PRACTICE HAWK SYSTEM TUTORIAL

Welcome to the Practice Hawk tutorial. We have assembled this tutorial to help you get started using your software. There is also a FAQ and Flow chart at the end of this tutorial. Your username and password have already been sent to you in an email so lets get started! 

Practice Hawk is composed of 2 modules.

Module 1/ Daily Trak is a simple and easy to use program for tracking new patients in your office, the origin of their referral source and all treatment plans presented and accepted. Your office manager typically should handle this module.

Module 2 / Practice Hawk (PH) is a world-class data analysis program to help you manage your dental practice. When you add data from your profit and loss statements and your existing practice management software, you will receive an immediate analysis of your financial business performance, with proven methods suggested to enhance the net profit and value of your practice. 

NOTE: This module contains private business information and is only accessed by the dentist/admin.  You may set up access for your staff to Module 1/Daily Trak in the “Account” section.  The username and password we sent to you by email grants access to both modules.  
First things first
Step 1 LOG IN:

Use the user name and password that was sent to you by email.

Step 2 ACCOUNT:
In the account section tab of the web site, update the practice information.  Click on “Update User Information” if you choose to change your password.  Also under “Account”, you can add staff as users of Module 1/Daily Trak.  Under “Account”, click on “Staff User List”, then “Add User” and fill in desired username for staff, password (must be 9 or more characters), office phone and email and then click “Create New User”.   These users will not be granted access to your sensitive financial information located in Module 2/ Practice Hawk.  
                                                       Module 1/Daily Trak 

Module 1 is where you enter your practice information, identify the doctors/associates and team user access to the system, list the referral sources for new patients and populate a treatment presented and accepted section. 

NOTE: Data from this report is accurate data that you will use to populate new patient information and production as well as "Unaccepted Treatment" on your monthly Practice Hawk stats worksheet

Step 1 LOG-IN: go to www.practicehawk.com 
Enter Username and Password

Step 2 DAILY TRAK:

Now that the account information is set up, go to the “Daily Trak” tab. 

Start by adding all the associates or dentist in your practice in the “Doctors” section.   

Click on “Add Doctor” and type in your Doctor’s name then click on “Save Doctor” Repeat for each doctor.  

Next click on “Referral Sources”.  We have included 5 common referral sources but with the “Add Referral Sources” button add as many as you need.  Don’t forget to type in the description of the referral source.  

Click on the drop-down menu.  Each referral source must be categorized as “Non-promotional” (patient referrals, staff referrals, Dr. referrals), “Promotional” (advertising, marketing, signs, drop-ins, insurance plans), and “Recare” (patients of record).  

Next click on “Treatments”.   Here you will enter in data about each new patient being seen.  You also will enter data for existing patients that are presented treatment.  Put in the dollar amount that the patients accept.   If a patient does not accept any treatment, put a “0” in the “Tx Accepted Amt” box. 

Fill in all of the boxes and click on “Save Treatment”. 

NOTE: You do not have to enter every patient visit into this system. Only enter new patient visits and those existing patients that are presented treatment in excess of $100.

NOTE: Each new patient should be entered into Practice Hawk EVEN IF NO TREATMENT IS PROPOSED. If the new patient has no treatment proposed, your staff still needs to enter data for the analytics to calculate correctly, i.e. , “$ 0” proposed and “$ 0” accepted.   

If a patient should decide to accept treatment at a later date Practice Hawk allows you to go back and make changes anytime you like. If you are in a new month from the original entry, enter a new record with the patient’s name, make referral source “Recare”, place a “0” in the “Tx Proposed Amt” and then put the amount they now accept in the “Tx Accepted Amt.” 

To find your input for a particular patient, choose “Lists”, then “Treatments”.  On the top right you will see “Find Patient’s Name”.  Type in the patient’s name and all entries for that patient will be listed.  Of course you may edit information as necessary.  If treatment presented previously and not accepted is now accepted by the patient, make a new entry for the patient with “$0” presented and then state the amount that is accepted.   
Step # 3 REPORTS:

To view a summary, put your icon over ‘Reports”.  You can choose up to 3 detailed reports and see a summary that covers a range of dates.   For example Click on "Reports" and then click on "Treatment Promotion Summary".  

