





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 o Er=TmT= RIS

, [E ble Locate Menu UrMak Guick Soit Secuity Help =13 x|
won't be on the statement.

Billing Production General Case Related

Step 2: Enter all payments (checks) deposited in the bank — <
this month. This is done in the Account entry screen. Billing Reports %‘?Zg
Remember, you want Lab Manager's total monthly cash | £
receipts (checks and cash deposited in the bank) o match |
your bank statement. Print the MTD Cash Receipts

Journal (See Figure 1) to verify all payments have been

{Invoices: I | Aged Trial Balance | ‘ Year to Date Reports |

Statements | | Current Sales Report | ‘ Product Price List |

‘ Cash Receipts Journal | | Payment Search | ‘ Material Sales |

‘ Invoice Register | | Material Price List | ‘ Material Price Detail |

entered correctly. T Tacsrus || || |
Step 3: Print the Aged Trial Balance Report. (See Figure — [t [ o
1). This is the most important report you can print each month. Figure 1

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 — i

Sta?emen(s are printed at the end |_thhe montl'_l and Sta
it and reprint all reports affected by the change. e e tements
Make sure all data on the reports is correct before T e | [
. bal: 3 5
pl"oceedmg. F:I:::ethese T AT S O Statemerts Betwesn Two Dates
Step 1 Ve tha allinvoices have been printec and O Statements Between Two Accaunts
hl b k If p all paymerts have been ertered propetly [ ok oo
s-'-e 5: 0 your On-‘- ac X ou are ns re Onily cas.es with and Invoiced or Statemented nelude archived cases
P D Y urm Y uP“ Y u unsu S ol e GiliD S AT X Exclude accounts with  balance less than |$D.DD
hOW 1.0 dO a bGCkUp, See BACK UP pl"OCCdUI"e COVeI"ed Step 2 Prirt and werity month-end reports such as ™ Include accounts on hold
. . MTD | Register, MTD Cash Recei
elseWher‘e n ﬂ‘\lS manual Joum:to;c;:th?;ge;dTrial B:\Sanc:c:;ﬂ:. E BRI e
step 3 Back up your data.
Step 6: Print statements for all accounts (See Step 4 Frrtend verty sttenets for ol secouts.
Figur‘e 1) Check over The STGTemenTS befor'e Step 5 After statements have been printed correctly,
. . . . you will be asked "Did the statements print
answering the que,s'hon "Did the statements pr'm*l' K" o which you must answer "Ves"in ‘ Print | Pregiewl | Exit |
. arder to procesd to end of month processing
OK." If YOU flnd a pr.oblem answer NO' cor‘r‘ec-‘- The which must be performed each manth. Selected Form: Statement Form - LR
problem, reprint any related reports, and reprint Figure 2
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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” o 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 monthyou  End of Month Processing
GI"e C|OSIn9 USIng The dr‘Op dOWh I|ST bOX Iabeled End of Month proceszing MUST be performed st
. the end of the month. This proceedure archives
Month to Close and then click on the Start o of e Sctenerta cases autalofre
Processlng bu-r-i-on Lab Manager W'” keep you material inventory and updates historical data. :L?:;:e?‘e'::it::%::f(e;r:]r::n;:i;ogf‘lzse

Follow these steps to close the month. begin End of Month Processing.

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

Step 1 Back up the Lab Manager deta.

Step 2 Print sl morth-end reports such as
the Aged Trial Balance, Cash
Receipts Journal, and the Invoice
Register.

Print and check Statements for all Statuz window
monTh SteP e accounts. Morith to Close
Step 4 Select Morth to close. I IH
Step D Click on Start Processing button. | Start Processing I
Step 6 cickon Exit when firished | Bt ]
Figure 3
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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 fechnician can  pree enBs %’
use this screen to inform Lab Manager that he or she has mEr T S, barh

completed a certain step on a case so that a technician :ﬁéﬁ EEE 5%" ﬁ
production report can be printed. Also included on this screen E%g% 3""““53; =
are buttons for the technicians to "Clock-in" and "Clock-out” oo 2 e, Pt i |
with, for the purpose of tracking the amount of time worked. e 3“3::?5'5::3 ®

Figure 1

You can find the Case Completion screen by going o the Utility

Scanning screen click on the “"Case Completion” button.

