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Concept

Five years of design and development have been invested in the WinVoice™ project. Our goa: To provide
an inexpensive, flexible and friendly invoicing and billing program, written exclusively for dental
laboratories, using the Windows™ (3.1/9x/NT) operating system.

WinVoice™ software takes advantage of time saving features like point and click execution, pull down
menus, cut and paste capabilities, combo box selection, and multi tasking. WinVoice™ aso utilizes an
attractive and intuitive graphical user interface.

To guarantee that WinVoice ™ keeps current with the ever changing dental field, it was designed from the
ground up to be almost completely configurable. WinVoice™ alows for amultitude of lists. Each list can
have approximately 65 thousand entries. The only limits are your imagination and the power of your
computer.

Most competing software packages are limited to what the software designers envisioned as the best way to
run alaboratory and print an invoice. WinVoice™ print format files allow for a complete redesign of how
invoices, form letters, work tickets, and statements are typeset. Print format changes can be accomplished by
asavvy computer user or if you prefer, WinVoice Development offers custom design service for a
nominal fee. Thisisapowerful feature that allows you to print your documents the way Y OU likel
WinVoice™ printing formats utilizes Window's print drivers. This means your invoices, statements, and
reports will print the same on almost any type of printer, on most any type paper.

WinVoice ™ software packages are tailored for the size and needs of your lab. WinVoice-Junior™ caters
to small labs or users with limited computer experience. WinVoice-Lite™ is specifically designed for the
smaller lab that isinterested in automatic case scheduling. WinVoice-Pro™ offers more powerful features
and reporting that larger labs find important, such as employee production management, piece rate payments
and multi-level security tailored for each employee.

Networking is a valuable time saving tool that can benefit both small and large labs. Networking with
Windows 95 is as easy asinstalling a network cardsin your computers, connecting cables and rebooting the
machines. When running WinVoice-Net™, one node (a computer) can be creating new invoices, another
node can be processing statements, while yet another can be generating reports or checking on casesin
progress. Networking can actually pay for itsdlf inincreased productivity and the sharing of expensive
hardware such as laser printers and hard drives. WinVoice-Lite™, WinVoice-Pro™, and WinVoice-
Net™ utilize the same data formats, this makes upgrading to a more advanced version quick, easy and
painless.
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New Features

WinVoice™ v2.6 (from v2.0)

New controls. Standard windows controls, such as list boxes, combo boxes, and edit boxes have been
replaced by our own code. This greatly enhanced the operating speed of our software and allows more
flexibility. List boxeswhere most notably changed.

System configuration. Allowing customization of screen colors.

2 new doctor sort methods help to find doctorsin your list easier.

View Credits button on doctor list screen, works the same as the View Invoices button.

New, easier, search for invoice feature. Added search by pan number.

Redesigned invoice screen. More attractive and easier to use.

New “memorization” fields. The shade/status/misc charge/payment fields have been replaced by
memorization fields. Allowsfor the addition of items On The Fly, that are automatically saved.

New up/down a day buttonson al date fields. This helpsto speed data entry.

“Clickable” reports. On most visual reports, amagnifying lens will appear over fields that can be clicked to
provide additional information.

Double clicking on aday in the company calendar will give you alist of the invoices on that day.

New “print tune” function allows you to delicately offset the position where reports line up on your paper.
Added last credit, and amount to the Accounts Receivable report.

Pop-up view options before executing the invoice list.

“Batch Invoice” company switch. When on, after an invoice is created, will ask if you wish to create another.
A time saver, since the invoice list does not have to be reloaded after every invoice creation.

New mailing label print options.

Accounts receivable due report now has per centage reporting.

Added Employee stepsreport.

Title bar of doctors list now reports sum total of doctorsin your list.

Default view options on company edit screen lets you insure that your default view option settings are saved.
Print invoice list and contact list reports added.

Overall period report alows you seetotals for all periodsin the system, also allows you to filter by doctor.
Many improvements were made to existing reports. New fields, and faster execution.

Print pie chartsfeature added.

New “moveable’ button bar. Scroll left or right, rather than having first page and second page.

Two new invoice list sort methods. Doctor and pan.

Print al Unprinted invoices.

Print invoice list.

Imaging
Doctor group billing
Numbered tooth charts
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Configuration

Included with this manual is a"Getting Started” pamphlet. Please take time to read this pamphlet init's
entirety, asit will help you to become familiar with the steps necessary and in what order they should be
accomplished when configuring WinVoice™with your lab'sinformation. WinVoice™ is shipped with
dummy data, we suggest that you use the dummy data as a guide and modify it to reflect your lab's
information. It ismuch faster to modify existing data than to create new data!

WinVoice™ isdesigned to allow you to customize most every element. To ease configuration, all lists
utilizes the same basic "list-select-edit" design. This greatly reduces the learning curve required to use the
program and enables you to quickly maintain configuration lists.

Companies

WinVoice-Pro™ and WinVoice-Net™ alow invoicing/billing for multiple companies. A company in
WinVoice™ is any entity that needs to maintain a doctor/account list. This feature is commonly used by
labs that operate two or more businesses under one roof and use different names for each business. Each
company can have separate employees, configuration, and invoices. It should be noted that most applications
require only one company. Important! Companies differ from Departments and should not be used to
segregate departments within your lab as it could cause repetitive invoice dataentry. See: Departments

Upon executing WinVoice™, your list of companiesis presented The company list allows you to select the
company to use for the current session, you may also, Edit a company; Create anew company; or Delete an
existing company in your list of companies.

Note, your company name is hardcoded at the time of shipping. This prevents other labs from using your
purchased copy of WinVoice™. Please make absolutely sure that the company name listed on the blue
invoice receipt is exactly as you are wanting your company name presented. If not, contact customer sales
IMMEDIATELY, do NOT open the enclosed sealed disklette protector. If, in the future, you decide to
change your company name, a hame change disk will cost $49 plus shipping. Thisisaradica change from
prior security measures which only allowed WinVoice™ to be run on the computer originaly installed upon.
Thislocking in of the company name allows you to make backups of your lab and move them to home
computers for further report study or usage.
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(3 Company E

A ctivities
CityfState

Company name

p Select Create % E dit ﬁﬂ”/ﬁ Delete @ &bt ? Help
L]

Mew

When the Create New or Edit buttons are clicked, the Company Edit dialog box is displayed.

5 Company Edit B3

Company name |bETIJ Company” | Telephone
Toice | |
Street |123 Doe Lane |
FAX | |
City |T'ulsa State
) Data | |
Zip 12345-67189

contact o | [rowra [ ]
Bank |First | Directory
Federal IDH# I:I Tax permitH I:I Inr type |Dental j

[+ Aiuto custom labels [ Balance forward | Batch inv |Teethi#f {* UsAa ( Canada

Default wiew option: (* Lacst selected (" Dpen (" Closed

E Save @ Abaort ? Help

Most dialogs are divided into boxes, the first box in this dialog contains the company information fields.
Thesefields are used to produce invoices, statements, and reports. Fieldsinclude; company street, company
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city, company state, company zip, company contact (generally the owner or manager), company bank/account
number, Federal/State/Provence/license id, and sales Tax permit number.

The second box of information contains a voice contact telephone number, the FAX number for this
company, and a data number for this company (can be modem, or E-mail site). To assist our international
customers and to allow for possible future changes, a strict format is not required, you may type X-XXX-
XXX-XXXX or (XXX) XXX-XXXX or any combination you wish.

The third box of company configuration contains system information. The password field iswhere to enter a
password that will be required to access this company. Important! The company password is different than
the employee password field. The company password is required each time someone attemptsto select, edit,
or delete this company. |If you enter a password into thisfield and click the Save button, you are then asked to
confirm the password before WinVoice™ actually saves your changes. Be sureto remember the
password. If you forget the company password, you will not be able to access the company!

The directory field is where on your hard drive WinVoice ™ isto place the company's datafiles. Thisisa
standard DOS directory filename, it must be 8 characters or less and may NOT contain spaces or punctuation
characters. The company directory will become a sub-directory of the root WinVoice™ directory. For
instance, let's assume WinVoice™ wasinstalled in the C:\WINVOICE\ directory, and "demo" remains the
directory field. Under this circumstance, the data for the company will be stored in the
C:\WINVOICE\DEMO\ directory. When you have created and saved a company, the directory field
can not be changed.

The Inv type field allows for future expansion of WinVoice™ into other markets and should ALWAY S be
set to "Dental".

