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Introduction
In SFD many of the features can be customised. The setup of the program allows you to customise
virtually every aspect of your program.

Further support and help can be found Dental Software - frequently asked questions (sfd.co)

The setup tools can be accessed by selecting the SFD tooth in the top right of the SFD software.

T . - .
*\a}«?: Systems For Dentists a User =« Patient - 231

The Setup menu will appear which is spilt into different reporting sections.
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Referral
,‘% Contacts “-.é Types “é Status ,‘% Pause

Accounts:
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https://www.sfd.co/faq.html

Setting up a user
Click Users from the SfD setting menu

ists _ «is Patient = A,

Logoff 'Martin Huskins'

Logonuser2

Change passwaord »

= -0 G2 G2

Changerecovery number » |

Click add to add a new user and fill in the required details.

| HUSKINS, Martin Properties

General ‘ 4 Quick Codes | ] Quick Text
W Active Sundry Sales 413 Patient
| * Details B allow to sell Open: Detals -
Surname; Huskins Portrait T NHS
Forename: Martin -
Il FormType: General -
Title: Dr ¥
- =5 - % 2] pental Monitoring
Doctor:
DOB: 3 /101968 (none) -
Addressee: Dr M Huskins Praches
o s BDS (Cardiff) 2001 MFDS RCS Eng
| GDC: 669312
Username: DEMO 7
E-mail account: (default) -~
Shorthand: MH
Treatment charging: & 2] save

¢ Cancel

for Dentists_

Once you're happy and you want to save the profile it will ask you to add this patient into the

relevant group.

Add the user to the relevant groups.

User Group Setup

Administrator
Dentist
Receptionist / Nurse

Standard

Show inactive

+ News - Edit ﬁ Close
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If you want to add a new group in then you can click “new” in the bottom left-hand side of the box.
From there you will have the option to add in a new name for the group change the settings of a said
group this is the permission that members of this group will have on the system and the members
tab where you can add in the users.

— Y2
|| Mew User Group Properties X ok Dentist Properties X ha Dentist Properties o | ]
= | | —
General |Settings | Members F | General | Settings |Members & © | General | settings | Members E
L e
V' Acti
e o General Appaintments ‘ Patients | Accounts | |ﬁ|E| tz RILEY, Eizabeth - + Add
General SMITH, Amanda
! ¥ Remove
. Permission Allow = Deny
Name:
Custom field setup IF IF |
Human Resources IF IF
Medical condition setup P ¥
Medical question setup P ¥
Occupation setup IF IF
Printer Settings IFJ IE:J
Product category setup F F
Product copy price list =
Product material setup F F
Product setup F F 1
ol | Scheme setup = |l ol =
i ionatr (B ] ] v
:I D save | W cancel ]
-l Save Cancel
i ﬂ L save | X Concel F—m x

Creating a book for a performer

The SFD dental software allows you to personalise each of the dentists” working hours within the
book with their start/finish times and when they are off.

How do | set up a performer’s appointment book?

To access the Books setup, click on the Tooth button in the top left-hand corner of SFD and go
into Setup.

le}\ Systems For Dentists & User
Style 4
@ Beports

4| Accounts (Basic)

| Accounts (Full)
| Utility
vl Setup

About Systems For Dentists...

From there click on the Books button (Shown below), which is located under the Appointments bar.

System

‘I.T—a Frogram i Fractice W Users 'l-:-"a Location Patient Portal Daily Report User "Quick” GOPR System Reparts Externale
CRe e <4 <
Patient
.I'“ 2 e o N— & 70, Accounts iy N —
bl €3 hie ahp Ayl rees LY

(G e s Werge Tex R [S=|r— @ Soeing ch 00 Fod meorse e e

Dacuments.

A=

Appomtments.

@am ESW @mm @mmmm @wmm
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The Appointment Book Setup window should now appear. Within this window is a list of all the
dentists/hygienist with an appointment book in the system. To see any inactive books, click on
the Show Inactive checkbox in the bottom left-hand corner of the window. To edit any existing book,

highlight the one you want and click on the Edit button. To create a completely new book, click on
the New button.

Appointment Book Setup i
Elizabeth Riley |
Helen Smith |
Linda Mason i
Martin Huskins 7
Nigel Taylar ¥
Show inactive
=+ New Edit B close

When creating a new Book, the next window which will appear is the User Select window (shown
below) from this window just click on the person you want to create a book for and click on
the OK button.

User Select l&r
HUSKINS, Martin Dentist
MASOM, Linda Dentist
RILEY, Elizabeth Hygienist
SMITH, Helen Hygienist
TAYLOR, Migel Dentist

USER, Demo

«f oK x Cancel

—_ ]

The Appointment Book Properties window should now appear (shown below). The first thing to do
in this window is to type in the name of the book you are creating in the Name textbox.

The next step would be to set the location of where the user will be working via the Location drop
down list. Pick the colour for your book by clicking on the drop-down list next to the Colour label.
As you can see there is a tab named Week 1, this is the number of weeks in the rota currently, if you
wanted to add more than 1 week to the book, just click on the Add button in the bottom left-hand
side of the window.
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=
Appointment Book Properties o — @

User: User, Demo

Name:; User, Demo Y Active
Location (default): I -
Colour: I Red -

Weekt |

Cyde for [ 2] week(s)

I Mon I Tue I Wed I Thu I Fri | Sat I Sun I '

+Add [ Delata 2] save x CEHCEJI

E — R —
Once you have clicked on the Add button, the Systems For Dentists dialogue box will be brought up
to confirm that you want to add a new week to the cycle, click on the Yes button to continue.

Systems For Dentists [— -
[0] Add new week to cycle?
e 0 s
=

A new Week tab will now appear on the Appointment Book Properties window (shown below), with
a whole new week of sub tabs beneath it.

To delete a week cycle, highlight the week which you would like deleted, and click on

the Delete button at the bottom of the window, that will bring up a similar dialogue box to the one
shown above. Click the Yes button to confirm you would like to delete the weeks cycle.

Systems For Dentists l-" .o

:_| Add new week to cycle?

Right below the Week tabs, there is a number edit where you can enter a number, this number is for
the number of weeks you want that particular week to cycle for until you move onto the next week

on your rota.

Now once you have added more weeks and decided how many times those weeks should cycle for,
the next step will be to start adding in the session working hours within the day tabs. To do this click
on the day your dentists will be working, and click on the New button.
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Session Properties . s @

General I

Session

First appt: {39:00 i
Last appt: 12:25 i

Interval: 5 -
Type: Blue - '
Location: (default) _d

f:l Save x Cancel ‘

= = = )

The Session Properties window will now appear (shown above). Within this window you will be able
to set the time the session will start and finish via the First appt and Last appt drop down lists, what
interval duration you would like your books to have and the type of session you would like to create.
The Location drop down list will allow you to set a location for this session, if you leave it as default,
this will take the location which you set within the previous window. Once you are happy with all the
details you have entered, click on the Save button.

If you ever needed to go back into a session, double click on the session you would like to edit, or
just simply highlight the session and click the Edit button, which is located on the right-hand side of
the window. To delete a session, highlight the one you want and click on the Delete button located
under the Edit button.

Appointment Book Properties p— @
User: User, Demo
Name: User, Demo v Active
Location (default): lSURGERYl @ Dental Practice -
Colour: I Red -
Week1 | weekz |
Cydefor 1 |= week(s)
I Mon | Tue | Wed I Thu I Fri | Sat | Sun | '
iSO - e
(default)
Edit
I ¥ pelete l
Copy
' Paste l

+ Add x Delete o save x CEI‘IEE'JI

= _—

As you can see from the window above, | have set a session to begin at 9am and end at 1pm. Now if |
wanted to have my lunch period from 1pm to 2pm, | would create another session on this day to
start at 2pm. This will give you a 1-hour slot between the two sessions where appointments cannot
be booked in.
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Appointment Book Properties — &J
User: User, Demo
Name: User, Demo vV Active
Location (default): [SURGERY1 @ Dental Practice v
Colour: W Red -
Week1 | weekz |
Cydefor 1 = week(s)
I Mon | Tue | Wed I Thu I Fri | Sat | Sun | l
+ New
(default)
" Edit
If | | (eSS X - |
(default)
Copy
I Paste |
H
+ Add x Delete f:l Save x Cancel

|- I —

Once you have filled in the sessions for one day, you can easily copy those exact sessions to another
day by highlighting the top session and clicking on the Copy button to the right of the window. If you
then go into another day tab and click the Paste button, located under the Copy button. This will
then bring in the sessions you created on the previous tab to this one.

Once you have gone through all the day tabs within the first week, you then can click on the next
week tab and repeat the process.

Now that you have entered in all the sessions you need for each week, click on the Save button in
the bottom right-hand side of the window.
Your new book will now be created and ready to use within the system.
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How do | change the session types?

In SFD the appointment book can be organised by session type to allow certain types of
appointment to be booked or not booked in certain slots. It is also beneficial for to create none
bookable areas such as lunch slots. This also allows you to book appointments by session type such
as emergency. The session types can be colour coded.

In the Setup menu select session type.

Appointments

@ Books @ Session Types @ Reasons @ Cancellation Types @ DMA Reasons

The appointment session type window will show any existing sessions types and their assigned
colours. They can be checked or checked to use. To add a new session type, click New. To edit an
existing session type, click on the session type you wish to edit and click Edit.

