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PRACTICE MANAGEMENT

BY DR. GARY WISER Emall w:sermgt@mac com e PH@pe: 609.259.8850

In most orthodontic practices, staff compensation is both the
largest expense and the most difficult item to maintain at realistic
levels. Salaries are fixed expenses which can become an albatross
for most of us.

Staff Salaries

Wages paid on an hourly basis are much less costly than salaries
paid on a weekly or monthly basis; and part-time hourly
employees, with their customary requirement for fewer benefits,
are generally the least expensive for our practices.

Salary Increases

Raises in salaries increase the practice’s fixed overhead
expenses and payroll taxes. Salary increases can eventually create
pressure on the orthodontist to increase revenue via fee escalation
and increased patient volume.

Employee Taxes

Social Security, Medicare, Federal & State Unemployment, and
Workman’s Compensation Insurance traditionally approximate
10% of the gross salaries paid.

Employee Benefits
This is the win/win area to control escalating expenses and to
provide important benefits for our staff members. The primary

A3
objective is to select benefits that benefit both the practice and the
employee, and to eliminate the taxes which must be paid on
additional salary. As as a further benefit, properly designed
programs allow the employee to receive these benefits without
taxation or permit the deferral federal and state income taxes.
Benefit packages can also be tailored to individual employee
desires. Some examples of possible benefit items are as follows:

CHILD CARE ($5,000 maximum)

CONTINUING EDUCATION SEMINARS

FLEXIBLE SPENDING ACCOUNT

GROOMING ALLOWANCE

GROUP LIFE INSURANCE

MEDICAL & DISABILITY INSURANCE

MEDICAL REIMBURSEMENT

PROFESSIONAL DUES, LICENSES, & SUBSCRIPTIONS

RETIREMENT PLAN

UNIFORM ALLOWANCE

The benefits listed above do not require the practice to pay any

additional taxes, and can be expensed (written off) on an annual
basis. The employees receive all of the benefit dollars and the
practice can deduct the cost as an expense. While there is no
immediate tax liability, retirement plan contributions are tax
deferred for employees. H

How to Choogse the Best Practice Management System
For Your Office: Tips and Guidelines

BY JORETTA BEANLAND, FOUNDER AND PRESIDENT, NEwW HORIZONS SOFTWARE

There is an old saying that an ounce of prevention is worth a pound
of cure. Ensuring that your choice of a practice management
system suits your needs and is a good fit for your practice will be
well worth the time and money invested.

Getting the right system in place from the start will increase
productivity, save time, boost patient satisfaction, and improve cash
flow. The wrong system will potentially cost you a great deal
beyond your initial purchase price due to lost productivity, system

crashes, headaches, stress, and finally, and additional money spent
to finally get the right system in place.

Every office is different. By asking the right questions, you can
ensure that you are choosing the system that’s best for your unique
practice needs both now and in the future. Take the time to explore
your options and get the answers you need.

Getting Started

Your practice management software will impact everyone in
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your office, and it’s important to get everyone involved in order to
make the best possible decision.

Make a list of the doctors’ and each staff member’s daily duties.
Use this customized list to review any practice management
software you may be considering, and ask:

* Does the system offer all the features you currently need - as well
as the features you may need as your practice grows?

* Does it use current technology?

* Is it customizable?

* [s it easy to use?

* Is personalized support and training offered at no extra charge as
part of the package, and for how long?

Identify those things that make your practice unique. Do you
have multiple doctors or office locations? Do you or your staff need
to be able to access the system from off-site? Be sure the system is
suited for the size and type of practice. You may wish to talk with
other practices similar to your own to hear about their experiences,
and to get a broader picture of what might be best for your own.

Ask for a hands-on demonstration, either in person or online,
to get a feel for what it’s like to actually use the system you’re
considering. Use the following questions as a basis for a detailed
evaluation:

Customization

* Can you customize the features you want, and how easy is the
system adaptable to your needs?

* Does the vendor help you set up the software to work best for
your office, or is it a “canned” product that tells you how to run
your practice?

Ease of Use

* How easy is the system to use? Can you find what you need quickly?

* If necessary, can the system handle multiple doctors or offices?

* Is the information accessible from offsite?

* Does the software integrate with your existing systems, such as
imaging systems?

Security
* Is the system HIPAA compliant?
* Is the working environment secure?
- Can you easily block or allow individual employees access to
various levels of information and/or system features?
- When an employee leaves his/her workstation, can they easily
“lock down” (secure log out) and re-access (secure log in)
their workstation?

Scheduling, Tracking, and Patient Management

* Is scheduling quick and easy to access and use? Are all desired
features available to fit the way your office works?

* Is there a recall system that allows for multiple types of patient
tracking such as new patient recalls versus retainer recalls?

* Is there a quick, smooth method for the “back” office to let the
“front” office know the patient’s appointment needs, without
taking the patient’s chart to the front desk?

* If desired, is patient self check-in available?

* Does the system have a model box area which can track which
boxes are empty and which are filled?

* Does the system have a quick letter generation feature that is fully
integrated with other patient data, allowing mail merge features to
eliminate repetitive entrys?

* Does the system have built-in patient reminder functions utilizing
modern methods such as text messaging and email?

* Can reminders be automated?

* Can you store patient’s scanned documents, letters, and pictures
for quick retrieval?

Treatment & Charting

* Can the treatment cards be customized to your needs, such as
color-coding procedures for quick identification?

* Is there adequate space for the doctor to enter his/her treatment
plans and notes? Is this information available for quick and easy
retrieval during an office visit?

* [s there an easy to use area to type notes, messages, and reminders?
Can these notes be set to auto-remind for future follow-up?

* Is there a place for treatment coordinators to enter notes with
reports to track patients for future treatment?

e If desired, can the system handle a “paperless” office where all
charts, images, etc. are stored and quickly available via the system?

Billing

* Is insurance processing quick, easy, and efficient?

* Can claims be filed electronically?

* Can the software accept credit card payments which automatically
post to system ledgers?

* Does the system have a good checks and balance system for
tracking payments - what type of security control is in place? Can
you produce reports for all adjustments?

* Can the system track insurance balances separately from parents’
balances?

* Does the system queue up each insurance monthly/quarterly
billing automatically, or does information have to be re-entered
each month or quarter before submittal?

Accounting

* Can you print a deposit slip?

* Does the daily journal show all entries for the day, including
charges, adjustments, and payments?

* Can you get an aging report of ALL accounts, not just those past due?

* Are there reports to match and balance with the bank statement?

* Does the system generate production reports?

* Can the system generate receipts, statements, full patient ledgers,
flex spending report for patient re-imbursement, coupons, and
patient contracts?

* Can any of these reports be modified to fit your practice’s needs?

Vendor Support & Training

* Does the system have an established, reliable company standing
behind it?

* Can you get immediate customer service or technical support
whenever you need it, 24/7?

* Is support part of the purchase price, or is it a separate fee?

* [s training available as part of the system purchase price, or is it a
separate fee?

Once you have the answers to these and any other questions unique
to your practice, you will have the confidence to make the practice
management software choice that’s right for you and your office. H

New Horizons Software, Inc., a leading developer and provider of orthodontic practice
management software solutions, has provided comprehensive practice management software and
personalized customer support to the orthodontic community since 1988. NHS helps hundreds of
orthodontic practices nationwide to simplify daily tasks, reduce costs, and boosts staff
productivity. Visit NHS at www.NHSoftware.com
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