The Print Custom labels check box allows you to select if you wish to be prompted to Print Custom labels
after the printing of invoices. If acheck isin thisbox, the Custom label dialog box will display asking if you
wish to print Custom labels after you print an invoice. Custom labels are different from the Mailing label
report feature discussed later in thismanual. When Balance Forward is check box marked, Balance
Forward accounting will be used to produce statements and they will show opening balance, current period
credits, and current period invoices. Without a check mark in thisfield, Open Invoice accounting will be used
to produce statements. Open Invoice statements shows all invoicesthat remain unpaid. With Batch Inv
checked, you will be prompted if you want to create a another invoice after saving a new one.

Thelast box alows you to select between United States standard or Canadian standard, teeth numbering

schemes. When "Canada’ is selected, Tax permit # is changed to Goods and Services Tax #, and Federa ID
#ischanged to License# .
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The United States tooth numbering scheme starts with the upper arch at tooth #1 and moves sequentially up
and around to tooth #16. The lower arch begins at tooth #32 and continues, reducing, sequentially to tooth
#17.

The Canadian scheme starts with the upper arch at tooth #18, then #17, #16, #15, #14, #13, #12, #11, #21,
#22, #23, #24, #25, #26, #27, and #28. The lower arch begins with #38, then #37, #36, #35, #34, #33, #32,
#31, #41, #42, #43, #44, #45, #46, #47, and #48.

Accessto WinVoice ™ isfirst restricted by company selection and is further restricted by each company
having alist of "employees" or usersthat are allowed to "logon” to WinVoice™.

When anew company is created, a single employee is automatically created in the employee list that is
defined asthe " Administrative employee”. This newly created Administrative employeeis named "SysOp"
and has all security buttons turned on, with the exception of Locked Out. This allows the Administrative
employee to create additional employees or delete existing dummy employees. The employee password for
SysOpis"system". The Administrative employeeisvery important to the new company, asheisthe
only person allowed to gain accessto the new company's data.

Thefirst thing you (the Administrative employee), should do after creating a new company is edit the
employee "SysOp" to reflect your personal information (name and password), assuming of course that you
are to be the Administrative employee.

See: Employee section of this manual for additional information as to how to edit/create employees.
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Employees

The Employee function of WinVoice-Pro™ and WinVoice-Net™ alows the Administrative Employee to
restrict access to different areas of the system for every other employee.

By clicking on the Emp icon |E21 from the second page of the button bar on the desktop or Config-
>Employees from the menu bar, you will call the company'slist of employees. An employeeisdefined as
any individual that is going to have accessto the system, or whose productivity will be tracked by the system.
Note: Employees can be locked out of the system and still have productivity tracked.

The Employeelist allows you to Create, Edit and Delete your employees.

1 Employees K

A otivrities

Jane Doe

John Doe

@Fﬁetuml ﬂgf‘:e % Edit &&ﬁﬂelete ?Help

Clicking on the Edit or Create New buttons will bring up the Edit Employee diaog.
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£} Employee Edit B

Employee name ||(Generic Uzser >

Street

City

| State |:

Toice phone | |

[ ]

Passvord

Mar ztat Single j

stact asta@] | tost reice [ ]
peos o B ] meview

[ I

@ Abart

' Save

@Nutes

eS ety ? Help

The Employee Edit dialog allows you to maintain employee datafields. Y ou can record important dates,
including the date the employee started with your company, the last time the employee received araise, the
date the employee's probation period expires, and the last time the employee was reviewed. All fields other

than the employee name field are optional.

By clicking on the Note button, you can keep an ongoing employee performance record. The employee note

can contain up to 16,000 characters!

Clicking the Security button of the Edit Employee dialog, displays the Employee Security dialog box.

[ 3 User Security Options

Invoices Configuration

Doctors

[ Edit doctor

[ Edit open invoice
" Edit closed invoice
[ Create invoice

[" Delete invoice

" Close invoice

I Print invoice

[ Modify depart
[ Modify metal

[ Modify employee
[~ Modify status

[ Modify payment
[~ Modify =hipping

[ Create doctor
[ Delete doctor

Company

[ Edit company
[ Create company

¥ Wiew units report
[ Print reports
[ Cloge period

v Exit

[ See totals [ Modify shade [ Delete company
Reports System Credits
[ Wiew reports [ Backup [ Create credit

" Edit credit
[ Delete credit
[ Wiew credit

@Hetum

? Help
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Thisiswhere you tell the system what areas of WinVoice™ each employee may have accessto. Y ou may
restrict each employee's access to WinVoice™ as much or as little as you feel necessary.

IMPORTANT: The" Administrative Employee" must have the M odify Employee check box selected
in the Employee Security dialog box. Without this security privilege, the Administrative Employee
will not be ableto create a new, or edit existing employees!

Thefollowing is a synopsis of the different security buttons and how they effect security.

Edit open invoice
Edit closed invoice

Createinvoice
Delete invoice

Closeinvoice

Print invoice
Seetotals

Modify depart
Modify metal
Modify employee
Modify status
Modify payment
Modify shipping

Modify shade

Edit doctor

Create doctor
Delete doctor

Edit company
Create company
Delete company

Invoices
Allows an employee user to edit an existing invoice.
Allows an employee user to edit an already closed (and as such, should remain
unchanged) invoice. A "reason for editing closed invoice" box will be displayed
upon editing aclosed invoice.
Allows an employee user to create a new invoice.
Allows an employee user to delete an open invoice. Note: Closed invoices can not
be del eted.
Allows an employee user to close an open invoice.
Allows an employee user to print an invoice and its associated form letter.
Allows an employee user to see the total number and fee of invoices when the select
invoice screen is active.

Configuration
Allows an employee user to create, edit, and delete departments.
Allows an employee user to create, edit, and delete from the metalslist.
Allows an employee user to create, edit, and delete employees.
Allows an employee user to create, edit, and del ete the status types used in an
invoice.
Allows an employee user to create, edit, and del ete the payment types associated
with invoices.
Allows an employee user to create, edit, and del ete the shipping types associated
with invoices.
Allows an employee user to create, edit, and del ete the shade types associated with
invoices.

Doctors
Allows an employee user to edit a doctors information (includes Opening Balance
function).
Allows an employee user to create a new doctor.
Allows an employee user to delete a doctor.

Company
Allows an employee user to change a company'sinformation.
Allows an employee user to create a new company.
Allows an employee user to delete acompany.

Reports
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View reports
View units report

Print reports
Close period

Backup
Exit
Locked out

Create credit
Edit credit
Delete credit
View credit

Allows an employee user to use the "view" style reports. Note: does not exclude the
Units report.

Allows an employee user to view the unitsreport. Note: this commonly used report
is separate from the main view reports security option.

Allows an employee user to use the printed reports functions.

Allows an employee user to close the current period.

System
Allows an employee user to use the backup function.
Allows an employee user to exit WinVoice ™ when logged on.
With this button toggled ON, an employee will not be alowed to logon. USE
THISBUTTON WITH CARE! The Administrative employee should not have
this box checked. If so, the Administrative employee will no longer be ableto
logon to WinVoice™.

Credits
Allows an employee user to create a new credit/adjustment for a doctor.
Allows an employee user to edit a credit/adjustment.
Allows an employee user to delete a credit/adjustment.
Allows an employee user to access the Select Credit/Adjust function. Without this
security feature enabled, a user may not create, edit, or delete.

When a Company is selected, the Employee Logon dialog is displayed. This alows an employee to logon to
WinVoice™. The password field of the Edit Employee dialog is the string of text that is required by the
system before an employeeisalowed to logon. It ispossibleto leave the employee password field blank,
doing so will disable the password function.

¢ 1 Employee Logon X |
Name [P T R -]
Archive | Current files =]

@ Short ? Help

=

When Logging On an employee should first select higher name from the employeelist. The employee should
then enter their password. The archivefield is used to select which data filesto use for this session. Select
"current files' to use the most recent data, or you may select archived batches of invoices from the Archive
list. See: Archive section in this manual for additional information. After this has been accomplished, click

on the Logon button.
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If amistake was made entering the password, an error message will be displayed indicating anillegal attempt
to accessWinVoice™.

Note: When anew company is created, one employee is automatically created that is defined asthe
"Administrative employee”. Thisnewly created Administrative employeeis named "SysOp" and has all
security buttons turned on, (with the exception of "Locked out"). The employee password for SysOp is
"system". See: Companiesin this manual.

The Administrative employee (the person responsible for the security of the system), should edit the

employee SysOp, and modify the information to reflect his’her own information. That person then becomes
the Administrative employee and can Create new, Edit or Delete any other employees.
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Doctors

Doctorsin WinVoice™ are any entity that are to be billed for invoices created. Y ou may have up to 65,000

entriesin your doctor list.

o

By clicking on the Doc icon .2

I8 = doctors.
A ctivities

¥imble, Dr. Richard

from the button bar or Doctor-> Select/Modify Doctor from the menu bar,
you bring up the Dactor Selection dialog box.