Appointment Session Types

Default
Emergency
Martin

Private
Treatment Only

Show inactive

+ New

Edit

o@mo
[ NN )

0oa

E Close

*

In the New appointment session type properties window give the session type a Name such as
Emergency, chose the colour of the slot and type of slot. Click Save

Normal: allows the slot to be bookable

No Appointments allowed: make the slot unbookable (Such as lunch slots)

General
@ active
General

Name: Emergency

Colour: “:‘ Custom...

~]

Type: Normal -

Web appointment: [
No Appointments allowed

Book on the day: [ 7

m Save

x Cancel
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How do | change book properties for one day only?

Click the Appointment button on the Main Menu.

G\JU?\ Systems For Dentists & User ~  «j Patient - 3 Appointments (Ml Tasks =[] Email ? T Ev Search

Click on the drop-down arrow next to the performer name in the appointment book. Select Day
Properties

ay 21 April 2023

v HUSKINS, Martin

,‘ﬂ' Notes
@ Day Properties

@ NICKLE , Luca Master (794)
Examination

25 NICKLE , Mohammad Mr (795)
Examination

|z MARKWELL , Matthew Master (796) |
- 1

From the Appointment Book properties. New sessions can be added based on sessions types you
have previous created, for example adding in an emergency slot or changes session times.

Appointment Book Properties 21/04,/2023 *

2:00 - 12:00 = ew
(default)
Default " Edit

12:00 - 12:20 Delete
(default) x
Emergency

13:20 - 17:00
(default)
Private

Cloged

m Save x Cancel
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For each performer you will have the option to record their holidays within the system and have the
options to cancel a day (if a performer is lll), add in a blocked time (if a performer has prior
arrangements that day) and in general closing a day for a performer.

How to add holidays in for a performer at the practice

When on the appointment book you will have a drop-down oven that will give you multiple options
to customise the diary and also add in the options to add in holidays for performers.

i,/ ) SystemsForDentists (4 User v i} Patient ~ (7l Appontments I Tasks [JEmal % ~ & ~ Search

<M | <W | <D | Today| 0> | W> | M> [3m> | 6M> | v> || [pay) week |uet| | 8| - || 4 |8 | % | |« | 7| Bviant | (&R | & B2 ~ -

Show cancelled appointments

I:‘ Show balance flag

4 Jul 2023 »
Mon Tue Wed Thu Fri Sat swn Monday 31 July 2023

% 27 8 29 30 1 2 + HUSKINS, Martin - (0)

3 4 5 6 7 8 9 B3 Sshowtelephonenumbers

001112 13 14 15 16 Show patientID

DD e = Show patient reference

24 25 2% 27 B 2 N

3.1 2 3 4 5 & Q00 |[maROSETT, Jesmine (3767) s KELP , Mason (4777) V| Showduration | @ HANCE , Lauren (:
~ ||pord Up 60 minutes ¥ | Show email address Child Examination
_ ||50 minutes

10 Show patientnote = SERMONS , Elie (2]
= = Show points
20 Show current time

= 4 Showintreatment flag

e Show patient summary

= Show box number

- Show book notes

Overview

SplitView

Both Sidebas

[ Block Cancellation

_ - [% CloseDay
@ TAFF, Lara (3503) _
1% |[Extraction A

|20 mnutes G| calendar

SHARPER , Mia (1132)

Within here you will see 3 options down the bottom in which you can use to add in the holidays and
days blocked for a performer at the practice.

For adding in holidays for a performer we will be using the “calendar” option mostly but “close days”
can also be used to add these in.

When you are using “calendar” it

will load up a calendar for the e : ( nmm - :: - ;,,,;
entire year for the performer you o i s S
have selected at the bottom of m = m d m
the screen if you want to change i S E e
which performer you are looking u“"'"‘“‘,“w“"jm% . """"““m"("m?j — “”“‘1“&“ —= ””"’“‘“‘::jmif“”

st simply jus slected a ifferent  [mm— 111 fuiis Ll
performer from the list. If you — P T o S

know what days that performer is ] i e o 0. o . | [
not going to be available to work foswnsuolowouwsnnnfsn ,”f i Ll ik
simply double click on the days M x> ”m :} o SEERE m

and when they turn yellow that is
that day then closed. If you do _

make a mistake all you have to do is double click the day that is yellow and that will reopen that day
for you.
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To add bank holidays and national holidays on the system the easiest way to do this would be to use

the “close days” option from the drop down.

This calendar will just show you a month by month view.
Once you know the days you are going to be closing you

simply select the day and the performer underneath who
are available on that day by ticking and unticking by their

name. Once you are happy simply just click the “close

day” option in the bottom left to block that day off.

Note: This only allows you to do it one day at a time and
you will have to do it for each national holiday the only
benefit is that it allows you to do multiple performers at

once.

Cancelling patients for a day at the practice

Within the drop down you have the option “block cancellation” this gives you the option to cancel

&=

60 r

Date

Mon

Tue

Wed

Jul 2023
Thu

Fri

Sat

[a ]

Books

|| HUSKINS, Martin

| Nigel

|| RILEY, Elizabeth

MNote

[¥ Close day

¥ Close

out all of the patients in a performer’s diary on a specific day in the event that the performer is

unwell and absent.

All we have to do to achieve this is again
select the day from the calendar about and
which book you are looking to cancel for that
day.

From there we need to input the reason for
the cancellation of the appointment and any
actions we want to send for the patients to
receive in regards to the cancellation.

Once happy simply hit “ok” and it will action
this.

13| Page

Dates

“ 4 Jul 2023 b
Sun Mon Tue Wwed Thu Fri Sat
25 26 27 28 29 30 1
2 3 4 5 g 7 8
| 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 23
a0 N 1 2 3 4 5
Appointment book
HUSKINS, Martin iv
Reason
Action
Letter (none) -
E-mail (none) -
SMS (none) -
- o % Cancel
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In SFD reports can be created to analyse key performance indicators (KPI) of performers and
patients. These reports allow you track to practitioner performance, analyse business areas of top
performance and areas for development. Patient information can be analysed to see patient in
debit, DNA appointments or patients without recall appointment, plus many more. This guide
discusses the reports that a practice manager may find useful for managing and checking KPI’s.

Reports can be accessed by selecting the SFD tooth in the top left of the SFD software.

nf Systems For Dentists [ User = ) Patient - /274

The Reports menu will appear which is spilt into different reporting sections.

Appointmen
Reminders Report y Appointment Notes Outlack i Occupancy "B Cancellations Portal Appointments
I EI (2] £l (=]

Patient
Y Payment & 7 ] =
- 6‘ Patients . . Balances \ , Accounts Recalls e New PFatients Allocation - e Demographic Postcode 7y R il /*j L
o - =, s
% Marketing ﬁrﬁ Scheme “6;\(59;; ygag| payment prans = Tumover Iﬁ‘ﬂ Portal Packs
= > EE) BE
Treatment
/ R S / e /' completed on
/" Farms / Items / For Others gD, Ealancas / ‘Behalf OF
Accounts
= ] _—
Payment & i Outstanding Write-Offs {1 Turnover [ Qe
Allocation is B
Referrals
® 's »
it RS In - Referrals Out g "
nns

5 wos MERvossunmy [ sowtes  [EE DEriosnce QU Flondsandeomy A miecm [T sy Repot

Framework Report

Miscellaneous

1> > Ty e . s 7 Frrve
Byl s ﬁdﬂ Sundry B o Vg [restment gy Fotient Assessment ¥} Logon History | pocuments f Notes JCA, schedule Scheme Reports
PG completion Screens M5 Screens / H | E p )
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In SFD the appointments section looks at data from the open appointment books. The information
can be filtered by performer or by scheme.

Report
The appointment report can be found in the appointment section. Click the Report icon.

Appointment

..... o a e
E Reminders @ Report Appointment Notes @ Outlook ‘ A 21 Occupancy Cancellations @ Portal Appointments

Select the Report button to generate the report.

G Repaort | == is r:l

Select the date range from the drop-down options menu.

D ates: Al -
All

On «f OK
Before

After
Batween
Today
Current Week

x Cancel

Current Maonth

Currert Quarter
Current ¥ear
Financial ¥ear
Month to Date
Quarter to Date
Yesterday

Last wWeek

Last Maonth

Last Gluarter

Last Calendar Year
Last Financial Year
Next week

Next Month

When the report generates you can navigate through each tab to view various appointment data.
The attendance tab will show the occupancy of each performer.

Select by period and by Count. This will show the occupancy of each performer for the given time
period that you have selected.

NB: As a practice manager you are looking for over 90% occupancy rate with a top target of 98%.

Dates: 01/01/2023 to 31/12/2022

Book: (all) w Scheme: (&l -

E Attendance

Eh-"‘ DA h] Hygienist Fﬂ Reasons | Reason -E]} Patient / Reeasan E¥ Cancellations | <1 Patient “ Portal
Period: by period *  View: by count -
Date Book User Open (mins) Vacant (mins) | % Ontime W
HUSKINS, Martin HUSKINS, Martin 420 175 sz 1
Total HUSKINS, Martin HUSKINS, Martin 560 2 B 0
Total HUSKINS, Martin HUSKINS, Martin 330 135 5353 0
Total HUSKINS, Martin HUSKINS, Martin 330 40 m 0
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The DNA tab shows appointments that patients did not attend. The report will also show the
number of hours/ minutes that have been lost to DNA appointment. The report can be filtered by
book, scheme and urgency.

