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Disclaimer:

The information provided within this document is to aid in the use of the Systems for Dentists
Limited Dental Software version 6 (SFD v6). No advice or guidance in relation to the provisioning of
dentistry is intended implicitly or explicitly. Any queries pertaining to the claiming of treatment
under NHS or other social schemes should be raised with the appropriate commissioning or
regulatory bodies. Systems for Dentists Limited cannot provide and does not intend to provide
instruction on these matters.

Where this manual or the dental software makes suggestions, this is intended to assist the qualified
dental professionals in the documentation of their work; clinical judgment is always that of the

dental professional and not the responsibility of the dental software.

For more information regarding any warranties and assurances associated with SFD v6 please refer
to the EULA which is available within the software or by written request.
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About Systems for Dentists

Systems for Dentists Ltd was founded in 1985 and have continued to provide quality dental practice
management software ever since, working alongside our resellers, to promote and deploy our
systems to dental practices primarily on The United Kingdom and the Republic of Ireland.

We strive to offer the best in dental practice management software, focusing not only on clinical
practice but involving the entire practice team in the planning, running and management of the
dental business. It is our belief that by working closely with every team member involved in the
dental practice, we are able to ensure that systems are designed appropriately for each department.
We endeavour to maximise the efficiency and communication between each team member
regardless of their job role.

It is our belief that every practice has the right to run their business in a manner most appropriate to
themselves; we have worked hard to develop our software to enable flexibility while retaining
enough structure to ensure quality.

From the conception of the company in 1987 we have developed the dental software internally and
we pride ourselves on building strong, long-term relationships with our clients. All clients have direct
access to the programming team who not only understand the language of dentistry but are also
very experienced in application development.
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Introduction

Purpose

This document is designed as a reference tool, which should enable you to discover and understand
the many features and functions available in SFD v6. Additional information and tips on the use of
our software can be found at www.sfd.co/fag.html.

If you are new to Systems for Dentists, our feature rich program may seem a bit daunting. This
manual will take you through the most basic steps, for example, logging into the program, all the
way up to the more complex things, such as reporting.

Should you have any questions regarding these resources please call our support team on 0845 643
2727 or email info@sfd.co

System Requirements
To get the best performance from our dental practice management software you require the
following minimum system requirements:

e Ascreen resolution of 1024x768

e 1.8Ghz Dual Core CPU or higher

e 512MB graphics memory

e 2GBRAM

e 100 Megabit network card

e Windows 7 or later

e An active internet connection (This is to receive software updates and technical support)

Updates

Our clients are actively encouraged to make feature requests and propose ideas that they would like
to see included in the systems future versions. Our UK based programmers ensure these suggestions
are integrated and developed to give the best possible dental practice management software for all
practices with regular updates — this access to our development team is one of the key benefits to
choosing Systems for Dentists as your dental software supplier.

Such features are included in a general updates of the dental software. General updates are released
frequently. You will notice if an update has taken place as you will be guided to the What’s New
section of our website when you launch Systems for Dentists.

Automatic updates require an internet connection; this is also a key part of your support agreement
as remote support will not be possible without a connection to the internet.
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What's New

The What’s New section of our website allows you to see all the new features that have been added
into your dental software. The page displays the version number with bullet points explaining the
new features. This section also includes information on any bugs that have been corrected within
the program.

The screen below shows an example of the page.

Follow this link to check out our latest features http://www.sfd.co/whats-new.html|
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General Use

Starting the program
To start SFD you have a number of options. The most common method is to double click on the
Desktop shortcut icon.

W

Systerns For
Dentists

Logging in - Logging Off - Change password
When the program starts up it will automatically prompt you to enter your username and password
in the Logon window.

i for Dentists

Username: | |

Password: | |

(514 Cancel

b =

Enter your username and password into the window. Click the OK button, to log on.

Note: SFD allows dual log on. You can see who is logged into the system by clicking the User
button at the top of your screen.

- E:'1"'|.ﬂlpnpc:nintmna-rﬁs

../ ) Systems For Dentists <13 Patient
a Logoff 'Martin Huskins'?

E‘ Logoff Tan Sharkey'?

| Change password 2

In this particular example you can see that two users are currently logged onto the system.
To log off, click on the “User” icon and click on the name of the user you wish to log off.

This section of the dental software also allows a user to change their password. It is important to the
security of your data that passwords are changed periodically. To change your password, hover over
the ‘Change password’ option at the bottom of the menu and click on the user displayed for whom
you are making the change. An example is shown below.
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nf’ Systems For Dentists 414 Patient  ~ 3 Appointments B Tasks [

a Logoff ‘Martin Huskins'?
a Logon user 2

| Change password vl | Change 'Martin Huskins' password

In this particular example we are changing the password for Martin Huskins. After clicking Change
‘Martin Huskins’ password the following Password window appears.

COld password: |

=

Mew password:

Confirm password;:

! m oK x Cancel !

Enter the existing password into the Old password text box, then type in your new password into

the New password textbox and confirm your new password in the Confirm password textbox.

Home Screen
Once you are logged on you will be presented with the SFD home screen. This section of the manual
addresses what you will find.

Starting in the top left of the home screen you will see the SFD icon, clicking on this icon displays a
menu. From this menu you can access various sections of the program, such as setup and reporting.
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‘:.nf- Systems For Dentists & User

El style »
'?i Reports

Accounts (Basic)

Accounts (Full)
Utility
Yol Setup

About Systems For Dentists...

The second button is the User button that we previously explored.

To the right of the User button you will find the Patient button. This is where you can create and

open patient records.

.| 4 Patient - | 2 Appoint

Mew

¥ QOpen

HACKETT, Eve
MUELLER, Melisza
DALY, Alexandra
SCHOFIELD, Aimee

Next, we have the Appointments button. This takes us to the appointment book, from this screen
you have the ability to book, cancel and change patient appointments.

£ Appointments

Next, we have the Tasks Button. By clicking the Tasks button you can see any outstanding tasks you
may have or create new tasks to be carried out. If you have any tasks which are currently due, this
page will automatically open on logging in.

B Tasks

The next button is Email, here you have the ability to view any emails that are currently in your
outbox waiting to be sent and your previously sent emails from within SFD v6.

] Email
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Finally we have the Options split button. When you click this button a dropdown menu appears

where you access items such as transmissions and stock usage.

Dashboard

_' Lurninosity

: Contacts

Stock Usage

»| Petty Cash

i Transmission

Library

i Gallery
: i Human Resources

. Laboratory Work
21| Appointment Bookings

Waiting List

Wi Day List

= | Payment List

= Search for treatment form...

User messages

At the top right of the above image is an envelope is the user messages section of SFD. Clicking this

shows the below window where you can send an internal message to any other SFD user.

L0} -

.....

4 e (N | =y T yew e
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There is also a reminder at the bottom right of your screen with the total number of unread
messages. This will flash if there are one or more.

To the left of the Messages button you will find the Help button. From the dropdown menu you can
access our Support Homepage, clicking this button will open your default internet browser and load
the support page of our website. From our support page you can request a remote support session,
once a member of the SFD support team has supplied you with a single use access pin.

For your security and convenience we use a professional remote support tool called
LogMelnRescue® information about this service can be obtained from the LogMeln® website
https://secure.logmeinrescue.com/uk/helpdesk/howitworks.aspx

S 1 I

Support Homepage E

Technical Support

ajf_,J Systems for Dentists HOME  ASDUT-  CONTACT

Support

Systems For Dentists Support And Help

ML SEDG U & HESIARE Y OLIN U CODTACE DATE OF CONDECE 10 A LECTIICAN O ecty &

A Techniclan

Note: For any support issues/queries please call support on 0845 643 2727 (this number is present in
the top right hand corner of the home screen), alternatively send your query via email to

info@sfd.co .

Finally in the bottom right of the SFD home screen you can see the current version number of the
program. You may be asked for this information when calling support.
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Patients

Patient information constitutes the vast majority of any Dental Practice Management Software. We
have designed our system to be as intuitive as possible. As you would expect from a Dental Software
application, basic information such as name, address and date of birth are stored within the patients
details screen including many customisable features that allow you to store additional information
at a glance.

In this chapter we will explore the entire patient record, it is important to remember some options
are customisable and therefore if you have additional information you would like to store within a
patient, it is highly likely a space for this data can be created. All of this information is reportable.

Creating a new patient
To create a new patient within SFD v6, click on the Patient button at the top of the home screen,
and a dropdown menu appears, select New.

__,-' Eraderrs For Derndhits £k User - M?Aﬁpmm:m
[ mew 1]
L] [ ]
|
: HACKETT, Eve
BAUELLER, Ml

CELY, Aleandis

SCHOFELD Armee

The Patient Properties window will now open. By default it will open on the Personal page. This is
for filling in details such as surname / forename / DOB / gender and email address. You also have the
ability to add patient flags; these can be a useful tool for identifying special requirements a patient
may have. You can also set the default recall interval for the patient. The Patient Properties window
is shown below.

g
§ Ferscos S P e | [ Prectica o e joren Eﬂ Srocpe - #E(UOF | Refune
g Fersanal
el [ razn ﬂ Wit Chasr Srcesr Asou

[ Forenar Jwwryp ‘ |
Tida b - HHN of Hearing
[~ 5 e - 'H’B"""'
Do OLLLILERL {ah |Ls ﬁl.‘-r-.ir-mrlhh Iy
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Tip: Using the drop down option for adding email addresses you can also select which address is the
default, this will automatically be selected by the system for all automated email activity for example
email appointment reminders.

The next tab is Address & Phone.

Patient Properties

215 Personal | L address &Phone I S Practice | &y Correspondence | &, Groups | @ UDF | «g Referral |

| Home | I

T Address Househald

Street: -

City: | |
County: | w |

S

Country: »

Moved: nja v| oF I e [ A

® Phone

m Save x Cancel

Note: Next to Postcode you will see a letterbox icon. This allows access to our postcode lookup
software which is an additional paid for feature; we have received great feedback from our clients
with regards to this service, as it saves reception staff considerable time, also reducing the likelihood
of errors. All you need to do is type in the postcode and click the letter box icon and it will
automatically fill out the Street name, city and county (example below).
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Once you have added the postcode into text box, click on the letterbox button.

You will be presented with the Postcode window.

Alisns Renmysbls |, The Greings: SuitsTobson Fooes
Bergmans, Tha Granger Sula Dobasn Hodes
Cnesnbrms, Dobenm Fougs
DM S Design Lid, The Graboger St Tobsor Hise
By Qunte, The Branper Sud=Dobson Houss
- Echvard Llcaad Trutsd, Dobsor Houoes
Frech Business Councd, The Grgirger Sute/Dobann Hows
Fresuch Consudar Agercy, The Grainger Suite Tobson Holss
Kt Recnuit Lid, The Gramger Suite O obspr Hmee
Fanma Co Lid, The Granger St Dobison Hoase
Morigeges Guaranbeed, The Grainger Suabe Da boon House:
e Skl Coreuifeg Lid, The Grainger Suite Dobson Houss
- Regent Certre Lid, The Grainger Sube Cobeon House:
"B RE, The Gralngsr SuiteTobsor Houze
J Gecunty Hisk Maragement L, The Granper Suite Tiobeon House

Click the OK button to confirm.

This is an addition to the program, for details please call Sales on 0845 643 2828 or email
info@sfd.co quoting “Postcode Lookup” to find out more.
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To the right hand side you should see the Household section. This feature is useful for booking
family appointments (refer to the Appointments section of the manual).

Patient Properties X

“ip Personal | 7Y Address &Phone | 3 Practice _-;,, Correspondence | & Groups | @ UDF I «gh Referral |

Home I I

'\ Address Household

Street: @ -

City: | |
County: | w |

Post Code: I

Counfry: w

Moved: nja o

" Phone

=.

f:‘ Save x Cancel

To create a new Household click the Create a new household button. Click yes; the patient will now
be displayed in the Household list.

You can appoint a head of household. This is done by selecting the patient you wish to appoint then
click the Set patient as head of household button.

Tip: Some reports have the option to output only the head of a household, should you require, thus
ensuring this information is accurate could save a significant amount of time and money when
sending large mailings.

f

To add further patients to the Household, you have two options. The first option is to add an existing
patient, click on the Add an existing patient to this household button. The select patient window
will open. Type the name of the patient you wish to add to the Household. Click on the patient from
the search result and click select in the top right hand corner. The patient will now be displayed in
the Household list.

EA
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The other option is to add a new patient to the Household. To do this, click on the Add a new
patient to this household button. The Patient Properties window appears. Fill this in as you would
for any other new patient.

Note: The Address & Phone tabs are not displayed.

Once you have filled in the information, click Save. The patient will now be displayed in the
Household list.

|

If you change the address of one of the patients within the Household it will automatically update
this information for all other members of the Household.

The system will also inform you if you try to add a patient to a Household that is already a member
of another household.

Within the Address & Phone page you have the ability of supplying alternative addresses. To do this,
click on the tab situated next to Home.

Hom

.
N ress

Cireet: + Fj -

City:
County:

Post Code: [

Country: -

Once you have clicked on this tab, you will be prompted to enter an address description, for
example, Work.

£ B
Address Properties @

Please enter address description:

Work -

(] 4 Cancel

Wi —

Once you have clicked the OK button to confirm, you will now see that there is a tab named Work as
well as Home. You are now able to flick between the two addresses.
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Home || Wark |
) Address

Street: " £

City:
County:
Post Code: I

Country: -

To add a telephone number to the patient record, click on the spilt button within the Telephone
section.

" Phone

After clicking on the split button you will be presented with the following options.

Click New to add in a telephone number.

Phaone Properties i aﬁ
Murmber: 0191 123 4557
Extension: .
| Type: |Landine - |
Address: [{nfa} - ]

The Phone Properties window appears (above). Type the number and extension (if applicable) into
the appropriate text boxes. Then select the type from the dropdown list. Click the Save button.

Page 23



Hint: if you are entering a mobile number the Type will automatically update to reflect that saving
you from having to make the selection manually. You can enter a word into the extension field such
as “mother’s mobile” or “Work” to denote a contact type.

The number will now be present in the Telephone section.

" Phpns

01 333 4567 B ==

The next page is Practice which is used to fill in details such as the name of the dentist the patient
usually sees, the patients GP’s information, how the patient heard about the practice and any social
exemptions for example NHS patients who do not pay for their treatment.

i Pareausl | 1k Efrua Miars | IoF Pezics | o Corranpandacs I,E:_\'.-'.'..n-: | LOF | gl Foefaral |

fes LT P
Bk g i e
[ Epmam T
=1 e
PV o)
L el ey
= [ wen
LeskpHordos iy
=008 T jardzaren]
Lok Frekeh
ook appointee
Hariming
SoegTa: ]
Caingér: - foae

[5] Gt W Caaad

You have the ability to block the patient from being able to have appointments booked for them by
checking Block appointments. When a user attempts to book an appointment for this patient, they
will be presented with following dialog box. Additionally when searching for a patient, selection will
show the patients name in red to denote they are currently blocked from having appointments
booked.

| Ejil::ﬂ'!: For E-Efrll:l;__-i

m Patient bk ked from having sppoliments

[ oo |
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Within the Practice page you can also store marketing information. This is very useful as you can run

a Marketing report. From the report you can then identify weaknesses and look to strengthen in

that particular marketing activity.

Marketing:
(nfa) -

Advert (Flyer)

Advert (Press)

Current Patient

Local directory

Passing By

Phone

L __1. Doctor

Practice:

o=

Select the appropriate option from the dropdown list.

You can also add additional marketing options (refer to the Setup section of the manual).

To assign a GP to the patient click on the split button in the Doctor section.

| —

r— (Chvic Prsaret .

Earie bl Henith Centre Besvant s !

B pick: Rioac! Surgery 10 Bewict: R

| iy 57 Led Heath Clric Shbdzn Rosd

Erigges Medice Practios Prince Consort Rosd

| Brunton Park Heslth Cenire Princes Anad

| Crich Medical Pracics Stams Closs

Cmwhal Medical Group Stechenzon Temare

e Park Surgery Hilview Surgery, HEsviem fvenge

Dt Pechoad Corire Froupryizere Close

Cerinn Park Medcal Gmoup Weat Derdon Way

| Derton Turet Medical Cerire 10 Keriey Rpad

O Abrabem & Partnem Cilncie Ensl

O Abrabam & Par b Panbagh Avenus

Or Ademe & Pariners Fimr Aoad

D ek & Parrers Ben el 1 Eging Ay enug -
¢ Docto wf oK e Cancel

Select the desired general practitioner from the list then click OK in the bottom right hand corner of

the window. If the Doctor you wish to assign isn’t in the list, click on the Doctor Button in the bottom
Page 25



left hand corner of the window to add a new one. The Doctors info will now be entered (example
below).

+ 1 Doctor

Practice: Denton Park Medical Group - -
West Denton Way =
West Denton |i|
Mewcastle Upon Tyne

Doctor: [{n /a) - ]

Note: You can automatically load doctors within a certain radius of your practice. Please refer to the
Utility section of the manual for more information.

The Correspondence page is where you set up contact preferences for the patient. Select the
contact and billing preferences from the dropdown lists. Finally, select which means the patient

wishes to be contacted by (if different to the default uncheck the Default checkbox and then select
the appropriate options from the grid).

Note: To set the practice Contact Type default, refer to the Program Setup section of the manual).

P el Prigetiies

ity Fersond | 477 addressafhone | BB prectice |18 comepoacme | fig Grows | 8 LDF | S8 Rererval

Cankact

o Faslt Acidrwmm: H pree

Jeqwd o1 Defaut Addrenn
gilng
Fend Defyuft Addrese
Cankact Type
W Dl
. = E_ =
| o P o
= o ¥ o
L8 e . L2
___!'__— i i i & uncec

’:l Cwum H Cancel

The next page is named Groups, here you can create a new group for the patient or add the patient
to any existing groups.
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To create a new group click on the Create button.

tf,'_' Create

Click Yes in the following dialog box to confirm.

@ Create new group?

You have now created a group.
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. ESave : XCarh:el |

From the screen above you can remove patients from the group, add existing patients and add new
patients to the system into the group by using the button on the right hand side of the page.

{ i.]t Mew

You can also join existing groups by using the Join button within the Groups page.

F_}Jnin

You will then be presented with the Select Patient window.
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Select the patient that is already a member of the group you wish to add the patient to. Double click
on the patient. The patient will now be a member of the group (example below).

|| dip Personal | #' Address &Phone Practice | g Correspondence |& Groups I @ UDF | Referral r
JOMES, Adam -
JOMNES, Ben .
| B | cave :
M |
{ h}, ﬁemwe .

| ESa\re [ XCancel !

You can also add patient’s to the group by using the Add button. Or New if you wish to add a patient
that isn’t already within the system.
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Unlike the household function, groups are designed to link one patient to several others without the
association of addresses. Groups are primarily used to link patients to members of their family who
reside at different addresses.

The next tab is named UDF (User Defined Fields), in this section you can store information in any
fields you have created. Refer to the UDF setup section of the manual to create your own UDF’s
(example below).

iy Varinal | 77 dckdsers & Fone E-‘l’l‘l’.ll o5 e ke ,h".-:.:l 5:_':'.|.l' talaral

g 1
WerapE Pales
I Bt ziee
rard of Hasreg
tatns Alesgr
Pl Al

Facarnphgr Mo

Finally we have the Referrals tab. Within this page you can add the patient’s referral dentists (both
inbound and outbound). It is important that you fill out this information as accurately as possible as
you have the ability to run both inbound and outbound referral reports.

I Aol | N LAdrese | Phona El-rm:-:e B ¢ pevannon dencs é-‘.r-:a.-m o5 LOF | Reteri |
s Retaimal In
Pracion { Danint [otored  acmosaed  Traamem Cemarpes | [ <] Ee

'_:Iinl H L cal
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To add an inbound referral, click on the split button in the Referrals In section.

Prachee; | E] * | Test; | [
Cenfist: | e
Referal hpes o) -
Apferra pinbus:  Fendig o
Referal date: i | T tgent
Offeredcates | | | |
fperseddates |/ ¢ %
Tresbmentdste: | | %
m Saue B Cance

Once you have added the necessary information into the window click the Save button in the
bottom right hand corner of the window.

The inbound referral will now be present within the below window.

?_. Referral In

To add an outbound referral, click on the split button in the Referrals Out section.
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Click Select. You will then be presented with a list of your referral dentists. Select from the list then
click OK.

After you have entered all your information into all tabs click Save. Your new patient has now been
created.

Opening patient records
To open an existing patient’s record follow the steps below.

The first step is to click the Patient button at the top of the screen. Click Open from the dropdown
list.

3 Appointments

Open
HACKETT, Eve
MUELLER, Melissa
DALY, Alexandra
SCHOFIELD, Aimee

After clicking Open you will be presented with the Select Patient window.

T Telmphores m Arirsa oriv E HEwm
| = = e = | |
I"u.'-'-r.: ; | - Pet Code: | | H.IF-'“:. - I!
Darviat (prw) " oo § w o o sl [ ] l_'h-_c 1 - |
arcal
a NR——Y

From this window you can search for any patient within your system. There are a number of filters
you can use to search for a particular patient. Although Surname and Forename the most common
options, you also have the option to search by dentist, DOB, gender, telephone number and patient
ID and reference number.
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You are able to enter the first initial of surname and forename and click Search; this will bring up
everyone in the system with those particular details. Note that the Active only option will be
checked by default; uncheck this option to include inactive patients in your search.

To select the patient who you wish to view, either left click on the patient and click the Select button
or alternatively double click on the desired patient to open their patient record.

Note: The last ten patients to have been opened will be present in the dropdown list after clicking the
‘Patient’ button. To open one of these patients click on the desired patient name from the dropdown
list.

.. Patient - | & Appointments

Mew

* Open

HACKETT, Eve
MUELLER, Meliz=a
DALY, Alexandra
SCHOFIELD, Aimee

Switching between patients

SFDv6 gives you the ability to have multiple patient records open at once. You will see all the
patients that you currently have open in your dental software, along the bottom of your screen
(example below).

) HACKETT, Eve | 4 MUELLER, Melissa | o) DALY, Mlexandra & SAMPSON, Archie
L
|:| u+

To switch between patients, click on the tab with the patient’s name you wish to view.

Editing a patient record

From the Creating a new patient section of the manual you will be aware of the amount of
information you can enter for a particular patient. This information may change over time. To edit
information in a patient’s record, open the desired patient. Once you are within the patient’s record,
click the Properties button.

IHmnERsoﬂ,,Suphie 20y 1m I 0.00

" Properties «f Checked  @@®) GDPR
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After clicking Properties the Patient Properties window appears.

HEMDERSOM, Sophie - Properties

414 Personal
Surname:
Forename:
Title:
Gender:
DOE:
Addressee:
Known as:
MNationality:
Occupation:

Email;

i v Doctor

Practice:

ajs Persanal | #+ Address &Phone | 18 Practice | &3 Correspondence | &a Groups | % | UDF | s Referral |

| Flags: |:| @T&st

|Hendersnn
|Snphie |
Female w

12/ 7 /1998 |w

|I'~"Iiss 5 Henderson

EE British
Dental Technician

Recall Interval

Dentist:

info@sfd.co

@ Hygienist: 1 e

Previous surname:

Gosforth Memorial Med. Ctr
Church Road

Gosforth

Mewcastle Upon Tyne

ALLAM, Jane

m Save x Cancel

You can now go through the various tabs and change the information required. Click Save in the
bottom right of the window once you have finished making changes.
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Patient Home Screen

Once you open a patient record (refer to Opening patient records section of the manual) you will be
presented with the patient home screen (example below).
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Within this screen you can see all of the patient’s basic information (including information such as

name, DOB pending appointment(s), last visit etc.). The home screen is split into different sections.
These are the sections that are filled out during creating a patient (refer to Creating a new patient
section of the manual).

You can navigate to any other of the patient screens from the home screen by using the buttons
across the top of the screen.

A aRnREER O =R ERE

From any other section of the patient record you are able to click on the button shown below to
return to the patient’s home screen.

.

At the top left of the patient screen you will be able to see the information shown below. This
includes the patient name, date of birth and their current balance, the border colour surrounding
these textboxes indicates what scheme the patient is assigned to.

Tip: To change the colour you want displayed for certain schemes, refer to the Schemes setup section
of the manual.

HENDERSON, Sophie I 20y 1m I 0.00 I

By placing your mouse over any of the boxes shown above will display a tooltip with additional
information regarding the patient. This includes their ID number and Reference number.
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Patient Appointment History

It is important to a dental practice to monitor the attendance of patients; your dental software
should ensure this is a simple process. Therefore SFD v6 keeps a detailed log of all appointments,
including any changes made to original bookings.

To access this information, open the desired patient (refer to Opening patient records section of the
manual). Once you are within the patient’s record you will be presented with a row of buttons
across the top of the screen.

IR x| 2| 51| @ o m| S =t = |%-|5- 3

The button for accessing the patient’s appointment history is shown below.

You will then be presented with a screen similar to the one below.

— e

it S Mailiirs =

This shows a historic list of appointments. There is also a filter for Status.

Status:  [All appaintments -
Status = : . =
Pending appointments

Pending attended appointments
DMA Cancelled appointments

DMA appointments
DMA )

Held appointments
DMA Late cancellations

You also have an appointment summary at the top of your screen.
T=23, P=1, A=12, H=0, D=10, R=0, C=0/0

The letters in the appointment summary stand for the following:
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T =X TOTAL number of appointments.

P = X number of PENDING appointments.

A = X number of ATTENDED appointments.

H = X number of HELD appointments.

D = X number of DNA (Did Not Attend) appointments.

R = X number of REQUIRED appointments (appointments needed to finish treatment that are not
booked).

C =X/X number of PATIENT CANCELLED / PRACTICE CANCELLED appointments.

The summary is very helpful to gain an insight to appointment behaviour of a given patient at a
glance.

Shown below is an example of a few entries in the appointment history.

DA Fri, 21 October 2011 11:30 am 5| Taylor, Migel Extraction
Attended Thu, 20 October 2011 2:20 pm 25 Riley, Elizabeth Review
Attended Fri, 07 October 2011 3:00 pm 20 Mason, Linda Pain

Going from left to right you are presented with the status of the appointment, the date, time,
duration, performer, followed by the appointment reason. You also have a notes column in the far
right of the screen.

Also when you select a particular entry, the Changes section towards the bottom of the screen is
activated.

DateTime Change

08112010 1:55 pm Attended

08/11/2010 1:55 pm Date changed to '21/10/2011",
08/11/2010 1:55 pm Date changed to '20,/10/2011",

This section of the screen shows the date and time when the appointment was changed as well as
the date the appointment was changed to. There is also a column in the far right of the screen
showing which user was logged in when the change was made.

Note: You have the ability to print the patient appointment history. Click on the Print button towards
the top left of the screen.

= Print
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Periodontal Examinations
The next button along is used for recording Periodontal examinations. To enter this screen, click on
the shown button below.

gl

AL LERI A
AT
VBTTTITIT WS

To record an examination, click on the Examination button.

LN e e ‘:.4—",: .

mzvu.m?i{:-_—:.f

| | 'ﬁ] Bxamination

Once you have clicked the Examination button, the New Periodontal Exam Properties window
appears.
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[ New Periodontal Exam Properties @‘I
General
Details
Performer: | v|
Points:
Order: Upper Buccal - [ d |:|
Upper Palatal “ @
Lower Palatal 43 1"_
Lower Buccal “ |_|
¥ Recession
+ Depth
¥ Furcation
| ¥ Mability
¥ MG !
¥ Calculus
ok x Cancel
L& = — - — - - —,

From this window you can select the properties of your periodontal examination. The first option in
this window is the performer. Click on the dropdown list and select the desired performer. Next, you
have the options for points, again click on the dropdown and select the number of points you wish
to examine. After points, you have the ability to choose the order you wish to carry out your exam.
Change the order of surfaces by clicking on the surface then use the up and down button. You also
have the ability to change the direction. To do this, select the surface and use the directional arrows.
Finally you have a range of check boxes, tick the boxes you wish to include in your exam. Once you
have made your selections click OK.

Note: You can change the default properties if you wish (refer to the Program Setup section of the
manual).

Now you can begin to take your recordings. You will notice that the section on the left hand side of
the screen is now activated.
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Properties

Recession

Depth
Furcation
Muobility
MG

Calculus

0 @
Bleeding %%

Plague %

What you are examining is highlighted in orange, so from this example we are examining recession.
To choose what you want to record, click on the option.

To enter information onto the chart use the numbers on your keyboard or select the number from
the panel on the left of your screen. The system indicates the point on the chart you entering
information for by a red box.

Recession
URS

Buccd
Mesid

1>

Recession 2 1 1 1 2 1 1 1
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Click the buttons in the panel to denote bleeding, plaque and suppuration.

Red = bleeding. Yellow = plaque. Green = suppuration.

Once you click the buttons they are displayed on the chart as follows, these buttons act as a toggle,
as such clicking the button again will reverse the previous action whilst in the same location.

6 5 4

As you add bleeding and plaque the system automatically updates the bleeding and plaque
percentages, this is based on the number of teeth present (and/or implants) as well as the total
number of points being recorded within the examination.

Bleeding %6

1
Plague %

2

Note: You also have the ability to navigate to any tooth by using your mouse and clicking on the
desired tooth, for measurements in excess of 9mm, hold shift and press the second digit of your
measurement on the keyboard. Example: Shift + 2 = 12mm.

Your periodontal examination will look something like the following once complete.
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Once you have finished your periodontal examination, click Save in the top left of your screen.

[ED

The periodontal examination will now be stored. You can see all historic examinations in the panel
down the left hand side of the screen. The system shows the date of the exam followed by the
bleed and plaque % (example below).

o 1

From the Periodontal screen you can also perform a basic periodontal examination (BPE). To do this,
click on the BPE button.

||}ﬂEP‘E|

The following window will now appear.
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This window shows all historic BPE’s recorded in your dental software. To record a new examination,
click on the Examination button in the bottom left of the screen. The window below appears.

BPE Properties

Plague Contral:

MNotes

Gingival Condition:

Periodonal Status:

m Save

x Cancel
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By default, the system will display the current date. To change this, click on the calendar button and
select the desired date. Then select the performer from the dropdown menu. The next step is to
enter your results into the BPE and plaque sections, enter the figure on your keyboard. Finally you
can input any notes you may wish to include. Click Save in the bottom right of the window once you
have completed your BPE. Once you click Save it will be stored in the original BPE window (example
below).

Divie BFE WA femdg  Ascue fzien Perfonme:

YA g | g fpe Duran, Jacqueine
ERES

;"_'_-,_'_ E:-Im:ra'hc: wl Crl Close

Treatment
The treatment section of the patient record stores all historical and current treatment plans. To
navigate to this section of the patient’s record, click on the Treatment button.

£

When you first click the Treatment button you will be presented with any existing forms (example
below).

.'I;A-.LV,AJEKHMI‘H I14\|r m ' 0.00'4 i|Eé lﬂ' "*';:1@ ™ &7

New {.1 Open |

Date Completed Form Type Performer
23f07f2012 000256 BCDS1 - Routine Mason, Linda

In this example the patient Alexandra Daly has had one previous course of treatment opened on the
23/07/2012. The form number, type of treatment and performer is also displayed. Note that there is
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no completion date this indicates that the treatment course is still open. You can also tell this by the
patient flag at the top of the screen (highlighted below).

F] ®aroo

To open a historic form either double click on the desired form or alternatively, left click once on the
form and click the Open button towards the top of the screen. Now you have opened the treatment
form you will be presented with the screen below.
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Within the treatment form you will see the treatment items that have been completed or proposed.

Large Kray oo [
s ExTamm LR M ¥ bR
FRLY Chrome Full Lowes Denbore (L84, LET, LEG, LA, LLE] Danture H!'I'Etl

From the example above you can see the patient has a number of treatment items proposed. In this
example, only one of the items has been completed. This is shown by a tick in the completed column
followed by a date of completion. To mark a treatment item as completed click on the checkbox,
repeating this with the charged checkbox to charge an item.

Once you have finished doing what you need to on the existing treatment form, click Checkout in
the top left of the screen to update the patient’s balance or alternatively click Close in the top left to
update the patient’s account and close the form. If all the work on this form has been completed you
can also choose to complete the form by clicking on the complete button.

ﬁclnse | L"Checknut
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Creating a new form
To create a new treatment form, enter the treatment screen by clicking on the button below.

&

Once you are within the treatment screen, click New in the top left hand corner.
New | i Gpen |

You will be presented with the New Treatment Course window below.

i : By
Mew Treatment Course @

General

Performer: |E1LEY, Elizabeth v|
Scheme: |NH5 v|
Date: 20/11f2012 |*

MHS

Category: |Rnuﬁne Treatment x |
Contract: I v|
Exemption

Type: |{nane] v]

0,00 D

F:l Save x Cancel

L

Note: If a particular patient already has an active treatment form that hasn’t been marked as
completed, SFD v6 will warn you when creating a new treatment form that there is already a form
open. Under certain circumstances you will be prohibited from opening an additional treatment
course, for example only one NHS course can be open at a time.

From the New Treatment Course window you will choose the performer, scheme and date. (If the
scheme is NHS, you have the ability to choose the category of treatment and the contract it is to be
completed under. In addition you can select an exemption type if necessary and mark whether
evidence has been seen for this exemption). Once you have entered the necessary information click
Save to create your new treatment form. You will be presented with the screen below.
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Tip: You can change the view of your chart by clicking on the buttons towards the left of the screen.

A

By clicking D you will be presented with any deciduous teeth a patient may have. By clicking P you
will see the patient’s permanent teeth. B displays both deciduous and permanent teeth.

Also note that by clicking A, this will present the chart in anatomical mode.
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If you click G, the chart will be presented in graphical mode.
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ANWANAAAAAAAAR A

ZAAAANAAAAAT A

Tip: You can set either of the above modes as your default in the system setup.

By default the form opens in the Treatment tab.

Performer:  HUSKINGS, Martin w~ | [all] W |
Visit: Appointment 1 ~ |5EEIrch |
Scheme: MHS w | | Item |DES‘7W°" | ~
Codes: o By Tooth | AddVisit 0101 Clinical Examination
0111 Extensive Clinical Examination
Proposed 0,00
0121 Full Case Assessment
Complete 0.00
0131 Care and Treatment Summary
Char 0,00
ged 0201 Films [small]
Band ojo ) )
0202 Films [medium]
Activi ojo
v / 0203 Films [large]

This tab displays the performer, visits (E.g. appointment 1, appointment 2) and scheme. For NHS
forms, the proposed, completed, charged, band and activity columns update as various treatment
items are added and completed (you can read more about adding and completing treatment items
later in this chapter).

By having the checkbox adjacent to Codes checked, the list of treatment items will be visible (shown
above).

You also have the ability to add visits (appointments) from this tab. This option is useful if the patient
comes in for an initial exam but needs to return for further treatment.
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Adding Items to the base chart
To add items to a patient’s base chart, click on the Chart tab once you have opened a treatment

form.
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The entire base chart window is shown below.
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Similar to the General tab you have the ability to view in graphical or anatomical mode.

There are a few methods available for adding fillings to the base chart. In the bottom left hand side
of the base chart screen you will see all of your fillings options.

:r-'latm'al: & =i

Caries

Composi=

wop MO Fisaune Sealani
GEIC
Precious Malal
EOP = =B Temporery Mat=ns
MED |
p | Mos Er-u:u- |oga; [aor] (5 =
oD [ | | MDE DOB

If you wanted to add a mesial filling to the chart, click on M from the fillings options. By clicking on
M this will activate the Material dropdown list.
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Once you have selected the material from the dropdown, click on the tooth on the chart you wish to
add the filling to.

The following is an example of an amalgam mesial filling, shown in the graphical mode.

The following is an example of an amalgam mesial filling, shown in the anatomical mode.

You would repeat this process for any other fillings you wish to add to the base chart.

Alternatively for fillings, you can use the Filling button.

Filling Inlay Onlay

@ Crown 7 Bin 15 watch

Click the Filling button and select the material then click on the tooth you wish to add the filling to.
You will be presented with the screen below.
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Sound fal's
Carious

Defect

Wear

Early Caries
Arrested Caries
Decay

Cavity

Cancel

|:|Custom

Click on the surfaces you wish to add the filling to, areas you select will be presented in green, so in
the example above the patient has had an MOD filling.

It is as easy to add other treatment items to the base chart as it is to add fillings. For example to add
a crown, click on the Crown button from the menu, choose the material from the dropdown, then
select the tooth from the chart that the crown needs to be added to (process shown below).

Filling Inlay

@ Crown f Pin

3/4 Crown L Post
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Tip: To remove anything from the base chart that may have been added by mistake click on the Clear
button from the menu then click on the tooth the treatment item is to be removed from.

Filling Inlay Onlay
@ Crown A Pin 15 watch Retained Root Layout

3/4 Crown E‘ Post %%ﬁ Fracture == Missing }u Movement
< Bridge E‘Cnre&P‘Dst B Worn Root Filling @Pmperties
Maryland g Implant Denture % Apicectomy

Veneer =i Impacted Lingual Veneer

Observations can also be added to the base charts such a fracture, impacted or worn. Select from
the menu and click on the affected area of the tooth (example below).

6

The example above shows a fracture on the lower right 6.

Tip: To see anything that has been added to a particular tooth, click the properties button then click
on appropriate tooth (example below).

After clicking on the tooth, the following window appears.
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[site 36 properte: ., St
a Date |nme |Tm1i1 |Condiﬁor1 |Ty'pe |Materia| | |* «
04/12f2012 %:03am LL& Reset tooth
Delete Close

There also is a Delete button in this window. To remove anything added in error highlight the item
that needs removed by clicking on it, then click the Delete button in the bottom left of the screen.

On the base chart it is also possible to add any movement that may have occurred to a particular
tooth. Click the Movement button from the menu and select the tooth from the chart you wish to

add movement to.

After clicking Movement the following window appears.
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In this particular example you can see it’s on the LR2 and the LRB is not present (indicated by red
horizontal line). From the Position section of this window there is the ability to add Mesial, Occlusal,
and Labial / Buccal movement. The tooth will physically move within this window as the values are
updated.

Click the Save button once you are happy with the values recorded. Notice that this tooth’s position
has moved appropriately on the base chart.

2 1 1 2

From the base chart it is important to state the layout of teeth, stating any deciduous and
permanent teeth a patient may have. Click on the layout button to do this.

Layout

The following window appears.
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URE URD URC URE URA | ULA ULBE ULC ULD ULE

URY URS URS UR4 UR3 URZ UR1 L0/ R W )

DEO00EEE EEE0000O
DOOOoEEE 8EE00000

LR LR4 LR3I LRZ LR1 1 Wz

LRE LRD LRC LRE LRA LA LB LWC WD LUE

Show supernumeraries 0K Cancel

The vertical red line shows that the tooth is not present. Therefore in the example above the patient
has a full set of permanent teeth and the deciduous teeth are no longer present.

To change the current state of a tooth, click on the icon and the following menu appears. In our first
example we are going to mark a tooth as missing.

