
Eaglesoft Version 16 User Guide 1

Eaglesoft Version 16 User Guide

Eaglesoft Version 16 User Guide
Downloaded from

www.remodelicious.com by Duke & Alani

MASTERING EAGLESOFT VERSION 16: A
COMPREHENSIVE USER GUIDE FOR MODERN DENTAL
PRACTICES

Eaglesoft  Version  16  represents  a  significant  leap  forward  in
dental practice management software, combining robust clinical
tools with streamlined administrative workflows. Whether you are
upgrading from an earlier version or implementing Eaglesoft for
the first time, this user guide will walk you through the essential
features, navigation tips, and best practices to maximize your
investment. From patient scheduling to clinical charting, billing,
and reporting, understanding the nuances of Eaglesoft Version 16
will  help  your  team deliver  exceptional  care  while  improving
operational  efficiency.  This  guide  is  designed  for  dentists,
hygienists,  office  managers,  and  front  desk  staff  who  want  to
harness  the  full  potential  of  this  powerful  software.

Getting Started with
Eaglesoft Version 16
Before diving into specific modules, it is important to ensure your
system meets the requirements for  Eaglesoft  Version 16.  The
software is built on a modern architecture that supports Windows
10 and Windows 11, with optimized performance for multi-user
environments.  A  stable  network  connection  and  a  dedicated
server are recommended for practices with multiple workstations.
Upon installation, the setup wizard guides you through database
configuration,  user  permissions,  and  initial  practice  data  entry.
Pay  close  attention  to  the  user  roles:  you  can  assign  different
access  levels  for  front  desk  staff,  clinical  team  members,  and
administrators. This granular control ensures data security while
allowing each team member to work efficiently within their scope.
Once installed, take time to customize the practice profile. Enter
your  practice  name,  address,  phone  numbers,  tax  identification
numbers, and provider details. Eaglesoft Version 16 also allows
you to upload a practice logo that appears on patient statements
and forms, reinforcing your brand identity. The initial setup also
includes  configuring  appointment  types,  procedure  codes,  and
fee schedules. Importing your patient database from a previous
version or another system is straightforward: use the built-in data
migration  tool  to  transfer  demographic  information,  insurance
plans, and clinical history. Verify the imported data for accuracy
before going live.

Navigating the Eaglesoft
Version 16 Dashboard
The dashboard in Eaglesoft Version 16 is your command center. It
provides a snapshot of the day’s schedule, overdue tasks, alerts,
and key performance indicators. The left-hand navigation panel
gives you quick access to Patient Records, Appointments, Billing,
Clinical Charting, Imaging, and Reports. Each module opens in a
tabbed  interface,  allowing  you  to  switch  seamlessly  between
tasks without losing your place. The search bar at the top enables

instant lookup of patients by name, account number, or phone
number. For busy front desk staff, this speed is invaluable.
One of the most user-friendly enhancements in Version 16 is the
customizable home screen. You can drag and drop widgets to
display the information most relevant to your role. For example, a
hygienist  might  prefer  a  widget  showing  today’s  prophylaxis
appointments  and  upcoming  recall  reminders,  while  the  office
manager might focus on collections and insurance aging reports.
To personalize your dashboard, click the gear icon in the upper
right corner and select “Widgets.” From there, you can add or
remove modules such as “Unscheduled Treatment,” “Messages,”
and  “Practice  Analytics.”  This  flexibility  reduces  cognitive
overload  and  helps  each  team  member  work  more  efficiently.

Patient Management and
Scheduling
Effective  patient  scheduling  is  the  backbone  of  a  productive
dental  practice.  Eaglesoft  Version 16 introduces  an enhanced
appointment scheduler that combines visual clarity with powerful
filtering  options.  The  Schedule  screen  displays  your  providers’
time  slots  in  color-coded  blocks,  representing  different
appointment types (e.g., new patient exam, crown prep, hygiene
scaling).  To  book an appointment,  simply  double-click  on the
desired  time  slot  and  search  for  the  patient.  You  can
automatically add procedure codes, estimated chair  time, and
notes. The software also checks for potential scheduling conflicts,
such  as  double-booking  a  provider  or  overlapping  the  same
patient.
For recurring appointments like cleanings, Eaglesoft Version 16
supports  efficient  bulk  scheduling.  Use the “Recall”  functionality
to generate a list of patients due for their next visit based on
their  previous appointment or prescribed interval.  The system
sends automated reminders via email or SMS, reducing no-shows.
Additionally,  the  “Schedule  Builder”  tool  helps  you  optimize
provider  utilization  by  analyzing  historical  patterns  and
suggesting ideal block times. Front desk staff will appreciate the
“Wait  List”  feature,  which  automatically  notifies  you  when  a
cancellation  occurs  for  a  highly  requested  time  slot.
In the patient record, you can store comprehensive information:
demographics, insurance details, medical history, clinical notes,
and digital  images.  Eaglesoft  Version 16 integrates with most
digital imaging systems, allowing you to view X-rays, intraoral
photos,  and  3D  scans  directly  from  the  patient  chart.  This
eliminates the need to toggle between separate programs. The
chart also includes a “Treatment Plan” tab where you can present
a  sequenced  plan  of  procedures,  with  estimated  costs  and
insurance  coverage.  Discussing  treatment  plans  with  patients
becomes much more transparent when you can show them their
images and the financial breakdown on the same screen.

