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Networked Systems:   The Upgrade Data should be performed on 
the server.   
 
If this is not the SERVER COMPUTER,  proceed to Upgrade 
Data. Select Update/Upgrade Manually.  You will be prompted to 
select the database.  It is necessary for you to know the identity 
of the server computer and the path of your data to the server.  
If you cannot locate the computer that is your server, call Lab 
Manager Technical Support.  If you are not on the server, the 
path WILL NOT BEGIN WITH  C:\ .   
 
Once you have selected the correct path, click START.  Do not allow anyone on the network to open Lab 
Manager while the Upgrade is processing.  
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SEVEN STEPS TO PERFECT STATEMENTS 

 
At the end of each month, you will want to send each of your doctors a statement of all activity for that 
month.  The exact day you print statements and close the month is not important.  Most people close the 
month within a day or two of the actual end of the month, however, you can close on any day. 
 
Step 1:  Print all invoices you want to appear on the statements.  Print the YTD Invoice Register to 
verify (See Figure 1).  If the invoice is not on the report, it 
won't be on the statement. 
 
Step 2:  Enter all payments (checks) deposited in the bank 
this month.  This is done in the Account entry screen.  
Remember, you want Lab Manager’s total monthly cash 
receipts (checks and cash deposited in the bank) to match 
your bank statement.  Print the MTD Cash Receipts 
Journal (See Figure 1) to verify all payments have been 
entered correctly. 
 
Step 3:  Print the Aged Trial Balance Report.  (See Figure 
1).  This is the most important report you can print each month.  
This monthly summary shows you each doctor's beginning balance, his current sales (invoices), his total 
monthly payments (cash receipts) received, past due balances in the 30, 60, 90 day fields, any service 
charges and his total amount due as of that moment.  It is a quick picture of what your statements will 
say before you actually print them. 
 
This is the time to catch any incorrect balances, before you print your statements.  If you find an error 
on any of these reports, correct the error and reprint your reports. 
 
Step 4:  Print any other desired accounting and production related reports so that you have a record of' 
what was sold, produced, and owed (See Figure 1).  
Check the reports and if a problem is found, correct 
it and reprint all reports affected by the change.  
Make sure all data on the reports is correct before 
proceeding. 
 
Step 5:  Do your monthly backup.  If you are unsure 
how to do a backup, see BACK UP" procedure covered 
elsewhere in this manual. 
 
Step 6:  Print statements for all accounts (See 
Figure 1).  Check over the statements before 
answering the question "Did the statements print 
OK."   If you find a problem answer NO, correct the 
problem, reprint any related reports, and reprint 

Figure 1 

Figure 2 



 PAGE 125 
 

statements.  If all of the statements printed correctly, answer YES and Lab Manager will proceed to End 
Of Month Processing which closes the month. 
It is very important that ALL statements get mark statemented by answering “Yes” to the question “Did 
all statements print OK.”  If you answer “No” then none of the cases are marked statemented.  Cases 
that are not marked statemented will not get processed during End of Month processing and that will 
cause your account balances to be wrong.  Therefore, if you are in doubt and you have printed 
statements for all accounts and you have not yet closed the month, proceed to the statement menu 
(Figure 2) and click on the Preview button.  When the first statement is visible in the preview window, 
press the ESC key to exit and then answer the question “Did all statements print OK” by clicking “Yes.” 
 
If a problem is found after the month is closed, the only way to correct the problem is to restore a 
BACK UP of the data made just before closing the month.  This is why it is very important to backup your 
data each month before closing.  If something goes wrong during the month end closing, the BACK UP is 
your only salvation. 
 
A few words before we do "End of Month" (EOM) processing.  This process updates the material inven-
tory, applies payments to the account balances, ages the accounts, computes service charges, archives 
the cases that have been statemented and prepares Lab Manager for the next month. 
 
This function MUST be performed after printing statements at the end of the month before you start 
the next month. 
 
