
How to create and use Automatic Adjustment codes 

To be used for Discount/In-house Insurance plans 

 

Automatic Adjustments can be set up as either a percentage or as an exact dollar amount. The steps 

below include the full process for applying an Auto-Adjustment as a percentage. 

 

1. With PracticeWorks open, click Lists. 

2. Click Transaction codes. 

3. Select the "Automatic" radio button. 

4. Click Add. 

5. If an abbreviation will be used for the new code, enter it in the "Abbreviation" field. 

6. Type a description of the code in the "Description" field. 

7. Make sure that "code type" is "Adj (other)." 

8. Since the code will be used as a write-off, make sure that "Decreases balance" is selected. 

9. Since the Adjustment will be computed as a percentage, make sure that "Computed as a percentage" 

is selected, and then enter the percentage amount in the field below it. (It is also possible to specify an 

exact dollar amount by selecting alternate options at this point.) 

 

The next steps will depend on the desired outcome.  

Scenario 1 – All codes, for all patients set to use this automatic adjustment code will have the code 

applied to it 

 10. Check "By default, all other transaction codes are included in the calculation of this 

adjustment." 

 11. Click OK to save the changes and return to the Transaction Code List. 

 12. Click on the "Automatic" radio button in the Transaction Code List. 

 13. Highlight the new Code that was just created. 

 14. Click Edit. 

 15. Click Turn on/off auto adjustments for this code. 

16. A field will appear with the words, "Included in calc of (name of code)." In the "Value" space to the 

right of this, click until the value says "Yes." 

 17. Click Close. 

 18. Click OK to save and close the "Automatic Adjustment Definition" screen. 

 19. Click Cancel to close the Transaction Code List. 



 To make this apply to a patient on the plan 

 1. Click on List. 

 2. Click on people. 

 3. Search and select the needed patient and open their clipboard.  

 4. Click on “Other info.” 

 5. On the "Other Information" screen, click repeatedly in space to the right of the "Auto 

 add (name of code)" option until the word "Yes" appears in the "Value" field. 

 6. Click Close. 

This will make it so that all treatment codes will have this particular automatic adjustment code applied 

to them and it will calculate the needed percentage/fixed rate.  

 

Scenario 2 – Some codes, for all patients set to use this automatic adjustment code will have the code 

applied to it. This might mean setting up multiple automatic codes with different percentages or fixed 

amounts to adjust by.  

 10. Do NOT check either of the boxes that begin with “By default,…” 

 11. Click OK to save the changes and return to the Transaction Code List. 

 12. Click on the "Automatic" radio button in the Transaction Code List. 

 13. Highlight the new Code that was just created. 

 14. Click Edit. 

 15. Click Turn on/off auto adjustments for this code. 

16. A field will appear with the words, "Included in calc of (name of code)." In the "Value" space to the 

right of this, click until the value says "Yes." 

 17. Click Close. 

 18. Click OK to save and close the "Automatic Adjustment Definition" screen. 

 19. Click Cancel to close the Transaction Code List. 

To make this apply to a patient on the plan 

 1. Click on List. 

 2. Click on people. 

 3. Search and select the needed patient and open their clipboard.  

 4. Click on “Other info.” 



 5. On the "Other Information" screen, click repeatedly in space to the right of the "Auto 

 add (name of code)" option until the word "Yes" appears in the "Value" field. 

 6. Click Close. 

To make this apply to the needed codes for this Automatic code 

 1. Click on List. 

 2. Click on Treatment codes. 

 3. Search for the needed dental code and Click Edit. 

 4. Click on the button “Turn on/off auto adjustments for this code…” 

5. A field will appear with the words, "Included in calc of (name of code)." In the "Value" space to the 

right of this, click until the value says "Yes." 

 6. Click Close. 

 7. Click OK to close and save the treatment code changes.  

8. repeat this for each treatment code that will be included for this automatic adjustment code.  

If additional adjustment codes need to be created for different percentage amounts, repeat all steps to 

create each automatic code.  

 

 