Clinical Charting and
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Progress Notes
Clinical charting in Eaglesoft Version 16 is designed for accuracy
and speed. The graphical  tooth chart  displays a standard 32-
tooth layout, along with primary teeth when applicable. Clicking
on a tooth brings up a menu of conditions (caries, restoration,
fracture, etc.) and procedures. You can also record periodontal
charting  with  pocket  depths,  bleeding  points,  mobility,  and
furcation  involvement.  The  system  calculates  periodontal
classification  automatically  based  on  your  entries,  which  helps
with  diagnosis  coding  for  insurance  claims.
Progress notes follow a structured yet flexible template. You can
create custom templates for different appointment types, such as
new patient  exams,  restorative  procedures,  or  hygiene visits.
Each  note  can  include  free  text  fields,  pull-down  menus  for
common observations, and embedded images. Eaglesoft Version
16  also  supports  voice  recognition  software  for  hands-free
dictation, which many clinicians find timesaving. Notes are time-
stamped  and  securely  stored,  forming  an  auditable  trail  for
medico-legal  purposes.  To ensure compliance with HIPAA,  the
software logs every change made to a patient record, including
who made the change and when.
Another powerful feature is the “Clinical Alerts” system. You can
set up reminders for allergies, complex medical conditions, or
upcoming  procedures  that  require  special  preparation.  These
alerts appear on the patient chart and on the day’s schedule, so
the entire team is aware of potential complications. For example,
if a patient has a history of endocarditis and requires antibiotic
prophylaxis, the system will prompt the clinician to prescribe the
appropriate medication before the appointment begins.

Billing, Insurance, and
Collections
Revenue cycle management is streamlined in Eaglesoft Version
16. The Billing module integrates with the clinical charting, so
procedure codes entered during the appointment automatically
generate  charges.  You  can  create  patient  statements,  send
electronic  claims to  insurance  carriers,  and track  remittances
with minimal manual effort. The software supports both ADA and
CPT codes,  and updates are automatically applied when code
sets change, reducing the risk of claim rejections.
Insurance verification has also been simplified. When you enter a
patient’s coverage details, Eaglesoft Version 16 can connect to
online  clearinghouses  to  check  eligibility  and  benefits  in  real
time.  This  feature  helps  you  confirm  coverage  before  the
appointment, minimizing surprise costs for patients. For practices
that manage multiple insurance plans, the system organizes fee
schedules and writes down amounts according to contract terms.
The  “Insurance  Aging”  report  shows  claims  sent,  paid,  or
pending, helping you identify bottlenecks in reimbursement.
Collections are handled through the “Patient Ledger” where you
can view outstanding balances, set up payment plans, and post
payments.  Eaglesoft  Version  16  supports  multiple  payment
methods—credit cards, checks, cash, and even digital wallets like
Apple Pay if integrated. Automated recurring billing for treatment
plans  is  also  possible.  For  patients  who  prefer  paperless
transactions, you can send secure payment links via email. The
“Collections  Manager”  tool  offers  a  dashboard  of  overdue
accounts, enabling you to prioritize follow-up calls and letters.
Many  practices  report  a  significant  reduction  in  outstanding

accounts  receivable  after  implementing  these  features.

