iBgnesic Eades D1710] Piophylaxis - Adult 85.00]DDST 631.00
#; 027400 Full Porcelain/C: Ci 1031.00{DDS1 172200
Pay-To Provider: Smilh, Dennis D2950] Core Buldup w/ Any Pins 252 00[DDS1 197400
| oo saee] — T T =D A AT T D3330[ Flaot Canal Theiapy on Mol 930.00[DD51 230400
1 "l Forcelan/C etamic Crown REZPE] i il 2 Ins | Pt Derlal Clam - Sent 130.00 2304 00
15 Core Buldup w/ Any Fins T2/01/2013 | D2550 200 oo} &
13 FRioot Canal Therapy on Molar 12/01/2013 | D3330 330,00 0.00|
Total Billo ] %
Est Ins Portion:
Itemized Total: 000 I
Pai 000 i
Total Credit Adi: 000 -
Total Chig Adi 000 [ -
Ded S/P70: won AdiDate] Type
| = Insurance Plan Note
Create Date: 12/19/2013 _Tracer:
Date Sent - 12/19/2013 On Hold: (NaNole]
; Re-Sent:
Conim Stohiss Mo Remarks for Unusual Services
(Hatiote] {Matate]

Dentrix Ledger showing two split claims for Jamie Winters, with claim details and
amounts visible

Step 7: Enter payments and resubmit claims

Enter payment for the procedures that have received payment on the
appropriate claim. Paste the insurance claim notes you copied earlier into
the second claim, and add any additional information required directly from
the Ledger. Resubmit the second claim as needed, making sure all
necessary documentation is included.

Summary

Splitting a primary claim in Dentrix lets you separate paid procedures from
outstanding ones so the unpaid items can be resubmitted to insurance.
Always verify the claim's status first, copy any existing claim notes, use the
Split Claim dialog box to move procedures between Claim #1 and Claim #2,
and confirm the split before entering payments or resubmitting the second
claim.
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