
Access the performance tracker
https://app.performancetracker.co.uk

All the information inputted into the performance tracker is used to build the ongoing reports that can be pulled to show you 

the overall performance of your practice, and therefore it’s crucial that the information is both correct and complete so this this 

does not distort the true picture of your progress.

Daily KPIs
In the left hand column click on Daily KPIs

If you have access to more than one practice – remember to select the correct one form the dropdown where the 

practice name is

Then make sure you are entering on the correct date. It’s very easy to enter against an incorrect date, 

especially if completing retrospectively.
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Non Automated KPIs – For practices that do not have automated KPIs you will need to ensure that your Google Sheets are 

up to date before transferring any info. When you are happy that the Google Sheets are acccurate the easiest way to do this 

without flicking between different tabs on your screen is to either:

1) Split your screen with both pages

Here is a 1 minute tutorial video on how to do this

https://www.youtube.com/watch?v=mi57Cd6R02U

Or,

2) print the ‘Weekly Summary’ tab from your Google Sheet and copy in the summary for each day onto the performance 

tracker

The information from the Weekly Totals tab on the google sheet should be re-entered onto the Daily KPI page of the 

Performance Tracker. The only information that you will need to pull elsewhere is the ‘Available Appointments’ which is the 

first line that you input. This number should reflect the total number number of appointments that are avaialble on each day 

(whether they are booked or not).

Contact Lens Direct Debits
As contact lens direct debit payments do not go through the till, but ultimatley make up part of your turnover they need to be 

added onto your Daily KPI tab. This goes in as a single amount (the total of the contact lens direct debits for the month) and is 

entered on the last Sunday of every month on the Total Contact Lens Sales line.

NB.Do not add any direct debit amounts relating to spectacle payments as these will have already been taken into account in 

previous daily sales entries.

Hearing Care Commisions
For practices that provide Amplify hearing services, you will earn a % of comission based on the sales that are made from 

your practice. Once you receive your statement with your commission total, this figure needs to be added onto the Other 

Professional Fees line on your Daily KPIs on the first Sunday of the month.

V1.0 - 17th June 2020

 

 

Non Automated KPIs – For practices that do not have automated KPIs you will need to ensure that 
your Google Sheets are up to date before transferring any info.  When you are happy that the 
Google Sheets are acccurate the easiest way to do this without flicking between different tabs on 
your screen is to either: 

1) Split your screen with both pages  

 
 
Here is a 1 minute tutorial video on how to do this 
https://www.youtube.com/watch?v=mi57Cd6R02U 
 
Or, 

2)  print the ‘Weekly Summary’ tab from your Google Sheet and copy in the summary for each 
day onto the performance tracker 

The information from the Weekly Totals tab on the google sheet should be re-entered onto the Daily 
KPI page of the Performance Tracker. The only information that you will need to pull elsewhere is 
the ‘Available Appointments’ which is the first line that you input.  This number should reflect the 
total number number of appointments that are avaialble on each day (whether they are booked or 
not). 

Contact Lens Direct Debits 

As contact lens direct debit payments do not go through the till, but ultimatley make up part of your 
turnover they need to be added onto your Daily KPI tab.  This goes in as a single amount (the total of 
the contact lens direct debits for the month) and is entered on the last Sunday of every month on 
the Total Contact Lens Sales line. 

NB. Do not add any direct debit amounts relating to spectacle payments as these will have already 
been taken into account in previous daily sales entries. 

 

 

 

 

Non Automated KPIs – For practices that do not have automated KPIs you will need to ensure that 
your Google Sheets are up to date before transferring any info.  When you are happy that the 
Google Sheets are acccurate the easiest way to do this without flicking between different tabs on 
your screen is to either: 

1) Split your screen with both pages  

 
 
Here is a 1 minute tutorial video on how to do this 
https://www.youtube.com/watch?v=mi57Cd6R02U 
 
Or, 

2)  print the ‘Weekly Summary’ tab from your Google Sheet and copy in the summary for each 
day onto the performance tracker 

The information from the Weekly Totals tab on the google sheet should be re-entered onto the Daily 
KPI page of the Performance Tracker. The only information that you will need to pull elsewhere is 
the ‘Available Appointments’ which is the first line that you input.  This number should reflect the 
total number number of appointments that are avaialble on each day (whether they are booked or 
not). 

Contact Lens Direct Debits 

As contact lens direct debit payments do not go through the till, but ultimatley make up part of your 
turnover they need to be added onto your Daily KPI tab.  This goes in as a single amount (the total of 
the contact lens direct debits for the month) and is entered on the last Sunday of every month on 
the Total Contact Lens Sales line. 

NB. Do not add any direct debit amounts relating to spectacle payments as these will have already 
been taken into account in previous daily sales entries. 

