
 

 

 
 

DATA ENTRY PROTOCOL-2015 
 
 
Data Entry (X-Ray Dept) 
Shifts: 5 – 10 am; 10 am – 4 pm 
Go directly to the xray department.  You’ll be assigned to an x-ray technician and assist him/her 
documenting patient information into the system as x-rays are taken. 
 
 

Data Entry (Patient Records) 
Shifts: 9:30 am – 2:30 pm; 2:30 – 6:30 pm 
Go to the Data Entry department, inside the clinic. 
 
 
 

Entering Patient Record Information 
Forms will need to be picked up in the collection box in exit interview. 
Click on the Data icon from the desktop. 
Login using the assigned user ID and password for your particular computer. 
 

 Click on Search Patient 

 Enter the patient number from the upper right corner of the patient record (no need to 
enter the leading zeros) click Find 

 Select the patient number from the list that appears 

 Begin entering the demographic information provided on the patient form including age, 
zip, ethnicity and gender 

 Scroll to the next section - diagnosis - and enter any pre meds given, any x-rays taken 
and not recorded. If the form is marked NOMED or WALK, remove the 1 from the 0150 
field and enter a 1 in the NOMED or WALK field as appropriate.  If the form is marked 
NOTX, leave the 1 in 0150 and add a 1 in NOTX. 

 Continue going through the sections indicating the quantity - not the tooth number - for 
each type of procedure done.  The maximum entry for any type of treatment is 32 as that 
is the total number of teeth in an adult mouth. 

 Be sure to check for hygiene procedures and medicines indicated on the patient form.  If 
they have a separate prescription slip, they do not get recorded. 

 File records alphabetically by last name. 

 
When entering is complete, file the patient record alphabetically by last name. 
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Missing Codes 
If you run into an instance where the provider has written a code or a description of the code 
and you do not see it on the data entry screen, write the pertinent information onto the Missing 
Data Entry Codes sheet so that the information can be entered after the code has been added 
to the system and the patient doesn’t have to wait. 
 
 

Blue photo copy patient forms 
Patients who have a blue photo copy of their treatment record:  Do not re-enter patients into the 
system again.  Only add new information from subsequent visits to their existing record – you 
will see this as information written in BLUE PEN.  Blue pens are used to be able to differentiate 
writing on photo copies. 
 

 Begin by searching the patient record number and selecting it from the list.   

 Skip to the diagnosis section, add any new pre-meds, x-rays, and NOMED, WALK or NO 
TX values as defined above however, leave the 1 in the 0150 field if it exists.  A 1 will 
need to be placed in the RTRN field to indicate a return trip to the clinic, if a 1 already 
exists, change 1 to 2. If the returning patient didn't have a 1 in 0150 and they now made 
it through their initial exam (they weren't a NOMED this time around), then add a 1 into 
the 0150 field and a 1 in the RTRN field. 

 

 As you go through the remainder of the data entry for this patient, if they had the same 
type of treatment done as they did on their first visit, the quantity for that procedure in 
their record should be the total for all visits.  For example, the first visit they had qty 3 for 
a 7140 extraction and the second visit they had qty 2 for a 7140 visit, data entry for the 
second visit would change the 3 to a 5 in the 7140 field. 

 

 You should also ask the two patient survey questions and modify responses as 
applicable, for example; the first time all recommended treatment was not completed so 
it was marked no, this time it was completed so change no to yes for that survey 
response. 

 
 Match blue form with white in file. 

  
All else remains the same. 
 

 
HAVE FUN!  THANK YOU FOR BEING HERE! 

 