405-555-8741 | Bixby, OK —I

Emith, Ir. John

2918-555-8888 | Broken Arrow, DK

Waxxelson, Dr. Greqg

218-555-1212 | Alsuma, 0K

Zellec, Dr. Rodney

218-555-8787 | msso, 0K

wﬂ eturm % E dit

Create
P e

ﬁy Delete Wiew
|Fivnices

Wiew =
Credts | | 5 Options ?He'p

By clicking the View Options button, you may change how the entries are viewed in the doctor list.

I8 Doctor View Options

* Doctor name, Yoice phone, City. State

r

" State, City. Doctor name, Charge for remakes. Phone
" Zip. Doctor name, Yoice phone, Charge for remakes, City
" Tax rate, Doctor name, Phone, Charge for remakes, State, City

% Comtimiue ‘

@ &bt

? Help
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When adoctor is highlighted (by clicking once on the doctor's name in the list), you may click on the View
Invoices or View Credits button. Doing so brings up alist of invoices/credits that belong to the highlighted
doctor. Thisisapowerful lookup tool that should be made available to most employees. Y ou should
familiarize yourself and your employees that have access to the system, with the View Invoicesfilters, to
completely capitalize on this feature.

By clicking on the Edit or Create New buttons you bring up the Edit Doctor dialog box.

= DocTorR EoiT

Ioctor name |TESt-.. Ir. Joe | Toice |555_555_5555| ‘
Bill to
|<Eurrent, doctor > b || FRX | ‘
Street |1952n W 5t Test |
Data | ‘
City [Binary | state [ox

Fi; 55555-5555 Tax # | -
E Ship |u1=s Begular vl‘

Contact mame (Dr. Joe Test

Ban} | | Pay |<:m:cuunt> 'I‘
g o R o L o
Serrice Ehg| Opening bal 60  [0.00

e e T P | e 7
I Chasg or sematen | pening b 120

' Save | @ Ahart @Nutes ‘ Fees ? Help

In the first grouping of fields, you can enter the mailing address of a doctor aswell as other information
fidldsincluding, Tax number, Bank, and Contact Name. Bill To isafeature that assigns this doctor's hilling
account to another doctor or group of doctors. The Contact Name field is used by WinVoice™ when
printing Natice letters. For instance, type "Dr. Smith" in the Contact Name field if you want a notice |etter to
start with "Dear Dr Smith,".

The next grouping allows you to record a Voice telephone number, a FAX number, and a Data number (or E-
mail address) for the doctor in question. Thisinformation can be easily accessed later. The Voice telephone
number will display in the Doctor list dialog if so desired.

The next group contains the default Shipping and Payment types that can be printed on an invoice when this
doctor is selected.

The fourth grouping includes the Discount percentage rate for this doctor. A discount factor entered into this
field will be applied to each of thisdoctor'sinvoices. Example: Enter 5.0 for a 5% discount to be applied on
each invoice created. The Tax rate to be applied to each taxable restoration, metal, design and service charge.
The tax will be applied to each invoice. Example: Enter 7.0 for a 7% tax rate per applicable item per
invoice.
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The Service Charge field is also applied to each invoice and includes a description.

Example: "Handling fee" "1.00"). Alsoincluded isan option to Tax Service Charge and an option to
Charge for Remakes. If the Charge for Remakes check box isleft blank, and anewly created invoiceis
marked as a Remake, the doctor will be charged only for the metal and miscellaneous fees noted on that
invoice.

The Interest on Account field is the percentage of interest that isto be applied to the doctor's account on all
past dueinvoices. It isapplied when the periodis closed. Example: Enter 1.5 in thisfield if you intend to
charge the doctor in question one and one half percent on the unpaid balance upon closing aperiod. Seeaso:
Periodsin this manual.

The Opening balance group isthe total of this doctor's accounts receivable the day you first begin using
WinVoice™. When gathering your doctor'sinformation upon initial configuration, you should determine
what each doctor in your list owes your lab to date. |f you wish to perpetuate your ageing history, divide the
total into each field 30, 60, 90, and 120+ old. If your current billing system doesn't track ageing history, enter
the total amount into the opening balance "30" fidld. To verify that the totals are correct, click on the OpnBal

icon [2E2l |ocated on the second page of the button bar or Doctor-> Edit/View opening balances from the
menu bar. After you have verified that the opening balance fields are correct and all other
configuration is correct you should gather all work in progressand log it intothe system. After doing
so you will then be able to generate reports showing the status of A/R and Work in Progress.

Note: The opening balance fields will be accurate only until thefirst period is closed, at which timethey are
internally used by WinVoice™ to calculate accurate aging history for reporting purposes.

Caution! The opening balance fields should not be changed after you have verified thetotalsare
correct. Modification of any opening balancefield after initial input and verification will completely
alter the state of that doctor's billing account and the total amount of the company's A/R during
reporting!

The Fee button allows you to setup specific prices for restorations, designs, and metals to be used exclusively
for the doctor in question. Clicking on this button displays the Dactor Fee Setup Department Select dialog
box.

{3 Doctor Fee Setup: Department Select

QD esign

Rest-
- oration

' Save ‘Metal ? Help

Clicking the Metal button will call the Change Default Fee dialog box.
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{3 Doctor Fee Setup: Metals

Doctors fee

01% PFM PF+ White Color Default
2% CER White Color Default
200 C&B Lite AV Color Default
50% C&B Mediwnm AV Color Default
52% PFM S5F White Color Default
T4% PFM Lite AV Color Default
5% Inlag Good AV Color Default
#8% PFM Good AV Color Default

Default fee

' Sawve |

@ Ahart

? Help

Click on the metal fee to be changed, then enter afee under Doctorsfee. Click on Save when finished.
Modifying restorations and designs are accomplished in the same fashion. Select the department to use, then
click on the Design or Restoration button from the Doctor Fee Setup Department Select dialog box. A
Change Default Fee Dialog will appear allowing you to modify the default fees to be charged to this doctor.

Note: If you enter adoctor's fee that isthe same as the default fee. "Default" will continue to be listed in the

column on the | ft.
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Departments

Departments allows you to sub-divide (departmentalize) your restorations and designs, this helps to keep
your lists of restorations and designs as small as possible, speeding data entry.

Note: If only one department is configured, the Department Select dialog box, when adding atask, is
bypassed. See also: Invoicesin this manual.

-
Clicking the Depart icon \l‘&“l or Config->Departments/Designs/Restorations will call the Departments
dialog box.

I ¥ Departments X
Artivities

@Hetuml ﬂgf:e % E dit | G&QDelete ? Help

By clicking the Edit or Create New buttons, the Edit Department dialog box will be displayed.
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{1 Department %]

Name [kcaB> |

ToothfArch Bepresentation

One click |(Single Unit QDesign
Tvo click |(BridgefPontic
Three click ‘hhutmntﬁ?ing | Dﬁ‘;ﬁ;n

l Save @ Abort ? Help

Tooth/Arch Representation is defined as how one, two or three clicks are to be represented and displayed on
the Tooth/Arch chart when adding or editing atask. The representations can be changed to fit your scheme of
operations. See also: Tooth Chart, Invoicesin this manual.

Clicking on the Design or Restoration buttons allows you to modify the design and restoration types along
with their corresponding fees/prices associated with this department. See also: Restoration and Design
chapters for further information.
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Restor ations

Restorations are the heart of adental laboratory. WinVoice ™ uses restorations and design typesto create
and price invoices, schedule cases and send accurate statements to your doctors. Restorations are sub-divided

by department

Clicking the Restoration button from the Edit Department dialog displays the Restoration Types dialog.

Clicking the Edit or Create New buttons brings up the Edit Restoration Type dialog.

{3 Restoration Types
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¢ 1 Restoration Type

Name |butt Shoulder - Porcelain |

Fee 15. 00 [¥ Fee per tooth?
Jateriad cost [0 " Heo por mmche
Uitz 0 | [@1s ot taxapie

' Save | @gbnrt ‘ Steps Dsfi;l;“ ? Help

Y ou may select Fee per tooth or Fee per arch, depending on how you wish to charge for the restoration in
guestion. If Fee per tooth is checked, each time atooth is clicked on the Tooth/Arch Chart, the restoration
feeisincreased by one unit. See aso: Invoices.

If Is not taxableis not checked, this restoration will be invoiced and taxed, based upon the Tax field entry for
agiven doctor.

Material cost is how much this restoration costs your lab to produce, with the exception of metal cost. It can
be your actua cost if known, or you may approximate the cost. Material Cost isused in restoration and cost
reports to calculate or approximate profits on each restoration type you produce. Thisfield is optional and
may be left blank if you do not wish to track this information.

