
 
 

 

Front Office Coordinator (OS) Test Study Guide 

1. Phones should be answered within 3 rings and in a friendly and upbeat manner. 

2. D4C Dental Brands offers a 25% discount to parents who have no dental 

insurance and pay their visit in full. 

3. A social security number is not necessary to set up a new patient. 
4. When accepting cash payments, the parent receives a copy of the receipt and 

the office keeps one as well. 

5. D4C Dental Brands requires a medical history form to be updated every year. 

6. Confirmation call start 3 days before the appointment. 

7. State/Medicaid insurance and commercial insurance are verified at every 

appointment. 

8. A patient can be seen for a surgical consultation without a referral. False 
9. We can give a patient’s x-rays to anyone who asks for them.  False 

10. For patients with state/Medicaid insurance, the patient’s information must be 

entered as the “policy holder information” 

11. For patients with commercial insurance, the policy holder’s information 
     must be entered as the “policy holder information” 

12. Phone number, address, and insurance need to be verified at every visit. 

13. The router is verified against the ledger before being scanned into the 

patient’s Document Center. True 

14. The HIPAA form is completed on the initial visit and whenever there is 

change with the information listed. 

15. Today’s date belongs to routers and treatment plans when scanned in. 
16. The original treatment plan must be signed by the parent or legal guardian. 

17. When calling a patient regarding a balance, never leave a message 

regarding the balance or account information on a voice mail. 

18. A hold check is not an option for large out of pocket payments. 

19. If a patient drives to their appointment, they are not permitted to have 

nitrous oxide during their visit. 

20. Pre-authorizations  must be submitted for Medicaid patients.