Enter the date range you wish to examine and click "Preview".  You will see a breakdown of each referral source with total treatment presented, treatment accepted, and % conversion rate.  

As you scroll down, you will see overall treatment acceptance rate for promotional, non-promotional, and recare referral sources.  

NOTE: The reports from this section are important as they clearly show your ability to establish rapport with your patients by the acceptance of your proposed treatment.  It also reveals your ROI for your marketing campaigns and all internal marketing.

If your practice has more than one practicing dentist, run the Treatment Detail Doctor/Promotion report.  Click on "Report", then "Treatment Detail  Doctor/Promotion".  

This report will show breakdown of acceptance rate of each dentist working in the practice.  This report can identify an associate that may need assistance in improving treatment acceptance rate. 

Module 2/ Practice Hawk
Step #1:

Locate a recent income and expense statement.  If can’t come up with one and you need a temporary solution to summarize your monthly income and expenses, click here.  

Give yourself at least 3 months minimum for the first time frame you enter. The longer the time period this statement covers the better, as this will give you a better representation of your practice in the analysis.

Step #2:

Download our practice stats worksheet.  You will need this worksheet to pull information from your dental management software.  You can download / print this worksheet by clicking here.  

Step #3:

Give the practice stats worksheet to your office manager or front office personnel and have them pull this information from your dental software and give it back to you.

NOTE: Make sure that the data on this worksheet corresponds to the exact same time period as your income and expense statement.  You will only have to do a practice stats worksheet for each P&L statement you enter.

Once you have your income and expense statement and your data worksheet completed, you are ready! Log in to the Practice Hawk web site at http://www.practicehawk.com and enter your username and password.

You are now on the “Overview (Home) page” 

Click on “Practice Hawk” tab then move to the “Profit & Loss / Practice Stats” section.   

Click on “Add Profit/Loss & Practice Statistic Record”.

At the top of the page, set the date range of your data.  Start data should be the first day of a month and the end data should be the last day of a month.  

Once you have entered the date range, click on the “Enter Profit and Loss Statement” tab.  On this page, transfer your income and expense data to the appropriate boxes.  

When you have this completed, click on the “Enter Practice Statistics” tab.  Transfer your data from the worksheet that your office manager did for you to this page in the corresponding boxes.  When you have this completed, click on the “Save Data” tab.  

CONGRATULATIONS!  You have successfully entered your data and now you are ready to analyze! You will see your entry range of data and for each date range that you entered, you have 3 functions to choose from; Summary, Analysis and our innovative master function, The Dental Profit Wizard button.

Summary: 

This page takes the 4 crucial areas of your practice (Sales Management, Marketing Management, Practice Management and Stress Management) and gives you a birds eye detailed view of the metrics and information for your dental practice in a simple easy to read report. This includes the ever-important current practice value estimate field. This complex algorithm takes comparable sales value and discounted cash flow value to determine a ballpark value for your practice.  

Note:  Please note that the value will typically be on the low side compared to what your practice is really worth. This formula rewards low overhead and greater profitability, which will result in a higher practice value estimate.  As the program is updated, you will be able to trend values in your practice such as Practice Value Estimate.  Our trending analysis page will graph your vital statistics and let you follow your progress.
Analysis:

The page breaks down your practice into four major components: Sales Management, Marketing Management, Practice Management and Stress Management. From these 4 areas Practice Hawk provides analytics for 12 core metrics that give you an instant snapshot of the strengths and weaknesses of your practice.  The metric values are either green or red.  Green shows that you are performing that core element at a high level and red shows the areas that need the most improvement. 
Note: Click on the “?” of a metric to view the help section designed to improve that core element. You can also “Print” to print out a copy of the help section.

Dental Profit Wizard: 

This page gives you what you have always dreamed of, a simple yet powerful analytical system for a million “what if” scenarios.  What would happen if you increased your treatment acceptance or raised your fees? How about lowering your overhead? How could any of these changes affect your bottom line?

Simply change the values and see instantly the collective impact on your profits by making any adjustments to your own metrics.

If you would like to see the impact of improving multiple variables (increased fees, lowering overhead, increased number of crowns per week on existing patients, and increasing number of referral patients per month), enter values in the appropriate boxes; click the “Refresh” button and scroll to the summary at the bottom of the page.  