Unitsis anumber you assign (from 0 to 7) to each restoration. This humber is used by the system when
scheduling and printing employee productivity. For instance most labs count each porcelain fused to meta as
one unit, they also count each porcelain fused to metal with a porcelain shoulder as one unit. Therefore, set
the restoration PFM unit designation as"1" and the restoration "Porcelain shoulder” as"0", thiswill schedule
aPFM with a porcelain shoulder as one unit. Use the preconfigured information asaguide. See also: Units
report.

The section on Doctor Configuration contains additional information about setting up specific restoration
fees for specific doctors.

See also: The next section on Steps for additional information pertaining to the Steps and Default Steps
buttons. Steps pertain to employee productivity reports and invoice auto-scheduling.
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Steps

By clicking on the Steps button from the Edit Restoration dialog, the Select Step dialog box is displayed.

I8 "Butt Shoulder - Porcelain” Steps

A otivities

0 Grind Shoulder 0|1.00

-

@Hetum ﬁgi}e % Edit ﬁDelete ?Help

This diaog displays (from I€eft to right), the step sequence number, the description of the step, the effort of
the step, and the piece rate for the step in that order.

By clicking the Edit or Create New buttons, the Edit Step dialog is displayed.

I ¥ Restoration Step

Dezgcription

Hame |hu11d shoulder |

Piece rate 2.00
Sequence 0-16) |0

Production effort(time to complete step)

{* Zero r’rﬁda.y r!-&day
3% day 1 day 1 % day
1 % day 1 % day

' Save I @ Abort ? Help

Page 23



Piece rateisthedollar (or fraction of) amount to be paid to an employee for completing the step. Piece Rate
is used to print employee productivity reports that can be used to make piece rate payments to your
employess.

The sequence number is anumber from O to 16, which represents the order in which the step should be
performed. Y ou may repeat the same sequence number if a step can be performed during the same time
frame as another step. The sequence number is used by the AutoScheduler to schedule your cases.
Production effort tells the AutoScheduler how much timeto allow for the production of the step. The dummy
datais agood example for configuring restoration steps and most labs need only to modify the dummy data
to fit their lab's production criteria.

By clicking on the Default Seps from the Edit Restoration dialog, the Default Steps dialog box is displayed.

! § Default Restoration Task Steps

0 Grind Shoulder = I Doe j|

' Save | ? Help

Click on the step in the list box, then select the employee that in most cases performs the step highlighted on
the left. The employee chosen becomes the Default employee for the given step. This allows you to keep
track of step production when invoices are Closed, by only indicating exceptionsto thisrule, (if another
employee performs the step).
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Designs
By clicking the Design button from the Edit Restoration dialog, the Select Design dialog is displayed.

V¥ Design Types | X
A otivrities
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Met Ling wfCollar

No Metal Showing
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Met Ling Cusps wico
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% Edi &ﬂ?[ﬁemtel ?Hem

Y our design list can contain descriptions of designs or products your lab might sell. Denture laboratories
sometimes use the design list to contain denture teeth and their related prices.

By clicking on the Edit or Create New buttons the Edit Design dialog box is displayed.
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£ 1 Design Type K

NHame |h Full Porcelain |

Fee [ Fee per tooth?

I_FEE per arch?

I_Is not taxable

' Save ‘ @ Abort ? Help

Y ou may edit the Design fee to be charged based on each tooth clicked on the tooth chart (Fee per tooth) or
(Fee per arch) thisisidentical to configuring restorations. Y ou may aso indicate if the fee associated with
this design istaxable or not.

See also: Dactor configuration for more information on setting up specific design prices for selected doctors.
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Metals

=
Clicking on the Metal icon \ﬂl on the button bar or Configure->Metals from the menu bar, displaysthe

Select Metal dialog box.

£ ) Invoice Metals

01% PFM PF+ White Color 12_50 [—
02% C&E tWhite Color 4_ 95
20% CE&E Lite AV Color 1075
50% C&E Medium AV Color 17.50
52% PFM E5F TWhite Color 19_50
Td% PEM Lite AU Color 24_50
Th% Inlag Good AU Color 24 _50
#8+% PFM Good AU Color 29_50

a Feturn |

Create
Mew

? Help

% E dit Gﬂ‘?wetel

The Metals list can contain the metals your laboratory sells and their related prices. Denture laboratories

sometimes use the metal list to hold denture teeth or related materials and their prices.

By clicking on the Edit or Create New buttons the Edit Metal dialog box is displayed.
{3 Metal Type | X]

HName

Feg

Our cost

|hu-=x:. Rexillium IIT NP |

T

' Save |

@ Ahbort @NDES ? Help
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Feeiswhat is charged per unit weight of metal. (Unit weight of metal can be pennyweight, grams, ounces
etc.). Thefeefield contentsis printed on the standard invoices. Don't worry if the fee varies, when you create
an invoice you are allowed to override the fee if necessary.

Our Cost isthe amount you pay per unit weight for thismetal. Thisfigureisused to calculate profit for each
metal you sell and is printed on the metal report. 1t can be approximated or left blank if you do not desire to
track thisinformation.

Is taxable allows you to charge tax relating to the sales price of the metal and is reflected on the standard
invoice.

The Note button allows you to describe the composition of the metal and is printed on the standard invoices.
This allows your doctors to know exactly what metal(s) was used to produce the restoration(s) and what
elements the metal (s) contains. Please be awar e that the M etal note dialog will allow you to enter as
many charactersinto it asyou wish, but they may or may not all be printed on your invoices!
Because of thelimitsof printing areaon an 8.5" X 11" piece of paper, each print format isdifferent,
most print formats allow only up to 40 character s of metal notesto be printed.

See also: Dactor configuration for information for setting up exception metal fees for specific doctors.
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Shipping Types

When the Ship icon %’; is clicked on the button bar or Configure-> Shipping methods is selected from the

menu bar, the Select Shipping methods dialog is displayed.

£ ¥Invoice Shipping Methods
A ctivities

First Class Mail

Local Delivery

Priority Mail

Priority Second Day

Send with Jan

TP5 Overnight

TPS Begular

TPS Second Day

-

%Hetuml‘ bede |l N Ed
Mew

dy Delete

? Help

Thislist contains the shipping type name as well as the number of days required to deliver viathe shipping
method in question. Clicking on the Edit or Create New buttons displays the Edit Shipping Method dialog.
Enter in the name of a new Shipping Type or edit an existing one.

['3 Edit Shipping Method

The ddlivery timeis used by the AutoScheduler to determine if the recommended scheduled completion date
will alow for proper delivery viathe doctor's usual shipping method. Entering a zero indicatesthat a case
can be ddlivered the same day asthe scheduled completion date.
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Payment Types

Payment types are used by WinVoice™ to indicate payment requirements for given doctors. If desired it can
be printed on invoices, it does not affect doctor statements.

e
When the PayL.ist icon M is clicked or Configure->Payment types is selected from the menu bar, the
Select Payment dialog box is displayed.

[ Invoice Payment Types

Check Encloged
CREDIT HOLD

@Heturnl ﬂgj:e % Edit %Delete ?Help

By clicking on the Edit or Create New buttons, the Edit Payment Type dialog box appears.

['d Payment Description K

- [C |

' Save ‘ @ Abart

Here you may edit an existing Payment Type, or create a new one.
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Status Types

Satus Typesisan auxiliary list that can be used for tracking information that pertainsto your unique mode of
operation. It has been included as an optional list and it's use is not required.

7]
Clicking on the Statusicon Iﬂl or selecting Configure-> Satus types from the menu bar, displays the Select
Status dialog box.

I ¥ Invoice Status Types
Aotivities

Canceled by Doctor

CEEDIT HOLD
Hold Shelf

%Hetuml ﬂgf\:e % Edit dﬁﬂDelete ?Help

Here you may create a new Status Type, or edit an existing one.
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System Config

The WinVoice Development Team strongly believesthat for a user to be comfortable with a software
package he/she should be able to change most every element of it. That's why the WinVoice™ user is able
to change the colors and backgrounds for the user interface. Don't be afraid to experiment with screen
colors, if you loose track of what you've changed or are unhappy with the result, you can always return to the
defaults quickly and easily by clicking on the Defaults button.

By sdlecting Configure-> System config from the menu bar, you are presented with the Configuration dial og.

W = 3
v Configuration

Mormal Line Color Selected Line Color Due Line
Background Foreground Background Foreground||  |Background
Highlighted Line Color Selected Highlighted Edit Colors
Fareground||  |Background Fareground B ackgraund Foreground||  |Backaround
Mizcelaneous colors Mizcelaneous options
Line Calor | | Stop Calor || Bar color || [ Dialog D:nln:url Frint Tune || | Turn snd onf | Turmn cue fol

' Save

@ Abart

Defaults

? Help

From here, you control most every element of WinVoice™. Thetop six sections contains the colors that
WinVoice™ uses. By clicking on either the foreground or background buttons you get the select color

diaog.
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Define Custom Colors >> |

1] .4 Cancel |

Click on the desired color and click the OK button.

