
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

      Basic Setup Quick Tips 

 

 
Live Chat  
Visit our website at www.tdo4endo.com and click on 
“TDO Support Portal” at the top of the page.  This allows 
you to “chat” live with one of our technical support 
specialists.  Through TDO go to Help > Chat. 
 
Submit Ticket  
In TDO go to Help > Help Tools > General Tools > About 
TDO / Submit Ticket, you may send a question directly to 
our Technical Support team. 
 

 
 

 

 
TDO Knowledge Base  
A comprehensive database of TDO topics.   
Visit our website at www.tdo4endo.com and click 
TDO Knowledge Base link at the top of the page. 
Or go directly to it: kb.tdo4endo.com. 
 
Phone  
We are here to help you! 
Monday – Friday:  5:30am – 5:30pm PST.   
Toll free at 877-HELP TDO or 858-558-3696. 

 
 
 

Maneuvering around TDO is simple… 
 
 Tabs:  To go to different parts of a patient record,  
click the appropriate “Tab.”  The tabs are only available 
while in an individual record.   
 

 
 Menu Tabs:  This toolbar gives you easy access to items you 

use frequently.  Some of the toolbar items include Patient 
Registration, Email, Image Acquire, and Patient Notes. 
 

 
 Main Menu: The tabs allow you to move between different 

sections of TDO such as messaging, imaging, setup and help.  

 

Get to know TDO! 
 

TDO is a practice management software that seamlessly  
integrates with Lexicomp, CBCT’s, digital radiography, 

QuickBooks, Word and many other important applications  
all in one program. 

 
Standard Conventions 

 
TDO uses the same basic functionality and conventions as  
Windows and Microsoft.  These includes the ability to close  

forms using the “x”, resize popup forms, and right clicking  
to bring up additional options.   

 
You can also “hover” your mouse over items and a tooltip  

will pop up explaining what that item is. 
 

How to get help! 



 
 

 

 
There are several  items that can be customized 
in the Control Table.  Below are the basic 
ones to configure. 
 

 
 
Setup tab   Site Configuration   
 Edit Control Table 
 
Practice Information Tab 
1. On the Practice Information tab, enter your 

practice name, address, and phone.   
2. Enter your practice NPI if applicable. 
 
Application Settings Tab 
1. Action on Mark Appointment.  Choose if you 

want an automatic action when an 
appointment is changed to cancelled / 
rescheduled / no show.  These actions 
include moving or hiding the original 
appointment. If moving the appointment, we 
suggest selecting it to move to the very last 
column.  

2. Mark “Run Messenger at Startup” checkbox 
to have the messenger application open 
each time you start TDO. 

3. Select proper culture and insurance form. 
4. Select the type of medical history you wish 

to use and the language. 
5. Click to enable allergy pop-up warning in 

prescription form if you would like to use this 
feature. 

6. Choose long or short diagnosis page per 
your preference. 

7. Click to enable multiple fee schedules if you 
wish to use this feature. 

8. Choose the proper SMS options, if you wish 
to allow staff level access to send messages 
and if you want SMS checked automatically 
for all applicable patients. 

9. Mark “Enable Procedure and Tooth 
Association” if you wish to have the system 
check that procedures are not posted to 
incorrect teeth. 

 
Network Settings Tab 
1. To send emails from TDO, enter the proper 

SMTP server information.  This will be the 
same information that is entered in your 
current email application (i.e. Microsoft 
Outlook or Outlook Express). 

Workstation Settings Tab 
2. Items entered on this tab only apply to the 

workstation where they are entered.   
3. Select the proper digital radiography 

software; the path/source will fill in 
automatically but verify information is 
correct. 

4. Specify the inactivity duration before logoff.  
Enter the number of minutes you wish to use 
(i.e. 60 minutes or 120 minutes). 

 
TDO comes with the ability to add 2 doctors.  If 
you need more, click the “Add a Doctor” button 
and call us with the numbers given to unlock. 
 
Setup tab  Site Configuration  Edit Doctor 
Information 
 
1. Complete all fields with an asterisk (*) such 

as first name and last name. 
2. Enter in the Doctor’s full name and title (i.e. 

Gary B. Carr, D.D.S.) and select the correct 
specialty. 

3. Enter License No, Licensing State, Tax ID 
Number, DEA#, and NPI. 

4. If you are subscribed to TDO Cloud, enter 
your Web ID and Web Password in order to 
login to the “Admin” area of your web site. If 
you are not subscribed to TDO Web, leave 
these fields empty or contact us to sign up. 