Step 7:  Closing the month.  At the End Of Month 
Processing screen (Figure 3), select the month you 
are closing using the drop down list box labeled 
Month to Close and then click on the Start 
Processing button.  Lab Manager will keep you 
informed of what it is doing in the status window 
above the “Month to Close” field.  When the status 
window tells you that the process is complete, click 
on the Exit button and you are finished closing the 
month.  

Figure 3 



 PAGE 126 
 

Figure 1 

Figure 2 

Figure 3 

Figure 4 

USING THE CASE COMPLETION SCREEN 

 
The case completion screen in Lab Manager is designed to be 
used on a computer in or near the laboratory within easy access 
of the technicians.  When a step is completed, the technician can 
use this screen to inform Lab Manager that he or she has 
completed a certain step on a case so that a technician 
production report can be printed.  Also included on this screen 
are buttons for the technicians to “Clock–in” and “Clock-out” 
with, for the purpose of tracking the amount of time worked. 
 

You can find the Case Completion screen by going to the Utility 
Menu and then clicking on “Bar-code Scanning.”  At the Bar-code 
Scanning screen click on the “Case Completion” button. 
 

CASE COMPLETION SCREEN 

 
To use the Case Completion screen shown in Figure 1, use the 
buttons to the far right to locate the case you want.  The First 
and Last buttons will update the screen to show the first or last 
cases in the list.  The Next and Previous buttons will move the 
cursor down or up one case at a time to select a given case.  The 
black triangle to the far left of the table indicates which case is 
currently selected.  When you have selected the case you are 
looking for, use the Select button at the lower right.  This 
causes the table in Figure 2 to be shown listing all of the 
products related to the selected case. 
 
Use the same buttons to find the appropriate product and then 
use the Select button to select it.  In many case the first 
product will be the correct product, so you need only use the 
Select button. 
 
After selecting the product, on yet another screen (Figure 3), 
Lab Manager will display a list of the unfinished steps related to 
that product.  Select the step you just completed using the same 
buttons and then use the Select button to select it.  In most 
cases the first step will be the correct step so you need only use 
the Select button. 
 
Finally, Lab Manager will display a list of technicians as shown in 
Figure 4.  Use the same buttons to the right to select the correct technician and then use the Select 
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button.  That completes the process.  Lab Manager will return to the first Case Completion screen so 
that the next technician can repeat the process. 
 

TIME CARD INFORMATION 

 
Time card information can be collected by using the Clock-in and Clock-out buttons.  To “Clock-in”, a 
technician simply needs to select the select the Clock-in button and then from the list of technicians as 
shown in Figure 4, select the appropriate name and finally use the Select button in the lower right. 
 
The Clock-out button works the same as the Clock-in button for clocking out.  
 



 PAGE 128 
 

Figure 3 

Figure 2 

Figure 1 

ADDING CLINIC DOCTORS TO AN ACCOUNT 

 
 
Clinic doctors are doctors that do not work alone but instead share 
an office with other doctors.  Clinic doctors do not get their own 
statement, instead, the statement is sent to the main office (or 
Account) with the details of each doctor in the office on the one 
statement. 
 
If you wish to send a doctor his own statement, then that doctor 
should be set up as an account not a clinic doctor. 
 
To set up a clinic doctor, start by setting up the account information for the office.  This is 
accomplished by going to the Maintenance Menu (as shown in figure 1) and click on 
“Accounts, Payments, and Preferences.” 
 

DEFINE ACCOUNT INFORMATION 
 
Set up an account with the name, address, telephone number, 
and starting balances as shown in figure 2.  Once the account 
is set up, make a note of the account number or name 
because you will need to know it when you define the clinic 
doctors that work at that office. 
 

