





Step 6: Click on the Create Company Database button at the
bottom of the screen and you will see a pop-up window (shown to
the right). Use this window to locate where the Master
Database will be placed. It will normally be in the
"C:\LM6\Server Tool\LMDBs" folder. To use the default
folder, simply click OK. This process may take several minutes.

When complete, the Status Messages table at the bottom will
say "Finished. You may now close this screen".

Click on the Close button to exit.

RESET ADMIN PASSWORD

This function is used to restore the Lab Manager Administrator
password back to its factory default setting. This can be handy if the password was changed and then
forgotten.

IMPORT V5 DATA

If you are a new customer, there is no need to use this function. This function allows Lab Manager
Version 5 users to move their data into Lab Manager Premium.

Important: Before importing your Version 5 data, it is important to perform the data upgrade
function in Version 5 first. This process finds and corrects many common data problems and will
minimize your chances of having problems during the Import process. Start Version 5 and proceed
fo the Utility Menu. Click on Upgrade Data and follow the prompts. Exit out of Version5.

Using the Lab Manager Premium Server Tool, click on Server in the upper left portion of the screen and
then click on Import v5 Data.

Step 1: You should see a screen like the one
below. If the path fo the data you want to
import is correctly shown in Step #1 then
proceed to Step #2. If your data is on this
computer, it should be correct.

To change the path to your Version 5 data,
click on the Choose File button and use the
browse window to locate your data.

Step 2: Click on the drop down list button and
pick the company database from the list that
was created earlier. It should be the only item
in the list. NOTE: If there is no database in
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the drop down list, simply close this window and re-open it.

Step 3: Click on the Phase 1 button to start the first part of the import process. This portion imports
everything except cases. Watch the Status Messages window for a prompt to proceed to the next step.

Step 4: Optionally, you can change the starting date to eliminate very old cases. Otherwise, Lab
Manager will import all of your data by default. If you are not sure what to do, leave the dates as they
are. Watch the Status Messages window for a prompt to proceed to the next step.

Step 5: Click on the Phase 2 button fo start importing cases. This process can take several minutes to
many hours depending on how much data you have to transfer and the speed of your computer. Watch
the Status Messages window for a prompt to proceed to the next step.

Step 6: When prompted, click on the Phase 3 button to complete the process. Watch the Status
Messages window for a prompt o proceed to the next step.

When importing is done, you will see the message "Finished. You may now close this screen.” Click on the
Close button to exit. You can now exit the Server Tools program by clicking on the "X" in the upper right
corner of the screen. Now when you start up Lab Manager:, all of your doctors, products, materials, and
cases will be there. It is agood idea fo print some accounting reports to verify that all of the data and
balances are correct. For example, compare the Aged Trial Balance from Version 5 to the one in
Premium. Some small differences can be expected because of again differences between the two
programs. For example, Version 5 ages accounts based on when you close the month. Premium ages
invoices based on invoice date. This difference can cause small differences in the service charge
amounts computed.

BACKUP A COMPANY DB

This function is used to make a copy of the Lab Manager data. It is simple to use. Follow these steps o
backup your data to a Zip or Pin drive or to the local hard drive.

Step 1: Select .The Company DB Thgf you wish to
copy (backup) using the drop down list button as ——

you see to the right. B_ackup C;mpany o6 |
Step 2: Click on the Backup Database button. The
Lab Manager database will be copied and Compary DB: 3
compressed to a certain extent to the location you
selected in step 1. When the progress bar shows
100%, the backup is finished and you may close the [
screen.

[ Backup Databaze

0o
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RESTORE A COMPANY DB

This function is used to restore or replace the current database with one that was backed up earlier.

NOTE: Restoring a database will erase all data in your current database and replace it with the
data being restored.

database.
Server  Help

Fiestore & Compary DB |
Step 1: Select the Company DB that
you with fo restore your data to by using

the drop down list button show to the
I"IghT Company DB: w

Restore Company DB

[ 00%

Step 2: Click on the Restore Company
DB button. When the progress bar
shows 100%, the backup has been restored and you may close the screen.

