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This guide will help you print reports including the Daily Appointments report. 

I. Daily Appointment Report 
As a safeguard, it is SBC practice to either print the Daily Appointment Report the night before or first-
thing in the morning.  This way if NextGen goes down, you’ll still know the appointments each provider 
will have in your clinic.  

A. Opening Report 

1. Click on the Reports icon on the toolbar 

 
2. Under Report Type, select Appointment Reports 

 
3. Double-click on Daily Appt Report 

B. Configuring Report 

1. Click on Filter 1 and select the date for the appointments you want to print. 
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2. Click on Locations, click on the folder, double-click on your clinic and Click OK. 

 
3. Click OK on the report and it will run. 

C. Printing Report 

1. Once the report pops up, click the Print button.  This will print to your default printer. 

 
Note: Providers can also print their own appointment listing from Reports > Scheduling > Daily Appointments on 
the menu bar. 

II. Recall Plan Report 
To retrieve a report of all your recall plans, follow this procedure.  

A. Opening Report 

1. Click on the Reports icon on the toolbar 
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2. Under Report Type, select Recall Plans 

 
3. Double-click on your report. 

4. On the next screen, click on the OK button. 

5. To access a patient’s chart, double-click on his/her information. 

 
6. When finished, close the chart and you will be brought back to your report. 

 

Congrats!  You are done with this How-to Guide! 
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