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Global Certificate in Dental Office Administration

Introduction to Dental Office Administration

Accounts Receivable:

Accounts receivable refers to the money owed to a dental office by patients for services rendered. This
includes payments from insurance companies that have been processed but not yet received. Managing
accounts receivable is crucial for maintaining the financial health of a dental office.

Appointment Scheduling:

Appointment scheduling is the process of setting up appointments for patients to visit the dental office.
Effective appointment scheduling ensures that patients are seen in a timely manner and that the office runs
smoothly. Dental office administrators must balance the needs of patients with the availability of dental
professionals.

Benefits Verification:

Benefits verification involves confirming a patient's insurance coverage and understanding the specifics of
their dental plan. This includes verifying coverage for specific procedures, determining co-pays and
deductibles, and ensuring that the patient understands their financial responsibility.

Claim Submission:

Claim submission is the process of sending a request for payment to an insurance company for services
provided to a patient. This includes providing all necessary documentation, such as treatment codes and
patient information, to support the claim. Timely and accurate claim submission is essential for maximizing
reimbursement.

Compliance:

Compliance refers to following all relevant laws, regulations, and guidelines in the operation of a dental
office. This includes maintaining patient confidentiality, adhering to billing regulations, and ensuring that all
staff members are properly trained and certified.

Credentialing:

Credentialing is the process of verifying the qualifications and experience of dental professionals to ensure
that they meet the standards set by insurance companies and regulatory bodies. This includes verifying
licenses, certifications, and education credentials.

Cross-Coding:

Cross-coding involves using multiple sets of medical codes, such as CDT (Current Dental Terminology) and
CPT (Current Procedural Terminology), to accurately bill for dental procedures that may also have medical
implications. Proper cross-coding can help maximize reimbursement for services provided.

Electronic Health Records (EHR):
Electronic health records are digital versions of a patient's paper chart. EHRs contain the patient's medical
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history, diagnoses, treatment plans, medications, immunization dates, allergies, radiology images, and
laboratory test results. EHRs allow for easy access to patient information and facilitate communication
between healthcare providers.

Fee Schedule:

A fee schedule is a list of charges for the services provided by a dental office. This includes the cost of
procedures, examinations, and other services. Fee schedules may vary depending on the insurance plans
accepted by the dental office.

Health Insurance Portability and Accountability Act (HIPAA):

HIPAA is a federal law that sets standards for the protection of sensitive patient health information. HIPAA
regulations require the secure handling of patient data, including electronic health records, to ensure
patient privacy and confidentiality.

Insurance Verification:

Insurance verification is the process of confirming a patient's insurance coverage before their visit to the
dental office. This includes verifying the patient's eligibility, coverage for specific procedures, and any out-
of-pocket costs. Insurance verification helps prevent billing errors and surprises for patients.

Managed Care:

Managed care is a healthcare delivery system that seeks to control costs and improve quality by
coordinating medical and dental services. Managed care plans may restrict patients to a network of
providers and require pre-authorization for certain services. Dental office administrators must understand
the requirements of managed care plans to maximize reimbursement.

Office Policies:

Office policies are guidelines and rules established by a dental office to govern the conduct of staff and
patients. Office policies may cover areas such as appointment scheduling, billing procedures, patient
confidentiality, and staff conduct. Clear and consistent office policies help ensure smooth operations and
patient satisfaction.

Patient Registration:

Patient registration is the process of collecting and recording patient information when they first visit the
dental office. This includes personal information, insurance details, medical history, and consent forms.
Accurate patient registration is essential for providing quality care and maintaining communication with
patients.

Practice Management Software:

Practice management software is a computer program used to streamline the operations of a dental office.
Practice management software typically includes features such as appointment scheduling, billing, insurance
claims processing, and patient records management. Using practice management software can improve
efficiency and accuracy in the dental office.

Reimbursement:

Read online: https://certificates.Isba.org.uk/glossaries/1920499/ London School of Business and Administration - 25 Jun 2026
introduction-to-dental-office-administration



LSBA GLOSSARY

LONDON SCHOOL OF BUSINESS
AND ADMINISTRATION

Reimbursement refers to the payment received by a dental office for services provided to patients.
Reimbursement may come from patients directly, insurance companies, or government programs.
Maximizing reimbursement requires accurate billing, timely claim submission, and understanding insurance
policies.

Risk Management:

Risk management involves identifying, assessing, and mitigating risks that could affect the operations of a
dental office. This includes risks related to patient safety, financial issues, legal compliance, and data
security. Effective risk management strategies help protect the dental office from potential threats.

Treatment Planning:

Treatment planning is the process of creating a comprehensive plan for a patient's dental care. This includes
identifying necessary procedures, scheduling appointments, estimating costs, and coordinating with
specialists if needed. Effective treatment planning ensures that patients receive appropriate care and
understand their treatment options.

Utilization Review:

Utilization review is the process of evaluating the appropriateness and necessity of medical and dental
services provided to patients. This includes reviewing treatment plans, procedures, and outcomes to ensure
that resources are used efficiently and effectively. Utilization review helps improve the quality of care and
control costs.

Verification of Benefits:

Verification of benefits involves confirming the details of a patient's insurance coverage before providing
dental services. This includes checking eligibility, coverage for specific procedures, and any out-of-pocket
costs. Verification of benefits helps prevent billing errors and ensures that patients understand their
financial responsibility.

Workflow Management:

Workflow management is the process of designing, executing, and monitoring the tasks and procedures in
a dental office. This includes optimizing the flow of patients, managing appointments, coordinating with
staff, and handling administrative tasks. Effective workflow management improves efficiency and patient
satisfaction.

X-Rays:

X-rays, also known as radiographs, are images of the teeth, bones, and surrounding tissues that are used to
diagnose dental problems. X-rays can reveal cavities, bone loss, impacted teeth, and other issues that may
not be visible during a clinical examination. X-rays are an essential tool in dental diagnosis and treatment
planning.

Yearly Maximum:

The yearly maximum is the maximum dollar amount that an insurance plan will pay toward a patient's
dental care within a calendar year. Once the yearly maximum is reached, the patient is responsible for all
additional costs. Dental office administrators must be aware of yearly maximums to help patients plan and
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budget for their dental care.

Zoning Regulations:

Zoning regulations are local laws that govern the use of land and buildings in specific areas. Zoning
regulations may impact the location and operation of a dental office, including restrictions on signage,
parking, and hours of operation. Dental office administrators must comply with zoning regulations to avoid
legal issues and penalties.
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