SERVER TOOL CONFIG
This function is used to edit the paths to Lab Manager's data. Under normal circumstances, there is no
reason to change these settings. Lab Manager defines these paths during the installation process and

should not need to be changed. Before changing these settings, please contact the LSG support
department.

DELETE A COMPANY DB

Chance a License
Aging Scheduler

Misc Admin Tools
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ADDING A NEW ACCOUNT

From the LM6 Desktop, go up to the top of the screen and click on List and then click on Accounts.
Note: You can also create new accounts, products and materials by using the New menu option. However,
using the New menu option does not display the item after it is created. This behavior will change ina
later release.

To add a new account, click on the Add New button at the bottom of the List Accounts screen, or

To edit an existing account, click on the Search button (which will populate the table below it with all of
your accounts) and then click on the Account Name in the table of the account you wish to edit.

Next you will see the "Edit Account” screen. It is from here that you can edit basic account information.
Only the Bold fields are required. You will notice that there is no place to enter an address or phone
number. This, and other information, is defined in the Doctor area (see next page) and then the account
is assigned to the doctor. This allows you to have more than one doctor assigned to an account such as a
clinic.

For details on entering account information, click on the Show Me button at the bottom of the screen.

: System Mew Edt List Reports View Help Test
? Accounts Edit |
g ;
= Egiﬁi ?«CC@&? mt Hse this screen w define o1 edit the ascounts you send hills to.
&
Locater D 8] Data * Financial | Notes
o
i cit
i1 AcoounNme DL jon St Definatle | (206 6341414 URL £ OnHold
g -
3 CredtLivt ~ § 000 S RefenedBy Special Codes 7 Frozen
S ice Li i + L —
Picelist Picelsi ~ [£/[ . 010 Discount Fiate 00 e
StartDate - 08117/1990  ~
e
Salesperson  PlaceHolder *BE ke =
Invoice Terms 307002 sochg ~ [ (L)
Code Phognix
Account i . =
Losations Account Locations
Addhess! Defvety Method sigm
Adiome Delivey Hous
City, State . Zip Floute Stop
Contact Fid¢ Number
Shipping Zene: Mion Tax Category = ﬂ H
Daps In Transit 0 Roue Tatin v 1D
Riee Nomber DateRelied 10/16/2003 v
An account may bave muitiple locations, These locations might include different offices or they could be the locations to
send the invoice, statement, and defiveries to. After defining each account location, use the List>Doctors menu item to
define the name of e doctor at each location,
Fecord 1 of 12 Newt Delete Cose | ] goiesnssied [ gpowpe
frmAccountsE dit
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ADDING A NEW DOCTOR

From the LM6 Desktop, go up to the top of the screen and click on List and then click on Doctors.
To add a new doctor, click on the Add New button at the bottom of the screen, or
To edit an existing doctor, click on the Doctor Name in the table of the doctor you wish to edit.

Next you will see the "Edit Doctors” screen. It is from here that you can edit basic doctor information.
Only the Bold fields are required.

Be sure to select Invoice, Statement, and Shipping locations for this doctor. Note: Locations are set up
in the Account area (Previous page).

For details on entering doctor information, click on the Show Me button at the bottom of the screen.

: System Mew Edib List Reports  View Help  Misc
;}“ Edit Doctors |
g
& Ed |t DOCtOI‘S Use this screen to define or edit the doctors assigned to your accounts.
o
% Locatar D 1 | FPreferences | Codes | Image
5 Title Firgt Mame Lagt Name Degree
& 3 Pieferences
= b dokin smith Department Preference DrateRetired
Account | Dr. John Smith v
Email Addiess
Bifth Date | 08171390 v

Invoice Localion | 1234 N 10 St thisisas v
Shipping Location 1234 ShlpplngAddressS v
StatementLocation | 1234 M. 10th St thisisa s v.

Feg Number
RegDate | D2/17/1330 v

Tooth Number Spstem U n‘i‘\‘ﬂers;a\

v

Each of these doctors must be igned to an existing (the you send the bills to). If you do not yet
have an account for this doctor set up, click on List=Accounts and click on Add New. Each doctor must be assigned to
an Invoice Location, a Shipping Location, a Statement Location and a Tooth Number System. Account locations are

defined where the accounts are set up (List=Accounts).

