GENERAL
DENTIST

Office Manager Manual

Note: The following policies and procedures comprise general information and
guidelines only. The purpose of these policies is to assist you in performing your job.
The policies and procedures may or may not conform with Federal, State and Local
laws, rules and regulations and are not offered here as a substitute for proper legal,
accounting or other professional advice for specific situations.

Prior to implementing any of these suggestions, policies or procedures, you should
seek professional counsel with your attorney, accountant and/or the appropriate
governing or licensing board or any other applicable government body for a full
understanding of all appropriate laws, rules, procedures or practices pertaining to
your healthcare discipline or business activities.
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TRAINING MANUAL INFORMATION

READ FIRST

2026 UPDATE NOTE

This Office Manager Manual has been reviewed and reissued for 2026. Core management
systems, training philosophy, and operational intent have been intentionally retained.
References to practice management software and modern workflows may be updated as
needed without altering the policies or expectations outlined in this manual.

The purpose for this General Policy Manual is to help you understand and use the

basic policies needed to be an effective part of our dental team.

Our reasons for giving you this training manual are threefold:
1. To provide written policies and procedures relating to your job functions.

2. To ensure you have a resource for correcting or adding to the written exam
questions (since we only accept 100%)

3. To provide you with a future reference. We do not expect you to memorize all
of the policies relating to your job. But, we do expect you to refer back to the
appropriate written material and review it on your own as well as with your
supervisor.

When you have finished reading the policies in this manual, please see your
supervisor for the written exam. When you have finished the exam, you will refer
back to the appropriate policy in an open book style to change or add to your
answers until your supervisor is satisfied every question and each “active procedure”
has been successfully executed without error.

Ultimately, we expect that your complete review of this manual will help you
understand and use the general policies and communication vehicles of our office.
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HOW TO EDIT YOUR MANUALS

PRACTICE MANAGEMENT SOFTWARE (PMS) NOTE

This manual references Dentrix for software-based workflow examples due to its
widespread use in dentistry.

If your practice uses a different PMS (including Eaglesoft, Open Dental, Curve,
SoftDent, Dentrix Ascend, or other common systems), the software-specific instructions
may be updated at no charge without changing the intent or structure of this manual.

As you might imagine, creating these manuals was quite an undertaking. We knew

that no single manual would apply to every practice, since each doctor has a unique
personality and management style. Over the years, we updated the manuals with
both ideas from our clients and emerging techniques.

The resulting contents provide detailed policies and procedures that will significantly
reduce your administrative efforts. You may choose to leave the contents in the
original form or to adapt the contents to meet your specific style.

Once you have reviewed the manuals and personalized the contents, you will have a
solution for competently dealing with the majority of employee-related concerns in
your dental office. You’ll also have written documentation to consistently support
each situation, which will alleviate you from continually rendering opinions.

We recommend you (or your designee) print the manuals and place them in a
notebook binder. Then, review each policy and make edits as needed. For example,
you may want the phone answered differently than the wording in our script or you
may not want to include “Paid Holidays.” In these instances, simply draw a line
through the corresponding contents (use red or blue ink so it’s easy to see) and then
draw an arrow to the new text that you want included. If there is a policy that does
not apply to your practice, simply draw an X through the whole policy and write
“delete” in bold letters across the appropriate section.
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When the editing is complete, input the changes into the original Microsoft Word file
and save. You can then print as many copies as you need and make changes in the
future as necessary.

In addition to the detailed information in our manuals, we suggest you retain other
relevant handbooks and references that are essential to managing your practice
(e.g., equipment manuals, software guides, etc). All manuals and guides should be
stored together in an easily accessible area of your office for quick reference.
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OPENING NOTE

Most dentists did not think about all of the management responsibilities that would
befall them upon starting their own practice. It can be shocking and, at times,
overwhelming if you are not trained on how to handle the “curve balls” that can and
will be thrown at you during the growth and continued existence of your practice.

This manual was developed for the office manager. We have given you the “basic”
tools you need to be an effective manager (budget, customized policies, how to hire
and train staff, etc.). But like any tool, if not USED it just sits in the toolbox getting
rusty.
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