NB: It is important to note that this tab only displayed the information. A similar report can be
created using the patient report, where patients can be directly contacted from the reportin a
block,

W for Dentists_

G Report = Print n|‘. Patient m Export

Dates: 01/01/2022 to 31/12/2022
Book: (ally | Scheme: (all) - Urgent: {nfa) -

@ Attendance ‘ @DN‘ |E} Hygienist |mReasons |Reascn

.?3 Patient / Reason ‘ a‘ Cancellations | +1 Patient ‘ “ Portal |

Date Time Book Performer Patient DOB iip Duration  |[s="] E @ ~ Reason
01/01/2022 9:00 am HUSKINS, Martin HUSKINS, Martin METCALFE , Cerys 11/05/2008 4 EE 30 (unknown)
01/01/2022 9:30 am HUSKINS, Martin TAYLOR, Nigel ROSAMOMND , Lucas 25/02/1970 ‘} & 20 (unknown)
01/01/2022 9:50 am HUSKINS, Martin TAYLOR, Nigel WOLL , Cameron 22/04/1964 ‘} [z} 20 (unknown)
01/01/2022 10:00 am RILEY, Elizabeth HUSKINS, Martin AYLOR , Alex 27/01/2008 ‘} & 40 (unknown)
01/01/2022 10:00 am Nigel Taylor TAYLOR, Nigel PROVAMCE , Imogen 12/10/1998 ". ‘ 20 (unknown)
01/01f2022 10:10 am HUSKINS, Martin HUSKINS , Martin ASHURST , Tom 05/01/1988 L wmm 15 ({unknown)

The Hygiene tab will show all hygiene appointments. You need to select by period to see hygiene
appointments, DNA and PLC (Patients late cancellation). This data will only be related to hygiene
appointments.

Book: [ELY hd

@ Attendance | @ DMA | ™ Hygienist |f’ﬂ Reasons | Reason | 1% Patient / Reason | EB‘ Cancellations | 414 Patient |a Portal |

Period: by period *  \View: by count ~ | Dentist:

Date Book Hygienist Dentist Attend DA FLC
RILEY, Elizabeth RILEY , Elizabeth 1 % a
Total RILEY, Elizabeth RILEY, Elizabeth HUSKINS, Martin 3 2376 ]
Total RILEY, Elizabeth RILEY, Elizabeth TAYLOR, NMigel a 26 a

The reasons tab will show a pie chart with the various reasons for appointments. The report can be
filtered by book, scheme and urgency. NB: this report is useful for an overview and help to target
marketing campaigns.

Dates: 01/01/2022 to 31/12/2022
Boo:  (al) v | scheme: | (al) v Ugent: (nfa) -

] Atterdorce [ 0hA | g rygirist "ﬂm Resson | T Patint /Reasen | EX¢ Cancelatons | 4 Patent | @ portal

[ [eme count
|/ Examination a
IR Scale & Polich 20

17 Hew Patient Examination

p (veatment)

139 Scale & Polish 0

£ Records

) Pan

2 Fiings

7 Exiraction

20 Dermal Filers

£ Crid Exarminaton

Bk e e e e koo B

(restment)
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The patient/Reason tab allows you to view the data for patient’s reason for an appointment. The
report can be filtered by reason by selecting the reason from the drop down.

Dates: 01/01/2022 to 31/12/2022
Book: (@l v Scheme:  NHS v | Ugent: No -
[@) attendance | ) DNA | N Hygienist | [7 Reasons | Reason | i Patient /Reason | Cancellations | 413 Patient | @ Portal
Reason: g {treatment) -
Dare /gl st Patient DCB B  Reason SCHEME_IM|REASON  URGENT
.t# (treatment) » =
29/07/4 73+ Child Examination BOLTON, REECE MR 18/02(1978 [ (reatment) 140 2 Faise
17/08/] EUDW” /Bridge Prep [INS, Martin DAGGETT , Max Mr 26/08/1957 [ (treatment) 140 2 False
1 Debond
L7108/ 8 ol Filers FINS, Martin DAGGETT , Max Mr 26/09/1957 g, wA (treatment) 140 2 Faise
09/12/] ¥ Examination FINS, Martin NICHOLLS, Mason Mr 28/12/1997 5 mm (treatment) 140 2 Faise

f#iExtraction

IFilings

[3¥INew Patient Examination
[Z11Pain

[FilRecords

f2¥1Scale Polish 20
faiiScale Polish 40

The Cancellation tab allows you to track cancellations in more depth. As these can be filtered by
cancellation reason.

Dates: 01/01/2022 to 31/12/2022
Book: (all) ~ | Scheme: NHS + Urgent: Mo -
E Attendance E&P DMNA | o Hygienist % Reasons | Reason | Jg Patient /Reason E!‘ Cancellations i Patient u Portal
Reason: (&l -
~ " =
Date u}[by practice) Patient DOB g Duration (g} o u} Reason
0405(] .7, (by patient) OR, Nigel ANNAND , Amelia 16/02/1981 [, mm 50 ij Patient Cancelled
04fos/] 41 Arrived To Late So Rebooked OR, Nigel AGER , Yasmin 22j12f2006 [, mmm 2 (73 Patient Cancelled
25 Could Not Wait So Rebooked X
04/05/; Dentist I NS, Martin MANTELL , Imogen 11/09/1932 L TE 15 414 Patient Cancelled
2204/ \JMEE'E In Error NS, Martin MARKWELL , Matthew 06/05/2016 l} [wes] 15 iy Patient Cancelled
14/04f]° ',.Ea:e”: Ela”ce"e‘j NS, Martin UPTON , Jake 19/04/1958 [ 15 47} Patient Cancelled
1 Patien
1204/ 1% Patient Short Motice Cancellation NS, Martin BARRLS , Freya 29/03/2000 g TE 15 414 Patient Cancelled
11/04/] (8 Practice Cancelled NS, Martin WIGLESWORTH , Oscar 27/01/2005 7w 20 ij} Patient Cancelled

The patient tab lists all the appointment that have taken place in that reporting period. This report
can be filtered by book and scheme.

Dates: 01/01/2022 to 31/12/2022
Book: Scheme:  NHS -
E Attendance E}\ DMA ﬁ] Hygienist ﬁ Reasons | Reason -‘E',? Patient / Reason E!‘ Cancellations | “1a Patient “ Portal
Date Time Book User Patient DOB iin NI Duration
23/08/2022 9:45 am HUSKINS, Martin HUSKINS, Martin JANMEY, Josh 21/06/1972 l} : 20
26/09/2022 11:15 am HUSKINS, Martin HUSKINS, Martin HAMMING , Archie Mr  25/10/1965 l} [nwis] 15
26/09/2022 2:00 pm HUSKINS, Martin HUSKINS, Martin HAYMAN, George 01/07/1985 o mE 0
28/08/2022 11:25 am HUSKINS, Martin HUSKIMS, Martin HOVEL , Erin Miss 11/04/1995 4y T3 35
05/10/2022 10:00 am HUSKINS, Martin HUSKINS, Martin MADER. , Kieran Mr 21/04/1973 l} : 35
07/10/2022 2:15 pm HUSKINS, Martin HUSKINS, Martin KEECH, Tegan 16/05/1935 [nwis] 15

The portal tab will show all patient appointments that have been booked using the online patient
portal. This report can be filtered by book and scheme.

Dates: 01/01/2022 to 31/12/2022
Book: ;(all) ¥ Scheme:  NHS -
E Attendance E}\ DNA E} Hygienist % Reasons | Reason -‘E} Patient / Reason E!‘ Cancellations | 41 Patient 0 Portal
Date Time: Book User Patient DOB i Duration
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Occupancy Report

In SFD the occupancy report can be located in the appointments section of the reports screen. This
report allows you to see the number of hours spent on appointment versus appointment availability.
Occupancy will be shown as a percentage.

NB: As a practice manager you are looking for over 90% occupancy rate with a top target of 98%.

Appointment
m Reminders E Report 4 Appointment Notes @ Outlook E‘s FTA @ Occupancy Cancellations Bz‘l Portal Appointments

Select report

— G Report

Select your required date range from the drop down.

Dates Al -
Al

On «f 0K | % Cancel
Ecfore

Alter

Belween
Today

Cunent week
Cunent Month
Cunent Quarter
CunentYear
Financial Year
Morth to Dats
GQuater to Date
Yesterday

Last Wesk
Last Month
Last Calendar ear
Last Financial Year
Nest'week

Nest Morth

The report will appear, which can be printed as a hard copy or printed to PDF and saved as a
document.

7 St | @ o <] |G et «| Wisetrens| | s | Const | € [-| 75 eos m  -om
~ bt (g Repart []
ST — R
Appointment Report
B
Book Scheme \Mwaiagle thrz)  Bocked fhrz)  Apportmertz  |Oczupancy (%)
e T e w
e .
na >
50 i
Tt s
28 a
23 s
v 5
s o
o s
i, St e
o i
we B
e v
ik o
G e ] ]
ST 3
g o - s
B oo mDLCBEYPEDE G i ©
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The report can be filtered by all performers or by individual books. Select the drop down to choose

your filter option.

nJ) Systems For Dentists

?ﬁ User -

== Print G Report

Date: 01/01/2023 to 31/03/2023 Book: (all)

1y Patient ~ & Appointments | [BW Tasks

HUSKIMS, Martin
Migel Taylor
RILEY, Elizabeth

7 Email |F - Search

=i~

Cancellation Report

In SFD the cancellation report allows you to look at the reasons for cancellations over a given period

of time.