Menu and then clicking on "Bar-code Scanning.” At the Bar-code | "':'“

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 o 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 el £LLL GATL Q0L €2 L

black triangle to the far left of the table indicates which case is

1 1 Step fumber 1
2 | Step numbae 2
6 0207722000 1 Step number &
S U200 1 Step number &
4 1
3 1
g 1

currently selected. When you have selected the case you are
looking for, use the Select button at the lower right. This

2432000 Step number 4

< 02N0/2000 Sb 3

causes the table in Figure 2 to be shown listing all of the b Erovou |
products related to the selected case. E
Last
U . . _Seleat |
se the same buttons to find the appropriate product and then _

use the Select button to select it. In many case the first e 3

product will be the correct product, so you need only use the 5 CorsCompotntn o
Care: 00020001 Smith. Bob 1 Ext

Select button. ‘ ‘.,::E P owoerooom T |

After selecting the product, on yet another screen (Figure 3), : - — [ E

Lab Manager will display a list of the unfinished steps related to = — =

that product. Select the step you just completed using the same | E

buttons and then use the Select button to select it. In most . s |

cases the first step will be the correct step so you need only use | |

the Select button. . -

- Figure 4

Finally, Lab Manager will display a list of technicians as shown in
Figure 4. Use the same buttons to the right o 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.
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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.

L Lab Manager - bample ats - [Maintenance Menu] S =IE.{}

Fie Locatn Mo UnMack  Quick St Seowity Pckwss  Hel

Maintenance Menu. _ %

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

&W":;-m:m:'“- = J g"""l’mm?:n"m Erd of Month Frocessing
Deeparimants Ielarkating Clinic Doctors.
Broducts Broduction Steps Sehedubng Calendar
Materials Employens Wendoes
Salesmen Mems Recaived Exlt
{Account Entry and Manenarce | |l | HUM | A
Figure 1
L Labs Manayer - Sample Daka - [Account Infermation] =loi=]
B Levdte Mo UnHak OukhSol Seouy [ihews Heo
Accounts WO — En

Last Stalament: §00

Tle  Forst Mame Laat NamaOffhce Degrae. Frozan: T Mark [

| T L —
Namw: [y Dontal Cinic Late B0+ [ 30.00
Ling 1; [558 N, Caner O Late 50+, [ 0,00
Line 2 [ Last paid: | 04031557

City: [Proene o [F=om Last stenn: [ o100
Foes: JEusssmm nlsll Coda: [Frioen ¥ [ .00
Price Listh | -] SIC rate | 2.00% Last Year, [ $4L4100

Tax %: 0.00% Stan SIC after. [ 30 duye =] Dese Rate: [ 0.00%
et lonit: 50,00 E-Mail. [

lﬁ«-pna I History I Laogarl Labl l Biimt I Dslats I Lindo I [ lSamn I

T e e

[Feam Ve [ [ rum

El

Figure 2

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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0 - Exit
Form Proferencas Takle
Ofice: [ 11 | [My Dereal Cinic \f)—l AT R
Doctor's maene: [Or. Gordum Frat Fretee
Phons numzsr | code: [T Mark
[Fo et up & chric doctor, Hotes.
[13¥ e office rame and sddress has rot yet been
dafined in the aceount fis, use e Ascounts,
Py, & Prederances buion first 1o do thal then
rebuen back o s screen.
[20 e oifice has been defined, sslect that office.
sy the Crffice it o shawn above.
[3) Then, dafine the docioe's rame in the Doctor's
Harme fisid. The reat i optional.
A
I B
Rrcord ta] ¢ | T s nles| o1 il 0]
[This s s docton’s 5 renbon fcamated by compuirn] [ HUM ]
Figure 3



WHAT TO DO IF LAB MANAGER WON'T START

Lab Manager 2000 DLL List

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 245520  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

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 fotals are wrong. Taking a closer look at the Invoice Register reveals
that there are fwo 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 o "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 o
print the report.

The Flightags® Marketing Program

Established in 1972, Flightags is the premier marketing program for dental labs and suppliers. The

B Launch Flight Tags : Form

Flightags Report

Enter Cut-0ff Date: IEH 0/2000

Preview |

Exit |

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 morel!
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, of fering 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, TA 50313-4124

Phone: 515-244-2100 or 800-521-3287
Fax: 515-280-7600

® TM Flightags, Inc., Des Moines, TA, USA © 1999
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PRINTING MAILING LABELS USING MICROSOFT WORD

10.
11.
12.

13.
14,
15.
16.
17.
18.
19.

20.

2l

22,
23,

Start MS Word

At the top of the screen, click on “Tools" and then on *Mail Merge"

At the next screen, click on "Create" and then click on “Mailing Labels”

Click on “Active Windows"

Click on “Get Data"

Click on “Open data source”

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.

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.

In the “Tables" window, click on “Doctor” and then click on OK.

In the "Mail Merge Helper" window, click on the "Set up Main Document” button.

In the "Label Options" window, select the label size or type you want to use and then click on OK.

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.

