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Introduction
This Quick Start Guide provides the basic steps needed to accomplish most common tasks using the Viive 
software:

• Scheduling an appointment

• Confirming patient information and insurance coverage

• Adding insurance carriers and plans

• Charting existing procedures and conditions

• Treatment planning procedures and creating patient estimates

• Charting perio information

• Adding clinical notes

• Patient check-out

• Entering insurance payments

• Scheduling recare

For more information on using Viive, see the Viive Help and the Viive Installation and Setup Guide available 
at Viive.com. 
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Scheduling an Appointment
Viive makes it easy to schedule appointments for both existing patients and new patients.

To schedule an appointment for an existing patient

1. In the Schedule window, double-click an appointment block where you want to schedule an 
appointment.

2. Use the Patient field to select the patient for whom you are scheduling the appointment.

3. From the Provider list in the Appointment for dialog box, select the provider that the patient is going to 
see.

4. From the Room list, select an operatory for the appointment.

5. If the patient has a treatment plan, the TxPlan icon on the toolbar will be colored red. 

Click the icon to view the treatment plans that have been created. Do one of the following:

• If you want to schedule an appointment for one of these existing treatment plans, select the treatment 
plan and click OK. Skip to step 6.

• If you don’t want to schedule an appointment for one of these existing treatment plans, click Cancel 
to return to the Appointment for dialog box:

a. Click   to select the procedures that you want to schedule.

b. In the search field, type the first procedure code (if you know it) or a description to search for the 
procedure you want to add. 

c. If prompted, enter the tooth number (and surfaces, if applicable) to which the procedure applies.

d. If necessary, update the Description and Fee amount.
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e. Click Save.

f. Repeat these steps to add any other procedures that you want to schedule.

g. From the Fee Schedule list, select the fee schedule you will use for this appointment.

6. Verify the date and starting time for the appointment. If necessary, use the Unit Allocations (Pre, Main, 
and Post) to specify how many time units are needed for the appointment.

Tip: You can select the Automatically calculate units based on procedures in appointment option to 
have the time units automatically calculated for you based on the time units set up for the procedures you 
add to the appointment. 

Note: You cannot change the Total Units; you need to adjust the Pre, Main, and Post unit allocations.

7. In the Appointment Notes area of the Appointment for dialog box, add any notes regarding this specific 
appointment. (Notes also appear on the patient’s Journal tab.)

8. Click OK.

Tip: After the appointment is scheduled, you can double-click the appointment and use the Status list to 
select a new status for the appointment, such as ASAP. If you assign the patient a status of ASAP, the 
patient is added to the ASAP List. If an opening in your schedule later becomes available, you can then 
refer to your ASAP List to try to schedule these appointments sooner. 

To schedule an appointment for a new patient

1. In the Schedule window, double-click an appointment block where you want to schedule an appointment.

2. Use the Patient field to search for the patient’s name and verify that they haven’t already been entereed as 
a patient, and then click Cancel.

3. Click New Patient.

4. In the New Patient dialog box, type the new patient’s information.

Note: You must enter a birthdate for the patient.

5. Click Create New Patient.

6. When prompted for the referral source, in the top right corner of the dialog box, specify whether the 
patient was referred BY patient, BY other, or BY provider. Select the person who referred the patient (or 
click   to add the person), and then specify the referral date and reason and click OK. If there wasn’t a 
referral source, click Cancel.

 A message box appears where you can choose a guarantor from the list of patients in your database, create 
a new guarantor, or select the new patient as a new guarantor. 

7. Choose the appropriate option for the patient guarantor:

• If you click Choose Guarantor, you will be able to choose a guarantor from the list of patients and 
specify the new patient’s relationship to the guarantor you select (such as Spouse, Natural Child, and 
so forth). When finished, click OK.

• If you click New Guarantor, type the guarantor’s information in the New Guarantor dialog box:
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Specify the guarantor’s information, including date of birth and the patient’s relationship to the 
guarantor, and then click Create New Patient.

• If you click Patient as Guarantor, Viive assigns the new patient as the guarantor and lets you specify 
the guarantor’s information in the Guarantor dialog box. If the guarantor has insurance, make sure 
you click   and either select or add the insurance information. When you finish, click OK.