Reporting and Analytics
Data-driven decision making is a hallmark of successful practices,
and Eaglesoft  Version 16 provides a  comprehensive reporting
suite.  Standard reports  include Production Analysis,  Procedure
Code Frequency, Referral Sources, and Recall Compliance. You
can run these reports for any date range, provider, or location.
The  system  also  offers  “Practice  Analytics”  dashboards  that
visualize key metrics like daily production, collection ratio, and
new patient growth. These visuals are great for team meetings
and strategic planning.
One  standout  reporting  feature  is  the  “Patient  Satisfaction
Survey” tool.  After  appointments,  you can automatically  send
brief  surveys  to  gather  feedback.  The  software  aggregates
responses  and  generates  trend  reports,  helping  you  identify
areas  for  improvement.  Additionally,  Eaglesoft  Version  16
supports custom report creation using a built-in drag-and-drop
designer.  You  can  filter  data  by  almost  any  field,  create  charts,
and export  reports  to  PDF or  Excel.  This  flexibility  allows you to
tailor  reporting  to  your  specific  needs,  whether  it’s  tracking
specialist  referrals,  analyzing  treatment  acceptance  rates,  or
monitoring staff productivity.

Upgrading from Previous
Versions
If  you are migrating from an earlier  version of  Eaglesoft,  the
upgrade to Version 16 is designed to be smooth but requires
careful preparation. First, ensure your server hardware meets the
new specifications,  including sufficient  RAM and SSD storage for
the  database.  The  upgrade  process  typically  involves  a  full
backup,  running  the  installer,  and  converting  the  database
schema—this may take several hours depending on your data
volume. Schedule the upgrade over a weekend or during a period
when the office is closed.
After upgrading, familiarize your team with the interface changes.
The navigation menus have been reorganized, and some features
have  moved  to  different  tabs.  For  instance,  “Office  Manager”
functions are now integrated into the main dashboard, while the
“Eaglesoft  Exchange”  module  for  patient  communication  has
been added. Provide hands-on training sessions and encourage
staff  to  explore  the  new  features  without  disrupting  live
operations.  Many  practices  find  that  going  through  this  user
guide  together  accelerates  the  learning  curve  and  reduces
frustration.
Eaglesoft also provides online resources including video tutorials,
knowledge base articles, and live webinars. Take advantage of
these to deepen your understanding of Version 16’s capabilities.
Additionally, consider designating a “super user” on your team
who can answer questions and troubleshoot minor issues. This
internal champion can also communicate with Eaglesoft support
on behalf of the practice, ensuring continuity.

Troubleshooting Common
Issues
Even  with  a  robust  system,  occasional  issues  may  arise.  A
common problem in Eaglesoft Version 16 is slow performance
when loading patient charts or images. This often results from



Eaglesoft Version 16 User Guide 3

3

network latency or insufficient server resources. Check that your
server’s processor utilization and memory are not maxed out.
Also,  ensure  that  all  workstations  are  connected  via  a  wired
network rather than Wi-Fi if possible. Another frequent issue is
database synchronization errors, especially if you have multiple
offices  connecting  to  a  central  server.  Regularly  schedule
database  maintenance  tasks  such  as  index  rebuilding  and
integrity checks.
If you encounter errors when attaching images, verify that the
image file sizes are within the system limits (usually up to 50 MB
per  image)  and  that  the  file  format  is  supported  (JPEG,  PNG,
DICOM). For claim submission failures, check that your insurance
portal login credentials are current and that your clearinghouse
connection is active. The “Claim Status” tab provides detailed
error codes that you can look up in the Eaglesoft support portal.
Most problems can be resolved quickly by clearing temporary
caches or restarting the software.
For persistent concerns, the Eaglesoft support team offers phone
and chat assistance during business hours. Keep your support
contract information handy and document the steps you have

already taken so that the technician can quickly diagnose the
issue. Additionally, the user community forums can be a valuable
resource for tips and workarounds shared by other practices.

Conclusion
Eaglesoft  Version  16  is  more  than  just  an  upgrade—it  is  a
complete practice management ecosystem that enhances every
aspect  of  dental  operations.  From  intuitive  scheduling  and
comprehensive  clinical  charting  to  streamlined  billing  and
actionable analytics, the software empowers your team to deliver
excellent patient care while optimizing revenue. By following this
user guide, you have learned how to set up the system, navigate
the dashboard, manage patients, document treatments, handle
finances,  and  troubleshoot  common  issues.  The  key  to  success
lies  in  continuous  learning:  encourage  your  staff  to  explore  the
software regularly and leverage training resources provided by
Eaglesoft. As your practice grows, Version 16 will scale with you,
helping you maintain a competitive edge in the ever-evolving
dental industry. Embrace the features outlined here, and you will
soon wonder how your practice ever managed without them.