DEFINE CLINIC DOCTORS 
 
Once the Account (or office) is set up, then the clinic doctors can be defined.  To 
do that, return to the Maintenance Menu and click on Clinic 
Doctors.  Click on the New button if necessary to create a 
new record and then select the Account (or office) by typing 
in the account number of the office or use the drop-down 
list button to select the account you set up in figure 2.  
Next, type in the name of the clinic doctor in the Doctor’s 
name field.  If more doctors are to be added to the same 
office, repeat the above process by clicking on New, select 
the same office and then type in the next doctors name in 
the name field.  
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WHAT TO DO IF LAB MANAGER WON’T START 

 

 

Deletion Order Name Type Size Date Time 
1 DAO3032 DLL 456,464 3/19/1996 11:00p 
1 MSAIN300 DLL 1,155,072 3/1/2000 8:00a 
1 MSJT3032 DLL 950,272 4/23/1999 9:22p 
1 VAEN232 DLL 10,240 3/19/1996 11:00p 
1 VBA232 DLL 1,048,848 3/8/1996 2:11p 
2 MSJINT32 DLL 35,088 3/19/1996 11:00p 
2 MSJTER32 DLL 98,356 3/19/1996 11:00p 
2 MSO5ENU DLL 92,160 3/19/1996 11:00p 
2 MSOTHUNK DLL 11,264 3/19/1996 11:00p 
2 MSRD2X32 DLL 245,520 3/19/1996 11:00p 
2 MSVCRT20 DLL 274,432 4/23/1999 9:22p 
2 VBAJET32 DLL 30,992 4/23/1999 9:22p 
3 CONV32 DLL 69,632 4/16/1999 9:52a 
3 CTL3D32 DLL 27,136 12/5/1995 11:00p 
3 GRINTL DLL 123,184 3/19/1996 11:00p 
3 MFCANS32 DLL 133,904 3/19/1996 11:00p 
3 MFCUIA32 DLL 24,576 4/23/1999 9:22p 
3 MSACCCAH DLL 67,584 12/5/1995 11:00p 
3 MSACNV30 DLL 236,800 3/19/1996 11:00p 
3 MSADTUSA DLL 189,952 12/5/1995 11:00p 
3 MSAEXP30 DLL 172,032 3/1/2000 8:00a 
3 MSAORN95 DLL 937,472 3/19/1996 11:00p 
3 MSARNREG DLL 62,976 12/5/1995 11:00p 
3 MSSETUP DLL 249,344 12/5/1995 11:00p 
3 MSWNG300 DLL 309,520 3/19/1996 11:00p 
3 OPENENU DLL 53,760 3/19/1996 11:00p 
3 SCP DLL 9,904 3/19/1996 11:00p 
3 SDM DLL 102,032 3/19/1996 11:00p 
3 SOA300 DLL 102,400 3/1/2000 8:00a 
3 TWII32 DLL 40,960 4/26/2001 2:54a 

 
Lab Manager 2000 DLL List 

IMPORTANT: If you are a Lab Manager user, make sure that you have your data 
backed up before proceeding because un-installing Lab Manager will delete 
your data (This file is usually LMData.mdb). 
 
If Lab Manager won't start after installing Office or some other program, start by deleting all of the 
#1 DLL's listed above and then un-install Lab Manager and then re-install it.  If you are a Lab 
Manager user, restore your data and use the Change Company button in the Utility Menu to re-
attach to your data. 
 
If Lab Manager still won't work, delete all of the #2 DLL's and then un-install Lab Manager and then 
re-install it. 
 
The easiest way to delete the above files is to search for each using the Windows Search feature.  
Search for each file one at a time and then delete the file right there in the search screen. 
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FORGOT TO CLOSE THE MONTH? 

 
The following describes what to do when you discover that you have two or more months of data mixed 
together in the current month. 
 
It’s the middle of the month and you have just printed an Aged Trial Balance report or an Invoice 
Register and you discover that the totals are wrong.  Taking a closer look at the Invoice Register reveals 
that there are two months of cases on the report.  Apparently, last month was not closed properly and 
now you have a mess on your hands. 
 
If this ever happens to you, simply follow these steps to correct the problem. 
 
Small Problem:  If you simply forgot to close last month and you have caught the problem early, follow 
these steps, otherwise skip to the next section titled Big Problem. 
 
Change the status of all of the Current invoiced cases to “Closed”, delete any Current Payments and then 
close the month as usual.   
 