@-
UE |
PE

)|

1RR
¢

You have the option to mark the tooth as Un-erupted, Partially-erupted, missing, Retained Root, and
Closed Gap. To mark the tooth as missing, click on the vertical red line. On the layout screen it is
now shown as missing.

LL7

Click OK on the Layout window. You will now see that the tooth is now longer present on the base
chart.
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Partially erupted teeth are common in children, to add this to the base chart follow the steps below.

Firstly, click on the layout button from the base chart menu. Then click on the tooth that is partially

erupted.

In this example the patient has lost their LRA and their LR1 is partially erupted. First of all click on the

LRA and mark it as missing.
UE

 PE

(=

RR

Then we can mark the LR1 as Partially Erupted.

pe]
UE |

f

PE

=

:RR
T

Click OK on the layout screen you will now see the partially erupted LR1 on the patient’s base chart.
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Tip: To save time you can chart the full upper or the full lower jaws as permanent / deciduous by one

click of a button. These buttons are towards the far right of the base chart menu.

Layout Ff-

L+ Movement -/F

ﬁ Properties

Clear

The various buttons do the following:

P/-
Chart permanent upper

-fP
Chart permanent lower

Of-
Chart deciduous upper

_Ilf ]
Chart deciduous lower

You also have the ability to chart full lower/upper dentures.

F/-
Chart full upper denture

_III' E
Chart full lower denture

The following window appears once you have clicked on one of these buttons.
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' Chart full upper denture?
[

Choose your material for the denture from the list and click ok. Once you click ok, this will apply the
denture to the base chart.

§ 7 & 3 4 3 P 1 1 2 1 4 5 & 7 B

ek X K X ¥ ¥ ¥ R X K K __ K

@@ 000ee2000009

Tip: To add a material for a denture, refer to the Setup section of the manual.

ARPANANAALAR A2 A
@G ev5008BHB
. QP RRRBAALLADSHRED

TANIGITILS
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You can also you use the buttons shown below to change the layout within the base chart.

D P
UE | UE
PE | PE
&0 =
RR  RR

D stands for deciduous and P for permanent. To mark one of these options on the base chart, click
on the desired button then click on the tooth on the chart.

Adding an examination to a treatment form
The most common treatment item is a clinical examination. Once you have opened a new treatment
form, double click on ‘Clinical Examination’.

Ferformers | IISKING, Martin we L) bl |

itz Aapariment L w {f 5earrh || mas | |

shene = (M Desmpnon R i

|Codes v [Brvoms | Rdgwer (RISl Exmmmcton a8 S ppae el

e v e Escianehes Chical Exadnation
IE‘“E"'E' 3 | Lt Ful Casn Smsmmarrant
:m 0.0 !.:.._;, Care prd Treatmant Supmany
l“"‘!‘e’"" . 000 et Firea [araall]
L'.".."i_-_. . | oz P [meduwm
Bty Al Heana Fies avge]

Tip: To make the process even quicker you can set quick codes so that you can add frequently used
treatment items to a treatment form at the click of a button (quick code bar shown below).

[1] Xray-s Exam 1426

1401 1420

See the setup chapter of the manual to discover how to set quick codes up for each of your dentists.

Adding additional visits (appointments) to a treatment form

After examining a patient it may be necessary to add additional visit(s) to the treatment form, if the

proposed course of treatment can’t be completed on the day of the examination.

To add an additional visit, click the Add Visit button.
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Performer:  |HUSKINS, Martin w
Visit: Appointment 2 bl
Scheme: MHS

Codes; v Add Visit

5 0.00
0.00
0.00

0/t

o/t

There will now be an extra visit (appointment) on your treatment form (example below). To add
subsequent appointments, repeat this process.

Plan 1
Item | Description
=] [] Appointment 1

0101 | Examination

|1 [] Appointment 2

To select the appointment you wish to add a treatment item to select the desired appointment from
the dropdown button next Visit.

Visit: Appo intment 2 -
Scheme: Appaintment 1
. Appointment 2 ‘

Select the treatment item you wish to add it will then appear under the appropriate appointment.

You can also drag and drop treatment items from one appointment to another. Hold the left button
on your mouse down, hover over the appointment you wish to add the treatment item to, then
release. This same method can be used for changing the order of appointments.
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Adding additional visits to the treatment clipboard
If you need to book a patient an additional appointment, you can let the reception know this from
surgery.

Double click on the appointment. The following window appears.

Treatment Visit

[__F{I Appointment

Clipboard ]
Performer: HUSKINS, Martin w

Duration: | - |

Colour: I -

Motes:

s Cancel

To add the appointment to the treatment clipboard tick the checkbox named Clipboard. You can add

the duration required, assign a colour to the appointment and add any notes if required.

Once you click the OK button, the appointment will now be on the treatment clipboard so reception
can drag and drop the appointment to the desired time slot.
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Adding treatment items to a form (By tooth)

After creating a new treatment form (see creating a new form section of the manual) it will be
necessary to add various treatment items. You have a choice of how you add these items. They can
be added by tooth or by code.

To add treatment items by tooth, click on By Tooth on the screen shown below.

Performers | HIESGIRG, Markin i
e Lppeenvent | e
i Echeds HS .
Codes W [ByTocth| Edduie
Fropmasd w01
ro—— 0.0
|changed. 0.m|

Bang. b1
!qu__ n

When you are in By Tooth mode you will notice on the chart there is a grid present over each tooth
(whilst in anatomical mode), this is so you can select the necessary surface(s) of the tooth.

To add a treatment item to a tooth, click on the necessary surface(s) from the grid (example below).

- ‘~
Tooth LRS MOD
Condition Material

EEI | Amalgam | ok
Carious Composite
Defect Fissure Sealan’| cancel
Wear GIC

Gold

Precdous Metal

Temporary Ma

Unknown ii

5 9 3

Once you have selected a surface they appear green. To deselect a surface click on the surface again,
the green coloured surface will revert back to clear. From the window that appears once one or
more surface(s) are checked, you can select the condition and material. To select a condition,
material / restoration and product click on the option you wish to select, the option will be
highlighted in blue once selected.
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-
TonimNoD LS
Condition Restoration Product
Sound none PRIl 1401 - Amalgam Filling oK
3
Defect Composite |= Cancel
Wear Fissure Seg =
GIC
Gold
Precious Me —
| |Extract

In this example the condition is Carious, we are going to use Amalgam for restoration, and from the
product list we are going to select Amalgam Filling. Click OK to add the treatment item. You will see
this is now present on the chart.

5

You will now see the treatment item at the bottom of the screen (example below).

ol . S (PR | Cahied | e

Also note that down the left hand side of the screen the activity grid has been updated (only
applicable to NHS courses of treatment in England and Wales).

Once a treatment item has been completed it is necessary to mark this on the treatment form.

| Notation | Price | + |Completed | £ [Charged |

| tR5-moD | nes || 2000202 |

Once you tick the Completed checkbox it populates the completed column with the date that
marked the treatment item as completed. This then updates the activity box on the left hand side.

The next step is to charge the patient for the treatment item. To do this, tick the box under the
charged heading.
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| Notation | Price | v |Completed | £ |Charged |

| iR5-mOD | s |0 2o/22 |@) 2000202 |

Now the item has been charged, there is a date present in the charged column. As for proposed and
completed the activity grid will now be updated.

To update the patients account you have two options once you have ticked the charged box. You
can click the Checkout button if you wish to remain in the treatment form. Alternatively click the
Close button. These buttons are found towards the top left of your screen (see below).

rJ) Systems For Dentists a User - aiaf

I MUELLER, Melissa 19y 2m I 0.00

ECIDSE $ Checkout
|

Once you have clicked either of these buttons you will notice that the patient’s account balance will
update (example below).

~n}’ Systems For Dentists A User - ajg P

I MUELLER, Melissa | 19y 2m

EUDSE ﬁ Checkout

To see how to put through patient payments, refer to the Patients Accounts section of the manual.
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Adding treatment items to a form (By code)
The second way to add treatment items to a form is by code.

To activate this mode click on the By Code button towards the bottom left hand corner of the screen
once you have opened a treatment form (see creating a new form section of the manual).

Performer: | HUSKINS, Martin w
Visit: Appointment 1 hd
Scheme: MHS o
Codes: W By Code Add Visit
0.00
0.00
0.00
0j1
0/1

You will see the list of codes towards the bottom left of the screen.

Performer:  HUSKINS, Martin v | [all v |
Visit: Appointment 1 w |5eard'| |
Scheme: MHS o |[l:ﬂn Description ”
Codes: o By Code AddVisit 0101 Clinical Examination
o111 Extensive Clinical Examination
0.00 n121 Full Case Assessment
0.00 0131 Care and Treatment Summary
0.00 0201 Films [zmall]
0/1 202 Films [medium]
0/1 0203 Films [large]

By default all codes appropriate to the current mode will be listed. If you only want to view codes for
a specific category you can choose from the dropdown.

(I

Diagnosis & Xrays -
Domiciliary Visists and Recall

Estimate —
Extractions H
Implants

Miscellaneous

Miscellaneous Treatments o
0203 Large Xray

0204 Panoral Xray

0205 Lateral Headplate (ortha)
0208 Lateral Headplate -
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The next feature is the search filter. This is located under the category selection and can be used

with it. Start typing the item or description name and the results will adapt to your search.

o -|
am|

Item Description

0101 Examination

1401 Amalgam Filling

1700 First or only Inlay/Crown in

3601 Taking of material for

4001 Emergency Exam

4701 Dccasional

&500 First or only Inlay/Crown in

To add a treatment item such as an examination to the form double click on the desired item from
the list. Tooth specific items such as fillings require the selection of a tooth, should you double click

on one of these items the following warning will be presented.

-

= " — j
5 For Dentists
ystems For Den P g

=

I

.l-‘\- Pleasze zelect tooth from chart.

Click OK and select the tooth from the chart. After clicking on the tooth, the following window

appears (depending on which treatment item was selected).

Select Surfaces

Sound

Carious

Defect

Wear

Early Caries
Arrested Caries
Decay

Cavity

|:|Cu5tom

[ Ok

Cancel

Select the surface(s) required by clicking on it. Once selected, the tooth surface(s) will turn green.

Click OK to confirm. This will now be added to the chart (example below).
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6

Like the By Tooth section, once the treatment item has been completed and charged tick the check
boxes next to the treatment item.

|F‘erﬁ:rmer |Nu13ﬁun |F‘ri::e | 1.F'|Cumpleted | £ |Charged |

| 1rR&-MoD | nes | M| 0211z M| 0201/13 |

Tip: If you have any treatment completion screens setup for particular treatment items they will be

presented when you tick the Completed Checkbox. See the ‘Setup’ section of the manual to see how
to configure such screens.

Type A

Justification e

Evaluation e
MNotes

m Save x Cancel

Once you have Completed and Charged the treatment items, click either Checkout or Close at the
top left of your screen to update the patient’s account.
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Adding an alternative plan to a treatment form

Assisting a practitioner obtain informed consent is part of any modern dental software, one way SFD
v6 assists in this is to allow multiple proposed treatment options. You have the ability to do this
within any treatment form, so you can see the alternative treatment plans side by side.

In the example we are going to initially open a standard NHS form (refer to creating a new treatment
form section of the manual).

Now add the treatment items to the form (example below).

| Plan 1 |

Item |Dv.=_-scripﬁon

(=1 ] appointment 1

=1 [] appointment 2

1401 Amalgam Filling
|=I [] appointment 3

1721 Gold Crown

To add a second plan, click on the tab highlighted below within the red square.

| Flan 1

Item |Descripﬁon

|=I [] Appointment 1

=1 [] Appeintment 2

1401 Amalgam Filling
=1 ] Appointment 3

1721 Gold Crown

You will be presented with the following window.

@ Add plan?

e [

Click Yes, and you will see that the second plan has been added.
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| Plan 1 | Plan 2

Item Description

E W 2ppointment 1

0101 Examination

=] [] Appointment 2

1401 Amalgam Filling
(=] [] Appointment 3

1721 Gold Crown

Click on plan 2. For this example we are going to demonstrate mixed forms, select private from the
scheme dropdown menu on the left-hand side.

Performer: |HLISKIHS, Martin v |
Visit: |Appointment 1 hd |
Scheme: |NHS bt |
Codes: W By Code Add Visit
0.00
0.00
0,00
0j1
0j1

You can now add the same treatment items as Plan 1, and these will be added with the fees
associated with the scheme selected (you will have to ensure the treatment items are activated for
us in the particular scheme, see Item Setup section of the manual for more information).

You can rename the plans by right clicking on the tab you wish to change. After right clicking the
following window appears.

r— e cvalat
Plan Properties - T 3 )

Click OK to confirm. Our example of custom named plans is shown below.
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MHS | Private

Item Description

E B Appointment 1

0101 Examination

.ﬂ |:| Appointment 2

1401 Amalgam Filling
.ﬂ |:| Appointment 3

1721 Gold Crown

To add any additional treatment options to the form, repeat the process above.

Generating estimates

From the treatment form you have the ability to create Estimates (printed treatment plans), these
are helpful as they give your patient a good idea of what treatment they require, the associated
costs and add to your evidence of informed consent by documenting any treatment options you
have suggested for the patient.

Once you have added treatment items to a form, click on the Estimate button towards the top of the
screen.

B Tasks [~ Email @ -
AL ED RS P

After clicking Estimate, you are presented with the following screen.

| Transmit =
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Look in: [Letters "] l@ @l

Name Date Modified Size -

MNHS Estimate 0 bytes

Private Estimate 0 bytes
Type: Estimate v] i
Mame: Cancel

Dependant on your setup you may have an estimate template for each scheme you offer at your
dental practice, these templates are fully customisable and the dental software supports a virtually
unlimited number of templates, allowing you to create as many as you require. To open a template
you can highlight the document by left clicking on it then click the OK button to open or double click
on the document title.

Once you have clicked the OK button, your estimate will be generated with all the treatment items
present on the treatment form.

Once you have generated your treatment form you can do a number of things. You have the ability
to save the estimate into the patient’s correspondence (featured later in this chapter). Alternatively
you can print or email the document. All this can be done from the top left of the screen.

Mew | m Save | s Draft = Print E-mail
Note: You can also add digital patient signatures to the estimate. To do this you need a Wireless

Signature Pad (WSP). Please contact Sales on 0845 643 2828 to find out more about this fantastic
feature.
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Transmitting an NHS form

After the completion of an NHS treatment form it is important to transmit the form to the BSA. Once
you have completed and charged treatment items, your treatment form may look similar to the
example below.

Erbree  EEE L B 1 '] ®
a1 - T |
Frbary = - Ry, d = & = o
sk | s | e 89 L4 B LR
= 2 [ ——— -y [ T ——— - - B e
L ] b BT Vi D ey = ] Sopemerorari
L Smre e e (L] Ay = i i i P 1aim
Caages | = IR
fordl s i
B

From this example we can see it is a band 3 course of treatment and therefore 12 UDA’s to be
claimed for. The tab to the left is to access the General page, once a course of treatment is
completed it will look similar to the below.

ma & Trarsar |_i|'-'-'|_--n' n i
e L -] g B S L
Pan 3T 2ok
n"' T Calsors: L T et b o |
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(ST 4 ] ey
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T | Pt i f2le Lo ¥ ol e
L rglaea ¢ i -
Loel =l Ll o} 0 e T
F i it R, By
Famau rd fapt irartey freserme

Sirlored
i e
PRI
BT
Flgrarer broms pobowdeles o e TaraE
il o ey T e W B LES

From the General page you can gather information such as the form number, dentist, and dates of
acceptance / completion. You can also edit the contract and exemption type from this page if
necessary. It is also possible to set a manual charge band however it is advisable to keep the
Generated from treatment check box ticked as this automatically generates the correct charge
bands associated with the treatment items present on the form.

Once you are satisfied with all the information presented on the form, you are ready to transmit. To

do this, click on the Transmit button towards the top of your screen.

Tasks =] Email E -
I 1] | =
CN2 Nl e | TS

After clicking the Transmit button you have two options, either Transmit or Transmit (Incomplete).
Transmit (Incomplete), this is for cases where patients have attended for part of their course of
treatment but haven’t returned for the appointment(s) to complete the entire course, you should
only claim as incomplete if treatment items have been started, refer to your NHS contract for
guidance.
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e

= FP17PR

1@ Transmit

Transmit (Incomplete)

2

Once the appropriate selection has been made, you will be presented with the following window.

Transmit Form

Clinical Data Set
Examniration:
Scale & polizh:
Fluaride warnish:
Fissure sealants:

Radiographis] taken:

o o O

Erdodaontic treatment:

—

Restarations
Extractions:

Crovn[z] provided:
Upper denture - acrylic:
Lower denture - acrylic:
Upper denture - Metal:
Lower demture - Metal
“eneer(z] applied:
Inlay(z):

Bridae(s] fitted:
Referral for Ah5:

L e e s O s Y e |

Artibictics: 1]

Other treatment:

Key Performance Indicators

rgent &ppaintments: [nfa] =~
Mew patisnt:
DentalCarefssessement: [nfa)
Tooth Decay: III
Soft Tigsue: [mfa) =
Smoking Status: [nfa]
Smoking Cessation: O
Toothbrushing advice:  []
Continuity of care: ]
‘witten Care Plan: I

MICE Guidance

Recall period: III

Best Practice Prevention

[&dvice offered

Tooth Aszessment

Permanent
Decayed testh:

Migzing teeth:

alsls

Fillzd teeth:

« 0K x Cancel

The treatment form will now be in the Pending forms section of the Transmissions screen (featured

later in the manual).

You will now be prompted to set a recall for the patient as shown below.
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| Performer

Performer: ’I—IUSKINS, Martin

Type: |5month Recal
Months: &

Date: | 3/7/2013 [v]

From this window you can select the performer, type of recall and how many months you wish to
recall them in. Click the Save button to set the recall (learn how to send recalls later in the Reports
section of the manual).

Adding guaranteed items to an NHS treatment form

There will be times where it is necessary to add guaranteed items to a treatment form. This is a very
simple procedure. First of all you will create your new treatment form. The second step is to add the
item onto the form that you wish to mark as guaranteed.

Once you have added the treatment item to the form, double click on treatment item. You will be
presented with the Treatment Properties window.

Note: You may need to add an exam and guarantee this as well!
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Tregtment Propemies

| Ganeral
[tem: LAILE
Dasoripviion: Aymalgem Flirg
Da el
Barfomnan HUSEINS, Martn

Conpletec & 240 fa01n (W
Charped 7 2478 /2018 | ¥ Gusaniesd

= v

Lt o W Cancei

You will see that next to the Charged label there is a Guaranteed checkbox. To guarantee the
treatment item tick the Guaranteed checkbox. Then click the OK button in the bottom right to
confirm.

Guaranteed items are outlined in your NHS contract, please ensure you understand and follow the
guidance provided by the Department of Health or BSA with regards to any NHS claims.
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Clinical Notes
To enter the clinical notes section of the patient record, click on the Notes icon which is situated
towards the top of the screen.

H |
After clicking the Notes button you will be presented with the following screen.

MUELLER, Melissa | 19y 2m 209.00 .?,':; E ks

Edit : Zave I“:‘;{ Canc&i| = Print * Changes

o, Arial =iz |=|llE= 1A= ] - bl o) 100% |-
L = 3

W (B 7|0 5 x| x| A 1w [E === a2
Clipboard Format Paragraph r«  Spelling Editing Quick Zoom

|04/01/2013 (lan})

Gold Crown {UL5) (03/01/2013)
|{Amalgam Filling (URE - O} (03/01/2013)
Examination

this is a note for exam (03/01/2013)

Notes can be entered in the box above. They can be formatted using the options above.

Templates can be found under the Quick button.

Quick
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Look im: QuickText b ] DD

Name
[77] Adam

[] Leighanne
[] Sub-Folder
AF Exam
Exam
Exam, Scale & Palish
LA

quick exam

Notice that you can create subfolders to keep your quick texts categorised (refer to the Quick Text

Setup section of the manual). To preview a quick text left click on the desired text from the panel on

the far left of the screen.

Lookin: | QuickText - D Medical History Taken

— Extraoral
Neck

[ Adam Face

[ ] Leighanne Lips

[ sub-Folder Salivary glands
AF Exam L‘y’ﬂ"l;]h nodes
Exam ™J
Exam, Scale & Polish
LA
quick exam

To add one of the quick texts to your current notes double click on the note title from the menu.
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Lignocaine 2% 1:80000 Adrenaline batch:

Lookin:  |QuickText v||:| Lignocaine 2% 1:80000 Adrenaline batch:

Hame
[7] Adam
[7] Leighanne
[7] Sub-Folder

AF Exam

Exam

Exam, Scale & Polish

LA

quick exam

Once you have finished creating your notes click the Save button towards the top of your screen,
pressing the quick button will toggle on and off the quick text templates, allowing access to all the
historical clinical notes for the patient.

| A - Edit | r:‘ Save x Cancel w Print Changes

Note: Clicking on the cancel button will clear any notes written that have not been saved, this
cannot be undone.

You have the ability to print your notes. To do so, click on the Print button.

To view historic notes scroll down the screen using the scroll bar towards the far right of the
window.

It is vital for legal reasons that you are able to prove when your notes where written, altered and
who entered them. For this reason we only allow editing of clinical notes on the day they were
written, after which time you have to enter a new note.

No clinical notes are ever truly deleted and changes can be accessed from the clinical notes section
of the patient record. To view deleted and altered clinical notes click on the Changes button which is
located next to the print button. Any notes that have been deleted will have the username and date
in red with a strike through, as shown in the example below.
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02/01/2013 flan)

Amalgam Filling (URG - O)

Tip: If you are searching for specific notes within a patient record that has a high volume of notes

entered, you can use the Find Text feature. This is found in the top ribbon (icon shown below).

o | |
3§
3

Editing

You will be presented with the following window.

-

Find

Find what:  Gold Crown|
Direction

[] Match cass ~ Up @ Down

Find Mext
Cancel |

e

Enter your key word into the Find what text box, once you have done so click the Find next button
which will become activated once you type into the box. The word you have searched for will now be

highlighted (example below).

04/01/2013 (lan})

e[l (IL5) (03/01/2013)
Amalgam Filling (URG - O) (03/01/2013)
Examination

this is a note for exam (03/01/2013)
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Patient Medical

Patient Medical histories are a vital part of any dental software. SFD makes storing and creating
medical histories very simple. To enter a medical questionnaire to a patient’s record click on the
Medical button.

.-
i

Enter results (answers) for the medical questionnaire by clicking on the Assessment button in the
top left hand corner.

E]Assessma‘lt

Once you have clicked the Assessment button you will be presented with your medical questions, as
previously setup within the dental software setup section. SFD v6 is supplied with a sample medical
guestionnaire which should be checked and approved by the practice prior to using the system.

Pl edca | Qe ionnme
JuesHinm C

Qs b ¥ W Deksl a |
Taing anp precoribsad imod ores

Dacsrang brwairmani 4ron o docicr, haspdal or s
Caryrg a medcal sy osm?

Alergies i pny medones, Subshanoes o Tod?

ey v or Scpema

Branchits, it of ot diet sonditen?

Farimg actacks, pddnasr hsdiaés, rplepry!

" Gnrshure o ' Carcsl

You will notice there is also a tab for conditions and notes. Refer to the Medical Setup section of the
manual to see how to add, edit and delete questions and conditions from the medical questionnaire.

Note: The medical questionnaire is another place where you can use SFD v6’s fantastic signature
feature to record patient signatures so there is no need to store paper records. Contact our Sales
team either by phone on 0845 643 2828 or email sales@sfd.co for more information.

To answer the questions on the questionnaire, click on the flag under either Y or N. Once selected
the colour of the flag will change (example below).
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Once you have entered all necessary information, click the OK button in the bottom right hand

corner of the window.

You can see any historical medical forms in the left hand column of the screen (example below).

| E-B.Hssessmat; ' :

Date |_,/',.

04/01/2013

When you select one of the historical medical assessments in the left hand column, the system will
show the questions the patient answered yes to on the main section of the screen. To ensure clarity
at a glance the dental software does not show answers which require no user action or intervention.

!‘I'I;BEMM-M Busee - | (Leset o Weppoimmens WlTesks | [Clemal | [Fe]
[ o | & WEIN e ST
[W}azcacomat - Print

foate | = Yesto - Taking any prescribed medicines?
BamLanLE Detaits:

Yes to - Recaiving freatment from a docior, hospital or clinic?
Datails:
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You also have the ability to print medical assessments by clicking the Print button towards the top of
the screen.

xmj' Systems For Dentists & Use

I MUELLER, Melissa | 19y 2m

E-]Assessma‘t
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Popup notes and memo

The Popup notes and memo section of our dental software is designed to facilitate the use of
temporary notes. Popup notes are primarily used to inform staff of a patient’s requirement such as
sundries that have been recommended or a note to remind reception to ensure a payment is made
prior to booking additional appointments.

The memo facility is one of the few locations in the dental software where the information is not
stored when removed, once a memo has been cleared the information in it will be lost forever thus
no clinical or vital information should be stored in this section. The main purpose of this area of the
dental software is to store social information, enabling dental care professionals to retain a familiar
report with the patient. Examples include “Patient going on holiday to Florida” or “Patient expecting
first grandchild in June”.

To enter the popup and memo section click on the icon shown below.

To create a new popup note, click on the New button in the top left of the screen.

Mew

After clicking New you will be presented with the following window.

s 5
Popup Properties [ﬁJ
Created: 04/01/13 15:11:06 Ian
Modified:
J Popup [] elow -
oK Cancel
e

From this window you can select whether you want the message to popup when you enter the
patient’s record. If you wish so, tick the Popup checkbox (this is the default for all new popup
notes). You also have the ability to choose the colour of the note (useful if you are using a traffic
light system for matter of urgency). Add the content of your note into the text box. Click OK to save
your note.

You are able to add multiple notes per patient, repeat the process shown above to further notes.
Once created, they are stored as shown below.
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New | | ¥ Edit XDEIEtE.-

|[¥] [ Patientis very anxious

| |_| Mema

._f__l [] Patient Birthday dose to next visit

From this list of notes you have the ability to edit or delete any notes that exist. Highlight the note
by clicking on it then either clicking the Edit or Delete button to perform the required action.

This is how the notes will be presented when entering a patient’s record (if
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popup is enabled).
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Tip: If another terminal is in the same patient’s record when you save a new popup note, it will

immediately show on the other terminal.

If the patient has more than one pop-up note use the arrow in the bottom left to navigate through

the pop-up notes.

Popup: 04/01/13 15:23 lan

Patient Birthday dose to next visit .

@0
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If the popup note is no longer required, you should remove it by clicking on the Red Cross in the
bottom left of the popup note. Once you have done this the dental software will require you to
confirm the deletion (removal of pop-up option).

The next option is creating or updating a patient memo. To create a memo, first of all navigate back
to the Popup notes and memo section of the patient’s record.

@&
Click on the Memo button towards the top of the screen.
|_| Mema

Once you have clicked Memo, you will be presented with the following window.

Patient Text [ﬁj

patient is planning a family holiday to disney in June 2013,

Clear 2 save x Cancel

LSS o

Enter your text into the window. After entering the necessary information, click the Save button in
the bottom right of the window. The text will now be displayed in the memo section of this page;

you will also note that the following patient flag is now visible on the patients information bar
Clicking on this flag automatically opens the Pop-up and Memo page of the patient record.

To clear any text, click on the Memo button.
i,_i Memo

The following window will then appear.
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e

Patient Text

Patient has family members looking for a new dental practice.

Clear _ m Save

x Cancel

From this window, click the Clear button in the bottom left corner. Once cleared, click the Save

button to close the window. The patient flag denoting a memo will also have cleared.

Note: Once cleared this text cannot be recovered.

Page 86



Patient Accounts

It is important to keep patient level account information accurate in your dental software. This
section of the SFD v6 manual will take you through the patient’s Account section of the program. To
enter the patient account screen, click on the button below within the patient’s record.

Below is an example of the patient’s account screen.

1 SracmPor Cordais .1-,'.1:! - Pt - | iy sl M Tk I emei -
T [ -y
fruiniis manss | iy om m & A T R el P o - R
¥ Feyrmst N CEwrpn | g0 Cradbais | g Febed | =i, Coozed g Wi DN e ey M rac=s HegnEe _';. Dearast | Haez
Crrnrd Z BHS S § Prur
20 e B
o LB
ey [ el
ol Froci & s A E S
[ars [ iom  Crarge FaT Er-= Esann CmmE e
IITaiman m L b b 3] S rpad (DO
Lot ok T LR b W LHE bregeark (DA T
Lt uihuk | 4 L L AR M by pot el (DO

Tip: As the patient accounts are fully itemised in our dental software, we have the historical (paid /
complete) accounts items hidden from view by default. This ensures the accounts are easy to read
and review. You may need to view the historical items, to do this click the "Show all transactions"
check box. All transactions for that patient will now be visible, in chronological order.

Payments

The most frequent function you are likely to use in this screen is the Payment utility. As mentioned
in the treatment section, invoices are automatically generated from treatment forms, when items
are charged.

This updates the patient’s balance at the top of the screen (see the example below).

nj Systems For Dentists & User - aja P

I MUELLER, Melissa 19y 2m 209.00

Once you are in patients account section you will see the treatment invoice(s) present in list form
(example below).

Date Type Age | Charge Payment Allocated Balance Description

02012013 TI 43,00 43,00 0.00 MHS treatment (000283)
02012013 TC 438.00 43.00 0.00 MHS treatment (000283)
04012013 TI 4 209.00 0.00 209,00 NHS treatment (000283)
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In the example above you can see the patient on 02/01/2013 had a Tl (treatment invoice) of £48.
However on the same date they received a treatment credit of £48. Treatment credits occur when
treatment items that have been charged are then uncharged. This is normally the case if a treatment
item had been added to a treatment form in error.

On 04/01/2013 we have a treatment invoice of £209. This is an invoice that the patient wishes to
pay off. To do this click on the Payment button towards the top left of the patient account screen.

# Payment

You will now be presented with the Patient Payment window.

| Date: |24/08/2018 Manual |

1l'|~ Method

Till: Default

Cash: |IZI.IIIIZI | Give change

Chegue: |IZI.IIIIZI |

Credit: |0.00 |

Finance /Company:  [0.00 |27 5FD Finance v
Total

Balance: 209.00

Payments: 0.00

QOutstanding amount: 209,00

Change: 0.00

|_| Motes

=3 Correspondence

Letter: (none) w

Emiail: {none) w

. al's x Cancel

At the top of this window you have the date, by default it will display the current day. You have the
ability to change this if you need to put a payment through for a previous date. Click on the grey
square in the right hand side of the date box to select a date if necessary (the calendar screen below
appears).
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Account Date

- August 2018 | Ok

Sun Mon  Tue Wed Thu Fri Sat
Cancel

26 27 28 23 30 31
24/08/2018

Select the desired date by clicking on it, and then click the OK button.

After the date you have the payment method.

% Method

Till Defaut |
Cash: Ij.UD D Give change

Cheque: 0.00 D

Credit: 0.00 & |&a

Finance [ Company: .00 D £ [{none} >

Enter the payment amount into the appropriate method of payment.

Tip: Click on the Scales icon next to the desired method of payment to automatically generate the

outstanding amount that has to be paid.

Credit: 209.00 &) | £

After adding the amount next to the desired method of payment, the balances section of the
payments screen will be updated.

A0 Total

Balance: 20900
Payments: 000
Outstanding amount: 209,00
Change: 0.00
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Tip: If you are taking a cash payment checking the “give change” option will show the change

amount based on the total monies you are receiving, rather than entering the outstanding amount

enter the total value of cash the patient has given and the total amount of change due will display.

You also have the ability to add any notes into the notes field, the first line of which appears on the

patient account grid next to the payment.

E‘ Motes

Finally you have the option to print a receipt for the payment (you will have to have a receipt
template setup in the Documents section of your dental software).

= Print

[(rme} - '
|

\ReceiptiReceipt 1

Select a template from the dropdown list.
You have now entered all the necessary information, click OK to confirm.

In our example we now see the payment of £209 present in the list.

The patient balance at the top of the screen has also been updated.

~n}’ Systems For Dentists A User - iig P
-

I MUELLER, Melissa 19y 2m I 0.00

Date Type Age Charge Payment Allocated Balance Description

02/01/2013 I 48.00 43.00 0.00 NHS treatment (000233)
02/01/2013 TC 43.00 43.00 0,00 MHS treatment (000233)
04/01/2013 TI 209,00 209,00 0,00 NHS treatment (000233)
0sjo1/2013  pay & 205,00 205,00 0.00 Payment

Tip: The background colour of the balance field above shows the current state of the patient account.

denotes a zero balance, Green denotes that the patient is currently in credit and Red denotes

the patient is in debit.
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Deleting Payments

As with any accounts system, the dental software allows for the end user to correct errors, when
you have made an error with a payment, be that the amount, method or even patient you are able
to delete (depending on security permissions) the payments entered into SFD v6.

Select the payment you wish to delete by left clicking on the payment. Now you have selected the
payment, right click then click Delete.

Date Type Age | Charge Payment Allocated Balance Description
11/01/2013 CHG 17.50 17.50 0.00 Charge
11012013 PAY 4 17.50 17.50 0.00 Payment
= Frint
o Delete

@ Properties

The window below appears, click Yes to confirm.

- I

Systemis For Dentists

I . Are you sure you want to delete this item?

.

The payment is now deleted and will be highlighted red in the list of payments. All of the dental
software reports have been updated to reverse the allocation of this payment, and its removal on
the cash reports for the given date has also been completed.

Date Type Age Charge Payment Allocated Balance Description
11/01/2013  CHG 17.50 0.00 17.50 Charge
1101/2013  PAY g 17.50 0.00 17.50 Payment
Charges

Under certain circumstances you may wish to manually charge a patient, one example is a fee for
failure to attend an appointment. To do this, click on the Charge button towards the top of the

screen.
i Charge

You will then be presented with the Patient Charge window.
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Patient Charge

Date: |24/08/2018 |

¥ Details

Charge against: iPractice) e

Amount: |0.00 |

A5 Total

Balance: 205.00
Charges: 0.00
Outstanding amount: 209.00

E Motes

&3 Correspondence
Letter: (none) e

Email: (none) w

. EL‘JK x Cancel

Similar to the payments window you have the ability to choose a date in the past. The next option is
to choose who the charge is to be put against (monies will be allocated to this user), select the
performer from the dropdown or leave it on the default if you wish to charge against the practice.

Next, enter the amount of this patient charge.

You should also annotate the charge by adding notes into the note field.

E‘ Motes

Patient FTA appointment

s Print

inone) i -

You have the ability to print a receipt for the charge. Click OK to confirm the charge.
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The charge (CHG) will now be present is the patient’s lists of transactions.

Date Type Age | Charge Payment Allocated Balance Description

02/01f2013 TI 48.00 43.00 0.00 MHS treatment (000283)
02012013 TC 45.00 43.00 0,00 MHS treatment (000283)
04/01/2013 TI 209.00 209,00 0,00 MHS freatment (000283)
08/01/2013  PAY = 209.00 209.00 0.00 Payment

03012013 CHG 15,00 Q.00 15,00 Patient FTA appointment

As with all our dental software account functions, the patient’s balance at the top of the screen will
automatically update.

{ 3 ; & .

-:_.”_f Systems For Dentists {y User - d1a F
I MUELLER, Melissa I 19y 2m 15.00
Credit Notes

There may be times where you give patient credit notes. These are most commonly used for special
offers you may have at your practice. To add a credit note to a patient’s account, click on the Credit
Note button towards the top of the screen.

5 CreditNote

Once you have clicked the Credit Note button you will be presented with the Patient Credit Note
window.
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Patient Credit Mote

Date: |24/08/2018 | Manual

45 Details

Amount: |0.00 |

A8 Total
Balance: 15.00
Credits: 0.00

Outstanding amount: 15.00

E Motes

&3 Correspondence
Letter: (none) e

Email: (none) w

. EGK x Cancel

This window is very similar to the Payment and Charge screens. First, you are presented with the
date (defaults to current day). The next section is Details. This is where you enter the amount the

credit note is worth.

45 Details

Amount: EEEI D

Similar to the Payment and Charge windows, when you enter the amount, it updates the Total
section below.
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Total

Balance: 15.00
Credits: 30.00
Credit amount; -15.00

Then you can enter any notes you feel necessary in the notes section below.

L,_| Motes

Gift voucher|

You also have the option to print a receipt. Once you have entered the necessary information, click

the OK button in the bottom right hand corner of the window.

The credit note will now display within the patient’s list of transactions.

Date Type Age |Charge
02/01/2013 TI 48.00
02/01/2013 TC

04/01/2013 TI 209,00
08/01/2013  pay B

08/01/2013 CHG 15,00
10/01/2013  CRD

Allocated

43.00
43.00
209.00
209.00
15.00
15.00

0.00
0.00
0.00
0.00
0.00
15.00

Description

NHS treatment (D00283)
NHS treatment (000283)
NHS treatment (000283)
Payment

Patient FTA appointment
Gift voucher

This is displayed as a CRD in the type column. The patient’s balance at the top of the screen is also

updated.

m’l Systems For Dentists & User

I MUELLER, Melissa | 19y 2m
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Refunds

There may be times where a payment is entered into your system incorrectly and you may be
required to refund a patient a certain amount of money. To do this, follow the steps below.

First of all enter the patient's account screen, by clicking on the Accounts button.

When you first enter the Accounts screen make sure the Show all transactions checkbox is ticked.
Highlight the charge you have entered into the system incorrectly. To do this, click on the charge
(example below).

Date | Type | | Age | Charge Payment Allocated Balance Description

18/05/2010 PAY 16,50 16,50 0,00 | Patient Receipt 4764
13,05/2010 CHG 16,50 16,50 0,00 | Patient Invoice 4675
0&8/06/2010 CHG 29,10 29,10 0.00 | Patient Invoice 4337
0062010 PAY G 29,10 29,10 0.00 | Patient Receipt 4915
23/11/2010 CHiG 16,50 16,50 0.00 | Patient Invoice 6095
23/11/2010 PAY G 16,50 16,50 0.00 | Patient Receipt 6134
24/02/2011 CHiG 16,50 16,50 0.00 | Patient Invaoice 6711
24/02/2011 PAaY G 16,50 16,50 0.00 | Patient Receipt 6720
07/06/2011 CHG 17,00 17.00 0.00 Patient Invoice 7359
07f0sf2011 FaY é 17.00 17.00 0.00 | Patient Receipt 7299

Now that the charge is highlighted, click on the Discount button towards the top of the screen.

. Discount

The Patient Discount window appears. Notice you have the option to backdate the discount at the
top of the window. Click the grey button in the corner of the date edit box and select the desired
date from the calendar. In the example below the patient has been overcharged by £2 so | am going

to discount this amount.
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Once you have entered the values, click OK. You will now notice that the patient is in credit by £2
(providing the accounts were balanced before discount). The next step is to balance the account, to
do this you need to refund the same amount you discounted.

So for the next step, rather than clicking on the charge, you are going to click on the initial payment
(example below).

