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Understanding Terminology and Concepts

Familiarize yourself with the following terms and concepts you 

encounter when using the communications module:

Questionnaire — A customizable list of questions that enables you 

to gather information about your patient and generate letters 

reporting clinical findings in layman’s terms for patients/

responsible and in clinical terms for general dentists, referring 

doctors, and doctors to whom the patient is being referred.

Working with Questionnaires

The questionnaires used in the communications module enable you 

to add clinical findings concerning a patient’s condition to 

customized letters. You can use the questionnaires that come loaded 

with the software, or you can create your own questionnaires.

Changing an Existing Questionnaire

The communications module is configured with three 

communications questionnaires: Initial Exam, Pre-Exam/Medical 

History, and Progress Review. You can use these questionnaires as 

they are, or you can modify them to meet the needs of your 

practice. 

To change an existing questionnaire, follow these steps:

Word Processing 
Button

1. Click the Word Processing button from the main menu. The 

Word Processing menu is displayed. Select Communications 

Setup.

OR

Select Functions > Word Processing > Communications 

Setup from the menu bar. The Select Questionnaire window 

is displayed.
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Figure 11–1 Select Questionnaire Window

2. Select the questionnaire type you want to change and click 

Change. The Setup Questionnaire window is displayed.

Figure 11–2 Setup Questionnaire Window

The questions for this questionnaire are displayed in the 

Selected Questions section. Any letters linked to this 

questionnaire are displayed in the Associated Letters section. 

See “Assigning Letters to a Questionnaire” on page 11–24 for 

more information about using this feature.
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When you select a question, all of the possible answers to that 

question are displayed in the Answers section, as well as the 

question type, whether the answers are quantified, and if letter 

text is available for that answer. 

For each answer option, you can enter Patient, Doctor, and/or 

Other text to print in the letter(s). An X indicates no letter text, 

and a checkmark indicates that letter text has been entered.

In the Update Progress Review section, you can select from 

the following:

• Never update progress review date

• Always update progress review date

• Prompt to update progress review date

In the User Identification section, you can select the Require 

user identification when executing checkbox to have 

OrthoTrac prompt the user to select his name before executing 

the questionnaire.

3. Use the function buttons on the Setup Questionnaire window 

to make any of the following changes:

• Change the order of questions.

• Add a new question or select a question from the existing 

database. 

• Insert a new question or select a question from the existing 

database.

• Change the selected question and answers.

• Delete a question.
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Changing the Question Order on a Questionnaire

To change the order in which the questions display on the 

questionnaire, follow these steps:

1. From the Setup Questionnaire window, shown in Figure 11–2 

on page 11–3, select the question you want to move and click 

the Up or Down arrows to reposition the question in the 

questionnaire.

2. Click OK.

Adding an Existing Question to a Questionnaire

To add an existing question to the questionnaire, follow these steps:

1. From the Setup Questionnaire window, shown in Figure 11–2 

on page 11–3, click Add. The Select Questions window is 

displayed.

Figure 11–3 Select Questions Window

The questions in the database display alphabetically by default. 

You can display a single category of questions by selecting it 

from the Category drop-down list.

2. In the Available Questions section, select the question on the 

list that you want to add to the questionnaire and click the right 

arrow button. The question is displayed in the Selected 

Questions section.
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Clicking the double right arrow button adds all of the questions 

on the list to the Selected Questions section.

NOTE Questions that you add are listed at the end of the 

questionnaire. To reposition the new question in the 

questionnaire, select the question and use the Up arrow 

to move the question to the desired location. 

3. Click OK.

Inserting a Question within a Questionnaire

To insert a question in the questionnaire, follow these steps:

When inserting new

questions in a

questionnaire, remember

to make adjustments to

the communications

letter merge fields.

1. On the Setup Questionnaire window, shown in Figure 11–2 

on page 11–3, select the area on the list in which you want to 

insert the question and click Insert. The Communications 

Maintenance message is displayed, identifying which 

questions will be renumbered based on where you insert a 

question, and reminding you that merge fields in associated 

letters will be affected. Click Yes to confirm that you want to 

insert. The Select Questions window is displayed. 