After closing, proceed to the Report Menu and click on Invoices and then click on Preview.  When the 
first invoice appears in the preview window, press the ESC key on the keyboard and answer the question 
“Did they print OK” by clicking on Yes.  Everything should now be back to normal and there is nothing else 
to do. 
 
Big Problem:  If you don’t know what you have or you have a big mess, follow these steps; 
 
Print Reports:  Print the Invoice Register and Cash Receipts Journal for the month.  Do not change the 
starting or ending dates on the Invoice Register launch screen.  Look over these reports. 
 
Review the Cash Receipts Journal:  If you see payments that do not belong on the Cash Receipts 
Journal this month, they need to be marked Archived.  Do this by going to the Report Menu and click on 
Payment Search.  In the Search screen, click on the Search button to the far right.  You should now see 
all of the “current” payments in the table below.  Place a check in the Archived box in the table at the 
bottom of the screen next to each payment that does not belong in the current month. 
 
Review the Invoice Register:  If you see invoiced or statemented cases that do not belong, they need to 
be marked “Statemented” and “Archived.” To do this, go to the Report Menu and click on the Case 
Related tab and then click on Case Search.  Click on the Search button to the far right to see a complete 
list of all the current cases.  Place a check in the Archived check box next to each case that does not 
belong and change it’s status to “Statemented.” 
 
Repeat steps above until you see only current cases and payments.  Once all of your invoices and 
payments are correct, proceed to the next step. 
 
Starting Balances:  The next step involves correcting each doctor’s starting balance.  To do this, go to 
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the Maintenance Menu and click on Accounts, Payments, and Preferences.  Start with your first account.  
You will need to know what this account’s Ending Balance was for last month.  You can get this from last 
months statements or Aged Trial Balance report.  If you have a good copy of last month’s statement for 
each account, get the amount at the bottom of the statement (next to Please Pay This Amount), the 
grand total and place that amount into Lab Manager in the Last Month field and also into the Last Stmt 
field.  Set the Late 60 and Late 90 days fields to 0.00.  Repeat this step for each account. 
 
After you have completed the steps above, all of your invoices, payments, and starting balances should be 
correct and you can now print all of your reports, verify that they are correct, backup your data, and you 
will be ready to print statements for the current month with the time comes. 
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FLIGHTAGS REPORT 

 
For all of you who use the Flightags program, this report can be used to automatically calculate the 
number of Flightags each account has earned and print them on an easy to read report.  If you don’t 
know what a Flightag is, refer to the following section describing the Flightag program offered by 
Flightags Inc. 
 
Printing the Flightags Report 
 
Starting at the Main Menu, click on Report 
Menu.  At the Report Menu, click on 
Flightags Report.  At the next screen (see 
Figure 1), you have the option of defining a 
“Cut-off” date.  The default date is always 
the 10th of the month but you can change 
this date if you wish.  If the date is correct, 
simply click on the Print or Preview button to 
print the report. 
 
The Flightags® Marketing Program  
 
Established in 1972, Flightags is the premier marketing program for dental labs and suppliers. The 
Flightags Program is designed to help your company acheive specific business objectives, including 
increasing cash flow through early and full payment, building customer loyalty, improving customer 
retention and acquiring new accounts.  
 
How the Program Works  
 
The Flightags Marketing Program is built around the proven incentive of individual travel awards. 
Flightags Travel Awards are rewarded to your customers based on their monthly purchases, when their 
account is current and paid in full by a specific qualifying date. It's that simple.  
 
The travel awards can be redeemed at local travel agencies for credit towards the cost of any agency 
service, including airfares, auto rentals, hotel accommodations, vacation packages, cruises and more! 
Flightags Travel Awards may be redeemed at any time and there are never any restrictions on dates of 
travel or destinations. 
 
Travel Incentives..A Proven Motivator  
 
Your customers, and their spouses, love to travel. In fact, your customers are probably already planning 
their next vacation. Because the average dentist spends thousands of dollars each year for commercial 
lab work, equipment and supplies, offering Flightags Travel Awards will help you earn more of their 
business, ensure prompt payment and provide value-added service.  
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To learn more about how Flightags can benefit your business, please call (800) 521-3287 or (515) 244-
2100. The folks at Flightags, Inc. will be happy to provide you with additional information.  
 