Date |T',|'pE| |Age |charge Payment Allocated Balance Description

18052010 PAY &g 16.50 16.50 0.00 Patient Receipt 4764
18/05/2010 | CHG 16,50 16,50 0.00 Patient Invoice 4675
08/06/2010 | CHG 29,10 29,10 0.00 Patient Invoice 4337
08/06/2010 | PAY | 29.10 29,10 0.00 Patient Receipt 4319
23/11/2010 | CHG 16.50 16.50 0.00 Patient Invoice 6095
23112010 PAY & 16.50 16.50 0.00 Patient Receipt 6134
24/02/2011 | CHG 16.50 16.50 0.00 Patient Invoice 5711
24/02/2011  PAY & 16.50 16.50 0.00 Patient Receipt 6720
07/06/2011 | CHG 17.00 17.00 0.00 Patient Invaice 7359
07/06/2011  PAY &g 17.00 17.00 0.00 Patient Receipt 7299

Now you have the payment selected, click the Refund button towards the top of the screen.
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@& Refund

The Patient Refund window appears. Similar to the Discount window you have the ability to
backdate. In the example below, the original payment was paid by cash so next to cash | am going to
enter the £2 that needs to be refunded to the patient.

Pagreh
] b |pmre  |pdee  [pesiene [Fefod |
1 SANS 2014 ﬁ Zan 00| Py

I i | D«II:
THk: Dot rt
Method: i Caah v
FaiEas
Fas fnon=) a
Prraal ; 1= ] - !

o Ehoss paymers older than & months  NTiECT anonstad fenm | H Cancal

Double click the £2 value and enter the amount you wish to refund. Once you have entered the
correct value, click the OK button.

The patient's account will now be balanced. The discount and refund will be displayed as shown
below.

07/06/2012 | DIS 2.00 2.00 0.00
07/06/2012  REF Q 2.00 2.00 0.00
Write offs

On occasions you may decide to write off a patient debt in your dental software, though this is not a
common occurrence. To perform a write off within SFD v6, click on the Write Off button within the
Patient Account screen.

@ Write Off
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You will then be presented with the following window.

Patient Account Write-off

Date Type |Age | Amount Balance Description User
24/08/2018 CHG 30,00 30,00 Charge Practice
Motes:
'V Aals ¥ Cancel

To select the charge/invoice you wish to write off left click on it from the list, and then click in the
column under the tick. A tick will then appear next to the charge.

You can then write any notes you feel necessary in the notes field. To confirm the write off, click the
OK button in the bottom right hand corner of the window.

The write off will show in the list of transactions as shown below.

Date Type Age |Charge Payment Allocated Balance Description
11/01/2013  CHG 30.00 30.00 0.00 Charge
11/01/2013  w/fo 30.00 30.00 0.00

Sundry sales

As a practice you may sell Sundry items. SFD v6 makes it very simple to add sundry sales to the
Patient Account. To add a sundry item charge to a patient’s account, click on the Sundry button at
the top of the screen.

- Sundry

The window shown below appears after clicking on the Sundry button.

Page 99



To add a sundry item, click on the Add button in the bottom left of the window. You will be
presented with the following window.

e = )

Toothbrush for kids
Tooth Whitenening kit

Charge against:  |{Practice)
Quantity: 1.00 O

Select the sundry item you require from the list be clicking on it. You can also choose the performer
you wish to charge the sundry item against (choose from the Charge against dropdown). Finally you
have the option to enter the quantity of the item you wish to add. Click the OK button to confirm.
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Once you have selected your sundry item(s) it will now show in the initial sundry item screen
(example below).

i P . :
TR R
Product | Description | Quantity | Price :Net | Tax [ |
TWK Tooth Whitenening Kit 1.00 25.00 25,00 0.00
s Add ~ Edit K Delete Items: 25.00 0.00
Total: ' 25.00

m Save x Cancel

The screen will now be updated with any prices/taxes etc. To remove anything made in error, click

on the item you wish to delete then click the Delete button. Once you have added all sundry items
required, click Save.

The sundry sale will now be shown in the list of transactions (example below).

Date Type Age | Charge Payment Allocated Balance Description

11/01/2013  CHG 30.00 30.00 0.00 Charge

11/01/2013  wjo 30.00 30,00 0.00

11012013 51 25.00 0.00 25.00 Tooth Whitenening Kit
Invoice

From the Patient Account screen in SFD v6 you have the ability to create invoices for patients. To
create an invoice, click on the Invoice button towards the top of the screen.

@ Invaice

After clicking Invoice you will be presented with a choice of your invoice templates (example below).
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Look in; [Lethers

) %) ()

Name Date Modified Size -
Account Letter 1 0 bytes
Account Letter 2 0 bytes
Account Letter 3 0 bytes
Account Letter 4 0 bytes
Account letter 5 11/01/2013 1455 5.80 KB
Type: Invoice v] | S J
Mame: Cancel

Click on the desired template, and then click the OK button to create your template.

Your invoice will be created and personalised to the patient, with the use of our merge field feature
(see setup section of the manual to discover how to use this fantastic feature).

Here is an example of what your invoice letter may look like.
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Migs Sophia Peters
474 Horndy Boulaward
Saouth Shiedds
Buchnphamshire
EH13PA
11012013

Diear bi=s Pebars

Cwir reconds indicale 1hal oo cumrendy have an ootstanding balance of £25.00

1 am sure this s an ovarsight and wauld aopredaia v contacting the prachice o cithar
make 5 pavnent o e 19 an avor on our parl, provide darificakan <o we may
update oo racois

You can make your paymeants via
o Telephons Phegcs Contact Raieilion il o crabiiait caod dalajl, of
# | Person Vise us al the practioa and wa wil ba mona than happy to taka cash

or cand pernen

« Post Pleass nobe fhough we do nol escept dheogees il will aciepd hankers
draft. Thesg should be made pavabla o Dental Fradice and posl o the
acdrass

Thank yoi, We ook Paraand to saeing you & voul nest checkup

¥ours Sincerely

Pansrt Co- Drdinakon

Now your invoice is created you have the option to Save, Print, Print a Draft or Email this document,
these buttons are found towards the top left of the screen .

P
h' E\ Systems For Dentists A User - a1a Patient

Mew | !:!53\”3 e Draft | e Print '_E~m3'||[

By clicking the Save or Email buttons, this saves a copy of the invoice to the Patient Correspondence
section of the patient record (featured later in this chapter).
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Statements
It is useful to provide your patients a breakdown of their treatment and costs associated with each

treatment item. SFD v6 makes it very easy to do that.
The patients account section has two distinct statement options for reasons of clarity.

The 1st statement option with the "scales" icon is the traditional statement.
,aa Statement

This allows you to print a full statement of account. Once you click this button a grid will be shown,
offering you the ability to select the starting point of the statement.

| Dakn Term oo "51-?
mioLEnly rar B
14MmLmIs  Per g

Once you have selected the starting point and clicked OK you will be offered a choice of template.
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_ Statement 11/01/2013 21:12 5.37KB

|Ihune |Daf|:e}huliﬁed |5ze |A
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Mame: Cancel |

The 2nd statement option has the "Dental Chair" icon.

I. @ Statement

This is a treatment form statement. When you click this button it will ask you to select which
treatment form you would like to print the statement from.

Treatmers Statesent

|| |Dete Comgleted  Form Type Ferfoyme
b2 00U Doaam BT | - Al tine e

| 1dramnas DUz BODEL - Aaune Huslars, Mertin

This statement will only include items from the selected treatment form. As such this option is useful
for patients needing to make insurance claims for their dental treatment.
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Memo

The final button within the patient’s account screen is the Memo button.

gMemn

Once you click the Memo button you will be presented with the following window.

I:! Save

x Cancel

In this window you can record any notes that may be relevant to the particular patient. Once you

have typed in the notes, click the Save button in the bottom right hand corner.

The memo you have typed will be displayed as shown below.

|

! Cursent 1,00

[ | 30 days a0l |

i a0 degs .00

| 0 dargs a.00

| Total AROD

e Tite|  age Charge
looymiz B [0
fony@n ™

fonimiz T Y]
E-:rm:l.':.l:-:: pay.
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{0430 CRD 5

i:lm:l..lmu par e
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b
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o Shoe sl Earmschom

i 1.00 HHS breairmar i §00280)

Hu.n 7,08 WA resyiment 01205
Xrdm 4,00 HHE i FE12E)
209.00 .00 Parpresnt

151 1,00 Paytesrr} FT.R, snoganiwes

150 15,00 &t wscher

1.3 110D Papmant

To clear the memo, click on the Memo button then click the Clear button in the bottom left hand

corner.
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Images
SFD v6 has its own dedicated section for images within the patient record. To access this, click on the
Images button.

L
The images section is useful for storing things such as X-rays. There are a number of features

available within the Images section of the patient record. These are displayed across the top of the
screen.

|| bl Camera | = Scan i | Tmoort | F Bipot |, * ;JI}Bl- L E..-:_| b4 Dlalete LE ;r-n.-] |[ B Tonrabn b | | I:.:"El:l.l.ﬂl' =

The first button is Camera, this allows you to capture an image from any camera device you have
attached to your PC and import it straight into the patient record. To use this feature click on the
Camera button.

| &l Camera

The Image Capture window appears.

NI

Ty R

Fiam i SaTam

CipiEn

The top dropdown menu is to select your source if you have more than one camera installed on your
PC. Once you have selected your camera source you can check the camera settings by clicking the
Device Settings button.

Device Settings

From the window that appears you can make any alterations you feel necessary to suit your needs.
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Successful completion. Properti

Video Format Compression

Video Standard: Mone

Frame Rate: 30.000 :%! I Frame Interval: | | :
Flip Horizontal: [ | |g-|_apwl P Frame Interval: |__| -]
Color Space [ Compression: =il
Cri— -
Output Size: Quality: |_|
[320 ¥ 240 T ] it

You also have the ability to change the Format Settings.

Format Settings

To take your picture, click on the Capture button.

Capture

Once you have clicked capture the image will then be stored in the main patient Images screen
(example below).

| b Camara |~ san ||| amoort | LF Bpnn | open | 3¢ Detete | T s || B Ssuiong || T iapiay -

Image: 53
Dwmb=: 15002003

The next button within the patient Images section is Scan.
| == Scan |
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After clicking the Scan button, the Patient Scan window appears. From this window you have the
ability to select your scanning source and make any configuration amendments that are necessary.

- -
e e
Span
Sodike
Conbgue -
Dieariigion |_ st Coed

Once you are happy with your source and configuration, click the Scan button to take the image
from the scanner. Once the image is scanned it will be displayed in the window pictured above. You
can then add a description in the text box at the bottom of the window. Once you are happy with
the image click the Save button in the bottom right hand side of the window.

If you have an image saved on your PC that you wish to add into the patient images section you have
the ability to Import.

I_.-“ Import

Once you click the Import button you will be presented with the following window.
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... Import Images . *m
| Search Sample Pictures s

Organize » Mew folder =] - @
W Favorites P.. Arrange by:  Folder =
Bl Desktop S
& Downloads = -
“Cl Recent Places 3
L Tools 1
Select a file to preview,
-/ Libraries Chry‘sarjthemum.
|E Documents IPg
o Music —
[ Pictures
B videos
- T -
File name: - [AI!EJ{*.png;*_,}pg;*.j_peg;*.bmp;*;in v]
| Open |v| ’ Cancel ]

Navigate to the desired image, highlight the image by left clicking on it then click the Open button to
import the image.

Similar to the Camera and Scan features, the image is stored in the left column until you either Open
or Delete the image.

You also have the ability to Export any images that you have stored in the patient images section of
the program.

|1 Eport |

Once you have clicked the Export button you will be presented with the following screen.
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Select the image you wish to export by clicking the grey checkbox in the top left hand corner of the
image. Once you have selected the image a green tick appears in the green box.

Image: 53
Date: 15/01/2013 09:41:46
Location:

MNotes:

Once you have selected all the images you wish to export, click OK in the bottom right hand corner
of the window.

After you’ve clicked OK you will be asked where you wish to export your image(s) to.
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Click OK to confirm the destination of the exported image(s).

Once you click the Open button and select an image from the main Images screen you have the
ability Edit then Save any changes that you make to the image.

The Edit window is shown below. From this window you have the ability to transform the image and
add effects to the image.

I:h:“l"r Hl:ﬂt-ﬂll | Tran=form = Effect=
3

Once you have finished editing click the Save button in the top left of the screen to commit the

changes made.

A very useful feature in the patient image section is the Properties button.
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| Properties |

To activate the Properties button you have to open an image. Once you have opened the image and
clicked the Properties button you will be presented with the following window.

15104 /2019 110634

E'DE B A& LB ODE

|:|_5-n'l

From this window you can select the type of image from the top dropdown menu (bitewings in this
particular example).

1302015 LL: 26

nore]
Intrm-arsl
Echwcmal
I i

Then you can add any notes for the image in the text box.
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Text: -

Finally you can select the location of the image. Click on the teeth in the chart that the image relates
to.

Location
E D C B A A B C D E

=== ===

8 7 6 5 4 3 2 1 1 2 3 4 5 6 T 8

) S P i
JE(E(E (ORISR [~ | - /=]

& 7 6 » 4 3 2 1 1 2 3 4 5 6 7 8

=== ===

E D CB A A B CD E

Click Save to confirm.

Now when you go to the patient’s treatment, and open a treatment form you will be able to access
the image you have assigned to certain teeth.

A a D &

ALRARY

3¢ 4iel Sie

The camera icon is now activated on the teeth the image was assigned to. Click on the camera icon
to see the image.
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SFD has a feature which allows you to compare multiple images on screen. To do this, click on the
display button, a dropdown appears (demonstrated below). Select the amount of images you wish
to compare (the maximum being 9).

(@omlos]

1Image

2 Images (2:)
2 Images (1:2)
4 Images (2:2)
& Images (3x2)
6 Images (2x3)
9 Images (3x3)

For example if you choose "2 images (2x1)" this will present two boxes side by side.
To add an image, double click on box you wish the picture to be displayed in. A window will now
appear with all of the patient's images, select which one you wish to compare. Repeat this process

to view any other images simultaneously.

The images are now present on the screen for comparison.

Page 115



Correspondence
Correspondence is the next section within the patient record.

This is the section of the patient record where all letters, receipts, appointments cards etc.
generated for the patient are stored.

This is what the correspondence window looks like.
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In SFD v6 you have access to every document either sent to or saved for a particular patient. These
documents are visible in the grid on the left side of the correspondence screen (example below).

Date Subject | |
15/01/2013  Invoice\Account letter 5
15/01/2013 General\Mewsletter
15/01/2013 Recall'\Dental Recall - EMAIL
15012013 General\advice Sheet DIET

¢ [ EJE]

This grid provides you with the date the document was created, the name of the document and
what was actually done with the document.

e This icons shows that the document was only saved. -
e This icon shows that the document was emailed to the patient. =]

e This icon shows the document was printed.
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If you have an SMS account with us you have the ability to send SMS messages directly to patients
from the Correspondence section of the patient record.

To do this, click on the SMS icon towards the top of the screen.
S sMs

You will then be presented with a text box where you can type the contents of your SMS into. To
send the message, click OK.

If the SMIS feature is something that interests you, email sales@sfd.co or alternatively call 0845
643 2828 to find out more.

You also have the ability to import documents from external programs (as long as they are the
correct format). To do this, click on the Import button at the top of the screen.

I_._“ Import

Once you have clicked the Import button you will presented with a window similar to the one below.

Organize « Mew folder

A Favorites | Libraries
Bl Desktop || System Folder

4 Downloads

“Cl Recent Places o
& Systemn Folder

. Tools

— Select a file to preview,
L ' | Computer P
. Librane | Syctem Folder

|E Documents

; 5
J.II Music h, Metwork
[ Pictures [ System Folder
B videos

A m

File name: v [AH Files (. BMP:*.PNG:*. TIF:*.JP v]

| Open |v| | Cancel |

Select the document you wish to import, and then click Open in the bottom right hand corner to
confirm. The imported document will now be stored in the left hand column with all the other
letters and documentation for that patient.

You also have the ability to store notes in the correspondence. To do this, click on the Notes button
at the top of the screen.
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Type your notes into the notes screen that appear after clicking the notes button.

e

Pt wants a copy of statement next 'u'isit.| -

Clear m Save x Cancel

Click the Save button to store the note.

Another useful feature in correspondence is Scan.

== SCan

This allows you to scan documents straight into this section so all documents are in a central
location. This is useful for things such as paper medicals.

Click the Scan button to scan the document. Once scanned add any description you feel necessary
then click the Save in the bottom right hand corner of the scan window.
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If you wish to edit any documents that are in correspondence, double click on the document you
wish to edit (It must have the [] icon), or alternatively click once then click Open at the top of the
page.

* Open

You will be presented with the word processor.
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You can now make any amendments to the document you desire. After you have made the
necessary amendments you can either, print (this will also be saved in the correspondence section),
print a draft, save or email (also saved into correspondence).

You can also check the patients recall(s) dates, this is useful if you want to send a manual recall
reminder to the patient. To view these dates click on the Recalls button at the top of the screen.

= Recalls

The dates will be displayed similar to the example below.

o= New Edit = P Delete

Date Performer Type Processed
07022013 Riley, Elizabeth amonth Recall

From this window you can create a new recall date and edit or delete any existing recall dates.
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Tip: You have the option to print labels from the correspondence screen. To do this, click on Labels
button.

g Label

After clicking the Label button you will be able choose the properties you require for the labels.

-
SRS
Products:
]
17850 Ink Jet Transparencies -
13160M Address L4 Pririter
15161M Address Fant
18162M Address
Cancel

13163M Address

13165M Address

13560M Clear Address

13562M Clear Address =
Print 1 @ Labels (71 Pages
Dezcription; Label

To select your printer, click the Printer button. Once you are happy with your selections click OK to
print.

Correspondence
The word processor is something that is linked to the Correspondence section. This can be accessed
directly by the Letters button.

Within this screen you will see everything you would expect from a standard word processor. Things
such as paragraph formatting, activate headers and footers, insert image, bullet point etc. The
image below shows the ribbon and all the features within it.

Wew T awe | D Pl Ewull | s B - | L s | LR i s ErEENRE
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ird I

1 Bl Sk FTH M o1 i

To bring up a document you wish to store in the patient’s correspondence or send to the patient,
click on the New button in the top left hand corner of the screen.

Mew
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You will then be presented with the following window.

o

Look in; [Lethers

) %) ()

Name

. Account Letter 1
Account Letter 2
Account Letter 3
Account Letter 4
Account Letter 3
Advice Sheet DIET
Complaint Letter 1
Complaint Letter 2
Complaint Letter 3
Complaint Letter 5
Complaints Letter 4

Complaints Policy
Complaints Policy (Large Print)

Date Modified

Size

-

Obytes ||

0 bytes
0 bytes
0 bytes
0 bytes
0 bytes
0 bytes
0 bytes
0 bytes
0 bytes
0 bytes
0 bytes
0bytes -

Type: General

Mame:

5[ —ra—

Cancel

2

From this window you can select the document you wish to open. You can use the Type dropdown

to browse through the different categories of documents that exist in your system.

Referral
— :
Referring
=l

To open the document you can double click on it, or click once then click OK. The document will now

be open within the word processor.
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M= E Rikey
Your Denlal Team|

You can now make any alterations you feel necessary.

Tip: You can use the Merge feature to auto fill various patient related properties (refer to
Documents Setup).

i:l_ﬁ; =¥

Insert

This generates items such as Patient Title, Patient Name, and Patient Surname etc. Plus more
complex items such as next appointment date(s) and outstanding balances. If used correctly, this
feature will save you a lot of time.

After making your alterations, choose what you wish to do with the document.

Mew | m.Sa\re = Diraft | = Print E-mail
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Pathology
SFD v6 has the ability to store pathology findings within the patient record. To access this feature,
click on the Pathology button.

=]

The pathology screen is shown below.

Intraoral

.
'sﬂ'l—auux.nc‘od-. .
"

-
DR B O B

Extraoral

P -Twewinise - Geen 0 oo duags i - Swmlag (-] g - - oran
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To enter any findings from a pathology observation, click on Examination. Click Yes to create a new
exam. You will then be asked to select the performer, choose this and click OK.

L1354 88100000 RBUDABDAIDNEX2TETBVINUDANXID LB AN QG E«5a6 9
& - v
= Wevie Panch

= I YTNADODADS

NE X R E-~ADaNODTEr- X,

To add an observation, click on the affected area on the diagram (shown above). The following
window appears.

Select what you wish to add by selecting an item from the Type dropdown.
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After selecting the Type you can chose the Size, you can also add any notes into the text box. Click
Save to add your observation to the chart.
L 2 3 45 € 7 & 9 03112131415 3 (7 1619 2021 12 23 24 35 2% 2728 ¥ D 30 32 33

- % 8 <« C 4 MIALH v TIZTrH~=TITanmoOna»

The dots appear larger and smaller dependant on the size you entered.
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You also have the key in the top right hand corner so at a glance you can distinguish what each
colour stands for.

@ - Ulceration
{) - White Patch
{) - Erythema
& - swelling
) - Mucocele
. - Lesion

& - other

To turn to extra oral view, click on the tab at the top of the screen.

= Intraoral '@ Ewtraoral l

Similar to the intra oral view, click on the area you wish to add your observation to.

Make your selection from the following window.
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T
Details
Type: |8 Texturejcrust |
e T — a},
Text: .

m Save x Cancel

Click Save to confirm.

The key is displayed at the bottom of the page for extra oral view.

@ - Texture/Crust () - Growth () - Colour change @® - swelling () - Fissuring @ - Ulceration @ - other

Once you have added your observations click on the Save button in the top left hand corner.

I:!SBVE -xc'ancei | = Print

You can also cancel all observations and print out the chart.
This will be stored in the left hand column in the initial Pathology screen.

Click on the date to view an observations added on that specific day.
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Links to Third Party Software
Systems for Dentists have the ability to link to third party software such as digital radiography. To
view programs that we integrate with, view our FAQ article at http://sfd.co/faq/157.html

Options
On patient records, you can click the options button to reveal additional items such as BPE,
Prescription and Implants.

=g
™) BPE

Clipboard

Injections

=

L

Qral Health Score

Recalls

Prescription

f

Aszzessments

Implants

L

Print details

BPE
Select the BPE option. The following window appears.

A, -Hpgdng Paos Ficbar

Oalm e L
P 1T 17 SR, KRy [
FlEIEREE T

From this window you can view any historic BPE recordings. You can also create a new BPE
examination by clicking on the Examination button in the bottom left of the window. To print all BPE
examinations click on the Print button in the bottom left of the window.
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Clipboard
Back to the options menu, you have the ability to add the patient directly to the clipboard from the
options menu. To do this, select Clipboard from the menu.

=lE:

Clipboard |

o2

Injections

Loy M

Oral Health Scare
Recalls

Brescription

gl

Azceszments

Implants

§ o

Print details

This will take you to the appointment screen. In the left hand column you can access the clipboard.

| Jan 2013 [ 2
Mon Tue Wed Thu Fri Sat Sun

31 1 2 3 4 5 b

7 8 9 10 11 12 13
14 15 16 17 18 19 20
[21 22 23 24 5 26 @
8 29 3 31 1 2 3
4 5 6 7 8 9 10
r—

MUELLER., Melissa

You can now drag this patient from the clipboard into a desired appointment slot.
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Injections

Once you have selected Injections from the dropdown menu you will be presented with the

following window.

i
E
¥

From this screen you can view any injections the patient has had on particular date. To add a new

injection, select the type from the Type dropdown.

AN EEEEN
EEEEEEER
EEEEEEEE
EONEEEO
BEO0O0O0OBE @O

Mare Colors...

Once you have selected the type, click on the area of the diagram where the injection took place.

)T M T

o O e o

Click the Close button once you have added you injections to the diagram.
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Oral Health Score
From the options menu you can access the oral heath score window.

="le:
EPE

Clipboard
Injections

Qral Health Score

5
J
Recalls
g Prescription
Aszzessments
H Implants

Print details

The Oral Health Score window is shown below.

Generdl | Gregh

| Digtm Fan __L'."mim lppesance  Mucros il:m'm:n [T H
[EAAAM S 2 1 4 | 3

From this window any previous oral health scores are shown. You have the ability to edit any of
these by clicking on them then clicking on the Edit button located at the bottom right hand corner.
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To add a new oral health score, click on the Add button in the bottom right hand corner of the
screen. You will be presented with the following window.

Oral Health Score

[ ate: Ao W

Chewing:

Appearance:;

Mucoza:

Oecluzion:

Caries:

“Wear:

Perio:

4k

ak. Cancel

You can now add your figures to the appropriate areas. As you go a long this will update the total at
the bottom of the window. Check the correct date is present at the top then click the OK button.

Recalls
From the options dropdown list you have the ability to view any recalls that are set for the patient.

=le:

Clipboard

0] [

Injecticns

L

Qral Health Score

Recalls

Prescription

¥

Aszzessments

Implants

L

Print details

You will now be presented with the recalls screen.

o= New - Edit € Delete

Date Performer Type Processed
07022013 Riley, Elizabeth amonth Recall
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Any recalls will be displayed in this window. To edit an existing recall, click on the recall then click the
Edit button at the top of the screen.

Performer: %_RILEY, Elizabeth "_J
s \month Recal | x|
Date: | 7/2/213 I

I:! Save x Cancel

You can then change the type of the recall and edit the date of the recall if needs be. Click Save to
confirm any changes.

If a recall has been set that is now not required. Select the recall then click the delete button.

Systems For Denﬁsi:._ ﬂ

il i

@ Delete recall?

Click Yes to confirm the deletion.

To add a recall for a patient, click the New button at the top of the screen.
+ M ew

You will be presented with the following window.

Select the performer, type and the amount of months. Click the Save button to confirm the new
recall.
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Prescription
Prescriptions are another feature that can be accessed from the options menu.

=NlE:

EPE
| Clipboard

Injecticns

LN (9

Qral Health Score

Recalls

Prescription |I

Aszzessments

Implants

L "

Print details

After selecting Prescription from the menu you will be presented with the following window.

" > — By

Date: 21/01/2013

Performer: [ v]
Serial:

[tems: *

o add { L Edit _“-KD&I&HJ

Motes:

Print: [Presa'pﬁqn‘ﬂ-is * ]

The first thing to do from the issue prescription window is to select the performer. Any existing
prescriptions will be present next to items. To add a new item to the prescription screen, click the
Add button towards the bottom left hand corner of the window. The following screen will then
appear.

Page 134



Aciclovir 200mg dispersible tablets

Adiclovir 200mg dizpersible tablets sugar free
Adiclovir 200mg tablets

Adiclovir 200mag,/5ml oral suspension sugar free
Adiclovir 5% cream

Adiclovir 800mag dispersible tablets

Adcovir 800maq dispersible tablets sugar free
Adiclovir 800maq tablets

Amoxidllin 250ma capsules

Amoxidllin 500mg capsules

Ampidillin 125mg/5ml oral suspension

-

«f oK x Cancel

From this window you can search for a particular item using the search bar or you can use the
dropdown to search for a particular category.

w
Hydrogen peroxide -
Thuprofen
Lansoprazole
Lidocaine + Aminoacridine
Loratadine D
Menthol + Eucalyptus
Metronidazole
IMimnamIe -

Select your item from the list by left clicking on the item, then click OK. The following window
appears.

Preparation: Hibuprofen 400mg tablets

Date start: 21/ 1 /2013

Quantity: custom, .,
Instructions:

Enter the start date, and then choose your quantity. Add any instructions into the instruction box,
and then click OK.
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It will now appear in the item list in the initial Issue Prescription window.

You can add any notes into the notes field. You can also select a prescription template to print. Click
OK to confirm.

Assessment
If you have any patient assessments set up within your system, you can access these here.

£
EPE
Clipboard

Injections
Oral Health Score
Recalls

PBrescription

Aszzessments |I

Implants

Lo @ LN

Print details

You will be presented with the following window after selecting Assessments from the options
menu.

Curimmer S sbwfacon l"ll'r Satuifined
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From this screen you will see any historic assessments that have been completed. By clicking on the
assessment in the left hand column it will display the answers in the main screen.

You can also edit an assessment by clicking on the assessment in the grid on the left hand side of the
screen, and then clicking the Edit button. The initial assessment will re-open so you can make any

alterations that are necessary.

To create a new assessment, click the New button in the top left hand corner.

i© |
Patient Assessment Screen Select Lﬁj
| Happy Patient? V]
| Patient Satisfaction [+
wf oK ¢ cancal

L

Choose the assessment that you want to create, and then click OK.

To see how to create patient assessment screens refer to the Assessment Setup chapter of the

manual.

You can then enter the values to your assessment (example below). Click Save once you have

finished entering your values.

Page 137



Implants
To add an implant to a patient’s record, choose Implants from the options menu.

=g
™) BPE

Clipboard

Injections

LN (5

Qral Health Score

Recalls

Prescription

P

Aszzessments

Implants

4 |

Print details

The main Implants screen is shown below.

@ ®© & 9 9 9 99 9299 99 9 9 900

@ © 9 9 990090 9290 9092 9 92900

To add a new implant, select the appropriate tooth from the chart by left clicking on the green dot
associated with that tooth. You will be presented with the following options.

{'.1 ULS

Add New Implant... ||

Click on Add New Implant. The following window appears.
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|

|

D ate: Reazon Far Tooth Loz [rmplant:
Al 1 /203 [ =[] v
|50 reading k arufacturer:
|
Type: Diarneter: Length:
Batch:
(] Cancel

Add the necessary information into this window, click OK to confirm.

Note: You will have to setup your selection of implants in the Implant Setup section of the
program. Refer to the setup chapter of the manual to learn how to do this.

Print Details

The final option accessible from the options menu is Print Details.

FE
Llipboard

Injections

Oral Health Score

ERNE =R il

Recalls

Brescription

?I

Azzessments

H Implants

= Print details |

This option prints out everything that is present within the patient record.
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Add patient to appointment clipboard
The final icon in the top bar of the patient’s record is Add patient to appointment clipboard.

2

By clicking this icon you will be taken the appointment screen. You will find the appointment
clipboard in the left hand column of the appointment screen (icon shown below).

MY BW

You can now drag the patient from the clipboard to the desired time slot.
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Appointment Book

On a busy reception it is vital to be as efficient as possible within the appointment book. This chapter
will tell you everything you need to know about the appointment book, including any tips that will
save you time.

Icon explanations
To enter the appointment screen, click the Appointments button at the top the screen.

|®mmm A ouser | g retent ) R Apoointments Mvasks | [emal | Fe

You are now presented with the appointment book.

ot e - S a—— W o i M -]
g | - - e, e — e Ly =1

There are a number of icons at the top of the screen you should become familiar with.

Lookup
| & Lookwp |

This button allows you to search for a patient and see any appointments that they have. Once you
click the Lookup button the Patient Search window appears.
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Search for the desired patient and then click Select when you have found your desired patient. The
following window appears.

Data Tora D ations e

| #oyMEs oms0AM 10 AILEY, Exzshath
150072 15 012 50 M 10 MASES, Lireda
D080 15 02240 b 5 ALEY, Elzabach
TG 08:30 20 15 ROLEY, Eipsbeth
128120 15 09:30 & 10 TATLOR, Miged
AL LS 09:40 4 5 MASOW, Linds

l 212 1E 1L:A5AM 10 RLLEY, Eisbeth

M TTIETEA AT s 1 ona 15 WARCRL 1 kodn

% Gato

You can select any appointment and then click the Go to button and this will take you to the
appointment within the appointment book (example below).

i, L e LG
Vi LI bl - T L
- | [T ]
1
|
= | ST AT, Friae £ i
B o — W“ | E=
' F.Emm—l
| “

The time, performer and appointment are highlighted in yellow to make it easy to pick out the
appointment.
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Cancellation
| a Cancellation

This is a useful feature for patients that desire an earlier appointment but there is no free space in
the appointment book. Therefore they are then held in the cancellation list so when there is a
cancellation that meets their preferences they can be dragged into the vacant appointment.

Once clicking the Cancellation button the Patient Search window appears.

] | oo | ] ] s B -
=L I o B vy
iines) = - I ui Order by B v Sordeie ] 'H'::lni

Search for and then click Select to open the desired patient. The Appointment Properties window

appears.

|
[ ]
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From this window you can select a number of options concerning the appointment. To add an
appointment reason, select your reason(s) from the Available Reasons list then click Add. The
reason will now be present in the Appointment Reason list (example below).

- =

| femnine roperne: - FADIERD, Rty (0033551
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You can remove an appointment reason, by clicking on the reason the clicking on the Remove
button. Or alternatively if you want to remove all of the appointment reasons, click the Remove All
button.

You have the ability to create new appointment reasons from this window by clicking the Setup
button.

Setup

The following window appears.

h

[ RS RN (RS WD MR PG E ORE A

To add a new appointment reason, click New in the bottom left hand corner of the screen.
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; B
Mew Appointment Reason PI‘D:p.EI.'tiE'_‘-'.‘ - ﬁ

General

W Active

General

Mame:

Colour: H Red -
Duration:
Urgent Flag:
Points: 0.0 (=)

EH

Web appointment;

m Save x Cancel

From this window shown above you can add the new appointment reason name, assign a colour and
set a default duration (which can be changed at any time). You can also assign an urgent flag, points
and web appointment. Click Save once you have entered all necessary information.

After clicking the Save button, you will be taken back to the Appointment Reasons screen. From this
screen you can also edit any existing reasons by clicking the Edit button. Once you have clicked Edit
you will be presented with the following screen.

Page 145



o = B 5
I _ General- |

¥ Active

General

Mame:

Colour: H Red -

Duration: 20 =)

Urgent Flag: ]

Paints: 0.0 O

Web appointment:

m Save x Cancel

You can then make any changes to the appointment reason. For appointment reasons you no longer
use you can mark them as inactive. Uncheck the Active checkbox to do so. Click Save.

This reason will then not be displayed when browsing for appointment reasons. If you wish to
restore any appointments reasons that have been marked as inactive tick the Show Inactive
checkbox at the button of the appointment reason window.
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 Appointment Reasons

E
g

Extraction

Fillingz

Lost Filling

MNew Patient Exam

Pain

RIGT

Re-Cement Veneer
Recement Bridge
Recement Crown
Review

Scale & Polish
Surgical Extraction
ToothAche

Veneer Fit

EE SN EEEEEEEN
FNENEEEEEEREEREEEE

Veneer Prep

" Show inactive

= New / Edit [ close

Click Close to go back to the Appointment Properties window.

B ek Frc
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Carmalin Prefeiehct

x|
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You can change the duration of the appointment by using the arrows, or by typing in the desired

time in the Duration number edit. Alternatively you can use the predefined appointment duration
buttons.

Colour: ] Red -

Ciuration; 20 = 3 1w | 15 | 20 25 | 30

You can also add any notes you feel necessary into the Notes text box.

I otes:

To the right of the Notes textbox you have the Phoned dropdown list. You can select from a number
of options that are shown below.

Phoned:
[ o -
Ma

Patient Answered
=2 Engaged
D Urrangwered
o Anzwerng machine
D Other answered

You can come back into the appointment’s properties screen at any time to change the status of

Phoned. After making a selection you will see the appropriate icon on the appointment (example
below).

¥5 MUELLER, Melissa (11/10,/1993) (755)

The next step is to select whether the patient would like to receive a reminder. These can be set by
default in the Program Setup (refer to the setup section of the manual to see how to do this). To
select a reminder tick the appropriate boxes.

R ermninder
Letter

E -rnail
' SMS

The E-mail and SMS reminders are automated. The email will be sent exactly a week prior to the
appointment and SMS a day to two weeks prior depending on your setup. Refer to SMS Setup
section of the manual to learn how to set up the timings of your SMS reminders.
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This is another fantastic feature of our SMS service. To find out more, call Sales on 0845 643 2828
or alternatively email info@sfd.co.

The next section of the Appointment Properties window is to enter the cancellation preferences.

Cancellation Preferences
o Mon W Tue ¥ ‘Wed ¥ Thu & Fi Sat Sun

Arptime =

| fanyone] P -

From this section of the appointment properties you can select preferred day(s), time and
performer. In the example below the patient would prefer an appointment on a Monday or Tuesday
between 12-2pm with the performer Martin Huskins.

Cancellation Preferences
o Mon Tue U ‘Wedl Thu [ Fn Sat Sun
| Between - | | 1200pm - | E | 0200pm - |

|5-Iuskins, b artin '|

You can click the Patient button in the bottom left hand corner of the window if you wish to view the
patient’s record.

1 Patient

Once you are happy with your selection click OK, in the bottom right hand corner of the
appointment properties window.

The appointment will now appear in the cancellation list on the main appointment screen. To
navigate to the cancellation list, first of all click on the Appointment button at the top of the screen.

f21 Appointments

The cancellation will be displayed in different positions depending on what view you have your
appointment book set. If you have the standard view it will be displayed down the left hand side of
the page.
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Alternatively if you have the split view set the cancellations list will be displayed on the right hand
side. Split view is explained in more detail later on in this chapter.

-n-.-' T N -

To access the cancellation list click Cancellations from the bottom of the pane which is situated on
the far left of the screen in standard view and in the far right in split view.

Page 150



From the cancellation list you are able to drag the appointment straight into a desired time slot. An
example of what a cancellation appointment looks like is shown below.

25 BRADFORD, Ruby

35 minutes
MTwifss 12:00pm - 02:00pm

From the appointment you can see the patient would prefer an appointment on either a Monday or
Tuesday between 12-2pm. When an appropriate time slot becomes available, drag the appointment
from the cancellation list and drop into the available time slot.

Cancellations
y |{Everyone) 2

=
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Book
The Book Appointment button is something you will become very familiar with over time. It is

situated near the top of the screen.

[Fla>delv

Select a time slot in the appointment book by left clicking on the desired time under the correct

performer (example below).

Fri, 08 February 2013

|4 I el LH']dEMBSﬂI"I | R NigelTayfInr L

107

In the example above we have selected 10 o’clock with Linda Mason. Now that we have selected a
time slot, click the Book Appointment button at the top of the screen.

[Fla>delv

Once you click the Book Appointment button you will be presented with the Select Patient window.
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From this screen you can select the patient you wish to book an appointment for. To do this, double
click on the patient or click once then click the Select button.

You will then be presented with the Appointment Properties window.

j".ﬁ:mm'-rm-mmtﬂmrdm
_kﬁmﬂl‘lrﬂ'ﬂ#.mﬂirlﬁlflmrd!l

P | me ol Bos 23 Cancala o app el

Fill in the Appointment Properties windows as appropriate.
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Within the Action part of the appointment properties windows you have the ability to send a
reminder letter or email to the patient as the soon as the appointment has been booked. Tick the
option desired then use the dropdown to select the appropriate letter.

Action
Letter ¥ |xdppointmentdppointment Feminder Pw
Email W ppointmentt A ppointment B eminder

Once you have completed filling out the appointment properties window, click OK in the bottom
right hand corner of the window. The appointment will now appear on the appointment book.

