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DRILLBIT STUDENT USER GUIDE 

 

STUDENT GUIDE - 2022 

Login to your account using the link in your welcome email. 

If you have received a welcome email from DrillBit, it means that 

your instructor has been 

added you in the classroom to upload assignments. 

If an instructor has added you in the classroom, but you have not 

received a welcome email 

from DrillBit, please check your spam or junk folder. Alternatively, 

contact your instructor to 

check that your account has been created successfully or not. 

How to login into DrillBit Account? 

1.Go to https://www.drillbitplagiarism.com or click on the link 

provided through the 

welcome email. 

2.At the top right click on the “Get Started” button 

 

ERP DOCUMENTS 
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3. Enter the username and password and click on the Log In 

button 

 

 

Student Dashboard 
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Classes: student enrollment in classes 

Assignments: Total number of assignments created for student 

Submissions: Total number of submissions by student 

My recent submissions: latest submissions of student 

Submissions overview: month wise submissions of student 

Trend analysis: average similar work and own work of student 

total submissions 

 

 

My Classes Tab 
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click on My Classes tab – to select the class & view assignments, 

click on “Rightwards Arrow” 

1. Class Name 

2. Instructor Name 

3. validity of the class 

 

 

My Assignments page 

click on “SUBMIT” icon – to select an assignment and submit the 

document 

1. Assignment Name 

2. Assignment instructions 

3. validity of the assignment 
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Submission page 

Click on “+ add” icon to submit the assignment. 

 

Upload page 

Student name – auto filled 

Assignment title – auto filled 

Select the language – English or Non-English 

Select the language in case of non-English assignment 

browse the file and click on the submit to upload the file 
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View Student Submission 

1. File name: original file uploaded by the student, can be 

downloaded anytime 

2. Paper ID: unique id of each submission for tracking 

3. Date: submission date & time 

4. Grammar: if applicable, can view & download the grammar 

report 

5. Similarity %: assignment plagiarism % 

6. Marks: if applicable, instructor can assign marks for the 

assignment 

7. Status: the submitted assignment is active/inactive, it will be 

inactive in case of deleted 

by an instructor or resubmission by student 

8. Feedback: student can view the instructor text feedback given 

for the assignment 

9. Refresh icon: click on refresh to update the plagiarism % or 

reload the page. 

 

Feedback from the Instructor. 

Student can see obtained marks and text feedback. 
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Question & Answer 

click on the Q&A Tab, Student can view any questions added by 

an instructor in the 

assignment 

 

 

 

student can answer the questions and click on “submit answer” 

icon 
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Student Profile 

Click on student profile and select 

1. Account info 

2. Help 

3. Change password  

 

 

 

 

 

 

 

 

 

 

 

Account information: complete details of the student account 
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Help 

Student can download the PDF guides and video tutorials 

 

 

Change password 

Student can change the password by using “change password“ 

option on the profile menu. 
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Enter the old password, enter the new password & confirm the 

new password, and click 

“change password” icon 
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DRILLBIT PRO- ADMIN GUIDE 

Setting up your account 

If you have received a welcome email from DrillBit, this confirms 

that your DrillBit account 

is now ready to use, or you have been added as an admin user by 

the DrillBit team and 

you can now access the DrillBit services. 

Where is my welcome email? 

you have received an email from DrillBit Support, please check 

your Inbox, spam, or junk 

folder. Alternatively, contact DrillBit sales representative or DrillBit 

partners/resellers for 

any support. 

How to login to the DrillBit Account? 

1.Go to https://www.drillbitplagiarism.com 

2.At the top right, click on the “Get started” button 



 
 

12 | P a g e  
 

 

 

 

3.Enter the username and password and click on the Sign In 

button. 

 

Admin profile 

Click on profile to view dropdown on the top right corner 
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1. Switch account – admin can do role, switch over to user role to 

upload the 

files for plagiarism check 

2. Account info – to view complete details of the license 

3. Help – to view user guides and tutorials 

4. Change password – admin can change the password 

frequently. 

 

 

 

1. Switch account – switch to user role 

Admin user can play a dual role as an Admin as well as user to 

submit the documents from their login. 
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2. How to get my Account/License information? 

Admin can choose “Account Info” tab to view the complete 

information of the account. 
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Admin account/license information as per the order/subscription 

 

 

How to upload institution logo? 

Click on “account info” on Account Information page – profile. 

Click on “upload logo”, attach the file and submit 

 

 

 

 



 
 

16 | P a g e  
 

 

3. How to get Help or access users guides or video tutorials? 

Click on help tab to access/download users guides and video 

tutorials. 

 

 

Download the PDF file of manual/guide 
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4. How to change admin password? 

change the password by using “change password“, option on the 

profile menu. 

 

Enter the old password, enter the new password, and conform the 

new password, then click on change password. 
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The new password will be updated successfully. 

How to logout from a DrillBit Account? 

Click on the profile, left side top corner and Logout 

Admin Dashboard 

Graph1: Submission overview – month-wise submissions report of 

all users 

Graph2: Similarity range – category of submissions based on the 

similarity ranges 

Graph3: Account validity – validity of the license in total days and 

remaining days 

Graph4: Trend analysis of the license - average similar work and 

own work based on 

the total submissions. 
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How to add Users in a DrillBit Pro? 

Step1: Select the “Users” tab from the left side menu. 
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Step2: Click on the “+ add” button from the right corner below. 
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Step3: select “add user” - single user creation page 

 

Step4: Enter the following fields and click on “Create user”. expiry 

date is auto filled as per the license expiry date, but it can be 

changed also. 
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The user will get Login credentials (with password) via automated 

mail from 

support@drillbitplagiarism.com. The user must check in 

Inbox/spam/Junk folders. 

How to Add multiple Users in DrillBit Pro? 

Step1: select “add multiple users” – multiple users creation page 

using a template 

 

 

Step2: Download the template which is in .CSV format 
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Step3: enter fields Name, Email Address and no of Documents as 

shown in the below table 

 

Step4: Click on “browse your file here” and select a filled template 
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Step5: Click on “Submit” 

The users will get Login credentials (with password) via 

automated mail from 

support@drillbitplagiarism.com. The user must check in Inbox / 

spam / Junk folders. 