The report can be located in the appointment section of the reports screen. Select the Cancellation

button.

Appointment.

E Reminders 21 Report i

Appointment Notes

21 1 Outlook

r&— A 21 Occupancy ra Cancellations. 21 ! Portal Appointments

Select report to generate the report.

G Report

Select the date range from the drop-down options.

-
1

All -
I
On
Before
After
Between
Today
Curent ‘wWesk
Current Month
Curent Quarter
Current Year
Financial ear
Month to Date

Dates:

«f 0K x Cancel

The report will show a list of all cancelled appointments with reasons for the cancellation.

i,/) SystemsForDentsts | () User - i} Patient - [MAppointmens MM Tasks | lEmal F - 5~ Search
(@ Report || <), Patent | =~ Print

Dates: 01/03/2023 to 31/03/2023

Book: (all) v | Reason: [(al) =

Canceled /| Date Time Sook User Patient D08
03/03/2023 03/03/2023 1:20 pm HUSKINS, Martin HUSKINS, Martin REAY , Phoebe 24/04/1959
03032023 0303205 1:350m HUSKINS, Martn HUSKINS, Martin FURMAN, [szbela 24/06/1972
03032023 03032013 Z35pm HUSKINS, Martin HUSKINS, Martin BLOCMFIELD, Brocke 02/04/1363
03/03/2023  0303/2023 250 pm HUSKINS, Martin HUSKINS, Martin BRODHEAD , Lara 03/12/1959
06/03/2023  06/03/2023 205pm HUSKINS, Martin HUSKINS, Martin LESTER , George 01/08/2007
06/03/2023 14012023 10:25 am HUSKINS, Martin HUSKINS, Martin ASHBY, Samanitha 10/06/2002
06/03/2023 27/12/2022 4:00pm RLEY, Elizabeth RILEY, Elizabeth ASHBY, Samantha 10/06/2002
07/03/2023 07/03/2023 10:20 am HUSKINS, Martin HUSKINS, Martin MEDLER , Henry 23/10/1986
10/03/2023  10/03/2023 2:200pm HUSKINS, Martin HUSKINS, Martin COLT, Joshua 16/01/1975
I3 150323 1540 pm HUSKINS, Martn HUSKINS, Martin ELLICOTT , Matthen 07/03/1971
T0IRB 170303 1:35pm HUSKINS, Marin HUSKINS, Martin VOLK, Logan 16/11/1971

ia

Duston &/ |Reason

@ 15 13, Pavent Canceled
s 15 13 Patient Canceled
s 15 13 Patient Canceled
wm 15 i3 Patient Cancelled
) 15 73 Patient Cancelled
o 15 i3 Patent Canceled
L] 2 i3 Patient Canceled
L] 2 §B Mace In Error

@ 15 3 Patient Cancelled
wa = 73 Patent Canceled
o 15 i3 Patient Cancelled
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The report can be filtered by performer and reason, by using the filter drop-downs.

Dates: 01/03/2023 to 31/03/2023
Book: (all} *  Reason: (al)

In SFD the patient’s report is extremely powerful. This report allows you to query a wide variety of
patient data.

You can run a patient accounts report using the patient report features to find patients that have a
balance over a certain value.

Patient Report (Accounts info)

Select Patient from the Patient section in the report menu.

m:ﬂ/me‘s ) o 7, Balances 21, Accounts mku”s l Postcade ;i: Mo
G s s e [ e
Select new
New | ¥ Open [=
Scroll along the tab using the arrows until you see the accounts tab.
Patient Report Properties *
o Treatment Form | o4 TreatmentItem | [ Postcode Document | 8 NHS | 2= chart | & Accounts @ corr 0o

¥ Indude in report patient with:

Dates: Current Year - 1/1/2023 to 14/ 4 /2023
Amount: More than - 20
Performer: fany) i

Tick the box to include in report.
Select your dates range from the drop-down.

Select the amount option from the drop down and type in the value. For example, patient owing
more than £20 on their account.

This report can also be filtered by performer.
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-t‘} SystemsForDenists | [l User + o, Patient + ‘Wappoiimes | WiTasks | Emal T - 5. Search [
tew Vopen | Beit [loo: Tismers Ssepshot v wpmt el “fmai| 2 95 5 bl vk ) patent | ¥ Bpat 5 Chnge v
Hew Report
D Fatent Te i D0 Reference Denst Status mieed et Frtst  latfom  lstist  lstean  LastHgen lstrecl  Aponiment 4
1555 ASEY, Sanents Ms o wpsne s [ oS HISDS Makn e TAE DS YN 00NN ONIND DAY YOS D0AB
¥ 309 ASFED, It W o Bosioss 309 W o HSOS Mk e 70218 DOTNE OB GAAAB  SOAAB YOS 2405 0N
5L BAVSOEN, Geoe W @ ShEn st W = HUSTS arin Reconts HOSAE MOE B2 BOAR B2 DRYOS 2SR
| 1555 DEBAL, Jorathen W @ worem s W HSOS Main e U5/ GOAL  BYRB  90AAB  BNAD DRSS 2y opsEr o
| 018 GLEET, Arche wacter o mpyam 0 W o Hss Matn e DjAE TEME WS WED  ojnn  DhYms  2yms  oesar
¥ 153 HIMMDG Ry Vacker 1 B = HUSTS Marin e BjAs DOYNEL  00YMS TR OSOYAS YES 2e4s  Dpms F
¥ ESARERE W i ! B = HUSTS Marin e DjAsE BOYNE 070N UAMB WNAE YIS 2e4s  dums
307N, Teby wacter o w307 [ o HSOS Matn e 006/ BUYNE  BRYNZ EIDN AN 2005 20N San
o 103 EARIEY, kim '3 @ Uen ws W g Hsos, Main Adive Hoyas BB N0YER GNIMB i Rpyos  2pges  sensn
o 155 R, Re W @ woem e W o Heos e Adre jjan BRME  WNE NN N 204005 2645 oesEr o
o 1505 KNGS, Cabm W @ oo ms W o HE0s e Review jeAE BOAL  0YNZ  TRAAZ  GNYNZ 2SS 2o opsar o
¥ 119 LACE Mark W @ soyem ne W o Heos tem Adre moyas WoUAE  5WAS 5REE S0E 2 2MEs ZEDn
LI5S MAE, Phoche s o Bojoe 155 W o= Hsos bem Adire el GOYNE  ANE 0NN LAYDE Y5 245 603D

Balance Report (Bad Debt)
If SFD you can generate a report to show any patient with a debit account (Patients with outstanding
balances).

In the reports menu select Balance from the Patient section.

Patient

Vrﬁ Patients
ay ®

% Marketing

. -

m Recalls < % New Patients @ P:IKI’::;“:: ‘% Demographic l Postcode
AP f I -

38t

&

Payment Plans

S Portal Packs

Select Report

(@ Report ||| e Print ||| ] Letter ||| 45p Patient ||| B9
I

Select Balance type from the drop-down option. If you are looking for patients with a Debit balance,
select debit from this list.

General
Type
Balance: (gither) -
f (either)
Debit
Amount: 1]
Patient
Status: (&l =
Treatment
In treatment: [ignare] -
{2 Appointment
Has appointment:  [Ignore] -
Clear ’I oK x Cancel

Add in the value you are looking for. For example, patients with balances over £20. You can also
choose from the other option boxes what their patient status is, if they are currently in treatment or
not and whether they have a booked appointment.
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Balances Report Properties X
General
Type
Balance: Debit -
Age: (any) R
Invoices: [grore] =
Amount: 20
Patient
Status: (al) -
Treatment
In treatment [1gnore] <
21 Appointment
Has appointment:  [Tgnore] -
Clear \f oK x Cancel

When the report runs a list will be provided with patient that meet your chosen criteria.