Flightags, Inc.  
2733 6th Avenue 
Des Moines, IA 50313-4124 
Phone: 515-244-2100 or 800-521-3287 
Fax: 515-280-7600 
 
® TM Flightags, Inc., Des Moines, IA, USA © 1999 
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PRINTING MAILING LABELS USING MICROSOFT WORD 

 
1. Start MS Word 
2. At the top of the screen, click on “Tools” and then on “Mail Merge” 
3. At the next screen, click on “Create” and then click on “Mailing Labels” 
4. Click on “Active Windows” 
5. Click on “Get Data” 
6. Click on “Open data source” 
7. At the bottom of the next screen, change the contents of the “Files of type” field to “MS Access databases” using the drop down 

list button there. 
8. Now, using the upper portion of this same file dialogue box, locate your data file (usually LMData.mdb in the C:\LMWin32 folder) 

click on it and then click on the Open button. 
9. In the “Tables” window, click on “Doctor” and then click on OK. 
10. In the “Mail Merge Helper” window, click on the “Set up Main Document” button. 
11. In the “Label Options” window, select the label size or type you want to use and then click on OK. 
12. In the “Create Label” window, select the fields you want printed on the label and place them where you want them to appear.  

Start by clicking on the “Insert Merge Field” and choose the first field.  Usually, that will be “AccountName”.  This will place 
“AccountName” onto the design window.  Press the Enter key to move the cursor to the next line down. 

13. Click on “Insert Merge Field” and then click on “Address” and then press Enter to move down 1 line. 
14. Click on “Insert Merge Field” and then click on “Address2” and then press Enter to move down 1 line. 
15. Click on “Insert Merge Field” and then click on “City” and press the Space Bar once. 
16. Click on “Insert Merge Field” and then click on “State” and press the Space Bar twice. 
17. Click on “Insert Merge Field” and then click on “Zip” and click OK. 
18. Back in the “Mail Merge Helper” next to Step 3, click on “Merge” if you want to merge ALL of your doctors. 
19. To merge one some of your accounts, click on “Query Options” and select the field(s) you want to search and then type your search 

criteria in the “Compare to” field.  For example, to merge all of the account with a certain code in Lab Manager’s “Code” field, 
select the “Code” field and then place the code you want it to search for in the “Compare to” field. 

20. To sort the data into a special order such in zip code order, click on the “Sort Records” tab and select the field you with to sort 
by. 

21. Click on OK to return to the “Mail Merge Helper” 
22. Click on “Merge” and then on the next screen, click on “Merge”. 
23. Back at the main Word screen you will see the doctor names merged into the labels.  To print them, click on File (at the top of the 

screen) and then click on Print and finally on OK. 
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copy 
paste 

Creates 

Rename 

Step 1.  Windows Explorer Copy, paste and 
rename Prvmonth.mdb. 

Step 2. Lab Manager. Utility Menu, Change 
Company, Edit Database Connection, Create 
Database, Find Database. 

Step 3. Select Database.  When research is 
done, return to Change Company and select 
Current Month in dropdown. 

HOW DO I PRESERVE MY DATA IN MONTHLY FILES?   

 
From time to time, you may find it convenient to have your 
archived data appear as it did on the day of the event in 
question.   To do this, it is necessary to save each of your 
monthly backup files separately.   
 
   Once you have performed the End of Month Processing, 
exit Lab Manager.  
 
   The following directions will  walk you through the 
process for copying, renaming and displaying the file in Lab 
Manager.  Pay close attention to the use of right clicks, 
left clicks, and right and left side of the screen to help 
avoid confusion.  
 