Users Tab: 

1. Statistics – user‟s statistics of total submissions, trend analysis 

2. Edit – user‟s info can be edited, name, expiry date, allocate 

more documents 

3. Delete – admin can perform a delete operation for the user 

4. Active/deactivate – admin can deactivate users account when 

users are not active. 

5. Multiple users delete – admin can delete multiple users using a 

checkbox 

 

 

 

How to get user statistics? 

Step1: Select the “Users” Tab 

Step2: Click on the “Stats” Icon in the users list 
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How to Edit user information? 

Step1: Select the “Users” Tab 

Step2: Click on the “Edit” icon from “Action” column 

 

How to delete user accounts? 

Step1: Select the “Users” Tab 

Step2: Click on the “Delete” icon from “Action” column 
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The user account will be deleted permanently and cannot restore 

it. 

How to Deactivate user account? 

Step1: Select the “Users” Tab. 

Step2: Click on the below symbol from “Action” column 

 

Step3: The user account will be deactivated for a period and 

admin user can activate it 

anytime. 

How to delete multiple users accounts? 

Step1: Select the “Users” Tab  

Step2: Click on “checkbox” icon from the list 
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Step3: click on delete icon, users accounts will be deleted 

permanently and cannot 

restore it. 

Reports Tab: 

How to download users, folders, submissions Reports? 

Step1: Select the “Reports” Tab 

Step2: click on the download icon to download the total users list 

in the license 

Step3: Select “folders” in the “Choose reports” option - use 

dropdown 

 

Select “submissions” in the “Choose Reports” option – use 

dropdown 

Step4: select “single user” or “All” from the “Choose users” option 

– use dropdown 

Step5: Choose “From date” and “To date”. 
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Step6: Click on the “view and download“ button 

Step7: Enter the email id and submit to Reports via email 

 

 

 

 

 

How to add previous/old files to the repository? 

Step1: Select the Repository tab 
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Step2: Select the “+add” icon to upload files to the repository. 

Step3: click on “browse your file here” and upload single file, 

multiple files, zip 

folder or file from the google drive. 

 

 

 

Enter the Author name, title, year, Repository type 

(Institution/Global), language 
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(English/Non-English) 

Click on “SUBMIT” to upload the files. 

How to delete files from the repository? 

Step1: Select Repository tab. 

Step2: click on the delete icon against each submission. 

 

The files will be permanently removed from the repository within 

24 hours. 

Integrations Tab 

DrillBit has integrated with major LMS platforms 

1. Click on Integration tab 

2. Enable active icon on required LMS and fill the information 

3. Click on “Know more” to view integrations details. 
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DRILLBIT PRO - USER GUIDE - 2022 

Login to your account using the link in your welcome email. 

If you have received a welcome email from DrillBit, it means that 

the DrillBit 

administrator is allowing you to start creating folders, upload files, 

view reports. 

If an administrator has added you as a user, but you have not 

received a welcome email 

from DrillBit, please check your spam or junk folder. Alternatively, 

contact your 

administrator to check that your account has been created 

successfully. 

How to login to a DrillBit Account? 

1.Go to https://www.drillbitplagiarism.com or click on the link 

provided through the 

welcome email. 

2.At the top right, click on the “Get Started” button 
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3. Enter the username and password and click on the Log In 

button. 

 

 

User Dashboard 
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My folders: Total folders created under the user account 

Submissions: Total submissions of the users during the 

subscription period 

My recent submissions: latest submissions from the users 

Submission overview: month-wise submissions 

Trend analysis: average similar work and own work of the user 

submissions 

 

 

 

My Folders Tab 
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How to create a Folder? 

Select “My folders” tab and click on “+” to create a folder 

 

 

 

 

 

 

 

Enter the Folder name, Example - CSE, EEE, ECE, Medical, 

Department names, subject, 

student, project wise, etc. 

Note: Folder name must be between 2 & 99 characters 
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Choose the folder settings 

Exclude references/Bibliography – choose “YES” - can 

exclude/omit 

references/bibliography content in the plagiarism search 

Exclude quotes – choose “YES” - can exclude/omit 

quotes/citations content in the 

plagiarism search 

Exclude small sources – choose “YES” - can remove/exclude 

small matches select “YES” 

– 14 similarity words “NO” – default settings 

Grammar checks – it will check for grammar also along with 

plagiarism if the folder 

setting option is “YES”. 
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Exclude phrases – choose “YES” - can exclude standard phrases 

(set of words) as per the guidelines 

Enter text without any punctuation marks, one phrase is a must if 

you choose “yes” 

Valid phrases: Computer science and engineering 

Invalid phrases: „Computer science and engineering 

 

Select the databases list “YES/NO” to compare against databases 
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choose the required options & click on the “SUBMIT”. 

How to Edit The folder? 

Click on the actions and select the edit icon, can edit the folder 

name and settings. 

choose “Yes” on the alert message, 

 

How to delete the folder? 

Click on the actions and select the delete icon, it will delete the 

folder permanently, 
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including submissions choose “Yes” in the alert message, 

 

Note: all the submissions under this folder will be deleted 

permanently. 

How to upload the files? 

To upload the files, select the folder and select “+” Symbol. 

choose the upload options “English”, “non-English”, and 

“Regional”. 
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Upload English – can submit single file & multiple files 

Click on “browse your file here” and select the files from your 

computer 

Single file – to upload a single file 

Multiple files – to upload up to 10 files in a single selection 

Zip file – to upload up to 20 files in a compressed format 

Google drive – to upload larger file. 

 

 

 

Single file Upload 

Click on “browse your file here” and select the file from your 

computer 
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User must enter “Author Name”, “Paper Title”, Select “Document 

type” from the 

dropdown 

Note: Supported file types: PDF, DOC, DOCX, TXT, RTF, DOTX, 

HTML, ODT 

 

Multiple files upload 

User can upload “minimum 1 and maximum 10” files. 

Click on “browse your file here” and select multiple files from your 

computer 

Enter the fields, author name, title, choose document type” from 

the dropdown 

Click on “Submit” to uploads the files successfully. 

