
Bridge-IT Tutorial 
 
Welcome to the tutorial which will guide you step-by-step through some basic features of the Bridge-IT 
dental practice management system. 
 
This tutorial will take you through:- 
 

 Booking, editing and moving appointments 
 Editing a patient record 
 Performing dental charting 
 Creating estimates/plans for courses of treatments 

 

The Bridge-IT Home Page 
 
This is the Bridge-IT home page which allows you access to the different areas of the program.  As your 
mouse hovers over the home page pictures, a description of the area is displayed.  Although the home 
page will disappear when you select one the functions, the same sections of the program can always be 
accessed using the Navigation bar on the left.  This Navigation bar is always present ensuring you can 
quickly move from one area to another.  You can return to the home page at any time by selecting 
“Home” from the navigation menu. 

Home Page 
 

 
 
 



The Appointment Diary 
 
Select Appointment Diary from the Home Page or from the Navigation menu.  In order to help you 
visualize the diary page, the demo program will automatically add some appointments to the current 
day.  It will then display the following screen:- 
 

Appointment Diary 
 

 
 
Before adding an appointment, we can configure the diary to work the way your practice works.  Notice 
the Diary Settings tab on the right of the screen.  Amongst the things you can change in the diary are 
the following:- 
 

 12/24 hour format 
 Start and end time of the diary to match your practice opening hours 
 The interval between minutes i.e. 5 mins, 10 mins, 15 mins etc. 
 Timeline view so you can see at a glance where you may have openings in your diary 
 Colourization of diary so that each provider can have their own colour 

 
Once you have set the diary settings to your requirements, change back to the Schedule tab. 
 
 
 
 



You can view the diary of multiple providers at the same time.  Any providers working at your practice 
will be listed under Staff Appointments on the right hand side.  In the demo there are just four 
providers available but you can have as many as you like.  You can choose which providers appear in the 
diary by ticking or unticking the provider name in the Staff Appointments list. 
 
 

Creating an Appointment 
 
Let’s imagine that the telephone rings and Mr Luke Johns is calling to ask for an appointment with the 
dentist next Thursday.  Mr Johns is a long term patient so we know he already registered at the practice. 
 
1. First, select next Thursday by clicking on the relevant date on the calendar on the right. 
2. Select a time in the diary which is available (in the demo the diary will be clear but of course 

normally you would just choose an empty time slot) 
3. Double-click on that slot to open Appointment Editor. 
4. Notice That Bridge-IT has already filled in the date, time and staff member for you.  The only field 

you must fill in is who the appointment is for. 
5. Click the search  button at the end of the patient field.  Clicking this button will display the Find 

Patient window. 
6. Make sure the cursor is in the Last Name box, type “at” and then press Enter.  This will display a list 

of all patients whose last name starts with “At”, in this case it will show Mr Luke Johns.  Click on his 
name and then click OK (or you can double-click anywhere on her name). 

7. Notice that he now appears in the patient box of the Appointment Editor.  If we want to we can now 
set other details about the appointment.  This can be useful but is not mandatory. 

8. Any drop down box which has a yellow folder  next to it is completely user configurable.  This 
means that your practice decides what you want to see in those drop down boxes.  For example, 
click the down arrow on the “Treatment to be given is” drop down box and you will see a list of 
treatment categories.  These are just some entries that we put in for the demo version but you can 
change any or all of them. 

9. Select “Bridge Fit” from the list and notice the length of the appointment is automatically updated to 
30 minutes (again you can set the length of time for each treatment category to whatever you 
want).  You can choose a location, an appointment category i.e. NHS, Private and an appointment 
status. 

10. Now you can Save and Close the appointment and you will see it appear in the diary. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Moving an Appointment 
 
A little later on, Mr Johns calls back saying he can no longer make his appointment on that date and 
time so you need to move it to a different time. 
 
You can do one of three things.  If you want to move the appointment to a different time on the same 
day:- 
 

 Click and HOLD DOWN the left mouse button on the appointment you just created (somewhere 
in the middle rather than the border). 

 While still holding the button down, move the mouse up or down and you will see this moves the 
appointment.  When you get to an appropriate time slot just let go of the button. 

 
If you want to move the appointment to a different day altogether you can do a similar thing i.e. hold 
down the left button on the appointment, but instead of dragging the appointment within the current 
day, you simply drag the appointment over calendar on the right where you want to put it and then let 
go of the button when your mouse is over the date you’ve selected.  This will move the appointment to 
the day you just dropped it onto. 
 