for Dentists_

t‘:’) Systems For Dentists [, User =4[} Fatient = | " Appointments

ks

Semal | = -[5-| Search

(f Report | w Brot | et | ) Pabent | [F Export

D/ Pasent Tide s DOB Reference  Datevist Current 0dsys s0days ‘sodays ‘Balance. = Dentst Mext Stans
2757 s, ebeca T R R ] “n 5 s s, earn osmsrm sce I
4281 ABBOT , Teyior " & veusn am 1oy 1500 100 .00 TAYLOR, Nigel 10m chve
553 ACOME, Hewy " & smEm ms woran s s s MU, Martn s active
3702 AGER , Yasmn M § mrees w2 1117200 780 37.80 .80 TAVLOR, bigel 151272022 Aelive
2958 MOOUS, Wilkam " @ BEyem me 18021 100.00 100.00 100,00 SN, Martry oajpe0zz  Actve
5195 ALLEN, Mark " & vmyem 595 2380 2380 ET) SIS, Martn actve
1661 AREER, Ly . & wmumss wer 24122 an am am S, Martn vz adive
1658 ASET, ez " 5 mmums s 002 T 52 =sm WIS, Martn Wz adve
1421, ASFIELD, Richard " PR sy w0 e w0 HUSKE, Martn 18I Adive
2662 ASHTON, Ben. L3 @ 0amymr e 0220 1510 15630 156,10 HUSKNS, Marty 00022 Ackive
550 ASPINWALL , Lk - & orms w0 010672020 nm 280 ne s, Martry 3D s
5147 BOLTOM, RANSAY wd G eeamm e o @ = TAYLOR, tigel wemz Ace
2953 BACHER, Rome e [, mpysm mm nnvan w341 14 WIS, Martn 18RS0T chive
1315 BATER, Jonathan " & sopsn s 40272023 80 18 MU, Martn 150SE0T Active
1895 BEAM, Wilam " & 1509881 185 0350372023 .20 6.2 HUSKNS, Marty 190507 Active.
3556 BEAMES, Joke LJ PR L 08/12/2020 o, 25.80 HUSKNE, Martn QYOI Active
313 BERER, Kot " & e 3E 380 ) .30 MU, Martn 10SE0T Active
1059 BEARDALL, Erin s & D4D5/1985 1065 13/03/2023 568,28 568.26 HUSKINS, Martin 2403023 Active
3705 BIGGERS , John " @ wosmm e 18112020 13500 13800 TATLOR, Ngel 14122022 dctve
1251 BLOCMFTELD, Brooke s [, soeme m osma/mat 2 26m0 S, Martn sz
20 BL0R, S M [, 1soNme 20 oS a0 0800 S, Martn sz adve
48 EOMDEN  Lasce " 5 onmm ss ey 080 10800 WSO, Martn ez actve
196 BREWSTER , Lbby s 4 Bo7eT 18 2200 1,21500 1,215.00 HUSKINE, Martin 6012023 Adive
3648 BRILL , Somenths s L omysis %e 0112020 am ax TAYLOR, Ngel 05/10/2022  Ackve
4401 BRITTINGHAM , Jushua " & 18hojmes w01 o402/ sa0 5000 TaMLOR, tigel 10223 Inacee
2925 BRODVEAD , Friey w & besEm 2es v/ an am S, Martn smz save
164 CHNTHCRNE , Tom " & owmusm 1 w2 wn s WIS, Martn /02 Acive
1577 CATWO0D, Evie W [, capymn w7 o1p70 nm 80 MU, Martn OE/AWR Inactve
1529 CENTER, Robert Master G 0ZOSZ00N 1529 apEn £ a4 HUSKNS, Marty 13122022 ackive
183 CENTER, Ryan " @ OMjmes 183 03022 112488 112488 SO, Martn 14122022 Actve
19 CUTFED, Wea " & shoms e Pz mn nx HEPE, warm Himz e
3755 CECK, Ovistopher " a oy s 10 an 680 TAYLOR, tge! 6/2mz Kve
450 QU Eve W [, upsmm e a2 240m 240200 WS, Martn 1304z achve
555 CODNER , Zara e 4 mosmn ess 2012021 1,000.00 1,000.00 HUSKINE, Martin 14092022 Active
4182 COFIELD, Mark L3 @ osma w82 20022 12128 1218 TAYLOR, Ngel 2401 Active
1504 OGS, Luke " & 0sl3mer 1508 B2 nm 380 ne s, Martry oz acne
328 AN, George w & oumwers mm 07 zm 25500 500 S, Martn 1RSEN7 Actve
382 CREACY, Rebecca e [, mossm mz oamsr0z zm nn am WS, Martn W et
3723 CROWMER, Asron " & owmsm P sm 30 ) MU, Martn P8z  Acive
1 OO Lo ™ namsis w1 o1 wm wm w0 I, st -

| | L1 | 00| 114277 197916 7990299 2530382 8248592 |
50 Setup | . Quick Text | (g Reports Balances Repont | e
[+ 5 Dertal Fractce 1200 SVOEN-MEGAN Vou have X
B oo BOLE@EE Y Od @ CEED

This list can be printed or letters can be generated to be sent to the patients from within this report.
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Turnover
In SFD a report can be created to show the turnover from patients within a specific time frame.

Select Turnover in the Patients section of the Reports screen.

Patient

- —
P Patients I\ Balances Accounts Recalls a New Patients Payment & - Demagraphic Postcode
L 7Y ’ ) Alocation

— -3,
% Marketing D(I‘lzl Scheme & \® Access DTI\Q Portal Packs

Payment Plans

Select Report

G Report .; -

Select the date range from the drop down.

Dates Last Month * 1/3/2023 to 31/ 3 /2023
All
On «f 0K x Cancel
Before

Bfter

Betwesn
Today

Current Week
Current Month
Current Quarter
Currert Year
Finanecial Vear
Month to Date
Quarter to Date
‘esterday

Last ‘week

Last Quarter

Last Calendar ‘vear
Last Financial ear
Mext Week

Ment Month

The report will appear showing the patients that have paid for treatment in that date range. The
report can also be filtered by performer and scheme type.

{/ ) SystemsFor Dentists | { User - i, Patient ~ [#Appointmens WM Tasks | [JEmal |F |- - Search

(@ Report | iy Patient = Print

Dates: 01/03/2023 to 31/03/2023

Performer: (everyone) +  Scheme: @ -

Date Performer Scheme Patient Item Description Amount
03/03/2023  HUSKINS, Martin wE NHS BEAM, William 65.20

03/03/2023  HUSKINS, Martin
03/03/2023  HUSKINS, Martin
03/03/2023  HUSKINS, Martin
03/03/2023  HUSKINS, Martin
06/03/2023  HUSKINS, Martin
07/03/2023  HUSKINS, Martin
07/03/2023  HUSKINS, Martin
07/03/2023  HUSKINS, Martin
07/03/2023  HUSKINS, Martin

Private REEDS, Phoebe EXasP Exam and Scale & Polish With 78.54
Private REEDS, Phoebe XRAY-S Small ¥ray (s) 18.48
Private REEDS, Phoebe FILL-C-M Medium Compasite Filing 121.28
Private REEDS, Phosbe XLA Extraction 98.18
NHS ASHBY, Samantha 23.80
Private SMITHE, Eve EXasP Exam and Scale & Polish With 78.54

Private SMITHE, Eve FILL-C-M Medium Composite Filing 121.28
Private SMITHE, Eve DENT-PA Partial Acylic Denture 565.95
Private SMITHE, Eve XRAY-S Small ¥ray (£) 18.48

i onnnn

07/03/2023  HUSKINS, Martin Private SMITHE, Eve CR-PBOND Porcelain Bonded Crown 554,40
10/03/2023  HUSKINS, Martin 5 NHS ALLEN, Mark 23.80
10/03/2023  HUSKINS, Martin wE NHS MEAKIN, Harriet 65.20
10/03/2023  HUSKINS, Martin &% Private MEAKIN, Harriet Ccons Consultation 41,58
10/03/2023  HUSKINS, Martin = Private MEAKIN, Harriet HYG Hygienist Visit 55.44
13/03/2023  HUSKINS, Martin o5 Private BEARDALL, Erin CcoNs Consultation -37.80
13/03/2023  HUSKINS, Martin o5 Private BEARDALL, Erin CcoNs Consultation 41.58
13/03/2023  HUSKINS, Martin 55 Private BEARDALL, Erin XRAY-S Small ¥ray (s) 18.48
13/03/2023  HUSKINS, Martin &% Private BEARDALL, Erin FILL-AL Large Amalgam Filing 103.95
13/03/2023  HUSKINS, Martin &% Private BEARDALL, Erin RCT Root Canal Treatment 404.25
15/03/2023  HUSKINS, Martin wE NHS ASHFIELD, Isobel 65.20
17/03/2023  HUSKINS, Martin wE NHS SMITHEE, Aidan 23.80
20/03/2023  HUSKINS, Martin $5 Frivate JENKINS, James EX-HP New Patient Examination 103.95
20/03/2023  HUSKINS, Martin &% Private JENKINS, James XRAY-S Small ¥ray (s) 18.48
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New patient report

for Dentists

In SFD a report can be created to check the status of new patients, for example if they have been
registered and attended an appointment, registered but not attended and whether they are

registered with a dentist.

Select New Patients from the Patient section of the reports screen.

Patient
P\ ;L Patients 7\ Balances 7\, Accounts ER@GIIS @ ':}’o’:‘:t’l‘;: % Demographic I Postcode
% Marketing ﬁ‘ﬁ Scheme HéAc(ess pov 4 Payment Plans \LE‘” Turnover ﬁ‘ﬁ Portal Packs
Select report
G Report i -
Select a date range from the drop-down list.
Report *
Dates: 1/4 72022 to 3/ 372023
" 0K x Cancel

The report will show the data for all new patients in the selected

7) Sremsarbentste | () User -] o Patiest | PR dpoirimets | W Tasks | (el | < [T+ Search @ofs m -5@

@ meport | v | [ st | % ot

- v1/04/ 2021 to 5103 2023 p— dvatn i 317343

retmer: ) - schene: ) - s e - v o)

[

o = e Fetome e 7 @ sererm
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bt
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The report can be filtered by performer, scheme and patient status.

Dates: 01/04/2022 to 31/03/2023 Records: 35 Paid within 6m: 5,173.43
Performer:  (all) * Scheme: (ally w Status: {everyone) w  Marketing: (any)
(everyone) |
Patients | Graph Attended
Pending
‘ID Patient Title i1 |DOB Referen Unassigned E|
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Accounts Report

Turnover
In SFD a report can be created to show the turnover for a specific date range.

Select Turnover in the Account section of the report screen.

Accounts
. i )
Payment & @ﬂ Outstanding Write-0ffs Turnover B s
Allocation "

Select Report

(@ Report || 41a Patient |” = Print ‘

Select the date range from the drop-down list.

