
Instructions for Dentrix Reports

Reports Include:

• Patient Demographics
• New Patient List
• Production by ADA Code
• Production by Provider
• Aging Report
• Additional Resources

The instructions in this letter are intended to be helpful tips for practice owners to pull data for the prospectus and Buyer Due Diligence. Revolve has 
provided their best effort to provide helpful and accurate instructions on how to pull these reports. However, it is ultimately the Seller and Buyer 
responsibility to ensure they are accurate.  Additionally, software changes and packages may differ from office to office that can render these instructions 
out of date.
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PATIENT DEMOGRAPHICS

What this Report Looks Like: 

Instructions to Pull this Report: 

• Name of Report in System: “Practice Statistics” 
• This is a static report that shows active patients, New Patients 

seen in the last trailing 12 months, breakdown by zip code, etc. 

• Go to Office Manager > Reports > Point to Management > Click 
Practice Statistics report 

• Additional Links that Might Help: 
• Online Instructions from Dentrix

https://hsps.pro/Dentrix/Help/mergedProjects/Dentrix%20Reports%20Reference/Dentrix_Reports_Reference/P_through_Q/Practice_Statistics_Report.htm?rhsearch=practice%20statistics&rhsyns=%20
https://hsps.pro/Dentrix/Help/mergedProjects/Dentrix%20Reports%20Reference/Dentrix_Reports_Reference/P_through_Q/Practice_Statistics_Report.htm?rhsearch=practice%20statistics&rhsyns=%20
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NEW PATIENT LIST

Instructions to Pull this Report: 

• Name of Report in System: “New Patient List (Standard List)” 
• Will list all the NPs seen during a time period 

• Go to Office Manager > Click reports > Point to Lists > Click New 
Patient List > Click all patients > All providers > Date Range > Standard 
list 

• Additional Links that Might Help: 
• Online Instructions from Dentrix

https://hsps.pro/Dentrix/Help/mergedProjects/Office%20Manager/Office_Manager_Reports/Lists/New_Patient_List.htm
https://hsps.pro/Dentrix/Help/mergedProjects/Office%20Manager/Office_Manager_Reports/Lists/New_Patient_List.htm
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PRODUCTION BY ADA CODE

What this Report Looks Like: 

Instructions to Pull this Report: 

• Name of Report in System: “Practice Analysis-Production Summary” 
• Go to Office Manager > Reports > Point to Management Practice 

Reports- Practice Analysis > Reports > All Providers > All Billing Types 
> Date Range (i.e., Jan 1, 2022- Dec 31, 2022) > Production Summary 
(click include cross coding, click by proc code range and all) 

• Click payment summary if you want to see what was collected 
compared to the production by ADA Code 

• If you wanted to see Production by Category (restorative, preventive, 
etc.)- you would follow the steps above but click by category under 
production summary 

• Additional Links that Might Help: 
• Online Instructions from Dentrix

https://hsps.pro/Dentrix/Help/mergedProjects/Dentrix%20Reports%20Reference/Dentrix_Reports_Reference/P_through_Q/Procedure_Code_Summary_Report.htm
https://hsps.pro/Dentrix/Help/mergedProjects/Dentrix%20Reports%20Reference/Dentrix_Reports_Reference/P_through_Q/Procedure_Code_Summary_Report.htm
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PRODUCTION BY PROVIDER

What this Report Looks Like: 

Instructions to Pull this Report: 

• Name of Report in System: “Analysis Summary (Provider)”
• Go to Office Manager > Reports > Management > Analysis Summary
• Type in Report date that you want to print > Select all Providers > 

Select date range (entry date) > Include all totals> and click Print 
Condensed Report

• This shows production totals for each provider in the practice
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AGING REPORT – A/R REPORT

What this Report Looks Like: 

Instructions to Pull this Report: 

• Name of Report in System: “Aging Report” 
• In the Office Manager, go to Ledgers, and then click Aging Report. 

Make sure Standard Aging is selected. o Report Date is the default 
date (current date) 

• Select Billing type as All 
• Select Over 0 for minimum days past due 
• Select Guarantors as All 
• Select Primary Providers as All 
• Sort options- select By Guarantor Name 
• Minimum Balance to Print should say All 
• Last Payment Before should say Current 

• Additional Links that Might Help: 
• Online Instructions from Dentrix

https://henryscheinone.my.site.com/dentrixCA/s/article/16977
https://henryscheinone.my.site.com/dentrixCA/s/article/16977
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ADDITIONAL RESOURCES

For further help in pulling reports, click on the link below
 
Office Manager - Management reports (dentrix.com)

https://www.dentrix.com/help/mergedProjects/Office%20Manager/desktop/Office_Manager_Reports/Management_Reports/Management_reports.htm
https://www.dentrix.com/help/mergedProjects/Office%20Manager/desktop/Office_Manager_Reports/Management_Reports/Management_reports.htm
https://www.dentrix.com/help/mergedProjects/Office%20Manager/desktop/Office_Manager_Reports/Management_Reports/Management_reports.htm
https://www.dentrix.com/help/mergedProjects/Office%20Manager/desktop/Office_Manager_Reports/Management_Reports/Management_reports.htm
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