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3End of Day Reporting 

Running a Daily Audit Report

Step 1
From the toolbar, click Reports and select Daily Reports from the 
dropdown menu. 

Step 2
Under the Select Report section, 
choose Daily Audit.

The Daily Audit report allows identification of patients who have appointments, but are missing ledger transactions, 
progress notes, or provider signatures on a progress note.
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Step 3
Search for a specific Provider by clicking Select to 
open a pop-out window.

Step 4
Uncheck the Include All box.
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Step 6
Click Apply.

Note: To choose 
multiple Providers, 

hold the ctrl key when 
making a selection.

Note: Other search criteria include whether a patient has or is missing: an appointment, a transaction in ledger, progress notes, or progress notes 
without a signature. These can be sorted by a patient’s last name or provider, and grouped by provider. The Denticon recommended search criteria is: 

the patient has an appointment; but is missing a transaction in ledger, progress notes, and progress notes with a signature; and is grouped by provider.

Step 5
Search for a Provider by entering a name into the Search 
Text field, or choose from the Providers list. Then click the 
arrows to add the Provider to the Selected Providers box. 
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Step 7
Once the criteria is set, click Print / Preview to view the report.

Note: When reviewing the Daily Audit 
report, checkmarks represent completed 
tasks and crosses represent outstanding 
tasks. Patients will be removed from the 

report once their outstanding criteria 
has been satisfied. A blank report means 

there are no outstanding tasks.

The Daily Audit Report has  
now been reviewed and  
any outstanding tasks can  
be completed. 
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Step 1
From the Scheduler, select the patient’s appointment 
block, hover over Go To, then select Progress Notes. 

Step 2
Click Edit under the Edit 
column on the Progress Note. 

Adding a Signature to a Patient’s Progress Notes

Note: A pen will be missing from 
the signature column, indicating 

that a signature is required.
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Step 3
If the provider is the logged in user with a saved signature, 
click Load My Signature.

Note: If another user is logged into Denticon, the provider must enter their User 
Name and Password prior to selecting Load My Signature. If you do not have a 

preloaded signature, click Sign and use the signature pad to sign the progress note. 
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Step 4
Once a signature has been uploaded, click Save Notes to 
update the patient’s Progress Notes.

Note: Once signed, the progress note will be locked and cannot be modified.

A signature has now been added to the patient’s  
Progress Notes. A pen will appear in the signature 
column and the Daily Audit Report will be updated. 
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Step 1
Click the Scheduler icon in the toolbar.

Adding a Ledger Transaction

Step 2
Select the patient’s appointment block, right-click, hover 
over Go To, then select Treatment Plans.
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Step 3
To add procedures to the ledger, check the boxes next to the services provided today, then click Post to Ledger.
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Step 4
From the toolbar, click Reports and select Daily Reports from the dropdown menu.
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Step 5
Under the Select Report section, choose Daily Audit, set the desired parameters and 
click Print / Preview to check that the outstanding criteria has been resolved.

Note: Ideally, a Daily Audit report 
should be blank at the end of the day.
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The transactions have now been 
posted to the ledger and will be 
updated in the Daily Audit report.
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Step 1
From the toolbar, click Reports and select Daily Reports 
from the dropdown menu.

Step 2
Under the Select Report 
section, choose Daily Journal.

Running a Daily Journal Report

Note: In this report, items can 
be reviewed that have been 
completed for a particular 

provider, or for the entire office.

The daily journal report provides a detail or summary of information regarding services, payments and adjustments for 
a specified date range.
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Step 3
Set the Report Format to Detail 
or Summary.

Step 4
Search for a specific Provider by clicking Select to open a pop-out window.
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Step 6
Use the Search Text field to look for a Provider; enter the 
Provider’s name, or choose from the Providers list. Then click 
the arrows to add the Provider to the Selected Providers box.  

Note: To choose 
multiple Providers, 

hold the ctrl key 
when making 

a selection.

Step 5
Uncheck the Include All box.
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Step 7
Click Apply.

Step 9
Select the required Transaction 
Types: Services, Payments, 
or Adjustments.

Step 8
Add a Date Range.
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Step 12
Click Print / Preview to view 
the report. 

Step 11
Check the Page Break by Provider box 
to include or exclude a page break.

Step 10
Choose a Group By option.

Note: If the report criteria contains multiple 
providers, the report can be grouped by provider.
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The Daily Journal Report now 
displays all transactions for 
procedures posted during the 
chosen dates and can be used 
to review completed or missing 
services and duplicate charges.

Note: The report shows the patient’s name, the 
providers name, a description of the patient’s 

procedure, tooth number, surfaces (where 
applicable), and the team member who posted 

the item. The total charges appear at the 
bottom of the report for the requested dates.
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Step 1
From the toolbar, click Reports and select Daily Reports 
from the dropdown menu. 

Step 2
Under the Select Report section, choose  
Production Report. 

Running a Production Report

The Production Report provides a detail or summary of services by code, provider, category or insurance carrier for 
a specified date range.
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Step 3
Set the Report Format to Detail or Summary.

Step 4
Add a Date Range. 
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Step 5
Filter Production by Code, Provider, 
Category, or Carrier.

Step 7
To filter further, click Select to open 
a pop-out window.

Step 6
Choose a Group By option.
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Step 8
Uncheck the Include All box.

Step 9
Search for a Provider by entering a name into the Search Text field, or choose 
from the Providers list. Then click the arrows to add the Provider to the Selected 
Providers box. 

Note: To choose multiple Providers, hold the ctrl key when making a selection.
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Step 11
Click Print / Preview to view the report. 

Step 10
Click Apply.
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The Production Report can now 
be reviewed to check how many 
patient services were performed, 
total charges for the category or 
service, and the average amount 
produced per category or service.
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Step 1
From the toolbar, click Reports and select the desired report from the dropdown menu.

Adding Reports to My Favorites
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Step 2
Choose a Report, set the Report Criteria, then click Add to My Favorites. 

Note: Only one version of a report can be added to 
My Favorites. However, once a report is saved, it can 
be modified using the Update My Favorites button. 
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Step 3
To view and use the saved report, from the Reports 
dropdown menu in the toolbar, click My Favorites.

Step 4
To open the saved Report Criteria, click the name of the 
report highlighted in blue. 
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Step 5
Click Print / Preview to view the report.

The report has now been 
accessed from My Favorites.