The report will show the turnover for the selected date range. The report can be filtered by
performer.

() sroemsrorcomss | [ vser - i3 oo | eosommens| WTaks | < emal | - 5 <] Search @os | m | ~-nm@
- e
Practice: s Dental Practice - Vear v Perommer (everyone) hd

S Dental Practice 2022
(everyone) £88,014.31

Msy b Jd dug  Sep Ot Now  Dec  Jan

B Denplan D FadialAsthees O Pracics Flin @ Pvas B Sundry

Tumover by o

May s i A S Ot New  Dec  dan

B Derpimn O FacAssiheia B Pacice Fan @ Sioais B Sund]

Denplan by tann

W Tesks | (9 Reports 3 Turnover

L o R—— — =
[ # oo mOLEBE RO AG T s @
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Treatment forms

In SFD a report can be created to find Patients that have open treatment forms and no future
appointment. You can filter this report to find courses of treatment whether they are open/closed or
and whether those patients have an appointment booked in or not. The report can also be filtered
by date range and scheme.

Select Forms from the treatment section in the report screen.

Treatment

Completed On

£y
o ot 7~ For Oth & 7, Bal
/ orms / ems // ar ers Ay alances // Behalf Of

In the general tab select the performer, status of the treatment such as complete or incomplete.
You can also select if the have an appointment of not.

Treatment Report Properties X

General |Dates | Scheme

General

Performer: (any) -

Status: (any) -
{ignore)

Appointment

Has Appointment:  [Ignore] ~

Clear «f oK x Cancel

Date range can be selected from the dates tab.

Treatment Report Properties X

General | Dates | Scheme
Date Form
Date Completion
All -
Date first visit
All -
Last Visit
All -

Clear +f oK x Cancel
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Patient scheme can be selected from the Schemes tab.

Treatment Report Properties x

General | Dates | Scheme

Scheme

Denplan

H Facial Aesthetics
Invisalign

B nHs

4 Practice Plan

M private

ok | W

The report will display the patients that meet the chosen criteria.

|@s,¢-..rqn.m B ser + i) Petent - sopointmens W Tasks | Emal

(@ heport |~ prt |0 pobent | [ Export %]
Fom oue Conpletin, Daneat n et e injoe Aeferce | Femvet  Lstver  hexcamt  Froposd charged oumandng % 7
asn g wemn S, Martn 651 GATSET, Nchalss w5 ovsmos st M nesas  oieumn om0 o o[ o | |
oz 8 ewwsmn HUSKS, Marin 2618 MBSO, Danel " & tosnses 2 M M0 2OYNN  16RSER Las5.00 L185.00 .00 IEEEEN
osm @ wpmn HUSHDE, Marin 188 DN, Scott " & owomses s W osmyms weymB  oewm: s e s 0%
0sIR G 10092020 HUSKINE, Martin 168 DINAN , Seott " & OWTfises 168 W60 NOYNN  CEN/DR 23%.80 12180 115500 [EER. |
o g wpemn HSIDE, Martn 338 LY Leen " & winem s W wprEs soyN® Py a0 00
wm S, M 242 R, Corr w & ovunes ma W owWms  pOVIG  0MVRD om om
osue 3 w0smn HUSKDS, Mt 2562 ASHTON, " & oo ez B 20 WONNN  ONNRR 255 m®
czre 8 mpsmm UKD, Marin 3550 VEMN, Daiel " & munsm omm W Genums moyxa Mm@z a0 0o
TmMT g OY0/ED HUSKINS, Martin 2312 CERTAM , Fnkey. M & oumehss B W snomis w0020 oo 4500 500 000 [NEEE
0mIS1 g 30/ HUSKING, Martry 3958 JEANES, Frlay Mester G 14042004 303 W oyzpes BP0 012m2 75450 38420 w000 R |
ozist g jsommm SIS, Martn 3959 EAES, Friay weter 5 4bwmos ks M anams  mgn oz am a0 e[ 0%
wsw % ovwmw DS, et 745 MUSCAT, Caryn e L wnstem s B GMUDE  wwan  wiwaa mn mn 000 T
o 3 owimm HUSKDS, Marin 1688 STANSEERY , Bl Mmim 5 dpermor ees Ml oz owiE®  mjumn L2880 e nisse | 5%
cmes 8 wavmm UKD, Marin 145 HARSHA, Rlys " & s e W ommms zoymn  opm: a0 0o oo [ a%
LI TR T HUSKINS, Martn 89 MEALS, Leon L Pt W sp® AW B2 540 50.40 0.00 |IEEEE
o 8§ Wpwmn HUSHE, Marin 488 MBS, Loon L3 PRI T TR ) 000 e[ 0w |
oses @ wwmm S, Martn 2022 CROSS , Sesuan w & mmamsss mm W owmE Wuwmw  oyma 248 ey EETTY |
05198 g 09022 HUSKING, Martn 3806 BEAMES, Jake " & 04130 3806 W y2pes 0812200 0302023 000 000 000 [ _o% |
cmy g wepym2 HSIDE, Martn 3920 BURCHLL, alsha L & vmne w0 W oypynn a0 a0 o 0w |
wsw e s DS, Mt 1066 CRAWLET , Megin ws § wes M owcums  movmau  oumn om ) [ owm ]
;2 Em 08y HUSKINS, Martn 4171 JEFFERY, Lems. Master “n W opype  savan wovN 0.00 000 0.00 o
o2 o cemymn UKD, Marin 1348 GATEDEN, Natasha L e W oz meEymA MAVDZ =2 nwo ma % |
omd G 180332 HUSKINS, Martin 291 CUSTARD, Arra Miss £l W osue oAB  BADR 4200.00 420000 0.00 |IEEE
025 g 8NE2 HUSKING, Martry 350 SIRMON, kiex " % OUIhw? 150 W ypes RN 602 4,200.00 420000 0.00 |EEE
w2E g mmama s, Mt 913 NEATIEY, Abigad ms L ouwmes o W osbyms  meyman  upms s2Le ) o0 EE
wsm o weymn DS, et 507 TEeE, Batany W [, wovmeo sy B OMB  BOM0A 0S0RR s 52 000 ST
o2z o mpvmn K, Marin 5066 TEHERINY, Tom L3 & owso s [ a0 0o woo [ o% |
wmn e ospAmI IS, Marin 4644 HEATEN, Rabert " & opuses e W 003WD  oeOYAA  oiosmn am am Y
0824 mm 050422 HUSKING, Martin 4644 FEADEN, Robert " PR LT e ) .00 0.00 000 [ _o% |
o g 1pym2 HSKDE, Martn 1431 1695, Prier " & ownnsm mn B upyEms  moson  ppyms a0 a0 oo 0w |
sm o spemn DS, Mt 720 PP Ben " & wmehe T W owmmm  movma  zRIDB om ) o[ om |
mun o wvmn MBS, Martn 4905 DERNG, Freve e 5 mensrs sos B spemn amovan s ne 100
oz oo lpsmn KD, Marin 1430 9P, Feier L3 & swupsm s W uRyms  moyma pRymz a0 0o woo [ 0%
omu G W5 HUSKINS, Martin 00 JEFS, Benjamin Ll P ) W wps@a WOSA 8102 8460 8480 0.00 [IEEEN
XM §p DPS2 HUSKING, Martry 3934 TALLOW, Sam " & WManms 34 W spzpes 2Os0 0pUDS 263410 254485 5,25 |
oz g wnsmn s, Mt 3283 GADSDEN, Lews " & mbwsss ;e W Norms moyma  shyms sm @ o0 EEE
wne % vesmn DS, et 5 MEARES, Mo w & ostense wx B 7B PRSI 190507 015 60 s _wn |
o o zRsmn HUSHDS, Marin 864 REAVES, M M= [, wmpasso st M nois waamx  peumn a0 000 woa [ 0w
257 8 1saL HUSKDNS. Marin. 3960 JEANES. Chvistocher L3 X om0 3960 17051021 | 120112023 0.00 0.00 00w |
[ | | L | - I | T LT
58 records
1200 SYDEN-MEGAN x|
B o D Y N Ly

27| Page




Iltems

In SFD you can run a report to find out which treatment items have been proposed and whether
they have been charged for or not. You are also able to see if performers are undercharging or over
charging on items.

Select items from the treatment section of the report screen.

Treatment

Completed On

" F . 7 For oth & eal
/ orms ‘ / ems / or Others Al alances / Behalf OF

Select report to start the report generation.

(@ Report | = Ia -

In the general tab you can filter by individual performers or view all. Status can be set to complete
or incomplete treatment. Charged can be set as charged or not charges. Change of prices can be set
to look for whether process have been increased or decreased. Select your individual options from
the drop down.

Treatment ltems Report Properties *
General |F& Dates | T Scheme Product &
General
Performer: (any) -
Status: Complete -
Charged: (any) -
Change of Price: (ignore) s
Clear of oK x Cancel
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Once your requirements have been selected you can move to the Dates tab. From this tab you can
chose the proposed dates of treatment, if the treatment has been completed within a certain time
frame and whether or not a patient has been charged for the treatment items.

Treatment [terns Report Properties x

General | (21| Dates T~ Scheme Product ala

Date Proposed

All -

Date Completed

Last Calendar Year - 1f1/f2022 to 31/12f2022

Date Charged
All -

Clear +f oK x Cancel

In the scheme tab you can select what scheme the patients are on by checking the required boxes.