@ g
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ADDING A NEW PRODUCT

From the LM6 Desktop, go up to the top of the screen and click on List and then click on Products.
To add a new product, click on the Add New button at the bottom of the screen, or
To edit an existing product, click on the product name in the table you wish to edit.

Next you will see the "Edit Products” screen. It is from here that you can edit basic product information
including pricing. Only the Bold fields are required.

For details on entering product information, click on the Show Me button at the bottom of the screen.

System  Mew Edit List Reports Miew Help  Test

g Edit Products
g
g L
s BEdiilodicls
o Locatar D 1 i
ﬁ Description CFULL CAST GOLD CR. H Prices HRelated Products @ Related Matenial: © Codes | Motes @ Steps © Image
o - :
% Froduct Class - 0 Product Prices
. Special Codes Price List Price
Department Ceramics i [+]0L] | TR P L e
: fiiinity Price List 2 | 84.00
Definable 5 -
: Price List 3 | 76.71
D ate Retired e Price List #4 | 76.71
Price List #5 | 75.71
i Irvisible i# Include Product Frice List 86 | 77.00
i+ Dizcountable i Tln Price List #10 | 76.71
¥} |z Production Product ! Tawable Price List #11 | 55.00
Use this screen to define new
products of 1o edil existing ones. o Mew
Products are the labor items such as bse this tab to add this product (o existing price lisls and fo
the crowns, bridges, dentures, sic. change this product’s prices.

theast you miaka, The prices you sel
this product for can he defined here
atss. To change a price, simply
;:hange it next to the desired price
ist.

Record 1 of 54 Chseonsavent ! chowMe

Cancel

frnProductsEdit
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ADDING A NEW MATERIAL

From the LM6 Desktop, go up to the top of the screen and click on List and then click on Materials.
To add a new material, click on the Add New button at the bottom of the screen, or
To edit an existing material, click on the material name in the table you wish to edit.

Next you will see the "Edit Materials” screen. It is from here that you can edit basic material
information including pricing and inventory values. Only the Bold fields are required.

For details on entering material information, click on the Show Me button at the bottom of the screen.

I ooSystem  New Edit List FReports  View Help Test

2 Edit Materials |
g
= i p . H
;-; E:N(:i E? ?%"E@E@; 73] %Q Material Codes = Related Materials = Imags
Material Codes
o :
% Locatorl D Updated MaterialCodelD
= S » | Aigen
§ Description Safety Infa
e Unit Type Li Definable
Cost Special Codes
In Stock, Location
b arkup Wendor
Reorder Level Department
Reorder Quantity Lot Humber
Composition
! Discountable T Irwisible
DateReliied | i T Hazardous 7 Tanable

Use this screen io define your billable materials such as gold, teeth, and attachments.

| 11 Elose on Save or
4] Cancel | Show He

Recod 1 of 56 Next Da\eta

fimbdaterialsE dit
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ENTERING A NEW CASE

From the LM6 Desktop, go up to the top of the screen and click on List and then click on Cases.

To enter a hew case, click on Add New button.

Start by selecting the doctor for whom the work is to be done. Click on the blue drop-down list button

at the top of the screen to the right of the Dr. field and click on the doctor you want.

Enter a patient name.

User Status is optional (not required). This field takes the place of the Case Status in Version 5. In
Premium, this status is not required, however, it does allow you to assign any status you want to a case.
The statuses can be defined by going to System>Codes>User Status. Define any code(s) you want.

Define any dates such as Doctor Date or Ship by Date that you wish to use and then define Pan Number
and Shade if you like (all are optional).

Bg nIpAys

10207 a3ET]

Edit Cases '

Case # H | |

w & &' {1 Create Invoice On Save Hew

Main gEroducts Materials © Motes © Teeth: Images © Patient Codes | Case Codes @ Summary

Case bnlry

Patient
User Statu : L} Shade
Received | 03/22/2005 Start Date

Firigh D ate
Ship By Dat ”' Pickup Date
Ship By Time

Cloge Date
Pan Number

Articulator Tag

F.0O. Mum -

Date PickedUp ¢
Date Delivered 4

Drelivery Methad ;

| 03/22/2008

This screen is used to create new cases and W edit existing ones. To define a new case, start by selecting the Doctor at
the top of the screen then il in the rest of the desired information. Click on the Products Tab or the Materials Tab to
add products or materials to the case. Click on the Inveice bullon al the top o prepare the case for inveicing. Don’t
forget to save your changes when finished by clicking on Save Changes.

shDWMe
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To add products to the case, click on the Products Tab at the top of the screen, then click on the Add
New button at the bottom of the screen to add a product record. Once you have added a blank product
record you can use the product drop-down list button to choose a product. There are two drop-down list
buttons. One in the ID column and the other in the Description column. Use either one to pick a
product.