   At the DESKTOP, right click on START, left click on 
EXPLORE.   Scroll up the yellow folders on the left and locate 
LMWIN32.  Click on the plus sign to the left of the directory.  
On the right side, locate the file PRVMONTH.MDB.  Right 
click on it and left click on COPY.  Now, go back to the left 
side and  right click on LMWIN32 (yellow folder) and 
left click on PASTE.  This will create a file on the right side 
titled, “COPY OF PRVMONTH.MDB”.   Right click on it and 
left click on RENAME. Type in the appropriate month/year 
name.  Ex: AUG2000.MDB for August, 2000. 
 
   Open Lab Manager, click on UTILITY  MENU, CHANGE 
COMPANY< EDIT DATABASE CONNECTION, CREATE 
DATABASE.  Type in the same name as the new file you just 
created from the Copy of PRVMONTH.   Click CREATE.  When 
it appears in your list, click on the description you just 
created, then click on FIND DATABASE.  The new file will 
appear in the Looking in LMWin32 directory.  Click on it, then 
click OPEN, then CLOSE.   
 
   If you do this each time you close your month, you will 
eventually have a substantial list of archives to choose from.  
Whenever you need to go to the archived data, simply select 
the company file in the CHANGE COMPANY dropdown list . 
 
REMEMBER TO RETURN TO CURRENT MONTH IN THE CHANGE COMPANTY SCREEN WHEN 
YOU HAVE COMPLETED YOUR RESEARCH. 
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Figure #1 

 

LAB MANAGER PRICE LISTS 

 
Lab Manager supports 12 price lists.  This means that 
you can charge up to 12 different prices for each 
product.  For example, lets say that when you opened 
your lab, years ago, you priced each of your products 
at the going rate ($57.95 for a PFM, $75.95 for a 
full gold crown, and so on).  At that time, all of your 
accounts paid the same $57.95 for the PFM and all 
of your accounts paid the same $75.95 for the full 
gold crown.  Now, however, you want to generate 
some new business and want to offer new 
accounts a discounted price for all of your 
products for the first 6 months. 
 
Using Lab Manager’s multiple price list feature, you would assign all of your current accounts to Price 
List #1 as shown in Figure 1.  Next, all of the new accounts that you bring in will be assigned to Price 
List #2. 
 
Finally, as shown in Figure #2, you will define 2 prices for each of your products.  The PFM product, for 
example, will have the old price of $57.95 in the Price #1 field.  Into the Price #2 field you will define 
the new discounted price of $49.95. 
 
Proceeding to the Full Gold Crown, the old price of $75.95 will be in the Price #1 field and the new 
$65.95 price will be typed into the Price #2 field. 
 
Repeat this process for ALL of your products.  Place the old price in Price #1 and the new discounted 
price into Price #2. 
 
This way, all doctors assigned to Price List #1 will automatically be billed the first price (Price #1) for 
whatever product you bill him for.  New accounts assigned to Price List #2, will automatically be billed 
the second price (Price #2) for whatever product you bill them. 
 
After six months of doing business with the new account, you will change him to Price List #1 so that he 
will then be billed the old price like all of the other old accounts. 
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ID Description Dept# #1 #2 #3 #4 #5 #6 #7 #8 

87 Acid etch 3 25.00 25.00 25.00 25.00 25.00 25.00 25.00 25.00 

11 Acrylic partial 2 70.00 75.00 85.00 85.00 85.00 85.00 85.00 85.00 

12 Acrylic partial+1 clasp 2 75.00 80.00 85.00 90.00 90.00 90.00 90.00 90.00 

16 Acrylic partial+2 clasps 2 75.00 80.00 85.00 90.00 95.00 95.00 95.00 95.00 

14 Acrylic partial+3 clasps 2 80.00 85.00 90.00 95.00 100.00 100.00 100.00 100.00 

15 Acrylic partial+4 clasps 2 85.00 90.00 95.00 100.00 105.00 105.00 105.00 105.00 

Price Lists 

List of Products 

Thursday, November 14, 20002 MAGIC CROWN DENTAL LABORATORY 

Description of your products 

Each column represents a price list. 