Fri, 08 February 2013

1 % Linda Mason = Migel Taylor

1) 90 - WOODS, Daniel (24/08/1981) (1523)
1c MExam, Scale & Polish

Ln

| L=

L=

n

'-"-“l

(%]

Book family appointment
There will be times where you require to book family appointments. SFD v6 has a feature that makes
this very easy. The Book Family Appointment icon is situated at the top of the screen.

+[&] % v

Similar to booking a single appointment the first step is to select a date, time and performer. Click on
the time slot in the appointment book.

=2 Martin Huskins
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Now click on the Book Family Appointment button at the top of the screen.

+]&] X v

You will then be presented with the patient search window. From here select a member from the

family you wish to book an appointment for.

After selecting the patient you will now be displayed with the following screen.

Patient
4" SANTIAGO, Brooke
44 SANTIAGO, Madeleine

DOB Last Visit
L, 04/02/1984

i, 18f07/2008  23j08/2012

&

(B
L
gl

II Concurrent = Consecutive

f OK

From this screen you can select the family members that require an appointment.

SANTIAGO, Brooke

wf SANTIAGO, Madeleine

You can now select if the appointments are concurrent or consecutive.

BN concurrent | B= Consecutive

x Cancel
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= Martin Huskins

Imsﬂs SANTIAGO, Brooke {1549)

Exam

Imsﬂf SANTIAGO, Madeleine {1550)

Exam

Alternatively if you selected concurrent appointments it would be displayed as shown below.

= Martin Huskins

| sanTiaGo, Brocke ... [l sANTIAGO, Madelei...
IFilings Extraction

In the example above consecutive appointments have been selected.

Once you are happy with your selections, click OK at the bottom right hand corner. You will then be
presented with the appointment properties window for the first member of the family.
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Once you have finished adding to this window, click OK. You will then be presented with the
appointments properties window for the next member of the family. Fill this is then click OK. Repeat
the process until you have completed the appointment properties screen for each family member
that requires an appointment.

The appointments will now be shown in the appointment book.

Change visible books

You may only wish to view certain books on particular days. To do this, click on the button shown
below which is situated at the top of the main appointment screen.

|| &

After clicking on this icon you will be displayed with the following window.
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From here you can change the performers you can see (fixed, regardless of the day of the week) or
you can show certain performers on certain days. If you wish to change the performers you can see
regardless of the current day, click your name at the top of the list then Edit. To change the
performers visible to you based on the day, select the day then click Edit.

) ke b ivder el ke

| HLSKNS Marin - i
lﬁlvlﬂ'llll

[EEIFFTEE | r.-;..-qu:...!ﬂ

L = > Cazzxi
Performers on the left are hidden whereas ones on the right are visible and will be based on your
criteria (Your permanent view or based on the day).

The changes you make here apply to your account only. If you login on another computer your

settings will transfer.

Click OK to confirm.
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Text Appointment
There may be times you wish to add text appointments to your diary. These are useful if you wish to
block out a small section of your day for meetings etc. To do this, click on the button shown below.

o

First of all, select the time on the appointment book you wish to add the text appointment to
(example below).

[ ]
on

s
[}

WHITE, Elizabeth (585)
Denture Imps

i

ra
[}

Now click the Text Appointment icon at the top of the screen.

o

The following window will now be displayed.

Appeerdment Tes

Diiw' ybiors: |5 =
Colours I = wl
Fepeat o |

1.-""l.la - B Cancel

Add in any information that you need to in this window, including the duration and any colour you
wish to associate with the appointment.
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Vacant
Vacant is another useful icon to get to know. It is found at the top of the appointment screen.

@. Vacant

This is a great tool to quickly find an appointment slot that meets the patient’s requirements. To use
this tool click on the icon then you will be presented with the following screen.

Fod o ——— '
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o bofow [UEDan - | # Fiay | wtuia O
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= |:¥' (B ] Comdmy
Fegured
Fasi IHInga:.l:i 1] foe 8 W e
Sepond h!"!] -] = e
o B e bk S eaich - el Chiga
CETE .mﬂl ﬂmll'ﬂtl

There are a number of fields to choose from within this window. The first section is Date & Time. To
select the date you require an appointment from either type in the date or use the calendar feature
on the right hand side of the date box.

Drate & Time On
From: 'I'I.-"I:IE.-"EEI'IEI ]' I M
@ Alltimes ‘ February 2013 b
() between | Mon Tue Wed Thu Fri 5at  S5un
") befare 8 g 10
A after 12 13 14 15 16 17
- 18 19 20 21 22 23 24
Fequired 25 X 27 2B 1 2 3
. 4 5 6 7 8 9 10
First |Nige| [ | Teday: 07/02/2013

If the patient doesn’t require a specific time you can leave the default select for All time. If the
patient requires a specific time, choose one of the 3 options, between, before, or after.
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Date & Time
From: 11022013 [l

All tirmes

© between |0%:00am | and |[EEEEN ~
before | 08:00am
after 0:00am

Click on your option and select the appropriate time from the dropdown box.

The next section is On. Select the preferred day(s) from the list by making sure a tick is in the box
next to the desired day(s).

On

bk onday
Tuesday
Y wednesday
' Thurzday
+ Friday
Saturday
Sunday

In the section below you can choose the performer(s) the patient is required to see and for how
long. You have the ability to select the amount of time between two appointments.

Required
First |N|ge| TEI_',"EI[ - | far 20 : minutes
Second |E|iz.a|:|eth Riiley - | for 10 5 minutes

1] = ot I minutes later

The final section to make a selection for is Session Type. This will be more important for dental
practices who offer a number of schemes. Select the appropriate by clicking the flag which will then
turn green.

Seszion Type

fr- Emergency ] =

[ Lunch ]

I Mixed ]
L]

I nHs

You have now entered all the necessary information. The next step is to click Search.
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The search results for available time slots appear in the box below.

iy |nEpEn |

Requed
Faal rningag.u
“epond | Elmabaih File

] =l 15

Wed, 13 Februsry 2043
Wed, 13 Feteuary 2013
Wed, 13 February 111
Wed, 13 February J113
Wed, 13 Petruary A111
Wez 13 February 3111
Thu, 14 Febnary 2013
Thi; 14 Feonary 2013
T, 14 Febouary 3013
Thai, 14Febnary 3011

Once you have selected your patient you will be presented with the Appointment Properties
window.
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Make your selections, and then click OK. A second Appointment Properties window appears if you
have requested more than one appointment.

The appointments will now exist in the appropriate time slots.

iwed. 13 February 2013

i1 < phped Taylor
. e

' G JEECTT Acheuca (D3fSfwed)fisEy |

75 e g o ABBIOYTT, Rehence {0030 5/23002) {1579}
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Calendar

Methods of navigation

The calendar is a vital component of the appointment book. Getting to know the different methods
of navigation is important for efficient use of the system.

When you first open the appointment screen by clicking the Appointment button, the calendar will

open on the current day.

To select another date within the same month, click on the desired date. You will then be presented
with the appointment book(s) for the day selected.

immomrapoes i - twem = Tegoeres [ RETH Clemad | B+
- ' - - -
M o] B Todsr Ie | R My | AHS L MR in;!m T Bl | M ane St W isana
} Fab D11
E,_':_,.,T.,_,_n:.‘_mg_g__“_' Wad, 13 Fobreany 3003
E.-I o e HiH T
B R R R e S TS e e ot
1 ¥ &
BV et e g AT, Rcbeocn 1330 40 L1471 |
l'm = o e s,
lE o wE i |
l4-3- %7 v 1 m |

There is a few different ways you can navigate through different weeks and months in the calendar.
You can click on specific days and use the arrows to navigate from month to month.

m Feb 2013

Tue Wed Thu Fri 5at Su
28 29 30 31 1 2 3
4 5 67 8 5
11 12 13 14 15 16 17
1B 19 20 21 22 23 24
25 26 27 28 1 2 3
4 5 5 7 8 9 10

Alternatively you can use the buttons at the top of the screen.
<M| <w| «:D|Tnda~_r| D:=-|w:=-| M:=-|3M:=| E»M:=-|Y:=—
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The buttons to the left of Today are for navigating to dates in the past and the buttons to right are
for navigating to dates in the future.

Overview
The overview is a very useful element of the appointment screen. At a glance you can see available
appointment slots and different session types for a particular dentist.

You can setup different session types within SFD. This is useful for adding in emergency times as well
as if you are a mixed practice that deals with both NHS and private patients you can easily
distinguish between the two by creating different session types.

By setting up session types and associating colours to them you can see at a glance where you need
to book certain appointment to make sure they are being booked in appropriate time slots.

The overview is situated in the left hand side of the appointment screen.

i
i

..
i :

5
. -
- -

The overview displays the appointment times for the dentist you have selected. The overview shows
the days across the top and the time down the side. In this example this particular dentist works
Monday to Saturday (the grey areas being where the dentist is not working). The performer’s lunch
hour is displayed in white. In this example private appointment slots are shown in yellow and the
NHS in blue. The example above is a blank week with no appointments booked.

Refer to the Setup section of the manual to setup different session and appointment colours.
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The overview shown below is how it would look once appointments have been booked (dependant
on the colour system). In this particular example appointments show up as red time slots on the
overview.

»

' J ' [ ] | [ [ P

Selecting different performers to view

To view a different performer’s overview, select the performer my clicking on their book within the
main appointment screen. You can tell if a performer is selected as their name will be highlighted in
yellow.

b s T P s B, [ ey T
-

S TTT e O T P

In the example above Elizabeth Riley is the performer who has been selected.
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Booking appointments

Earlier in this chapter when we were exploring the different icons within the appointment screen we
explored the Book and Book family appointment icon. You may be comfortable using the icon and
booking appointments in that way. However there is an alternative method that you may prefer.

First of all navigate to your desired time slot. The next step is to select the time slot by left clicking
on the slot, once selected the slot will turn blue.

Wisal, 19 Fabrissry 3003

L Vg Ty

=

...'g- gy e fr

In the example above we have selected a time slot at 8.30 AM on Wednesday 13" February with
Elizabeth Riley. Now that you have the time slot selected, right click on the slot and you will be
displayed with the menu shown below.

Book
Family
Text

THOMPSON, Tia (14/02/2003)

L N

From this menu you have similar icons that are presented at the top of the appointment screen. To
book an appointment, select Book from the menu. From here you will be taken through the same
process that was followed when using the Book option.

The same principle applies with Family and Text appointments.
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Booking patients on the appointment clipboard
In the treatment section we learnt how to add patients to the appointment clipboard. You have two

ways of accessing the appointment clipboard.

The first way to access the appointment clipboard is from the left hand side of the appointment
screen or on the right hand side if you have split view enabled (featured later in this chapter).

Cliphieaid

LT, e T

T S

In the example above there are two patients on the appointment clipboard. From here you can drag
the appointment from the clipboard into the desired time slot.

Alternatively, patients that have been added to the appointment clipboard can be access by right
clicking on a selected appointment as shown below.

Book
Eamily
Text

= YOUNG, Sum THOMPSON, Tia (14/02/2003)

DALY, Alexandra
SCHOFIELD, Aimee

Click on the desired patient from the list and then you will be presented with the Appointment

Properties window.
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Click OK to confirm the appointment.
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Changing Appointments

There will be times when you are required to change appointments. This may be the time, date or
duration of the appointment. This section of the manual will walk you through how to make various
changes to an appointment.

Same date
There may be circumstances where you are required to move patient appointments to a different

time slot on the same day or to a different performer.
Select the appointment you wish to move by clicking on it.

MO, 1R EHihrmary 008

¥ Pyl Tyl

In the example above we have an appointment at 12.30 PM on Monday, 11" February 2013 for the
patient Charlotte Ziegler selected. The patient requires an earlier appointment at 11.30 AM on the
same day with the same performer, Nigel Taylor.

To perform this move, hover over the appointment until the cursor changes to the crosshead icon

‘_P , then hold the left button of your mouse in, drag the appointment to the desired time slot,
release the left button of your mouse when the appointment is in the correct time slot.

When you release the left button on your mouse you will be presented with the following window.
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| {none)

Appointment Change i l

o 0K x Cancel

Depending on your setup you have the choice of three options, Letter, E-mail or SMS. In the example
above we only have the option of SMS as the Letter and E-mail options have been disabled. You are
able to choose an SMS template to send which is then prepared as soon as you click OK.

The appointment will now have been moved to the new time slot.

Momy, 11 Febrpsny 2003

" Higel Tupkr

FrN IITL FH . Coariaiss CIRETLl
Shngy SITLEIH, Craraiss (IR 1R DLIES

Note: To move an appointment to a time on the same day but to a different performer the
principle is exactly the same. Select the appointment, then drag and drop to the appropriate time
slot under the different performer.
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Different date (Hold appointment)
There are a few extra steps required when you need to move an appointment to a different day. The
first step is to select the appointment you wish to move to a different day.

Tue, 12 February 2013

1 = Migel Taylor

oy W FITZGERALD, Daisy (15/09/1955) (26)

Once you have selected the appointment right click so the menu shown below appears.

15/05/1955) (28)

Book

Family

Text

SCHOFIELD, Aimee

s GALLAGHER, Lancel

e
éa
e
o DALY, Alexandra (23/03/1998)
-
%
ll

Open
s Print

E) Hold

@ Properties

B

]
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Once you have clicked Yes the appointment will be placed in the hold list. The hold list can be
accessed from the left hand side of the main appointment screen (or in the far right hand corner if

split view is enabled).

- hd
T AEEITT, Aibecca

2 erasi
Exam

T FLTTGERALL, Cop
Al et
Frorre. LGS a4 11: 1 5mm

From the example above we have two patients in the hold list. You can see the patient Daisy
Fitzgerald who we place on hold. The next step is to navigate to the appropriate day you wish to
move the appointment to. Once you are on the desired day, drag the appointment from the hold list

to the new time slot.

Page 173



Feb 2013 )
I':on Tue Wed Thu Fri Sat Sun 4 Fri, 15 February 2013

2B 2% 30 31 1 2 3 |4 = Migel Taylor
4 5 & 7 8 9 10 -

50 WrmsSHS DRISCOLL, Mason (19/06/2002) (234)
11 12 13 14 15 16 17 =l .
18 19 20 21 22 23 24 =
25 26 27 28 1 2 3 4200
4 5 & 7 8 9 10 =
On-Hold =

|

rH ABBOTT, Rebecca =
20 minutes .
Exam 20
== FITZGERALD, Daisy 25
20 minutes E_E
From: 12/02/13 at 11:15am .

ac

E

50

13 00

05

10

15

20

In this example we are going to change the appointment to 12.40PM on Friday, 15" February 2013.
Again, when you release the left button on your mouse you will be presented with the Change
Appointment window.

il Printar

Select the appropriate action, then click OK to confirm. The appointment will now have been
changed to the new date.
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Fri, 15 February 2013

1 = Migel Taylor

=0 Moz DRISCOLL, Mason (19/06/2002) (234)

20 =" FITZGERALD, Daisy (15/09/1955) (25)

o
| =l

Extending/shortening appointments
There will be times where patient appointments need to be extended. Fortunately in SFD v6 this is
something that is very easy to do.

First of all, navigate to the appointment that you wish to extend. Select the appointment by left
clicking on the appointment so it becomes highlighted.

45 sy JORDAN, Peter (23/07/1943) (779) I

Once the appointment is selected you can hover over the top or the bottom of the appointment and
your mouse cursor will change to I .

You can now drag the bottom or the top of the appointment to the desired length.
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This technique can be used for lengthening or shortening an appointment. Once you have extended
or shortened the appointment, you will be presented with a confirmation window.

Click Yes to confirm.

Properties
At any time you are able to select the properties and make any changes that are necessary. To do
this, select the appointment by left clicking.

To access the properties of the appointment, right click on the appointment once highlighted and
you will be presented with the following menu.

i[="% FETTERGO, Freye [ DL aaz0) (1899

= Rl

<+ fook
B3 Femily

§| Text

DALY, Aleeandra [23703,1985]

+
15 == SCHOFIELD, Aimes
s W Cancal

sl Dpen

m Frimt

K Hold

= E' Propertis |

From this menu, select Properties. The Appointment Properties window appears.
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You can now make any changes you feel necessary, click OK to confirm any changes.

Cancelling Appointments

Single appointments
There will be circumstances where you will need to cancel patient appointments, whether this is

requested by patient or by the practice.

First of all, navigate to the appointment. Select the appointment by left clicking so the appointment
becomes highlighted.

' Thu, 14 February 2013

1 =7 Migel Taylor

40 fer g WARD, Ewan (12/04/1975) (425)
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Now you have selected the appointment, right click and select Cancel.

Thu, 14 February 2013

=+ Migel Taylor

WARD, Ewan (12/04/1975) (425)

P
on

+ Book

Eamily

(43}
[}

(43}
on

Text

-
()
[a=)
[

DALY, Alexandra (23,/03/1998)

[}

SCHOFIELD, Aimee

Ln

Cancel

&l
X+ +EE

=]
[}

Open

[=]
Ln

Print
Hold

LA
=]

oy RYAN

[¥]
n

IR

Broperties

5

 Cancel WARD, Ewan’s appoi

Action

Letter .{nnne}

E-mail .{nnne_]

SMS [Appointﬂmtﬂemhder x ]

i Printas sl Ok | x Cancel

From this window you can select the reason for cancelling, then process a cancellation letter, email

or SMS (depending on the patient’s contact preferences).

To add cancellation reasons refer to the setup section of the manual.
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Cancel WARD, Ev_.lan's_awj intment? _E_ ﬁ

I Reason

I:_j Made In Error v]

Action

Letter {none)

E-mail {none)

5M5 Ihppﬂinh‘nent Cancel v]

! o Printas | -'qf 0K x Cancel

Once you have made your selection click OK to confirm the cancellation.

Marking patients as...

SFD v6 has the ability to mark the patient as ‘Arrived’, ‘In Surgery’, and as ‘Departed’. This does not
only help the dentist in the surgery, making them aware of any patients that may be waiting for
them but it can’t help the practice in general to target improvement. This is because reports can be
generated on waiting times, this is the time between the start of the patient’s appointment and
when they got marked as ‘In Surgery’.

Arrived
As soon as a patient arrives to the practice they should be marked as such in your practice
management software. To do this, first of all highlight the patient’s appointment.

Tue, 12 February 2013

1 = Migel Taylor

10 =T MATHER, Bradiey (D1/01/15749) (1797)

You have two ways of marking the patient as ‘Arrived’. At the top of the screen you have the
Attended icon. Click this icon to change the patient status to ‘Attended’.

+ & % a[¥] o

Alternatively, once you have selected the appointment right click and select Attended.

Page 179



g MATHER, Bradiey (01/01/1574) (1757)

Book
Eamily
Teut

DALY, Alexandra (23/03/1998)

SCHOFIELD, Aimee

Cancel

X+ + 8+

Open

|

Print

| wf  Attended

05 RS YOUNG, 5
— Hold

DA

Late cancellation

=)
= EX
X
£

Properties

Once you have clicked Attended you will see the green tick in the appointment (example below).

MATHER, Bradley (01/01/1974) (1797)

Tip: If a patient was marked as ‘Attended’ in error, click ‘Undo’ then ‘Attended’ and you will be
presented with the following window. The same applies for In Surgery and Departed.

= S
Systems For Dentists ‘ “]

Iel Are you sure you want to undo attended?
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In Surgery
To keep an accurate observation of waiting times, it is important to mark the patient as In Surgery
when they leave the reception to enter surgery.

Select the appointment by clicking on it. Right click, and then you will be presented with an updated
version of the menu.

DALY, Alexandra (23/03/1998)

SCHOFIELD, Aimee

EE Yy DALY, Alex

Exam

Open

sl Print

= Attended

In-Surgery

wr g YOUNG, 5 |°’%?
§#| Departed

@ Properties

The icon will update on the appointment (example below).

MATHER, Bradley (01/01/1974) (1797)

Departed
The final step is to mark the patient as Departed once their appointment in surgery has been
completed.

Similar to Attended and In Surgery, select the patient appointment by clicking on it. Once selected,
right click to bring up the menu.

Select Departed from the menu. The icon will then be updated on the appointment.
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Waiting list (gingerbread men)

Gingerbread men are used as markers for patients who are waiting to be seen. It is important to
note that the Gingerbread men work by Location and not by the User.

Location is initially set in Program within Setup, under the General tab there is a dropdown list
named Location. Select the desired location from here. The appointment book also has a default
location set. This is also found within Setup, under Appointments select Books and select the
desired dentist from the list by double clicking on them. You can now select the location from the
drop down list.

sppointment ook propertes [N )

Iy ]

Iser: Huskins, Martin

Mame: Huskins, Martin ¥ Active
Location {default):

Colour:

| Week1

Cycle for .]. .,: week(s)

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

9:00 - 12:30 = New
(default)

" Edit

| x Delete |

Copy

. &Paste |

+ Add x Cialets. l_:‘ Save x Cancel

However for whatever reason there is no location set you can take the following approach. To set
the location, click on the down arrow next to the dentist's name on the appointment clipboard. A
drop down menu appears. Select Day Properties.

= Huskins, Martin

E' Motes
|@ Day Properties |

The Appointment Book Properties window will open. Select the desired time slot by double clicking
on it. A Session Properties window appears. Select the location from the Location drop down menu.
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Now that your location is correctly set, your Gingerbread men feature will now be up and running.
When a patient arrives at the practice, select the patient's appointment then right click. A menu
appears, select Attended. Once you have selected attended a Gingerbread man appears in the top
right hand corner of your screen. The Gingerbread men can take up to 15 seconds to update.

%

The Gingerbread man appears green when the patient's appointment is scheduled to start. The
Gingerbread man appears black up until the time of the scheduled appointment. After 5 minutes
green Gingerbread men will turn yellow, after 10 minutes the yellow will turn to red. This acts like a
traffic light system which can assist you with prioritising patients. A maximum of 3 Gingerbread men
will be shown at a given time. The most recent will be shown.

The Gingerbread men will disappear when the patient is marked as In Surgery. However
Gingerbread men will remain visible if the patient has been marked as Attended and then marked as
Departed without being marked as In Surgery. A circumstance where this may occur could be when
a patient's appointment may have been pushed back but they cannot wait any longer to be seen. An
icon with a red cross in front of a door appears in this case.

[==Ri & MCLAUGHLL..|

4 Exam - 10 mins

By hovering over the Gingerbread men you will be able to see how many minutes due or overdue
the patient is for the designated appointment.

If you click on the Gingerbread men it will give you a Patient Waiting list which states the time they
have been waiting and the time they are overdue.

L pey e WY ey

Tae [fow Faesnt s |, lale et CEsdy | waing

} . i | @ . (JeTiom - A x2S I Updp = Y Opoom W (hse

As soon as Seen is clicked the patient will be removed from this list.

SMS Reminders

SMS reminders completely automate your appointment reminder system. They work from a
schedule that will send the patient an appointment reminder message from 24hrs up to 2 weeks
before the appointment depending on your setup.

To find out more about SMS contact Sales on 0845 643 2828.

The schedule will automatically send to any patients that you have selected that they would like to
receive an SMS reminder. You will have chosen this when booking the appointment, in the
appointment properties window.
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On the appointments you we will see coloured SMS dots (example below).

o E ROCKETT, Samantha (26/01/1993) (1318)

These dots will change colour depending on their status. The list below shows the various colours
and what they state.

SMS

Pending: Reminder has been set, but not yet sent.
SHS

Prepared: Reminder has been prepared and is waiting to be sent.

SMS

Sent: Reminder has been passed sent, waiting for response from gateway.
SHS

Delivered: Reminder was delivered to the number requested.

SMS

Failed: Reminder was not delivered to the number requested.
SMS

Invalid number: The number provided was invalid.
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Appointment Book Options
You have a degree of personalisation available to suit your appointment book preferences in SFD v6.

These options are accessed via the button pictured below situated towards the top of the main
appointment screen.

=

Show cancelled appointments

Show balance flag
K3 Show telephone numbers
Show patient ID

Show duration

Show email address

Show points

Split View

Both Sidebars

El‘ Block Cancellation

To enable any of these options, click on the option from the list. Once selected, a tick will be shown
adjacent to the setting.

~ -
Show cancelled appointments

Show balance flag

i

Show telephone numbers
Show patient ID

Show duration

Show email address

Show points

Split View

Both Sidebars

E]‘ Block Cancellation

From the example above the only selected option is Show cancelled appointments.
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Show cancelled appointments
By enabling this option any appointments that have been cancelled are visible in the appointment
book. The image below shows how they will be displayed.

T CALSRATIY Leon 22707} 2005) NN

Note: the time slot that the cancelled appointment takes up will be vacant in the ‘Overview’ so you
are able to book another appointment in this time slot.

Show balance flag
Show balance flag displays an icon on the appointment that symbolises that the patient has an
outstanding account.

= . & TIMMOMS, Phoebe (12/0%/1955)

Show telephone numbers
Show telephone numbers displays patient telephone number(s) on the appointment.

g CROCKETT, Samantha (26/01/1993)
0845 643 2727, 0845 643 2828

Show patient ID
Show patient ID displays the patient’s identification number.
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sy CROCKETT, Samantha (26/0 1/1993

0845 643 2727, 0845 643 2828

Show Duration
Show duration displays the duration of the appointment.

725 % CROCKETT, Samantha (26/01/1993) (1318)
: 7, 0845 643 2828

Show email address
Show email address displays the patient email address.

5% CROCKETT, Samantha (26/01/1993) (1318)
: 0845 643 2828

Show points

The points system allows you to assign a numerical value to appointment reasons, supplying an at a
glance score for any given day. One example of this is to assign examinations 1 point, basic
treatments (fillings, reattaching crowns etc.) 2 points and endodontic work 3 points. This would give
a numerical value to a day which reception could use as an upper limit or target. As this system is
unique to your practice, you have the choice as to how utilise this facility.

The first step is to enter Setup by clicking the tooth icon at the top left.
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@ Systems For Dentists |~ [ User

Style ¥
Reports

Accounts (Basic)

Accounts (Full)

| Utiliy
‘ol Setup
i About Systemns For Dentists...

Now you are in Setup, click on the Reasons button which is situated on the Appointments heading.

Feasons

A list of your appointment reasons will be displayed.

o I B
Appointment _u

]

Broken Tooth
Child Exam

Crown Insert
Crown Prep
Denture Bite
i]enture Ease
Denture Fit
Denture Imps
Denture Try In
iEmergenq-
Exam
Extraction
Fillings

1

EEEEEEEEEEEEEEE
AEEEEEEEEEEEREEE =

Lost Filing

[ Show inactive
s New / Edit

L]
o
L
m

Select the appointment reason you wish to add a point value to. You can double click on the reason
or click once then click Edit. The screen below appears.
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| | General |
||

¥ Active

General

Mame: Escam|

Colour: H Red -

Duration: 15 =)

Urgent Flag: =}

Points: 1.0 (=)

l:! Save x Cancel

Enter the desired points into this window. For example, 1 for an exam, 3 for a filling, or 12 for a
crown. Go through your list of appointments reasons and enter the appropriate points.

Now you have added points to your appointment reasons it is time to activate point scoring on your
appointment book. To do this, first of all open the appointment book. Click on the Options button,
and then select Show points.

Show cancelled appeintments
Show balance flag

Show telephone numbers
Show patient ID

Show duration

Show email address

Show points

Split View

Both Sidebars

Block Cancellation

Now Show points is active you will notice next to the performer’s name their points will be shown.
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Fri, 15 February 2013

=+ Migel Taylor - (28)

5% TRIPP, Rebecca (22/08/1962) (1119)

-10[:[:

mrE g CROCKETT, Samantha (26/01/1993) (1318)

Fillings
0845 643 2727, 0845 643 25828

s DRISCOLL, Mason (19/06/2003) (234)

Crown Insert
50 minutes

In this particular example Nigel Taylor has 28 points generated from his appointment reasons. This is

a great way to see how many UDA's a dentist completes in a day at a glance.

Page 191



Split View

Enabling Split View allows you to have the overview accessible on the left hand side of the screen
whilst looking through the Treatment, On Hold, Cancellation and Clipboard list on the right hand
side. When split view is enabled your appointment screen will look similar to the example below.

D e L L — Ta— e - i
= om e ome o= e me BRI ey b e el

oy ety R e FE, 1 S

% 0 LB [N OF JE K

Both sidebars
Enabling Both sidebars displays the time down both sides of the appointment book opposed to
down the left hand side.

rud sirpwyme alni
gl

I T e .

e

R T DANE M
;;;;;
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Block cancellation

The final option from this list is Block cancellation. This is used when a whole day or number of days
of appointments need to be cancelled for a particular dentist.

Click on block cancellation from the options menu.

@w,

Show cancelled appointments

Show balance flag
Show telephone numbers

Show patient ID

Show duration

Show email address

Show points

Split View

Both Sidebars

i-|a< Block Cancellation

You will then be presented with the following screen.

Feb 2013 [
Sun kdan Tue “Wied Thu Fri Sat
il 28 29 Al il 1 2
3 4 5 B 7 3 2
10 11 12 14 15 16
17 18 19 20 21 22 23
24 2h 26 27 28 1
PR § 1 B i 8
Appointment book
[Mgel Taylor v]
Reason
Action
Letter [{nnne} ']
E-miail [{nnne} ']
SMS [Appointmentﬂmmder it ]

<l Frintes | " Ml | % cancel
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The current day will be squared (in this example the 13 February 2013). The first thing to do is to

choose which performer you need to block cancel. Select the performer from the Appointment

book dropdown list. You can then choose a reason for the cancellation from the Reasons dropdown

list.

Navigate to the day(s) you wish to cancel appointments for by using the arrows at the top of the

calendar.
E Feh 2013 _ ﬂ
b ar Tue Wied Thu Fri
27 23 29 30 31 1 2
3 4 5 E 7 3 g
10 1 12 14 15 16
17 18 19 20 21 22 23
24 25 26 27 23 1
3 4 5 5 7 3

The single arrows are to move forward or back a month and the double arrows for moving back or

forward by year. Once you are at your desired date, click on the date to select it. Once selected, the

date(s) appears as shown below.

“ 4 Mar 2013 Y
Sun Mo Tue Wied Thu Fri Sat
24 25 26 27 2a 1 2
3 4 5 B 7 a 3
10 1 12 13 Ji B -
17 13 19 20 21 22 23
24 25 26 27 28 23 an
A 1 2 3 4 5 E

In the example above, the 14™ and 15" of March 2013 have been selected. The final step is to select
what action you wish to take. You have the selection from Letter, E-mail and SMS. By selecting any

one of these actions every patient that had an appointment booked for that day will receive a

cancellation documents in that means.
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EE ™
Dates
[ 4 Mar 2013 F B
Sun [ [y Tue Wwed Thu Fri Sat
24 25 26 A 28 1 2
3 4 5 B 7 a a3
10 11 12 137 Jdiidilyr -
17 18 19 20 21 22 i
24 25 26 27 23 29 an
L 1 ¢ 3 4 B B
Appointment book
[Mgel Taylor v]
Reason
[ﬁ Practice Cancelled v]
Action
Letter ['i,ﬁppomhnent‘uCancElJaﬁon Letter v]
E-mail [{none} v]
SMS | none) -
= Printer wWf OK x Cancel

So in the example above all appointments on the 14™ and 15" of March 2013 for Nigel Taylor have
been cancelled and all patients that were due an appointment on these days are to receive a
cancellation letter to confirm this. Click OK cancel the appointments.

Print
By selecting the printer icon, you have the options to print day lists. There are three options
available for printing a day list.

| Erint (Full)
= Print (Short)
= FPrint (Wide)

Print (Full)
The first option, Print (Full) presents the day list as you see it on the screen (in the example below 5
minute intervals).
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g POSTER, tnsme {34413/1584] (1482) |

[s]

it [ T, M (R LT AL {
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P DY, eI P
Eqinion

To print this version of the day list, select the performer you wish to print a day list for by clicking on
their name at the top of the appointment screen, once selected their name will display in orange.

W, 10 T whwvsary S0

1| B V. (W
g T e L e Dol

In the example above we have selected Nigel Taylor. Now select the Print (Full) from the Print menu.

!

= Print (Full)

= Print (Short)
= | Print (Wide)

Once printed, your output will look similar to the example below.
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Taplar, Migel - 'Wed, 13 Febiuary 2013

-

w0

L]

s

L - S i}

25

3| S0 FOSTER. |sas: (248001583 1458
L1

L T

DAL

50

55

el

L

e

L4k

LI

12

L]

L1y Al

R0 | 15 DALY, Abseardm {205 PRGE) i Ecam
eSS

L1 i)

BERS 5 SCHORELD: Amee | 1UE LG4 434 Fam
1o

1505

(VA1

K=

iR

1EZS

k3 N RCESE, Tyler ARG i
15

AE4D

125

Print (Short)
As the name of this day list would suggest this is a shortened version of the Day list (Full). This
version of the day list shows each appointment in one row regardless of length.

To print, select the performer then click Print (short) from the print menu.

= | Print (Full)

= Print (Short)
= Print (Wide)

Below is an example of what a printed version of the Day list (short) looks like.
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Tayiar, Nigel - Wed, 13 February 2013

o A

BN 0 FOETER, lsage |24031539)

o 10

BB 15 DALY, Mlusandra (230501558)

ﬂ.iﬁ  BCHOFIELDY, Armas 101 042)

038 20 FEESE. Tde {0301/1553)

1S 0

T 3 OUGELEY Jacab 1101055

A T FAGE, Abey (ZTIDREGTS)

TEDS 15 TAFLOR, Peber (1401 209075

i 5

1238 i PATTERSOM, Frapa | 12011025

1300 5

1-&-_ﬂ O JORDAN, Peter (230780435

Wi =

TS ) MASH, Catim {1204

[

1530 0 SAWYER, Dankd MTL1581 )

D 5 TODD. Al (2B 1540)

B35 | 5 TIEGLER, Chadotie (200101)1843)
Print (Wide)

EE]]
ad
=4 0]

HIZd

s
G

Exan
Fan
Exfraction
Exam

Filknga

Bredge nsad
Fillires

Lot Fillireg

The final day list option is Print (Wide). This is displayed in a similar format to day list (short) but
displays additional information at the end. Such information includes gender, patient balance
symbol, scheme and the status of their SMS reminder.

To print, select the desired performer then click Print (Wide) from the print menu.

Erint (Full)

Print (Short)
= Print (Wide)

Here is an example of how the Day list (Wide) looks like once printed.

ks, Pl - Wl 13 Febauaary 3013

R W

B B0 FOSTER M SRR i
W
B % DALY, dmsairy CRTLRGR L] B
B B STROTELD A LR A P
S 30 PEREE s LTRSS are

s W
B 0 CONGLEY. bass i1 60 e | [T
JENE X0 RGL e MUELHITE) -

IS0 W5 TEALON Feier (LTITIEET o [
e

AXE  #) FATTRESOA Frepm ioliuisdil T [
T &
EE 3% FER P TR i
“ i

AP B0 BARH Comm e It af il
BN =

IEE 0 EEAVES Dl HTATRT Lrad ) il
B0 > OO0 Rive [ETEBD ]

R 1 Do bR Cwaries 0L R 1 L Ry

,_-
100

g -
=1

+1 = I8 Il =

e L
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Tasks

There are day to day tasks that need to be completed in and around the practice. SFD v6 has a
dedicated section where you can create various tasks that can be updated with progress status. This
section can be very helpful as it can act as a reminder system and be used to prioritise certain tasks
as you have the progress feature.

To navigate to the Tasks screen, click on the Tasks button at the top of the screen.

¢} Systemes For Denbista ._'l User - g Pabimbk - o Appcintmens 4 Emiall ===t

Now you are in the Tasks screen you will be able to see any existing tasks for a particular user.

= New Edit

User: ’HL.ISKZ[NSI Martin - Show Completed

ﬂ ﬁ’ Subject
| i Ring Lab

‘E Ring Lab Re Mrs Jones

l Ring Mrs F.e Appt

In the far right you are able to view the status of certain tasks.

Progress '; !

You can also view any completed task by ticking the Show Completed box.

¥ Show Completed

Create new
To create a new task, the first step is to select the user you wish to create a task for. Click the New
button.

= New Edit

User: [Husrﬂws, Martin [ w

You will then be presented with the following window.
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Subjact: | |

Etort Dinte: I vl camgaey i) Priceny: | T vl

Due Diabe: I+ Siehe: Pt started % omplets 1% |

Fimrtis:

Lismrs; Abischmenks: Fatmnbs;

. =hel =0 P=E
B0 (5 recurrence 7] save W Cangal

Firstly, enter the subject of the task. Next you can assign a start date, due date, status, % completion
and priority. Enter these values by selecting them from the appropriate dropdown lists.

You can add any notes that you feel necessary into the notes field. At the bottom you have the
ability to add users. To do this, click on the button to the right of the users’ box.

Users:

Attachments:

]

b

=
+
x:s

Once you click Add, you will be presented with a list of all performers. Select the desired user from
the list by clicking on the name. Click OK to confirm. To add more than one user, repeat the
previous steps. Once added the users will display in the users box.

Users:

Riley, Elizabeth
smith, Helen
Mason, Linda

Taylor, Nigel

To remove a user, click on the user then click Remove.
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Users:

Huskins, Martin
Mason, Linda
Riley, Elizabeth
Smith, Helen
Tavylor, Migel

You can also add attachments to the task. To do this, click on the button to the right of the
Attachments box.

Attachments:

Taoanl T
M Desktop » - '; Search Desktop Lo
) —TH
Organize = Mew folder = B ® H
|
4.7 Favorites A e K|
| B Desktop | | Systern Folder
i Downloads
“Cl Recent Places lan
B Took Systemn Folder
o - —— Carianes Mo preview available,
4 ;3 Libraries Systern Folder
l> E] Documents r
[ J! Music L Metwork
b =] Pictures Systern Folder
b B Videos e e =
+ ]y I J r
File narme: h

I Open I ’ Cancel

Navigate to the document you wish to attach then click Open. Once you have added the attachment
it will be visible in the attachment box.
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Attachments:

Staff Meeting. txt = -

Once you have added the document you have the option to remove or open the attachment.

Attachments:

Staff Meeting. txt % '] ‘I
o Add
x Eemove
¥ Open

I

Click Save in the bottom right hand corner. The task created will now be visible in the main Tasks

screen.

User: [Husms, Martin i w Show Completed

(& subject

8§ i ringLab

# Ring Lab Re Mrs Jones
l, Ring Mrs Re Appt

‘l Staff Meeting

Edit existing

You have the ability to edit existing tasks, this is necessary so you can update the status and amend
due dates if necessary. To do this, click on the task you wish to edit, and then click the Edit button at
the top of the Tasks screen.

e[

User: [HL.ISIC[NS, Martin - Show Completed
& subject

| & Ring Lab

‘l Ring Lab Re Mrs Jones

l Ring Mrs Re Appt

# Staff Meeting

The Tasks Properties window will then appear. You can then make any necessary changes to the
task. Click Save to update these changes.
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Email

Overview

SFD v6 has a built in email service. This is useful for sending your patient’s appointment reminders,
recalls and any offers currently available at your practice etc. Refer the setup section of the manual
to see how to enable email within your practice management software. Call support on, 0845 643

2727 for assistance.