Press Enter or use the mouse to move to the Quantity column and define it. To add Tooth numbers, click
in the Teeth field and use the chart to choose your teeth.

To add additional products, repeat steps 7 and 8.

To add Materials, click on the Materials Tab at the top of the screen and follow the same steps as you
did for entering products.

When you are done entering this case and want to enter another, click on the Save New button at the
bottom of the screen and repeat steps 2 thru 11.

System  Mew Edt List Reports Miew Help Test
g Case Mueller, Tam X
E' Caze # . Dn Fiarks.George atDr. George Franks e & & 7} Create Invaice On Save Mew
&
Materials - Mates © Teeth: Images © Patient Codes | Case Codes @ Summary
b
= Products i
E 1o} Product Quantity Teeth Related Unit Price: UritPriceDiscount SubTotal Schedule Shade Remake
= vl 2 | 3 GO0 CR |1 24381 oo 24381 | | v
Use this screen to add preducts to this case. Products are the 'labor’ items that you make for you doctors such as Crowns, Bridges, Dentures, efc. 1o
add a product, click on the New huttons below and then use the drop down list button in the ID field above to select the product you want. Enter the
Quantity {can not be zero). The sefling price will appear in the SubYotal column. To change the value from the norma! seffing price, use the
‘UnitPriceDiscount” field.
ultraGridCaseProducts
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SEARCHING FOR

From the LM6 Desktop, go to the top of the screen and click on List and then on Cases.

A CASE

The next screen (Figure 1) you see is the Case Search screen. If the search portion of the screen
disappears, simply hover the mouse over the Search tab and the search screen will re-appear.
To search for a case by patient name, simply type all or a portion of the patient name into the Primary

Value field in the Search Field #1 column.

Click on the
Search button
to the right.
The results of
your search will
appear in a table
like the one
below.

1EBq ooy s

I0jED0T] 3387

To select one of
the cases in the
table, click on
the Case
Number in the
first column of the table.

List Cases

Swstem Mew  Edit  List Reports  Miew

Help  Test

fa;aND iOR fr:aMD G OR
Search Feld #1 | Search Field #2 Search Field #3
* Patient ‘. Official Status Wil W
Function Function Function
- Cantaing = Nat Equal Ta W @ : @
Primary ' alue Frirmary Yalue
ueller Statemented

Search

To learn more about using the Search screen, click on the Show Me button at the bottom of the screen.
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access group, 107, 108