Thefirst box, Normal Lineisthe foreground and background colors of anormal linein alist box. The
second box, Select Line, isthe color of lines you select in amulti-select list box, like the case list box.
Highlighted Lineisalinethat is highlighted but not selected, which is possible in the case list dialog box.
Selected Highlighted isthe currently highlighted line in alist box.

The last box, Edit Colors controls the foreground and background of the edit boxes on diaogs. These are the
controls you see on your screen where you type in text such as patient name.

The next section, Miscellaneous Colors, allows you to change the line color that separates the various lines
inalist box. Sop Color changesthe lines that divide the different information onthelinesin alist box. Bar
Color refersto the default color to use on status boxes. Dialog Color isthe background color to use for
boxes (normally grey).

The next section Miscellaneous Options allows you to modify system settings. Print Tune allows you to
offset printouts for your particular printer. The next button allows you to switch Sound on/off which will
become more useful in future releases of WinVoice™. Thelast button allows you to turn Cue Cards on or
off, this button is for future rel eases and should NOT be selected at thistime.
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Print Tune

The Print Tune button on the Config dialog allows you to fine tune where WinVoice ™ begins printing
reports on the paper used by your particular printer. When you click on this button, the following dialog

appears.

' Prinout fine tuning E3
Cazes Statements Other Heports

Top |E] Top 0 Top 0

Left |O Left |0 Left |0

Starting line down for reports |6

R eturn A bt Help
o) @ ?

The Cases, Satements, and Other Reports boxes allow you to enter the offset in printer device pixelsfor the
top left corner of printing. This number may be from -32767 to +32767. Please note that some printers
have physical limitations as to where they can print and this setting may not have any effect on your
particular printer. Start with increments of 100, and notice how much of a change 100 units makeson a
sheet of paper. For instance, for a 300 dpi printer, a unit count of 100, would be 1/3rd of an inch. For a 600
dpi printer, 100 would be 1/6th of an inch.

The starting line down for reportsis for what line number to start printing for all reports except statements.
The most common setting is 6, as this allows plenty of room at the top of the page for the reports to be bound
if desired.
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| nvolices

The primary purpose of WinVoice™ isinvoice generation and manipulation. Every effort has been made to
make this process quick and easy. Invoices are indexed and compressed giving the best combination of speed
and size. Invoicefilesare stored in the individual company directories.

By clicking the Inv icon |2 from the button bar or Invoice-> Select/Modify/Print/Close invoice from the
menu bar, the Select Invoice dialog box is displayed.

!

[ ¥ Invoice Selection: All

A ctivities
Becord # Panif Becy Sched Patientz Name Doctors Name Opn  Bmk Fee
1|B117 1031|1113 | Smith, Connie Zellec, Dr. Rodn 346.37 | =
2 |R115 10731 (11/13 | Browvm, Jane ¥Kimble, Dr. Rich 255.00 [—
3 [E197 1031 (11713 | Jone=s, Denzril Adam=z, Dr. Aaron 202_50
4 (R19 11701 (11714 | Harris, Stan YVaxxelson, Dr. & X NfC
5 |¥15 11701 (11711 | Dennie, Moore Emith, DIr. John X 127. 671
: & (Y10 11701 (11714 Brag, Beverley Ja Zellec, Dr. Rodn |X 61217
i T B234 11701 (11713 | Ney. Heather Zellec, Dr. Bodn |X 424 _ 65
[ §(W1234 (11F02 11715 Tiffaﬁg, Jane BR. | Waxmelson, Dr. G |X 223_50
9 Gh22 11702 (11715 | Mu=six, Donna WVaxxelson, Dr. G (X 447_00
X

Total invoicesz: i0 Total fee: 2180.63

Create : . Wi
@Heturn He % Edit dyﬁlelete . Prirt ll:lu:use 'Search %‘Dgﬁrns ?Help

The activities menu at the top of the dialog contains many functions that do not have button equivalents. At
thistime three of which are: Print Custom Label, Print Invoice List, and Print All Unprinted Invoices.

The Select Invoice dialog displays your list of invoices, based upon the View Options settings. Clicking the
View Options button brings up the View Invoice Options dialog box.
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3 View Invoice Options

Invoice zelection filters Date range filters ¥ Disable date filter

|f'“ Either ( Deleted  Not deleted : [ Received date

1171271995 ;E ¥ Scheduled date

|f7 Either © FPrinted Mot printed
" Needed date

@ Either ( Remakes { Noremakes e |11f1 4/1995 |~:§ " Completed date
(" Either  Open  © Closed " Entered date
Sort by

.......................

¥ Entered " Received {" Scheduled " Completed ¢ Patient © Doctor 1 Pan

Screen dizplay options
" Invoice number * Record number ‘ ' Scheduled date " Completed date

%Cn‘nti‘nuel @ Abort ? Help

The default settings for the View Invoice Options dialog box are shown as marked in the above graphic.
These setting will give you the most flexibility with fastest sorting speed.

The "Invoice selection filters' section of the View Options dialog offers methods of selecting major
categories of invoices. You can select to view invoices that have been Deleted, or ones that are Not Deleted,
or both (Either). It aso controls whether you view invoices that have been Printed, Not Printed or Either.
Invoices that are Remakes, No Remakes or Either and if an invoice(s) is still Open or has been Closed or
Either.

Thefollowing is one View Options example. Let's say you are looking for a closed invoice that you know isa
remake, click on the "Remakes' radio button and the "Closed" radio button and select "Either" for Deleted
and Printed. When you click on the OK button, the Select Invoice dialog will contain all invoices that are
closed and are also remakes. Thisisavery powerful look up tool asit can narrow down the size of the
invoice list very quickly.

Werecommend that unlessyou are specifically looking for a particular invoice that you keep the

I nvoice selection filters marked as Not Deleted, Either, Either, and Open with the Sort by set as
Entered. Thiskeepstheinvoicelist filled with the cases currently in production and sorted with the
most recent invoices at the bottom of thelist.

The "Date Range" section filtersinvoices by date and is used in conjunction with all other filters. If you
select Don't use date range WinVoice™ displays all of the invoices that meet the invoice filter criteria
Without the "Don't use date range" checked, you should insure that avalid " Start" and "End" date range has
been entered. To select a Start and End date, click on the appropriate calendar icon located next to the date
field, then click on the desired month day and year. Y ou may select to use the received, scheduled, needed,
completed, or entered dates to base the date range on. Werecommend the standard setting be, Don’t use
daterange - checked.
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Let'susetheview filtersin thefirst example. You are looking for an invoice that you know isclosed and is
also aremake, due to the many invoices your lab creates, over one hundred invoices are displayed in the
Select Invoice dialog box. Y ou know that the invoice was completed on the week of December 12, 1995.
Uncheck Don't use date range, then click on the Start calendar button and select December 12, then click the
End calendar button and select December 19th, then click on the Completed Date button. When you click on
Continue, the Select Invoice dialog box will display only those invoices that where closed and are also
remakes during the week of Dec 12-19.

Proper use of the View Optionsfilters can provide important information almost instantly and when
combined with the Print invoice list function, it can be used in place of many reports. For thisreason,
we urge you to spend the time necessary to master it's use.

The Sort by section controls how invoices are displayed in the list. The most commonly used method is the
Date Entered due to the fact that it will group your newly created invoices together at the bottom of your
invoice list (oldest at top, newest at bottom). This makes batch printing and closing easier since you will
most likely print the invoices at the bottom and close the invoices at the top.

Screen display options allows you to change between displaying the Record number or the Invoice number,
you also have the option of displaying Scheduled date or the Completed datein the View invoice list dialog
window.

Record number is a sequential number that isincremented each time an invoiceis created. Invoice number is
aunique number assigned to each invoice at the time the invoice is created and will not be duplicated under
any circumstance during the course of your business. It isused by the system to process and sort data
efficiently. The mgjor difference between the invoice number and record number is that the invoice number is
guaranteed not to be duplicated for at least 100 years. Y ou have the option of printing the Invoice number,
the Record number or both on your documents.

When viewing closed invoices you are generally more concerned as to when the invoice was closed rather
than when it was scheduled. The Scheduled and Compl eted screen display options allows you to select which
date field want to be displayed in the View invoices dialog list.

The View Invoice Options settings (filters), allow for much flexibility asto how invoices ar e viewed on
the screen and sent to the printer. Thisisa very powerful feature, you should spend thetime
necessary experimenting with different settingsto see how they affect your invoicelist. Learn to use
variousfilter schemesto your advantage.

