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Make Owedex work the way
your office works
Settings change what Owedex does: the clock it plans by, how your day is planned,

how every letter is signed, and which insurer phone lines it can count on. Every

change is recorded in the activity log.

Your clock

The office time zone decides

what “today” is: deadlines, claim

ages, bank holidays and the

close.

Your day, your way

Working hours, close time, how

many moves a day, and how

close a deadline must be to go

first.

Letters and phone lines

Sign letters with your name,

phone and NPI. Confirm insurer

phone hours so calls are

planned while lines are open.

Before you start: create your free account at app.owedex.com (Guide 0, about 2 minutes). You land in

Owedex's demo office, Bluebonnet Family Dental (made up). Every patient, claim and dollar in it is made up, so

you can try everything without your own data.

The pictures were taken on Wednesday, October 7, 2026. The demo's dates move with today's date, so your

dollar amounts and dates will be different. The steps and screens are the same.

In this guide

1. Open Settings

2. Plan your day

3. Sign your letters

4. Confirm an insurer's phone hours

5. Check the time zone

6. See it on Today
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Step by step

1
Open Settings

Click Settings  at the bottom of the left menu. On the left, the sections: Time zone, Your day, Letters,

Phone lines, Practice and more. Click one to jump to it. In the demo, changes last until you reload.

In your own office, the owner and the office manager can change these; everyone else can see them.
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2
Plan your day

Under Your day , pick when the working day starts and ends, when the close is, how many moves a day,

and how close a deadline must be to go first. The line below says exactly what Owedex will do. Click

Save your day .

In the picture: Owedex plans up to 5 moves a day, puts any deadline within 3 bank days first, shows the day

from 7:00 AM to 6:00 PM, and opens the close card at 4:30 PM for a 5:30 PM close. A plan already made for

today keeps its moves; the next plan uses these settings.
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3
Sign your letters

Under Letters , type the signature line, the billing phone and the billing NPI. The preview shows how

every letter will end. Click Save signature .

Owedex checks the NPI's check digit, so a typo is caught before it reaches an insurer. The NPI in the picture,

1234567893, is the example NPI that CMS publishes.
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4
Confirm an insurer's phone hours

Under Insurer phone lines , pick the insurer, type its provider line, and pick when it opens and closes

and in which time zone (as the insurer's manual or portal states). Click Save hours .

Owedex then plans calls to that insurer while the line is open and puts your number first on the move, marked

Confirmed by your office, with a Copy button. Guide 11 shows the numbers and emails in detail.

5
Check the time zone

Under Office time zone , pick your office's time zone. The preview shows the time and date there right

now.
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6
See it on Today

Back on Today , the bar shows your close time, and calls to an insurer with confirmed hours show

whether the line is open and its number.

A plan already made for today keeps its moves. The next plan (after the close, or tomorrow) uses the new

settings.

How Owedex works this out

Every setting is checked the same way in your browser and in the Owedex cloud: times in 15-minute steps,

the close inside the working day, a valid NPI, a US phone number.

Changing a setting writes who changed what and when to the activity log.

Insurer phone hours are only ever the ones you confirmed, or ones Owedex has a published source for.

When an insurer publishes its number but not its hours, Owedex shows the number and says the hours

aren't published.
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