5. Enter in your TDO4endo.com user name.  
This is the same user name you use to log 
into our web site at www.tdo4endo.com. 

6. If you are interested in using SMS in TDO, 
you will need to subscribe online and enter 
your SMS Login Password. For registration 
instructions, please contact TDO support. 

7. If you are subscribed to TDO Cloud, fill in the 
1st and/or 2nd email for web notification.  
You will receive an email notice when a 
patient registers online or a referring doctor 
refers a new patient or case online. 

8. Select the correct ‘Billing Doctor’ if different 
than the Doctor and verify the billing 
address.  Insurance payments will be made 
out to this doctor’s name and sent to the 
specified billing address. 

9. If you use QuickBooks Pro or QuickBooks 
Premier or if you are interested in doing so, 
contact us so we may provide further 
instruction on how to synchronize your TDO 
with QuickBooks. 

 
 
 
When you install TDO, the default user name is 
“Endo” and password is “Endo”. Only users with 
full access can add and edit information on this 
screen. 
 
Setup tab  Site Configuration  Add/Edit  
Usernames and Passwords 
 
1. To add a new user click “New”. Fill in the 

user’s information.  
2. “Process Credit Card Payments” allows the 

user to run payments through TDO’s 
integrated credit card processing company.   

3. Click on the “User Roles” tab to adjust the 
levels for each role.  Choose one of the pre-
defined roles (Full Access/Manager/Staff). 
 

 

 
Follow these steps if you would like to edit the 
operatory names for your Calendar. If your office 
is replicated, please call TDO support for help 
with the setup.  
 
Setup tab Program Setup  Operatory 
Names 
 
1. Enter a new operatory name into each row 

that you wish to change. You can label the 
operatories by name or by Doctor name. 

2. You may delete any operatory names that 
are not needed by clicking the square box on 
the left of that row and clicking delete on 
your keyboard. 

3. After editing, close and reopen the calendar 
to see the new operatory names. 

4. We recommend not changing the operatory 
names after the initial setup.  

 

 
 

 
 
There are a lot of Calendar items that can be 
customized in Program Setup.  Below are the 
basic ones to configure. 
 
Program Setup Calendar Times and 
Colors 
 
1. Select the Calendar Time Units you would 

like to see (i.e. 15 Min). 
2. Enter your Working Hours (i.e. 8AM to 5PM).  

These are the hours you plan to see 
patients. 

3. Enter your Calendar Visible Time (i.e. 7AM 
to 6PM).  This includes your Working Hours 
and any additional time before or after when 
you would consider seeing an emergency. 

4. Select colors for Working, Non-working, and 
the Current Time. 
 

 

CONTROL TABLE DOCTOR INFORMATION 

USERNAMES / PASSWORDS 

OPERATORY NAMES 

CALENDAR SETUP 



 
 

Calendar Color Blocks  
You may change the background colors for your 
calendar – with different colors based on time, 
operatory and day of the week.  This type of color 
coding makes it easier for scheduling.  These 
colors do not stop you from scheduling over them 
or limit the type of appointment you can schedule 
in each color. 
 

 
 

  
Setup tab Program Setup  Calendar  
Color Blocks 
 
1. Enter the start and end times, color, days of 

the week and operatories for the first color 
block. 

2. Click the arrow at the bottom to go to the 
next page.   

3. Repeat for each individual color block you 
wish to have. 

4. After closing this form and reopening the 
calendar you will see the blocks.   

 

 
 
Appointment Setup 
Follow these steps to configure appointment 
names: 
 
Setup tab  Program Setup  Appointment 
Setup 
 
1. The “Name” column on the left is what the 

appointment is scheduled “For.” This is the 
name that will be visible on your Calendar 
and appointment screen. 

2. Link each “Name” on the left to an “Appt 
Type” on the right that best matches. 

3. Use the Taskbar, Foreground and 
Background Colors on the bottom to 
customize the color for each appointment. 

4. You may delete any appointment names that 
are not needed by clicking the square box on 
the left of that row and clicking delete on 
your keyboard. 

5. Add new appointment names by scrolling 
down to the bottom for a new row. 

 

 
Each user may configure their own appointment 
formatting options.  These options include the 
text information that will be displayed in the 
patient’s appointment block on the calendar. 
 