8. When the Patient tab appears, click Close.

9. From the Provider list in the Appointment for dialog box, select a provider for the patient.

10. From the Room list, select an operatory for the appointment.

11. Click   to select the procedures that you want to schedule.

a. In the search field, type the first procedure code (if you know it) or a description to search for the 
procedure you want to add. 

b. If prompted, enter the tooth number (and surfaces, if applicable) to which the procedure applies.

c. If necessary, update the Description and Fee amount.

d. From the Fee Schedule list, select the fee schedule you will use for this appointment.

e. Click Save.

f. Repeat these steps to add any other procedures that you want to schedule.

12. Verify the date and starting time for the appointment. If necessary, use the Unit Allocations (Pre, Main, 
and Post) to specify how many time units are needed for the appointment.

Tip: You can select the Automatically calculate units based on procedures in appointment option to 
have the time units automatically calculated for you based on the time units set up for the procedures you 
add to the appointment. 

13. In the Appointment Notes area of the Appointment for dialog box, add any notes regarding this specific 
appointment. (Notes also appear on the patient’s Journal tab.)

14. Click OK.

Tip: After the appointment is scheduled, you can double-click the appointment and use the Status list to 
select a new status for the appointment, such as ASAP. If you assign the patient a status of ASAP, the 
patient is added to the ASAP List. If an opening in your schedule later becomes available, you can then 
refer to your ASAP List to try to schedule these appointments sooner. 



 Viive 5.2       5

Viive 5.2 Quick Start Guide

Confirming Patient Information and 
Insurance Coverage
When a patient arrives for a scheduled appiontment, you should confirm his or her patient information and 
insurance coverage.

To confirm patient information during check-in 

1. In the Schedule window, use the Patient Search field (top right corner) to search for the patient, and then 
click Select.

Tip: You can also Shift+double-click an existing appointment for the patient.

2. Click the Patient tab.

3. Verify that the patient information is correct. If you need to change any information, click the field and 
type the new information, or select the desired option from the menu.

4. If you take patients’ pictures in your office, after taking the picture and copying it to your computer, do 
the following to add it to the patient record:

a. Click the Change Picture icon near the top right of the Patient tab.

b. Click Others.

c. Select the picture file.

d. Click Open.

e. Click Done. 

To confirm patient insurance coverage during check-in

1. With the patient selected, click the Insurance tab in the patient information window.

2. Under Subscribers, verify that the insurance subscriber information is correct. If you need to make 
changes, double-click the subscriber, make any needed changes, and click OK. Or to add a subscriber, 
click  , select the insurance subscribe, and click OK. 

3. Under Insurance Plans, verify that the insurance subscriber’s insurance plan information is correct. 
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Adding Insurance Carriers and Plans
Using Viive, you can easily add insurance information for patients using this process:

• Add an employer

• Add an insurance carrier

• Add an insurance plan

• Add insurance information to the patient as a plan subscriber

• Link the insurance information to other family members

To add an employer

1. From the Viive Reference menu, click Employers.

2. Click  at the bottom of the dialog box to open the Employers dialog box.

3. In the Name field, type the employer’s name. All other employer information is optional.

4. Click Save and then click Close.

To add an insurance carrier 

1. From the Reference menu, point to Insurance, and then click Carriers.

 The Insurance Carriers dialog box appears.

2. Click  at the bottom of the dialog box.

The Carrier Name dialog box appears.
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3. Enter the Carrier Name, Address, City, State, and Zip Code.

4. Under Contact Info, use the Phone 1 and Phone 2 fields to type the carrier’s phone numbers. 

5. Click OK.

The new carrier appears in the list of insurance carriers.

6. Click Close.

Note: If you want to use Viive to send electronic claims, contact ClaimX at www.claimxedi.com to get 
signed up, and then contact Viive Customer Support at 1-855-MAC-VIIVE for training on sending the 
claims through Viive.

To add an insurance plan

1. Once the insurance carrier has been added, from the Reference menu, point to Insurance, and then click 
Plans.

2. Click  at the bottom of the dialog box.

3. Select the employer for this plan and click Use.

4. Select the carrier for this plan and click Use.
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5. In the Plan Details dialog box, enter the Group Number and Group Name. (Group Name is optional; 
you can leave it blank or use the employer name again.)

6. If you have coverage information for the plan, click Coverage and enter the coverage details in the 
Coverage Detail dialog box. 



