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FOREWORD 
  
 
Dear Front Desk User 
 
 
Thank you for choosing Front Desk - Practice Management System and Smartsoft for 
your practice management software and support. 
 
At Smartsoft we understand the importance of your new practice management 
system in the running of your practice.  Thatôs why we are committed to providing you 
with the highest quality software and support to help make your job easier. 
 
By using Front Desk you should find a saving on practice expenses, have the peace 
of mind knowing exactly the state of the practice at all times and gain added revenue 
by servicing your patients better. 
 
Please do not hesitate to contact us should you have any feedback regarding our 
software or support services.  
 
We look forward to a long term professional relationship. 
 
Yours faithfully 
 

 
Tony Taddeo  
Managing Director 
Smartsoft (Australia) Pty Ltd  
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INSTALLING FRONT DESK 2011 

Main License Installation 
 

To install the Front Desk 2011 - Practice Management System you will require the 
Front Desk 2011 CD, which will be supplied by Smartsoft (Australia) Pty Ltd. 
 

Insert the Front Desk 2011 CD into your CD-ROM. The dialog below will appear on 
your screen. 
 

 
 

Please note: If the screen above does not appear, you will need to activate the Front 
Desk 2011 CD manually.  To do this, double click on My Computer, a screen will 
appear as shown below.   Double click on the CD-ROM drive labelled Smartsoft. 
 

 
 

Select Full Version from the left hand side menu and then select the Front Desk 
2011 Installation option.    
 

 
 

The Front Desk 2011 (Full Version) program will now begin to install.  
 

Congratulations, you have successfully installed Front Desk 2011. 
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INSTALLING FRONT DESK 2011 

Network License Installation 

Front Desk 2011 - Practice Management System can be used in a multi-user 
environment on an office computer network.  Additional network licenses are required 
for this type of installation. The Network Client Version should be installed on the 
second and subsequent computers. 
 

Insert the Front Desk 2011 CD into your CD-ROM. Select Network Client Version 
from the left hand side menu and then select Front Desk 2011 Network Installation 

 

 
 

This will install the network version of Front Desk 2011. 
 

When the installation is complete, the following Network Setup Utility dialog will 
appear. 
 

 
 

To use the database on the client computer select the Local Database option. 
 

If your database is on another computer select Network Database.  Type the name 
or IP address of the database server.  
 

Once you have selected the database location click Test to check your database 
connection.  
 

To access the network setup utility at a later stage, select the Network Setup Utility 
option from the Network Client Version section on the CD. 
 
 

Congratulations, you have successfully installed the network version of Front 
Desk 2011. 
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SETTING UP FRONT DESK 2011 
 
Now that the operating system settings are correct and Front Desk 2011 has been 
installed we can proceed with customising the system to suit your clinic 
requirements.   
 
Customising Front Desk 2011 involves the following main areas: 
 
V Starting Front Desk 2011 for the first time 
V System Information 
V Item Codes 
V Practitioners 

 

Starting Front Desk 2011 for the First Time 

Installation of the Front Desk 2011 - Practice Management System introduces a new 
icon to your desktop. 
 

 
 
Installation also inserts Front Desk 2011 onto the Windows start menu.  To find this 
new link select the Start button, scroll up to Programs and then find Smartsoft in 
the list.  An item similar to the one below will appear. 
 

 
 
To open Front Desk 2011 either double left mouse click on the Front Desk 2011 
desktop icon or use the start menu to select Front Desk 2011 - Practice Management 
System as above. 
 
A login screen will be presented. 
 

 
 
The initial password is Admin. Click OK or use the Enter key to continue.  Note that 
passwords in Front Desk 2011 are not case sensitive.  
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SETTING UP FRONT DESK 2011 

System Information 

 
Select System Information from the toolbar 
 

 
 
or from the File menu 
 

 
 
 

Front Desk 2011  -  Tip  
Front Desk 2011 is designed to be flexible and easy to use.  In some cases there are 
several ways of performing the same function.  Use the method that best suits you. 
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SETTING UP FRONT DESK 2011 

System Information - Clinic Information 

 
The following System Information dialog will be presented. 
 

 
 
To enter the clinic details users need to request a name file from Smartsoft.  This can 
be done by clicking Import.   
 
The following dialog will appear.  If you have received your Smartsoft name file click 
Import, otherwise click Request to request a name file. 
 

 
 
Enter the clinicôs Phone, Fax and A.C.N. number and select your state from the drop 
down menu, this setting is important when searching for suburbs while entering 
addresses.  
 

Front Desk 2011  -  Tip  
To move to the next field in a Front Desk window, simply use the Tab key on the 
keyboard.  
 
 
 
 
 
 
 

Default state 
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Select Use Graphic Header 

then click Import 

SETTING UP FRONT DESK 2011 

System Information - Clinic Information 

 
A graphical image, including a practice logo can be used in the practice header on 
receipts, accounts, payment, quotations, appointment schedules, statements and 
invoices. 
 
Users wishing to use this functionality will need to submit an image in an Adobe 
Illustrator® (CS3 compatible), EPS, PDF® or EMF (Enhanced Metafile) format of less 
than 800KB in size and with a width/height ratio of 3:1 or less.  Smartsoft will then 
provide you a logo file for you to import into Front Desk. 
 

 
 
When you click the Import button the following message will appear. 
 

 
 
Click Request to upload an EMF file to Smartsoft.  If the practice has already 
received a logo file from Smartsoft click Import. 
 
An example of a graphic header can be found on the next page. 
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SETTING UP FRONT DESK 2011 

System Information - Clinic Information 

 

 
 
 
 
 
 
 


























































































































































































































































































































































































































































































































































































































































































































































































