When you can't seem to find the invoice(s) you arelooking for, thefirst thingto doistoinsurethat the
Invoice View options are set correctly. It iswiseto get into the habit of resetting the View Optionsto
their original state after they have been changed.

By clicking the Search button from the Select Invoice dialog box, the search dialog box is displayed.
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['d Search for Invoice

+ Patient name ||

%‘fﬁ?'?*’f‘ @ Abart ? Help

The Search dialog box allows you to move the cursor in the Select Invoice dialog quickly to the invoice you
arelooking for. Thisfeatureis commonly used to find aninvoicein your list that you intend to Close or Edit.
Seeaso: Closing aninvoice.

Y ou may enter in the exact invoice number, record number, type in a partial/complete patient name, or typein
a partial/complete pan number. When you click on Continue, WinVoice™ searches for the first occurrence
of the search criteria and moves the cursor in the desired invoicein the list.

By clicking the Search button again, you may click on the Next or Prev buttons in the search dialog box.
Doing so will move the cursor to the next or previous occurrences of the same search criteria, if any exist.
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Data Entry

By clicking the Create New or Edit buttons on the Select Invoice dialog box, the Edit Invoice dialog box
appears.

" EpiTivg Iv i 8

Doctor Warden, Dr. Dawvid rl | Recwd |EE!"“4fﬂif1397 m

Patient |5tnrﬂr | : Heeded IWE ! ||l]4 F18f1337 |E
Pan Nunber [B612 EX nusber A497 Sched |n4f1=1f19rﬂ vl
Rrtic ID Status -] Ippcint|ﬁﬁ A “ L

shade  [(]lvita c-3 | comp1et[BE[A] v

: PEM NP Complete 00% Rexilliuwm IXI - 39, Add
|| Fit to Existing Par 10-11 so.o0 | Task

Misc charge “ Fee for misc -
Shipping UPS Regular - J| Payment |<Account > | Total fee Hm

l EmlO&bnrtl :,mﬁl@hnag& itaﬁ:l‘ ?th -ann Ik [ Notice

Thetitle bar of thisdialog displaysthe invoice number, record number, and the date theinvoice was
created.

When creating anew invoice, you must first select the doctor the invoice will be billed to. Thisisimportant
as doctors may have exceptions to your usual fees, default shipping/payment types, and other information
needed by the system to properly price the invoice.

The Date section of the invoice stores when you Received the case, when the doctor requires the case;
Needed, when you plan to finish the case; Scheduled, when and if the patient is appointed; Appointment and
the date the invoice was closed; Completed.

It ispossibleto enter a completed date when theinvoiceiscreated, but it isHIGHLY recommended

that you follow the suggested procedurefor closing an invoices. See: Closing an invoice for additional
information.
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By clicking on the Items Recv button you will display the Items Received dialog box.

[d Items Received

.........................

[+ L-Model

[ U-lmpression
[ L-lmpression
[+ Bite

[ Copingl(s)

[" Crown[z]

[ Gold

[ Shade guide
[ Articulator

[ U-Denture
[T L-Denture
[~ U-Bite Block
[ L-Bite Block
[ Framework
[~ Tiy-in

[ U-Setup

[ L-Setup

[ Dr's teeth
[ wazup

[ Dr's note

[~ Post pattern
[~ Betainer

[ Band

[ wire

[+ Photograph
[ Trimmed Die
[ Implant

[ Attachment
[ Screw

ﬁ R eturn ‘

@ Abort

? Help

Thisdialog allows you to select the items that were received as part of acase. Thiswill allow you to keep a
permanent record of al items received so you can refer back to it if necessary. Itemsreceived isindicated on
the standard invoice by bold print.

Next to the Total Fee on the Edit Invoice dialog is a button that looks like this

7=

.. By clicking on this

button, a Totals diaog box will be displayed showing the breakdown of all fees, taxes, and charges associated

with thisinvoice.
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™ :
¢l Invoice Fee Breakdown

Faskifl PFG plus Gold charge *270_ 00 270_ 00/~
Tazk#fl 52% PFM 5F White Color charge 93_60 363 _ 60—
Misc charge(Extya shipping) 100 361 60
Doctor discount (5%) -18_23 34637

* Indicates item iz not taxable. 3‘”5-3"-'|

@Heturnl ? Help

The Invoice Fee breakdown shows each item's description, it's fee and a running total. Non-taxable items are
indicated by an asterisks. Thisisahelpful tool to determine how the system arrived at the total for all
charges.

Clicking the Shade button on the Edit Invoice dialog brings up a note field that allows you to record your
custom shade notes allowing you to refer to it years later.

£ Custom Shade Description

aHetum @ Lbort ? Help

The Calc button will call ahandy calculator for your convenience.
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If the Remake button is checked, anote field dialog will be displayed allowing you to permanently record the
reason for the remake.

I} Remake Cause

=]

@Hetum @ Abort ? Help

When invoices are sent to the printer, WinVoice ™ checks each invoice to seeif a Notice button is checked
on any of the recently entered invoices. |f one or more are, WinVoice™ promptsif you would like to print
Notice letters.

Notice letters are form letters that can be mailed to your doctors informing them that a case can not be
returned on the date the doctor requests. The notice letters are configurable and are stored as FORM.TXT in
the company directory. Y ou may either commission WinVoice Development to modify the letters or do
it yourself if your skills permit.

Page 42



Tasks

Tasks are the procedures noted on the invoice that are to be completed to produce agiven case. Y ou may
have up to 20 tasks per invoice. The standard invoice that isincluded with WinVoice™ has room to print
fivetasks. If your particular mode of operation requiresthat you print morethan 5 tasks, you may
commission WinVoice Support to create a custom print format to accommodate your needs. (There
isamodest fee for this service). Each task must include at |east one restoration and can optionally include, a

design, ametal, metal weight, notes, and steps.

When the Add Task button is selected from the Edit Invoice dialog (if there are two or more departments

created within acompany), WinVoice ™ will prompt as to which department to assign the new task.

£ 1 Select a Department for this Task

-

g SelectI

@ Ahbork

? Help

After selecting the proper department, or if only one department exists, the Edit Task dialog box is displayed.
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[T Lower full arch

Rest PEM NP Complete 6950 ;I 139.00
Design LI

Metal 00% Bexilliwm III NP 0.00 ;l 0.oo
Met wont [0 | Total metal fee [0.00

' Ewel 0 Abort @Nﬂﬁ ‘ Steps ‘ Calc ?Help

You may click on the "Upper full arch”" or "Lower full arch" buttonsto quickly highlight an entire arch. This
is primarily used to indicate a complete or partial denture, partial or orthodontic appliance with a fee based
upon Arch.

Each click on aindividual tooth may represent a different type of restoration. The department configuration
indicates what each click on atooth/arch represents. One click produces ayellow color, two clicks agray
color and three clicks ared color.

See: Departments for information how to distinguish what each color can represent. Thisfeatureisfor
design convenience and is optional, most labs use it to keep a permanent record of the design of the
restoration in case they need to refer back to the invoice at alater date.

After the tooth/teeth in question are selected, select arestoration. The restoration combo box displays the
restoration name and the default fee. If an asterisk isnext to thefee, it meansthat thefeeisdoctor
specific. When arestoration is selected the default fee for that restoration is displayed to theright. Y ou may
overridethefeeif you so desire.

If there is adesign associated with thistask, it should be selected next. Y ou may overrideit's fee if necessary.
If this restoration requires a metal, select the correct metal from your list. The metal fee, per unit weight, may
be modified if necessary. If you know the metal weight, enter it now, if not, when you determine the weight
of the metal that was used, make a note of it on both the doctor and lab side of the work ticket/invoice and
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enter thisinformation into the system when the invoice isclosed. See: Closing an Invoice for information as

how to edit an invoice when closing.

Clicking the Note button of the Edit Task dialog box brings up a Note field dialog that allows you to record
notes about thistask. Notes can be, special instructions asto how to perform the task, or possibly specific
instructions from the doctor. The note field is printed next to the task on the standard work ticket. Please be
informed, the Note field dialog will allow you to type as many characters asyou wish. However, when
printed, the number of charactersprinted is solely based upon the print format selected. Dueto space

restrictionsmost print formatstruncate the Note field to 40 characters.

The Calc button will bring up ahandy calculator for your convenience.

By clicking the Step button, the Record Step dialog box is displayed.

