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Using Medisoft Reports

Day Sheets

The Medisoft Day Sheets answer three questions: 
“Who?,” “What?,” and “How Much?” These reports are 
used for daily reconciliation. To access the Day Sheets, 
click the Reports menu and highlight Day Sheets. 
There are three types of day sheets: Patient Day Sheet, 
Procedure Day Sheet, and Payment Day Sheet.

Patient Day Sheet
The Patient Day Sheet answers the Who? It lists the 
patient name, chart number, and the transaction details 
for the date range specified. To run this report, click on 
the Reports Menu, select Day Sheets, and then Patient 
Day Sheet. A window will pop up and ask you if you 
want to print this report or preview it to the screen. 
You will then get the Data Selection Questions where 
you will enter your filters and/or ranges. Typically, Day 
Sheets are run for the current day to balance out the 
day. There is a check box at the bottom of the Data 
Selection Questions window that, if checked, will show 
you your total accounts receivable at the end of the 
report. If you do not wish to see your total accounts 
receivable on your day sheet, leave this box unchecked. 
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Click OK, and your report will either be printed or be 
displayed. Figure 4.1.

Figure 4.1
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The Patient Day Sheet also has a summary sheet at the 
end of the report. See Figure 4.2.

Figure 4.2

This summary report will display the total number of 
patient seen and the dollar amount totals by procedure, 
payment, and adjustment codes. There is a Net Effect on 
Accounts Receivable total, which totals all of the charges, 
minus the payment and adjustments. Since this report 
is usually run for each day, this will give you the net 
revenue for the day. This can be a negative amount if 
you post more payments than charges for the day.
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