 

 

 

 

Zip file upload 
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user can upload a zip file that can contain a maximum of “20 

documents”, 

The zip file size must be less than “100 MB”. 

Supported file type: ZIP 

 

Choose a file and click on Submit 

 

Google Drive upload 

Users can upload the file from a Google drive. 

click on “browse your file google drive”, 

Enter the drive credentials once google authentication is done, 

user can select the file 

and click on submit. 

After submission, users can see a popup message “file uploaded 

successfully.” 

Supported file Types: PDF, DOC, DOCX, TXT, RTF, DOTX, 

HTML, ODT. 
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How to upload non-English files? 

To upload the non-English files, select the folder and select “+” 

Symbol. 

choose the upload options “non-English”. 
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Click on “browse your file here” and select the file from your 

computer 

Allowed Single file submission in non-English 

Supported file types: PDF, DOC, DOCX, TXT, RTF, DOTX, HTML, 

ODT. 

 

 

 

 

Click on the submit button to upload the file. 

How to Upload a Regional language file? 

To upload the regional files, click on the folder and select “+add” 

Symbol. 

choose the upload options “Regional”. 
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Click on “browse your file here” and select the file from your 

computer 

Allowed Single file submission in Regional 

Enter “Author Name”, “Title”, “File type” “Language”, 

Supported file types: DOC, DOCX, 

Click on the “submit” button 

 

 

 

Submission‟s page 

The users can view submissions inside the folders 



 
 

45 | P a g e  
 

1. Author name: user or owner of the document 

2. Paper title: document title entered while submitting 

3. Original File: original file uploaded by the user, can be 

downloaded anytime 

4. Grammar: if applicable, can view & download the grammar 

report 

5. Similarity %: plagiarism % of the submitted document 

6. Paper ID: unique id of each submission for tracking 

7. Date & Time: document submitted date & time 

8. Action: document can be deleted from the submission page 

9. Refresh icon: click on refresh to update the plagiarism % or 

reload the page. 

 

Delete Submission/uploaded file 

To delete the submission from the folder, click on the delete icon 

and choose “yes” on the alert message. Note: Deleted 

submissions/files cannot be restored. 

 

How to view the result file, analysis page or download the report? 

To view/download the report, click on the similarity percentage. 
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Exclude & Include Sources Options 

User can exclude and include sources if the sources are irrelevant 

to the subject or 

users own work 

Exclude: select the sources from the matched source list and click 

on “Exclude” button. 

Include: select the sources from the excluded sources list and 

click on “Include” button. 

Alternate Sources 

The same content may be available in single source or multiple 

sources, but the 

software will detect all the sources and display the highest 

percentage in the primary 
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source and others are in alternate source list 

 

 

Matched Sources Navigation 

User can click on the source, and it will navigate to matched 

content in the document. 

Click on the “NEXT HIGHLIGHT” to view the next matched 

content in the same page or 

different pages. 

Click on the “PREVIOUS HIGHLIGHT” to view the previous 

matched content in the same 

page or different pages. 

Matched Content Navigation 
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User can check the matched source from the matched content by 

clicking on the 

highlighted color. The matched source will be highlighted in the 

sources list 

 

 

Email Notification 

User can send the PDF plagiarism report via “email id “ 

Enter single email id or up to 10 mail ids. Use keyboard “Enter” to 

separate the mail ids. 

 

QR Code 
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Users can scan the QR Code to view the report on mobile. DrillBit 

supports portability to 

download or to view a document just by scanning the QR-Code. 

 

 

Save To Repository 

User can save the file to the institution Repository by click on 

“Repository icon “and click 

on the “Save” option. 

Note: similarity should be less than 30%. 
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Digital Receipt 

Step1: Users can get the digital receipt by click on the “Digital 

Receipt “from the header. 

Step2: User can select the digital receipt based on the user choice 

by selecting the given 

options. (Synopsis, Dissertations, Thesis and Article) 

Step3: User can edit few fields and name of signature then click 

on the “print” option 
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File information 

step1: User can get the file information, click on the “file 

information” icon. 

 Submission details 

 Text information 

 File metadata 

Step2:click on the drop down to view detail information . 
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Download Report 

To download the report, click on the “Download icon” and can 

choose the download 

options “PDF Report “or “HTML Report”. 

 

 

 

 

 

 

Settings 
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User can change the settings for the current document, the 

settings will be applicable 

for only this document and the sources and similarity % will be 

updated. 

 

Duplicate phrases 

step1: To view the duplicate phrases in the document choose the 

“duplicate phrases”. 

step2: Minimum 3 words should be selected and a maximum of 

up to 14 words is 

applicable. 

Step3: Enter the words limit, click on “submit”. 

step4: The number of phrases occurrences in the document will 

be displayed. 
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Repository 

Users can save previous years or old files in the repository to 

compare current year 

documents and to avoid duplication within the Institutions. 

Select “Repository” tab 

 

Step2: Select the “+add” Tab to upload files to the repository. 

Step3: click on “browse your file here” and upload single file, 

multiple files, zip 

folder or file from the google drive. 
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Enter the Author name, title, year, Repository type 

(Institution/Global), language 

(English/Non-English) 

Click on “SUBMIT” to upload the files. 

How to delete files from the repository? 

Select the Repository tab. 

click on the delete icon against each submission. 

 

The files will be permanently removed from the repository within 

24 hours. 

User profile 

Click on profile to view dropdown on the top right corner 
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1. Switch account – one user can do role switch over to admin 

role to 

manage the account 

2. Account info – to view complete details of the license 

3. Help – to view user guides and tutorials 

4. Change password – admin can change the password using this 

option. 

 

 

1. Switch account – switch to admin role 

user can play a dual role as a user as well as admin to manage 

the license. 
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2. How to get my Account information? 

user can choose the “Account Info” tab to view complete 

information about the account. 

 

3. How to get Help or access users guides or video tutorials? 

Click on the help tab to access/download users guides and video 

tutorials 
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Download the PDF file of manual/guide 

 

4. How to change admin password? 

change password by using the “change password“, option on the 

profile menu. 
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Enter the old password, enter the new password & confirm the 

new password, and click on the “change password” icon 

 

The new password will be updated successfully. 