Treatment Itemns Report Properties X

General |31 Dates | 1 Scheme Product ala
Scheme
O
@ Selected

Denplan
Facial Aesthetics

Invisalign
= M

Practice Flan
E Private

Clear + oK x Cancel
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In the product tab you can narrow down the report even further by choosing specific treatment or
selecting all

Treatment ltems Report Properties had
General | [ Dates | 8 scheme Product oo
Product

Select All De-select Al

Search

F 3/4 Precious Metal Crown -
F Acute Conditions

CF-‘ Addition Of Tooth To Fixed Appliance (lower)

CF-‘ Addition Of Tooth To Fixed Appliance (upper)

CF—‘ Addition Of Tooth To Removable Retainer (lower) '
CF—‘ Addition Of Tooth To Removable Retainer (upper)

CF—‘ Additional Fee For Supervision

[P Additon OF A Tooth - Acylic

CF-‘ Additon Of A Tooth - Chrome v

Clear o ok x Cancel

The forms tab when selected will show treatment items that have been performed in that specific
time period based on the date range that has been selected.

) oeerwbens 8 uie - P - Ticpermes | @ | el (T - tearch @oi = Y- ]
<]
; = e =
e m 5 p 5
e = =
= o = =
—— g o 5 =
s @ i ~ w
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§ B e £
& seme e o
. s nc
- = -
- e »
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W [ oy | B | T iy
5 i o T =
£ Moo mDLEBE YO @A & B2y 250

If you select the product tab. This will show number of items in products. This is how many times
each product has been used with the selected time period.

{,/ ) SystemsForDentsts | & User -« Patient - "¥Appointments | W Tesks | [Email ¥ -| 5| Search
(@ Report | = Print | «iy Patient || [21 Bxport

Forms | Products
Item Description Category Count Amount
"NOTE General Note 12 - Miscelaneous Services 4 102.50
0101 Clinical Examination 01 - Exam, Xrays & Cral Hygieine 8744 0.00
0111 Extensive Clinical Examination 01 -Exam, ¥rays &Oral Hygieine 3 0.00
0201 Films [small] 01 - Exam, Xrays & Cral Hygieine 13308 0.00
0202 Fiims [medium] 01 -Exam, ¥rays &Oral Hygieine 4 0.00
0204 Film [panoral] 01 - Exam, Xrays & Cral Hygieine 1 0.00
0205 Lateral Headplate 01 -Exam, ¥rays &Oral Hygieine 2 0.00
0211 Study Models [1 Set] 01 - Exam, Xrays & Cral Hygieine 2 0.00
0301 Colour Photograph 01 -Exam, ¥rays & Oral Hygisine 1 0.00
0601 Oral Hygiene Advice 01 - Exam, Xrays & Cral Hygieine 69 0.00
0701 Fissure Sealant 03 - Restoration Services 2 0.00
o711 Topical Fluoride 03 - Restoration Services 3 0.00
1001 Scaling and Polishing 02 - Hygienist Services 0 0.00
1021 Chroniic Perio 02 - Hygienist Services 1 0.00
1401 Amalgam Filing 03 - Restoration Services # 0.00
1421 Composite Filing 03 - Restoration Services 158 0.00
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UDA

If your practice provides NHS treatment then checking UDA/UOA’s is an important KPI that a
practice manager will need to keep an eye on. There are two reports which a practice will want to

keep an eye on which includes the UDA report.

NHS [0

Select report to start the report generation.

G Repart -

You can then fill in the specific filters required such as contract and also date range.

Contract;

MHS Contract

Fatientz entered in thiz period

D ates: i

+f OK

x Cancel

Once the report has run you when then be shown a UDA summary for that date range selected
which will show all performers, the amount of UDA/UOA’s processed through SFD and also the SDL
which is the amount of UDA/UOA’s that have been scheduled which reports back into the system

from NHS compass.

Dates: 01/01/2023 to 21/04/2023 Records:
Performer: | (all) -
Totals | Summary | Forms | Mon-Scheduled | Open Courses
Month Performer UDA UDA

01/2023 Total 3.00
01/2023 HUSKINS, Martin 3.00
02/2023 Total 7.00
02/2023 HUSKINS, Martin 7.00
03/2023 Total 17.00
032023 HUSKINS, Martin 17.00
04/2023 Total 15.00
04/2023 HUSKINS, Martin 15.00

20

44.00
44,00
27.00
27.00

0.00

0.00
23,00
23.00

SO0

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
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Within the report there are different tabs available to find different bits of key information relating
to the NHS claims.

Totals  |Summary | Forms | Mon-Scheduled | Open Courses

The Summary tab gives the viewer an overview of which types of claims have been sent and what
treatments have been claimed for.

The Forms tab will then give you a full list of all treatment forms created during the date range the
report was ran for. This can be filtered based on performer and it will also give you information as to
whether the treatment form has been scheduled or not.

Form Date Completion Performer Patient Charge UDA UOoA SDL Date SOL
025642 20/01/2023 20/01/2023  HUSKINS, Martin REAVES, Louis 0.00 21.00
025643 20/01/2023 20/01/2023  HUSKINS, Martin REAVES, Louis 0.00 0.00
025644 23/01/2023 23/01/2023  HUSKINS, Martin PRINGLE, William 55,20 3.00

The Non-Scheduled shows a list of treatment forms which have been transmitted through SFD but at
this point they have not been scheduled for payment. These are claims that the practice will want to
keep an eye on.

Form Date Completion Ferformer Fatient LDA [Wa]
025642 20012023 20/01/2023  HUSKINS, Martin REAVES, Louis 21.00
025643 20012023 20/01/2023  HUSKIMNS, Martin REAVES, Louis 0.00
025644 23f01f2023 23f01/2023  HUSKIMNS, Martin PRINGLE, William 3.00

The last tab in this report is to show the user the Open Courses that have been created within the
date range of the report. This report shows who the patient is and also the proposed and completed
UDA activity of each form. You can also see if the patient has a future appointment booked as well if
they show with a calendar in the last column of the report.

Farm Date Performer Patient Completed Proposed En
025646 25/01/2023 HUSKIMS, Martin MALBROUGH , Sophie 0.00 0.00
0256438 26012023 HUSKIMS, Martin KIMDRED , Joe 0.00 0.00
025653 01022023 HUSKIMS, Martin GILBERT, Archie 1.00 1.00 24
025680 10022023 HUSKIMS, Martin THACKSTOM, Francesca 1.00 1.00 29
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UDA Summary

The UDA Summary report is very similar to the UDA report but this report can be run for the
contract year only.

m LIDA Summary

Select report to start the report generation.

GF‘.Epcrt w Erint ||| s1a Patient !:1_5'-"-"-

You can then select which contract to report on and also which contract year.

m
]

Year: 2023 - 2024 P

Contract: MHS Confract b

o oK x Cancel

Once the report has completed processing you will then get a summary of the contract per month.

Manth Total |WeekTo13I | Summary | Forms | Non-5cheduled | Open Courses | By Category | Removed From Schedule Report |

‘ Year 2022/2023
Performer Name (all)

Month UDA SDA Target %o UoA S0A Target %o
April 18.00 0.00 0.00 7.83 50.00 0.00 0.00 14.84
May 42.00 0.00 0.00 18.26 65.00 0.00 0.00 19.29
June 6.00 0.00 0.00 2.61 21.00 0.00 0.00 6.23
July 18.00 0.00 0.00 7.83 0.00 0.00 0.00 0.00
August 31.00 0.00 0.00 13.48 0.00 0.00 0.00 0.00
September 50.00 0.00 0.00 21.74 44.00 0.00 0.00 13.06
October 24.00 0.00 0.00 10.43 21.00 0.00 0.00 6.23
November 9.00 0.00 0.00 3.91 0.00 0.00 0.00 0.00
December 0.00 0.00 0.00 0.00 65.00 0.00 0.00 19.29
January 8.00 0.00 0.00 3.48 44.00 0.00 0.00 13.06
February 7.00 0.00 0.00 3.04 27.00 0.00 0.00 8.01
March 17.00 0.00 0.00 7.39 0.00 0.00 0.00 0.00
Total 230.00 0.00 0.00 337.00 0.00 0.00

This will show the amount of UDA/UOA’s claimed through SFD during this contract year and also the
SDA/SOA (Scheduled) received for those claims. This will also show how the practice has performed
against targets which can be set for the practice and also the individual dentists. This report can also
be filtered based on performer so you can focus on particular dentists’ performance.

The UDA summary report includes some of the same tabs which are in the UDA report so you can
find out the same information but as an overall of the contract year selected. There are some
additional tabs however for further breakdowns such as Week Total and also the ability to filter
claims based on treatment types etc in By Category.
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Documentation Creation introduction

W

When you are within the setup page of SFD you will have the option of “document” this is where you

will edit previously created documents and create brand new templates on the system.

(‘.‘zﬂ Location Q Fatent Portal

£ Parent / Guardian
[} ‘a

=
B | A
=

A:
= socuments
-

Eals

e

fizd Dccupatians
@ig up

Merge Text

@ feene

@ Merge Fields | watermarks
@

E Sesson Tpes

prtacs
154
E Conelaton Ty @BMM

W s

CZ

Omm

ERB Feld esponse

5] srtem s

Quick Dot

) oo

stems for Dentists_

How to open and edit previous documents

Q)mr-um 8 user ~| |43 pavient ~ | "M Appoinements| | I Tasks | 1 emat | F |+ | ~| Search

Mew v| ™ open Clsave Tsavens| I oekete ™ mport | S Bpon | F Amach |~ Pt | @) * | & Downioad
sl Ve Y| EEE =l Ewl=@ = OIE- (Sl 00% -

o I | CI 5 a o
BlriUjs|s|x A~ | [l=58 A Mege v ¥

Gipboard Format Pasgaph v Spelg | Edeng et Paew|  Table v testwAfoow | Zom | CWd | GOPR | Torget

New document (1)

.

