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GUIDE TO REPORTING 

IN POWER PRACTICE 
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Power Practice comes loaded with reporting options to help you run your practice daily, monthly and yearly.  There are 

specific reports that should be run daily and monthly.   Other reports will help you manage your production and 

collections. 

Each report  has screen shots with an explanation. 

At the top of every report will be the following 3 icons: 

Preview Report:  Send the report to screen to preview.  Can be printed from the preview. 

Print Report:  Send report directly to the printer. 

Save as Default:  Save your chosen options as default for the next time you run the report. 
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DAILY REPORTS 

Daily Trial Bank Deposit:   Verify payment entry  of that day and match to the bank deposit.  Will include any 

payments and payment adjustments posted on today’s date, with the exception of Post Dated Payments, even if 

backdated.  Changes to payments made on the next working day will not change the previous day’s reports.  Daily 

Trial Bank Deposit can be reprinted any time prior to Month End being performed. 

Day End Report:  Verify all data entry for the day.  Power Practice will require this report to be performed.  This 

report cannot be re-printed if Month End has been performed. 

MONTHLY REPORTS 

Month End Report:  Shows all production and collections for the month.  Power Practice will require this report 

to be performed.  This report can be reprinted in the Reprint Month End Report icon.  Year End is an option on the 

Month End Report. 

OTHER FINANCIAL REPORTS 

 Producer Production Analysis Report:  Shows  production for each producer.  Can be run with the 

 Day End OR the Month End.  Can also be run On Demand. 

 Producer Payment Analysis Report:  Shows  collections for each producer.  Can be run with the Day 

 End OR the Month End.  Can also be run On Demand. 

 Statements:  Should be run once a month but does not need to be the same day as the Month End. 

 Aged Receivable Report (or module):  Keep track of  the practice’s AR. 

 Transaction Listing:  Use to emulate Day End Reports of closed months. 

OPTIONAL REPORTS 

 Appointment Day Sheet (run daily):  List of all appointments for the day.  Print from Scheduler or 

 Reports Manager. 

 Appointment Report (run daily):  Detailed listing of patient appointments.  Prints with detailed notes, 

 account information. 

 Office Reminders: (run daily)  Prints reminders due.  Can be run  with the Day End Report or from 

 Reports Manager. 

OTHER HELPERS 

 Exporting Reports:  Most reports can be exported directly to Microsoft Excel or to another format. 
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DAILY TRIAL BANK DEPOSIT 

This report is under the Billings tab.  Use it to verify your payment entries and to balance to your Debit/Credit 
machine. 

Run this report at the end of each business day.  

OPTIONS FOR RUNNING THE BANK DEPOSIT 

Deposit Date:  Defaults to today’s date.  Can be run for 

previous days of the current month. 

Separate By Dr (Billing Dr):  Default is blank.  No separation 

by Dr.   In some cases your office may have different banks 

set up for each Dr. 

List Adjustment Subtotals:  Optional.  Will give a subtotal 

for payment type adjustments. 

Include Worksheet Page:  Optional.  Enter in your own 

calculations. 

Include Payment Adjustment Page:  Optional.  Will display 

payment type adjustments that have been flagged to show 

on the Bank Deposit. 

Include Cash Subtotals:  Optional.  Show a subtotal for cash 

deposits. 

New page for Direct Deposits:  Optional.  Display Payment 

Codes set as Direct Deposits on a separate page. 

Number of Copies:  Defaults to 1. 
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Daily Trial Bank Deposit.  Include Payment Adjustment Page and Adjustment Subtotals chosen.  New Page for 

Direct Deposits not chosen. 

DAILY TRIAL BANK DEPOSIT  
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Daily Trial Bank Deposit Worksheet.   

DAILY TRIAL BANK DEPOSIT WORKSHEET  
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DAY END REPORT 

This report is under the Billings tab.  Run this report at the end of each business day.  All production and 

collections for the day are on this report.  Use it to verify all postings for the day are correct.  The Day End Report 

may be run multiple times during the day and is based on the calendar day.  The Day End can be reprinted any 

time during the current month. 

OPTIONS FOR RUNNING THE DAY-END 

Day-end Date:  Defaults to today 

DAY-END CREATION 

Create Day-end Report:  Creates the 

report with the options chosen.  

OPTIONS 

For Billing Dr:  Defaults to All (*).  Can 

choose for one Billing Dr.  All others will 

be left off the report. 