Lab Manager supports up to 12 different price lists.  You can assign each account to one of these price lists.  For 
example, if you assign a doctor to price list #5, then that doctor will always be charged the price found in the #5 
price list for any given product.  The object is to decide how many prices (price lists) you want for each product 
and then define those prices as shown above.  It is important that you be consistent.  That means that a doctor 
who is assigned to price list #5 can NOT automatically get a price from price list #7 or any other list.  A doctor 
assigned to price list #5 will always be billed the #5 price for all products. 
 
If you define more than one price list, then it is important that you define prices for all products for each of the 
price lists.  For example, if you define 4 price lists, then all products must have 4 prices defined even if those 
prices are the same.  In the table above, there are 8 prices defined for each product.  Notice that many of the 
products have the same price in more than one price list.  In the price sheet above, product #11, Acrylic partial, 
has a price #1 price of $70.00, price #2 of $75.00 and all of the other prices for that product are $85.00.  This is 
very common. 
 
Next, you must assign each doctor to just one of those price lists.  After you have assigned each doctor to one of 
your price lists, then Lab Manager will be able to automatically select the right price.  When you create an in-
voice for a given doctor, Lab Manager will look up that doctor’s price list number and then when you add prod-
ucts to that invoice, Lab Manager will know which price to use.  If the doctor on the invoice is assigned to price 
list #5 then the price on that invoice will come from the 5th price amount defined in the product area for that 
product. 
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Figure 1 

Figure 2 

Figure 3 

 

SETTING UP AND USING LAB MANAGER SCHEDULING 

 
 
Lab Manager schedules by production step.  These are the 
procedures that the technicians perform to make the various 
products that the lab sells to the doctors.  These “steps” might 
include procedures like Preparatory, Pour Model, Frame Wax-up, 
Frame Finish, Porcelain Buildup, etc.  These steps are defined in 
the “Production Steps” area in the Maintenance Menu.  Figure 1 
shows an example of the screen used to define these steps. 
 
Start by defining the most important production steps using the 
screen shown in Figure 1.  Click on the Add New button to enter 
each new step.  Fill in information next to the blue fields.  The 
Description is the name of the procedure such as “Preparatory.”  
Code is optional and is an abbreviated description.  Days to finish 
tells Lab Manager how many days it takes to finish that step.  
Steps with a zero in the Days to finish will be scheduled to be 
finished on the same day they are started.  The Mon thru Fri 
fields are used to tell Lab Manager how many of these steps the 
Laboratory can usually finish on each of those days. 
 
After defining all of your production steps, proceed to the 
Products area of the Maintenance Menu.  Click on the Steps tab to 
assign the appropriate steps to each product as shown in Figure 
2. 
 
Use the Scheduling Calendar button in the Maintenance Menu 
to define the days the laboratory is closed (Events screen 
shown in Figure 3) so that Lab Manager won’t schedule work on 
those days.  Select a Starting date (ending date can be 
deleted to mean this “event” is the same year after year.  
Select an Event Type of Closed.  Finally, use the Recurring 
window on the right to define what months, weeks, and/or days 
you will be closed.  For example, to indicate that you are closed Saturdays and Sundays, select a Starting 
date earlier than today’s date, delete the Ending date, select Closed from the Event Type, click on All 
Months, then on All Weeks, and then click on Sun and on Sat.  Use the ADD button to add additional 
events for Special holidays. 
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Figure 5 

Figure 6 

Figure 7 

Figure 4 

After setting up your production steps, assigning the appropriate steps to each product, and 
setting up the scheduling calendar, you are ready to put Lab 
Manager’s scheduling to work.  To do this, proceed to the Case 
Enter screen as shown in Figure 4.  If you choose to schedule 
forward, Lab Manager will schedule for the Start date as shown in 
Figure 4.  If you choose to schedule in reverse, it will schedule 
from the Finish date as shown in Figure 4. 
 
After defining the Account, patient name, starting and finished 
dates as needed, click on the Products tab as shown in Figure 5 to 
define what products will be produced with this case.  Select the 
products as usual but notice that the number 1 will appear in the 
SCH column.  This tells Lab Manager that this products is to be 
scheduled.  A zero in the SCH column indicates that the product is 
not to be scheduled.  When a number is used, the number 1 means 
schedule first, 2 means schedule second and so on and is only used 
when two or more products are scheduled on the same case. 
 