To access the main email screen, click on the Email button at the top of SFD.

/) Eystes Far Dentets "-'!-‘ User - aig Pazient - | T Anpoimmens B Tasks —

You have access to all of the usual things you would expect from your regular email software. The
main two tabs are Outbox and Sent Items. The Outbox contains emails that have been prepared and
are waiting to be sent. You can click on an email from the list and in the bottom half of the screen
you will see a preview of the contents of the email. The emails will process and will move into the
Sent item section. To force the emails from the Outbox to Sent Items, click Send / Receive at the top
of the screen.

To remove any emails from the outbox that you don’t wish to send, select the email from the list by
left clicking on it then click Delete at the top of the screen.

Depending on your set up you may have an incoming server set up. If so, these emails will be visible
In the Inbox tab.

Note that you don’t have a create email option in this window. This is because emails are generated
directly from a patient record or sent on a schedule, for example, appointment reminders.

Selecting user
You have the ability to view email for different user of SFD v6. To select a user, select the desired
one from the dropdown list near the top of the screen.

User; !{Administrator]l s ]

(Administrator)
Inbox HUSKINS, Martin
MASON, Linda
RILEY, Elizabeth
SMITH, Helen
TAYLOR., Migel
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Options

The final main button on the initial SFD v6 home screen is Options. The options button is on the far
right hand side of the buttons we have already covered in the manual such as Users, Appointments
and Email etc.

L

I Dashboard

Luminaosity

s o

Contacts

Stock Usage

Petty Cash
Transmizzion
Library

Gallery

Hurman Resources
Laboratory Work

Appointment Bookings

Waiting List

Day List

€ cHdllamif § @

Payment List

é} Search for treatment form...

Dashboard

The dashboard is a very handy tool as it allows you to keep track of what has been processed within
the system for a particular day. You can view payments, allocations, reminders and petty cash for a
particular day. To access this feature select Dashboard from the options menu.

Once you have clicked Dashboard you will be presented with the following window.

b — e 1= & b T g s, - = e (=]
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Select the day you wish to view information for by selecting the day from the calendar. When you
open the dashboard you will automatically be presented with the current day’s information (the
date will be highlighted in dark orange). Once you have selected an alternative date it will be

highlighted in a lighter shade of orange (example below).

- February 2013 [ 3

Sun Mon Tue Wed Thu Fri Sat
i 2

3 = b 7 ] 9

1l 13 14 (15 6

17 18 20 21 22 23

24 25 a7 28

15/02/2013

In the example above the current date is the 15" February, but the 12" February has been selected

to view.

The first tab in the dashboard is Payments, this shows every patient taken on the day selected

(example below).

You also have the graphic so you can easily determine the cash / cheque / card ratio. Each
transaction is listed below the graphic. To the right of the graphic you are presented with totals for
card, cash and cheque, which then contribute to the grand total displayed at the bottom of this area.

The next tab is Allocations. This shows the money allocated to the particular day selected.

T L
|

In this tab you have the ability to select a specific performer or the practice, select from the drop

down list.
The dropdown list will only display those that have allocations for the selected day.

At the top you have a summary of allocations. This displays totals of which scheme money is
allocated and by which means (cash, card, cheque, finance or other).
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Below you have a list of all allocations for the day selected.
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The next tab is Reminders. This shows the status of email appointment reminders.

Finally you have the Petty Cash tab. This allows you to keep track of any changes to the petty cash
throughout the select day.

Luminosity

The Luminosity report shows practice performance information such as number of new patients,
occupancy and income. The results can be filtered based on a performer by selecting a user at the
top left. The ordering and visibility of reports can be changed by clicking Settings.

b
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MR b i) e 1 i g P {1 Pl Bty — Tr i [
. — -l — =L — - e -
= [ ¥ u o i ALEEH 1 = LE
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e - e e - e - - - —
i - i ' - - i i
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Falmal, S L Bebih b T L] [ " By (AT
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Contacts

The next feature from the options menu is Contacts. This includes any general contacts, laboratories,
suppliers or GP’s you have added to the system in the Setup section of the program. Once you click
Contacts from the options menu, the following window appears.

 Ahmed
address

Daifie F Aesih Cenire c Praci
A CinCk

Tirvvick Fnad Surgery Forum ¥ray

Blyyron P Led Heskh Cine Cramling ton

) Northumberiand
| Ecipes Medcs Prachce
ME2Z3 &ON

Brundon Park Heatth Cenire
Coammbe Vitria Smiles Telephone

Crch Mscke sl Fracso
Crovmll Mehcsl Grou Emall
| Crudcie Fark Eurpery

Diphi Mol Cendra

1 Diermion Fark Hediol Group
Damiced Turmed el Canbe
Dector W dam Malepees

Or Arard Aepoceal

T

You can use the search bar at the top of this window to search for a particular contact, or
alternatively navigate to the contact using the scroll bar on the side. Within the Groups dropdown
list you have the ability to search for certain types of contacts, click on the group you wish to see,
and the contacts which are in that particular group will be listed. To create a new group go to the
Contacts setup section of the manual.

Once selected, their contact information will be shown on the right hand side of this window.

Stock Usage

Stock Usage allows you to keep track of quantities of certain items of stock used within the practice.
When you use a certain amount of stock items you can add the quantity to this feature and it will
deduct the amount from your stock level, which is entered in the Accounts (Full) section of the
program.

Once you have selected Stock Usage from the options menu you will be presented with the following
window.
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Click on the stock item you wish to deduct a quantity from by clicking on it from the list. Click on the
guantity column to enter a value. After entering a value the text will turn bold.

Click Save in the bottom right hand corner of the window and this value will be deducted from the

stock level.

Petty Cash

The Petty Cash feature allows you to set up petty cash details for your practice. Enter the
appropriate values into the window shown below.

Petty Cash

Account from:
Mominal:
Reference:
Date:

Met:

Tax Rate:
Gross:

Details:

Cash Account w
Bank Charges (Expenses) e
| |
| 18/03/2018 v|
| 0.00 [ || Tax: 0.00
Zero (0.00%:) v
| 0.00 ||
(] 4 Cancel
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Transmissions

Select Transmissions from the options menu.

- | T Appointmest
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e o ] 0112 MRLEALE  ASERS, Marin MLELLER, Melees 12

By default the transmission screen opens in the Pending Forms tabs. These are all forms that have
been completed and had the Transmit button clicked within the form. These are sat in Pending until
we click Make File. Whilst forms are in the pending tab, you are able to remove single forms before
they are transmitted. Select the form from the list by clicking on it, and then click the Remove
button at the top of the screen. You can also filter the forms by performer, by selecting from the

performer dropdown list.

Performer: i{everyone] = '

Pending F y qics, Martin
x Remc MASCM, Linda

TAYLOR, Nigel

After checking your pending forms, the next step is to make a file. To do this, click Make File at the

top of the screen.

Make File

This will then bundle all pending form into a file. The forms at this point the forms have moved from
the Pending Forms tab to the Outbox tab.

Now that the File has been made and is in the Outbox tab this is ready to be sent to the board. To do
this, click the Send/ Receive button at the top of the transmissions screen.

" Send [ Receive
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This will then move the file into Sent Files. By clicking on Send / Receive this will also bring any
responses from the board into the Inbox Files tab. You will be able to see from this tab if any forms

have been rejected and if so, why. You can then go to the next tab is which is named Inbox Forms a

search for the forms that have been rejected. Double click on the form and make any amendments

necessary.

Once you are finished, click on Transmit.

> Transmit ~

The form will now be in the Pending Forms tab of the transmissions screen ready to retransmit.

The next tab to make note of in the transmissions screen is Complete not Sent.
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This tab includes forms which every treatment item has been completed but this form is yet to be

transmitted, therefore hasn’t reached the Pending Forms tab. Open the form by double clicking on it

from The Complete not Sent tab. Now you have opened the form, click on the Transmit button.

The final tab is the Outstanding Claims tab, this tab will display all open claims.
claims will be displayed in white, orange or red.
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The colour system is a good indicator and can help you prioritise certain claims. If the form number
is displayed in white, it has been 0-14 days since the patient last visited. If orange, it has been 14-21
days and if red, it has been anytime time over 21 days. Therefore anything in red, as a practice you
should be looking to complete these forms as soon as possible.

So this feature offers a very quick view of all your outstanding claims, therefore helping you monitor
any potential FTA claims.

Library

The Library is a feature for storing documents. To add documents to your library refer to the setup
section of the manual. Once selecting library from the options menu you will be presented with the
following window.

Keywords: | [ Seafehy Type: ’{any} w7

You can then search for any documents via keywords and by type.

Human Resources
The Human Resources section allows you to store documents and notes against all active users
within the system. Click between Notes and Documents when viewing an employee then click Add.

iy Employess '
4 DOBSON, Amanda
¢ ~I Dobson, Amanda
;?l Huskins, Martin
‘E"I Riley, Elizabeth

e Notes I & Doaments

;ql Taylor, Nigel o+ 204
Show nactive
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Laboratory Work

On a treatment form, ensure the item you wish to dispatch to a laboratory has been marked as
Charged then double click the appointment (Appointment 1 etc). This will show the below screen
where you can mark it as Released for Dispatch.

T gprer—

I R o __ e T . DR

S T B T

When selecting Laboratory Work from the menu at the top, there is a list of all pending items. Click
Despatch which will then show the Laboratory Work Properties screen where you can select the
despatch date, ticket number and expected return date. Once OK has been selected, the item will
move to the Despatched screen.

1 PP I A — L T

rhl.‘-'il Dicas pachuss | Pandireded

L LIl o o DS | 1

Lebsarariany:
L=k
Decnate 4l Do 7 Fumectac
Ticket: ] ] RegLEnd; ko pn
wf CE W cancel

When the item has been returned, open the Despatched tab which will list the item you are looking
for. Select it then click Returned.
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Waiting List
This feature allows you to store patients that are waiting to join the practice. The following window
appears once you have selected Waiting List from the options menu.

Daza Sumane EP— Tda iy Do Oofern | Bddnass

b i_ :-”'..'.._-J'-;i"-.-'l-;r..“-_.,'ﬂ ..-r\-.-.d-l..-d' W Doz=

From this screen you are able to view any existing patients that have been added to the waiting list.

You can search for patients using the top search bar. To add a patient to the waiting list, click Add in
the bottom left hand corner.

You will then be presented with the Patient Properties window.

Enter the relevant information then click Save, in bottom right hand corner. The patient will now be
stored in the waiting list.
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Click Edit if you’re required to change any of the patient’s properties. Click Activate if you wish to
add them to your active patient list. Delete, will remove the patient from the waiting list and the
system completely.

Day List
The next option is Day List. This allows you to view all transactions made on a particular day.
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Select the day you wish to view by selecting a day from the calendar in the top left hand corner. You
can then sort by till by using the dropdown below the calendar. This information is also printable;
click Print to do so.

Payment List

This option provides the same information as Day List apart from the fact you can bring up
information for specific time periods rather than a single day. After clicking on Payment List from the
options menu you will be presented with the window below.

i L v

" Ok x Cancel

Select your date range from the dropdown list. You will then be presented with the following
window.

To select a different date range, click on Select Dates in the top left hand corner.

Select Dates

Search for a treatment form
This option is used for searching for a specific form by its form number. After selecting this from the
options menu you will be presented with the following window.
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Cancel

Click OK, the form you have searched for will now open on screen.
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Style
SFD v6 offers a number of styles that you can select. These styles change the appearance of our
dental practice management software. Each style has a different colour scheme associated with it.

To change the style of SFD v6 on your PC follow the steps below.

First of all click on the Tooth icon at the top left. A dropdown list appears, from this menu the top
option is Style.

@ Systems For Dentists (% User  ~  «j, Patient

E] GStyle L Blue

%I Beports Classic

,ﬁa Accounts (Basic) Luna

4 Accounts (Full) Obsidian

~:; Utility Olive

‘o Setup Silver 2003

About Systems For Dentists... Silver 2007

Whidbey
P

To change the style, click on an option from the list.
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Reports

Introduction

Our advanced reporting system makes it easy to get information, quickly. Whether this is
information regarding patient attendance behaviour or even how much money was allocated in a
certain period of time. This chapter of the manual will guide through each and every report so you
can better your understanding of what information you can generate.

To access the reporting screen, click on the Tooth icon at the top left hand corner, and then select
Reports.

r" Systems For Dentists & User

i,
Bl Style 3
(:K} Beports

Accounts (Basic)

Accounts (Full)
Utility
i Setup

About Systerns For Dentists...

Appointment

Reminders
This report is used for creating appointment reminders for certain time periods. To access this
report, click on the Reminders button in the reporting screen.

Reminders

Once you have clicked on the Reminders button, click Report at the top left hand corner of the
screen.

O Report

You will then be presented with the following window.
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Appointrnent Reminders Report Properties >

General I

Books
@ al
i) selected

[/] Elizabeth Riley
[¥] Helen smith
[ Huskins, Martin
[] Linda Mason
[Z] Migel Taylor

Dates

sMs: /=) v
Email /=) v
Letter: (/=) v |

Clear +f 0K % Cancl

From this window you can select which performer’s patients you wish to include in the report. If you
only wish to bring up certain performer click Selected then remove any ticks next to the performers
you don’t wish to include in the report.

Select the time period of appointments you wish to generate a report for by using the Dates
dropdown list.

Next, select the Type. This is the type of appointment reminder that was originally selected in the
Appointment Properties screen when booking the appointment.

Tl S wl

i
i
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Once you have entered the values, click OK in the bottom right of the screen. Your list of patients
will now have generated.

@ Systsrm Dentsts | f User T i Patient = Taopoutmets @ETesks | [ rmal | =k

'Géq:lurt L.-i.-uun-l L Pnbient : "B Appoinimant : \fi’.‘unm:

Date Tme= Bok | Patient B = 'l
AUT2EIE 09:00 AM Hagel Taglor TAWLOR, Ngel MUELLER, Meleen = =
L2015 048:15 AM higel Tayior TAYLIOR, Magel DALY, Alexaria E
LU0 0525 AM Mgl Tavlor THYLIOA, Pgel WALKER, simber E
L2013 05:51 AM igal Taylor TAMLOA, higel RETMOLDS, Toby -]
L1/02{2013 10:35 AM Kagel Taos TAVLOR, Magel YATES, Zae g
Lifnf2013 11:30 AM Magel Tagor TAVLOA, hagel TIEGLER, Charlothe 2
L2013 000 P Mg Tador TAVLOR, Mgl CUMMTEHAM, villan g
L1f0z/20 1y 0320 FM hagel Taylor TANLOR, Magel INGEEAM, Prancesce g
L2M2r013 08:00 AM kige| Tagdor THYLOR, Pl SOLTON, Serah B
L2r2013 0910 AM higel Tayior TAYLOR, Mgl MATHER, Bradey E
L2AMAZ0LS 04355 AM hige| Tavior TANLOA, Page QALY Aiexanida g
L2230 13 10205 AM Migal Taler TAYLOA, Nagal FOLNG, Scmmar B
L2/022013 14:50 AM agel Tayloe TAYLOR, Magel GALLAGHER, Harvey ]
L2/02{2013 DZ:05 FM tagel Tayior TAVLOA, Magel WALLACE, Ermas g
L3f0afan1z 08130 AM Mgl Tayor TAVLOR, fagel FOSTER, Isaac 2
L3/02/2013 05; 23 M Hosbeth Aley RLET, Heabeth GISOTT, Rebetcs E
LAMm2ran13 09:41 AM gl Tavior TAYLOR, Mg DALY, dimxadrs g
L3203 (18; 55 &M higel Tayor TAYLIOH, Pl HHOFED, Mne= =]
LOEI2013 1030 AM agel Tador TAYLOR, Pge REESE, Tyier ]

To print out an appointment reminder letter to everyone in the list, click Process at the top of the
screen. You will then be presented with the Appointment Reminders Process window.

| Appointment Reminders Process m1
v | \Appaintment|appaintment Reminder -
| - |
5MS F [ "]

Check the correct letter is selected, and then click OK.
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Report
The appointment report gives you in depth information regarding appointments within a chosen
period of time. To access this report click the Report button under the Appointment heading.

Now click on Report in the top left of the screen.

G Report
After clicking Report the following window appears.

Select Dates @

+ 0K x Cancel

Select the desired date range from the dropdown, and then click OK to generate your report.

By default the report will show information for all performers. You can break this down so you can
view per dentist. Select the desired performer from the dropdown next to Book. You also have the
option to view the information per scheme, select from the Scheme dropdown list.

The Attendance tab allows you to view information such open and vacant time for each performer
on certain days within the date range you selected. It also shows the total number of appointments
and patient attendance rate.

You also have an option for how the data is presented to you, use the Period and View dropdown

lists to select.

Period: |by day * | View:

The next tab is DNA, this lists all patients that did not attend in the given time period.

There is also a Hygienist tab, making it easy to monitor appointment behaviour for the hygienist.
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Patient
The next section is patient reporting. This allows you to view a wide variety of patient, financial and
clinical information.

Patients
SFD allows you to generate very specific reports. The steps below take you through how to generate
such a report. To access the Patients Report Click on the Patients button.

Patient

BB Patients
.:f.._n i ﬁ

A

To generate a new report, click on the New button. To open a patient report you have already
saved, click on the Open button. To edit a pre existing patient report click on the Edit button. Once
you have created a report. You have the ability to save it, click Save As and name the report.

Within the patient report you also have the ability to send correspondence via
Letter/Email/SMS/Label for the list you of patients you have generated.

You can also export this list by clicking on the Export button and finding a location you wish to save
the report to.

The last button on this bar is the Change Status button. You can change the dentist, hygienist,

patient status or scheme.

Wew | Dot | B Edi ™ Syvets | o Frint L=ter T TR = T » Fatieit W Epet | Crusge Shites
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Patient Reporl Progertiss

e
Sents e e
P e (any] -
Stahes: |:a| .il:m:- .
Coibr |7t =
Hareebng: [any] o
*'g,n..
+ Adult W Chvid
[O8: (i ORI
e
From:
T
Retumn heasd of housshold orly
Claar

F3¥ appeirement

Has appointmenit: I'I:ur-ur\e]

Lact simhe;
Blocked;
=]

e= i
Hax recsl:

N TRAMEN;

Birthdes:
Hes balsree;
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Has =3l
Medoralty:
Hae addnees:

Horere]
(amy]

|'5cmer|| l I Dates | g Scherme | & LOF | 1 Flogs :I-;":-."‘ Trestment Farm | & Treatmesk Them | i Postmde

=

wf 0K B Canca

The General tab allows you to choose specific dentists, hygienists and therapists. This can be useful

if the dentist, for example, wishes to generate a list of all their patients.

Most options are self explanatory therefore do not require a definition here, ‘Has mobile’ would

either be ‘Yes’ or ‘No’ for example.

In the Name section you could enter 'R' next to From and 'T' next to To and this would give you a list
of patients with surnames starting with R, Sand T.
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Patient Reporl Progertiss

General ||1l| Dakes I g Scherme | & LOF | P Fiogs | 2 Trestment Form | & Treatmerk Them | i Postmde |
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O £ ok
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&l "l
Last Foam
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a ~ spat [ ]
Lt Mzk [{4E=) -
A1 x-
Lat Exam
Al - P o stend
Last Hypiere i g A
M S linde)
Last Regail
A1 v
Cla wf 0K B Canca

The next tab is Dates. All fields in this tab are self-explanatory. From each field you get a dropdown
list which gives you a lot of options.

The options On, Before, After and Between allow you to enter specific dates once you have selected
one of them from the dropdown list. All other options from the dropdown list generate a date
automatically.
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Fatient Feport Properties

General | o " [ sheme If_ﬁl_!ﬂgﬁiﬁ:— Treatment Farm E‘éﬂ- Treatment ken |_[ Postimcie I Sy ]
"~ Indude n report patent with:
= ‘ Den Fizn Dezamials L!J
iy T 1
o P Pracios Fan
lexd B Frvale
Clee | ok W cancel |

The Schemes tab allows you to select specific schemes. Check Include in report patient with then
select the schemes you wish to report on.
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Fatient Report Properties
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The fourth tab is the UDF tab. You may not have any UDFs set up (see the Setup part of the manual)
but if you do this can be a very handy tool. In the example above 'Y' is marked next to 'Latex Allergy’,
the will list all of the patients that have been marked as 'Y' (indicating that they do have a latex
allergy).
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Fatient Feport Properties

General | il et | [ Scheme | 5 |uoF | | Fage | S Trestment Farm | Lo Teeatment tem | [ Postome | G
Flaps
Sazech far: Fle) o mienotet Shanorid 4o

i'ﬂﬁtﬂﬂ\-‘mﬁ:ﬁlm

HI-I‘E-:IH—HW
ﬂm = abayE

Clees s O % Cancel

The next tab is the Flags tab. Within this tab you can filter your report by flags you have assigned to
certain patients. Tick the flags you want your report to be defined by. From the dropdown list next
to Search For you can choose whether the patients you want your report to include has one of the
selected flags or has all of the ticked flags assigned to them.

The options for Search For are as follows.

Must have one of the following
Must have all of the following
Must not have any of the following
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The Treatment Form tab allows you to filter patients based on treatment form properties such as

date of form creation or completion. To activate this part of the report you will need to first click the
Include in report patient with: checkbox.
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Patient Reporl Progertiss
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Within the Treatment Item tab you can filter patients based on items that have been added to a
treatment form. This can be narrowed further by the tooth and scheme.
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Patient Reporl Progertiss
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Next is the Postcode tab. To activate this part of the report, check the Include in report patient

with: checkbox

You are able to filter patients based on their postcode (or if they do not have one).
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Within the Document tab, you are able to filter patients by whether they have or have not received
a certain document type as well as specifying dates.
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The NHS tab allows you to filter patients based on if they do or do not have an exemption.
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Patient Reporl Progertiss
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Chart allows you to filter patients based on many options relating to patient teeth such as missing,
number of implants or crowns.

At least: 1 I;' Present teeth w

Missing teeth
Fillings

Inlays
Crowns
Veneers
Implants
Bridge retainers
Bridge pontics
Artifidal teeth
Root filings
Pins

Posts

Cores
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The Accounts tab allows you to filter patients based on their account balance. You can specify a
range to show should you wish (E.g. Patients who have a debit or credit between £10 and £50).
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GDPR tab allows you to filter patients based on their GDPR contact preferences. Tick the required
option(s).
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Balances

SFD gives you the ability to generate a list of patients who are either in debt or in credit with the
practice. The steps below show you how to generate this list using the Balances report.

In Reports section of SFD, click the Balances button.

A e,
i

"'T" 7 |:-'%:? Balances
Gl

Now click on Report towards the top left of your screen, the window below appears.

Balances Report Properties

General
Type
Balance: {either) P
Age: (@ny) v

ot [ ol

Patient
Status: (&ll) et

Treatment

In treatment: [Ignore] &4

Fz-ﬂ Appointment
Has appointment: | [Ignare] e

Clear +f 0K x Cancel

The first option is Balance. Here you can choose to show patients who are either in credit or debit.

The next dropdown is Age. This dropdown allows you to select how long a patient has either owed
money or been in credit for. You can also select a custom date range by selecting to date or from
date.

(any) v

00-29
30+
30-59
a0+
o60-59
90+

to date
from date
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Status allows you to select whether you wish to show active or inactive patients or both in your
report.

Finally are the In Treatment and Has appointment options. This gives you the ability to choose
whether the patients are in treatment or not as well as if they have an appointment booked.

Once you have entered finished specifying your criteria, click OK to display the results.
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Accounts

The patient Accounts report is used for seeing the number of patients that are either in credit or
debit, and the age. To access this report click on the Accounts icon within the Patient section of the
report screen.

A,
& 4 - Accounts

@™

-
i

Once you have clicked the Accounts button, click Report in the top left hand corner of the screen.

ORepnrt

After clicking report you will be presented with the following window.

Patient Accounts Report Properties

General
General
Type: ieither) {
Age: (any) ~
Balance: {any) ~ | |0.00
Clear wf 0K x Cancel

Next to Type, you can choose whether the patient is in debit or credit. From the age dropdown you
have the following options.

Age:

Balance:

Maore than a year
Before
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Finally you can choose how much the patients are either in credit or debit by.

Balance:

‘li!! v' 0.00

greater than

less than
equal to

@

To enter an amount, choose an option from the dropdown list then enter the amount.

Once you have finalised your criteria, click OK.
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From the report you can view the exact age, patient name and ID, how much they were charged and

the patient balance. Other useful information is what the charge was far and what user the charge is

against.

In certain circumstances there may be a time where you wish to write off all debt in a certain time

period. To write off debt for every patient included in the accounts report click on the Write Off
button at the top of the screen.

& Write Off

You will then be presented with the following window.
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d

f "~ 1 THIS ACTION CAN NOT BE UNDONE

"~ ARE YOU SURE YOU WANT TO WRITE-GFF ALL OUTSTANDING DEBT
LISTED IM REPORT?

Yes | [ Mo

. B 7"

After clicking yes, you may require a password. Contact support on 0845 643 2727 to receive the
password.

Recalls

In SFD there is a very easy way of generating a list of patients that are due a recall. To do this, follow
the steps below.

To access the report click on the Recalls button.

Recalls

After clicking Recalls, click Report in the top left of the screen

The Recalls Report Properties window will now appear. In the General tab you can pick the type of
performer or choose from the list underneath. You can also select the process and the date. Under
the Scheme tab you can select patients who are registered with specific schemes. Finally under the
Options tab, you can set the ordering of your results. Once you are happy with the values you have
entered into this window, click OK in the bottom right of the screen.
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Recalls Report Properties

General | Scheme | Options |

Performer

Type: v

|§| A"

7 selacted Select all De-select All

[ HUSKINS, Martin

Process
All patients w
Dates
Mext Month w [ ¥ o i )
Clear +f 0K % Cancl

Once the report is generated you can click the Process button. The Recalls Process window below
appears.

i TP
e e
Send: i .v'

E-mail

Reprocess | Letter
Label

You can now choose which method you want your recalls to be distributed by. For example, if you
selected SMS everyone who has a valid mobile number in their patient record within the recall
report will be sent a recall reminder via SMS. Once the recall has been processed a green tick
appears under the column of which method you chose for recall.

This list is available to print. To do this, click on the Print button at the top of the screen.
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New Patients
The New Patients report allows you to view patients that were entered into the system within a
certain time period. To access this report, click on the New Patients button.

@ % Mew Patients

Now that you have entered the New Patients report screen, click Report in the top left hand corner.

O Report

You will then be presented with the Select Dates window.

Dates: Al e

+f 0K x Cancel

Select the date range you wish to view new patients for. In the example | am going to select new
patient for the current week. Click OK to confirm.
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The report generates a list of the patient that they were entered into the system between the dates
entered in the format shown above. As well as the patient’s basic details you can view the exact date
they were entered on the system, the scheme the patient was added to, along with the performer
they were assigned to and what marketing method they joined via in the Marketing column.

You then have 4 filters at the top of the window which can narrow down your results.

il 1EMDQ 2000 b 19003/ 32013 Awcordc 4
Por i :ul;l 'rj Sheiee [[l;l 'r. i :Wl w | WMorhEEnG | fnyh 1:
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Payment & Allocation

The next report in the Patient section is Payment & Allocation. This report allows you to view all
transactions entered in a chosen time period. You can also view who the payment was allocated to
and by which method. You can also view which schemes the payments were allocated to if you are a
mixed scheme practice.

To access this report, click on the Payment & Allocation button.

Payment &
Allocation

Once you are within the Payment & Allocation screen, click Report in the top left hand corner.

ORepnrt

You will then be presented with the Select Dates window.

Ciates: Al )

................................................

«f 0K x Caticel

After clicking OK, you will be presented with your report for your selected time period. The report
will open in the Summary tab.
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By default this report will display payment and allocation information for every performer and
payments allocated to the practice and any unallocated money. To narrow this down to view specific
payments, use the dropdown at the top of the screen.

Performer: (all) -

The second dropdown list allows you choose whether you want to display money entered in the
time period only, or money carried forward from a previous time period or both.

Money carried forward will be payment that was taken in a previous time period but the patient’s
treatment or part of their treatment was not completed and charged until the time period the
report was run so that money is carried forward and allocated in that time period.

For example, a patient is due to have £100 of treatment they have £40 of the treatment in January
but they are not having the other £60 of treatment till February. The patient decides to pay the full
£100 in January, this means £40 is allocated in January then the remaining £60 is unallocated until
the treatment is completed in February. When the treatment is completed the £60 will then become
allocated to February.

The summary tab in the Payment & Allocation report shows totals of how much has been allocated
to each dentist, each scheme and by which method of payment.
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Below is an example for Linda Mason.

Mominal Tipe= Canh Cheque  Cand Finsrce n's Charpes Tolal
Stk MHS PAY & 3500 AR OO BES.OT
Saler Piiwale ray

EA5.00 EAS00DD ~EAERDD £d,085.00

From the example above you can see that Linda Mason has carried out both NHS and private work
during the time period of this particular payment and allocation report. You can see that she has
been paid a total of £83 for NHS work, made up from £48 in card payments and £35 in cash
payments. Her payments for private work are a lot greater with a total figure of £4,178, made up of
£45 card and £4500 finance payment. However for private she has a minus figure in the Charges
column. This figure is deducted from the private total. A reason for a minus figure in the charge
column is a finance company admin charge for example.

At the bottom of the summary tab you have a grand totals section that combines all performers,
practice and any unallocated payments.

Vet

Meem sl Tyne Canh Checpuw Card Firarem i Charge Total

Lin-#llocat el Edda L1
e Py [SEE] L1500 EF50
taloa- WA Wi FanAn £3a.00
e RS Py EA5O0 E3x2.50 L¥750

Bl Privte Py E35.00 E45.00 ELG00 £4,800.00 E500.00 £ 4500
e N I I I T = T
Note: Money that appears in the N/A column are for things such as Write Offs (displayed as W/0)

although these aren’t payments they still show up in this report for audit purposes so you can
monitor them.

The second tab within the Payment & Allocation report is Transactions. This allows you to view all
transactions within the time period of your report.
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From this tab you can see whether the transaction type, amount, whether its credit or debit who the
transaction is to (performer or practice) also the nominal, description and any charges associated
with the transaction.

Demographic

The demographic report is used to view how many patients you have in certain age ranges and the
split between genders. To access this report, click on the Demographic button within the patient
area of the reporting screen.

% Demographic
=Hb

The Patient Demographic report will then show.
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You can see that you have a chart which gives you a visual representation of the amount of patients
for each age. The pink part of each bar represents female and the blue represents male. You also
have a table which gives you the same information as the chart.

You have two different options of viewing, you can view all ages or you can view by group. To
change view, select from the View section to the left of the table.

By Group allows you to view the demographic in age ranges rather than each individual age.

Page 245



i . - Fpmpe s Tm .
EAC 1é 2 & [ i
B fr] .41 [TF] (i i ol
T 12.% 128 " ' 4
v ] 53 Hi] i k]
.0 14 W ' T}
T EALADD W | .

Gl

You can choose your age ranges by using the Groups button.

Groups

You will then be presented with the Demographic Groups window.

Enter the ages to group report by (0..125) and seperate them with a
comma ()

e.g. 6,11,18,30,40,50...groups 0-6, 7-11, 12-18, 19-30, 31-40,
41-50, 51-60 etc

6,11, 18,30,40,50,60,70,80,90, 125|

0K Cancel

Follow the instructions then click OK to view your new date ranges.
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Postcode
The postcode report is designed to allow you to graphically view where all your patients live. To
access the postcode report, click on the button shown below.

Postcode

After entering the Postcode report screen, click on Report in the top left hand corner of the screen.

G Report

You will then be presented with the Postcode Report Screen.

'l -
Postcode Report ﬁ
Format:  [Area. . i
Minirnum: 1 =
Order: [Cnunt - ]
Selection: ¥ SR FT20 -
Lﬁ,l DH 271
Lﬁ,l ME 169
% TS 17
% DL 12
Lﬁ,l BR 4
% DE 3
Li, HC 2
% CB 18
select All De-selectall
+ff 0K %¢ cancel
L

From this screen you can choose how specific you wish your report to be. From the format
dropdown list you can select whether you wish to view by Area, District, Sector, Group or Unit. You
can then choose the order by count (highest at the top) or by postcode (alphabetical order).

After choosing your format the Selection section of the window will be updated.
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Select All | De-select All
+f OK z Cancel

You can then de-select any district you do not wish to include in your report. Once you are happy

with your selection click OK to enter your report.

..;......,,uo...u...-a.q-qw%naqunuct;‘{ﬁ

desafdf2efogasfescdgararsgdoeafzene
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In the left hand column you will see total amount for each district. On the graphic you are able to
zoom into specific areas. To zoom, either scroll on your mouse or use the bar on the screen.

- Dudl
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If you click on one of the markers it will show you the amount of patients that live in this district. In
the example above we can see that 2462 patient addresses have been picked up in this district.
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Treatment

Forms

The forms report is for generating information about forms within a certain time period. It is
especially useful for monitoring incomplete treatment form so you can target patients to get them
back in to have their treatment completed.

To access this report clicks on the Forms button under the treatment heading.

After entering the treatment forms Report click report in the top left hand corner of the screen.

G Report

You will then be presented with Treatment Report Properties window.

Teestimiend Hepor® Peoperties

Gensal | Deles | SChome | T WHE
General
Prerfomers 1w wr
Stahe: |tarry)
danarey
Anpainbment
Has Appomn e '|“.':n:r_:'| (%7
Clzar w7 Ok " Cancal

From the General tab you can specify a specific performer or view all. Status allows you to show
forms that are either complete or incomplete. You can also select (any) to view either. Finally the
General allows you to choose whether your report includes patients that have an appointment
booked in the future.

Page 250



Trezimient Bepoft Propecses

Genersl 1 Cat e 1 Schame | S NHE |
Dabe Form
Ll s
Oabe Complston
ctadl
Crate first vt
1 ] -
Lrsl VoSt

Al w

Cl=ar w0 N cancal | |

The Date Form tab relates to when the form was originally created. Date Completion is for when the
form was completed, meaning this option will not be relevant if you are searching for incomplete
treatment forms. Date first visit refers to the date the patient first attended the practice. Last Visit
refers to when the patient was most recently at the practice.

The final tab is Scheme.

Treatment Report Properties

General I Dates | Scheme IIE'-'ENHS I
Scheme

@ al

) selected

B NHS
EA Private

Clear wff 0K x Cancel
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To select a specific scheme or multiple schemes, click Selected then remove ticks next to any
scheme checkbox you don’t wish to include in your report.

Click OK to generate this report. It can then be exported as a CSV file if required. Click on the Export
button at the top of the screen to do so.

mEupnrt

Items

The Treatment Items report is the second report in the treatments section of the reporting screen.
This is very similar to the treatment forms report but is specific to treatment items rather than
forms.

To access this report, click on the Items button.

Now you are in the treatment items report screen click on Report in the top left hand corner of the
screen.

O Report

You will now be presented with the Treatment Items Report Properties window.

Treatment tems Report Properties

General | B Dates | i= Scheme Product | 4j, Patient |
General
Performer: fany) [
Status: Complete s
Charged: {any) w~
Change of Price: {ignare) e
Clear +f 0K x Cancel
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Under General you can select a performer or leave as (any) to view all. You can also choose whether

you wish to report on complete or incomplete treatment items.

Treatment [tems Report Properties

General ||f& Dates | $& Scheme | (3 Product | 4}, Patient

Date Proposed

All ~

Date Completed

All ~

Date Charged

All ~

Clear +f 0K x Cancel

Under the Dates tab the first option is when the treatment item was added to a treatment form. You
can also report on the date the treatment item was marked as completed on the treatment form as

well as when it was marked as charged.

Teestmment Hems Fepost Fropestess

General |'ril-:t|= | & scheme i Froduct | ayg Petlent

Sheme
- 1 1]}
L heleced

Clesr of o, ¢ Cancel
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Within the Scheme tab, you can select specific schemes to show in your report by clicking Selected.
The Patient tab would show patients who are registered under the scheme whereas Scheme would
be the item scheme.

Treatment [tems Report Properties

General | Hﬂ Dates | - scheme | 7 Product | &j Patient

Product
o Al
9 Selected Select All | De-selectall
(Al v
|Search

! 3/4Precious Metal Crown ~

'F' Acute Conditions

'F' Addition Of Toath To Fixed Appliance Jower)

'F' Addition Of Tooth To Fixed Appliance (upper)

'F Addition Of Tooth To Removable Retainer (ower)
'F Addition Of Toath To Removable Retainer (upper)
'F Additional Fee For Supervision

™ Additon OFf A Tooth - Acyiic

'F Additon Of A Tooth - Chrome

Clear wf 0K x Cancel

Any item with a green flag next to it will be included in the report. You can use the Select All and De-
select All buttons at the top of the window. You can also search by item category using the
dropdown list.

Product

O Al
@ Selected Select Al De-zelectAll

| v
(Al

Any Other Treatment

Bridges

Crowns & Inlays

Dentures

Dizgnosis & Xrays

IDomi::iIiary Visists and Recall -

m | »

Once you have selected the items you wish to include in your report click OK to generate the results.

The example below shows completed NHS examinations in a particular time period.
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The Forms tab list the forms that the particular treatment items feature on. You can view basic
patient information on this screen. Proposed, completed and charged dates are also show. You can
also see which scheme the treatment form belongs to and which performer.

The next tab is Products which gives you a total number of each treatment item you have specified
earlier.

Forms | Products

Item Description Count Amount

0101 Examination 5 0,00

From this particular report we can see there have been 5 examinations completed.

This report is exportable. To do so, click the Export button, then choose the destination you wish to
save it.

mExpnrt

For Others

A treatment form belongs to a single performer within the dental software however items on the
form can be created for or created to other users. To report on this function you enter the main
reports section of the program.

Click on the For Others button under the treatment reports section.

Y
il |

/ For Others

Now click on the Report button.

Select the performer you wish to see data relating to (or select (any) to view all). This is the
performer who owns items another performer’s treatment form. The final tab is Schemes; within
here you can select particular schemes to report against
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A list will be displayed showing all the items owned by that performer and who the work has been

done on the behalf of.
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Referrals

Referrals In

Referrals In is a report that is used to track the amount of inbound referrals that have been
received. To access this report click on the Referrals In button within the Referrals section of the
reporting screen.

]
-‘.'?’l* - Referrals In

Once you have entered the Referrals In report screen click on Report in the top left hand corner of
the screen.

O Report

You will then be presented with the Select Dates window.

Dates: I
+f 0K % Cancel
Select your date range then click OK.
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From the report generated you will see a list of the patients that have been referred to your practice
within the selected time period. The report also shows any assessment, treatment and discharge
dates that have been entered. You can also see whether the referral was urgent or routine. If it was
urgent there will be the ambulance icon on that particular referral.

At the top of the screen you can view the total amount of referrals.

Referrals Out
The Referrals Out report is designed to view any outbound referrals made in a particular time
period.

To access this report click on the Referrals Out button, within the Referrals section of the reporting
screen.
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.I -,.. Referrals Out

Once you have click on the icon click on Report in the top left hand corner of the screen.