Print Quick Day-end:  Prints condensed 

report for the day.  (see example) 

Separate Day-end 

 By Producer  By Billing Dr:  

Separate reports will print for either 

each Producer including hygienists or 

each Billing Dr. 

Print Procedure Description:  Print the 

procedure code and description. 

Print Tooth/Surface:  Print the 

procedure, tooth number and surfaces. 

List in Chronological Order:  List production in order of entry.  Default is alphabetical by patient last name 

Don’t Print Deleted Treatments:  Will not print treatment posted and deleted on the selected day. 

DAY-END PROCESSING 

Perform Day-end Processing:  Option must be chosen to perform an AR check and close the day.   

Purge Appointment History:  Purge appointments from the scheduler that have treatment with a value posted 

to the patients’ ledgers the same day. 

Print Today’s Appointment History:  Prints a Patient Appointment List.  Recommended if purging 

Appointments. 

Digital Copy:  Save a digital copy of Today’s Appointments.  View:  View a list of the digital copies you’ve saved. 

Perform A/R Integrity Check:   Runs in conjunction with Perform Day-end Processing.  Verifies the integrity of 

the A/R data. 
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ADDITIONAL REPORTS 

Report for Selected Dr. Only?:  If you choose to Create Day-end Report for one Billing Dr you can also print the 

Additional Reports for that same Dr. 

Create Producer Summaries:  A one page report for each producer that lists a total value for each area rather than 

the breakdown displayed in the Day-end Report. 

Print Producer Analysis Report: (can default to print with the Day-end OR the Month-end) Lists all producers and 

their production with a total for Today and Month to Date. 

Include YTD Totals (on Producer Analysis and Payment Analysis reports).  Not an option if running report by Billing 

Dr):  include Year to Date totals along with the Today and Month to Date totals.  

Include Payment Analysis:  Lists all producers and their collections with just a total for Today and Month to Date 

(Year to Date if chosen and  if running by producer). 

Print Revenue Distribution Report:  Print report with information set up  from the Producer Revenue Percentage 

Report . 

Print Office Reminders:  If used, can print tomorrow’s Office Reminders with today’s Day-end. 

 

Number of Copies:  Defaults to 1. 

The examples on the next pages are run By Producer with Print Producer Analysis Report, Include YTD Totals 

and Include Payment Analysis. 
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QUICK DAY-END for D01 

Each patient’s transactions listed on one line.   

Control Totals:  Similar to Summaries page and Producer Analysis combined.   

NOTE: Information may appear to be “missing” because of limited space.  If this happens, run the full Day-end to 

see it. 
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DAY-END REPORT for D01-Doctor 

Day-end Report by Producer for D01 showing Deleted Treatment.  Separates Treatments, Payments and 

Adjustments. 

Production is a positive amount, Payments are a negative amount.   

NEW TREATMENTS 

Dr$ column: Billing Dr on the treatment. 

Pr column:  Producer of the treatment.  If Day-end is Separated by Producer, these should all be the same 

producer. 

NEW PAYMENTS 

Type:  I is Insurance.  P is patient. 

NEW ADJUSTMENTS 

Lists both Fee and Payment Adjustments. 

Dep.? Was the payment or adjustment set to show on the Bank Deposit? 
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DAY-END REPORT for H01-Hygientist 
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DAY-END SUMMARY for D01-Doctor 



 13 

DAY-END SUMMARY-PRACTICE TOTALS 

Summary Practice Totals  shows all production and collections for the practice. 
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MONTH END REPORT 

This report is under the Billings tab.  Run it at the end of the calendar month.  All production and collections for 

each day worked are on this report.  

It is recommended that the Day-End and Month-End be run in the same manner.  If the Day-end is separated by 

Producer then the Month-End should be separated by Producer to match the numbers. 

 

OPTIONS FOR RUNNING THE MONTH END 

Month: Defaults to the current month Year:  Defaults 

to the current year. 

Month-End Report/Options By Billing Dr.$:  Separates 

the report by Billing Dr. 

By Producer:  Separates the report by Producer 

 With Hyg. Subtotals by Dr$:  Hygienists will 

 have a page for each Billing Dr they’ve billed 

 under. 

By Dr.$ with Producer Subtotals:  Reports will be by 

Billing Dr with separate pages for each producer posted 

under the billing Dr. 