Click on “Insert Merge Field" and then click on *Address" and then press Enter o move down 1 line.

Click on “Insert Merge Field" and then click on *Address2" and then press Enter o move down 1 line.

Click on “Insert Merge Field" and then click on “City" and press the Space Bar once.

Click on “Insert Merge Field" and then click on “State" and press the Space Bar twice.

Click on “Insert Merge Field" and then click on “Zip" and click OK.

Back in the "Mail Merge Helper" next to Step 3, click on "Merge" if you want to merge ALL of your doctors.

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.

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.

Click on OK to return to the "Mail Merge Helper”

Click on “Merge" and then on the next screen, click on *Merge".

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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HOW DO | PRESERVE MY DATA IN MONTHLY FILES?

. . . . Step 1. Windows Explorer Copy, paste and
From time to fime, you may find it convenient o have your rengme Pwmomh.mﬂb. Py b

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.

11 g -
wll | St e s | P [ ret. Foie | A BTEIM SRS P mwT (e
Rename

At the DESKTOP, right click on START, left click on gtep 2. LabE'\(;'_?rggfrbUt“gy Me”tt_” Crgnget
EXPLORE. Scroll up the yellow folders on the /eftand locate Dg{‘;ﬁz’s‘g ’Finé D:tgb::: onnection, -reate

LMWIN32. Click on the plus sign to the /eft of the directory.

On the /"/_q/‘I?"SIde, IOCGTe The flle PRVMONTHMDB /Q{gh?‘ Edit Database Locations

click on it and /eft click on COPY. Now, go back to the /eft S e ) e e
side and right click on LMWIN32 (yellow folder) and o Do
/eff C“Ck on PASTE This WI” create a flle on the /"/_'Q/‘I?‘Side 3 iE?ZLUggUusumip“u": Etmwzggtmgggﬁé‘g
titled, "COPY OF PRVMONTH.MDB".  Rightclick on it and e o CALweDHDdand
left click on RENAME. Type in the appropriate month/year BN re— 4t et
name. Ex. AUG2000.MDB for August, 2000. e

il
3) Use the Find Database function to locate and then select the database you wart
4) Click on the Close button when done.

Open Lab Manager:, click on UTILITY MENU, CHANGE _
COMPANY< EDIT DATABASE CONNECTION, CREATE o e G o s salect
DATABASE. Type in the same name as the new file you just Current Month in dropdown.
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.

Change Company

If you do this each time you close your month, you will CALMAIN32L MDsta3.MDB
CLMMIN32IL MDatad MDB

eventually have a substantial list of archives to choose from. 0 CALMAINSZILData5 MDB

Whenever you need to go to the archived data, simply select cickon E8t Datahase Connections.
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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LAB MANAGER PRICE LISTS

i Lab Manager - Sample Data - [Account |
Eile Locate Menu UnMark Quick Sort Secl

smth | Payments:
Accounts L e8I furos

Lab Manager supports 12 price lists. This means that
you can charge up to 12 different prices for each

Page 1 Payments Preferences

product. For example, lets say that when you opened B P o e e
your lab, years ago, you priced each of your products AN John Smith o I
at the going rate ($57.95 for a PFM, $75.95 for a s :WN — oo ot [
full gold crown, and so on). At that time, all of your o ' ‘ D_'“I‘\IZ o 'E“L = :ji;i =
accounts paid the same $57.95 for the PFM and all : scrate [ 200% | LestYear [ staomed
of your accounts paid the same $75.95 for the full N> o Fee reel__o
gold crown. N?w, however, you want to generate
some new business and want to offer new e - —
accounts a discounted price for all of your Selcta accnrt's 1D o T O B B
products for the first 6 months. Figure #1

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 info 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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List of Products

Thursday, November 14, 20002 MAGIC CROWN DENTAL LABORATORY
Price Lists

ID Description Dept# #1 #2 #3 #4 #5 #6 #7 #8

87 Acidetch 3 2500 2500 2500 2500 2500 2500 2500 25.00

11 Acrylic partial 7000 7500 8500 8500 8500 8500 8500 8500
7500 80.00 8500 90.00 90.00 90.00 90.00 90.00
7500 8000 8500 90.00 9500 9500 9500 9500
80.00 8500 90.00 95.00 100.00 100.00 100.00 100.00

8500 90.00 95.00 100.00 105.00 105.00 105.00 105.00

12 Acrylic partial+1 clasp
16 Acrylic partial+2 clasps
14 Acrylic partial+3 clasps

N NN NN NN

15  Acrylic partial+4 clasps

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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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, e—peoce £ o
Frame Finish, Porcelain Buildup, etc. These steps are defined in T i oo
the "Production Steps” area in the Maintenance Menu. Figure 1

shows an example of the screen used to define these steps.