O Report

You will now be presented with the Select Dates window.

D ates:

+f 0K x Cancel

Select your desired date range for your report then click OK.
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The reports opens in the Patient tab, this displays patients that have had an outbound referral. The
report shows the date of referral and the referral practice.

You can filter your report down by performer and scheme by using the dropdown lists at the top of
the screen.

Ferformer: |{all) i w | Scheme: (@l W

The second tab is the Totals tab. This shows the total amount of referrals to each referral practice.

Patlanis || Tatals

7a Dot Tk S
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NHS

The NHS section of the report screen allows you to monitor UDA activity over certain periods of
time. There are 3 reports available in this section, each provide different information regarding NHS
transmissions.

UDA
The UDA report allows you to view information regarding UDA activity within a certain time period.
To access this report click on the UDA icon within the NHS section of the reporting screen.

NHS [

After clicking on the UDA button, click Report in the top left hand corner of the screen.

O Report

You will now be presented with the following window.

D ates: Al

Contract: | [all) w

Fatients entered in thiz period

+f 0K X Cancel

Select the date range you wish to view by using the Dates dropdown list. If you operate more than
one contract at your practice you can select this from the Contract dropdown list. Click OK to
generate your report.

The report will open in the Totals tab. This displays the total UDA’s, UOA’s and SDL’s per month in
the chosen time period for each performer.
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Manth Performer DA LA S0L
112017 Total 81,00 0.00 0.00
112017 HUSKIMS, Martin 73,00 0.00 0.00
112017 TAYLOR, Migel 3.00 0.00 0.00
122017 Total 187.00 0.00 0.00
122017 HUSKINS, Martin 155,00 0.00 0.00
122017 TAYLOR, Migel 22,00 0.00 0.00
01/2018 Total 131.00 0.00 0.00
01/2018 HUSKINS, Martin 156.00 0.00 0.00
01/2018 TAYLOR, Migel 25,00 0.00 0.00
02/2018 Total 66,00 0.00 0.00
02/2018 HUSKIMS, Martin 43.00 0.00 0.00
02/2018 TAYLOR, Migel 23,00 0.00 0.00
n3/2018 Total 130,00 0.00 0.00
03/2018 HUSKIMS, Martin 104,00 0.00 0.00
03/2018 TAYLOR, Migel 26,00 0.00 0.00
04/2018 Total 152,00 0.00 0.00
04/2018 HUSKINS, Martin 133.00 0.00 0.00
04/2013 TAYLOR., Migel 19.00 0,00 0,00
05/2018 Total 203.00 0.00 0.00
05/2018 HUSKIMS, Martin 153.00 0.00 0.00
05/2018 TAYLOR, Migel 50,00 0.00 0.00
06/2013 Total 265,00 0.00 0.00
06/2018 HUSKIMNS, Martin 133.00 0.00 0.00
082018 TAYLOR, Migel 82,00 0.00 0.00
07/2018 Total 237.00 0.00 0.00
07/2013 HUSKIMS, Martin 154.00 0.00 0.00
07/2018 TAYLOR, Migel 83.00 0.00 0.00
0z/2018 Total 205,00 0.00 0.00
0z/2018 HUSKINS, Martin 131.00 0.00 0.00
08/2013 TAYLOR., Migel 74,00 0.00 0.00

The next tab is the Summary tab which displays a breakdown of the information shown in the Totals

tab. From this tab you can gather information such as total amount of activity per band, amount of

treatment completed under guarantee and activity completed as continuation. This tab also

presents totals for specific treatment items, i.e. examinations, dentures completed within the

particular time period. You can also gather new patient information at the bottom of this tab.

Forms is the next tab and as you would expect from the name of this tab it displays all treatment

forms that were transmitted in the chosen time period.
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The Forms tab displays the form number, date it was created, date of completion, the performer,

and patient, patient charge, the UDA value of the form, the schedule value, and the date of the

schedule.

The fourth tab is Non-Scheduled. This tab displays all forms that were transmitted in the given time
period but have not been included in the schedule. This may be for a number of reasons, such as

invalid PIN number, forms already sent etc.
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The final tab in the UDA report is the Open Courses tab. This tab displays all treatment forms that
were created within the given time period but have not been transmitted.
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This tab shows the proposed UDA value and the completed value on the far right for each treatment

form. You can double click any row to open the treatment form.

UDA Summary
The second report in the NHS section of the reporting screen is the UDA Summary report. This
report is useful for getting weekly and monthly totals. To access this report, click on the UDA

Summary button.

m UDA Summary

Now click the Report button in the top left hand corner of the screen.

G Report

You will then be presented with the following window.
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Year:

5018 - 2019

Contract: | (all)

wff OK

o

x Cancel

Select the financial year you wish to view from the Year dropdown list. Secondly select which
contract you wish to view if you have multiple contracts operating at your practice. Click OK to
generate your report.

In every tab of this report you have the ability to view information for a specific performer. Select

the desired from the Performer dropdown at the top of the screen.

Performer: |{al[)

The first tab within this report is Month Totals. This presents a bar chart showing the total amount
of UDA’s each month in the selected year against the total SDL.

Month Total | Wesk Tatal | Sumeary | Forms o Mce-Scheduled | OpesCosrses | By Catepory
Fear HLL/ 2012
Parformar Mama [mll}

Month UDA uoa T i T
Apiil FTi5.15 Q.00 735,35 -1_.1155
Ay S5 IES o, 0 LS .45
Jume TI1.40 .00/ Ti5.40 4.85
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Anpusl 1,135.55 0,00 1,156,55 755
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Mowamvhar 1,805.75 000 1, F30.55 132.11
December 1,465 50 0,00 L A53,10 9,96
Jamisa fy 1,363 .|'l.|_ .00 I...’Eif-l.iitl_ o915
Fehrnry LERDFS 0,00 I, 449,35 L51,0H5
March 1,470.00. 0.00/] 1,342.75 00
Total 14,907,340 0,00 14, 543.05
1 &N§
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1 808 L
1,208 N LA
| A 0 =L
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I I-II ] -n - - -
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B [ M
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1
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i ] - 1 F ] -
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Week Totals is the next tab which displays UDA, UOA and SDL totals for each week in the selected
year.

Motk Tatal | Wask Tohl | Summary | Porme | Nen-Schedubel - Open Coumm | By Cabsgor

T 00130132 |
Perfgamer Roms LEILH

Ao Ls!

The next tab is the Summary tab. From this tab you can gather information such as total amount of
activity per band, amount of treatment completed under guarantee, activity completed as
continuation. This tab also presents totals for specific treatment items, i.e. examinations, dentures

completed within the particular time period. You can also gather new patient information at the
bottom of this tab.
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Month Total | Week Total || Summary | Forms | Non-Scheduled | OpenCourses | By Category

Year 2011/2012
Performer Name (all)
FP17s 5770
Patients 3602
Band 1 3225
Band 2 1665
Band 3 453
Urgent 146
Reg 11 (non-ortho) ]
Guaranteed 1 0
Guaranteed 2 28
Guaranteed 3 10
Continuation 1 13
Continuation 2 65
Continuation 3 3
Incomplete 1 5
Incomplete 2 73
Incomplete 3 30
Domicilliary ]
Sedation 0
Presciption 21
Denture Repair 23
Bridge Repair 1]
Arrest of Bleeding ]
Removal or Sutures 0
Assessments 0
Assess & Refuse ]
Assess & Accept 0
Abandoned ]
Discontinued 0
Completed 1]
Repairs 0
Reg 11 0
Clinical DataSet Unit Band1 Band2 Band3 All FP17s
Scale and Polish FP17s 1540 1086 285 2917
Fluoride Varnish FP17s 243 141 12 399
Fissure Sealants FP17= 1 2 o 3
Teeth 1 2 1] 3
Radiographs FP17s 536 737 201 1507
Rads 1040/ 1871 446 3395
P d e e A T e & Ll R e e - - e

Forms displays all treatment forms that were transmitted in the chosen time period.
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The fifth tab is Non-Scheduled. This tab displays all forms that were transmitted in the given time
period but have not been included in the schedule. This may be for a number of reasons, such as

invalid PIN number, forms already sent etc.
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In the UDA Summary report within the Non-Scheduled tab you have the ability to resend all these
non-scheduled forms in bulk. Click the Resend button at the top of the screen to resend every form

in the list.

=
*%, Re-send

The next tab is Open Courses. This tab displays all treatment forms that were created within the

given time period but have not been transmitted. This is likely to be because the patient has not
completed all of their proposed treatment. This tab shows the UDA/UOA value proposed against the
completed value in the far right columns.

Page 268



Manth Tocs | Wes=k Tobsl | Summary | Forms | Kon-Scheduled | DpesCourses | By Cetepony

Foem Datz IPu'fu'm:r Fatient Competed  Proposed

 BNIE (eN3E0L a0 12.00
54309 11201 100 .00
543001 /14/2013 200 0o
591194 301z 100 100
541458 1522012 .00 12.00
531451 150272012 200 3,00
541528 1§MZ2012 LD 300
531530 160252012 Lun 300
541553 1701 100 100
543510 21123013 00 1L.00
L zIMzf013 10 1200
543574 2ij0zfa01 200 .00
GalGE RO Jan 3.00
541715 232012 L0 12.00
Gais 212 .00 13,00
541728 L PgE: 200 300
54157 6 13301 .00 12.00
541871 o201 LD 100
543073 OTj03/2013 £ 12.00
541924 aTMA01 200 12,00
541935 0803/2012 1.0 300
AT CAN3012 100 3.00
FT106 15132012 200 1200
542115 16/ 3720112 .00 3,00
5013z aj03/201z 100 1200
540150 21032011 100 12.00
518 M3 f012 100 12,00
54T 155 21032013 100 .00
GEI1E7 a2 .00 3.00
50158 21/03/2012 .00 .00
SE2210 2232 .00 3,00
IR TN 31T LD 10D
540741 203/3013 100 %00
L /32012 100 200
ST 301 00 12.00
| | 200 284.00
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Schedule

The third and final report in the NHS section is the Schedules report. This allows you to view

scheduled UDA’s/UOA’s, expected UDA’s/UOA’s and Daily UDA/UOA’s for a chosen performer. To
access this report, click on the Schedules icon.

m Schedules

After clicking on the Schedules icon click the Report button in the top left hand corner of the screen.

G Report

After clicking Report you will be presented with the User Select window.

-

Uszer Select

| HUSKINS, Martin
| MASON, Linda
| TAYLOR, Nigel

Dentist
Dentist
Dentist

4 OK

+

x Cancel

L

Select the desired user selecting their name then click OK.

The report will be generated and will open in the Schedules tab.
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As you can see in the example above the Schedule tab shows the name of the patient followed by
date of birth and gender. The patient and remission charges are also included in this tab aside the
UDA units and any relevant comments. Select which month you wish to view by clicking on the
desired date in the left pane. The first two digits of the figure represent the year, the next two
represent the month. For example 1204 stands for April 2012.

The next tab in the Schedules report is the Expected tab. This shows units that are expected in the
month selected.
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The tab looks very similar to the Schedule tab. The only difference is that in the Comments column
you can see the expected date.

The final tab in this report is the Daily tab. This shows UDA and UOA figures on a daily basis.
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Select the desired date from the left pane. From this tab you can view the same information as the
previous two tabs. You can also see the UDA and UAO totals at the bottom of the window.
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Miscellaneous
The Miscellaneous section is the final section of the reporting screen. This section is essentially ‘for
everything else’ that hasn’t been covered in previous sections of the reporting screen.

Stock
The first report in this section is the Stock report. This is to keep track of the amount of stock items
used within a particular time period.

To access this report, click on the Stock button.
|alﬂ| Stock
After entering the Stock report, click on the Report button in the top left hand corner of the screen.

O Report

You will then be presented with the Select Dates window.

Dates: Y
+f 0K % Cancel
Select your date range then click OK.
ndude
Caite: Lecaton i Dy iplin Cuantity
233045 Eurgerg 4 ST L
ZHOZME  mrpery 1 STOCE 3
JONOD  Srpany 1 STOCE 2
#OWE Srgery STOCK 10
ZNiRlEN  Off STEOK z
NOYOD  OMe GELORES Ghaves per bios i
+O5EN  Dff FLCREE Ghaves per hos 1
BOSEE O LOWES lavan par b A
NFi0iz  Office ML Tape Brishe 4114
LHIZ01  Offee T Tomth Writersnieg Kt 2
LIS O M Teath Ukitenaning Hi
Lsmiody  offc TOOTHHIDS Tonthtish For kids

-lI.l'IE-

Lafo'ms Offee L3NS lavey

The report generates a list of items used. The report shows the location they were used in, the
description and how many were used.

You can filter your report by location and product. Use the dropdown lists at the top of the screen.

Location: |(any) w | Product: |{any) P
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Sundry

The next report is the Sundry report. This allows you to keep track of how many sundry items the

practice has sold in a particular time period.

Click on the Sundry button to access this report.

ﬁ‘:é! Sundry

Now you are within the Sundry report, click the New button in the top left hand corner of the

screen.

ONEW

Select you date range for your report from the Select Dates window.

D ates:

Your sundry items report will now be generated.

Summary | Graph

Period: byday . i v | Product (all) i
Date Item Description Quantity Amount
21j01/2010 TESTZ Test2 2 2,14
30/04/2010 GLOVES Gloves per box 1 0.00
14/05/2010  GLOVES Gloves per box 2 0.00
13/03/2010 IN1 Tepe Brishes 1 7.00
19/08/2010  GLOVES Gloves per box 20 0.00
11/10/2010  IN1 Tepe Brishes 1 7.00
20f07f2012  IN1 Tepe Brishes 41124 0.00
17/05/2012  IN1 Tepe Brishes 3l 357.00
23/08/2012  IN1 Tepe Brishes 1 7.00
31/08/2012 Tk Tooth Whitenening Kit 1 25,00
11/01/2013  TWK Tooth Whitenening Kit 1 25,00
16/01/2013  TWK Tooth Whitenening Kit 1 25,00
15/02/2013 TOOTHEIDS Toothbrush for kids 5 0.00
15/02/2013  TWK Tooth Whitenening Kit 15 75.00
15/02/2013  L-GLOVES Gloves 3 0.00

The Summary tab lists all sundry sales within the chosen time period followed by the quantity and

the amount. The Period filter can view this list by day, week, and month or by period. You can also

filter your report so it only shows a particular product. Choose from the Product dropdown list.

Page 274



The second and final tab in this report is the Graph tab. The tab presents a bar chart for certain a
particular product within the chosen time period.

You can choose to view your chart by day, week or month. Use the Period dropdown list to choose.
You can also choose to view by quantity or amount, use the View dropdown list to make your
selection. To choose the product you wish to view, select from the Product dropdown list.

SMS
The SMS report allows you to view SMS messages that were prepared in a chosen time period. To
access this report, click on the SMS button.

E S5MS

After entering the SMS report, click the Report button in the top left of the screen.

O Report

You will then be presented with the Select Dates window.

Dates: Al D

+f 0K x Cancel

Select the date range you wish to view then click OK.

ot agm

Cuand L Mo ey o Teat
IWENIVT oW WONH I 0 AT Ot Mty Medd. fas ek i & e A P e e P, e (o

1.1;

WEA0LT P00 W v on b, Vs Cowch L0 » T

For busttny et ea ool

ue

20w

~
WOMT v
20%3

The report opens in the Messages tab. This tab lists every SMS message that was prepared within
the chosen time period. The list shows when the SMS was created and processed. It also shows the
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status of the message, for example, ‘Delivered’ or ‘With operator’. You can also see the content of
the SMS under the Text heading, and the finally you can see the length of the message in the far
right hand corner in characters.

The second and final tab within this report is the Graph tab.

This graph shows totals either by day, week or by month of SMS messages that were processed in
the chosen time period. Use the buttons at the top of the screen to choose whether you wish to

view by day, week or month.

Day Week Manth

Treatment Completion Screens

The Treatment Completion Screens report allows you to analyse feedback on various observations
added to the treatment completion screens within a given time period. To access this report, click on
the Treatment Completion Screens button.

= Treatment
{;"‘ku | Completion Screens
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Once you have entered the Treatment Completion Screens report, click the Report button in the top
left hand corner of the screen.

G Report

The following window will then appear.

Trawirmurd Complatcn Scivmn Bapart Propeia

emiec |
Fapoet
Trpi: Tl
B icudion © nial =
Fariamer: 151
v vy Bar sl
[aatey Al
L]
Dirlar Dot
s 4
Cuar ¥ 'k Carcai

First of all choose the performer(s) you wish to report using the Performer dropdown list. Secondly
choose the date range you wish to report on. Again, select from the dropdown list next to Date. You
are also able to choose the order in which your report is presented.

Below, you have a list of the treatment completion screens you have active in your system. Click on
the one you wish to report on. In the example above we have a TCS for Implants and one for X-rays.
After selecting the desired TCS, the different options for that TCS appears in the top right hand
corner of the window. For example | wish to view all bitewing x-rays with an evaluation of 2 in a
particular time period.

Type: (nfa) e
Justification: (nfa) e
Evaluation: (nfa) o
Motes: | |

Once you have made your selections click OK in the bottom right hand corner of the window. Your
report will now be generated.
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From the report you can see the date, the treatment item code, followed by the descriptions of the

treatment item. You also can view the patient name, the performer and scheme. You can then view
anything that was added for the TCS options. You have the ability to export this report as a CSV file
so this can be opened in third party software such as Excel. To do this, click the Export button at the

top of the

mExpnrt

screen.

Patient Assessment Screens
The Patient Assessment Screens report is designed so you can view responses to various patient

assessments you have set up.

Click on the Patient Assessment Screens button to access this report.

Now click on the Report button in the top left hand corner of the screen.

Patient Assessment

Screens
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O Report

You will then be presented with the following window.

Gasdinl

First of all select the date range you wish to view patient assessments for. Then select the responses
you wish to view by selecting them from the dropdown lists next to the questions in the top right
hand side of the window. Click OK once you have chosen what you wish to view.

fnaie m Fark [Tige [t DO Refreice | Ciorer Satefacton | MO pou rRcoreTand
| 2pimon HE HUELLER, Vel i [y LRI XS ¥y il
| =namen 1 HATFIELD:, Lydla Mgz Ay ST 1 Very Satisfed
i AL (34 GALLAGHER, Fniey Hr - EAILHL D Very Saished

The example above shows all the patients that answered Very Satisfied for a patient satisfaction
assessment. This can be a useful service to help you target how you can improve your service.

Logon History
The Logon History report allows you to view who was logged into certain PC’s at a particular time. To
access this report, click on the Logon History button.

o
lﬁ Logon History

——

After clicking the button, click on Report in the top left hand corner of the screen.

O Report
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Select the date range you wish to view log on history for.
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From this window you can see the user, connection time and date, disconnection time and date, the

computer and the account.

To filter your report to view logons for a particular user, select the desired user from the User
dropdown list at the top of the window.

Documents
This Documents allows you to view the documents that have been generated for patients in a given
time period. To run this report, click on the Documents button.

e—

A—

——
—

l Documents

Now you have entered the Documents report screen click on Report in the top left hand corner of

the screen.
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O Report

After clicking Report you will be presented with the following window.

Documents Report Properties

General | Signature

Clear wff OK %¢ Ccancel

Firstly, select the date range you wish to run your documents report for by using the Dates
dropdown list at the top of the window.

Next select which documents you wish to include in your report. If you only wish to view particular
documents in your report, click the Selected button. Click the tick next to any document you don’t
wish to include in your report so the tick turns into a cross.

Under the Signature tab, you can also filter based on whether the patient and/or performer has
signed the document.

General I Signature |

Patient: {nfa) w

Practice: {nfa) w

Once you have made your selection click OK.
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Accounts (Basic)

SFD v6 also includes a dedicated accounts section. The Accounts (Basic) section is split into five
parts, Nominal, Bank, Supplier, Product, and End of Day. This section of the manual explains what
each feature of Accounts (Basic) does and how to use them.

To navigate to this section, click on the Tooth icon in the top left hand side of the screen and select
Accounts (Basic) from the menu.
¥ /| Systems For Dentists A User
E| style 3
'?i Reports
Accounts (Basic) |I

Accounts (Full)
Utility
Vol Sefup

About Systemns For Dentists...

Nominal

Accounts
Accounts, is the first feature within the Nominal section of Accounts (Basic). This particular feature

allows you to create new nominal and edit any existing ones you may already have.

To access this feature, click on the Accounts button that is shown below. This is situated under the
Nominal heading.

g

Accounts

The following window appears once you have clicked on the Accounts button.
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| Mame | Type
Bad Debt Write Off Sales

Bank Account Bank Account
Bank Charges Expenses

Bank Current Account Bank Account

Bank Deposit Account Bank Account

Bank Interest Receipts
Bank Service Charges Expenses
Building Society Account Bank Account
Carriage Expenses
1210 Cash Account Cash Account
1230 Chegue Deposit Chegue Deposit

[ Show inactive

+ Mew ﬁcluse

This window shows all existing nominal. Notice at the top of the screen you have a filter so you can
easily search for particular nominal. To edit an existing nominal select one from the list by clicking on
it, then click the Edit button at the bottom of the window. The following window appears.

Bank Account Properties M

1 H

|General | Memo
|

V' Active

Details -

Name:

Type: Bank Account

Category: [(none) -

l:! Save x Cancel
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Make any changes you feel necessary, and then click Save in the bottom right of the window to

return to the Nominal Setup window.

Mominal Setup

|Searu:h
iE Mame - TE L
1295 BACS BACS
8100 Bad Debt Write Off Sales
1200 Bank Account Bank Account
7901 Bank Charges Expenses
1270 Bank Current Account Bank Account
1280 Bank Deposit Account Bank Account
7900 Bank Interest Receipts
5502 Bank Service Charges Expenses
1290 Building Society Account Bank Account
5501 Carriage Expenses
1210 Cash Account Cash Account
Show inactive
= New " Edit 3 close

To add a new nominal click New in the bottom left hand corner of the window. You will then be

presented with the following window.

Mew Mominal Properties

General | Memo |

¥ Active
Details
Mame: |
Type: Sales ~
Category: inone) -

m Save x Cancel
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Add the name of your new nominal into the text box. Then select your type and categories from the
dropdown buttons. Once you have added the necessary information click Save in the bottom right
hand corner of the window.

Note: You can deactivate any nominal by unchecking the Active checkbox.

Active

Tills
Tills allow you to easily separate money. To access the tills setup, click on the Tills button.

rﬁ:'—, Tills
=

Once you have clicked the Tills button you will be presented with the following window.

Till Setup

Default

Show inactive

+ Mew " Edit ECIDSE

From this window you have the ability to add new tills or edit any existing tills. To add a new till click
the New button in the bottom left of the window.

Type the name of the till and click Save. Now when you take a payment you will be able to select the
till you have created.
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'ﬁﬁ Method
TI": ‘Iﬂ'l - I
Cazh: Default

]

You also have the ability to report on the tills you have set up.

Bank

Accounts
Accounts is the first feature within the Bank section. To access this feature, click on the Accounts
button.

Accounts

You will then be presented with the following window.

Bank Setup
| |
Mame I
12935 BACS BACS
1200 Bank Account Bank Account
1270 Bank Current Account Bank Account
1280 Bank Deposit Account Bank Account
1290 Building Society Account Bank Account
1210 Cash Account Cash Account
1220 Cash Deposit Cash Deposit
1230 Cheque Deposit Cheque Deposit
1240 Credit Card Deposit Credit Card Deposit
1260 Debit Card Deposit Debit Deposit
1250 Finance Deposit Finance Deposit
Show inactive
= New " Edit 3 close

From this window you have the ability to edit and create new bank accounts. To create a new bank
account, click on New in the bottom left hand corner of the screen. The following window appears.
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Mew Bank Properties

General | Address | Memao |

Details

Mame: |

Type: Bank Account b
Categary: (nang) e

Account Details

Marme: | |

Mumber: | |

l:‘_ Save x Cancel

It will open in the General tab. Fill out the necessary details such as Name and Type. You also have
an Address tab and a Memo tab for storing any notes you may wish to add.

Payment
Payment is a feature which allows you to make transactions from your various accounts you have set
up. To access the payment feature, click on the Payment button.

Payment

You will then be presented with the following window.
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Bank Payment

Account from:
Mominal:
Reference:
Date:

Met:

Tax Rate:
Gross:

Details:

BACS w
Bad Debt Write Off (Sales) ~
| |
L/ v]
| 0.00 [ || Tax 0.00
Zero (0.00%:) v
| 0.00 |||
0K Cancel

Select the appropriate options from the relevant dropdown buttons and add in figures that are

required. Once you have entered the relevant information click OK in the bottom right hand corner

of the window.

Receipt

The Receipt feature allows you to make transactions into your accounts. To access Receipt, click on
the Receipt button.

Rece

ipt

You will be presented with the following window.

Bank Receipt

Account to:
Morminal:
Reference:
Date:

Met:

Tax Rate:
Gross:

Details:

BACS v
Bad Debt Write Off (Sales) v
| |
L/ v]
| 0.00 [ || Tax 0.00
Zero (0.00%G) o
| 0.00 [ |
0K Cancel
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This screen is almost identical to the Payment window with the main difference being that the top
dropdown button you are selected which account you are making the transaction to rather than
from. Again enter the necessary information and click OK to confirm.

Transfer
The next feature within the Bank section of Accounts (Basic) is transfer. This allows you to transfer
money between your accounts. To access this feature, click on the Transfer button.

Transfer

The following window appears.

Bank Transfer

Account from:  |BACS o
Account to: Bank Account Y
Reference: | |

Date: | [ W |

Amount: |0.00 |

Details:

oK Cancel

Select the appropriate accounts from the dropdown buttons. Then enter a reference if required into
the text box, select a date then enter the required amount. Click OK to confirm.

Petty Cash
Petty Cash allows you to keep track of your small sundry expenditure within your dental practice.
Click on the Petty Cash button to access this feature.

i " Petty Cash

The following window appears.
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Petty Cash

Account from: | Cash Account i
Mominal: Bank Charges (Expenszes) R
Reference: | |

Date: | [ e |

Net: | 0.00 [ 1| Tax: 0.00
Tax Rate: Zero (0.00%) e
Gross: | 0.00 |

Details:

Ok Cancel

Select the account and nominal from the dropdown buttons at the top of this window. Add the

necessary figures and then click OK to confirm.

Products

Categories

The Categories feature allows you to add categories and edit any existing ones. These are the

categories you can choose from within a treatment form (refer to the treatment section of the

manual). To access this feature, click on the Categories button.

= Categories

The following window appears.

Prodias Al foods SRl

P Bonme Al pere.,
2
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03 - Resbralion Gardpes
14 - Frasttels dppanimeria
IT:E-MP‘:B\‘JSE.\W
35 - Bncige Servcm
IJ?.-I:Ien'h.re TEMWTES

G5 -Surgpcal & ACT Saracas
03 - Whiberng Serams
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To edit an existing category select from the list, once you have selected the category it appears
highlighted. Now the category is selected, click Edit. The following window appears.

01 - Engeri, K B¢ Onal Hipnesre B rogeriies

S

o Gciyve
Cararal

P 011 - Ecmm, eraen B Cral Hygmne

m Zava H Cancal

Make any changes that are required then click Save in the bottom right hand corner of the window.

To add a new category, click New in the bottom left hand corner of the Setup window. The following
window appears.

Feas PraduE Calmgaey Prigeertie

faEnarsl

o Achim
Gereral

) save W Canoel

Add the name of your new category then click Save.

To deactivate categories that are no longer required, click Edit on the category you no longer need.
Then uncheck the Active checkbox. This category will no longer be visible within the treatment

screen.
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Sundry
The Sundry feature allows you to report on sundry sales within a certain time period. Click on the
Sundry button to access this report.

Refer to the reports section of the manual if you require any further information on how to run this
report.

Stock
The Stock feature allows you to report on stock usage within a particular time period. Click on the
stock button to run this report.

Refer to the reports section of the manual if you require any further information on how to run this
report.

End of Day
Finally you have the end of day section which allows you to view the amount of money the practice
has received throughout the day.

Tills
The Tills feature allows you to view cash that has been received and allows you to transfer the
money to the appropriate account. To access this feature, click on the Till icon.

Till

You will be presented with the following window.
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Select the account you wish to transfer the money to. If you have more than one till setup, select the
appropriate till from the dropdown button. It is important that you enter a float amount if
necessary. Once you have entered all information, click the Transfer button in the bottom right hand
corner of the window.

Note: You can remove any transactions you don’t wish to transfer by selecting the transaction by
clicking on it, once selected press the spacebar on your keyboard. The green tick next to the
transaction will then disappear.

Cheque
The Cheque feature allows you to view any cheque deposits made up to a certain date since the last
transfer. To access this, click on the Cheque button.

Cheque

The following window appears after clicking on this button.
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Again select the account you wish to transfer the money to. Select the date you wish to view

transactions up to. Select the appropriate till(s) from the dropdown buttons. Click Transfer to once
you are happy with your selections.

Note: You can remove any transactions you don’t wish to transfer by selecting the transaction by

clicking on it, once selected press the spacebar on your keyboard. The green tick next to the
transaction will then disappear.

Card

The Card feature allows you to view any card deposits made up to a certain date since the last
transfer. To access this, click on the Card button.

(=
‘i»\ Card

The following window appears after clicking on this button.
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Firstly, select the account you wish to transfer the money to. Select the date you wish to view

transactions up to. Select the appropriate till(s) from the dropdown buttons. Click Transfer to once
you are happy with your selections.

You can remove any transactions you don’t wish to transfer by selecting the transaction by clicking
on it, once selected press the spacebar on your keyboard. The green tick next to the transaction will

then disappear.
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Finance
Finance allows you to view and transfer any finance transactions. You can also assign a charge for
the finance company within this feature. To access this feature, click on the Finance button.

Finance

Acoot Fo) P e Dwgacas = T (all) -'
| Agpout o lﬂﬂiuu_u- — ___ht Company. ;Enrm 'l"!
chemr: [eowgs |
Cuta T Campany Tk Charges ——
wf  FTAFEIY. Cubmidi T PACALLK, Jaccs 20.00 Lo

.50 Pt B

i Trarefar | 9 Oocs

Select the correct accounts the money is being transferred from and to. Finally select the finance
company from the dropdown.

To add a charge value to a transaction, click within the charges column of the desired transaction.
The following window appears.

Cancel

Enter the desired amount and click OK to confirm. This will update the figure in the bottom right
hand corner of the Finance Deposit window.
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20.00 200,00

Transfer: 180.00

Click Transfer once you have added all the necessary information.

Note: You can remove any transactions you don’t wish to transfer by removing the green tick by
clicking on it.

Cashbook
The final feature within Accounts (Basic) is Cashbook. To access this feature, click on the Cashbook
button.

Cashbook

You will be presented with the following screen after clicking on this button.
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On the left hand side you have a date panel. To view the transactions included within a particular
days cashing up, click on a day in the date panel. The select day will be highlighted in yellow. You can
also filter the nominal using the dropdown button in the top left hand corner of the screen.

To cash up, click Process in the top left hand corner of the screen. The following dialog box appears.

i = ™
e

[ " b Running this process will rollover the cashbook and can not be undone,
b continue?

e % ]

Click Yes to confirm.

Accounts (Full)
-;‘:Nnnﬂnal ﬁﬁank ’mTasks v,'GRepurting - 4 Products Suppliers v..EustDm.‘:E-

Sundry items/Products
To manage your sundry items, click on the Products tab. To create a new product click New. The

below screen then appears where you can enter the Item (code) and Description (Name) as well as a
price.

I:ln.l'Jll Haree: | Afiuity |

7 Gctive

Carimin Camr Prrs

Tter | e 0.7
[ |

Caegeryi frera} ~

Types Weani-Stack w

[etm

Boa Mhriak (ke [Enlet) "

Tins Codae Tera -

Clawe 3¢ canced

Ensure that the Type is set to sundry.

Page 299



Accounts (Full) information
This section of the manual is coming soon.
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Utility
To access the Utility screen in SFD v6, click on the Tooth icon at the top left hand corner of the
screen then select Utility.

_QZ)smmmfmmmmhw & User

Style r

Reports
Accounts (Basic)
Accounts (Full)
i |
Setup

About Systermns For Dentists...

Backup

To run a manual backup, click on the Backup button under the general section.

Pl Bpmd ey siiw s23iich

= Hidn Feldom

Browse to the drive or folder you would like your backup saved into and select from the file type
either compressed (*.CDB) or uncompressed (*.FDB) and click Save.

Now the following window appears and the backup is in progress. Once the process is complete you
should be faced with a message stating that the backup has completed successfully.

Page 301



Backup Database ﬂ

Compress: -— =
Download: _—
Copy: —_—

If you receive an error message during this process please call support on 0845 643 2727 and one of
our friendly team will be more than happy to assist you.

Merge Patient

There may be times where the same patient exists on your system twice. SFD v6 gives you the ability
to merge patient so you can combine information on both patient’s into one. To perform this action
click on the Merge Patient button under the General section of the Utility screen.

Mave record from: Move record to:

Click Select to select the patient you wish to move the record from. Now do the same for the patient
you wish to move the record to. Once you have done this click OK to merge your patients. You will
then be warned that this action cannot be reversed via the Dialogue box shown below.

’ THIS ACTIOMN CAMN NOT BE UMDOME

Are you sure you want to merge patients?

es Mo

After clicking Yes you have successfully merged your patients into one.
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FP17
The FP17 utility allows you to print FP17 forms in bulk for a particular day rather than printing them
out individually for each patient. To perform this action, click on the FP17PR button.

LW Frizer

After clicking the button you will be presented with the following window.

ep17PR ==

& Performer

izny) 2

f21 Date

) Tue, 26 February 2013
() Wed, 27 February 2013
() Thu, 28 February 2013
() Fri, 01 March 2013

(7} sat, 02 March 2013

() Sun, 03 March 2013

) Mon, 04 March 2013

. s x Cancel

L

If you only wish to print for a particular performer, select from the Performer dropdown list. Once
you have selected your performer(s), select the day you wish to print the FP17 forms out for. Click
OK to confirm.

Load Doctors
Rather than typing out all local doctors manually, SFD v6 has the ability to load all of these
automatically. To do this, click on the Load Doctors button.

Fil
w Load Doctors

The window below appears, enter the postcode of your practice and click OK.

Load Doctors @
Postcode: i O

x Cancel

L™

The Load Doctors window appears.
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The system is now loading in all the local doctors within a 5km radius. Once the system has finished
adding in all the doctors there will be an All Done message in the window above, click Close.

content supplied by

choeices
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Setup

To access setup click the tooth icon then setup.

Program

The program setup screen allows you to change defaults pertaining to the overall function of SFD.
To access the program setup, click on the Tooth icon at the top left and then select Setup. Click on
the Program button, which is located under System Bar.

.';r"a Program
L
The Systems For Dentists — System Setup window appears. Within this window are various tabs

which you can go through.

The first tab is General, within this tab you can change the default cash, cheque and card nominal’s
as well as change the financial year start details.

fmanarel | _', Fasiart r" Fatinmi Magr s - Epprictmmis I ':':_- Fancdoeid ; Faall |
FAcrount Faymenia

Cash: i - ) : ) e

Cym Crudit Card Cenomii o

[(IH=sege ropin

) 5aue N Canced
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Next is the Patient tab. Within here you can change certain defaults pertaining to the patient. You
can change whether to see the patient’s doctor, referral in or out dentist and practice when viewing
their record. Within Notes, You can change the default formatting options for writing notes. Wide
screen notes allow you to view the proposed/completed treatment alongside the notes. This feature
can be turned on for you (Local wide screen) or for all users (Global wide screen).

Auto notes are notes that are automatically entered based on treatment that has been completed
with the treatment and the cost.

Other defaults such as patient search and information options can be set here as well on the right
hand side.

General | Cnntactl Titles | Birthday |

= Letter | < sMs ||:IE.mai |
|="| General
‘3 Appointment
B Recall

The Contacts sub tab allows you set defaults for how the patients within your system are contacted.
For example if you wanted your patients to be contacted via SMS, Letter and Email for all
appointment correspondence, you would click all the checkboxes along the Appointment row.
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General | Cu:untactl Titles I Birthday |

Available: Selected:

€) add

Baron Mrs
Baroness Master
Chief @ Remove | | o0
Duchess Mz
Duke Dr
Earl Lady
Emir Lord
Emperor Prof
Empress Sir
Father Rey
Gen

HRH

King
Marchioness
Marguess
Pope
Prince
Princess
Queen

Rt Hon
Sultan
Sultana
Tsar
Tsarina
Viceroy
Viscount
Viscountess

Up 0 Down ﬁ Sort

Within the Title sub tab, you can manage patient titles within the system. Double click a title to
move it to the opposite side of the screen. Titles on the left are ones available to you whereas ones
on the right are titles that are active.

Sort will sort the titles alphabetically.

General | Cu:untav:tl Titles | Birthday |

Message
Email: inone) v
SM5: (none) W

Within the Birthday tab you can set an email and/or SMS message to be sent to a patient on their
birthday.
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] Save

e

3 cance

The Patient Flag tab allows you to select flags which can then be applied onto a patient record. To
activate a flag tick the corresponding box and enter a description on the right.
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Within the Appointments tab you are able to select defaults for your appointment book such as how

performer names appear (Caption) the amount of hours shown in one day (Overview) as well as

requiring a reason when booking an appointment (Require at least one appointment reason

entered).

Genersl | &3 Comeapondesm |

Bosse: sppoirrment

Emei; ironz]
Chesrg e apoaiatment

Lo mer: irane]
Emeil; Fane]
s frane]
Canosl appamirent
Lebisr: fmns]
Emsil; frans]
SME, =]
AppointmeEnt rerender
Lebisr: frmns]
Ereat; drone]
Mz frone]

Within the Appointments tab still, there is a Correspondence sub tab. Within here you are able to

select the default letter, email and SMS to patients when certain actions are performed. You are able

to pick and choose contact methods per action.
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Within the Periodontal Tab you are able to change the default settings for when a new periodontal
exam is created. You can change the number of points on the tooth itself by clicking on the drop
down list at the top of the window. You can also change the order and direction of how you
complete your exam, by using the up, down, left and right arrows.
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Systems For Dentists - System Setup

General | 4y, Patient | ™ Patient Flags | f1! Appointments | ™ Periodantal I 2 Recalls Gy | B

General

Dentist: [#]recall on treatment completion
Hygienist: [Joo nat recall offer recalls to referral in patients

414 Enable automatic recalls
Default Process

Dentist | Hygienist

(none) A
(none) w
(none) w
(none) w

l:‘_ Save x Cancel

The Recalls allows you to set the default recall date, split into dental and hygiene.

Recall on treatment completion shows a window to set a recall when any treatment form has been

completed.