Dr.$/Producer:  Defaults to all (*) Can choose to run for 

only one Dr or one Producer.     

 Separate Auxiliary Pages :  Separate Auxiliary 

 pages under each Billing Dr. 

By Fees and Payments:  Shows totals by fees and 

payments.    

By Increase/Decrease A/R:  Shows totals by increase 

and decrease to the A/R. 

Report for Selected Dr.$/Prod Only?  If 1 Dr or 

Producer is chosen, option to run reports for that person 

only. 

Create Month-end Report:  Create the report to print. 

Create Daily Summaries:  Print report with a line for each day (production and collections) for the producers as 

chosen under Month-End Report/Options. 

Create Deposit Summaries:  Print report with deposit amounts for each day. 

Print Practice Totals:  Create a summary page showing production and payments for the practice for the month. 

Print Producer Analysis Report:  (Can default to print with the Day-end OR the Month-end) Lists all producers and 

their production with a total for Today and Month to Date. 

 Include YTD Totals (On Producer Analysis and Payment Analysis reports.  Not an option if running report 

 by Billing Dr):  Include Year to Date totals along with the Today and Month to Date totals.  

 Include Payment Analysis:  Lists all producers and their collections with just totals for Today and Month 

 to Date (Year to Date if chosen and  if running by producer) 
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Perform Month-end:  Closes out the month.  Closes all Day-end records and zeroes out the month to date numbers.  The 

program will allow you approximately 14 days into the next month before this becomes mandatory. 

 Last Performed for:  Displays the last month that was performed. 

Perform Year-end:  Zeroes out all the year to date numbers on the Production Analysis and Payment Analysis reports.  

Does not generate any additional reports.   

 Last performed on:  Displays the date Year End was last performed. 

Year End is set for:  Displays the month chosen in Set Year End. 

Set Year End..(button):  Set your fiscal year end.  The system will prompt you to run Year End for that month. Will also 

set the Fiscal Year for Referral Reports and Procedure Analysis Report. 

Number of Copies:  Defaults to 1. 

 

 

 

IMPORTANT INFORMATION ABOUT THE MONTH END 

Do not select to Perform Month End with only one Producer/ Billing $ selected.  You will not be able to Perform the 

Month End again for the rest of your office.  Once Perfomed, the Month End cannot be re-run. 

 

Choosing the Reprint Month End  does not include the Production Analysis and Payment Analysis reports 
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MONTH END REPORT for D01-Doctor 

Month End Report separated by Producer.  Shows the Dr and Auxiliary production.  Payments are not separated. 
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MONTH END REPORT for H01-Hygienist  

MONTH END REPORT Practice Totals  
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MONTH END REPORT-DAILY SUMMARY D01 

Auxiliary totals are included in the Daily Summary report for the Doctor.  They are not reported on separately. 

MONTH END REPORT-DAILY SUMMARY Practice Totals 

Practice Totals Includes all producer production and collections by day. 
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MONTH END REPORT-Deposit Summary 

Lists deposits for each day.  Will separate by bank. 
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OTHER FINANCIAL REPORTS 
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List of each producer and their total production for Today, MTD (month to date) YTD (year to date) 

Auxiliaries are not listed separately, their totals are including in the Doctor fees. 

 

Totals:  Totals for all producers. 

Procedures Done: A count of procedures done by that producer. 

Dental Fees:  Dental fees charged to the patient/insurance. 

Lab Charges:  Lab fees charged to the patient/insurance. 

Office Charges:  Charges other than dental fees posted to the patient. 

Fee Adjusts:  All fee type adjustments posted. 

Net Fees:  Plus/minus all fees, charges and adjustments is the Net Fees. 

(incl. Aux) Net Fees:  If an auxiliary is used, their production will be included here.   

 

PRODUCER PRODUCTION ANALYSIS REPORT 
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PRODUCER PAYMENT ANALYSIS REPORT 

Lists each producer and their collections for Today, MTD (month to date) YTD (year to date-accumulative from 

the last performed year end.) 

Totals: Totals for all producers. 

Payments Allocated:  Payments posted to the treatment producer. 

Allocation Transfers:  Payments originally posted to a producer then moved to another producer.  

Payment Adjusts:  Any payment type adjustments. 

Net Regular Payment:  Payments, Allocations, and Payments Adjustments equal the Net Regular Payment.  

