
Denticon - Basic Clerical

How to Create a New Insurance 
Plan and Add it to a Patient Record



Searching for an Insurance Plan ....................................................................................................................................................................... 3

Adding a New Insurance Plan ............................................................................................................................................................................. 5

Contents

How to Create a New Insurance Plan and Add it to a Patient Record 2



Searching for an Insurance Plan 

Step 2
Use the ‘Search Insurance Plan’ 
fields to search for the plan. 

Step 1
From the Patient Overview screen, 
click Primary in the ‘Dental 
Insurance’ section.

Note: Denticon will allow you to search using the 
Carrier Name, Employer Name, Carrier ID, Group 

Number, Insurance Plan ID or Most Recently Created.
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If no results appear in your search, the
Insurance Plan will need to be added to Denticon.
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Adding a New Insurance Plan

Step 1
On the ‘Add/Edit Primary Dental 
Plan’ screen, click Add Ins Plan and 
click Leave in the pop-up window.

Note: This will take you away from the
patient’s record, however the system will
still apply the plan to the patient’s record

once it has been created.
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Step 2
Complete the fields within the ‘Plan’ tab, ensuring that 
any marked with a red asterisk are filled, then click Next.

Note: A Plan Setup is for all patients associated with that 
Group/Employer/Plan and is not limited to one patient.

Note: If the Carrier or Employer is not available when typing 
into the form, depending on your permissions, you will need to 

click the ADD NEW button, and input their details from there.
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Step 3
Enter the benefit information, then click Next.
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Use the checkboxes to identify the procedures where the 
deductible is waived and where applicable, complete 
the ‘Coverage Percentage’, ‘Frequency Limitations’, ‘Age 
Limitations’, and ‘Waiting Period Fields’. 

Complete the coverage and limitations 
information for each of the categories. 

Use the gray bar at the bottom of the window to add 
new exceptions to the various procedure codes, then 
click Finish and OK.

Step 4
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Step 5
Update Deductible and Maximum information as necessary. Add the patient’s 
Subscriber Plan Effective Date and Subscriber ID.

Step 6
Modify any other fields as necessary 
and click Save.
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The Insurance Plan has now 
been created and is attached 
to the patient’s account.
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When limitations and exceptions are violated, the financial responsibility will be pushed to the patient.

Step 7
Click the Treatment Plan Entry icon in the toolbar.

Step 8
Hover over the N to see the reason the exception 
was applied.
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