Let’s imagine you don’t have the time to find a new slot for the appointment right now and want to do it 
later on.  In this instance:- 
 

 Click and HOLD DOWN the left mouse button on the appointment you just created.   
 While still holding the button down, move the mouse over the appointment store area on the 

right and let go of the button.   
 
This will add the appointment to the appointment store.  At any time in the future you can then drag the 
appointment from the appointment store and let it go anywhere on the diary to move or copy it to that 
slot.  This is often useful for patients who are waiting for a cancellation slot for example (although there 
is a separate section for the handling of those awaiting cancellations). 
 
Congratulations, you have completed the basic appointment diary tutorial!  Of course there are many 
other functions that you can use in the diary.  These include:- 
 

 Finding an available appointment slot, so the program will search for an appropriate space in the 
diary for you (this can be used to search for a space for both a dentist and hygienist together). 

 Blocking appointment slots for holidays etc. 
 Virtual waiting room so that providers are notified of who is waiting to see them. 
 Creating a task list for sending messages and tasks to different staff members or as self 

reminders. 
 Colourizing diary areas for specific reasons (i.e. emergency only appointments etc) 
 Appointment confirmations / cancellations 

 
 
 
 
 
 
 
 



Editing a Patient Record 
 
You can open a patient record directly from the diary by right mouse clicking on an appointment and 
selecting Open Patient from the menu that appears, however you can also open a record from the 
Patients list.  Try selecting Patients from the navigation bar on the left.  This will display the list of 
patients currently registered with the practice. 
 
Let’s edit the patient record for Mr Luke Johns.  To do this double-click anywhere on the row containing 
Mr Johns details.  This will display the full patient record as shown below. 
 

Patient Record 
 

 
 
The patient record is divided into tabs along the top that allow you to view different aspects of the 
patient’s details.  The tabs are divided into the following sections:- 
 

 Contact – All the contact information relating to the patient including work details. 
 Patient – Various other details about the patient including occupation, DOB, when the patient 

joined, correspondence and financial information.  Note that wherever you see a yellow folder, 
this means you can edit what you see in drop down boxes. 

 Charting – All treatments administered to the patient, past, present and future. 
 Perio – Allows you to enter both basic and full six point periodontal exams. 
 Denplan – Full integration with DEPPA assessments. 



 Visual Notes – They say a picture says a thousand words, well now you can choose an image of a 
particular tooth or the whole mouth and draw onto the image to visually represent what you 
want to say. 

 Appointments – A list of all the patients appointments, past present and future. 
 Accounts – A Complete history of the patient’s financial status including invoices, payments, 

credit notes and refunds. 
 Recalls – The program stores the last date the patient came in and when they are due to come 

back again.  The time interval can be adjusted to suit the individual patient’s needs. 
 Documents – Stores a copy of all letters that have been generated to this patient and also allows 

you to scan any documents you receive from the patient directly into the patient record 
(requires scanning module) 

 Correspondence – A complete record of any and all correspondence you’ve ever had with the 
patient including e-mails, SMS text messages and letters. 

 Referrals – Full integration with FDS consultants Online Dental Referrals system. 
 Education – 3D animations and leaflets to help your patient understand their medical 

treatments. 
 Consent – In compliance with GDPR May 2018, this enables you to record the consent of your 

patients and will only permit you to send information that the patient has specifically consented 
too. 

 
When you make changes to the patient record you can do one of 3 things:- 
 
1. If you want to keep those changes and exit from the patient record you press the SAVE AND CLOSE 

button at the top of the screen. 
2. If you want to abandon the changes you’ve made you press the ABANDON button. 
3. If you want to save any changes you’ve made but keep the patient record open you select the SAVE 

button. 
 
These same buttons are present throughout the program on almost all dialogues and perform the same 
function wherever you are in the program. 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 



Performing Dental Charting 

 
Let’s imagine Luke Johns arrives in your surgery.  He is a new patient so we’re going to have to start 
charting from the baseline.  Select the Charting tab and you will see the following screen appear:- 
 

Dental Charting 
 

 
 
If this is the first time you have entered the Charting area, the program will show you how you can 
adjust the size of the charted teeth area to make it suit your screen size.  Basically the larger the screen 
you have, the bigger the teeth in the chart get.  Notice that on the left you can view the patient’s 
permanent or deciduous teeth by choosing the appropriate option.  Bridge-IT will store how you like to 
view this patient’s teeth, so any adjustments you make will be remembered the next time you open this 
patient record. 
 
Let’s start charting:- 
 
1. Firstly we said this is the first time Mr Johns has seen us, so we need to perform some base charting 

(known as foundation charting in Bridge-IT).  So select Base from the view options on the right of the 
teeth.  Notice that the Courses area of the left now switches to Base mode. 

