
 

Dentist / Manager 
Treatment Plan / Production / Collection Reconciliation 

 

This is a quick guide to making sure that all of the production and collection gets posted 
and reconciled properly.  

 

1) Initial Exam: The dentist conducts a new patient exam, and the 
treatment that will be proposed to the patient is written down in the 
“Patient Exam” form. As the Doctor calls out the treatment that is 
needed by the patient, it is written down on this form for it to be 
entered into Eaglesoft.  

 

2) Proposed Treatment Plan: After the treatment plan is entered into 
the computer it will be printed out, and presented to the patient for 
acceptance. The Treatment Coordinator or manager has the 
authority to get the patient to accept the treatment by offering 
payment plans or discounts in order to get the patient to accept the 
treatment.   

 

3) Signed Proposed Treatment Plan: When the patient accepts the 
treatment the Treatment Coordinator and the doctor will 
communicate to note what part of the treatment will be started that 
day. The signed treatment plan will be scanned into the patients 
“SmartDoc” file for future reference. Please note that in this 
example the patient was offered a discounted price on all of the 
fillings that they needed. When the doctor determines that some of 
the procedures can be done today, the treatment coordinator will 
check them off, and change the pricing to the agreed upon price in the computer, 
as they prepare the procedures to be posted as done. It is the responsibility of the 
doctor to review the treatment plan, and make sure that the patient has signed the 
treatment plan to make sure that the right things were presented to the patient 
before starting on the treatment. At this point the doctor can get a copy of the 
treatment plan as it was accepted by the patient, so that they can cross reference 
future production reports, and collection reports.  
 

 

 

 



 

 

 

4) Production Reconciliation: When the day is done EagleSoft is 
programmed to produce certain reports that are queued up to run 
when the office manager runs the “End of Day” report. The first 
report that the dentist should be aware of is the Production 
Reconciliation Report. Please note that the amount that is 
reflected in the Production Reconciliation is the same as the 
hand written amount on the signed treatment plan form. If the 
amount that is reflected in this production reconciliation report is 
different then there will be a future accounting problem. This 
could cause delays in the processing of Collection bonuses or other reports that 
are necessary to the proper management of the office. So it is crucial that these 
amounts are entered correctly in the system from the get go. 

 

5) Collection reconciliation: Another report that is generated is 
the Collection Reconciliation Report, this will inform the dentist 
on the Collections that are gathered on the production that 
they have, or will produce. There will be times when the patient 
(If the Treatment Coordinator does their job right) will pre pay for future treatment 
that they will be receiving. You can see if this happens by comparing the collection 
report with the production report. If the patient prepays then the collection will be 
higher than the production, and the dentist should encourage the Manager or 
treatment coordinator to get the patient on the schedule as soon as possible to 
deliver the pre-paid production. If the Dentist delivers production that has not been 
collected yet, they are within their rights, and are encouraged to follow up, with the 
manager and treatment coordinator on the collection of said production.  
 

6) Account Receivable Report: These systems are in place so 
that there are checks and balances to drive forward production 
and collection in the offices. Please note that additional 
reports are available such as the Accounts Receivable report 
which are great for the doctor to keep track on the production 
that has been delivered. The accounts receivable report will show by Account 
(Patients Name) how long the production has been outstanding. The categories 
are as follows: 

a. Current: This is work that has been recently delivered or posted. This category is for work that has 

been delivered in the last 29 days.   
b. 30 Days: This is work that was delivered 30 to 59 days ago most insurance plans pay their balances 

within this range of days. If there are payments that are outstanding in this column and the patient 
does not have insurance then the patient accounts should be further investigated.  

c. 60 Days: This is work that was delivered 60 to 89 days ago any insurance plan payment will have 

been received in this column, so if there is an outstanding balance when there are payments from 
insurance on the patient file then there is an issue with the billing and it should be further investigated. 

d. 90 Days: There are no circumstances where this column should have a balance. If the balance shows 

in parentheses ($3,500.00) this means that the patient will have a credit that is still to be produced. 
This delay might be caused by the healing of implants awaiting restoration. 



 

7) Summary: We encourage the dentist to take charge of the collection, and 
production flow in the offices. Please see the forms described in the previous 
pages in a larger format so that you can use as a reference.  

 

 

 

 

 

 

 

 

 

 

 

 