The Externals tab is to allow our support team to link SFD to your third party software. Please call

support on 08456432727 to link this.
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r.F' Patient Flags I f3 Appointments I ™ Periodontal _é- Recalls | ™ Externals I é} Treatment || <5 || &

General | IH NHS I <. Estimate I

Tooth Notation: Palmer I

Charge against: Item owner A

Always show codes
Mode: By Tooth L Show dosed gaps

Chart: Graphical e Show Unerupted

Check treatment item completion against medical assessment

¥-ray warning after I:l months.,

Enter reason for surface application on chart by code mode

Compare against: | {none) w
Completion email: | {none) >
¥ Allow change of description Reguired BPE for new CoT

¥ Allow change of other performer items
Required medical assessment for new CoT
Required CfQ for new CoT

Required intra/extra oral for new CoT

l:‘_ Save x Cancel

Within the Treatments tab, you are able to select various defaults such as the mode for charting,
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™ Periodontal I '_-;1- Recalls I ) Bxternals I %} Treatment I KPI I a Locale I Proxy I 3 || &

General I EH NHS | = Estimate |
Dedaration
Active
I dedare that I am properly entiled to practice under the current dental regulations and thatthe &
information I have given on this form is correct and complete. I understand that if it is not,
appropriate action may be taken. For the purpose of verification of this and the prevention and
detection of fraud and incorrectness, I consent to the disdosure of relevant information from this
Checks
Require BPE on routine treatment for transmission
Require Medical for transmission
Require Motes for transmission
Require referral letter for transmission of AMS
Disallow band 3 same day start and completion

Limit number of daims in 12 month period to: D

Message: |.ﬁ. limit on the number of daims in a year is in force, pIE|

Limit number of band 3 daims in 12 month period to: l:l
Message: |.ﬁ. limit on the number of band 3 daims in a year iz in ﬁ:|

Allow orthodontic daims Administrator logon required for re-transmit
¥ Allow referral daims
Print back page of FF17DC

m Save x Cancel

The NHS tab allows you to enable a declaration that each performer must agree to when
transmitting a treatment form. The text can be modified from the default.
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™ Periodontal I _;__1 Recalls | 5, Externals I‘%)Treatment | KPI | a Locale | Proxy I 3| B

General I mE NHS I = Estimate I

¥ Indude chart

¥ Indude appointment
Indude column header
Indude date colurmn
Indude scheme column
Indude status column

¥ Indude item colurnn

¥ Indude detail row

m Save x Cancel

Within the Estimate tab, you are able to select what information you do and do not wish to see
when generating an estimate.
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™ Periodontal I & Recalls | [y Bxternals I ok Treatment | KPI | & Locale | Proxy I a5
Plus Contract
e ket | keiz2 | keis | kpi4 | keis |
Active
Caption: | |
Values: | |

m Save x Cancel

Information on the KPI tab is coming soon.
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G Currency I Ifjfl'l'lme | .F# Date |

71! Appointments | ™ Periodontal I _;_,1 Recalls I By Bternals | %}Treatment | KPI I a Locale I 4 || &

Currency Symbal: |£
Paositive Currency Format: £1.1
Negative Currency Format: -£1.1
Dedmal Symbol: | .

Mo. of digits after dedmal: Z
Digit grouping symbiol: '

Within the Locale tab, you can set the default formats for the Currency, Time and Date within the

corresponding sub tabs.

0 Currency I ':::'TII‘I'IE | ,F# Date I

Short Time Format: |hh:mm
Leng Time Format: |hh:mm:ss
AM Symbol: |.ﬁ.l'~"l

PM Symbl: |PM

0 Currency | l.'::l'l'lme | ,Fi.ﬁ Date |

Short Date Format: | DD/MMYYYY

Long Time Format: |ddd, dd MMMM yyyy




Ty Paradanisd | T Racll | By Coervale | B Tieswasi | iR ] B Lacsks | Brooey

- Y S Cancd

-

If your practice uses a proxy server, details can be entered here to allow SFD to use this.

Sy B Dl s - ke Selig

= Recak | % Baeeas | Le Tresent | Rl | @ Lo | Prow [ R TERT |

[ P B Canpdd

If your practice uses our TAPI integration, this can be setup here. Call support on 0845 643 2727 for
assistance.
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Practice

Practice setup allows you to change practice details, which will influence certain aspects of the
program, such as merge fields and the gingerbread men.

To access the practice setup, click on the Tooth icon in the top left hand corner and select Setup.
Click on the Practice button, which is located under the System bar.

Practice

To edit any existing practice details, highlight the practice then click Edit.

[Pl Prasctice Propeitie

IQ@E% . .__E T Ganarnl | ] acicress |  Lacatices | :m Irrac
=,
Lol
fiara: | oo 2l P crics |
Py | =
Calowr: | BT w |
LG v 0
= o Edif Bl 0os= Y sese % Cancel

Set the practice name, email and phone. These details will then populate on correspondence
generated. Add the practice address under the Address tab.
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The next part of the setup is within the Locations tab. You can edit the list of computer locations

here.

Lkl Pracece Froperhies

ol anaral | & ndchas | B Locations | B tmage | 4&-..=.5'__|
iml +l‘uei'r
Office Edit
B eoapd o
Surgery 1

Surgery 4
= THe
Surgery 5

miinjuuijsiffigfis o

EXAR oo

r_:f Saye W cance

Within the Image tab, upload the practice logo.

Under Schemes, you can select the default scheme.

*?ﬂdm[.ﬂm[ﬂmauelx.‘lsuml 3 et
|. P
B ne | #|
[ rrocice Plen
[ Ptz
[ samae W cancel

Page 319



User Setup

To access user setup, click on the Tooth icon at the top left and select setup. From there click on the
Users button, which is located under the System bar.

Upar Setup
HUSKING, Martin Deeniist % |
BILEY, Flzabety Hygaarist %
TAYLOR. Mgl Denbst 5|
Shor macies
o riw =i Greune Dalicy Bl ciozs

Click the New button to create a user or select the user you want to edit and click Edit button.
When creating a new user you will be asked for their User Provider Role first. Click on the dropdown
list and choose a role for your new user.

The New User Properties window will now appear.
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Enter the user’s Surname, Forename and set a Username at minimum.

Before the user is able to login they first will needed to be added to a security group.

Security groups are an imperative element within any modern business critical application, and
dental software is certainly no exception, SFD has made the management of permissions simple by
ensuring centralised groupings rather than forcing the practice to manually assign permissions per

user. To enter the User Group Setup, click Save which will return you to the User Setup window.
Now click on the Groups button.

A il ||
Deniist 75|
BEveptonal | M kA
Siarclard H

B ingctive

= ries ik Eicin::
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To edit a group, click it and then Edit. To create a new group click on the New button, both options
will bring up the same window. The first tab is the General tab. Type in the name of the group you

would like to create.

Fiawe Linar Sinem Groparis

‘:I S3nd

W Caecad

The next step is to define the actual permissions, click on the Settings tab. All permissions default to
deny. To change this, click the white flag to change this to Allow.

Mew User Group Properties

General | Settings | Members |

General | Appointments | Patients | Accounts |

o | £

R | Alow | Deny |
Cashbook IEIJ |F|
Custom field setup TEFJ |F|
Human Resources TIFJ |F
Medical condition setup TEFJ |F|
Medical question setup TEFJ |F|
Occupation setup TEIJ |F|
Printer Settings TEFJ |F|
Product category setup TEFJ |F|
Product copy price list TEFJ |F|
Product material setup TEFJ |F|
Product setup TEFJ |F|
|Re-nrenars transmizzinn daims 1 v
m Save x Cancel

There are multiple tabs across the top which contain additional permissions.
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To add a member to a security group, Click on the Members tab followed by the Add button.

FMew User Group Propeities

Gansal | S=btings | Wlambees

o= Ll
:i::' Eulinisa

L] savea ™ cancal

Select the member of staff from your list of displayed users and click on the OK button, this will
return you to the previous screen, with the addition of your newly added member of staff.

Click Save to save your changes.
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Quick Codes

Treatment quick codes allow you to enter your more commonly used items of treatment at the click
of a button rather than searching for them.

i s = Fin Fii FF Pan WIOW RS 5F

Pan ]
Tiem u]

Each dentist / hygienist may choose which codes and in what order they are displayed. Open the
User properties of the user you would like to add a code(s) for, and select the Quick Codes tab.

HLEEERS: Bladin Piopertes

Ganaral || Quidccndas | B quid Teer |

Prodhucts! ueck: eodes;

OTE Cenaral Mato al | ©yase | fning Chrical Exansndion i -
.[I] L1 Extervgrap Chrical Dxamination GF.HN.'-E am1i Filren [l

ik kel § Full Cage demsentiwen] 3601 el Hagisne Advoe

bz Cara are Troatrerk Sunmery i Jre Tomeal Fuarda

| pac Firs jrecam| 1 Ly 2igam Filng

. iE] Fivs fanges b P Compos e Fing

et *ib [rarorad 1341 Aot rling
| vacs Labergl H&aq:l-ﬂt {2101 Extrachon

306 Labr al Foarplafa [hor O hadernc] 3541 hasiier o PruicTiption
1 IZ11 Shudy Models [1 5eif 001 Azt [ fohaos

JirS Dipboare Sy Modets ElL s Me2ni Patesrs

@13 :-n;lhsh.l:lp'l'l'l:lﬂ ) Al Ao ding Fomrerm bon (e
o | :_. E‘T [BE _i {5 Do

Treewment chamgng: | * [y 2 M Cancal

The List on the left hand side shows all the available codes you can add to the user. The right hand
screen shows all the quick codes the users currently have. To add a quick code, find the code on the
left then click on the Add button. This will then move that code to the right hand side. You can also
change the order in which they appear on the bar within a treatment form. To do this select the
code you wish to move and click on either the Up or Down arrow buttons. Once you have added the
codes you want, and are happy with the order, click Save. The next time the user opens up a
Treatment form, the quick code bar should be updated.
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Documents

Documents

Document setup allows you to edit and create letter and email templates within your system. This is

a built in word processor within SFD v6. To access this particular part of the setup, click on the

Documents button.

i

Documents

i

i
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Buttons

Mew | | ¥ Open m Save 'F"l Save As x Delete | || | ¥ Import | Export - rﬁ" Attach | || = Print
New allows you to create a new document.
Open allows you to open any existing documents.

Search for the document you wish to open within your dental software. Remember that you have
different type of documents within the program. Use the dropdown to search for a document saved
within a specific type.

Type: General -

General
Mame: Appaintment
Estimate
I Invoice
Laborataory
Recall
Receipt
Referral
Referring
Statement
Prescription
Template

Click on the document then click the OK button to open.
The Save button allows you to save any changes that you have made to a document.

Saves As functions similarly as save but allows you to choose the location you are saving the
document to. After clicking the Save As button you will be presented with the Save Template
window.

Select the location you wish to save the document and then type the name of the document in the
text box next to Name. Click OK to save the document.

The Delete button removes the document that you have open from the system. After clicking Delete
the following dialogue box appears.

Systems For Dentists l“—:-J
[el Close & delete docurnent?
[ —— ] | =

Click the Yes button to confirm the deletion of the document.

Import allows you to add documents to SFD v6 from an external source. After clicking on the import
button the following window appears.
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Navigate to the document you wish to add, and then click Open in the bottom right hand side of the
window to add the document to SFD.

Export allows you to export a document you have created within SFD to an external location. After
clicking Export, browse to the location you wish to save your document to, enter the file name then
click Save.

The next button is Attach. This allows you to attach items to a document. To attach an item to a
document, first of all open the document you wish to add an attachment to. Then click on the Attach
button. The following window will then appear.

Attachments

+ Add . Remoye of oK x Cancel

Click the Add button in the bottom left hand corner to add an attachment. Browse to the item you
wish to add as an attachment, and then click the Open button to add. The document you added will
now be shown in the Attachments window. You can add multiple attachments to each document.
You can also remove any that have been added in error by clicking on the Remove button.

Click the OK button once you have added all attachments desired.

The final button at the top of the screen is Print, as you would expect this allows you to print which
ever document you have open within the word processor.
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Ribbon
The next thing we are going to cover is the word processor’s ribbon. This contains all the tools for
formatting documents within the dental software integrated word processor.

ikl FRE) u == = AF A ] | S Rl 1 e = | g ' |
|l-.lL--'l‘ - s WA . 1 R i O :

m__mmm—n—m“mmm

The first section of the ribbon is the Clipboard. This includes copy, cut and paste. This is useful if you
need to repeat a certain piece of text within your document.

15

The next section is Format. This allows you to format the text within your document. You have
options such as bold, italics, underline and strikethrough. You also have the ability to subscript and
superscript. From this section you can also select your font and font size, font colour and highlight
colour.

Arial = 12 =
B rlU|& X | ¥ ilj_va,b.?v

Format

Paragraph is the next section. This section has the features such as bullet point options and
paragraph alignment.

=]
Paragraph .

To view advanced paragraph settings click in the icon within the red square within the diagram

L

above. The advanced paragraph window is displayed below.
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[ Fomating 3nd Incert | Fame 2nd Pago fredia|

Fomating:

N

From the Formatting and Indents tab you can set values for line spacing, indents and distances
before and after paragraph:s.

The second tab is Frame and Page Breaks.

o

Frame:

- B
Hane

| Mege bawes of mbpls paragrephs

@ DeacsfomTet 000 |2 mm

| Mok with e

0 5= knem

o) )

This tab allows you to select frame and page break properties and values.
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Spelling is the next section in the tools ribbon. Click on the spelling button shown.

v

Spelling

The Check Spelling window will then appear.

|

: e ]

Mat in Dictionary: Unda edit

recal

7 | Al

Suggestions: (ot J

:
rectal

re cal Change All

real 5
Add words to: fdd

[ uzerdic. t o I Suggest

Uﬂl:il:l Options... ] [ Cancel ]

This widow will pick up words that are not in the dictionary. A list of suggestions will be shown
below, click the correct suggestion then click Change, or Change All to correct spelling if you have

misspelt more than once.

You also have spell checker options. Click the Options button to view.

i ™
Spelling-checker options - u

[TlHanare capitalized words [e.q., "Livingston''T

[] Ignore all-caps words [e.g., "TED"
[] Ignore words with numbers [e.g.. "Wwind5"|
[ 1gnare mixed-caze words [e.g., "SuperBaze"]

[ 1gnare domain names [e.g. wintertree-software. com|
Catch doubled words [e.g., "the the']

Caze genzitive

Auto comect

[ Phonetic suggestions [English only]

Tvpographical suggestions

Suggest split words

[ Cancel ] [ Help

Editing is another section that features on the ribbon.

=JEY
8 |2

Editing

This section has Redo and Undo buttons. You also have Find Text, and Replace text.
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The next section is Insert.

(118 % &
= Merge L
Insert

This includes options such as insert frame, insert picture, insert document and insert hyperlink. The
main feature in this section is Merge. This feature enables you to personalise letters.

% General ¥
j_:' Fiactice ¥
! Parformin .
aiml Patiert 3
ﬁ‘! Appoinkment #
%.:*_ Treatmerk k
™| Periodontal .
W] b "
';'r] Comtact K
i Frescrigtion ¥
| Miscelaneous

'{| Cuslom

There are merge fields for items such as date, patient address, patient title, patient forename, and
surname as well as their proposed treatment, their outstanding balance or referring dentist’s details.

[Pabert. Forename} [Patiznt Sumome]
[Palsan, Canlact Ankkesg]

Date:[Daie Shod]

Diear {Palient Tide] {Falienl Surmamep
Woe wndbd g to remind vou MaR vOU have a apEanimant wilk us on
[Aponinrnents DateTma. Parlormer]

I you are unable to make {hese appaniment (=) please contad the surgery at your
gariesl comweni=nca and wa wil re-grrange it Tar vou

¥ours Sinceraly

[Dentist Nama}
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Anything that’s within {Brackets} is a merge field and will be automatically generated for each

patient. To add a merge field, click on the desired one from the Merge dropdown list.

Genenal
o
il Fiactice

ParTormhed

| Patiere
Appoinkment
Trestmienk

Perindordal

Comtact

RN 1

Fresoiption
Mizcellaneous

Cumlom

e

Page is the next section. This allows you to set page break, section break, set watercolour and set

template.

=

Page

By clicking on the section highlighted by the red square you can view Page Setup.
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Margins and Paper Headers and Footers  Columns  Borders

Margins:

Top: 2| mm Bottom: 15.0 = mm
Left: Right: IE: mm
Paper:

Format: e

A

e | L

Height: 2570 = mm

Portrait Landscape
Section:
Section start: Mew page R
Apply to:
Whole document e

Cancel

From this window you can edit properties such as margins, headers, footers and columns.

Table is another option available from the tools ribbon which allows you to create a table.

R [ -
Table

Next we have the Header and Footer section. This allows you to activate or de-active the header and
footer of the document.

===
-
L—1

Header & Footer

The last tool from the ribbon is Zoom.

100% |-

Zoom

Use the dropdown list to determine how far you wish to zoom in.
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=

The final option is GDPR. To mark your document as GDPR compliant, select the GDPR icon. This will
then illuminate.

How to improve the format of a document sent as an email

One of the most popular features in your SFD dental software is the ability to send HTML E-mails to
your patients, the technologies of word-processed documents and HTML are not entirely
compatible, as such some small alterations are required to get the best results from this feature.

Our support team are available to assist with the creation of document templates.

As an example we are going to take a sample extraction letter with a header and footer and convert
this into an email format.

Now click on the Open button from the tool bar and select the document you wish to create a copy
of.

Mew | | ¥ Open r:‘SE‘-’E 'E'ISEVEAS XDelete i Import | | Bxport - |:ﬁ"»’!;ttach = Print

Having opened the document you should now Save As giving it a new name, | would suggest that
you add the word Email to the end of the title.

Now click on the Table panel and create a new table, in this example we will create a table with one
column and two rows.

FE il

Table 1% 2 Table

You will now see that there is a table in the document, which can have information pasted into it.
Double click on the header and select all of the text / images then click on Copy.
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(Date Long)
{Patent Tak) Patent Eorename} {Patiers Sumame)
{Patent DOB)

Advice to be noted before undergoing extractions
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Sometmes th Jouth rray Fackae and Te remans wil have 10 be Surpolly reenoved. This could invalve
dnling 2round the root and the removal of soma bane. The exracton may subsequerdly taie longer fhan
parned and staches may hae 1o be placsd

b6 $ome mtanded & may ndt bo possbie 10 remove every bt of o fodh or rodl. Viry olen the ool $p
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Now select all the rest of the text from the document, click on Copy and Paste it into the bottom cell
of the table.
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Once you have completed the steps above, remove any unwanted text / images from the document
then click Save.

You now have a letter that is compatible with HTML format. You should ensure that the template
sends correctly as an email by sending a test to yourself within a test patient record.
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Sometimes you may find there are additional spaces in the document between images and text, to
ensure this is removed double click on the image and change the "wrapping style" is set to "in line
with text" and click the OK button.

- )
Image Attributes m

i Layout and Position | Size and Distance | Saving Options |
Wrapping Style:
O ‘ O O
I In Line with Text Top and Bottom Sguare
Position Style:
| = ) I
(@ Move object with text
I Foeed Position on Page: 1 -
Horizontal Alignment:
I Left Center Bight (@) Other Position
Absolute Posttion: 158 - | mm  tothe left of paragraph
I Werical Alignment: |
I Absolute Postion: .3_'1 “/ mm below paragraph

Lok || Cancel ||

Custom Merge Fields
To access the practice setup, click on the Tooth icon in the top left hand corner and select Setup.
Click on the Merge Fields button, which is located under the Documents bar.

i, -
5

{g: Merge Fields

T

This will bring up the Merge Field Setup window, shown below. Within this window you can see all
your current custom merge fields which are active within the system. To show any inactive fields tick
the show inactive checkbox to the bottom left of the window. To edit any existing merge fields,
select the Edit button. To create a new merge field click on the New button.
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Merge Field Setup_

Practice Address Column
Practice Address Line
Practice Email

Practice Fax

Practice Fax Fax
Practice Mame

Practice PCT

Practice Phone

Practice Tel Phone
Practice Website

~ Show inactive

+New

When creating a new merge field the New Merge Field Properties box appears. Enter the name of
the merge field you wish to create within Name then click Save. The next step would be to enter
information to put into the merge field you have created, refer to the Merge Text setup to see how
this is done.
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Mew Merge Field Properties

General

o Active

General

Marne:

!:1_ Save

x Cancel

Merge Text

Merge Text allows you to create custom merge fields. These allow you to give the user a choice of

text to enter on a document for example multiple performer names to add as a signature.

To access the Merge Text setup, click on the Tooth icon in the top left hand corner and select Setup.

Click on the Merge Text button, which is located under the Documents bar.

Merge Text

The Merge Text screen will show.
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New allows you to create a new Merge Text.
Open allows you to open any existing merge texts.
The Save button allows you to save any changes that you have made to a merge text.

Saves As performs similarly to Save but allows you to choose the location you are saving the
document to. After clicking the Save As button you will be presented with the Save Template
window.

Using the Merge dropdown button, select the merge field which you want to save the merge text
into. The last step is to type in the name of what you want your merge text to be called. Click OK to
save the merge text.

The next button along is the Print button. This will give you the facility to print out the current

merge text you have open. Once you click the Print button the Print dialogue box appears. Click OK
to print your merge text.

Printer

Mame: [D.rteF‘ DF Writer

Status: Feady

Type: CutePDF Whiter
Where:: CPWZ2:
Comment:

Print range Copies

@ Al Mumber of copies:

Pages from |

Selection
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Printers
When you print a document it will automatically be sent to a default printer. You can change the
printer your documents are sent to by taking the following steps.

To access the Printers setup, click on the Tooth icon in the top left hand corner of your screen and
select Setup. Click on the Printers button, which will be located under the Documents Bar.

Printers

The Printer Settings window will open. Note that there are a number of tabs within this window.
Under each tab there is a list of documents. Next to each document under the Printer heading it will
say default.

-

P Seting:. 1

I:hpul‘.i-l Ganaral l Lppomimet | Ell:rlllll [rvaice | Laberabory l Becall | | i | Eraf : | L Ll .3'
-

I:ISI'.':- H Canced

To change the printer for a particular document, double click on the document. The Printer Settings
window appears. Choose the printer you desire from the dropdown list.

.

Ml::rosoﬂ: KF‘S Du::l.u'nent Wiriter

Once you have chosen the printer and clicked the Save button the printer you selected will be
shown under the Printer heading next to the document.
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The document will now automatically be sent to the chosen printer.

Watermarks

Within Systems for Dentists you have the ability to use watermarks within your documents via
Merge Fields, this part of the setup allows you to add them into the system. To access the
Watermarks setup, click on the Tooth icon in the top left hand corner of your screen and select
Setup. Click on the Watermarks button which is located under the Documents Bar.

=

Watermarks

The Watermark Setup window will now appear showing you a list of currently active watermarks on
the system. To see any inactive watermarks click on the show inactive checkbox to the bottom left
hand side of the window.

To edit any existing watermarks, click on the Edit button. To add a new watermark, click on New.
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Watermark Setup M
E -

~ Show inactive

o new A Edi [x] cmﬂl

= — e

The New Watermark Properties window appears. Next, enter the name of the watermark you
would like to add then click the folder icon and locate your logo.

| General l

W Active

-General

Mame:

I:! Save x Cancel
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You will now be taken back to the previous window, and an image will now appear in the large white
box underneath the name of the watermark. Click on the Save button once you have finished.

Appointment

Books

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.

To access the book setup click on the Tooth icon at the top left hand corner of SFD and select Setup.
From there click on the Books button which is located under the Appointments Bar.

@ Eooks

The Appointment Book Setup window will now appear. Within this window is a list of all the
performers 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 it then click on the Edit button. To create a new book, click on
the New button.

i Appointment Book Setup &J
| Elizabeth Riley /]
[ Helen Smith ]
Linda Masan __i
| Martin Huskins I
! Migel Taylaor ]

Show inactive

+ M ew Edit E Close

When creating a new Book, the next window which appears is the User Select window from this
window click on the person you want to create a book for and click on the OK button.
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The Appointment Book Properties window will now appear. Firstly, enter the name of the
performer in the Name field then select the performer’s working location. A colour can then be set
below.

There is a tab named Week 1, this is the number of weeks in the rota currently, if you wish to add
more than 1 week to the book, click on the Add button in the bottom left hand side of the window.

g == B
User: User, Demo
Mame: Lser, Demo o Active
Location {default): [ -
Colour; H Red -
Weekl ]

Cycle for | week(s)

Maon | Tue I Wed I Thu | Fri | Sat I Sun I I

L = Add I 3 Dalats o save % cancel

You will then be asked to confirm that you wish to add a new week to the cycle, click on the Yes
button to continue.

Systems For Dentists &J

I'el Add new week to cycle?

| =]
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A new Week tab will now appear on the Appointment Book Properties window with a 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.

Appointment ook Properics

User: User, Demo

Mame: User, Demo

o Active

Location {default): [

Colour: B Red -

week1 || weekz |

Cydefor 1 = week(s)

Man | Tue I Wed I Thu | Fri I Sat I sun I

| +A|:I|:| x Delete m Save

= — ==

Below the week tabs, there will be a number edit were you can enter a number, this number is for
the amount of weeks you want that particular week to cycle for until you move onto the next week

in 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 performer will be working, and click on the New button.
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Session Properties X

General |
Session

First appt:

Last appt:
Interval: 5 L
Type: Mixed =

Location: (default) bl

m Save x Cancel

The Session Properties window will now display. 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. (Refer
to session types) The Location drop down list allows you to set a location for this session. If you
leave this as default, it 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 need to go back into a session, double click on the session you would like to edit, or highlight
the session and click the Edit button, which is located under to the right hand side of the window. To
delete a session, click it then press the Delete button located under the Edit button.
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+ Add x Delete m Save x Cancel
fohica 2

Appeintment Book Properties

User: User, Demo

Mame: User, Demao + Active

Location {default): [SL.IR.BERH @ Dental Practice

Colour: I Red -
| Weeki | weekz |

Cydefor 1 1% weekis)

Mon | Tue | wed | Th | P | set | sun |

+ Mew
" Edit

x Delete

{default)

Copy

|. % Faste

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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User: User, Demo
MName: lUser, Demo V' Active
Location {default): [SL.IRGEF‘.Yl @ Dental Practice b
Colour: B Red -

week1 | Wesk2 |

Cyde for 1 : week(s)

Man I Tue I Wed I Thu | Fri | sat I sun I |

L = Add i Delete o save % Ccancel

Once you have completed the sessions for one day, you can easily copy those sessions to another
day by highlighting the top session and clicking on the Copy button to the right of the window. If you
then select 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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Session Types

SFD allows you to personalise the appointment book in many ways, adding session types to the
performer's books is one of them. A use for creating your own sessions could be for lunch breaks, if
lunch breaks are not added in as a session the appointment book blocks out the break between
sessions therefore no appointments can be booked during this time. Some performers like to have
the option to book appointments during lunch. The steps below show you how to configure this
option.

To access the session type’s setup, click on the Tooth icon in the top left hand corner of your screen
and select Setup. Click on the Session Types button, which will be located under the Appointment
Bar.

Session Types

The Appointment Session Types window appears. Here you will see a list of your existing session
types, to add a session type, click on the New button in the bottom left hand corner of the window.

H 'Eme_rggnqr [ | @ -
Mixed ]

Show inactive

e N " Edit 3 close

After clicking New, the New Appointment Session Type Properties window appears. Here you can
fill in the sections to personalise the session type. Once you have entered all the values, click the
Save button.
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| General l

W Active
General

Mo Appointments allowed

Now when you are setting up the appointment book you will be able to choose Lunch as a Type from

the drop down list.
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Session Properties

General I

Session

Interval:

Type:

Location:

First appt:
Last appt:

00:00
00:00

Ln
4 4 4 '

i
:

Emergency
Lunch
Mixed

MHS

!:1 Save

Setting up the appointment book up in this way allows the receptionist to clearly see which part of

the day is dedicated for booking appointments.

Appointment Reasons
When booking an appointment, you will choose from a list of reasons for the appointment. Within

the reason setup you have the ability to add new reasons.

To access the reasons setup, click on the Tooth icon in the top left hand corner of the screen, and
select setup, click on the Reason button which should be located under the Appointment Bar.

. L

@ Feasons

The Appointment Reason window will now appear showing a list of currently active reasons you can
choose from. To see any inactive reasons click on the Show Inactive checkbox to the bottom left

hand side of the window.
To edit any existing reasons, highlight the one you want and click on the Edit button or to add a new

appointment reason, click on the New button to the bottom left of the window.
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Appointment Reasons ﬁ
EﬂridgE.lﬂsert . .___|E|__ .1
Bridge Prep H 7 L4
Eroken Tooth i @
Child Exam i |E|
Crown Insert . Fl
Crown Prep i | E!

I Denture Bite Mg l
Denture Ease . |I|
Denture Fit B [+
Denture Imps | E!

l Denture Try In . @ l
Emergency . |I|
Exam | HE
Extraction . E!

Fillings || @
I |Lost Filling i '|I| i l
Show inactive
+ Mew " Edit E C|DSEJI
- —

The New Appointment Reason Property window will now appear. From this window you can add
the new appointment reason name, assign a colour and set a default duration (which can be
changed at any time). You can also assign an urgent flag, points and web appointment. Click the Save
button once you have entered all necessary information.

Your new Appointment Reason is now setup and active.
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Cancellation Types

When cancelling an appointment, SFD will present you with another window asking you the reason
the appointment is being cancelled. Within SFD you have the ability to add, edit or remove the
reasons from that list.

To get access the cancellation types setup, click on the Tooth icon at the top left of SFD and select
Setup. Click on the Cancellation Type button, which is located under the Appointments Bar.

@ Cancellation Types

The Appointment Cancellation Reason window will now appear showing you a list of currently
active cancellation reasons you can choose from. To see any inactive reasons click on the Show
Inactive checkbox to the bottom left hand side of the window.

To edit any existing reasons, highlight the one you want and click on the Edit button, to add a new
cancellation reason, click on the New button to the bottom left of the window.

-
Appointment Cancellation Reasons

| Dientist Holiday el
| Dentist I [l
;Made In Error ’_]
| Patient I ¥
| Patient Rebooked ¥
EP‘aﬁent Unable to Attend [+
| ;F'atient in Hostpital I
— Holiday ¥
EP'r.eu:ﬁnce Haliday [+
; Staff Training [+

Showe inactive

+ Mew Edit E Close

The Appointment Cancellation Properties window will now appear. Name this reason then select
between Requested by Practice and Requested by Patient.

Your new appointment cancellation reason is now setup.
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Product

Schemes

Within SFD you have the ability to create new schemes. For certain practices this could be beneficial,

as you might want to create a new scheme with certain discounts etc.

To access the Schemes setup, click on the Tooth icon at the top left and select Setup. From there

click on the Schemes button, which is located under the Products Bar

<>

Laf;li Schemes

The Scheme Setup window will now appear. Within this window is a list of all your currently active

schemes within the system. To see any inactive schemes click on the Show Inactive checkbox to the

bottom left of the window. To edit an existing scheme, highlight the one you want and click on the

Edit button, or to create a scheme click on the New button.

-

Scheme Setup

| DenPlan Care
EDentF'Ian Esszential
. MHS

| Practice Plan

| Private

Showe inactive

+ Mew

Edit

'

-.-:. l—.I
] Ij"'_’

M E
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ECIDSE

The New Scheme Properties window will now appear. Within this window enter the name of the

scheme, choose the graphic you want displayed for the scheme. The colour, and which icon for the

B4R4 appointment book option you would want to use.
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The next stage of the setup is Mixed Schemes. This gives you the ability to open up treatment forms
under different schemes even if the patient is setup for another scheme. Click the checkboxes for
each scheme you want to possibly open up when creating a treatment form for a patient under this
scheme.

Once you have entered all the details in that window click on the Save button. Your new scheme will
now be setup and active within the system.

Item

Within SFD, you have the ability to add new items, edit existing ones, and remove any which you
may not want appearing within treatment forms. You can do all this within the ltems setup.

To access to the Item setup, click on the Tooth icon at the top left of SFD and enter Setup. From
there click on the Items button, which is located under the product bar.

The Product Setup Window will now appear. Within this window is a list of all active treatment
items within the system. To see any inactive treatment items, click the show inactive checkbox in
the bottom left hand corner of the screen.

To edit an existing item, highlight it and click on the Edit Button. To create a new item click on the
New button.

Product Setup

|

0101 Clinical Examination "
0111 Extensive Clinical Examination
0121 Full Case Assessment
0131 Care and Treatment Summary
0201 Films [small]
0202 Films [medium]
0203 Films [large]
0204 Film [panaral]
0205 Lateral Headplate
0208 Lateral Headplate [Mon Orthodontic]
0211 Study Models [1 5et]
0212 Duplicate Study Models
0213 Single Study Model
0221 Occusal Analysis
0301 Colour Photograph W

Show inactive

+ New " Edit Categories Materials E Close
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The New Product Properties window will now appear.

Enter the Item (code) and Description (name). If your item is tooth specific, select the Type as Tooth

and then select the Chart and Material.

Mew Product Properties

General | Schemes | Motes |
W Active
Details
Item: |
Description: |
Detail:
Category: {none) s
Type: =
Chart:
Material:
Pricing:
Tax Code: Zero
Custom Screen: {none)
Update date: {none)
Referral Status: {none) &
Risks & Benefits: {none) i
Completion: {none) bl
Quickcode:
Clinical Dataset: Other treatment ~
Z Open Fees m Save x Cancel

The next tab is the Schemes tab. Within this tab you can enter the start and end dates for the
schemes you want the item included in, and the price (or banding for NHS items) of the item you are

trying to create.
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The final tab is Notes where any notes about an item can be entered,

Once you are happy with all the details you have added, click on the Save button in the bottom right
hand side of the window.

To create a new category to link your items to click on the Categories button. This should open up
the Setup window. Within this window is a list of all the currently active item categories you have
within the system. To edit an existing category, highlight the one you want and click on the Edit
button. To create a new Categories click on the New button.

Prodcut Category Setup

01 - Exam, ¥rays & Oral Hygeine
02 - Hyqienist Services

03 - Restoration Services

04 - Prosthetic Appointments
05 - Crown,Inlays Services
06 - Bridge Services

07 - Denture Services

08 - Surgical % RCT Services
09 - Whitening Services

10 - Implant Services

11 - Orthodontic Services

12 - Miscellaneous Services

K EEEEEEEEE R EE

13 - Procedures

Show inactive

+ Mew " Edit ECIDSE

The New Product Category Properties window will now appear. Enter the name of the category you
wish to create. Once that is filled in, click on the Save button to the bottom right hand side of the
window. Your new category should now be active and visible within the previous list.

To create or edit any existing material, return to the Product Setup window and click on the
Materials button which is located in the bottom right hand side of the window.

The Product Materials window will now appear. Within this window is a list of all your materials
which you can use within the system. To edit an existing material, highlight the one you want and
click on the Edit button. To create a new material, click on the New button.
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The New Product Materials Properties window will now display. Type in the name of the product
material and select the colour. Next, select which type you want to link this material with by ticking
the checkbox. Click Save to save your changes.

Price List
To view a price list, click the Price Lists button under the Products section.

s Price Lists
.'_'-5

A list of all active items are displayed with the start and end dates to the right. The list is on a
scheme by scheme basis.
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Implants
Within SFD you have the ability to chart implants for patients. SFD has the ability to enter different
types of implants within the Implant setup.

To access the Implant setup, click on the Tooth icon at the top left and then select Setup. From there
click on the Implant button, which is located under Products Bar.

Implants

The Setup Implants Window will now appear. Within this window is a list of the all the current
active implants you have setup within the system. To see any that are inactive click on the Show
Inactive checkbox in the bottom left hand corner of the screen.

To edit an existing implant, highlight it and click on the Edit button. To create a new implant, click on
the New button.

Setup Implants I,ﬂh,l

Show inactive

+New | B = ECIDSE

The New Implant Properties window will now appear. Within this window enter the details
regarding the new implant you are creating. Once all the fields have been completed click on Save.
Your new implant has now been created and should be ready to use within the system.
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Contacts

General
To access the general contacts setup, click on the Tooth icon at the top left and select Setup. From

there click on the General button which is located under the Contacts bar.

s General
S

The General Setup will now appear showing you a list of currently active general contacts on the
system. To see any inactive contacts click on the Show Inactive checkbox to the bottom left hand

side of the window.

The filter at the top of the window allows you to easily navigate to the contact you would like to
possibly edit, or make inactive, by either typing in the partial or full name of the contact.

To edit any existing general contacts highlight the one you want and click on the Edit button or to
add a new general contact, click New.

General Setup lﬁ

Show inactive

f + Mew ‘ EGDSE

L

Within the Contacts window you also have the option to filter contacts by groups. To view the
contact groups you currently have setup within SFD click on the Groups button.

Page 360



The General Group Setup window appears. This will list all your current active general groups within

the system. To edit an existing group highlight the one you want, and click the Edit button, or to
create a group click on the New button.

-

-
General Group Setup I,ﬂhj

Builders

=
i<

helf |

|Legal

Show inactive

+ M ew Edit E Close

—

This will bring up the New Contact Group Properties window. Enter the name you want your group

to be called and click on Save, Your New group will now be visible within the Contacts window of the
system.
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Mew Contact Group Properties @
General
J Active
General
Mame;
| m Save x Cancel
L —— ——

When creating a new contact the Contact Type window appears. Here you can choose the contact
type, you would like to create. You have the choice between organisation and person. Click on the
type you want from the dropdown list and click the OK button.

[ Contact Type ﬁ-\
Type: [brganisaﬁun *]

wff OK x Cancel

LS

The New General Properties Window will now appear. This window is the setup for the Organisation

type.
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The first tab is General. In here you will be able to enter the name of the contact, account type,
referral type and the contact details of your new general contact.

r 5
MNew General Properties I,ﬁ,l
General I Address | Correspondence | Children I Nu:utesi

v Active
Details

Mame:

Group: I{I'IDI'IE}I bt |

Account Type: I{ncne}l - I

Referral Type: I - |

Email: o PR

Phone: . | =S

m Save x Cancel

— —

The next tab is the Address tab; enter the address details of the contact into the corresponding
textboxes.

Within the Correspondence tab, you can enter the salutation and closing sentences in the
corresponding textboxes (refer to documents).

The next part of the setup is the Contacts tab. Within this tab you will be able to enter new contacts
within the finance company you are setting up, click on the new button to start entering the new
contacts details.

The final step in the setup is to enter any notes you would like to save regarding the general contact,
this will be done in final tab names Notes.

Once you have filled in everything you can on the tabs shown above, click on the Save button to in

the bottom right hand side of the window.

The new finance company should now be visible and active in the system.
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Laboratories
To access the laboratories contacts setup, click on the Tooth icon at the top left and select Setup.

Click on the General button, located under the Contacts bar.

| Laboratories

The Laboratories Setup will now appear showing you a list of currently active general contacts on
the system. To see any inactive contacts click on the Show Inactive checkbox to the bottom left

hand side of the window.

The filter at the top of the window allows you to easily navigate to the contact you would like to
possibly edit, or make inactive, by either typing in the partial or full name of the contact.

To edit any existing laboratory contacts highlight the contact then click on the Edit button, to add a
new laboratory contact, click on the New button to the bottom left of the window.