1§ Record step task#1 PFG plus Gold

Opagque Jane Doe =

Die trim |Jane Doe

Metal finish |Jane Doe

FinishfPolish (Jane Doe

Porcelain glazing |[Jane Doe

Employee

E S -]

Completed date

Porcelain build-up |[Jane Doe

Porcelain grinding (Jane Doe

Die prep and vax-up (Jane Doe

ttarted

] ==l |
Finished

] e |

' Save |

? Help

This alows you to record which employee actually performed each step of the restoration(s). Thelist
contains the sequence number, step name, and default employee. Start and Finish timesarefor future

expansion and are not used by the system at thistime.

Click on the step at the left, then click on the employee that completed the step at the right.

See: Step configuration for detail concerning default step assignments.
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Scheduling

Manually scheduling a busy lab is atime consuming, sometimes confusing, and usually an inaccurate process.
It requires that the person responsible be very knowledgeable as to everything that is going on in the lab,
approximately how long it takes to process different restorations, when the doctor needs a case, how long it
takesto deliver to that doctor, vacation schedules, absent technicians and many other variables that most
people take for granted.

With proper configuration, WinVoice™ will do an excellent job of scheduling your case load and possibly
let the person now responsible participate more in production.

After configuring shipping types and restorations (more importantly, their steps), you will need to configure
the WinVoice™ Company's calendar. The Company's caendar is accessible through the Main Menu,
Company option.

v WinVoice 2.5 Copyright © 1095-06 WinVoice Development: Demo Company =1 E3
Activity  Invoice Doctor  Prntrep  Wiewrep Configure SRR tility  Help
I & | 7~ | EE | = ml S5 & I Select/modify }?
Frew | Doc | Inw || Credit | Adjus ] State | Units | Agmgl| BDue | Daily | Period|] Rest] eut
View sales tax report
Dioctor/C ompatiy mailing labels
Calendar
Wiite E-Fote
Eead E-Motes
John Doe - System 73% User 86% GDI 73% |Ell,-’15,-’199? 11:52:40 AM

Selecting this menu item displays the WinVoice™ Company calendar dialog box.
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[ WinVoice Calendar

November 1995 g Nent

Sunday Honday Tuesday ednesday Thursday Friday Laturday

] e e [ el
o ole e o (72 o 8] o [9 ] o [1Of2 o
oo T3 e T ) T w5 b el
200 2 21 o[22 o 23 oo 24k

Sch 0 Sch 0 5ch 0 Sch 0 5ch 0
Max 0 271&3}:40 28Hax4ﬂ 291&3}:40 30Hax4ﬂ

Ech

Sch

Ech

Ech

®®E®®

NSNS

Bl Date received. ] Scheduled.
? Help Bl Date needed. ] Recommended.

S

@) abor

Click right mouse button to set wvaluez for this day. Double click to see invoices.

By clicking the Prev and Next buttons at the top, you may move between different months.

1

Day
and should not have invoices scheduled on it @ that the day is considered optimally filled [EUIH or that the

day is exceeding production capacity for the lab IS, Each day also displays how many units are scheduled
to be completed on that day, as well as how many units are considered to be maximum capacity.

Each day can be represented by an icon telling the day in the month that the day is a non working day

=)

ad

To configure the calendar, click the right mouse button on a given day. The Edit calendar day dialog box will
then appear.
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k1 Calendar Configuration for Monday's | X]
Scheduled Units

Mumber of units for over capacity.

Mumber of units for optimum day.

Production capacity [time lab iz in production]

 Zero 3% day 35 day
" % day * Full day

' Save | @ Abart ? Help

Thisdialog allows you to configure each day of the month. If the optimum number of unitsfor your lab to
produce per day is 30, enter 30 under the "Number of unitsto be considered day optimum" field. If the very
maximum number of units your lab can produce is 40, enter that value under "Number of unitsto be
considered over capacity".

The next configuration group allows you to indicate how long you plan to work that day. This allows for
many different scenarios such as. The day before a holiday, non working holidays, lab only works a half day
on Friday, technician leave of absences or vacations.

To configure an entire weekday for the month, click on the weekday header for the day of the week you wish
to configure. Example, click with the right mouse button on " Saturday" directly under the Next button. When
you enter the information, it will then apply to every Saturday on that month's calendar.

To configure the next month, click on the Next button, to return to the present month click on the Prev button.
It's best to configure several months ahead so that long term cases can be scheduled properly.

Once restoration steps and the Company's calendar are configured and when the Calendar button next to

Scheduled is clicked (while in the Invoice Edit dialog), you are presented with the Date Invoice is Scheduled
to be Completed dialog.
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01 Date Invoice is Scheduled to he Completed

November 1995 i Newt

Sundayr Hondayr Tuesday YWednesday Thursday FEriday Saturday

1 [ sol| 2 [ a0 | 3l s
re 0 [0 bim g0 | 7 Die 40| 8 [aom a0 | D om0 [10ficn oo
w1 w7 w55 i (1Y s | 4 i
R0 DOP 020 0 2205 o 1230 . 24

Max 40 Mazx 40

Sch 0O Sch 0 Sch 0O Sch 0 S5ch 0
Max 0 27Hax4l] 281&3}:40 291{3}:40 30}{3}{40

Sch 0

Sch 0

Sch 0

Sch 0

®E®®®

B Date received. ] Scheduled.
@ @ Abart ? Help B Date reeded. ] Fecommended.

Left button to schedule. Right button to config. Double click to =zee invoices.

Thisdialog is the same as Company's calendar, except that it highlights the date received (blue), date needed
(red), date scheduled (white), and the date recommended (yellow), for the case in question.
Important: Sinceit ispossible for these dates to overlap, at times two colors may highlight a given date.

Use the information compiled by WinVoice™ to select the Scheduled date for completion. If you agree
with the system's selection click on Continue, if you disagree and wish to select a different Scheduled date,
click on that date with the right mouse button.

WinVoice™ will allow you to select any date as the date Scheduled (for completion) date. Bear in mind the
date WinVoice ™ selects as the Scheduled date is governed by your restoration and step configuration and is
only as accurate as that configuration. The suggested Scheduled date can be overridden if desired. However,
warning messages may be displayed indicating the reasons why WinVoice™ believes you should not
schedule on that date. IMPORTANT! Thedatethe system recommendsto schedule can only be as
accur ate asthe Restoration and restoration Step infor mation configur ed into the system.

Y ou may also use the left mouse button to reconfigure a day(s) in the calendar, the procedure is identical to
theinitial configuration of the Company's calendar.

Y ou should also be aware that when an invoice has been saved, the restoration step configuration information
issaved with it, asthey exist at thetime of saving. |f you later edit arestoration's steps, previously saved
invoices are not automatically updated. Should arecently created invoice need to reflect restoration step
changes, proceed asfollows: Edit the invoice, edit each task and select the restoration, the system will then
use the modified step information to recal culate the recommended completion date. |f you reprint the invoice,
the new Scheduled completion date will be reflected.
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Printing

WinVoice™ alows you to print invoices, work tickets and statements using proprietary print formats.
These print formats allows configuration fields to be positioned at will on a page, along with logos, bitmaps,
text, lines, and assorted fonts and color preferences. Thisis one of the most powerful features of
WinVoice™ asit allows for inexpensive customization of your printouts.

Depending on your programming skills, designing print formats can be atime consuming and sometimes
confusing process. For thisreason, WinVoice Development offers an inexpensive programming service
to custom design your print formats to your specifications. Y ou system can contain as many print formats as
you wish. Thisalowsfor limitless printing flexibility and insures that your invoices, work tickets and
statements are unique from your competition. Contact customer salesfor ordering information.

Before you can print invoices, you must first select invoicesto print. From the Invoice Select dialog box,
click on the invoice you wish to print, it will be then be highlighted by the cursor, then click on the Print icon.
To sdlect multiple invoicesto print, hold down the Ctrl key while clicking on invoices, or click on oneinvoice
and then while holding down the shift key click on another invoice. All invoicesin between will be
highlighted. Note: Having you invoices sorted by received date insures that they will be listed in successive
order. Seedso: Invoices, View Options.

Y ou may also select to print all Unprinted invoices in your invoice list by clicking Activities on the Invoice
dialog and then selecting Print all Unprinted invoices.

When the Print icon is selected, the Select Print Format dialog box appears.

£ select Print Format

Half Page: Vork Ticket (wfsteps) 00000020 ;I
Mailing label: Dezsign Dental custom label oooo0ionl
Mailing label: Generic informatiwve 00000100
Mailing label: Generic mailing ao000102
NCER. form: Work ticketi{custom preprinted paper) o0oo00n02
Perforated: Generic work ticketfinv/labelino feesz) aooon0i2
Perforated: Generic work ticketfinrflabel(wfo totals) 00000003
Perforated: Generic work ticketfinvflabel(wftotalzs) 00000011
Perforated: Graphical ticketfinvrflabel COLOR noooon2g

Perforated: Graphical ticketfinvrflabel (wf/barcode&logo) (00000014
Perforated: Graphical ticketfinvflabel (vw/barcode&logo) (00000023
Perforated: Graphical York Ticket Jjeoritigquefmailing lab (00000021 |-

E I @ Abort ? Help

Thisdialog displays your list of print formats that are currently available for printing, aswell as the filename
for the formats. The files are stored in the root WinVoice™ directory.