Setup tab  Program Setup  Formatting 
 
1. Select option Appointment line 1, 

Appointment line 2, or Appointment Details 
to customize.  Appointment lines 1 and 2 will 
show in the appointment block.  Appointment 
Details will show on the left of the Calendar. 

2. Add the Format Items that you would like to 
see in this option (i.e. Patient First Name, 
Patient Last Name, For, Tooth Number, etc). 
Each format item must be on its own row. 

3. You may “copy settings to another user” on 
the bottom left if other users in the office 
wish to see the same formatting. If so, select 
a name and click “Copy All Options.” Select 
“Copy All Options” if you want to copy all 
formatting to that user.  

4. After editing the formatting options area, 
close and reopen the calendar to see the 
changes. 

 
 
 
 
Each user may select up to 3 appointment status 
icons to see on the Calendar. Log into TDO with 
your user name and password in order to select 
the 3 icons you wish to see. 
 
Setup tab  Program Setup  Format String 
 
1. Appointment status icons include consent, 

premed, emergency, web registration, appt. 
confirmation, med. history, latex allergy, 
balance, nitrous, and sedation. 

2. Remember each user may select up to 3 
icons (i.e. front office manager may select 
consent, appt. confirmation, and balance 
whereas assistant may select premed, 
emergency, and latex allergy). 

 

 
TDO comes with a user configurable list of ADA 
Codes and Fees. Please take the time to 
customize your fee listing before using TDO. 
 

 
 
Setup tab  Program Setup  Fee 
Listing/ADA Codes 
 
1. Change ADA Code and/or Fee amount as 

needed. 
2. If you wish to do insurance estimating, enter 

the proper insurance code for each fee. 
3. If posting a particular fee is for starting a 

case, click the “Case Start” box on that line. 
4. Scroll to bottom to add new ADA Code(s). 
5. To enable multiple fee schedules, go to 

Setup tab  Site Configuration  Edit 
Control Table  Application Settings.  

6. Then in Program Setup  Fee Listing/ADA 
Codes click to add “New MultiFee.” 
 

 

 
  
 
 
TDO does not come pre-set with insurance 
carriers for US users but does for Canada users. 
 

1. Open any patient record in TDO and go to 
their “Insurance” tab. 

2. Click the “+” symbol next to “Pick Carrier” 
on the top left. 

3. Enter Name, Address, City, State, and Zip. 
4. Select the correct “Payer ID” from the pre-

configured list in TDO (i.e. for MetLife, 
select 65978).  If the Payer ID is missing, 
go to Program Setup  Payer ID(NEIC) to 
add or edit. 

 

FORMAT STRING 

FORMATTING FEE LISTING/ADA CODES 

INSURANCE CARRIERS 



 
There are several drawing defaults that can be 
configured.  The following are the most common 
ones. 
 
Main Tab  Clinical Forms  Draw 
 
Under “Function Tools” click on the grey wheel 
icon for “Defaults” 
 
To change the default font for text boxes: 
1. Under “Global” use the drop down arrow to 

change the font name, size, and if you want 
it bold. 

 
To change the default font for stamps: 
1. Under “Standard/Custom Stamp” use the 

drop down arrow to change the font name, 
size and color. 

 
 
 
Follow the steps below in order to calibrate your 
radiography sensors in TDO.  You are going to 
need to take a radiograph of something you know 
the measurement of, such as a dime or a file. Do 
this in a test patient’s chart. 
 
1. After the xray is taken of a file, double click 

on the image in the Image Organizer.  The 
image will open in Draw. 

2. Click on the ‘ruler tool’ under ‘function tools’.  
Draw a line measuring the file 

3. Then click on the ‘select tool’ (the white 
arrow) and select the line you just drew. 

4. The wrong measurement will show.  
5. Right click on the ‘ruler tool’ and select 

‘Create from Selected Ruler’. A Sensor 
Calibration window will appear. 

6. Enter in a name for the sensor.  Example 
‘XDR’.  Then change the ruler length to the 
known length of the file. The measurement 
will now be correct. 

 
 
 
The predefined drawings are used for Patient 
Education in TDO on the Draw page. 
 
1. Open Image or Drawing in the “Draw 

Page.” 
2. Click “Save As” on the lower left and a pop 

up box will appear. 
3. Name the drawing and click “OK.” 
4. Now you can left click on the drop down 

and select the drawing you wish to preview. 
  