How to logout from a DrillBit Account? 

Click on the profile, left side top corner and Logout 
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Ready Reckoner for Quick Usage 

 

 

 

 

 

 

 

 

 

 

 

 

CiftDento 
 
 

Software for Dental College Hospital Management 
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1. Introduction: 
 

CiftDento is one-stop solution software for Dental College 

Hospital Management to manage Patient information. The product 
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addresses all aspect of the Patients information such as 

Registration, Visits to Departments, appointments, Billing, 

Receipts etc. 

 

CiftDento comes with ready to use pre-Defined OPNO, 

Bill/Receipt No. and Departments. This helps the administration to 

get the Statistical details (list of registration, bills, receipts, 

department wise) of patients easily in short period of time.  

 

The Best performance of Dental College Hospital is with 

networked environment with data sharing across the network. This 

User‟s guide is designed as a handy reference to get the best out 

the software through simple instructions. 

 

2. Standard Conventions 
 

 In all screens, fields appearing in Maroon are mandatory 
fields 

 To go to the next field on a screen, press „TAB‟ key 
 To go to the next field on a same row, use arrow keys 
 The general meaning of the different command buttons 

used throughout this software unless specified,  
 

 New – Add a new record for information 
 Save – Store the screen data to the database 
 Cancel – Clear all the data on the screen 
 Add – Add a new record or row 
 Edit – Enable the fields present in the screen 
 Select – Select the particular data on to the screen 
 Apply – To apply the selected data to the screen 
 Remove – To remove the selected data from the screen 
 Refresh – To refresh the data and load data to the view 

screen 
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 Delete – To delete the record from the database 
 Sample – To view the sample data in the screen 
 Report – Display/print report screen for that module 
 Print – print the particular record 
 Close – Close the current activity screen 

 

 

 

 

 

 

 

 

 

 

   3.   Steps for Execution: 
 

 Login to Administrator is provided and he has all the rights 
to access the system 

 Create different users and assign some rights to each user 
in User Manager 

 Enter the Hospital details in Hospital information 
 Create Registration rules using Hospital 

SettingsRegistration-Rules 
 Create Bill No., Receipt No., Payment No. using Hospital 

SettingsID Settings 
 Create City Master using Master City Master  
 Create Service Master using Master Service Master 
 Create Lab Master using Master Lab Master 
 Create Category And Designation using personnel 

ServiceEmp Category 
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 Enter Employee/Staff Details In Employee Master 
 Registration of the patient is done using Registration Form  
 Enter the department Details (Patient from Registration), 

Visit information, Treatment Details and Service Details. 
According to that particular information Bill will be 
generated in the Department and uploading of photos, 
adding Appointment, View Patient History is done in 
Department Menu 

 Lab Result Entry(Numeric as well as Descriptive) will be 
done in Oral Pathology and Microbiology Department 

 Collect the Amount using Billing/Receipts form, Receipt will 
be generated for that particular Bill 

 You can Refund the amount in Billing/Receipt form  
 All kinds of reports can be generated through Report Menu 

 
 

4. Administration 
 
4.1 User manager  

 

 Select Roles and click on New to enter Role Name 
 Click on Save to save the role details  
 Select Users and click on New to enter User name, 

Password and select the Roles from the list and then Click 
on Save to save the user details    

 To assign different access rights, select the roles and select 
the Menu Items from the Menu 

 Select the option Select All to access all the Menu Items    
 Click on Cancel to cancel the details 
 Click on Close to close the User Manager screen  
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User manager Screen 

 
 

4.2 Change Password 
 

 To change the current password, click on Change 
Password option then enter the Old Password , New 
Password and Confirm Password and Click Ok 

 

4.3 Hospital Settings 
           

      a) Report Settings: 

             

 Select the Check box True/False of header required  
 Select the Header Alignment  option  Left, Right or 

Centre  
 Select the check box  set Reports default margin as 

Left 2cm, Right 1cm, Top 1.2cm,Bottom 1.2cm,    
uncheck  then enter Manually left ,Right, Top and 
Bottom . 
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 Click on Apply to save the Report Setting  
 Click on Default to add Default Values  

 

       b) Registration Rules: 

 

 Click on New and enter the Registration Rule Fixed 
Date,  

 Enter the validity period and select the option either 
day or month 

 Enter the Registration fee or Renewal  fee  
 Click on Save to save the Registration rules 
 Click on Cancel to clear the details  
 Click on Close to close the Registration Rules 

Setting tab 
 

       C) ID Settings: 

 

 Enter the Prefix, Format, Starting No. of Receipt No. 
, Bill No. and Payment No. 

 Click on Save to save the ID Settings 
 Click on Date difference to set the from date 

difference in all the screen   
 

 

     4.4 Hospital Information 

 

 Click on Edit and enter the Username, Hospital Name, 
Address,    City, Pin Code, Telephone No., Registration
 No., Email, Quotation, PAN No., TAN No.  

 Click on Save to save the Hospital information  
 Click on Close to close the Hospital information Screen 
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5. Front Desk  
      

      5.1 Patient Registration 

 

 Click on New to enter the Patient details 
 Select the Title from the list, and then enter the First Name, 

Middle Name, Last Name and Age 
 Select the option Male/Female 
 OMR Department is common for new patients 
 Registration fee Renew fee can be set from Registration 

Rules Setting in Hospital Setting 
 Area, City, Blood group, Occupation, Nationality and 

Religion is selected from  specific Master 
 If you could not find the above information then go to the 

Master in Menu, enter Area/City Master then that Area/City 
name will be loaded in Registration form 

 Enter the Pin, Telephone No., Cell Phone No., Allergic to 
and Income in appropriate fields 

 Click on Save to save the Patient details, once the Patient 
details are saved OPNO will be generated automatically in 
year/Month/Date and Number format 

 Click on ID Card to view the Patient‟s ID Card 
 Click on Receipt to view the Registration Fee Receipt 
 Click on Renew to renew the patient‟s validity date(if it is 

expired) 
 Click on Revisit for revisiting of the patient 
 Click on Edit to Modify the Data  
 Click on Print to view the Patient‟s Registration Form 
 Click on Cancel to clear the Patient details 
 Click on Search to search Patient record 
 Click on Close to close the Registration Screen 
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Patient Registration Screen 