 Viive 5.2       9

Viive 5.2 Quick Start Guide

a. Under Deductibles, enter the plan’s deductible into the correct box. Typically you will enter 
deductible amounts into the Standard row for Annual Individual and possibly Annual Family.

b. Under Max Benefits, enter the plan’s maximum benefits into the correct box. Typically you will enter 
amounts for Annual Individual and possibly Annual Family.

c. Edit the Coverage Table information to reflect the plan’s coverage.

d. When finished, click OK.

7. Click Save.

To add insurance information for a subscriber

1. If the insurance carrier and plan have already been added in Viive, use the Patient Search field in the top 
right corner of the schedule window to search for the subscriber, and then click Select.

2. Click the patient’s Insurance tab.

3. Under Subscribers, click  to display the list of subscribers.

4. Click Patient As Subscriber, select the carrier, and click Use.

5. In the Subscriber dialog box, make sure you select Release Signed and Accept Assignment of Benefits 
after obtaining these from the subscriber.

6. Under Employer, click  .

7. Search for the plan by Carrier, Employer, Plan Name, or Group number, select the plan in the list, and 
click Use.

8. Click Plan Details.
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9. If you have not already added coverage details for the plan, click Coverage and enter the coverage details 
in the Coverage Detail dialog box.

a. Under Deductibles, enter the plan’s deductible into the correct box. Typically you will enter 
deductible amounts into the Standard row for Annual Individual and possibly Annual Family.

b. Under Max Benefits, enter the plan’s maximum benefits into the correct box. Typically you will enter 
amounts for Annual Individual and possibly Annual Family.

c. Change the Renewal Month to the correct month; for a calendar year, set it to “January.”

d. Edit the Coverage Table information to reflect the plan’s coverage.

e. When finished, click OK.

10. Click Save.

11. Click OK again to return to the patient’s Insurance tab.

12. Under Insurance Plans, type the Insurance Plan ID and then press Tab. 
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 The following message appears:

13. Click All if the subscriber’s insurance plan ID is the same for all family members.

If a family member is not on the subscriber’s insurance plan, you can use the procedure below to add the 
family member.

Note: If the subscriber of the insurance is also the family’s guarantor, once the insurance is entered for the 
Subscriber, it will attach the subscriber’s insurance to all the family members.

To link a subscriber’s insurance plan to additional family members

1. From the Patient tab, under Family (in the bottom right corner), double-click a family member’s name. 

Viive displays the Patient tab for the family member you selected.

2. Click the Insurance tab for that patient.

3. Under Subscribers, select the subscriber.

4. Click the list next to Patient relationship to subscriber and select the patient’s relationship from the list 
of options.

a. If the insurance subscriber was not the guarantor on the account, attach the insurance to the other 
family members by clicking  under Subscribers.

b. Click the subscriber in the list (or use the search box to search for the subscriber), and then click OK.

c. Select the subscriber in the list, and then click the list next to Patient relationship to subscriber and 
select the patient’s relationship from the list of options.

5. Click Close.
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Charting Existing Procedures and 
Conditions
After you add the patient information, insurance coverage, and plan information for a patient, you’ll need to 
add any existing dental procedures and conditions to his or her chart.

To chart existing procedures

1. In the Schedule window, use the Patient Search field (top right corner) to search for the patient, and then 
click Select.

Tip: You can also Shift+double-click an existing appointment for the patient.

2. With the patient selected, click the Chart tab.

3. To set the procedure status to Existing, click the Ex button.

 

4. Select the tooth to chart the existing procedure on. 

Note: Some procedures, such as a periodic evaluation, do not require you to select teeth first. If teeth are 
selected for these types of procedures, they will be ignored when you add the procedure code.

5. Using either Favorites or All Procedures tab, select the code that you want to assign as an existing procedure.

Tip: You can customize the Favorites tab to use the most frequent codes your office uses. For more 
information, see the Viive Help. 

Note: If the procedure code that you want to assign is not in the Favorite tab, click the All Procedures 
tab, navigate to the procedure category and code, and then double-click the procedure code that you want 
to chart.
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6. Repeat steps 4-5 for any other procedure codes that you want to add.

To chart existing conditions

1. With the patient selected, click the Conditions tab.

Tip: You can customize the Conditions tab to use the most frequent codes your office uses. For more 
information, see the Viive Help. 

2. Select the tooth that you want to note the conditions on, and then select the conditions. 

3. If you need to change the dentition for the patient, select the tooth or teeth that you want to change, click 
the Change dentition button, and select the desired change option from the menu. 
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Treatment Planning Procedures and 
Creating Patient Estimates
As you treatment plan procedures for patients, you’ll need to do the following:

• Assign procedure codes for the treatment plan

• Set up visits for the procedures

• Print a treatment plan estimate

To assign procedure codes for the treatment plan

1. In the Schedule window, use the Patient Search field (top right corner) to search for the patient, and then 
click Select.

