
 

 

PracticeWorks Software 

End of Year Reports 

This two-page job aid is designed for all team members and lists the reports and information 
in the PracticeWorks practice management software to generate at the end of each fiscal 
year.  

IMPORTANT:  If the Account Receivable Report is not run at end of year, it cannot be run 
after the start of the next year to reflect your year-end financial status.  

NOTE: The reports listed in this job aid are not required to “close out” the year and can be run 
at any time. 

Name and Path Description 

Account Receivable 

File > Print > Accounts 
Receivable > Account 
Receivable 

 Provides a current list of all account balances and credits. 

 Should be run at the end of your final business day for the 
current year. 
 

Periodic Reports 

File > Print > Accounts 
Receivable >  Periodic Reports 

 Includes options to print the following reports: A/R Recap, 
Production Summary, Reconciliation Report, Deposit Slip, and 
Deposit Details. 

 Set date range from 01/01 to 12/31 of current year. 

Adjustment/Comment 
Summary 

File > Print > Accounts 
Receivable >  Adjustment/ 
Comment Summary 

 Compares the production amounts adjusted off for different 
insurance companies.  

 Displays a count and total dollar amount for each adjustment 
code posted during the date range, to include bad debt and 
professional courtesies. The comment summary displays the 
number of times a comment code was posted during the date 
range, including insurance claims that were filed, statements that 
were printed or removed, and any other user-defined codes that 
were created. 

 Set all date ranges from 01/01 to 12/31 of current year. 
 

Collection Summary 
 
File > Print > Accounts 
Receivable >  Collection 
Summary 

 A Simple collection summary which can be submitted to 
accountants or consultants. 

 Displays a total amount for each payment type and a total for 
each payment code (patient checks, insurance checks, visa, 
master card, cash, etc.) 

 Set all date ranges from 01/01 to 12/31 of current year. 

Referral Reports 
 
File > Print > Referral Reports 
 

 Generates reports for incoming, outgoing, and patient referrals. 
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End of Year Reports continued. . . 

Name and Path Description 

Performing a Mass Fee Update  
 
Start > All Programs > 
PracticeWorks > Utilities > Mass 
Update Fees  
*Review the PracticeWorks 
Software Updating Fees 
Handout and Performing a Mass 
Fee Update Help Demo before 
performing this update. Both are 
located in the Carestream Dental 
Institute. 

 Update multiple fees at one time using the Mass Update Fees 
utility. 

 Update all fees or fees for a range of ADA codes by a specific 
dollar amount or percentage. This utility also enables you to 
choose whether to update fees in treatment plans, pre-defined 
appointment templates, and scheduled and pending 
appointments. 
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