
Instructions for Softdent Reports

Reports Include:

• Patient Demographics
• Production by ADA Code
• Production by Provider
• Aging Report

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out of date.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: “Daily, Monthly, Yearly or Period Register” 
• Select Reports > Accounting > Registers > report type.

• The Output Options window is displayed. 
• Select the output and click OK. The Register Setup window is 

displayed. 
• In the Providers section, click the drop-down arrow to select the 

provider number from a list, or leave the first provider set to 999 to 
report on all providers. 

• Click OK. 
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PRODUCTION BY ADA CODE

What this Report Looks Like: 

Instructions to Pull this Report: 

• Name of Report in System: “Production by ADA Code” 
• Select Reports > Practice Management > Production Reports > By 

ADA. The Output Options window is displayed. 
• Select the output option and click OK. The Production/Transactions 

by Code Report window is displayed. 
• Select the starting and ending transaction dates from the appropriate 

drop-down lists. 
• Click OK. 
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PRODUCTION BY PROVIDER

What this Report Looks Like: 

Instructions to Pull this Report: 

• Name of Report in System: “Daily, Monthly, Yearly or Period Register” 
• Select Reports > Accounting > Registers > report type. The Output 

Options window is displayed. 
• Select the output and click OK. The Register Setup window is 

displayed. 
• In the Providers section, click the drop-down arrow to select the 

provider number from a list, or leave the first provider set to 999 to 
report on all providers. 

• Select the Include Receivables Totals checkbox if you want the report 
to print the receivables figure for the entire system to date. 

• Your Receivables Total file (RCVTOT.DAT) must be current for 
these figures to be accurate. 

• Click OK. 
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AGING REPORT – A/R REPORT

What this Report Looks Like: 

Instructions to Pull this Report: 

• Name of Report in System: “Account Aging” 
• Select Reports > Accounting > Account Aging. The Output Options 

window is displayed. 
• Select the output type and click OK. The Account Aging Report Setup 

window is displayed. 
• By default, the report is set up to be run for all doctors. To run the 

report for a specific doctor, select the By Doctor option, and use the 
drop-down list to select the doctor. 

• Select the type of accounts you want to include in the report. 
• Select the Show Details of Individual Accounts option to list individual 

accounts on the report and select an option to include addresses or 
print the accounts in oldest balance order. 

• Type the user codes for the accounts you want to include or exclude. 
• Click OK. 
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