[t

Laboratory Setup

Show inactive

f + MNew ‘

e
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Within the Contacts window you also have the option to filter contacts by groups. To view the
contact groups you currently have setup within SFD click on the Groups button.

The Laboratory Group Setup window appears. This will list all your current active general groups
within the system. To edit an existing group, select it and click the Edit button, or to create a group

click on the New button.
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This will bring up the New Contact Group Properties window. Type in the name you wish your group
to be called and click Save. Your new group will now be visible within the Contacts window of the

system.
r B
Mew Contact Group Properties I,ﬂhj
General
J Active
General
MName:;
i m Save x Cancel
L T i T}

When creating a new laboratory contact the Contact Type window appears. Here you can choose
the contact type, you would like to create. You have the choice between organisation and person.
Click on the type you want from the dropdown list and click the OK button.

[ Contact Type lﬁw
Type: [brganisatinn v]

wf OK x Cancel

LS

The New Laboratory Properties window appears. This window is the setup for the Organisation
type. You will notice if you picked the other type of contact, there will be less tabs and less fields to
fill in.

The first tab will be General; in here you will be able to enter the name of the contact, account type,
referral type and the contact details of the contact. You also have the ability to put the contact into a

group.
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The next tab is the Address tab; enter the address details of the contact into the corresponding
textboxes.

7 5
MNew Laboratory Properties I,ﬂh,l

General I Address l Correspondence [ C-:untan:tl Nu:ut&sl

Address

Street: | -

City:
County:

Post Code: £

Country: -

m Save x Cancel

__ —

Within the Correspondence tab, you can enter the salutation and closing sentences in the
corresponding textboxes. (Refer to documents).

The next part of the setup is the Contacts tab, within this tab you will be able to enter new contacts
within the organisation you are setting up, click on the New button to start entering the new
contacts details.

The final step in the setup is to enter any notes you would like to save regarding the contact, this will
be done in the final tab names Notes.

Once you have filled in everything you can on the tabs shown above, click on the Save button to on
the bottom right hand side of the window.
Your new contact should now be visible and active in the system.
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Suppliers
To access the Suppliers contacts setup, click on the Tooth icon in the top left of SFD and select

Setup. From there click on the General button, located under the Contacts bar

- Suppliers

The Supplier Setup will now appear showing you a list of currently active general contacts on the
system. To see any inactive contacts click on the Show Inactive checkbox to the bottom left hand

side of the window.

The search filter at the top of the window allows you to easily navigate to the contact you would like
to possibly edit, or make inactive, by either typing in the partial or full name of the contact.

To edit any existing supplier contacts highlight the one you want and click on the Edit button, to add
a new supplier contact, click on the New button to the bottom left of the window.

" A |

Supplier Setup

Show inactive

f + MNew ‘

b

EQDSE |

Within the Contacts window you also have the option to filter contacts by groups. To view the
contact groups you currently have setup within SFD click on the Groups button.

The Supplier Group Setup window appears. This will list all your current active general groups within
the system. To edit an existing group highlight the one you want, and click the Edit button, or to

create a group click on the New button.
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e ; B
Supplier Group Setup ﬁ

Show inactive

w e New || 2 Edi 3 close

This will show the New Contact Group Properties window. Type in the name you would like your
group to be named then click Save. Your new group will now be visible within the Contacts window

of the system.
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General
J Active
General
Mame;
i m Save x Cancel
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When creating a new contact the Contact Type window appears where you can choose the contact
type you would like to create. You have the choice between organisation and person. Select the
desired option then click OK.

Contact Type ﬁ

Type: [brganisah‘nn o ]

wff OK x Cancel

LS

The New Supplier Properties window will now appear. This window is the setup for the Organisation
type.

The first tab will be General; in here you will be able to enter the name of the contact, account type,
referral type and the contact details of said organisation. You also have the ability to put the contact
into a group.
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| General I Address | Correspondence | Contact | Motes |

M| mrrads |
Details

Mame: I

The next tab is the Address tab; enter the address details of the contact into the corresponding
textboxes.
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MNew Supplier Properties ﬁ

General I Address | Correspondence | C-:untan:tl Nu:ut&sl

Address

Sireat: | -

City:
County:
Post Code: )

Country: -

m Save x Cancel

Within the Correspondence tab, you can enter the salutation and closing sentences in the
corresponding textboxes. (Refer to documents).
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MNew Supplier Properties ﬁ

General l Address i Correspondence | C-:untan:tl Nu:ut&sl

Letter

Salutation:

Closing:

m Save X Cancel

—

The next part of the setup is the Contacts tab, within this tab you are able to enter new contacts
within the organisation you are setting up, click on the New button to start entering the new
contacts details.
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General I Address | Correspondence | Cnnta:ctl Nntesl
I () I_-_l-NEW | |

| Rlsave || % cancel |

The final step in the setup is to enter any notes you would like to save regarding the organisation,
this will be done in final tab named Notes.

Ganersl | ﬁdurm! S0 T G e | L'ml:nl.‘t"hi{;ﬁl
| | |
Rlseve % Concel

Click Save to save your changes.
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Medical

Questions

Within the Medical Setup you will be able to create, edit, or remove questions from the medical

questionnaires.

To access the Questions setup, click on the Tooth icon at the top left and select Setup. From there

click on the Questions button, which is located under the Medical Bar.

The Medical Questions Setup window will now appear showing you a list of all the current active
guestions. To see any inactive questions click on the Show Inactive checkbox. To the right of the

question, there is an indication for male/female or possibly both genders.

To change the order of the questions on the assessment screen you can highlight a question and use

the Up and Down arrow buttons to change the ordering of questions. To add a new question or

change an existing one click on the New or Edit buttons.

Medical Question Setup

:

Taking any prescribed medicnes? '} -
Receiving treatment from a doctor, hospital or dinic? '}
Carrying a medical warning card? ® 0
allergies to any medicines, substances or food? ® O
Hay fever or eczema? '}
Bronchitis, asthma, or other chest condition? l}

I Fainting attacks, giddiness, blackouts, epilepsy? '} i
Heart problems, angina, blood pressure problems, or stroke? '}
Diabetesz {or does anybody in vour family)? ® 0
Arthritis? ® O

I Bruising or persistent bleeding following imjury, tooth l} 1
Any infectious diseases? l}
Rheumatic fever or chorea? '}

Liver diseaze or kidney disease? ® O
any other zerious ilness? ® 0
I Are you pregnant [ expecting a baby? Y - I
Show inactive
+ M ew Edit . Lip @ Down E Close 1
— 4

The Medical Questions Properties window appears for both options.

Enter the question which you would like to create in the Question textbox. Next select which

gender(s) the question should be asked to by clicking on the drop down menu.
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Medical Question Properties p— Lﬁ

General l

o Active

General

Question:

Gender: [Male & Female "’]

Warning: [{none} - l

Detail
| Required

Question:

m Save x Cancel

LS

The required checkbox is there in case a question needs more information from the patient, such as
“Taking any prescribed medicine” the practice will possibly want to know which medicines and for
what condition. So to activate this field, click on the Required checkbox, and in the question textbox
type in the additional question(s).

Click Save to save your changes.

Conditions

Within the Medical History Questionnaires, there is a conditions tab, which lists conditions such as
Asthma or Angina, to complete the questionnaire the patient will look through these conditions and
tick which he or she has. The conditions Setup is used for creating, editing or removing these
conditions.

To access the Conditions setup, click on the Tooth icon at the top left and select setup. From there
click on the Conditions button, which is located under the Medical Bar.

ﬂll Conditions

1
(o .
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The Medical Condition Setup window will now appear. This window will list the current active
conditions which appears on the medical assessment screen under the conditions tab. To see any
inactive questions click on the Show Inactive checkbox.

To change an existing condition, highlight the one you want and click on the Edit button or to add a
new condition click on the New button.

Medical Condition Setup 2|
| Angina ]
| Asthma [

Show inactive

+ M ew Edit E Clase

Within the Name textbox type in the name of the condition you would like to see in the medical
assessment screen. The last thing you can setup in this window is the type of Warning which would
appear if the patient ticked this condition. The drop down list will give you four options, None, Flag,
Text and Message. Select the warning you wish to appear when you select that patient.

To finalise the creation of the condition, click Save.
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Medical Practices
To access the Practices setup, click on the Tooth icon at the top left and select Setup, from there
click on the Practices button which is located under the Medical Bar.

i
[ls Practices

#

The Medical Practice Setup window which appears will show you a list of all medical practices
currently active in the system, the addresses of these practices is also listed to the right hand. To see
any inactive practices click on the Show Inactive checkbox.

The filter at the top of the window allows you to easily navigate to the practice which you want by
either typing in the full or partial name of the practice.

To add a new practice or change an existing one, click on the New or Edit options.

-

medialpacice sctup —
|

Ahmed. Civic Precinct, Forum Way, Cramiington, V] -
gBattIe Hill Health Centre Belmaont Close, Wallsend, Tyne and Wear, E E
iBenﬁeld Park Medical Group . Benfield Park Healthcare & Diagnostic Centre, . [&]
iBenﬁeId Park Medical Group - Branch Site Molineux Street NHS Centre, Byker, Mewcastle

i EBewick Road Surgery 10 Bewick Road, Gateshead. NES 4DP @
%Blaydon GP Led Health Clinic Shibdon Road, Blaydon On Tyne, Gateshead, ]

I iBridges Medical Practice lPrince Consort Road, Gateshead, Tyne and |E|
iBrunton Park Health Centre Princes Road, Brunton Park, Mewcastle Upon
ichainbridge Medical Partnership :The Prednct, Blaydon, Tyne and Wear, MEZ21 @

!Criu:h Medical Practice Stains Close, Hexham, Oxfordshire. CT21 4% | [¥]
ECrnwhalI Medical Group .Stephensnn Terrace, Feling, Gateshead, Tyne |E|

I iCruddas Park Surgery Hillsview Surgery, Hillsview Avenue, Morth I
iDeIphi Medical Centre :FDuntains Close, Nantwich, Yorkshire, DL 10 6PQ @

{ Denton Park Medical Group West Denton Way, West Denton, Newcastle &
iDenb::n Turret Medical Centre . 10 Kenley Road, Slatyford, Mewcastle upon |E| -

I Show inactive I

+ Mew Edit ﬂ Groups E Close

& = e ———— = — = e

Once you click on New you will have the option to choose from Organisation or Person via the drop
down list. Click the OK button once you have chosen.

[ Contact Type wﬁ
Type: [Ergarﬂsaﬁan v]

+f 0K x Cancel

The New Medical Practice Properties window will now appear with various tabs. Within the General
tab you are able to mark your medical practice as active and inactive. Next is to enter the name of
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the practice. You then have the option to assign this practice to a group by clicking on the drop down
list. Finally you can enter the Email and phone number details by clicking on the drop down buttons
to the right hand side of email and phone and select New.

P ; g
MNew Medical Practice Properties ﬁ
General I Address I Correspondence | Practitioner | Motes I
v Active
Details
Mame:
] [ ]
I §
|
] Group: I{nune} - i
|| |
| |
| | |
Email: | E,
| | | |
. | .
Phone: E -
| |
m Save x Cancel
b ——— =

The next tab is Address. This tab allows you to add all the address details including the street, city,
county, postcode and country.
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New Medical Practice Properties ﬁ
General I Address | Correspondence | Practitioner | Nntesl

Address

Street: -
i
| = ]
| City: |
i County: i
[l Post Code: | i
L Country: - |
| | ||
| | |
|| |
| |
| |
i
I m Save x Cancel

e —

The next tab is Correspondence. Within this tab you can enter the salutation and closing sentences
in the corresponding textboxes. (Refer to documents).

Mew Midical Practce Froperes

General | Address | Comespondene | Practitioner | Mates |

Letter

Selubafion; |

Omsng:

L) ses W Cance

=

Within the Practitioners tab, you can enter any practitioner’s details you have for the practice, to set

up a new practitioner contact click on the New button. Enter all details you wish to then click Save.

The name of the contact will now appear on the screen.
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Miscellaneous

Email Accounts

To access the E-mail accounts setup, click on the Tooth icon at the top left and select setup. Click E-
mail Accounts which is located under the Miscellaneous Bar.

ﬁ E-mail accounts

The Setup window will now appear. Click on New to create the account. Enter the name of your
email account in the name section of properties screen then click New.

rSeﬁup e ﬁ“
D -
+ New l - Edit H s Default J ECJDSE

In the Name field, enter the sender name you wish to use.

Within the E-Mail Properties window enter your email address, then click the Save button.

i Email Properties - ﬁ1

Address:

Having entered all of the basic information, the E-Mail server credentials must now be entered.
These should have been supplied to you by your ISP (Internet Service Provider) or Website Hosting
Company.
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First configure your POP3 settings

Mew ... Properties

General | Incoming Server | Qutgoing Server |

Details

Server (POP3): | |
User Mame: | |
Password: | |

@ This server requires a secure connection (S5L)

@ Require Secure Password Authentication

. . Test !:1 Save x Cancel

Now configure your SMTP settings.

Mew ... Properties

General | Incoming Server | Outgoing Server |

Details

Server (SMTFE): | |

This server requires a secure connection (S5L)

Authentication: Password w

) Use same settings as my incoming mail server

] Log on using
User Name: | |
Password: | |
Reqguire Secure Password Authentication
Limit / hour; &0 w

. . Jest !:1 Save x Cancel
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Click the Test button to test you configuration.

[%5) Test

SFD will try to send a test email using the details you have provided.

Systems For Dentists

SMTP:
Passed

SEMD:
Passed

Once you have successfully completed your test, click the Save button. Now click on the Default
button and the E-Mail account you have setup appears bold.

P

Demo Practice

-

+New

/" Edit Eq..mafaut |

ﬁ Close
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Occupations

Occupations are an optional selection within the patient record; these are selected from a pre-
defined list which allows the ability to report on patients with a specific occupation.

This part of the setup allows you to add or edit existing occupations.

To access the occupation setup, click on the Tooth icon at the top left and select Setup. Click
Occupations under the Miscellaneous bar.

@k Occupations

The Occupation Setup window show, displaying all active occupations. The filter at the top of this
window allows you to easily search for the occupation you want by typing the full or partial name.
To edit and existing occupation, highlight the one you want and click on the Edit button. To create a
new occupation click on the New button.

i« . B
Cccupation Setup lﬁ
|

| Abattoir Operative - |

E.ﬁ.ccounﬁng Technician
;.ﬁ.ccountsfFinance Clerk

g.ﬁ.cu:uustician

l E.ﬁ.ctor

i.ﬁ.cb.lary

. Acupuncturist

' Administrative Assistant/Administrator
' E.ﬁ.dult Education Organiser

i.ﬁ.dult Murse

. Advertising Account Executive

' Advertising Account Planner

I Show inactive I
+ Mew Edit EUDSE
E = S TEE— _ L e i _ T J

The New Occupations window appears. Enter the name of the occupation you wish to create then
click Save. Your new occupation will now be available within the system.
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Quick Text

Quick Text allows you to create a copy of a phrase or sentence which you use regularly and copy it
directly into the clinical notes of a patient. The Quick Text setup allows you to create/edit/delete and
organise your current quick texts.

To access the practice setup, click on the Tooth icon in the top left hand corner and select Setup.
Click on the Quick Text button which is located under the Miscellaneous bar.

XL

Quick Text
ey - L] Ll
L] l:ll!-l.. — ".. =] ]
u
New | | ¥ open [ Save IE"SE‘-’EAS x Celete == Print 4 Organise

New allows you to create a brand new Quick Text
Open allows you to open any existing quick texts.
The Save button allows you to save any changes that you have made to a quick text.

Saves As does the same as save but allows you to choose the location you are saving the document
to. After clicking the Save As button you will be presented with the Save Template window.

Within the same window you also have ability to create sub folders. This becomes very useful when
you have many quick texts within the system, and you need a quick and easy way of keeping track of
them.

To create a sub folder click on the New sub folder button where you can add the name of the
subfolder.

Click OK to create the folder.

The Delete button removes the quick text that you have open.
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The next button is Print. This gives you the facility to print the current quick text you have open.

The last button along is the Organise button, this feature allows you to organise your quick texts in a
way that suits you.

Once you click on the Organise button the below window appears.

.nghugmm 16:17

[ sub-Folder
. 2nd one
.AF Exam .03,.’03,!2{]10 12:03
.E](EITI; Scale & Polish .
.Exam, Scale & Polish
LA 03032010 12:05
.new .23,.'06,’2{]10 12:45
. Mew quicktext (1) .
.quick. EXEM . 11/08/2010 14:20

x Delete L .alﬂnve L I ‘ Move Dovwn J

As you can see there are two buttons at the bottom which are disabled at present because within

the Sort drop down box, Name is selected, this will list all the quick texts in an alphabetic order, to
arrange them in a way that you want, click on the same drop down button and choose Order, this

will then activate the Move Up and Move Down buttons, which allows you to highlight quick texts
and rearrange them within the window.
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Finance Companies
To access the finance companies setup, click on the Tooth icon at the top left and select Setup. Click
on the Finance Company button which is located under the Miscellaneous bar.

Finance Companies

The Setup window will now appear showing you a list of currently active finance companies on the
system. To see any inactive companies click on the Show Inactive checkbox to the bottom left hand
side of the window. The filter at the top of the window allows you to easily navigate to the contact
you would like to possibly edit by either typing in the partial or full name of the contact.

To edit an existing finance company, highlight the one you want and click on the Edit button, to add
a new finance company, click on the New button to the bottom left of the window.

When creating a new finance company the Contact Type window appears. Here you can choose the
Finance company type you would like to create. You have the choice between either organisation
and person. Click on the type you want from the dropdown list and click on the OK button.

Contact Type li_:hJ

Type: [ﬁrganisatinn P I

wff OK x Cancel

LS

The New Properties window appears. This window is the setup for the Organisation type. You will
notice if you if you picked the other type of contact, there will be less tabs and less fields to fill in.
The first tab will be General, where you can enter the name of the organisations, account type,
referral type and the contact details of said organisation. You also have the ability to put the Finance
company into a group.
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General I Address | Correspondence | Contact | Motes |

|| @ Active |
Details

Mame:

The next tab is Address; enter the address details of the contact into the corresponding textboxes.
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MNew General Properties

Address

Street: -

City:
County:
Post Code: E

Country: -

General | Addressl Correspondence | Children | Nu:utesl

m Save

x Cancel

— 0

Within the Correspondence tab, enter the salutation and closing sentences in the corresponding

textboxes.

=

MNew General Properties

General | Address | Cnrrespnndm:el Children | Nu:utesl

Letter

Salutation: |

Closing:

m Save

x Cancel
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Next is the Contacts tab where a contact for the finance company can be entered. Click New to start

entering the contact details.

MNew General Properiies =
r = !
Gerarsl | Acidress | Correspondexe ” I:‘l':ll:!ﬂerll '-a:esl
| | - + e
| ik
| Shoe: Inaciree
i I':1 T }g‘ﬁ Cancal
1 e m——l

The final step in the setup is to enter any notes you would like to save regarding the organisation

which is located in the Notes tab.

Click Save to save your changes.
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Referral
To access the Referral Setup click on the Tooth icon at the top left and select Setup. Then click the
Referral button which is located under the Miscellaneous Bar.

=

@ é Referral

The Referral Setup window will now appear. Within this window is a list of all your currently active
referrals. To see any inactive ones click on the Show Inactive checkbox in the bottom left hand side
of the window. The filter at the top of the window allows you to easily find the referral you are
looking for by entering the full/partial name of the referral.

To edit an existing referral, highlight the one you want and click on the Edit button. To create a new
referral, click on the New button.

Referral Setup

Show inactive

+ MNew " Edit : Groups &5 Mail Eclose

When creating a new referral, the Contact Type window is displayed where you can choose the
contact type you would like to create. You then have the choice between either organisation or
person. Click on the type you want from the dropdown list and click the OK button.

Contact Type
Type: Drganisation P
+f OK x Cancel
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The New Referral Properties window will show. This window is the setup for the Organisation type.
The first tab will be General. In here you will be able to enter the name of the referral, account type,
referral type and the contact details of the referral. You also have the ability to put the referral into a
group.

Flew Refemad Properties

Ganaral | Addmsa | 10 0 B RO | Contact | Mot |

-

Diataiba -

s

Group: {rane]
Acoou Tpe: {ron=]

Referral Type: Referigl It
Emain

Fhioine:

I':'r Save k Cancel

The next tab is Address. Enter the address details of the organisation into the corresponding
textboxes.

Within the Correspondence tab you can enter the salutation and closing sentences in the
corresponding textboxes.

The next part of the setup is the Contacts tab. Within this tab you will be able to enter new contacts

within the organisation you are setting up, click on the New button to start entering the new
contacts details.
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The final step in the setup is to enter any notes you would like to save regarding the organisation,
this is done within the final tab named Notes.

Referral Types
To access the Referral Type setup, click on the Tooth icon at the top left then select Setup. From
there click on the Referral Types button, which is located under the Miscellaneous bar.

ﬁ@ Referral Types

The Setup window will now appear. Within this window is a list of all the current active Referral
types in the system. To see any inactive types click on the Show Inactive checkbox in the bottom left
hand side of the screen.

To edit an existing referral type, highlight the one you want and click on the Edit button. To create a
new Referral type click on the New button.

The New Referral Type Group Properties window will now appear. Within this window, enter the
name of the referral type. Once that is done, click Save.
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User Defined Fields
User Defined Fields (UDFs) allow you to create unique fields which are present on every patient
record.

To access the User Defined Fields setup, click on the Tooth icon in the top left then click on Setup.
Click on the User Defined Fields Setup button, which will be located near the bottom of the screen
under the Miscellaneous bar.

'u.'"-‘a User Defined Fields
€.

The User Defined Fields window appears listing all the currently active UDF’s in the system. To view
any inactive UDF’s, click Show Inactive.

To rearrange the order of the fields you can highlight one and click on either the Up or Down arrows
to change where they appear in the patient’s properties. The icons indicate what kind of UDF it is, a
checkbox, dropdown bar or a textbox the user can enter information into.

To add a new question or change an existing one, click on the New or Edit buttons

'y o ™
| User Defined Fields e

Marketing = v -
I =
!Disabled Patient B ¥
éN&r‘mus Patient x Ei
iDn Mot Redine ® @
EHaru:I of Hearing X &
éLatex Alleray x ¥
I ;Penicillin Allergy IEd Ei l
EPacemaker Fitted [ .?'
!Date of Last BW ]
Eﬁeneral ¥
| ézcu:nm? E3 Ei l
EF'atiems Hobbies =
!F‘t Hobbies ]
iare you ok % [+
@

I | Dentist Intervals

Showe inactive

+ M e Edit @ Up @ Down

0
=
L
m

Ll
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This window allows you to choose a UDF type. There will be four options available which are text,
checkbox, memo and combo edit. Click on the UDF option you wish to create then click OK.

User Defined Field Type _——

Type: |Text. >

Combo Edit
h Check Box

The User Defined Field Properties window will now appear. The window might differ slightly,
depending on the UDF type. Enter the UDF name in the window shown on your screen.

Cipsborn Frefid Properties

Y sone W Cancel

Your new User Defined Field has been setup.
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Treatment Completion Screen
To access the Treatment Completion screen click on the Tooth icon at the top left and select Setup.

Click on the Treatment Completion Screen button, which is located under the Miscellaneous bar.
"li..- i Treatment

{':'_;&‘x Completion Screens

This will show a list of the Treatment Completion Screens (TCS) you have already created. To create

a new TCS, click on the New button in the bottom left of the window.

Treatment Custom Screenﬂetul M

s -

"~ Show inactive

= New " Edit 'ﬁ Close

The Treatment Completion Screen Properties window appears.
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This window allows you to name your TCS and add a range of controls. In the left panel of this
window there is a list of the controls you can add to the TCS.

The first step is to name your TCS. To do this, click on the Form button. The Form Properties window
below appears.

Form Properties

Title:

Documents:

2

wff OK x Cancel

In this example LA Used has been added as the title for the TCS. Once you have entered the title,
click on the OK button.

You can change the size of the TCS by dragging the corner at the bottom right to the desired size.
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To add a ComboBox for example, select the option and position the ComboBox to the desired

location on the form. Double click this to open the options where a Title, Label Position and Items

(options) can be specified.

ComboBox Properties

Title: |

Tab Order:

Label Position: @ Left ) Top

Label Font: []Bold [ 1talic

Reguired: ]

Items:

Text Ty

[ °UD I.Dc..,-,-n] +A|:||:| I /Edit IxF‘.Eﬂm'.-E.]

wff OK

x Cancel

Within this window the label position, tab order and label formatting options can be chosen. Click

OK to confirm your changes.

An Edit box allows the user to enter text without any restrictions. Click Edit from the menu on the

left then position this to the desired location. Double click this to open settings where a Title, Label

Position and Label Font can be specified.

Edit Properties

Title: |

Label Position: i@ Left i) Top
Label Font: [ ]Bald [ 1talic
Required: ]

«f oK

x Cancel
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A CheckBox allows the user to tick an option. Click Checkbox from the menu on the left then
position this to the desired location. Double click this to open settings and set the Title.

CheckBox Properties

Title: |

Items:

Text i

Yes

[ B I.Dm.-n H = Add ] " Edit

wff OK % Cancl

Click Save to confirm your TCS.

You can have a TCS appear when an item has been completed. To do this select Items from Setup.
Double click the item and under Custom Screen, select your TCS.
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Tax Codes
To access the Tax Codes setup, click on the Tooth icon in the top left hand corner and select Setup.
Click on the Tax Codes button, which is located under the Miscellaneous bar.

fﬁ Tax Codes

The Setup window will now display.

To edit an existing tax rate, highlight the rate and click Edit. To create a new option, click New.
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E Save X Cancel

The New Tax Code Properties window will now display. Enter a tax code name then select the plus
icon to add a new percentage and start date.
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Patient Status
To access the patient status setup, click on the Tooth icon at the top left and enter setup. Select the
Patient Status button, which is located under the Miscellaneous Bar.

I-i.-- i .
|8 Patient Status

(N

The Setup window will now appear. This window will list all the current active options you have,
which you can use within a patients properties. To edit any existing options, highlight the one you
want and click on the Edit button. To create a new option click on the New button.

Active
Deceased
Discharged
Emergency
In-active
Moved away
Mew
Referral
Waiting

Show inactive

+ MNew " Edit ECIDSE

The New Patient Status Properties window will now display. Within this window enter the name of
the status. Within the drop down list click on the type of status you wish to create, this will be either
Active or Inactive. Click Save to confirm your changes.
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BCDS

NHS England and Welsh practices only

BCDS setup allows you to create and manage NHS contracts for use within SFD. This does not make
any changes to your NHS contract. It will only set it up in SFD. Click the tooth icon at the top left
and select Setup. Select the NHS BCDS button, which is located under the Miscellaneous Bar.

NHS =t

The BCDS Contract Setup window will now be displayed. Click New to add a contract to SFD or Edit

to modify an existing contract.

-

BCDS Contract Setup

et

|NHS Contract

+ Mew

Edit

123456 | 7390 [ 987554

ECIDSE

When clicking New, the New BCDS Contract Properties window will appear, within the General tab

the Start and End Dates can be entered as well as the Provider, Tag and location information.

The next tab is Members. Performers can be added here by selecting the Add button. Their Start

and End Dates can be entered as well as their Performer Number and PIN.
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Transmissions
To access the NHS transmissions setup, click on the Tooth icon at the top left, then select Setup.

Then select the NHS Transmission button, which is located under the Miscellaneous bar.

m Transmission

The WebEDI Setup window will now appear. Within this window enter the Site, Username,
Password and Pin. Click Save to confirm your changes.

WebEDI Setup

Site:
Usernarme:
Password:

PIM:

{n/a)
m Save
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SMS
SFD v6 has the ability to automatically send text messages to patients. Within Setup and SMS, the
appointment reminder settings can be set.

B SM5

You will then be presented with the SMS Properties window.

5MS Properties

General | Reminders

W Active
Settings

Username: | | |

Landlines: v
Area code (default): |:|
Date Format: |dd/MMfyyyy v
Time Format: |h:mm e |
Combined: Select this option to combine multiple
reminders on the same day into one message.
Administrator: '!'
Templates m Save x Cancel

Enter the Username that you were provided with by our Sales team, and then enter the password by
clicking on the Key icon next to the Username textbox.

The next step is to choose whether you wish to be able to send SMS messages to landline number,
put a tick in the Landlines checkbox if you want to be able to. Add in your area code. You can also
choose whether you wish to combine multiple messages on the same day to be combined into one
message. Tick the Combined checkbox to activate this feature.

If you wish to use the reminders feature, click on the Reminders tab.
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5MS Properties

Process

1st:
2nd;:

Send between:

Prepare

Monday:
Tuesday:
Wednesday:
Thursday:
Friday:
Saturday:

Sunday:

Templates

General || Reminders

1st:
1st:
1st:
1st:
1st:
1st:
1st:

09 30

Friday
Friday
Maonday
Tuesday
Wednesday
Thursday

Friday

and

2nd:
2nd:
2nd:
2nd:
2nd:
2nd:
2nd:

16 30

Fri - 1 week
Fri - 1 week
Mon - 1 week
Tue - 1week
Wed - 1week
Thu - 1week

Fri - 1 week

m Save

x Cancel

Tick the 1% box and set the days that you wish the SMS message to be sent.

An example would be to send patients who have an appointment on Thursday a SMS message on

Tuesday. Under Thursday, | would select 1% Tuesday.

Once the timings have been setup, the message contents require composing. Click on the Templates

button in the bottom left hand corner of the window.

Templates

You will then be presented with the SMS Template Setup window.
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5MS Template Setup

Appaintment Cancel
Appointment Change

General

Appointment Reminder

K& EE
®@8®

Show inactive

+ Mew

" Edit

ECIDSE

Any existing SMS templates will be displayed in this window. You can also view any templates that
have been made inactive by ticking the Show Inactive checkbox towards the bottom of the window.

You can also edit any templates by clicking on the template from the list then clicking the Edit
button. To create a new template click on the New button. You will then be presented with the SMS

Template Properties window.
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5MS Template Properties

Active
MName:
Type:
Text:

@ corr [
General v
A
W
0 characters
{Performer. Addressee} ~ || InsertField
m Save x Cancel

Type the name of your template into Name field then select the type of SMS. The type will then

determine which part of the system you are able to select that SMS template from. For example, if

you are creating a recall template make you sure you select Recall from the Type dropdown box.

You can also add merge fields into SMS templates, to do so select the one you wish to add from the

bottom dropdown box the click Insert Field.

If your SMS template does not contain any marketing information, mark it as GDPR compliant by
checking the GDPR box.

Once you are happy with your template click on the Save button.
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The final step to activate your SMS reminders is to navigate to the Program icon within the setup
screen.

.IT-'-__
.:-'1-_;1 Program

LG

Then navigate to Correspondence within the Appointment tab.

Pt Fo Distigds - Seikem Selim

Gererad | Ay, Partent | [ Faniercrtags |(OT Spocieniems |ty Paicdond | T3 Recals

Gerendl | R Comespandenas |

Boak et

Lattar: fiansd

Eraml (2 .
G SODR T

Lutta: =]

Sl L]

45 {rarm) 5
sl snprintreri

LETE o) e
Eranl [parm] -
e [zona]

BODORINENT rermnis

Lt (]

- H [

s (]

- N Canped

Select the template you wish to use for each event above.

Patient Assessment Screens
To create a new patient assessment screen, click on the Tooth icon at the top left and select Setup.
Click on the Patient Assessment Screens button, which is located under the Miscellaneous Bar.

Patient Assessment
Screens

After you have clicked this button, the Patient Assessment Screen window appears. To create a new
Patient Assessment click the New button in the bottom left of this window.
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Patient Assessment Screen Setup

DEPPA - Patient Assessment

EE

Patient Social History - V3

Shaw inactive

+ MNew " Edit ECIDSE

Once you have clicked New, the Patient Assessment Screen Properties window shown below
appears. By default it will open in the General tab. Ensure Active is checked. Enter the name of your
patient assessment into the Name label.

The next step is to click on the Fields tab within the Patient Assessment Screen Properties. In this
tab you can enter the responses for your patient assessment. To create responses, click on the New
button on the bottom left corner. The Item Type window appears, choose from the drop down list
which type of response you wish to create then click on the OK button.

After clicking OK, the Patient Assessment Screens Item Properties window appears. You can add a
Caption and your responses into this window. An example is shown below. When you have entered
your responses, click the Save button in the bottom right corner.

Ensure to save your changes by selecting Save.
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Backup

To setup the backup service on the computer you wish the backup to be run on, click the Tooth Icon
at the top left, and select Setup. Click on the Backup button located under the Miscellaneous Bar.

e

._J Backup

The Local Backup Setup Window will now appear.

Local Backup Setup

¥ Active
Settings
Path: | *
Compressed: ]

+f 0K x Cancel

Make sure the Active check box is ticked. Click on the small folder icon at the end of the filename

control. You can then set a location for your completed backup.

The time of the backup can also be changed. This should be after hours or during any other period

where the practice is closed.

Your automatic offline database backup is now configured.
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Library

The library feature allows you to store documents within SFD itself, and lets you easily search for the
document you need by using key words which are in the documents themselves. The Library Setup
allows you to = add/delete/edit/import/export these documents with ease.

To access the Library setup, click on the Tooth icon at the top left and select Setup. From there click
on the General button, located under the Miscellaneous bar.

%E Library

The screen below appears.

Mew | ¥ Open |w Sive I Dielets * Import | ¥ Bxport = Print '_:_-hé'.Types

When you open the Library Setup, a new document will be readily available, but if you needed to
open more than one for water reason click on the New button.
To open up a new document click on the Open button, the Open Library Document window below

will show.

[ Cpen Library Document [ﬁ-‘
E-Dm:l_unent_l N
Type: |(al) )
| e TiRes | +f OK % cancal

Within this window is a list of all your currently saved documents within the library, highlight the
option you wish to view and click the OK button, your selected document will now appear on the
screen.
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To save a document within the library click on the Save button, but before you can successfully save
a document you will need to name it within the Title textbox shown below.

Title: Document_1

After you have named your document, you can also assign a Type.

Type: |(all) -

Saving your documents within different types, allows you to easily search for that document within
the Library section of the program.
To create additional types click on the Types button. The Library Type Setup window appears.

Library Type Setup [ﬂhj

: YWork Documents [ | [¥]

Show inactive

+ Mew Edit Close

L

Within here is a list of all your currently active library types within the system. To Edit a an exisiting
type click on the Edit button. To create a completely New Library Type click on the New button.
The New Library Type Properties window will show, within here type in the name of what you want
to call your new Type within the Name textbox, and click Save.
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Mew Library Type Properties [ﬁj

General

V' Active

General

MName;

r:l Save x Cancel

L

To delete a document, open up the document you want deleted up and click on the Delete button.
This will bring up a dialog box confirming that you wish to delete the document.

Systems For Dentists l : I

(0] Close & delete document?

-

L

To import a document, click on the Import button. This will bring up the dialogue box below. Search
for the document you want to import and click on the Open button. This will bring up the document
within the Library Setup, were you can do what you want with it.

To export a document click on the Export button. The Save As dialogue box appears. Find the
directory where you want to export your document and click Save
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Labels
To access the labels setup, click on the Tooth icon at the top left and select Setup. Then click Labels
which is located under the Miscellaneous Bar.

Labels

The Setup window will now appear. This window will list all the Labels currently setup within the
system.

17850 Ink Jet Transparencies [

13160M Address

13161M Address

13162M Address

13163M Address

13165M Address

13560M Clear Address

13562M Clear Address

13563M Clear Address

13565M Clear Address

13651M Mini Address

13656M Diskette 3-1/2 {Face Only)
L2160 Address

L2160 Address - 12 Sheet

L2162 Address

L2162 Address - 1/2 Sheet

L2163 Address/Shipping e

+ MNew " Edit ﬁcluse
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Recall Types

To access the Recall types setup, click on the Tooth icon in the top left hand corner of the SFD and

select Setup. Then select Recall Types which will be located under the Miscellaneous bar.

.
Y Recall Types

‘ie

-

The Recall Type Setup window will now appear. This window will list all the current active recall
types within the system. To edit an existing recall type, highlight it then click Edit. To create a new

type, click New.

7

Recall Type Setup

|Dental Recall
| Hygiene Recall

Showe inactive

+ Mew

Edit

CIDSE i

The New Recall Type Properties window will now display. Within this window enter the name of the
recall type you want to create then select the preferred contact methods and templates that

patients under this recall type will receive. Click Save to confirm your changes.
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Quick Note
SFD allows you to make premade notes in the Quick Note section which allows performers to easily
insert these as templates into their clinical notes.

To access the Quick Note setup, click on the Tooth icon at the top left, then select Setup From there
click on the Quick Note button, located under the Miscellaneous Bar.

Quick Mote

The Quick Note Setup window will now display. This window lists all active quick notes you have
within the system. To edit a quick note, highlight the one you want and click on the Edit button. To
create a new quick note, click on the New button.

Guick Note Setup [ﬁj

Show inactive

+NE'.r.' | o et ECIDSE

The New Quick Note Properties window will now appear, within this window you will need to enter
the name of the quick note, and then the text. Once those have been entered, click Save.
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Marketing

Within a patients properties you have the ability to select how the patient heard of the practice. This
then can be linked back to the patient report to see how many patients heard about the practice via
a specific marketing tool.

To add or edit current marketing options, click on the Tooth icon at the top left, then select Setup
and then Marketing which is located under the Miscellaneous Bar.

m Marketing

The Marketing Setup window will now appear, showing you a list of different marketing options

currently active in your system.

The search filter at the top of the window allows you to easily navigate to the option you would like
to possibly edit, by either typing in the partial or full name of the marketing option.

To add or possibly edit an existing marketing option click on the New or Edit buttons at the bottom
left hand side of the window.

Marketing Setup lﬁ]

:_lAduert {Flyer)
i.ﬁ.dvert (Press)
%Current Patient
| Internet

ELu:n:aI directory
;Passing By
éSEarch Engine

| Telephone

I| |website

I Show inactive

+ Mew Edit BCIDSE

m""_ . — r S L = s s

When creating a new option, the New Marketing Properties window appears.

The next step is to enter the name of the marketing option you would like to create. Once you have
filled in that textbox, click on the Save button located at the bottom right of the window.
Your new marketing option will now be setup.
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Additional Information
Here at Systems for Dentists Limited, we are always working to improve our dental software and the

documentation supporting its use. Should you encounter any problems using this resource please
contact our support team on +44 (0)845 643 2727 or via email info@sfd.co.

As new features are introduced into the SFD v6 dental software, this document will be updated,
however if you spot any omissions please do not hesitate to contact us.

The software development team are dedicated to the enrichment of your user expectance; as such
we invite our clients to make feature requests for inclusion into the dental software. If you would
like to submit a feature request, email one to info@sfd.co. Additional information on our products
and services can be obtained for our website www.sfd.co.

You can also find us on Twitter at https://twitter.com/SystemsDentists.

Finally we would like to thank you all for your continued custom.
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