0 on
wach of thers
days?

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.” o o
Code is optional and is an abbreviated description. Days to finish  [iiassds S
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.

Lis this scban 10 5540, b3 this praduct, the production steps wsed 1o pesducs il

After defining all of your production steps, proceed to the e At A

Products area of the Maintenance Menu. Click on the Steps tab to Figure 2
assign the appropriate steps to each product as shown in Figure

2 o e reve s [N [ |
Use the Scheduling Calendar button in the Maintenance Menu o Iij oo

to define the days the laboratory is closed (Events screen %EMM G o
shown in Figure 3) so that Lab Manager won't schedule work on , E| ;i e
those days. Select a Starting date (ending date can be jedl i
deleted to mean this “event” is the same year after year. (2 (EEHHHHEEHH
Select an Event Type of Closed. Finally, use the Recurring Roont L7 » (el a3

window on the right to define what months, weeks, and/or days Figure 3

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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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.

1 s M g - -l Dt - [Catn Eriey]
D Locws Mene Uehish Ducs bt Tecsy beb

i

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 humber 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 i

Schedule button as shown in Figure 4. This causes the screen shown nore
in Figure 6 to be displayed. Click on Forward or Reverse. Lab Scheduling Operations
Manager will then schedule the case. To see the results of the g Fon |
scheduling or to modify the scheduling click on the Manual button S Reowrss |
shown in Figure 6. The Manual button displays the screen shown in Mnpmm e mh ool | |
Figure 7. The upper left windows shows the steps scheduled and M E
their due Date. Click on one of the due Dates and the calendar will SRR e |

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 Figure 6
manual scheduling decisions. Click on the Exit button to — ErETITEE-—=— —
return to the case entry screen. These steps will not ‘ ] ) g
H i H Fllll:ASYGC(D: ‘ I o EMTWTF S
appear with their due dates on the work ticket. i CsToan § ot ouim R
FILL CAST oL 4 CRLIVERY —anises 2lom 2 s

WM T MM

4]

Pk of il alrdy schdulod uposte s |

ShepD |Cezcriptior | |

1| MODEL&DE 1

2 caEwm 1

4 PORC METALFM. |

5 PORC LEPT. 1

6 CHBFREPOLIH I

T PORCELAMPCLISH 1

& DELVERY 1
I} |

. click ¥
I the top left window and then eliek an the desired date in the ealendar in the upper EXIT
rvight corner, The Ty sleps

Figure 7
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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.

B e i —
.~ P 00 o topmt e
1. Click on the Start button and then click on Control Panel as shown in ¥ L 5 vy ictures
H L ﬁmm
Figure 1. [ YR B9y Computer

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 @ sivorcin
View. To change to Category View, click on Switch to Category 7 Y- i
View. ZLoicins
Click on Adjust Visual Effects as shown in Figure 3.
Click on the Advanced Tab as shown in Figure 4.
Click on Background services as shown in Figure 4
Click on Apply and close all of the windows you
opened.
7. Restart your computer and it will operate

Lab Manager many times faster.

oo kW

B Control Panel
Eie Edt Wew Favortes ook Help

€] © - F s [ raders
fetdress @ Contred naned

Pick a category

:@ Appeasrance sid Themes

W' network and Internet onnections . User Accounts

-
F & Date, Time, Language, and Regional
ﬁ Add or Remove Programs Dokl

- ('J] Saunds, Speech, and Audio Deviees Arcessibility Optians

"- Derfmemance and Manbenanee

Figure 2

B Performance and Maintenance Performance Options

| visusl EFfedg Advanced

Processar scheduling

By default, the computer is set to use & greater share of
processor kime ko run your programs,

adijust For best performag

See Al

) Fhe Types

B Srzien Restore Pick a task...

L Programs

[3] See hasic infremation b

Troubleshovlers

Memory usage
3] St and St [3] adjust visual effects ¥ &

By default, the computer is set to use a greater share of
MEMOry O FUN Your programs,

[2] vack up your data Adijust For best performance of:

[3] Free un space on your hard MEE

[#] Rearrange itemns on your hard disk to make programs run faster (&) Programs () 5ystem cache

or pick a Control Panel icon Yirtual memory
A paging file is an area on the hard disk that windows uses as
!,r'f_ Administrative Tools B2, Pwer Options if it were RAM,
- Total paging file size For all drives: 192 MB

- L./)
‘ Scheduled Tasks .I System

Spply
Figure 4
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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
10 042
1 0.46
12 0.50
13 0.54
14 0.58
15 0.63
16 0.67
17 071
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 14175 45579
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 48195 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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