 

     a) Bulk registration of patients 

 

 Select required date range 

 Click on Show button 

 Select the required patients to be  registered 

 Select required demographic data from the right side grid 
and Save the transaction 

 Bulk data is created 
   

      b) Bulk registration of patients from ‘Camps ‘ 

 

 Select required date range 

 Click on Camp Checkbox 

 Select required patients to be registered  
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 Select required demographic data from the right side grid 
and save the transaction 

 Bulk data is created 
 

     

  5.2 Camp Registration 

 

 Click on Camp Reg, enter the patient details such as First 
Name, Middle Name, Last Name And Age 

 Select the option Male/Female 
 OMR Department is common for all the patients 
 Area, City, Blood group, Occupation, Nationality and 

Religion is selected from  specific Master 
 Click on Save to save the Patient details 
 Click on Cancel to clear the patient details 
 Click on Close to close the Registration Screen 

 

      5.3 Patient History 

 

 Click on Patient History Button or press Alt + Y 
  A patient history window appears, select the patient name, 

it will give the patient‟s visit information, date and the 
Departments that he appeared 

 Check the department to view his treatment details 
 To upload photo click on Upload photo option and select 

the photo file, it will be saved successfully 
 To view the photos click on Browse button, the Explorer 

opens the folder of the photos that were uploaded 
previously 
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Patient History Screen 

 5.4 Patient Appointment 

 

 Click on Appointment , a new window appears with the 
patient name loaded 

 Click on New button, enter Doctor name and Guided 
by(both are optional fields) 

 Enter the treatment advised which is mandatory field  
 Click on Add Button then enter the Date, Work done, 

Student name, Staff name(Doctor name) and Recall date 
 You can also remove the patient‟s appointment details from 

the list 
 Click on Save to save the patient‟s appointment details 
 Click on Load Appointment to view the daily patient 

appointments 
 A new window appears with the appointment list, select the 

date to see the patient appointments of that date 
 Double click on patient to load patient details in Department 

Screen 
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Patient Appointment Screen 

5.5 Logout 

 

 To change User click on Logout 
 

5.6 Exit 

 

 To exit from CiftDento click on Exit 
 

6. Transaction 
       

6.1 Billing 
 

 Select the date range, click on Refresh to load the patient 
name 

 Select the patient name from the list 
 OPNO, Bill No, Age, Sex, Department Name will be 

displayed 
 Service/Test will be loaded in the spread which is placed in 

the middle of the screen, it contains Service/Test Name, 
Amount, Net Amount and Status whether he has paid or not 
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 Select the Test/Services from the list of Departments that 
are done for a patient 

 Click on Save to save, Date and Receipt No. will be 
generated for that Bill No. 

 Click on Search to search the Patient name 
 Click on Print to view the Billing Report 
 Click on Cancel to clear the data 
 Click on Close to close the Billing Screen   

 

         

 

Billing Screen 

6.2  Receipt 
 

 Select the date range and click on Refresh to load the 
patient name 

 Select the patient name from the list 
 OPNO, Bill No, Receipt No., Age, Sex, Department 

Name will be displayed 
 Service/Test name will be loaded in the spread which is 

placed in the middle of the screen  containing Bill No., 
Amount, Discount, Net Amount, Received Amount, 
Receivable Amount and Balance Amount 

 In the Spread White Colour indicates Full Payment  and 
Saffron colour indicates Partial Payment 

 Click on New and Click on Save to receive the amount 
from the patient 
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 If you have collected the full amount then Status will be 
No Dues 

 If you have collected the partial Amount then Status will 
be Bill Pending 

 Click on Search and enter the name or OPNO, and 
select patient name from the spread, that name will be 
loaded in  the Receipt Screen 

 Click on Refund to refund the amount, select the 
Receipt No. from the list and Click on new then enter 
the Refund Amount 

 Click on Save to save the Data, after saving the data 
Payment No. will be generated 

 Click on Report to view the Refund receipt 
 Click on Close to close the Refund Screen 
 Click on Close to close the Receipt Screen 

 

           

 

Receipt Screen 
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6.3 Service Cancellation 

 

 You can cancel the Tests that are done to the patient and 
can refund the amount 

 Click on service cancellation, select the Service Name that 
you want to cancel then click on Cancel/Refund botton, the 
Test Name will be removed from the list and test amount 
will be deducted from the Total amount 

 

7. Master screens 
 

    7.1 Area Master 

 

 Click on Area in the Master Menu Item 
 Enter the new Area name, this name will be uploaded in 

the Patient registration form  
 Click on Save to save the area name 
 Click on Remove to remove the area name 
 Click on Close to close the Area Master Screen 
 

          7.2 City Master 

 

 Click on City in the Master Menu Item 
 Enter the new City name, this name will be uploaded in 

the Patient registration form  
 Click on Save to save the city name 
 Click on Remove to remove the city name 
 Click on Close to close the City Master Screen 

 

         7.3 Nationality Master 
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 Click on Nationality in the Master Menu Item 
 Enter the new Nationality, this will be uploaded in the 

Patient registration form  
 Click on Save to save the Nationality 
 Click on Remove to remove the Nationality 
 Click on Close to close the Nationality Master Screen 

 

         7.4 Occupation Master 

 

 Click on Occupation in the Master Menu Item 
 Enter the new Occupation, this will be uploaded in the 

Patient registration form  
 Click on Save to save the Occupation 
 Click on Remove to remove the Occupation 
 Click on Close to close the Occupation Master Screen 
 

 

        7.5 Religion Master 

 

 Click on Religion in the Master Menu Item 
 Enter the new Religion, this will be uploaded in the 

Patient registration form  
 Click on Save to save the Religion 
 Click on Remove to remove the Religion 
 Click on Close to close the Religion Master Screen 

 

        7.6 Visit Information 

 

 Click on Visit Information in the Master Menu Item 
 Click on Check box to select the visit items 
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 Press Enter to add new Visit Item 
 Click on Save to save the new Visit Item 
 Click on Remove to remove the Visit Item 
 Click on Close to close the Visit Information Screen 