Total Lab Payment:   Payments posted to labs. 

Total Net Payment:  Net Regular Payment plus Net Lab Payment is the Total Net Payment. 

 

THIS IS THE ONLY REPORT THAT CALCULATES PAYMENTS APPLIED TO LABS.  IT CANNOT BE REPRINTED AFTER 

MONTH END 
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STATEMENTS 

 
Statements are found under the Billings tab.  They should be run once a month for your practice.  You can also 

print Walk-Out statements when the patient is in for treatment.  These can be mailed or emailed to patients.  

Account Holder’s Dr.:  Defaults to all (*)  

Can choose a specific account holder’s 

Dr. 

Statement Date:  Defaults to today.   

Last Stmt Period: Drop-down options:  

NA:  No date chosen.  Will print 

statements for all families.  1Week:  Will 

not print statements for families that 

have had walk-out statements printed in 

the last week.  2 Weeks:  Will not print 

statements for families that have had 

walk-out statements printed in the last 2 

weeks. 3 Weeks:  Will not print 

statements for families that have had 

walk-out statements printed in the last 3 

weeks. 

Overdue Period: Drop-down menu 

options:  Overdue Balance Accounts: 

Print for all accounts that have an overdue balance (suggested default).  Over 30 Days Due:  Print for only accounts 

outstanding over 30 days.  Over 60 Days Due:  Prints only for accounts outstanding over 60 days.  Over 90 Days Due:   Print 

for only accounts outstanding over 90 days.  All Active Accounts:  Print for all active accounts regardless of account balance. 

Last Statements 

 Stmts Created:  Displays the number of statements created the last time Statements were generated. 

 Total Billed: Total amount on all statements created. 

Print statements For patients with names in the following range: (From/To) Print for a range of accounts in a specific 

alphabetical range. 

Print detail on the statement for the date period (From-defaults to today but can be changed.  To-Is today.  This cannot be 

changed) 

Com1:  Room for a short comment of your choosing. 

Com2:  Room for a short comment of your choosing. 

General Note:  Can create a note stored in the database and have it display here by choosing it from the ellipses button.  

Calculate Interest Charges:  Charge interest as set up in the Interest Options button. 
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STATEMENT BUTTONS 

OK:  Create the statements with the options chosen. 

Cancel:  Cancel out of Account Statements.  Will not save changes made. 

Options…:(see description) Set chosen options to print on the statements. 

Set as Default:  Save settings as default. 

History:  See a history of statement run dates. 

Interest Options:  Set up interest charge options to charge to accounts. 

INTEREST CHARGES 

Charge Interest By 

 Family Dr.:  Dr listed on the account 

 holder’s Patient File. Can choose the Dr 

 under the Doctor drop-down.  Default is 

 For All (*) 

 Billing Dr.:  The claim Dr on the ledger. 

Charge Interest As of Date:  Defaults to today.  

 The date you want to use to calculate 

 the interest. 

Minimum Account Balance:  Account has 

 greater than this amount  or interest 

 won’t be charged. 

Minimum Amount to Charge:  Regardless of the 

 outstanding account amount, charge 

 this as a minimum. 

Don’t charge any interest if it is less than the 

stated amount:  Don’t charge interest to 

accounts with less than the set amount in 

Minimum Account Balance. 

Charge the stated amount as a minimum if interest is less:  Will charge to account what is entered in Minimum 

Amount to Charge if interest is less. 

Interest Options 

Set up what you would like to charge for interest .  Fill only the fields where you want to charge interest under Monthly.  

The calculation for Annually will display. 

Print Interest Charges Report 

Print a list of all accounts where interest was charged. 

Print Exception Report 

Print list of all accounts where interest wasn’t charged where account was overdue but the account didn’t have a 

minimum balance. 

Charge Interest 

This will charge interest to all accounts where Charge Interest is set under the Account tab in the Patient file. 
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STATEMENT OPTIONS 

Print Practice Name?:  Display the practice name or display a specific Dr. in the statement header. 

Print Practice/Doctor Name at Bottom?  Display practice name or Dr at the bottom of the statement. 

Print Practice Email/Website?:  Display company website and email in the statement header. 

Show Insurance Transactions?:  Display payments made by insurance. 

 Patient Owing is Total Balance?:  Total owing is the total for the account, insurance and patient. 