2. Select the question you want to add to the questionnaire and 

click the right arrow button. 

3. Click OK. The new question is inserted above the currently 

selected question. 

NOTE The questions below the inserted question are 

renumbered.

IMPORTANT If you have associated letters attached to the 

questionnaire, you must update the letters with 

additional question and response fields.

TIP
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Adding an Answer to a Question

To add an answer to a question, follow these steps:

1. From the Setup Questionnaire window, shown in Figure 11–2 

on page 11–3, select the question for which you want to add an 

answer and click Change. The Change Question window is 

displayed.

Figure 11–4 Change Question Window

2. Click Add. A blank line is selected in the Answers section.

3. In the Answer Text column, type the answer.
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4. If you need to quantify this answer, in the Quantify column, 

click <No> (the default) to set the field to Yes. The Quantify 

Prompt window is displayed.

Figure 11–5 Quantify Prompt Window

5. In the Quantify Prompt window, enter the text you want to use 

as a quantifying prompt for this answer. For example, if the 

patient has an overjet, the answer Yes would be quantified with 

the millimeter amount. Enter the words to prompt what 

information is required — in this case, mm.

Click OK. The Set Patient Text window is displayed.

Figure 11–6 Set Patient Text Window
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6. In the Set Patient Text window, type the information about the 

patient’s treatment or diagnosis in laymen’s terms for the 

patient or responsible party. 

• If the text should include a quantified amount, type 

<<quantify>> where the amount should print. For 

example, overjet is <<quantify>> mm. 

• You can include patient information in letter text by typing 

the merge field surrounded by << >>. For example, type 

<<PatientFirstName>> in the letter text to have the 

patient’s first name print in the letter.

• Repeat the above steps, when applicable, for each possible 

answer to the question.

When you are finished entering patient text, click OK. The Set 

Doctor Text window is displayed.

Figure 11–7 Set Doctor Text Window
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7. In the Set Doctor Text window, type the information about the 

patient’s treatment or diagnosis in clinical terms for the 

referring dentist or a doctor to whom you are referring the 

patient. 

• If the text should include a quantified amount, type 

<<quantify>> where the amount should print. For 

example, overjet is <<quantify>> mm. 

• You can include patient information in letter text by typing 

the merge field surrounded by << >>. For example, type 

<<PatientFirstName>> in the letter text to have the 

patient’s first name print in the letter.

• Repeat the above steps, when applicable, for each possible 

answer to the question.

When you are finished entering doctor text, click OK. The Set 

Other Text window is displayed.

Figure 11–8 Set Other Text Window
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8. In the Set Other Text window, add other text, if appropriate.

• If the text should include a quantified amount, type 

<<quantify>> where the amount should print. For 

example, overjet is <<quantify>> mm. 

• You can include patient information in letter text by typing 

the merge field surrounded by << >>. For example, type 

<<PatientFirstName>> in the letter text to have the 

patient’s first name print in the letter.

• Repeat the above steps, when applicable, for each possible 

answer to the question.

When you have finished entering other text, click OK. 

NOTE A green checkmark is displayed in the column if you 

entered patient, doctor, or other text. A red x is 

displayed if you have not entered text.
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Changing or Deleting an Answer to a Question

To change or delete an answer, follow these steps:

1. On the Setup Questionnaire window, shown in Figure 11–2 

on page 11–3, select the question you want to change and click 

Change. The Change Question window is displayed.

Figure 11–9 Change Question Window

2. Use the function buttons to make the following changes:

• To reposition an answer — Select the answer you want to 

move, click the Up or Down arrows, and click OK.

• To add an answer — Click Add. See “Adding an Answer 

to a Question” on page 11–7 for more information.

• To insert an answer — Select the area above where you 

want to insert the answer and click Insert. Type your 

answer and follow the steps under “Adding an Answer to a 

Question” on page 11–7.
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• To delete an answer — Select the answer you want to 

delete and click Remove. The Communications 

Maintenance message is displayed, asking if you are sure 

you want to remove the answer. Click Yes.

• To change the answer text — Select the answer, retype 

the answer text, and click OK.

