
Using the export features of your Practice Management Software 

We want you to have access to your data anytime you want it. Therefore, we have created multiple 

options for retrieving your data from your software. 

 Using the built in Export inside Utilities 

You can export the entire database to Excel readable files called 

CSV Files. It is raw text separated by commas. To access this 

utility, click on File from the main menu. Then click on the 

Utilities link on the menu. You will see a window as shown here. 

From here, click on the Data Tools option from the menu pane 

on the left. Then click on the buttons that says Export Data to 

CSV. 

Once you 

do this 

you will 

see a 

window as shown here.  From here, you can 

choose what you would like to export.  Everything 

is selected by default. Next to the selection box, 

you will see the name the files will be exported to. 

Simply click on start and the program will export 

the data. This process can be done as often as you 

like. 

 

 

Using the Export option for Specific Reports 

Almost all reports in your practice management software have built in export options on the report 

preview. To view this, simply run a report. For this example we will use the Income Report. Once you see 

the report preview, you will see an option on the menu called Export. Once you click on Export you will 

see a menu option as shown below. From here, 

you can export 

the report to 

Excel, Word, 

ASCII (which is 

raw text) an html file, or even an xml file. Once 

you click on of these buttons the report will 

create the file and open it for you. 


