
Instructions for WinOMS Reports

Reports Include:

• New Patients
• Production by ADA Code/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out of date.
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NEW PATIENTS

What this Report Looks Like: 

Instructions to Pull this Report: 

• Name of Report in System: “Service Office Summary report - New 
Patients per Month/Year”

• The Service Office Summary report summarizes the production for 
each office and presents month-to-date and year-to-date totals for 
number of visits, charges, payments, adjustments, and A/R totals.

• Select Reports > Financial > Service Office Summary. The Report 
Criteria fields are displayed.

• Set the options and click Generate Report. The Print Service Office 
Summary Report window is displayed. You can then Print or 
Download the report. 
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PRODUCTION BY ADA CODE/Provider

What this Report Looks Like: 

Instructions to Pull this Report: 
• Name of Report in System: “Production Report”
• The Production report summarizes production based upon the 

procedures performed. For each procedure performed during the 
specified time period, the report lists how many times it was 
performed, the amount charged, and the percentages of total 
production and revenue for each. You can also use this report to pull 
the total number of active patients.

• Select Reports > Financial > Production Report. The Report Criteria 
fields are displayed. 

• For production by provider reports, select each provider 
individually, Service Office and applicable dates. *You will have 
to generate each provider report separately for this option.

• For production by ADA procedure code reports, select All 
Providers, Service Office, and applicable dates. 

• For total number of active patients, select All Providers, Service 
Office, and applicable dates. 

• Set the options and click Generate Report 
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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 Receivables Report”
• The Aged Receivables report lists all patients with balances that meet 

selected criteria.
• Select Reports > Financial > Aged Receivables Report. The Report 

Criteria fields are displayed.
• Enter the criteria for the receivables to include.
• Select formatting, grouping, and sorting options, and select the 

remaining criteria. 
• Click Generate Report. 
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