 

 



For Practices with Automated KPIs
Each morning you will receive an email with your previous days figures as produced from Optix. 

In both cases, remember that you still need to put in how many ‘Available Appointments’ there were each day in the top line.

Invoices and statements (Frames / lenses/CLs/Accessories)
The purpose for this is for you to be able to see your cost of sales in relation to turnover and it will also add into the overall 

picture of calculating your gross profit margin.

Click on the Supplier Invoices tab on the left-hand side.

You need to this by either invoice or statement. Processing both will effectively double your spend and inflate your COS.

Again, this is by practice so ensure that you are on the correct one from the list if you have more than one.

Select the date (remember to click ok).

Then select the type of product.

Select the supplier. If the supplier is not on the list choose ‘other’.

Enter invoice number – If you are inputting by statement:

• Type ‘statement’ in this box if there is no document number

• Make sure all invoices are checked off to and attached to the statement

Once paid you can tick the Paid box.

In payment detail you can enter BACS etc. Although if your supplier was ‘other’ please put who it is in here.

Entering your net amount will automatically calculate your VAT and gross amounts.

NB.If you are paying by statement where the VAT is included, work backwards, and enter the gross amount first and again the 

rest will auto populate.

Once paid, all invoices and their accompanying statements should be sent to the accounts team at HQ.

Occupancy Costs
Your occupancy costs are anything that is related to the premises that you are in and cover the following categories:
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Each setction is to be completed with the relevent detail and amounts.  Ensure that VAT is only 
allocated where this is actually included as part of the cost.  

 

 

For rent, rates and insurance, an annual overall figure can be entered as model, but make sure that 
the amount has been correctly entered into the table each month.  

 

The Utilities section covers electric, gas and water. These should be entered as and when your bills 
come in (and should be split per practice if more than one is on the same bill) 

Where these bills are quarterly, it is helpful if you annotate them as such in the invoice number box 
as per example below 

 

 

 

 

 

The Maintenance section is to record any costs related to maintaining the premises (not 
equipment).  

Examples of this could be, but are not linited to: 
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split per practice if more than one is on the same bill).

Where these bills are quarterly, it is helpful if you annotate them as such in the invoice number box as per example below.

The Maintenance section is to record any costs related to maintaining the premises (not equipment).

Examples of this could be, but are not linited to:

• Plumbing

• Electrics

• Roof repairs etc

These costs are again added in the same way with the relevant information in the correct field.
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External Costs 

External coats are split into the below categories:  

External Costs  
Postage All costs relating to posting items out 
Telephone & 
Internet Phone bills / line rentals / broadband 

Stationary Pens / paper / envelopes / printer cartridges 
Bank Charges Monthly charges applied to your account by the bank / PDQ rentals 
Software & IT PMS fees /IT equipment -  printers / VDU screens etc 

Staff Ent/ Training Any costs associated with staff training / Practice events 

Cleaning 
Any costs relating to cleaning services and products (cleaner / window 
cleaner) 

Finance & Back 
Office HO2 Management fees 

Motor Travel expenses i.e. fuel / train tickets reimbursement as per policy 

Marketing 
Costs incurred for marketing materials and promotions (leaflets / posters 
etc) 

Sundry Ophthalmic drugs / tea / coffee / toilet rolls etc 

Other External 
Anything that does not relate to the above e.g Professional registrations 
(ABDO/GOC/ FODO) / PPE 

Capital Expenses 
All Capital Expenditure needs to be cleared with Imran and your Practice 
Buddy 

  

Any costs relating to each of these areas should be added in the correct tab.  For items such as 
postage, stationary, cleaning and sundry etc.  you may not have an invoice number as many of these 
will be petty cash over the counter purchases. In these cases, please provide a description of what 
was purchased, e.g. stamps, printer paper, tea & coffee. 



External Costs
External coats are split into the below categories:

Any costs relating to each of these areas should be added in the correct tab. For items such as postage, stationary, cleaning 

and sundry etc. you may not have an invoice number as many of these will be petty cash over the counter purchases. In these 

cases, please provide a description of what was purchased, e.g. stamps, printer paper, tea & coffee.

Labour Costs
In the left hand column click on Labour Costs

If you have more than one practice – remember to select the correct one from the dropdown where 

the practice name is

Each month once your payroll data has been confirmed, (as a total for each practice where there is more than one) 

please enter the:

• Gross Pay

• Employer NI contribution

• Employer pension contribution

• Locum – this is your total locum spend in each practice for that month

If you have multiple practices where staff work in more than one place, you need to ensure that this represented by splitting 

the hours per practice each month on the spreadsheet provided by Payroll. You will then receive a practice by practice 

breakdown of the amounts you need to enter for each location.
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