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Step 1
From the patient’s restorative chart, click the 
Progress Notes tab.

Creating a Progress Note

Step 2
Click Add New Note.
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Step 3
From the Select Category dropdown, choose a Category 
and Macro.

Step 4
In the Preview for Selected Macro popup, 
click Add to Notes to generate a questionnaire. 
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Step 5
Fill in the questionnaire, ensuring all mandatory sections 
(indicated by a red asterisk) are complete.

Step 6
Click Add Note. Note: To select multiple items within a field, hold 

down the ctrl key when making your selections.
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Step 7
Review the note and when finished, click Save. 

A new Progress Note has now been 
created and saved. 
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Assigning Tooth Numbers to a Progress Note

Step 1
From the patient’s Restorative Chart, click the Progress Notes tab.
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Option 1
Click Edit to open a note. 

Option 2 
Click Add New Note.
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Step 2
Next to the Tooth Number field, click V.

Step 3
Select Tooth Number/s, then click Save.
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Step 4
Review the note, then click Save.

A tooth number has now been 
assigned to a progress note. 

Note: Assigning the tooth numbers 
in the progress note will allow the 

progress note to display when viewing 
tooth history in the restorative chart.
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Locking a Progress Note

Note: Progress notes can still be signed after they have been locked.

There are two scenarios where a progress note will lock, preventing further text changes.

Scenario 2
After midnight, even if the progress note has not 
been signed.

Scenario 1
When a progress note has been signed.
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Editing a Progress Note

Step 1
From the Progress Notes tab, click Edit on the relevant note.
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Step 2
Type the changes 
in the appropriate 
section, then click Save.

Note: Progress notes cannot be 
deleted, but can be struck off by 

clicking the Strike-Off button. Notes 
can be reinstated by clicking the 

Restore button, but only on the 
same day as they were struck-off.

Note: Dental offices may color code 
certain progress notes to represent 
different service types or providers. 

To adjust the color, select the 
relevant text, click the Text Color 

button, and choose from the palette. 

The Progress Note has now 
been edited and saved. 
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Signing a Progress Note

Step 1
Under the Progress Notes tab in a patient’s record, click Edit on the relevant note.
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Step 2
Click Load My Signature, then click Save Notes.

Note: If you do not have a preloaded signature, click Sign and use the signature pad to 
sign the progress note. If another user is logged into Denticon, the Provider must enter their 

User Name and Password prior to selecting Load My Signature, then click Save Notes. 

A signature has now been added to 
the Progress Note, represented by a 
pen icon in the column.
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Adding a Provider’s Signature

Step 1
If a Provider is required to sign a Progress Note ‘over the shoulder’ of a logged-in user, from the Progress Notes tab, click 
Edit on the relevant note.
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Step 2
Ask the Provider to type their credentials into the  
User Name and Password fields. 

Step 3
Click Load My Signature to upload the Provider’s signature, 
then click Save Notes.

Note: If no preloaded signature 
is available, click the Sign 

button next to the signature 
box, use your signature pad to 

sign, click Done, then Save.

Note: Once saved, the screen 
will return to the Progress Notes 

tab which will show when the 
Progress Notes were created or 

modified, and by whom.
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A Provider’s signature has now 
been added to the progress 
note, represented by a pen 
icon in the signature column. 