• To add or edit the letter text — In the Pat, Doc, or Oth 

columns, click the x or the checkmark to display the 

corresponding text box, type the new text, and click OK.

Deleting a Question from a Questionnaire

To delete a question from the questionnaire, follow these steps:

1. On the Setup Questionnaire window, shown in Figure 11–2 

on page 11–3, select the question you want to remove from the 

questionnaire and click Remove. The Communications 

Maintenance message is displayed, asking if you are sure you 

want to remove the question. 

2. Click Yes.

Deleting an Existing Questionnaire

If necessary, you can delete an entire questionnaire.

IMPORTANT When you delete a questionnaire, it is permanently 

removed from the system. Be certain you want to 

delete the questionnaire before proceeding.

To delete an existing questionnaire, follow these steps:

1. From the Select Questionnaire window, shown in Figure 11–1 

on page 11–3, select the questionnaire you want to delete.

2. Click Remove. The Communications Maintenance message 

is displayed, asking if you are sure you want to remove the 

questionnaire.

3. Click Yes.
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Adding a New Questionnaire

You can create your own questionnaire to suit your practice’s 

individual needs.

To add a questionnaire, follow these steps:

Word Processing 
Button

1. Click the Word Processing button from the main menu. The 

Word Processing System menu is displayed.

2. Select Communications Setup. The Select Questionnaire 

window, shown in Figure 11–1 on page 11–3, is displayed. 

Click Add New. The Add Questionnaire window is displayed.

Figure 11–10 Add Questionnaire Window
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3. Select Add A New Questionnaire and click OK. The Setup 

Questionnaire window is displayed.

Figure 11–11 Setup Questionnaire Window

4. In the Questionnaire Title field, enter a title for the 

questionnaire. Press Tab or click Add or Insert. The Select 

Questions window, shown in Figure 11–3 on page 11–5, is 

displayed.

5. In the Available Questions section of the Select Questions 

window, select the question(s) you want to add and click the 

right arrow button to move the question(s) to the Selected 

Questions section. Click OK.

6. Check the order of your questions in the Selected Questions 

list and reposition them, if necessary, by using the arrow 

buttons.

7. Click Print. Use this printout when you assign letters to this 

questionnaire.
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Adding Headers to a Questionnaire

You can insert headers into your questionnaire.

To add headers, follow these steps:

When inserting new

questions in a

questionnaire, remember

to make adjustments to

the communications

letter merge fields.

1. From the Setup Questionnaire window, shown in Figure 11–2 

on page 11–3, select the question below the area in which you 

want to insert the header and click Insert. The 

Communications Maintenance message is displayed, 

identifying which questions will be renumbered based on 

where you insert a header, and reminding you that merge fields 

in associated letters will be affected. Click Yes to confirm that 

you want to insert. The Select Questions window is displayed.

2. In the Category field, select Headers from the drop-down list. 

Select the header you want to insert and click the right arrow 

button to move the header into the Selected Questions 

section.

3. Click OK. 

TIP



KODAK ORTHOTRAC Practice Management Software User’s Guide (OR215) 11–17

Working with Questionnaires

Copying a Questionnaire

If an existing questionnaire contains information you need, instead 

of re-creating it, you can copy and change the questionnaire.

To copy a questionnaire, follow these steps:

Word Processing 
Button

1. Click the Word Processing button from the main menu. The 

Word Processing menu is displayed.

2. Select Communications Setup. The Select Questionnaire 

window, shown in Figure 11–1 on page 11–3, is displayed. 

Click Add. The Add Questionnaire window is displayed.

Figure 11–12 Add Questionnaire Window
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3. Select Copy An Existing Questionnaire and click OK. The 

Copy Questionnaire window is displayed.

Figure 11–13 Copy Questionnaire Window

4. In the Source Database section, select the questionnaire you 

want to copy.

5. Select whether you want to use an existing question or add a 

duplicate question.
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6. Select whether you want new questions to use the same 

category or if you want to assign a new category. Click OK. The 

Copy window is displayed.