      

       7.7 Department Master 

 

 Click on Department Master in the Master Menu Item 
 Select the Department name and Room No. 
 Click on Save to save the Department 
 Click on Remove to remove the Department 
 Click on Report to print the Department details 
 Click on Close to close the Department Master Screen 

 

                 

 

Department Master Screen 

 

    7.8 Treatment Master 

 

 Click on Treatment Master in the Master Menu Item 
 Select the Department name 
 Press Enter to add new Treatment name and Treatment 

description 
 Click on Save to save the Treatment 
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 Click on Remove to remove the Treatment 
 Click on Close to close the Treatment Master Screen 

 

                 

 

Treatment Master Screen 
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7.9  Lab/Service Master 
 

 Create Group Master 
 To create a new record Click on New button 
 Select the Department either Laboratory or 

Radiology 
 Select the Group name from the list, other fields 

such as Group ID, Group name and Group order are 
filled automatically 

 Click on Edit to modify the field data and click on 
Save 

 Click on Cancel to clear the entered data 
 

 Create Test Master 
 To create a New record click on New button 
 Select Department either Laboratory or Radiology 
 Select Group name by double clicking on the list 

present in the right side of the screen 
 Test name will be filled automatically including Sub 

Tests list 
 You can include any number of sub tests from the 

list by clicking the Include button 
 Click on Remove button to remove sub tests from 

the list  
 Click on Edit to modify the field data and click on 

Save 
 Click on Cancel to clear the entered data 
 Click on Delete to delete the Group name 
 Click on Report to view the Test details with amount 

 

 Create Sub Test Master 
 Click on New button, Enter sub test name, select 

numeric option if you are entering numeric value 
otherwise select descriptive option, enter min and 
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max values for numeric, enter descriptive values for 
descriptive tests 

 Click on Save 
 

 Create Service Master 
 Click on New button, Enter the Department name by 

selecting from the list 
 Enter the Service name and Amount 
 Click on Save to save the new Lab service 
 Click on Cancel to clear the entered data 
 Click on Report to view the Service details 
 Click on Close to Lab/Service Master Screen 
 

8. Personnel Services 
 

8.1 Employee category 
 

 To create new Employee category and Designation 
 Click on New category button, Enter the category 

and Designation 
 Click on Save 

 

 To add Designation  
 Select category, Enter Designation and click on 

Save 
  

8.2 Employee Master 
 

 To Create Employee and consultants 
 Select the Department, enter employee name and 

other details 
 Click on Save 
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9. Accounts 
 

       9.1 Accounts Master:  

 

 Click on New to create new Account name 
 Select the Account from the list and click on New 
 Enter the Account Code, Account Name, Tax No. and 

Contact information 
 Click on Save to save the new Account information 
 Click on Delete to delete the information 
 Click on Cancel to clear the all the details 
 Click on Close to close the Accounts Master Screen 

 

 

 

Accounts Master Screen 

      9.2 Bank Master: 

 

 Click on New and enter all the information 
 Click on Save to save the Bank Account Details 
 Click on Delete to delete the information 
 Click on Cancel to clear the all the details 
 Click on Close to close the Bank Master Screen  
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      9.3 Receipts: 

 

 Click on New and enter all the details 
 Select the mode option (cash, cheque, DD, credit) 
 Click on Save to save all the details 
 Click on Delete to delete the information 
 Click on Cancel to clear the all the details 
 Click on Close to close the Screen  

             

      9.4 Payments: 

 

 Click on New and enter all the details 
 Select the mode option (cash, cheque, DD, credit) 
 Click on Save to save all the details 
 Click on Delete to delete the information 
 Click on Cancel to clear the all the details 
 Click on Close to close the Payments Screen 
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      9.5 Journal Entry: 

 

 Click on New and Enter all the details 
 Select the mode option (cash, cheque, DD, credit) 
 Click on Save to save all the details 
 Click on Delete to delete the information 
 Click on Cancel to clear the all the details 
 Click on Close to close the details  

            

    9.6 Bank Reconciliation 

 

 This form will give the details of patients who have paid the 
Bill in the form of Cheque 

 Click on Bank Reconciliation option, select the Bank 
Account 

 Select the date range and press Load All button 
 It will display all the Dates, Account name, Debit and 

Credits 
 Click on Edit to modify the field data and click on save 
 Click on Cancel to clear the all the details 
 Click on Close to close the Bank Reconciliation Screen 

 

    9.7 Edit Account Transaction: 

 

 Select the Transaction date range 
 Select the Transaction Type 
 Click on Show button, it will display the transaction list 
 Click on Close to close the Edit Account Transaction 

Screen 
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9.8  Account View: 
 

a) Accounts Reports: 

 

 Select the date range 
 Select any Assets or Liability, select the Account type and 

Account name 
 Click on Show button, it will display the Date, Account 

name, Debit, Credit, Opening Balance and Closing Balance 
 Click on Report to view the account information 
 Click on Close to close the Account Reports Screen 

 

    b) Consolidated Day statements: 

 

 Select the Date range and click on Refresh button 
 It displays the total Bill amount, Discount(if any), total 

Collection, Outstanding bill amount, Total payments, 
Refund amount and other payments 

 It also displays Cash Statements such as Opening Balance 
and Closing Balance 

 

    c) Trail Balance: 

 

 It displays the Trail balance as on Date with Account name, 
Debit and Credit 

 

    d) Profit and Loss Account: 

 

 It displays the Profit and Loss till date in the form of 
Expenditure and Profit 
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    e) Balance Sheet: 

 

 It displays the balance sheet as on Date with Liabilities and 
Assets 
 

10.      Department 
 

 There are 9 Departments, each department has its own 
screen 

 In Department Master we can add or edit Visit Information, 
Treatment Details and Services 

 Visit information is only editable by OMRD (Oral Medicine 
and Radiology Department) 

 If patient age is below or equal to 14 years, then Visit 
information will be edited by Pedodontics and Preventive 
Dentistry 

 You can edit the patient‟s visit information and treatment 
details 

 Clicking on Save or Close button to save the edited visit 
information and treatment details 

 

To refer a Patient to other department, select the Department 

name from Refer to Combo box and click save or press Alt + S. 

