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Accessing and editing patient records 
 
From the main menu, click on the Patient button to access and edit patient records. 
 
 

 
 
This will open up the database of patient’s names.  
 
By default they are listed in alphabetical order by surname.  

Search for a patient 
 

• Type the patient surname in the Search Patients Name field. The name should now be highlighted. 
Either click  from the menu or double click the name to open the details page. Where there 
are many users with the same surname, such as Smith, then after the surname, type a comma and 
the first initial of the forename e.g. smith, a 

• To search under different criteria such as postcode, reference number or forename, click on the 

 button. 
• For a more advanced search, such as Date of Birth, or by street click on the  Find button 
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• The History button will toggle the most recently searched patients on or off depending on user 
preference  

• The Style menu allows a user to customise the colour scheme to their own preference 
• To print labels for selected or all patients, click on the Labels button 
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Waiting List 
 

If the practice is full and cannot accept any new patients at present, the patient’s details can be entered 
on the Waiting List and then easily transferred into the database when a space becomes available.  
 
1. Select File, Waiting list from the menu or click the  button  
2. To enter a patient’s details select New and enter the basic details. Click Ok  
3. When the practice can accept the patient as a new patient select Waiting List then click Transfer 
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Adding a Patient 
 

1. Select File, New from the menu or click the  NEW button from the toolbar. 
2. Complete the details to add the user to the database.  
 

 
  

3. Only Surname and Forename are necessary to create a new record.  
4. Once a new record has been created the remaining details can be filled in by selecting Edit on the 

new patient record.  
5. If you are entering a patient, for whom another family member has just been entered, then you do not 

need to enter the address again, just enter their name and DOB then click on the Insert Last 
address button, then click Ok 
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• There are 5 user customisable fields on the right hand side, which can be set up from the main menu 
File, Setup, System, Patient during initial setup  

 
A unique reference number for the new patient is automatically generated 

Details displayed 
 
Once the basic patient information has been entered, the records can be searched by typing in the name in 
the search box and double clicking the name once found, to open up a more detailed view of the patient 
records. As seen below, this includes: 
 
Dates of any pending appointments 
History of appointments - T = Total, P = Pending, A = Attended, F = Failed to Attend 
Balance owing if any 
Assigned Dentist and Hygienist 
Referral Dentist if any 
Status – whether NHS, Private or Independent 
Last Visit 
Last Exam 
Oral Health Score 
Pop-up notes 
Memos 
Recalls 
Medical conditions if any and a range of other details 
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• To avoid accidentally editing the record when simply looking for information, an Edit button must be 
clicked in order to change the details, followed by the Save button to commit the changes. 

 
Memo and Popup Notes 

 
• These two functions are used interchangeably for recording social information.  
• Popup notes are more commonly used when temporary information needs to be recorded quickly, in 

much the same way as a yellow sticky note is pasted on the monitor.  

• The Popup Notes button  is found to the right of the ID field on the right side of the patient details 
screen. 

• Once a note has been entered, it will pop up each time the patient records are accessed, until such 
time as the contents are deleted. 
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Medical Conditions 
 

The standard BDA medical questionnaire is built in to the program. In addition to the BDA form, there are up 
to 100 free text conditions that can be entered during setup.  
 

1. Within the Medical section of a patient’s records click the Add button. The Medical Details Updated 
date will change to today’s date. 

2. Add any conditions from the BDA form, and if required, click the Conditions tab to enter further 
conditions 

3. Click Save 
 

 
 
When configuring the program, a choice is made as to whether or not a warning box is displayed when a 
patient has a medical condition. If this option is chosen, the patient details cannot be accessed until such 
time as the warning box has been acknowledged. 
 
If a medical condition is present, a red warning flag  is displayed in the patient details. To check the 
reason for the flag, left click it and the medical condition will be displayed 
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Appointment history 
 

From the patient details screen, select File, Appointment History to see a detailed history of 
attended, cancelled, failed and future appointments 

 

 

Prescriptions 
 

1. Select File, Prescription.  
2. Select the Dentist name 
3. To select an item, highlight it and click the arrow button  or type free text in the right hand pane 
4. Print 

 

 


	Contents Index
	Accessing and editing patient records
	Search for a patient
	Waiting List
	Adding a Patient
	Details displayed
	Medical Conditions
	Appointment history
	Prescriptions