Show Patient Owing Line?:  Display a line for Patient Owing. 

 Pt Owing Prompt:   Customize what displays as Patient Owing. 

Show Insurance Owing Line?:  Display a line for Insurance Owing. 

Ins Owing Prompt:  Customize what displays for Insurance Owing. 

Show Dr Subtotals:  Display Payable To:  for each Billing Doctor. 

Show Insurance Aging:  Display A/R aging information for insurance at bottom of statement. 
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Email Statements: 

 Default Email Subject:  Customize what displays in the Subject line of emails for statements.   

 Default Email Body:  Customize what displays in the body of the email. 

Send Emails to Draft Folder:  Will place all statement emails into your Outlook Draft folder.   

 

Include Post-dated Payments?:  Display post-dated payments on statement. 

Print Default Payment/Charges Code Description?  Will print the payment description instead of the payment method. 

Print Default Adjustment Code Description?:  Will print the adjustment description instead of the adjustment type. 

Show Running Balance Column?:   Display Insurance, patient and account running balances. 

List by Claim Order:?  Default is date order. 

Consolidate all treatments within a claim onto one line?  Show one line for the claim.  Unticked will show all treatment 

lines. 

 Claim Line Desc.:  Customize consolidated treatment description:  IE: Office Visit 

Consolidate all fee adjustments and transfers into original claim? 

 In the Same Day:  All adjustments will be included in the claim totals if entered the same day as the claims.  

 Within the statement period:  All adjustments included in the claim totals if entered the same month. 

Exclude payments that were reversed on the same day?  Do not display payments that are reversed the same day they 

were entered. 

Print future appointments?:  Display future appointments of the family. 

 Title for the ‘Producer” Column:  Customize the column description for appointments. 

 

Additional notes for Treatments with status “F”:  For treatment marked as Future. 

 Additional Desc for Treatments:  Add  your own description for Future Treatment. 

 General Note:  Add a general note for Future Treatment. 
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AGED RECEIVABLE REPORT 

This report is found under the Billings tab.  Aged Receivables should be run once a month to follow up on 

outstanding accounts.  This report can also help clean up accounts.  If the Aged Receivables Report is run 

for the lat day of the month for All Balance Accounts, the Total AR should match the Practice Totals Closing 

AR. 

This report can be exported to Microsoft Excel if linked to 

Power Practice. 

Doctor:  Choose All (*) or a specific doctor. 

Report By:  Activates when a doctor is chosen in the 

above field.  Report by Family Dr or Billing Dr. 

Aging Date to Use:  Defaults to today.  If a previous date 

is chosen a Future column will display showing all 

production/payments posted after that date. 

Overdue Period:  

 All Accounts:  Display all accounts with or 

 without a balance. 

 All Balance Accounts:  Display all accounts 

 without a zero balance. 

 Overdue Balance Accounts:  Display all accounts 

 with an outstanding balance. 

 Over 30 Days Due:  Display only those accounts 

 with an outstanding balance over 30 days due. 

 Over 60 Days Due:  Display only those accounts 

 with an outstanding balance over 60 days due. 

 Over 90 Days Due:  Display only those accounts 

 with an outstanding balance over 90 days due. 

Minimum Balance:  Available when overdue option is chosen in Overdue Period.  Set a minimum balance on 

accounts to display. 

Report Detail: 

 Account Balances:  Only display the account holder and the account balance. 

 Patient Balances:  Display account and patients of that account with their balances. 

 Totals Only:  One page  display of A/R totals By Producer or by Billing Dr.  Is also the last page when running 

 the AR report.  Gives the breakdown of Patient/Insurance and Current 30/60/90 by Producer or Billing Dr.  

 The Totals Only page may be useful with Month End. 

Report Totals By:  

 Producer:  Will display options chosen by Producer. 

 Billing Dr$:  Will display options chosen by Billing Dr. 

Family Comments:  Display family comments. 

Patient A/R notes:  Dispaly patient A/R notes. 

Number of Copies:  Number of copies to print.  Defaults to 1(one). 
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Aged Receivables Report-Patient Balances and By Producer chosen. 

On this example the account for Brown, Mrs. Samantha has an outstanding account insurance balance of $347. 40.  

Samantha has $66.00 outstanding to D01 and $96.10 outstanding to H01. 

Tyler has $88.60 outstanding to D01 and $96.10 outstanding to H01. 