2. Mr Johns has some missing teeth, so select MISSING from the list on the right hand side. 
3. Now click the left mouse button on UR6 and UR5 in the chart.  You will see the teeth disappear. 
4. Mr Johns also has a bonded crown on LL7, so select one of the crowns from list and then click on 

LL7. 
 



Please note – The treatments on the right hand side were just one’s we entered for the demo.  You can 
add or change the treatments to match how your practice works.  For example you can use you own 
treatments codes, description, colour, price etc.  We have made the program extremely flexible so you 
can set up the program to work the way you work. 
 
Well done!  You have now completed the base chart for Mr Johns. 
 
However after an examination you find that Mr Johns requires further treatment.  Let’s perform some 
additional charting:- 
 
1. Switch from Base to the All view on the right hand side of the chart. 
2. The first thing we have to do is add a course of treatment for the patient, so select Add Course 

under the courses box on the left.  This will add a new course of treatment to the chart and 
automatically add one appointment to the course. 

3. Mr Johns requires an MOD filling on UL5, so choose Amalgam Filling from the list on the right and 
click on the MOD surfaces of UL5.  Notice the colour of the tooth surface changes as you select it.  If 
you make a mistake, just click on the tooth surface again to remove it. 

4. In the next appointment we are going to put a bridge over UR6 and UR5.  To do this click on the 
Course on the left. 

5. You will see the Add App link under box become enabled, so press Add App.  You will now see 
Appointment 2 appear under the course. 

6. Now select BRIDGE from the list on the right and click on the first retainer tooth UR7.  This will mark 
the start of the bridge. Now click on UR4. 

7. The range of teeth this bridge covers will now be displayed in the dialogue that pops up.  You can 
change whether a tooth is a retainer, pontic or wing by simply clicking anywhere on it.  Click on UR6 
and then on UR5.  They will both change to Pontics. 

 
The box should now look like this:- 
 

Charting a Bridge 
 

 
 



Now select OK and you will see the bridge appear in the chart.  Notice that because we have set up the 
bridge to require 3 appointments, in courses box the program has automatically added the necessary 
appointments to our course of treatment.  We have configured the stages for Prep, Try In and Fit and 
also set it so the patient is charged varying amounts according to the stage. You can of course change 
this to any number of stages and also set the amount charged at each stage. 
 
Your chart should now look like this:- 

Dental Chart 
 

 
 
By all means try choosing different treatments from the list and then adding them to the chart.  There 
are different graphics for each type of treatment so for example an Implant displays a screw fit for the 
root of the tooth, a root filling shows the treatment going into the root of the tooth etc. 
 

Creating an Estimate for the Patient 

 
Now we want to give Mr Johns an estimate for the work that is going to be done.  Look at the Common 
Tasks area at the bottom of the screen.  You will see options to Create Estimate and Create Plan which 
are very similar but have the following differences:- 
 

 Estimate – This will display only treatments in the course that are yet to be completed.  Any 
completed treatments will not be displayed as it is an estimate of work yet to be done. 

 Plan – This will print all treatments outlined in the course whether they are completed or not. 
 
Click on Create Estimate in the Common Tasks area.  If you have not saved the patient record up till this 
point you will be asked to save the patient now.  You will then see a dialogue which gives you the option 
to display a graphical view of the chart on the estimate.  You have the following options:- 
 

 No Chart – Does not display the chart on the estimate. 
 Planned Chart – Displays the chart with only planned treatments for that course of treatment 

(this is obviously the most common option). 
 Use My Currently Displayed Chart – Displays the chart as it is currently being displayed on the 

screen. 
 
Select the Planned Chart and press the OK button. 
 



This will display the estimate on the screen which can be printed and given to Mr Johns. 
 
Please note – Every form, such as the estimate, plan, invoice, receipts etc can be modified to match your 
practice image by using your own logo and changing the way the documents look.  The estimate you are 
viewing right now is simply the standard one that comes with the program. 
 

Tutorial Summary 
 
Congratulations!  You have completed the demo tutorial.  The purpose of the tutorial is to work through 
some of the basic features of Bridge-IT.  There is obviously far more functionality than we could ever 
cover in this short tutorial. 
 
We recommend that you take the time to experiment for yourself with the software.  Obviously if you 
have any questions on how the program operates we encourage you to contact us. 
 
Contact Details 
 
Software 4 Dentists 
Phoenix House 
32 Main Road 
Dowsby 
Bourne 
PE10 0TL 
 
Tel: 0800 612 4675 (Local rate call) 
E-Mail: enquiry@software4dentists.co.uk 
 