=
Hew v | % Opan !:!Save lﬂ]saveAs xDe\ete | Import LJ Export @’Aﬂach

= Print | @ Unlozd | @ Download

\ ) ;\,Hm |12 vH;E = =

1L (= Eea = EEE

@ oG-

On the documents section you have a main bar which controls how you open existing templates and

how you can go about saving new ones.

When you choose the “open” option you will be presented with a list of already existing templates

on the software these can all be opened
and edited.

As you can see here you have a bunch
of templates on the system that may of
previous been created by members at
the practice.

To edit any these templates you double
click on them and it open the document
ready to edit.

Open template ped
Lookin:  Letters - | |
Name Date Modified Size
[ Boamenereated 16/11/2022 10:19 |
(7] Guides 09/12/2021 10:23
(7] Invisalign 08/12/2021 10:45
Appaintment Reminder 13/07/2023 17:04 9.77KB
Bridges Information 16/07/2020 13:40 240KB
Dental Appointment Reminder Email 16/07/2020 13:31 4.32KB
DNA Letter 15/07/2020 13:52 6.09KB
Finance contract FINAL 16/07/2020 13:31 47.54KB
General Email 05/02/2019 18:04 17.74K8
General Letter 02/02/2013 12:26 401KB
Implant Information 22{07/2020 10:08 241KB
Invisalign Informed Consent form 08/12/2021 11:57 35.15KB
Invisalign Open Day 08/12/2021 11:58
New document (1) 22/MA/2023 13:00 416 KR
Type: General - «f oK
Name: * Cancel

= @8
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Adding merge fields to a document

Once you open a document it will come forward for you to edit it looking like this:

@ ‘Systems For Dentists [& User vl [-’.‘, patient vl@App«mmml [- Tasks E' Search
[ mew |~ openlms;wem;[x Delete | | tmport | |4 Bgort| & Amch”“@ Upload | @ Download |

EEEm Ew@ EER 0o
L ErEEr 4 @EEE Y @

Clipboard Format Paragraph | Speling | Editing Insert Page v Table | Header&Footer | Zoom Chid | GDPR | Target
New document (1) | General\Dental Appointment Reminder Email ‘

[

Dear {Patient.Forename},

I 'would like to take this opportunity to remind you of your forthcoming appointment(s):

{Appoi DateTime.Duration}

{Practice.Name} book appointments based on clinical need, as such we would advise all our patients to

keep their appointments, even if you feel that our teeth are in good condition, it is important that we
check your soft tissues to ensure good oral health.

If you are unable to keep the above appointment(s) please contact our friendly reception team on
{Practice.Telephone} or reply to this email. We will be more than happy to try and accommodate your

needs.

Once again | would like to thank you for your continued loyalty to {Practice.Name} and look forward to
seeing you in person at your next appointment.

Kind Regards

{Dentist.Name}

As you can see, we have information within “{}” on the document these are classed as merge fields
on the system. This will automatically pull in the information that is associated with that merge field
once the document is created on the user’s profile.

There are many options to add in merge fields on the system it may be worth having a look around
those options when creating a document as it should have the information you may want to pull into
a document that is specific to each patient.

@ Systems For Dentists [& User v  4j} Patient v[@ Appontments] I- Tasksl Emai Search

[_  Mew "[[" Dpen]msavellﬂ]save}\slx Delete”[b:‘ Irmortlla’ Ex{.‘bort”[&I AﬂBCh”lnv Pmtl“@ Up\oadl@ Download]

Catbi = v EEEE 22| Ewua i@~ o -
D eI EEE A - BEEE 2] G| = | >

Clipboard Format Paragraph | Spelling Editing General 4 Table  +| Header &Footer Zoom
New document (1) | General\Dentzl Appaintment Reminder Email | Practice 4
Performer L4
il Patient 3
[ E Appointment ¥
& Treatment L3
‘7 Periodontal L4
8 Orthodontic 4
Image 4
% Pathology + :nt.Forename},
& Contact 4
& Referral } & to take this opportunity to remind you of your forthcoming appointn
& Referring + ) . )
By Prescription N {Appointments.DateTime.Duration}
Cieltneers B lame} book appointments based on clinical need, as such we would ad
[ Custom * lappointments, even if you feel that our teeth are in good condition, it

check your soft tissues to ensure good oral health.
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If you make a mistake and add in the incorrect merge field to delete/ remove it you need to highlight
the merge field and then select “delete” on your keyboard to delete the merge field.

How to add a header and footer into a document

When you are on the document creation part of the software you will have an option along the
editing bar which will allow you to create both a header and footer on the system

;"‘}‘ Systems For Dentists {4 User ~ |« Patient ~ [&! Appointments [ Tasks [ Email T ~ [ = Search

new v | ¥ open [J1save [Tsave As ¥ Delete || ™ import| F Export i Attach | = Print | | @ Unoad | &) Download

: * ‘Callbn vllll v‘ = = =@ )| = e | EE = 100% & ® G

|

B|lZ|U|s|x|x 4%~ i3] | i Merge ¥ ||| ® o Create Header a8

Clipboard Format Paragraph | Speling | Editing Insert Page v Table || 4» CreateFooter chid | GDPR | Target

Mew document (1) | General\Dental Appointment Reminder Email | age Num
1 2, 3 4 5, 6, 7 8, 9 0 12 3 4 15 18

vl Bl Bl Foellonnnn 8 [R R [ R 17 A,

Once these are selected the document will then allow you to add in the header and footer onto the
document which will apply to each page like a word document usually would.

How to create a new folder within the templates section

When you go to save a document on the system you may want to arrange them in such a way that
makes looking at your templates a little easier. Now creating a folder within here is not the most
obvious thing to do however, it can be done.

When we go to save a new document, you will have a button which appears to be greyed out on the
system but this is the button to create a new folder on the system as highlighted below:

Enter a new folder name and Dear Lookin:  Letters - ¥
from there you will be able to Loy | Tame Date Modified  size |
[ ] Documents created 16/11/2022 10:19
save the templated to that B cades 08/ 12/2021 10173
H (7 Invisali 08/12/2021 10:45
folder on the system going B Inviaion /2
Prac Appointment immintne 1nmTmmnnn 17.na 0.77kB |
forward. keep Bridges Infy ~/*'=" TOT HENTEE 2.40 KB
chec Dental Appt 4,32 KB
Enter new folder name
DNA Letter 5.09 KB
If yo Finance con 47.54KB
oK C |
[Pra | GeneralEm. anee 17.74KB
neeg General Letter 02/02/2019 12:25 4.01KB
Implant Information 22/07/2020 10:08 2.41KB
E)ncls Invisalign Informed Consent form 08/12/2021 11:57 35.15KB
o Invisalign Open Day oyzzaiinss R
L Mew document (1) 22/0A/2023 13:00 4 1A KR
Kind
Type: General - «f oK
Mame: Dental Appointment Reminder Email x Cancel

{Dentist.Name}
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Setting a page template for each document

@ Systems for Dentists_—

When you are in SFD you may want to add a default template that applies to all documents so you
always have a header and footer on the document without having to create it each time you create a

new document.

To do this you will need to create a base document with your header and footer on. To do this you
will have to select “New” in the top left hand side of the software to create your new document.

New = || Open | [ Save | T Save As | 3 Deiete| || Imvort | Bxport| | & Attach || ~ Pt | @ oo | @ Downoad

- === » oz B~ @ = aE- (S
Bl |Ulsx|x 4%~ @28 Bl | Mg - =T
Format Paragraph v Speling | Eding Insert Fage v/

< EEIEN

|l [cotn 12

Clpoaarg, Table | Header &Footer

] Emal

100%

Zoom

-
Chid | GOPR

=T

Emoi Template

Header Oriy
sFoad

SDAS

SFO Emal Tempiate
Systems For Dentts 44

Systems For Dentsts A4 Mo Address
Systems For Dentats 45

Wekcome to your new Dental Pracsce

e
(Dentist Name|

| Date Modfied

050272015 17:48
87021 1243
1500772020 13:54
150772020 1399
150772020 13:48
020272018 1244
020022018 1311
02022019 13:21
150772020 1399

Once you have adding in your header and footer to the new document select “save as” and change
the drop down to “template” this is where you will save your document.

Too apply this to a document load an existing document and select the option highlighted below:

L From there you
( ~ew\'lv‘ooen!ﬁmw[xuemmu‘mn]wﬁm]\ : e Yol
e LA o e L can selec
Siebord = Paragraph | Seeling | Edting Insert ag Teble | Header&Footer | Zeom | Chid | GDPR | Target
E 3 | —— templates which
” are on the
system and

@ Use the following template

Emal Template
Header Orly

D as

SFD AS

SFD Emai Template

Systems For Dentists A4

Systems For Dentists A4 -No Address
Systems For Dentists A5

Welcome to your new Dental Practice

tems for Dentists

apply it to your
document. You
will not see the
template until
you generate if
on a patients

profile.
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