Figure 11–14 Copy Window

7. Use the scroll bar to view the questions in the questionnaire. 

All of the questions are set off with green checkmarks, 

indicating they are included in the questionnaire. To prevent 

questions from displaying on the copied questionnaire, click the 

checkmark(s) in front of questions you do not want. The 

checkmarks change to red x’s, indicating those questions are 

not included in the copied questionnaire. Click Copy. The 

Copy Questionnaire window is displayed again. Click 

Cancel. The Select Questionnaire window is displayed.

8. In the Select Questionnaire window, double-click on the 

name of the questionnaire you copied, indicated by (CPY). The 

Setup Questionnaire window is displayed. In the 

Questionnaire Title field, double-click on the questionnaire 

name and then type a new name for the questionnaire. Click 

OK.
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Adding a New Question to an Existing Questionnaire

You can customize an existing questionnaire to suit the needs of 

your practice by adding your own questions. When you add a 

question, you have several options in terms of the type of answer 

the question can have. Following is a description of the available 

answer types:

Multiple Answer

A multiple-answer question gives you several options and enables 

you to choose one or more answers.

Single Answer

A single-answer question gives you several options, but you can 

select only one answer. 

Answer Prompt

An answer prompt question prompts you to enter a short, quantified 

answer.



KODAK ORTHOTRAC Practice Management Software User’s Guide (OR215) 11–21

Working with Questionnaires

Tooth Chart

A tooth chart question enables you to answer a question about 

specific teeth by clicking on the corresponding teeth on the chart. 

To open the chart, click <<Tooth Chart>>. Seven different tooth 

charts are available: Deciduous Teeth, Permanent Teeth, 

Perm/Decid. Teeth, Perm/Dec Comb w/o Title, Tooth Profile 8’s, 

Tooth Profile 32, and Tooth Profile.

Narratives

A narrative question enables you to enter a narrative description. A 

narrative question can include up to five pre-coded narratives.
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Header

A header question type is used only on the questionnaire to 

subdivide the questions into groups. The header prints in the 

questionnaire summary report but not in the actual letter. Example 

headers are: Dental Analysis, Chief Concerns, Clinical Findings, 

TMJ Evaluation, Recommendations. Place headers in the Header 

category for easy reference.

Procedure

A procedure question enables you to list the procedures performed 

during the appointment. When you click or press Tab in the 

question box, the Procedures window is displayed, enabling you 

to select from the list of procedures. You can configure the 

procedures to display on the questionnaire on the same line or in a 

list.

Patient Field

A patient field question supplies patient information and is 

automatically populated when the information exists in the patient 

chart. If the information does not exist or is incorrect, you can type 

the answer in the questionnaire, and the information is updated in 

the patient chart. Note that the Status field cannot be changed in 

the questionnaire.
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Dated Narratives

A dated narrative question enables you to enter a narrative 

description, which the software dates.

To add a new question to an existing questionnaire, follow these 

steps:

1. From the Select Questions window, shown in Figure 11–3 on 

page 11–5, click Add. The Add Question window is displayed.

Figure 11–15 Add Question Window

2. In the Question field, enter the question text.

3. In the Type field, select the question type from the drop-down 

list.
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4. In the Category field, select the category type from the 

drop-down list.

NOTE To add a new category, click the arrow button and 

select <Add Category> from the drop-down list.

5. Click OK.

Assigning Letters to a Questionnaire

After you have set up your questionnaire and have the questionnaire 

printout in hand, you are ready to assign letters to your 

questionnaire.

To assign letters to a questionnaire, follow these steps:

1. From the Setup Questionnaire window, shown in Figure 11–2 

on page 11–3, in the Associated Letters section, click Add. 

The Select Letter window is displayed.

Figure 11–16 Select Letter Window

2. In the Letters section, select the letter you want to assign to the 

questionnaire.

3. In the Letter Text section, indicate which letter text should 

print in the letter — Patient, Doctor, or Other.
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4. Click OK to select an existing letter. The letter is added to the 

Associated Letters section.

OR

Click Add to add a new letter. The Add Letter window is 

displayed. See “Adding a Letter” on page 10–7 for more 

information.

Merge Field Buttons

5. In the body of the letter, click the OrthoTrac merge field 

buttons to insert questionnaire responses into the letter. Select 

the Response to Communications Questions button to 

display the Communications Questionnaire Responses 

window, which enables you to insert a block of questionnaire 

responses into the letter.