 

Future column:  Any transaction dated for after the Run Date (such as Post Dated Payments) will be listed in this 

column. 

 

AGED RECEIVABLES REPORT 
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AGED RECEIVABLES REPORT-Summary Totals 

Totals for the producers.  Will also print with Account Balances and Patient Balances. 
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A/R MANAGER 

This Module is found under the Patient Menu.  An icon can be placed on the top bar.  The A/R Manager 

module can be used instead of the Aged Receivable Report.    

Drop-down list:  List of last accessed patients.  Current patient displays. 

Open/Select Patient: Select a different patient. 

Select Family Member:  Select a different member of the same family. 

A/R Notes:  General notes related to A/R. 

Refresh 

A/R List:  Setup for the A/R information you want to display. 

Patient Details:  Display information about the patient you are currently viewing. 

 

A/R OPTIONS 

Over Due:  (Drop-down menu) 

 All Accounts:   Display all accounts.  

 All Balance Accounts:  Display only accounts with an outstanding or credit balance. 

 Overdue Bal Accounts:  Display only accounts with an outstanding amount. 

 Overdue Patient Bal:  Display only accounts with an overdue patient amount. 

 Overdue Insurance Bal: Display only accounts with an overdue insurance amount. 

 Current (and OVER):  Display accounts with current and overdue amount. 

 30-60(and OVER):  Display accounts with outstanding balances 30 to 60 days and older. 

 60-90(and OVER):  Display accounts with outstanding balances 60 to 90 days and older. 

 Over 90(and OVER):  Display accounts with outstanding balances older than 90 days. 

Min Bal:  Set a minimum, any account over the minimum will display. 

Aging Date:  Defaults to today.  If a previous date is chosen a Future column will display showing all production/

 payments posted after the Aging Date chosen. 

Prod/Doctor:  Choose the producer, doctor or hygienist when wanting to display outstanding accounts for just that 

producer. 
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Report By:  (Drop-down menu) 

 Family Dr:  Report by the patient’s dr as listed in the Patient Personal tab. 

 Billing Dr:  Report by the billing dr of the claim. 

 Producer:  Report by the producer on the claim. 

Report Detail 

 Account:  Display only the accounts that follow the selected criteria. 

 Patient  Display each patient that follows the selected criteria. 

 

Buttons 

 Save Defaults:  Save the chosen options for the next time  you access this module. 

 Generate:  Gathers and displays the list with the criteria you have selected. 

 Clear:  Clears the generated list. 

 Setup…. :  Can set up different aging ranges to use outside of the standard Current, 30,60,90. 

Right Click Menu 

 Statement:  will generate a statement for the chosen account. 

 A/R Note:  Will add an AR type note to the selected patient. 

 Recalls:  Will open the selected patient’s Edit Patient Recalls box. 

 Email:  Will Open Outlook with the selected patient’s email address. 

 Adjustment:  Will open the Adjustment Entry box for the selected 
 patient. 

 A/R Details:  Will display the A/R Report On Screen box.  

 Ins. Details:  Will display the insurance details for the selected 
 patient. 

 Transactions:  Will open the Transactions module for the selected 
 patient. 

 Patient File:  Will open the Patient module for the selected patient. 

 Appointment:  Will open the scheduler for the selected patient. 

 Treatment Proposals:  Will open the Treatment Proposals module for 
 the selected patient. 

 Odontogram (if using):  Will open the Odontogram for the selected 
 patient.  

 Imaging (If using and it’s bridged to Power Practice):  Will open your 
 imaging program for the selected patient. 

 Radio Visiography:  (If using and it’s bridged to Power Practice):  Will 
 open your radio visiography program for the selected patient. 

 Print List:  Will print the current list. 

 Export to Excel:  Will export the current list to Excel. 
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TRANSACTION LISTING  

This report is found under the Billings tab.  Use the Transaction Listing report if you need to re-generate a 

Day End from a previous month or if you want to see detailed information for a range of days. 

It is recommended that you choose the same 

settings for this report as you have for the Day-end 

and Month-end. 

 

Transactions for the date period:  Default is for the 

current month.  Use the From and To drop down 

menus to choose a date range.  Can be one day or a 

range of days.   

Billing Dr:  Default is for all (*)  Can choose just one 

Dr. 

Separate Day-end:   

 By Producer:  Separate information by 

 Producer. 