The predefined drawings are used for Patient 
Education in TDO on the Draw page. 
 
1. Open Image or Drawing in the “Draw 

Page.” 
2. Click “Save As” on the lower left and a pop 

up box will appear. 
3. Name the drawing and click “OK.” 
4. Now you can left click on the drop down 

and select the drawing you wish to preview.  
5. Use the predefined drawing manager to 

rearrange the order of drawings on the list. 
  

 

Setup tab Program Setup  Formatting 
 

1. Click “Select Option” drop down box.  
2. Select “Date/Time Stamp” from the drop 

down. 
3. Select the first item you would like to see 

under “Format Item.” Repeat for as many 
times as you can fit on one line of text. 

4. Use the Prefix and Suffix columns to 
enter a ‘-‘, a space or any other 
characters to show before or after an 
item. 

5. Repeat steps 5 and 6. For a new line 
after an item, click the “Line Break” box. 

6. Click “Set All Options Defaults” if you 
wish to change all settings back to the 
original settings in the program.  

7. To copy settings to another user, select 
the user from the “Copy settings to 
another user” drop down. 

8. Click “Copy Current Option Only.”  
9. Close the form to save. 
 

 
 

 
 
 
The predefined paragraphs may also be used 
for Patient Education in TDO on the Draw page 
and in letters. 
 

Main tab Clinical Forms   Draw 
 

1. To create a new paragraph, click on the 
paragraph editor button. 

2. Click on the yellow plus sign to add a new 
one. 

3. Add “Paragraph Name” and “Text.” 
4. Click the save icon then OK to close. 
5. To use a predefined paragraph you will 

need to select the one you want to use 
from the list first.   

6. Then click on the text box on the right 
hand side and draw it on the image.  You 
will see the paragraph fill in.  

7. Save the image.  
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

POLICY/CONSENT DRAW DEFAULTS 

CALIBRATION 

PREDEFINED DRAWINGS 

STAMP 

PREDEFINED PARAGRAPHS 

Configure your policy and consent forms in TDO 
that your patients need to sign.  These are the 
forms that your patients may sign digitally using 
Infograbber in the office or through the web. 
 
Setup tab  Program Setup  
Policy/Consent 
 
1. First configure the “Categories”. these are 

the titles of the forms your patients need 
to sign (i.e. Financial Policy and Consent 
for RCT). 

2. “Fixed” simply means this form is locked 
and cannot be edited or deleted.  These 
are the consent forms that come pre-
configured in TDO. 

3. Check “Show in Infograbber” if you want 
the patient to sign this form digitally when 
they complete their registration in the 
Infograbber application. These forms will 
also show on the web if you have a web 
site with TDO.   

4. Check “Show in TDO” if you would like the 
patient to be able to sign this form through 
your TDO database. 

5. Check “Required” if all patients are 
required to sign a form. 

6. You may also categorize the consent per 
patient or per tooth and specify the 
expiration (if any). 

 

 
 
After configuring the “Categories,” go to 
Program Setup Policy/Consent Text to edit 
the text of each form. 
7. Select the form from the top drop down 

that you would like to edit.  Type in your 
text changes in the text box below and 
click “Save” on the top right in order to 
save the changes.   

8. If you already have a form created in 
another application, you may copy and 
paste the text instead.  Open the 
document outside of TDO, highlight the 
text you would like to copy, and press 
CTRL-C on your keyboard.  Then go to 
Program Setup – Policy/Consent – Text in 
TDO, select the form from the top drop 
down, left click to place your cursor in the 
text box, and press CTRL-V on your 
keyboard in order to paste.  Remember to 
click “Save” before closing out. 

9. Consent forms can be reviewed and 
‘binded’ to specific teeth on the Case 
Presentation tab.  

 
 



 
 

INSTANT MESSANGER  
 
Custom Appointment Macro Notes 
 
The custom macro appt notes are auto notes 
about the patients’ upcoming appointment. You 
may configure these notes ahead of time so they 
may be entered with just a click of the mouse. 
 
Setup Tab Program Setup Custom Macro 
Appt Notes Options 
 
1. Add “Name of Note” for title of the note. 
2. Type note in box below (i.e. left message or 

patient is in pain). 
3. Click the arrow with the asterisk to add a 

new macro note. 
4. After closing, the custom macro appt notes 

will be available on the patient’s appointment 
screen (the popup screen for when you are 
making an appointment or editing an 
appointment). 