 

     Oral Medicine and Radiology Department (OMRD) 

 

 This is the common department for all the Patients 
 Select Patient form the list, it will give the Visit information 

of that patient 
 Click on Refer to option to refer a patient to appropriate 

department 
 



 
 

93 | P a g e  
 

 

OMRD Screen 

     Oral Pathology & Microbiology Department 

 

 Select Patient form the list 
 Select tests from the grid 
 Enter the observed values/results in result entry grid and 

select all tests 
 Click on tests or descriptive button to view reports 

 

      To add new Visit Information 

 

 Click on Masters and select Visit Information  
 Go to last row and press Enter, a new row appears 
 Type new visit information 
 Click on Save or press Alt + S to save the new Visit 

Information 
 

To add new Treatment Details 

 

 Click on New Treatment button under Treatment details 
grid or press Alt + W, new row appears 

 Type treatment name and details 
 Click on Save or press Alt + S to save the new Treatment 

Details 
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To add an existing Treatment Details 

 

 Click on Add button under Treatment details grid or press 
Alt + A 

 A window appears with treatments name that were entered 
already 

 Select treatment name(treatment that is already in the grid, 
will not appear again for selection) 

 Select treatments by clicking check boxes 
 Click OK or press Alt + O 
 The treatment will now appears in Treatment details grid 
 Click on Save or press Alt + S to save the Treatment 

Details 
 

 

To delete a Treatement 

 

 Click on Treatment in Treatment details grid 
 Click on Remove button below the Treatment details or 

press Alt + R 
 

To make Bill 

 

 Click on New button or press Alt + N 
 Double click on Services grid or press space, a services list 

appears to the right of the grid 
 Double click on the service to add grid 
 Click on Save or press Alt + S 
 

To edit an exiting Bill 
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 Select Bill No. from Bill No. Combo box 
 Click on Edit button or press Alt + E 
 Double click on Services grid or press space, a services list 

appears to the right of the grid 
 Double click on the service to add grid 
 Click on Save or press Alt + S 
 

To view the Services Treatment added by other 

Department 

 

 Click on Patient History Button or press Alt + Y 
 A patient history window appears, select the patient name, 

it will give the patient‟s visit information, date and the 
Departments that he appeared 

 Check the department to view his treatment details 
 

To upload photos 

 

 Click on upload photo or press Alt + U 
 Select the photos from a file, after selection of a photo a 

message appears as “Photos saved successfully” 
 

To view photos in explorer 

 

 Click on Browse or press Alt + B 
 Explorer opens the folder of the photos that were uploaded 

previously 
 

To view photos on screen 

 



 
 

96 | P a g e  
 

 Click on View or press Alt + V 
 A new window appears that containing the list of photos on 

the right, click on the photo that you want to see 
 

To give appointment to a patient 

 

 Click on Appointment or press Alt + I 
 A new window appears with the patient names loaded 
 Click on New button or press Alt + N 
 Enter Doctor name and Guided by(both are optional fields) 
 Enter the treatment advised which is mandatory field 
 Click Add Button or press Alt + A 
 Enter Date, Work done, Student name, Staff name(doctor 

name) and Recall date 
 Click on Save or press Alt + S 

 

To load patient from appointment list 

 

 Click on Load Appointment or press Alt + O 
 A new window appears with the appointment list, select the 

date to see the patient appointments of that date 
 Double click on patient to load patient in Department 

Screen 
 

11.   Case Records 
                 

        11.1 Oral and Maxillofacial Surgery: 

 

 Select the  Date range and select the patient name from 
the list 

 Enter all the details, after completion of first page then go 
to page2 
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 Enter the Maxillofacial Sign(), inter oral inspection and 
other soft tissue 

 After completion of page 2, click on page3 
 Enter fracture site Maxilla, Mandible, other facial Bone 

and description 
 After completion of Page3, click on page4 
 Enter Post operative instructions Dr, post operative 

finding and treatment given 
 After completion of page 4, click on Save to save the 

details 
 Click on Print to view the Oral and Maxillofacial Surgery 

Case record Report 
 Click on Search to search the patient record 
 Click on Cancel to Clear the data 
 Click on Close to close the details 

 

      11.2 Orthodontics and Dentofacial Orthopaedics: 

 

 Enter the chief Complaints, Pre-natal History, Post-natal 
History and General History 

 Click on Clinical Examination and enter the details of 
Physical, Extra oral Examination and Smile Assessment 

 Click on Intra-Oral Examination and enter the details 
TMJ, Intra Oral Examination, Hard Tissues, Maxillary 
Arch, Mandibular Arch and Relation of Mandibular to 
Maxillary Arch 

 Click on Midline and Antero-Posterior  Relationship tab 
and enter the Midline, Antero-Posterior Relationship 

 Click on Model Analysis in that click on Treatment tab 
then enter the details of Treatment objectives, Treatment 
Plan, Retention Phase, Anchorage Consideration, 
Application Description and Appliance 

 Click on Dental VTO Initial Midline, Space Required, 
Space available, Space Gained, Diagnosis and Probable 
Etiology 

 Click on Arnett Analysis, enter the Arnett Analysis and 
Inference 
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 Click on Burstone‟s hard tissue Analysis and Inference 
 

12. Reports 
 

     12.1 Registration Statistics: 

 

 Select the Date range 
 Select the option New Visit  click on report to view the 

newly visited patients list  
 Select option Revisit  and click on Report to view the 

revisiting patients list  
 Select the option Camp visit and click on Report to view 

the camp patients list  
 Select the option All and click on Report to view the list of 

all the patients 
 Select the check box Statistics  and click on report to view 

the  statistics data 
 Click on close to close the Screen 

     

    12.2 Department wise Report: 

 

 Select the Date range 
 Select the option New Visit  and select the individual 

department or all the departments and  click on Report to 
view the newly visited Department wise patient list 

 Select the option Revisit  and select the individual 
department  or all the departments and  click on 
Report to view the revisiting  Department wise
 patient list 

