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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 
to 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 to 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 



 PAGE 174 
 

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 to 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 to 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 a good idea to 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 to 
backup your data to a Zip or Pin drive or to the local hard drive. 
 
Step 1:  Select the Company DB that you wish to 
copy (backup) using the drop down list button as 
you see to the right. 
 
Step 2:  Click on the Backup Database button.  The 
Lab Manager database will be copied and 
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. 
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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. 
 
Follow these steps to restore an older 
database. 
 
Step 1:  Select the Company DB that 
you with to restore your data to by using 
the drop down list button show to the 
right. 
 
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 in a 
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. 
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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. 
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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. 
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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. 
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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 new 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). 



 PAGE 185 
 

 
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. 
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SEARCHING FOR A CASE 

 
From the LM6 Desktop, go to the top of the screen and click on List and then on Cases. 
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. 
 
To select one of 
the cases in the 
table, click on 
the Case 
Number in the 
first column of the table. 
To learn more about using the Search screen, click on the Show Me button at the bottom of the screen. 
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