Tip: You can also Shift+double-click an existing appointment for the patient.

2. Click the Chart tab.

3. On either the Favorites or All Procedures tab, click Tx to select the Treatment Planning status. 

4. Select the teeth involved in the treatment plan and assign the procedure codes. Treatment plan all 
procedures for the patient.

Tips: 

• You can customize the Favorites tab so that it includes the codes you use most frequently in  your office.   
For more information, see the Viive Help.

• Once you have treatment planned the procedures, you can see them listed under Recent Procedures 
under the Progress Notes button. Treatment planned procedure codes appear in red.

5. Click the Tx Plan tab.

All the treatment planned procedures appear in the Master List area.

To set up visits for the procedures

1. Drag the first procedure that you want to schedule from the Master List down to a new treatment plan.  
If a treatment plan hasn’t been started, drag the first procedure to where it says “Drop procedures to start 
a new plan.” The procedure will appear with a “1” icon next to it, indicating that this procedure will be 
performed on the first visit.

2. Drag all other procedures that you want to schedule from the Master List to the treatment plan. If you 
want the procedure to be in the first visit, drag it on top of the last procedure code you moved into this 
treatment plan for the first visit. If you want the procedure to be in a later visit, drag it where it says 
“Drop procedures to create new visit.”
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Tip: You can drag a procedure to a different visit or into a new visit later if you need to.

Once you have assigned the procedures to patient visits, you can create an estimate and print it for the patient.

To print a treatment plan estimate for the patient 

1. Click Print on the Patient toolbar at the top of the screen.

2. In the Treatment Plan dialog box, specify which details you want included in the Treatment Plan 
estimate.

3. Click Print.
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Charting Perio Information
Viive includes a Perio Chart tool you can use to record information from the patient’s periodontal exam.

To chart periodontal information for a patient 

1. In the Schedule window, use the Patient Search field (top right corner) to search for the patient, and then 
click Select.

Tip: You can also Shift+double-click an existing appointment for the patient.

2. With the patient selected, click the Perio button on the Patient toolbar.

3. Click the Path button and then click the path that you want to use for the exam. You have the option of 
selecting from the following paths:

4. On the Perio toolbar, click the  type of measurement that you are going to record first, such as Recession 
Mode.

5. Click New Exam.

Viive records the date of the new exam, and you can start entering the measurements for the condition 
you are measuring. As you enter data, the data entry cursor moves from tooth to tooth based on the path 
you selected.

6. When finished, if you want to record additional perio data, click one of the other options on the toolbar, 
such as Probe Mode, Attachment Loss, or Mucogingival Junction, and record the data for each tooth. 
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Repeat this for each type of perio data that you want to record. 

7. To record bleeding and/or suppuration on a tooth or area of a tooth, click the pair of colored boxes below 
the tooth. Use the color pairs to specify whether bleeding (red), supporation (green), or both are present 
for the tooth. 

Tip: You can clear the bleeding and supporation data for a tooth by setting both to white.

8. To record mobility information for a tooth, click just below the tooth, and select the degree of mobility 
from the shortcut menu (1, 2, or 3). 

Tip: You can clear the mobility data for a tooth by setting it to 0.

9. To record the furcation for a specific area on the tooth, click the light blue circles beside the root of the 
tooth and select the corresponding grade of furcation for that area.
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Adding Clinical Notes
Viive makes it easy to add clinical notes to patient records.

To add clinical notes

1. In the Schedule window, use the Patient Search field (top right corner) to search for the patient, and then 
click Select.

Tip: You can also Shift+double-click an existing appointment for the patient.

2. With the patient selected, click the Chart tab.

3. Click Clinical Notes on the right side of the screen.

4. In the Clinical Notes dialog box, click the New Note button on the toolbar.

5. Do one of the following:

• If you do not want to use a template, simply type the clinical note in the note field and format it as 
needed.

• To  create a note using a template:

a. Click the Template button on the toolbar above the note field.

b. Click the arrows beside the category to see the available templates in the list.



 Viive 5.2       19

Viive 5.2 Quick Start Guide

Note: You can customize the templates as needed. For more information, see the Viive Help.

c. Click the template that you want to use, and then click Use.

