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Invoicing a Case 
 
1. From the LM Premium Desktop, go to the top of the screen, click on List and then on Cases. 
2. Locate the case you wish to invoice and click on the case number in the first column to view and 

edit it. 
3. Make any changes you need to make and when the case is ready for invoicing, click on the In-

voice button at the bottom of the screen (Figure 1).  This process does not actually print the in-
voice, it only prepares the case for invoicing. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4. You are given a chance to review or change the billing terms and date for the invoice (Figure 2).  

Normally, these items are not changed since they come from the doctor’s account information 
and are already correct. 

5. Click on the Save New button to accept and save this information. 
6. Click on the Close button at the bottom of the screen to return to the List Cases screen. 
7. To prepare other cases for invoicing, repeat steps 2 thru 6 or do this as you are entering the 

cases themselves. 

Figure 2 

Figure 1 
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8. To print invoices for all cases that are ready to be invoiced, go to the top of the screen and click 
on Reports>Billing>Invoices. 

9. On the Invoices Report Filter screen, you will see a list of all of the cases that have been prepared 
to be invoiced (Figure 3). 

10. To print the invoices, click on the Print button. 
11. When you close this screen, Lab Manager will ask if the invoices printed OK.  If they did, click on 

Yes. 

Figure 3 
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Entering Payments 
 
1. From the LM Premium Desktop, go to the top of the screen and click on List>Payments. 
2. Click on the Add New button at the bottom of the screen (Figure 1). 
3. Select the account the payment is for using the drop-down list button. 
4. Enter in the amount of the payment (Figure 2). 
5. Click on the Save New button. 

Figure 1 

Figure 2 
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Printing the Statements and End of Month Processing 
 
1. Before you can print statements, you need to create a statement job.  This allows you to reprint a 

statement job at any time.  Start by going to List>Statement and click on the Add New button 
(Figure 1). 

2. Define the statement job by defining the properties you wish (Figure 2) and then click on the Save 
New button.  In most cases you can use the settings that Lab Manager choose for you.  To view a 
list of the accounts that will get statements, click on the “Fill Grid with Accounts…” button.  Be-
cause LM Premium requires NO end of month processing, it is important that the month is 
marked closed with the printing of the statement by placing a check in the box labeled “The State-
ment Marks The End of of the Month.” 

3. Now you can print the statements.  Go to Reports>Accounting>Statements.  Select the statement 
job you just created using the drop down list button and then click Print (Figure 3).  That is all 
there is to it.  The month is now closed and you can start entering data for the new month. 

Figure 1 

Figure 2 

Figure 3 
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Call to order: 800-677-1120 or 
Visit: www.labsysgrp.com 

LSR Style 
1 Part Blue Form  

8 1/2” x 11” 
Horizontal Perf 

used with Laser, Inkjet 
and Bubble jet 

DBL Style 
1 Part Blank Form 

 8 1/2” x 11”  
Vertical Perf  

used with Laser, 
Inkjet and Bubble jet 

LABEL 
& Tab Style 

1 Part Blue Form  
8 1/2” x 11” 
With Perfs 

used with Laser, Inkjet 
and Bubble jet 

LSR Style 
1 Part Blue Form  

8 1/2” x 11” 
Horizontal Perf 

used with Laser, Inkjet 
and Bubble jet 

LSR/QC Style 
1 Part Blue Form  

8 1/2” x 11” 
Vertical Perf 

used with Laser, Inkjet 
and Bubble jet 

DBL Style 
1 Part Blank Form 

 8 1/2” x 11”  
Vertical Perf  

used with Laser, 
Inkjet and Bubble jet 
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Call to order: 800-677-1120 

DBL Style 
1 Part Blank Form 

 8 1/2” x 11”  
Vertical Perf  

used with Laser, 
Inkjet and Bubblet 

LSR Style 
1 Part Blue Form  

8 1/2” x 11” 
Horizontal Perf 

used with Laser, Inkjet 
and Bubblet 

LSR/QC Style 
1 Part Blue Form  

8 1/2” x 11” 
Vertical Perf 

used with Laser, Inkjet 
and Bubblet 
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Copy Protection 
 
Please remember that the license agreement 
states that one copy of Lab Manager can only be 
used on a single computer at a time (unless a 
multi-user license has been purchased).  Illegal 
copying and use of Lab Manager is a violation of 
copyright statutes and is punishable by law. 
 
Compatibility 
 
Lab Manager is compatible with PC compatible 
computers using Microsoft® Windows 2000 or 
above. 
 
The Lab Manager Premium, network version, 
uses Microsoft’s SQL Server software which is 
installed with Lab Manager when you perform a 
Server installation. 
 