By experimenting with different values you can see what needs to change to increase your net profit by 100% or more.  This simple but powerful tool shows you firsthand how the easiest to accomplish improvements can dramatically increase your profit!

If you would like to print out your “what if” scenarios,  go to the task bar that displays,  “Export to the Selected Format” and choose “Acrobat (PDF) File” from the dropdown menu (or other format you choose) and then click “Export”.  The whole page will then be available for print.  

F.A.Q.

1. How long will the initial set up be for me to start Practice Hawk?

Once you have the initial data you need to start the analytics (Profit/Loss Statement and corresponding Practice Stats Worksheet) set up usually takes about 15 to 45 minutes, depending on your ability to enter data. As you use the program, the data will be easier and take less time.

2.  I have an expense that I don’t see listed on the Profit and Loss Page.  Where do I enter the expense?  

If the expense is really a doctor benefit (such as “Owner’s Draw”), you do not need to enter it on the page.  If it is a true practice expense, add it to the major category that best matches, such as Advertising, Bank Charges, Dental Supplies, Insurance, Loan Expense, Office Expense, Payroll Tax, Professional Fees, Rent, Staff Wages or Utilities.  It will be helpful to have a calculator handy if you need to add to some categories.  
3.  Some of the boxes already are populated with values.  Can I replace them?

The first time you input your Practice Statistics data on Practice Hawk, there may be some values you don’t know, such as Unaccepted Treatment, Patients from Advertising, Patients from Referrals, and Production- New Patients from Advertising, and Production-New Patients from Referrals.  The program will artificially populate some of these boxes.  If you know the correct values, replace these estimated values.  Once you start utilizing Module 1/Daily Trak, you will have accurate data to input in the future.
4.  When I go to the Summary Page, Analysis Page, or Dental Profit Wizard, I see an error message.  What happened?
Most likely you didn’t fill in all the boxes, and by default, the programmed entered “0”.  This will result in an error message because it is impossible in the utilization of equations to divide by zero.  Make sure all of your data was inputted.  

5.  The practice value estimate I received on the Summary Page seems like a low estimate for my practice.  How valid is this estimate?

The formula is an average of comparable sales value (72% of last year’s gross revenue) and discounted cash flow value algorithm.   No formula can determine the value of your practice.  This value can be graphed going forward as you add more data each month and hopefully you will experience an upward trend in your value. 

6.  How do I determine the path of least resistance to greater profitability in my practice?

Go to the Dental Profit Wizard, and at the top, enter a value $10,000 greater than your current net profit in the “Net Profit Goal” box and click on “Refresh”.  
Below you will see how much you would need to increase your Treatment Acceptance Rate, or how many new patients you need to generate from your advertising, or how many new referral patients you would have to add monthly or how much you would need to decrease your overhead expenses.  You only have to accomplish one of the changes to reach your profit goal-which appears the easiest to achieve?  Refer to the ? help sections located on the Analysis Page to the left of your red or green values.  

7. How long will it take for me and /or the staff to keep the Daily Trak up to date in Practice Hawk?

Inputting data should take as little as 5 min a day.  Remember that you are only inputting new patients and treatment plans presented.  Even a busy office will not have more than 10 of these entries a day.  
8. How important is it to enter the data for the Daily Trak? 

Very. The daily data from the module will aggregate into a powerful report showing you the conversion rate for treatments presented and accepted for each of your referral sources, marketing and promotional programs! The report will give you with bull eyes accuracy the details, numbers and percentages you need to make any adjustment in your practice! In addition, the Daily Trak module will provide you with crucial and important data for you to enter into your Module 2/Practice Hawk analysis program.

9. What if I miss a day?

Corporate analytics automatically monitors all of your data entry so if you miss a day of inputting your information, you will receive an automatic notification from your service monitor to remind you to update your records.

10. What if my office is closed?

 If the office will be closed you can enter each date with your name and put a “1” in the “Tx Proposed Amt” box and a “1” in the “Tx Accepted Amt” box.  This allows our system to know your office is closed and no automated reminder will be delivered telling you to update Practice Trak.

