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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
systemintherunningof your pr a ehyiweae commitbdaa piwding 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

A7

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.

Front Desk 2010 - Practice Management System Installer =)

E_&[font Desk 2010

SYSIem

am

>
smartsoff

Demo / Trial Version
Full Version
Network Client Veersion

Web Appointment Book
Manual & Training
Upgrades

@ Smartsoft (Australia) Pty Ltd 1996 - 2010

PO BOX 500

Bumside SA 5066

Fhone (08) 8361 2666 WWWw.smartsoft.com.au
Fax (08) B364 4760 salas@smartsoft.com.au

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.

=)
D)= > compics » 2 2

File Edit View

Help

Wy Organize - {2 Systen es [l Uninstall or change » program 8% Map network drive [ Open Control Panel &
Favorite Links Name Type Total Size  Free Space -
B Documents Hard Disk Drives (1) &
B Fictures W Preosd (C |
B Music 119 GB free of 144 GB
More » Devices with Removable Storage (2) -
Folders v DD RW Drive (D)
B Deckicp m $ Floppy Disk Drive () SMARTSOFT
B Tristan (Smartsoft) hd e —— -
J/
A
|

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

Front Desk 2010 - Practice Management System Installer

Front Desk 2010

[ 3
smartsoff

Front Desk 2010 Installation

@ Smartsoft (hustralia) Pty Ltd 1996 - 2010
PO BOX 500

Bumside SA 5068
Phaone (08) 8361 2666 www.smartsoft.com.au
Fax (08) 8364 4760 sales@smartsoft.com.au

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

Front Desk 2010 - Practice Management System Installer @

} Front Desk 2010

Practica Management System

= :
smartsof/

NETWORK CLIENT VERSION Front Desk 2010 Network Installation
Network Setup Utility

‘ ‘ @ Smartsoft (dustralia) Pty Lid 1996 - 2010

PO BOX 500
‘ ‘ Bumside SA 5086
Phore (08) 8361 2666 wWww.smartsoft. com.au

‘ ‘ Fax (08) 5364 4760 sales@smartsoft.com. au

This will install the network version of Front Desk 2011.

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

Front Desk 2010 - Network Setup Utility =]

Connect to

(") Local D atabase Ok

@ Metwork Database  served Cancel

[ Advanced Settings Test

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.




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:

Starting Front Desk 2011 for the first time
System Information

Item Codes

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.

..
[Jd &
Front Desk
2010

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.

, Smartsoft

R Front Desk 2010 Practice Manageme 3

@' Front Desk 2010 Registration

8 Front Desk Office Messenger

.!," Front Desk Web Setup

. Training -

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.

Front Desk Login

IJser name  Admin | -

Pazgword

ok || Cancel |

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.




SETTING UP FRONT DESK 2011

System Information

Select System Information from the toolbar

File System Reports Window Help

HisaAae s @8ercdBE

FZ2DAPBDER e & oW

or from the File menu

-

ile | Systern  Reports  Window |
Appointment Book  Ctrl+A |
Patient Ctrl+P |

Cash Book

Practitioners
Itern Codes »

GP / Medical Referrers

Wl (2 g 5b @ B= [E]

System Information

Printer Setup

=

Exit

l System Inform atinn]

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.




SETTING UP FRONT DESK 2011

System Information - Clinic Information

The following System Information dialog will be presented.

RSystemInformation E' =] @

Clinic Infarmation | GST | Practice Groups | Standard Accounts | Practice L 4| »

Cloze

Name Smartzoft Clinic \_—/
Irmpart

Address 527 Glynbum Rd \—/

Hazelwood Park, 54 50EE

Phone (03] 8361 26ER Faw  [08) 8364 4760 ( Default state
ALN. State 54 |-
| Use Graphizc Header Clear

e 1800078 328 Fardinbe |
I Pk Potar i = nnd o Seshl WRIRTaTIA LT

Help

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.

rCGnﬁrm [ﬂ_hr

q 9_' ! Select Yes to import your Smartsoft name file or Mo to request a Smartsoft name file online.

Yes H Mo || Cancel |

b

Enter the clinic® 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.
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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
lllustrator® (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.

'E System Information E [=] @

Clinic Infarmation | GST | Practice Groups | Fee Categories I Ancount Mess| 4| "

Mame Smartzoft Clinic
Addrezs 527 Glunburmn Rd

Hazelwood Park. 5S4 5066

Phaone  [08] 9361 2665 Fax [0 B354 4760

ALCHM. State 5S4 |v
Use Graphic Header < SelectUse Graphic Header

then clickmport

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

Import or request Smartsoft logo file [ﬁJ

If you do not already have a Smartsoft logo file didk "Request™ to request one online.

[ Irnpiirt ] [Eequest] [ Cancel ]

L

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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System Information - Clinic Information








































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































