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How to Correct Ledger Entries 
 

Correcting an Entry from a Previous Day 
By default, the PracticeWorks software permits the addition, correction or deletion of transactions for 90 
days following the service date of the procedure. Beyond that time window, you must use adjustment 
codes to correct the account balance. See the section Revising Entries Over 90 Days Old for additional 
information. 
 
Follow the steps below to correct a ledger entry created on a previous day: 
 

1. Click Lists > People. The Person Pick List window is displayed. 
 
2. In the Find area, begin typing the last name of the person whose ledger requires correction.  

 
3. Once the desired name is highlighted, click the Edit button. The Clipboard window for that 

individual is displayed. 
 

4. Click the Ledger button. The Ledger Card window appears on the screen. 
 

5. Select the transaction to be corrected by clicking on it. The procedure will be highlighted in black. 
 

6. Click the Correct Entry button. The Correct Ledger Entry window is displayed. 
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 NOTE In cases where the procedure being corrected has been cleared by an insurance 
payment, it is necessary to remove the entry that cleared the claim before correcting the 
transaction itself. 

 
7. The Correct Ledger Entry window includes the following functions: 

 

 Change amount to 
This option is useful when only the fee for the selected transaction needs to be changed. 
If all other information for the procedure is accurate, select this option and enter the 
correct amount in the designated field. 
 

 Remove entry 
Select this option when the entire transaction needs to be removed. An office would use 
this function in cases where a procedure has been entered on the wrong patient’s ledger. 
 

 Change producer to 
Use this option to adjust the transaction when the producer for the highlighted entry has 
been incorrectly assigned.  
 

 Resubmit procedure to insurance 
This option is only available if insurance has been associated with the Clipboard of the 
specified patient. It is primarily used to submit claims when either primary or secondary 
insurance has been added after the patient’s visit.  
 

 Change tooth information 
With this option, offices may revise the tooth number, the surfaces, and/or the quadrant 
for the chosen procedure. Unlike other selections in the Correct Ledger Entry window, 
the office may correct tooth information regardless of the age of the transaction. 

 
8. Once you have made your selection from the choices listed above, click the Make correction 

button. The Ledger Card window is displayed with the amended information. 
 

 NOTE After using the Remove entry option, you will see two entries listed in red, which indicate 
that the transaction was corrected. These entries appear only on the Ledger Card 
window; they are not printed on patient statements. 

 

Correcting an Entry Made Today 
Follow the steps listed below to remove a transaction entered on the current date of service: 

 
1. Right-click on the appointment of the desired patient and select Undo check-out. (In cases 

where the check-out was suspended, right-click on the suspended appointment, then click 
Resume check-out.) 
 

2. Click on the erroneous transaction. The entry is highlighted in black. 
 

3. Click the Remove entry button. The procedure has now been removed from the Check Out 
Ledger window. 
 

4. Repeat steps 2 and 3 as needed to remove additional transactions. 
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Adding an Entry 
 

 
To add an entry to a ledger, complete the following steps: 
 

1. Open the person's Ledger Card. 
 

2. Click the Add entry button. The Post new entries to account window is displayed. 
 

3. The Service Date ("Svc Date") and Entry Date fields automatically default to the current 
day’s date. The Service Date can be changed at this point if desired, but the Entry Date 
cannot. 

 
4. Use the <Tab> key on the keyboard to advance to the next column. 

 
5. In the Patient column, click on the word Account until it changes into the patient's name. 

(Payments and certain financial entries can be posted to Account, but dental and medical 
procedures must be added under the treated patient's name.) 

 
6. In the Producer ("Prod") column, click on the displayed initials to change them if necessary. 

 
7. In the Description field, either type the desired transaction code, or press the <Tab> key to 

bring up the Transaction Code Pick List. (When using the Pick List, highlight the desired 
code and press OK.) 

 
8. Press the <Tab> key to advance to the next column or line. 

 
9. In cases where a dollar amount does not fill in automatically in the Charges or Credits 

columns, or where the amount requires editing, enter the desired amount or overwrite the 
incorrect amount. 

 
10. When all entries are completed as desired, press OK. The transactions are added to the 

Ledger Card window. 
 

11. Click OK to exit the ledger. 
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Revising Entries Over 90 Days Old 
A new feature in version 6.0 allows dentists to adjust the time window during which employees may edit 
erroneous ledger entries. We recommend that offices use caution when deciding to revise this time 
period. 
 
Increasing the Limit 
The PracticeWorks software sets 90 days as the default based on counsel from certified accountants. 
Financial experts recommend a 90 day limit because it allows adequate time for most practices to catch 
errors and correct them. These professionals advise against permitting employees to modify transactions 
that are over three months old because doing so increases the risk of fraud and makes auditing a hassle. 
Keep in mind that the longer the time frame during which backdating and correction is permitted, the 
longer the time that your past reports can be affected by these changes. 
 
For example, adding even 30 days to the 90 day default increases the number to 120 days. In practical 
terms, this means that changes made to ledgers could affect reports and figures from a previous quarter. 
Revisions made near the end of May could affect procedures entered at the beginning of January. After 
any changes are made, it is advisable to run reports for that time period to ensure that the practice has 
up-to-date and accurate calculations.  
 
Decreasing the Limit 
Decreasing the 90 day time limit has disadvantages as well. Reducing the time window by 30 days would 
leave only 60 days for your staff to correct ledger entries. Although 60 days is the standard time limit set 
in the program’s Statement Setup for insurance claims to be resolved, this may be insufficient in 
circumstances where the insurance company requests additional x-rays and documentation as a 
condition of reimbursing your office. Shrinking the time frame during which your staff can rectify mistakes 
increases the likelihood of messy ledgers filled with adjustment codes to correct balances, and is not 
recommended. 
 
As stated previously, such changes could potentially impact your office’s accounting. Because of this, the 
PracticeWorks software requires a security level of 10, the maximum available in the program, to modify 
this setting. Additionally, you must obtain an authorization code from a technical support representative 
when configuring this option for the first time. 
 
Using This Feature Wisely 
Given the potential risks involved in altering this setting, Kodak suggests the following method as the 
safest way to maximize the accuracy of your ledgers while minimizing the opportunity for fraud. 
 
Let’s say a patient had a procedure performed back in January of 2005, and for whatever reason, your 
staff did not catch the error until June of 2005. At this point, the procedure cannot be accurately 
backdated and entered on the ledger unless the 90 day time limit is extended. 
 
To resolve this, change the Ledger Error Correction time window, but only temporarily. In most cases, the 
doctor should be the only one in the practice with a security level of 10. When a situation like the one 
described above arises, the staff member in charge of insurance can get the doctor to adjust the time 
window long enough to correct this particular entry, then the doctor can immediately restore the time 
window to 90 days for normal operation. 
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To adjust the Ledger Error Correction time window, follow these steps: 
 

1. Log into the PracticeWorks software with a user profile that has sufficient access to modify these 
settings. 

 
2. Click File > Preferences > Ledger Setup. If you are customizing this setting for the first time, the 

Error Correction Time Span prompt appears. If this is not the first time you have modified this 
setting, skip to step #5. 

 
 

 
 

 
3. Click OK. The Support Authorization Required window is displayed. 
 
 

 
 

 
4. Obtain an authorization code from a technical support representative and enter it in the Support 

Auth # field. Click OK. 
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5. The Ledger Setup window is displayed. 
 
 

 
 

 
6. Enter the number desired in the days field. Click OK. 

 
 

For more information, contact Technical Support at 1-800-603-4438. 