To schedule the case, return to the Main tab and click on the 
Schedule button as shown in Figure 4.  This causes the screen shown 
in Figure 6 to be displayed.  Click on Forward or Reverse.  Lab 
Manager will then schedule the case.  To see the results of the 
scheduling or to modify the scheduling click on the Manual button 
shown in Figure 6.  The Manual button displays the screen shown in 
Figure 7.  The upper left windows shows the steps scheduled and 
their due Date.  Click on one of the due Dates and the calendar will 
synchronize with the due date.  To change the due Date, simply click 
on the desired day on the calendar.  The bottom window shows how 
many units of each step are already scheduled to help you make 
manual scheduling decisions.  Click on the Exit button to 
return to the case entry screen.  These steps will not 
appear with their due dates on the work ticket. 
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Figure 1 

Figure 2 

Figure 3 Figure 4 

 

SPEEDING UP LAB MANAGER IN WINDOWS XP 

 
The following describes how to make Lab Manager run faster in Windows XP.  
This does not apply to any other version of Windows. 
 

1. Click on the Start button and then click on Control Panel as shown in 
Figure 1. 

2. Click on Performance and Maintenance as shown in Figure 2.  NOTE: If 
you can’t see this selection, your computer might be set to Classic 
View.  To change to Category View, click on Switch to Category 
View. 

3. Click on Adjust Visual Effects as shown in Figure 3. 
4. Click on the Advanced Tab as shown in Figure 4. 
5. Click on Background services as shown in Figure 4 
6. Click on Apply and close all of the windows you 

opened. 
7. Restart your computer and it will operate 

Lab Manager many times faster. 
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WEIGHTS AND MEASURES CONVERSION TABLE 

Grain Troy Penny Weight 

1 0.04 

2 0.08 

3 0.13 

4 0.17 

5 0.21 

6 0.25 

7 0.29 

8 0.33 

9 0.38 

10 0.42 

11 0.46 

12 0.50 

13 0.54 

14 0.58 

15 0.63 

16 0.67 

17 0.71 

18 0.75 

19 0.79 

20 0.83 

21 0.88 

22 0.92 

23 0.96 
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Ounces Penny Weight Grains Grams Troy Ounce 

1 20 480 28.35 0.9116 

2 40 960 56.70 1.8232 

3 60 1440 85.05 2.7347 

4 80 1920 113.40 3.6463 

5 100 2100 141.75 4.5579 

6 120 2880 170.10 5.4695 

7 140 3360 198.45 6.3810 

8 160 3840 226.80 7.2926 

9 180 4320 255.15 8.2042 

10 200 4800 283.50 9.1158 

11 220 5280 311.85 10.0273 

12 240 5760 340.20 10.9389 

13 260 6240 368.55 11.8505 

14 280 6720 396.90 12.7621 

15 300 7200 425.25 13.6736 

16 320 7680 453.60 14.5852 

17 340 8160 481.95 15.4968 

18 360 8640 510.30 16.4084 

19 380 9120 538.65 17.3199 

20 400 9600 567.00 18.2315 

21 420 10080 595.35 19.1431 

22 440 10560 623.70 20.0547 

23 460 11040 652.05 20.9662 

24 480 11520 680.40 21.8778 
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To Find And You Know Do This 

Penny Weight Ounces Multiply by 20 

Penny Weight Grams Multiply by 1.555 

Penny Weight Grains Divide by 24 

Ounces Penny Weight Divide by 20 

Ounces Pounds Multiply by 16 

Ounces Grams Multiply by 28.35 

Ounces Grains Divide by 480 

Ounces Troy Ounces Divide by .9116 

Grains Penny Weight Multiply by 24 

Grains Ounces Multiply by 480 

Grains Grams Multiply by .05906 

Troy Ounces Ounces Multiply by .9116 

Grams Penny Weight Divide by 1.4175 

Grams Ounces Divide by 28.35 

Grams Grains Divide by 16.93 
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