The notes can also be edited on the appointment 
details window by right clicking on the drop down 
arrow for macro notes and selecting “edit list”. 
  
Custom Final Report Macro Notes 
 
The final report macro notes are summary notes 
about the patients’ final visit and/or final 
treatment.  You may preconfigure these notes 
ahead of time, so they may be entered with just a 
click of the mouse. 
 
Setup Tab Program Setup Final Report 
Macro Notes 
 
1. Add “Name of Note” which is the title of the 

note. 
2. Type note in box below (i.e. endodontic 

treatment is complete). 
3. Click the arrow with the asterisk to add a 

new final report macro note. 
4. After closing, the final report macro notes will 

be available on the patient’s final report 
page. 

The notes can also be edited from the Final 
Report tab by right clicking on the drop down 
macro note arrow and selecting “edit list.” 
 
 
 
Follow these steps to edit the image category 
names in TDO. 
 
Program Setup Image Categories 
 
1. Scroll to the bottom of the list or click the 

arrow with the asterisk to add a new image 
category. 

2. Check “Tooth Required” if a tooth number is 
required in order to save this image 
category. 

3. Any category marked as “Fixed” cannot be 
deleted or edited. 

4. You may change the order of any image 
category on the list by typing in the order 
number for that image and clicking the 
“Reorder” button at the top. 

5. After closing, this list will appear in the 
“Acquire” menu in the patient’s record. 

 

 
The Messenger application in TDO allows staff 
members in the office to send instant messages 
back and forth within TDO.  
 
To and From Setup: 

1. Click the “Setup tab”. 
2. Click “To and From Setup.” 
3. Add user names under “Name” on the left. 
4. Make any other necessary changes such 

as icon, color, and sound. 
5. Close the form to save. 

 
Message Setup: 
Setup tab  Message 

1. Click the arrow with the asterisk to add a 
new message. 

2. Left click on the bar to the left of the 
message and click “delete” on the 
keyboard to delete any unwanted 
messages. 

3. Close form to save. 
 

 
 
 

 
Follow the steps below to customize the 
anesthesia autofill options. 
 
Setup tab Program Setup Anesthesia 
Autofill Options 
 

1. Add Name, Anesthesia, Type, and 
Quantity for each autofill. 

2. Right click to “Edit List” on any drop down 
list that you would like to customize (i.e. 
Anesthesia or Type). 

3. After closing, the anesthesia autofill will be 
available on the patient’s treatment page. 

 
 
 
 
Custom Maco Notes 
The custom macro notes are summary notes 
about the patients’ visit and/or treatment.  You 
may pre-configure these so they may be entered 
with just a click of the mouse. 
 
Setup Tab Program Setup Custom Macro 
Notes Options 
 

1. Add “Name of Note” which is the title of 
the note. 

2. Type note in box below (i.e. initial 
consultation or interim treatment note). 

3. If there is typically another appointment 
after this type of visit, enter the next 
appointment needed in “Next Visit” (i.e. 
Recall). 

4. Click the arrow with the asterisk to add a 
new macro note. 

5. After closing, the custom macro notes will 
be available on the patient’s notes page. 
The notes can also be edited from the 
Notes tab by right clicking on the drop 
down macro note arrow and selecting “edit 
list.” 

 
These are the tabs or pages in the patient record 
in TDO.  You can “hide” certain pages on certain 
computers if you wish to do so (i.e. hide the 
“Insurance” tab on the operatory computers or 
hide the “Diagnosis” tab at the front desk). 
 

 
 
Setup TabProgram Setup Main Page 
Order 
 
1. The list on the left shows the current “Default 

Settings” in TDO.  These are the patient tabs 
or pages you see as a default. 

2. The “Custom Settings” list on the right can 
be edited.  Use this list to remove certain 
tabs in the patient record or reorder the tabs. 

3. Click “Reset Defaults” to restore the original 
tab settings. 

 
 
 
My TDO allows the user to create short cuts to 
certain areas of the software. 
 
Setup tab Site Configuration Add/Edit 
Usernames and PasswordsMy TDO on this 
workstation 
 
1. Expand the menu and select which shortcuts 

you would like to use.  We suggest adding 
the “Close” shortcut under ‘Main’ to make it 
easier to close out of windows. 

2. After you have made your selections, close 
out of TDO completely for the changes to 
take effect. 

 

 

 

ANESTHESIA 

CUSTOM MACRO NOTES 

IMAGE CATEGORIES 

MY TDO 

MAIN PAGE ORDER 



 
 

 
Follow the steps below in order to customize the 
multi tooth autofill options. 
 