 Select the option Camp visit and select the individual 
department or all the departments and  click on Report to 
view the Department wise Camp visiting patient list 
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 Select the option All and select the individual department 
or all   click on Report to view the list of all the 
patients 

 Select the checkbox Statistics  and click on report to view 
the statistics data 

 Click on close to close the Screen  
 

 

     12.3 Lab and Radiology 

 

 Select the Date range 
 Select the option Group wise and select the individual 

Group   or all  and  click on Report to view the group 
wise lab  patient  list 

 Select the option Test wise and select the individual test 
or all   and  click on Report to view the test wise lab  
patient list 

 Select the check box Statistics  and click on report to 
view the statistics data 

 Click on close to close the Screen  
 

      12.4 Treatment wise:  

       

 Select the Date range 
 Select the Department from the list  and select the 

individual treatment  or all  and  click on Report to view 
the Treatment Wise  patient  list 

 Click on close to close the Screen  
  

      12.5 Appointment Report: 

              

 Select the Date range 
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 Select the option Department wise and select the 
individual Department or all  and  click on Report to 
view the Department  Wise  Appointments of patients 

 Select the option Doctor wise and select the individual 
Doctor  or all  and  click on Report to view the Doctor 
Wise Appointments of patients 

 Click on close to close the Screen  
  

      12.6 Collection Report 

               

 Select the Date range 
 Select the option List  and  click on Report to view the 

Collection Wise List of patients(Received Amount from 
the patients) 

 Select the option Details  and  click on Report to view 
the details of patients Collection Wise(Received Amount 
from the patients) 

 Click on Close to close the Screen  
 

12.7 User Wise Collection  

 

 Select the Date range 
 Select the user from the list, click on Report to view the 

User Wise Collection list of patients(Received Amount 
from the patients) 

 Click on Close to close the Screen  
 

12.8 Patient Dues: 

      

 Select the Date range 
 Click on Report to view the list of Patient dues Report 
 Click on close to close the Screen 
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     12.9 Department Wise Collection: 

 

 Select the Date range 
 Click on Report to view the list of Department wise 

Collection Report 
 Click on close to close the Screen  
 

12.10 Registration Fee Wise Collection: 

 Select the Date range 
 Click on Report to view the list of Registration Fee wise 

Collection Report 
 Click on Close to close the Screen 
 

      12.11 Refund Report: 

 

 Select the Date range 
 Click on Report to view the list of Refund  details  

Report 
 Click on Close to close the Screen 

 

      12.12 Statistical Report:- 

 

 Select the Date range and  select Registration  Option, 
click on Report to  view the registration statistics  details  
Report  

 Select the Date range and  select Department  Option, 
click on Report to  view the department statistics  details  
Report  

 Select the Date range and  select Area  option, click on 
Report to  view the area statistics  details  Report  

 Select the Date range  and  select Gender  option, click 
on Report to  view the gender  statistics  details  Report 
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 Select the Date range  and  select Age  option click on 
report to  view the age  statistics  details  Report 

 Click on Close to close the Screen 
 

       12.13 Personnel Report: 

 

 Select Department  option and select the Department 
from the list(single or all), click on Report to  view the 
Employee department wise  details  Report  

 Select Category  option and select the Department from 
the list (single or all) 

 Click on Report to  view the Employee category wise  
details  Report 

 
 
 

Addendum: 1. 

 

SL NO Description 

1  To design a new Case Record screen for OMRD 
Department. 

 

2  Billing and Receipt, generate in one single screen 
giving an option of receiving whole amount or only 
generating bill with receiving no amount. 

3  To design a Statistical Report, registration wise with 
new visit and revisit count and its ratio with total 
average 

4  Statistical Report, Department wise with 
Department name,age & sex, address , date, Bill no 
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1 Case Record: 

 

1.1 Oral Medicine and Radiology Dept: 
 

 Select the date range 
 Select a patient from the list 
 In page 1 enter all the details, then go to page 2 then 

page 3 fill all the details 
 Press save button, to save all the records of that 

particular patient. 
 Press Search button to get the patients with their 

complete case records 
 Print button to preview the report 
 Close button to close OMRD case sheet form  

 

2 Transaction: 
 

2.1 Billing: 
 

 Select the date range 
 Select a patient from the list of whom Bill is to be 

generated. 
 Receipts also can be generated to patients who pay full 

amount with discount options. 
 Press New button to select the services given to that 

particular patient from the tree view list. 
 If only Bill is to be generated,then make receive text box as 

0 amount  

,Opno and total count with summary of Registration 
Statistics with its visit and revisit count. 

5  To Re-align the screens by changing the resolution 
to 1024*768 and also change the background 
colours of the screen  with font size verdana 8  
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 If bill cum receipt is to be generated, then leave receive 
text box with whole amount. 

 Press save button to save the billing screen. 
 Print button is pressed to view the report Bill or Bill cum 

Receipt. 
 Edit option is also given ,only if the amount is not paid. 
 Close button to close billing screen. 

 

3.  Reports: 

 

   3.1 Statistical Report: 

        3.1.1 Registration: 

  

 Select Date range 
 Select the option registration 
 Click on Report to display the report with visit and revisit 

count of the patients between the date ranges with their 
ratio. 

 

3.1.2 Department: 
 

 Click on option department 
 Click on option new visit by selecting departments from 

the list, press on Report, patients visit details acc. To 
their department and their total count will display 

 Click on option Revisit by selecting departments from 
the list, press on Report, patients revisit details acc. To 
their department and their total count will display 

 Click on option all by selecting departments from the 
list, press on Report, patients visit, revisit details acc. To 
their department and their total count will display. 

 Press Close button to close the screen 
 



 
 

105 | P a g e  
 

 

 

 

 

 

CiftDento software 

User Manual 

 

CIFTECH SOLUTIONS PVT LTD 

# 488 B, 4TH FLOOR, 3RD BLOCK 

KIADB BLDG, PEENYA 2ND STAGE 

BANGALORE 560058 

TEL- 080 28367373/7474 

Email – ciftechsolutions@gmail.com 

Ciftech2011@rediffmail.com 

URL – www.ciftech.net 
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