Response to 
Communications 
Questions Button

Figure 11–17 Communications Questionnaire Responses

In the Start with Question # field, enter the first question 

number you want to display in the letter. In the End with 

Question # field, enter the number of the last question you 

want to display in the letter. Click OK.

6. To set up the headers, type the header from your questionnaire 

printout directly into the letter. (It is suggested that you change 

the header font so that the header text is larger than the 

questionnaire text.)
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Tips for Assigning Letters

Keep the following points in mind when assigning letters:

• The maximum number of questions you can print in any 

communications letter is 200. 

• All questions in a questionnaire do not have to be included in 

the letter. 

• If you have added questions to a questionnaire or made changes 

to the order in which questions are displayed, verify that the 

merge fields in any letters assigned to the questionnaire are in 

the order that you want them to appear.

• It is not necessary to assign a letter to every questionnaire.

• You can assign multiple letters to a single questionnaire.
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Executing a Questionnaire

After creating a communications questionnaire, the next step is to 

execute the questionnaire for a patient. 

To execute a questionnaire, follow these steps:

Word Processing 
Button

1. Click the Word Processing button from the patient chart. The 

Word Processing menu is displayed.

2. Select Execute Questionnaire. The Execute Questionnaire 

window is displayed.

Figure 11–18 Execute Questionnaire WIndow
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3.  Select the questionnaire you want to execute and click Select. 

The questionnaire you selected is displayed.

Figure 11–19 Questionnaire Window

4. Each question type is displayed in a different format. The 

following paragraphs describe how to answer the various 

question types:

• Single Answer — The single answer questions display all 

possible answers in a drop-down box. Click on the 

appropriate answer to select it, or use the arrow keys to 

select the answer and press Enter or Tab to go on to the next 

question. After you make a selection, the software prompts 

you with the next question.
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• Answer Prompt — This question type prompts you to 

enter an amount. The type of amount required for this 

question is displayed to the right of the answer prompt. 

After answering this question, press Enter to continue to 

the next question. 

• Tooth Chart — When answering this question type, click 

<<Tooth Chart>> and the tooth chart is displayed, 

prompting you to click on the teeth that correspond with 

that particular question. After selecting the teeth, click OK 

to continue with the next question. 

• Multi-Answer — For multi-answer questions, click the 

box next to each answer to select it, or use the arrow keys 

to select an answer and then press the Space Bar to select 

each answer. After making your selections, press Enter to 

continue to the next question.

• Narrative — For a narrative question, the software 

displays a window in which you type the answer. If the 

narrative has been set up with predefined answers, you can 

click on the answer at the top of the window to select one, 

and the predefined answer is displayed in the box. You can 

edit the predefined answer, if desired. You can also type a 

new narrative answer.

• Header — Headers separate questions into groups within 

the questionnaire. To move to the section of a questionnaire 

under a particular header, click on the header, and the 

screen scrolls to that section of the questionnaire.

• Procedure — For a procedure question, click or press Tab 

in the question box to display the Procedures window. 

Select the procedures that were performed and click OK. 

The procedures display on the questionnaire on the same 

line or in a list, depending on the style you selected when 

the question was created.
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• Patient Field — A patient field question is automatically 

populated when the information exists in the patient chart. 

If the information does not exist or is incorrect, type the 

answer in the questionnaire, and the information is updated 

in the patient chart. Note: The Status field cannot be 

changed in the questionnaire.

• Dated Narratives — For a dated narrative question, the 

software displays a window in which you type the answer. 

When you save the answer, the software dates the narrative 

entry. If the narrative has been set up with predefined 

answers, you can click on the answer at the top of the 

window to select one, and the predefined answer is 

displayed in the box. You can edit the predefined answer. 

5. Click Print to print a questionnaire summary report for the 

patient. 

6. Click OK to complete the questionnaire. If letters are assigned 

to this questionnaire, the Assigned Letters window is 

displayed.

Figure 11–20 Assigned Letters Window

7. To select the action you want to take on these letters, click in 

the Action column next to each letter to select Post, Print, or 

None and click OK. 