Setup Tab Program Setup Multi Tooth  
Autofill Options 
 

1. Add Name for Fill Button (i.e. Vital). 
2. Specify chief complaint, palpation and so 

forth on the lists below. 
3. Right click to “Edit List” on any drop down 

list that you would like to customize (i.e. 
chief complaint). 

4. Click the arrow with the asterisk at the 
bottom to add a new multi tooth autofill.  
You may add as many as you need. 

5. After closing, the multi tooth autofill will be 
available on the patient’s multi tooth info 
page. 

 

 
 
 
 
 

Follow the steps below to customize the notes to 
front autofill options. 
 
Setup Tab Program Setup Notes to Front 
Options Autofill Options 
 
1. Add Name for title of the autofill (i.e. RCT). 
2. Specify next appointment type, length, and 

so forth on the lists below. 
3. Right click to “Edit List” on any drop down 

that you would like to customize (i.e. next 
appointment type). 

4. Click the arrow with the asterisk at the 
bottom to add a new notes to front autofill.  
You may add as many as you need. 

5. After closing, the notes to front autofill will be 
available on the patient’s notes to front page. 

The notes can also be edited from the Notes to 
Front tab by right clicking on the drop down 
macro note arrow and selecting “edit list.” 
  

 
 
 
 
 

 
TDO offers electronic prescriptions. Please 
contact TDO Support for more information.  
 
Pharmacy set up  
TDO may hold the list of pharmacies in your area. 
Follow the steps below to configure: 
 
Setup Tab Program Setup Pharmacies 
 
1. Add pharmacy name, address, phone and 

so forth.  
2. After closing, the list of pharmacies will be 

available on the patient’s prescriptions page 
in TDO. 

 
Prescription Autofill Options 
Follow the steps below in order to customize the 
prescription autofill options for the medications 
you may be prescribing. 
 
Setup Tab Program Setup Prescription 
Autofill Options 
 
1. Add Name, Quantity, Dosage, and so forth 

for each prescription autofill. 
2. Right click to “Edit List” on any drop down list 

that you would like to customize (i.e. 
Frequency). 

3. After closing, the prescription autofill will be 
available on the patient’s prescriptions page 
in TDO. 

 
 
 

 
Follow the steps below in order to customize the 
recall autofill options. 
 
Setup Tab Program Setup Recall 
Autofill Options 
 
1. There are 3 autofill options for recall. 
2. Specify restoration, coronal leakage, and so 

forth for the fields listed. 
3. Right click to “Edit List” on any drop down list 

that you would like to customize (i.e. ultimate 
finding). 

4. Click the arrow at the bottom to setup the 
next recall autofill.  The maximum is 3. 

5. After closing, the recall autofill will be 
available on the patient’s recall page.Use the 
1,2,3 buttons on the recall tab too apply the 
autofill option. 

 
 

 
 

 
Follow the steps below in order to customize the 
treatment autofill options. 
 
Program Setup Treatment Autofill Options 
1. There are 4 autofill options for treatment. 
2. Specify pulp status, EWL, and so forth for 

the fields listed. 
3. Right click to “Edit List” on any drop down list 

that you would like to customize (i.e. pulp 
status). 

4. Click the arrow at the bottom to setup the 
next treatment autofill.  The maximum is 4. 

After closing, the treatment autofill will be 
available on the patient’s treatment page. 
 

 
 
 
 
You may enter your main referring doctors and 
general dentists before using TDO. 
 
Main Tab Doctors Referring Doctors 
1. Click the “Add New Doctor” button on the top 

right in order to add a new referring doctor or 
general dentist in TDO. 

2. Required fields include “Last Name” and 
“First Name.” 

3. Select appropriate dial on top left for 
Referring, General or Both for the doctor you 
entered.  Select “Referring” if the doctor 
refers patients but is not a general dentist.  
Select “General” if the doctor is a general 
dentist but does not refer patients to you.  
Select “Both” if the doctor is a general 
dentist who also refers patients to you. 

 
 
 
Take advantage of electronic insurance claim 
submission in TDO. Configure the following: 
 
Setup Tab Site Configuration Electronic 
Claims Setup 
1. Select the appropriate “Web Claim Service.”  