The template information is inserted into the clinical note.

  

Note: You can insert multiple templates into each clinical note.

d. Add or modify any of the clinicial note text and formatting as needed. 

6. Once the clinical note is complete, click Signature and sign the note so the note is locked to further 
changes.
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Scheduling recare
You can schedule the patient’s next recare appointment either before or after the patient has checked out.

To schedule a recare appointment

1. Open the patient appointment from the Schedule window.

Note: 

• In the procedures area, you can use Provider column when scheduling procedures to assign different 
providers to different procedures if necessary.

• Any recare items for this patient will appear under Recare List. Notice in the example above that the 
first proposed search date for the next Periodic Examination is six months after the appointment date. 
You can change the recare interval for a given recare type. To do this, click Reference, point to Other 
Tables, and then click Recare Types. Select the recare type for which you want to change the interval. 
In the Recare Interval field, specify the new interval, and then click OK.

2. Under Recare List, select the recare item that you want to schedule an appointment for, and then click Schedule.
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3. If necessary, change the Search Start Date to specify the date where you want to begin searching for an 
available time to schedule the appointment.

4. Click OK, and the appointment will be placed on the appointment dock of the Schedule window, and 
the Schedule window will display the date specified.

5. Drag the appointment from the appointment dock to the operatory and time where you want to schedule 
the appointment.

Note: The appointment length will be based on the default units for the Recare Type. You may need to 
double-click the appointment to open it, change the appointment length, add appointment notes, and so 
forth.
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Patient Check-out
After a patient visit, you need to perform a patient check-out so you can post the procedures to the patient’s 
ledger, bill insurance, and collect and record payment from the patient.

To perform a patient check-out

1. Double-click a patient apointment on the schedule to open it.

2. Verify that all procedures performed today are attached to the appointment.

Note: If you need to add more procedures, attach the procedures to the appointment before proceeding.

3. Click Check Out in the bottom left corner of the Appointment for dialog box to display the check-out 
information.

4. Under Procedures and Claims, verify that the procedures are correct.

5. If the patient has insurance coverage, create the claim by clicking Make E-Claim. (The procedures are 
attached to the electronic claim, and the button will change to Make Paper Claim.)

6. To apply a patient payment for today’s appointment, click Payment in the bottom left corner of the 
check-out window. 
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7. Next to Select Payment Type, select the type of payment (such as Cash, Check, Credit Card, or Money 
Order).

Note: Payment is applied to the guarantor of the account.

8. The amount of the payment will default to the balance for today’s procedures; if the patient is only paying 
a copay, you can adjust this amount.

9. If the patient is paying by credit card, next to Type, select the payment card type (such as Visa or 
MasterCard); then in the Authorization Number field, type the card’s authorization number.

10. Click OK.

11. Click Record Check Out.

The claim is submitted electronically and posted to the gaurantor’s ledger. In the schedule window, the 
appointment color changes to gray, indicating that the appointment has been checked out.
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Entering insurance payments
Viive makes it easy to enter insurance payments.

To enter an insurance payment

1. With the patient selected, click the Insurance tab in the patient information window.

2. Under Claims on the right side, double-click the claim for which you are entering an insurance payment 
to display the Claim View dialog box. 
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3. Click Enter Payment.

4. In the Payment Date field, verify that the date is correct or specify the correct payment date. 
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5. In the Check # field, type the check number on the payment check.

6. In the Memo field, type a payment note, if desired.

7. In the Payment Amount field, type the total amount of the insurance check.

Important: The first time (and only the first time) you enter an amount in the Payment Amount field 
for a claim, if the amount is being applied to more than one procedure and/or more than one provider, 
Viive splits the payment appropriately to cover all procedures and providers. You will see split payment 
amounts applied in the Itemized Payment column for each procedure and also in the Applied Payment 
column for each provider. The calculation used when splitting payments takes several things into 
consideration, including fee schedules, deductibles, coverage tables, and so forth. If you need to adjust the 
payment amounts from what Viive has calculated for you, double-click the item in the procedures list and 
make the necessary payment adjustment. If you adjust one value, you will need to adjust other values 
accordingly so that the Itemized Total equals the Payment Amount.

8. After making any needed payments adjustments and when the Itemized Total equals the total Payment 
Amount, click Post.

Note: The Post button is not available unless the Itemized Total equals the total Payment Amount.

This will post the payment to the patient’s ledger.