Lab Manager is compatible with most laser, ink 
jet, and bubble jet printers.  Generally, any printer 
that is compatible with Microsoft Windows will be 
compatible with Lab Manager. 
 
Lab Manager provides a program to convert the 
data from the previous to the next version.  If a 
version is skipped, manual data entry may be nec-
essary.  To avoid incompatibility, Lab Manager 
should be updated with each new release. 
 
In many cases, Lab Manager can also export its 
own data to other programs such as a database 
or spreadsheet. 
 
Easy to Learn 
 
MENUS:  Lab Manager incorporates easy to use 
menus showing features and reports in logical 
groups.  To perform a desired function, simply 
click on the menu item at the top of the screen 
and then choose the desired sub menu item.  

Moving through Lab Manager is as simple as 
making choices from the displayed menus. 
 
INTUITIVE:  Lab Manager understands dental 
laboratories and the processes performed in them 
and will attempt to provide the solution by furnish-
ing the correct default answers. 
 
VIDEO HELP: Help is usually just a click away.  
To learn how to use a function, simply click on the 
Show Me button at the bottom of the screen to 
watch a video on that subject. 
 
PHONE SUPPORT: As good as the program and 
its manual is, rest assured that a friendly, helpful 
voice can be found on the other end of the phone.  
Trained personnel are available to answer ques-
tions, solve problems, or offer suggestions. 
 
Important Notice 
 
Note:  Good data processing procedure dic-
tates that the user test the program, run and 
test sample sets of data, and run the system in 
parallel with the system previously in use for a 
period of time adequate to ensure that result 
of operation of the computer or program are 
satisfactory. 
 
Disclaimer 
Features, functions and reports may vary from 
those described in this manual because of varia-
tions in computer systems and program versions.  
This product is environmentally safe; no technical 
personnel were harmed or killed in the production 
of this product.  By using Lab Manager, you 
agree to the terms of the Sales and Warranty 
agreement. 
 
This product contains no cholesterol, is dol-
phin safe, low in fat, high in fiber, and contains 
no MSG.  Studies show that this product is 
good for your health. 
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Laboratory Systems Group, Inc. (LSG)  
Money Back Guarantee 

 
 
 
Each first time purchase of Lab Manager software comes with a 90-day money back guarantee.  
The following conditions must be met in order for the purchaser to be eligible for a refund. 
 
1) Upon receipt of your Lab Manager purchase, you must promptly complete and return the 
Sales and Warranty Agreement as instructed. 
 
2) Your Lab Manager software must be installed and placed in use promptly after receiving it.  If 
you do not intend to install it immediately, you need to contact Laboratory Systems Group, Inc. 
and notify us of your intent to delay using the software until a future date.   
 
3) Each first-time purchase of Lab Manager software comes with an initial amount of phone 
support. (This does not include upgrades or updates). You must make the effort to contact the 
technical support department at Laboratory Systems Group as you have questions or problems 
in using the software. 
 
4) You must use Lab Manager appropriately in your daily business operations for a continuous 
90 day period.  Our experience shows that once a laboratory uses Lab Manager, the lab will not 
want to give it up. 
 
If, after this 90 day period, you have complied with or met each of these conditions and are not 
completely satisfied with your Lab Manager purchase, you may request a refund of your original 
purchase amount less a 10% restocking fee.  Your request must be received by Laboratory 
Systems Group, Inc. within 30 days of the end of the 90 day trial period (120 days from 
the purchase date).  The refund will be processed upon receipt of all Lab Manager software, 
manuals and materials at the offices of Laboratory Systems Group, Inc.,  1718 E. Rose Lane, 
Phoenix, AZ 85016.  All costs related to returning these materials are the responsibility of the 
customer, not Laboratory Systems Group, Inc. 
 
In no event will LSG be liable for damages, including loss of profits, lost savings, or any other 
incidental or consequential damages arising from your use or inability to use the software. 
 
By purchasing Lab Manager or any of LSG’s products, you agree to the above terms. 
 
                                                        Effective Date: 1/1/1999 
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Support : (602) 264-5913 
Sales: 1-800-677-1120 
FAX: (602) 279-3633 
E-mail sales and support at: 
sales@labsysgrp.com 
support@labsysgrp.com 
Visit us online at: 
www.labsysgrp.com 

Support Hours  
Monday—Friday     

8 AM - Noon  &  1PM - 5 PM  (MST) 
Arizona does not observe daylight savings time.   

 

Calls outside these hours are after-hour support 
and are billed separately. 

 

Support:  (602) 264-5913 

Fax:  (602) 279-3633 

E-mail: support@labsysgrp.com  

™ 

® 