Users in the U.S. should select WebClaims-
ClaimConnect and users in Canada should 
select CDA-Canadian Electronic Claim. 

2. TDO users in the U.S. should contact 
DentalXChange (www.dentalxchange.com) 
and subscribe to ClaimConnect. 

3. Then enter in your user name and password 
from DentalXChange. 

 

 

REFERRING DOCTORS 

ELECTRONIC CLAIMS 

NOTES TO FRONT OPTIONS 

RECALL AUTOFILL 

PRESCRIPTIONS MULTI TOOTH TREATMENT AUTOFILL 
 



 
 
 

 
TDO has the ability for you to setup Multiple Fee 
Schedules for different insurances that you are in 
network with or you may want to add in the 
system for reference. These can also be attached 
to the corresponding insurance profiles you setup 
in the system.  
 
Setup Tab Site Configuration Edit Control 
Table>Application Settings  Check the box 
to Enable Multiple Fee Schedules 
 

 
 

To add a new Multi Fee Schedule: 
 
Setup Tab Program Setup Fees 
Listing/Ada Codes 
 
1. Click on New Multi Fee 
2. Click on New 
 

 
 
3. Add a name to the new Multi Fee 
 

 
 
4. List as A/B/C. Type A correlates to 

Preventative, Type B correlates to Standard 
and Type C correlates to other (Major 
coverage). 
 

 
 
 
 

 
TDO has the ability to calculate 
contracted insurances and automatically write off 
in network adjustments giving you the ability to 
bill the insurance with your UCR fee. 

 
Setup Tab Application Settings 
 
1. Under the insurance options check mark the 

box next to Insurance estimating 
2. It will prompt you to log off and log back in to 

take effect. 
 

 
 

 

 
 
Please follow instructions on how to add a 
new insurance in the Insurance Carriers above. 
 
How to attach a Fee Schedule to 
an Insurance 
 
After setting up your multi fee schedules you can 
attach them to an insurance in the system so that 
it automatically pulls the correct fee schedule 
corresponding to the insurance chosen under 
the insurance tab. 
 
1. Go to Insurance tools drop down along the 

upper Bar then click on view edit insurance. 
 

 
 

2. Attach the Multi Fee schedule corresponding 
to the Insurance. 

 

 
 

3. If you are a participating provider check the 
box next to Participating- Automatic Write 
Off. 

4. Add Adjustment Category for example “Delta 
Dental Participating Write Off” by right 
clicking on the drop down arrow and “edit 
list”. 

 
How to use Insurance Estimating for 
Participating Providers Using the Multi Fee 
Schedule 
 
If you are a participating provider for 
an insurance company, you can set up a 
coverage table to calculate insurance based on 
your participating fees and still be able to bill 
the insurance with your UCR fees. 
 
1. Turn on insurance estimating under Setup - 

Site configuration - Edit Control Table - 
Application Settings - Insurance - Check the 
box for insurance estimating. 

2. Go to patient- Insurance tab- 
choose insurance from drop down and add it 
to the patient’s insurance tab. 
 

 
3. Click on Coverage Table 
 

 
 

4. Enter in percentages for categories 
standard/preventive/other and click on 
update. These categories correspond to the 
A/B/C categories set up in the Fee 
Schedules respectively.  A profile will be 
created with the Employer and Group 
number. The next time a patient comes in 
with the same Employer and group number 
you will be able to choose from the profile 
drop down.  

 

 
 

5. Go to fees. 
6. Add in the ADA code 
7. Original fee or your fee for service will be 

added, the contracted fee, the insurance 
estimate, and the patient portion based on 
what you entered in the coverage table. 

 

8. Once posted the write off amount between 
the fee for service and the contracted fee will 
be automatically adjusted off.  
 
 
 
 

1. Click on the patient’s Insurance tab. 
2. Click on the “+” button next to the “profile” 

field.  
3. Select the “Carrier”. The “Carrier has to be in 

TDO. If not in TDO, you may want to click on 
the “+” button from this screen. 

4. Add the “Employer”, “Group Number”, any 
specific “Notes” (if needed), percentage 
coverage for A, B, C percentages, 
“Renewal”, “Maximum Benefits” and 
“Maximum Deductible”. 

  
 When you use the Insurance profile system and 

you select the profile from a patient’s insurance 
page, it will forward all this information for their 
insurance coverage. 

 

INSURANCE ESTIMATING 

MULTI FEE SCHEDULE 

INSURANCE PROFILE 