account activity, 113

Account Locations, 60

Account Name, 57

Accounting, 6, 36, 99, 100, 104, 142

Accounts, 12, 38, 56

accounts payable, 14

accounts receivable, 11, 14

Activate, 28

adjustments, 136

Aged Trial Balance, 12, 113, 114, 142

Avrticulator Tag, 119

backed up, 114

Background, 41

backup, 19, 114, 115

Bar Coding, 6, 142, 144

billing, 143

Billing, 3, 6, 11, 12, 83, 104, 113, 133,
142,143

Billing Terms, 104

Bold Fields, 44

budgeting, 14

Buttons, 43

calendar, 44, 52, 94, 95, 145

Case codes, 130

Case Entry, 12, 13, 77, 96, 98, 113,
124,132,133

case number, 113

Case Number, 50

Case Search, 12

Cash Receipts Journal, 113, 114

CD-R, 114

Change Prices, 92

Close Date, 119

Closing the Month, 113

Commission Rate, 58

Company Name, 49

Company Preferences and Settings,
38

Compatibility, 9

Composition, 77

conversion program, 9

Copy Price List, 93

Copy Protection, 9

Copyright, 2

Cost, 77

credits, 136

Credits, 10

Custom, 23

Custom Reports Path, 53

database(s), 109

Date Delivered, 119

Index

Date Fields, 44

Date Retired, 58, 61, 77, 83, 85, 87,
89, 90, 101, 106

Define your Company Name, 28

Delnvoice, 133

Delivery, 13

Delivery Hours, 61

Delivery Method, 61

Delivery Methods, 5, 97

Department, 16, 18, 68, 78, 99, 113,
114

Department Production reports, 113

departments, 112

Departments, 38, 55

DEPARTMENTS & PRODUCTS,
112

Desktop, 35

Desktop image, 40

Discount Percentage, 106

Discount Rate, 58

Discountable, 68, 78

discounts, 12, 13, 15, 58, 68, 121, 123,
131, 136

Doctor Date, 119, 156

Doctor Item, 124

Doctor Items, 5, 96, 124

Doctor preferences, 64

Doctors, 62

Doctors Codes, 65

dot-matrix, 9

DVD, 114

Easy to Learn, 9

Email Address, 63

employees, 86, 87, 144

end of month, 114

export, 9, 48

Filtering, 46

Finish Date, 53, 119

Frozen, 59

General, 4, 6, 36, 49, 142

general ledger, 14

Grouping, 47,78

Hazardous, 78

Help, 35

holidays, 94, 95

Image, 4, 41, 51, 66, 75, 81, 87, 89,
128

Import process, 30

importing, 30

Importing Version 5 Data, 30

In Stock, 76, 77

ink jet, 9
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InstallShield, 25

Introduction, 8

inventory control, 14

Invisible, 68, 78

Invoice, 5, 12, 58, 63, 101, 104, 105,
106, 113, 114, 127,128, 131, 132,
133, 145, 153

invoice Copies, 54

Invoice Register, 113, 114

Invoice Terms, 5, 58, 104

invoices, 11, 113, 114

invoicing, 133

Invoicing, 5, 12, 113, 132

Lab Manager CD, 22

Labels, 6, 142, 144

laser, 9

List buttons, 44

List screens, 45

LM Server Tool, 25

Location, 60, 63, 64, 77

Logging in a Case, 112

Login, 34

Logo for Reports, 53

Lot Number, 78

LotNumber, 123

mailing labels, 12, 144

Marketing, 12
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Markup, 77

Master Database, 26

material unit types, 98

Material Usage, 114

Materials, 4, 5, 12, 38, 71, 76, 79, 112,
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Media Warranty, 10

Menu Bar, 43

menus, 9

Microsoft Excel, 48

miscellaneous charges, 113

modules, 12

Non Tax Category, 61

Notes, 4, 5, 59, 73, 87, 125, 126, 127,
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On Hold, 59

On-site Training, 16

Overview, 35

Pan Number, 119, 156

Pan numbers, 112

Password Protection, 13



past due balances, 113, 114

paths, 51

Patient, 5, 46, 110, 118, 129

patient's name, 112

Payment Date, 137

Payment Type, 137

payments, 13, 47, 113, 114, 136

payroll, 14

PHONE SUPPORT, 10

Pick Up, 13

Pickup Date, 119

PIN drive, 9, 114

price, 69

Price List, 69

price lists, 12, 57, 69, 90, 91, 93

Printing a Work Ticket, 112

Printing Invoices, 113

production, 143

Production, 3, 5, 6, 13, 38, 55, 68, 112,
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Production Accounting, 13
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120, 127, 131, 154, 157
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Quarterly Newsletter, 16

questions, 10
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Reg Date, 64
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Report Generator, 12
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Route, 60
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RTF editor, 126

Safety Info, 77
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Schedule, 121

security, 40, 107

Server, 23, 26, 28
Service Charge, 105, 106
shade, 112

Shade, 119, 120, 121, 123, 156
Ship By Date, 119

Ship By Time, 119
shipping and handling, 113
Short Cut, 42

Short Cut bar, 40
Shortcut Bar, 13, 35
Show Mg, 38, 43
Sorting, 46

Splash Screen, 34
Standalone computer, 26
Start Date, 57, 119
Starting Balances, 39
Starting Lab Manager, 8, 30
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Support Plan, 15
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