 By Billing Dr.  Separate information by 

 Billing Dr. 

 Print Procedure Description:  print the procedure 

 code and description. 

Print Tooth/Surface:  print the procedure, tooth 

 number and surfaces. 

List in Chronological Order:  List production in order of entry.  Default is alphabetical by patient last name. 

Don’t Print Deleted Treatments:  Will hide treatment posted and deleted in the date range selected. 
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Transaction Listing Separated By Producer for one day-D01.  The date showing on the report is the date it was generated, 

not the date chosen to display. 

TRANSACTION LISTING 
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APPOINTMENT DAYSHEET 

This report is a visual printout  of your scheduler for the day.  It is found on a right click in the scheduler, in 

the Scheduler Reports/Utilities or from the Reports module under the Appointment tab.  It can also be 

chosen as an option to print with the Day End. This report cannot be previewed and will go directly to your 

printer once the OK button is clicked. 

APPOINTMENT REPORT 

This report is found in  Reports module under the Appointment tab.  Will print a list of all the day’s 

appointments, but in more detail. Use this report to see a more detailed listing  the day’s appointments or 

for a detailed list of patients with other appointments, such as S/N (short notice) or Unscheduled. 

Appt Status:  choose the appointment 
status to generate the report on.   Defaults 
to For All (*) 

Producer:  Can print  the appointments for 
one producer or for all of them.  Defaults to 
For All (*) 

Appt Code:  print appointments for a 
specific appointment code.  Leave blank for 
all codes. 

Appt Type:  print appointment for a 
specific appointment type.  Leave blank for 
all types. 

Priority:  Show only those appointments 
with a specific priority.  Leave blank to 
ignore this field on the appointments. 

S/N:  Show only those appointments 
marled as Short Notice. 

Appt Date: Choose a date range to print 
the appointments for. 

Sort By: Choose the display order of the appointments. 

(Optional display choices) 

Group by Producer:  Display the appointments in order of the appointment producer. 

Show Detail:  Show more information on the report.  This will include A/R, Last date the patient was in, phone 
information, email. 

Show Patient Notes:  Display patient notes from the Patient File, Additional tab, Patient Comments. 

Number of Copies:  Defaults to 1 
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Appointment Report for Booked appointments only and all producers.  Sorted by Appt Date with Show Detail and Show 

Patient Notes selected.   
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OFFICE REMINDERS 

Use Office Reminders to make a note of something that needs to be taken care of in future.   

The first method by going to Reports module to the Office tab to Office Reminders and can access reminders due for all 

patients, producers and users. The second method by clicking on the little note icon to the left of the login name at the 

bottom of the Power Practice screen.  This icon will be yellow when there are current messages.  This displays reminders 

for the current user. 

Print Office Reminders with your Day-end if the option is chosen.  It can also be printed On Demand from the Reports, 

Office tab.  Reminders can also be set to pop up on each individual login name, when entering or exiting Power Practice.  

There are 2 ways to access the Reminders. 

Reminders for the login name.  In this case “Exan” 

Note: a list of the notes created for today. (see next page) 

Due Date:  The date given for the note to show. 

Date Range Search  Can choose a date range to search for reminders from a different date other than today.  

Search  Press this button after entering the date range to search on. 

Print  Can print the Reminders listed. 

Notes… create a new note or see all notes created for this user. (see next page) 

Other Rem.  Create reminders by patient, producer or logged in user.  
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Add, edit or delete Reminders for the current login from the Notes button.   A note needs a Due Date to display or 

print on a specific day.  Without a due date you will see it in the New User List but it will not print out or display for 

the login user. 

Clicking on the Other Rem. button  gives you options for who you want to set the reminder for.  Once chosen click on the 

Reminder button to create your note. 
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OFFICE REMINDERS REPORT 



 39 

OTHER HELPERS 
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EXPORTING REPORTS 

Most reports can be exported directly to Microsoft Excel or to another format such as PDF or Microsoft Word.  If Excel 

has been linked to Power Practice, at the top of most financial type reports you should see the Excel symbol.  

Clicking on the Microsoft Excel symbol will export the report directly to Microsoft Excel with your chosen criteria. 

All reports, once generated to screen, can be exported to a different format such as Microsoft Word or PDF.  Call 

Power Practice Support  at 604-468-6820 ext 2 or 1-888-808-6223 ext for help with this feature.  