After highlighting the print format and clicking the Select button, the Windows Print dialog will be displayed.
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Print HE
Printer: Default Pnnter [Canon BJC-4100 on
LPT1:]
Print range Cancel |

o ﬁ“ Setup... |

" Selection

" Pages
From: | | To: | |
Print guality: |3El] dmi j Copies: I:I
" Print to file [¥ Collate copies

Thisdialog will allow you to select the printer you wish to use and set its options (such as lighter or darker
print, the type of paper used, the print quality, and the number of copies of each invoice). Thisisapowerful
and sometimes overlooked feature of WinVoice™.

Within the Select printer dialog, you may also select the windows print driver you wish to use. Some
examples of exotic Win95 print driversare: FAX, second display, disk file, network briefcase, HTML (web)
file, and clipboard. If Windowsis setup with aFAX print driver, it is possible for you to select an invoice
from your list of invoices and quickly FAX that invoice directly to adoctor's FAX machine.

After ainvoice(s) is printed, WinVoice™ will scan the highlighted invoice(s) to check for a Notice button
turned on. If any are found, adiaog is displayed asking if you wish to Print Notice |etters.
See: Data Entry, Notice Button for additional information.

WinVoice v2.5 Copyright © 1995-06 WinVoice DevelopmentBl

Prnnt Form [notice] letters?

os O P v

If the company file has been configured to, "Print Customlabels’ See: Company for additional details.
After Notice letters have been printed, (if any), you will be prompted if you wish to print Custom labels
corresponding to the recently printed invoices.

WinVoice v2.5 Copyright ® 1995-96 WinVoice DevelopmentEl

Print custom labels?

Vi QO Pt

Upon selecting Yes, WinVoice ™ displays the Custom Label Print Options dialog box.
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! Invoice Mailing Label Print Options EJ

Format Mailing label: Generic mailing j|

1 column © 2 column 3 column

Labels per column on page: IZI
{* Mumber to print D

{” One label per step per invoice

{” One label per unit per invoice

%En‘ntmuel @ Abort ? Help

Format is defined as the print format to be used by the system to print the Custom labels. These formats are
similar to invoice print formats and allow the same printing flexibility and customization.

The next group contains information about the labels that you intend to print on. Enter the number of
columns and the number of labelsin each column. Make sure no values are zero! This may cause
Windows to display a Divide by zero error!

Thelast group allows you to tell the system how many labelsto print for each invoice. Y ou may enter any
number. Select One label per step per invoice or One label per unit per invoice.

Be sure to properly setup your printer correctly in Windows as to the size of paper you intend to use. Refer to
your Windows users manual for information on how to set up paper size.

Please note that each printer is made differently and not al print drivers are designed the same.
Not all of WinVoice™ s capabilities may be available with your printer. For instance, if your
printer does not highlight the tooth charts, try switching to one of the compatible print drivers that
came with Windows rather than the print driver provided along with your printer. Winvoice™
conforms to the microsoft print driver specifications, so the drivers that come with Windows
should work properly. The most notable example are the HP print drivers. Most of the newer
models that have come out in the last several years don’t have properly working drivers, but the
internal Windows drivers work perfectly. We are working to get these drivers corrected.
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Closing

Closing an invoice tells the system that the case has been processed by the lab and the doctor should be billed
for it. Somereportsarenot current until invoicesare closed. For the system to havereal time
information, it isimportant that each day'sinvoices be closed as soon as possible after the cases have
been completed and shipped. It ismuch easier to usethe Close button of the Select Invoice dialog
rather than editing an invoice and clicking the Open button and entering a completed date.

A good system for managing your invoices and reporting real time information is asfollows. Enter invoices
in batches on the date they are received, print invoices/work tickets to be sent through production. When gold
weights are known, make note of it on the doctor's copy and the lab's copy of the work ticket. Multiply the
weight by the price per weight noted on the work ticket and add that figure to the subtotal on the doctor's
copy of the invoice/workticket. Y ou may then, return the invoice/work ticket (doctor's copy) aong with the
completed case to the doctor. Keep the lab's copy of the work tickets (with gold weight and Total Fee noted),
for your hard copy records and audit trail.

Take afull days (batch) of completed work tickets (lab copies) to the computer and close each invoice one at
atime using the Close button of the Select invoice dialog and enter the gold weights, if needed. Usethe
Search button to find an invoice in alarge list or sort the list by patient name and begin typing the name,
forcing the cursor to the desired invoice. When finished, the lab copies should be added on a calculator, and
the total should be checked against the Period report total for that day. |If the totals match everything is
entered correctly, if not you will need to find the discrepancy and correct it.

When the Close button is clicked from the Select Invoice dialog, the Close Invoice dialog is displayed.

{ Close Invoice

| Clozing date Ig "E

Invoicelf : 816447353 Reclt : 5 " Remake
Patient name : Dennie. Moore

Doctor name : Smith, Dr. John
Total fee : 127 .67 Units : 2

ﬁcnﬂtMUel @gbnrt % Edit ‘ Steps Pririt ?Help

The Closing Date is automatically set for the last invoice closed. Change this date if necessary by selecting
the calendar button in the Closing Date box or by clicking on the up or down buttons. It isimportant the
closing date is recorded correctly, as the system uses this information to compile reports and to produce
Statements.
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After adays (batch) of invoices have been closed, you should comparethetotal for the batch against
thetotal for the corresponding day in the Period report to verify that your paper records match the
system'srecords.

General information about the invoice is displayed below the closing date. Y ou should insure that this
invoiceisindeed the invoice you wish to close as similar patient names can exist in your invoicefile. If you
are comfortable that the invoice corresponds with the lab's side of the invoice, and all information is correct,
you have the option of clicking on the Continue button and the invoice will be closed.

If the Total Feeisn't the same as what is hoted on the lab's invoice copy, it is most likely due to the metal
weight not being known at the time of the invoice's creation. Click the Edit button and you will be presented
with the Edit Invoice dialog. Select all Tasks (one at atime) and enter the metal weight associated with that
Task. You may also modify any other values relating to the invoice until it balances with the lab's copy.
Click on the Return button to save the information and then click on the Continue button to Close the
invoice.

A Seps button is on the Close Invoice dialog box. If you intend to track employee productivity you must
record the steps completed by your employees. Click this button to quickly record the exceptions to the
default employees that compl eted steps while producing this case.

If your lab prints afinal invoice to be sent to the doctor, a Print button is on the Close Invoice dialog for this
purpose.

After an invoice has been closed, additional editing of the closed invoice requires that you enter the Reason
for editing a closed invoice. It is highly recommended that you be very careful when editing a closed invoice
as you can cause system totals not to balance with your paper records. This can cause a doctor to be billed
mor e or lessthan what your paper recordsindicate. After editing aclosed invoice, (especialy any fields
that change monetary amounts), you should verify that the Period report totals still correspond with the total
for the batch of lab invoice copies of the day in question.

Deleting a Closed Invoice

It is not possible to delete a Closed invoice without first Opening the invoice. To Open a Closed invoice you
must Edit the invoice and click on the Open box in the lower right hand corner of the Editing Invoice Diaog.
Y ou are then alowed to delete the invoice. For additional information see Data Entry in this manual.
IMPORTANT! You should only delete a closed invoiceif you are POSITIVE it should be deleted. A closed
invoiceis supposed to represent abilled invoice. A doctor's billing account WIL L be altered by deleting one
of hig’her closed invoices.
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Payments

Payments consist of Credits and Adjustments. Credits are payments made by the doctor to be applied to
hig’her account balance and is considered by the system to be income to your lab. Adjustments are account
monetary modifications that can be made to balance a doctor's account. Adjustments are not considered by

the system asincome to the laboratory.

Credits and adjustments are applied to the oldest unpaid invoices in a doctor's account.

Credits

When you click the Credit icon [E2dt] from the button bar, or Activity->Credit doctor account from the menu
bar, the Credit View Options dialog is displayed.

! View/Print Options

" Specific doctor

| Adams, Dr. Aaron

* All active

" Specific period

" Date range

|01/13/1997 to Present

M~§|usu1 8/1995

Ee
e

e
H

%En‘ntiﬂue |

? Help

Thisdialog alows you to filter how credits are viewed and printed. Y ou may view All doctor's creditsor a
Soecific doctor's credits. You can view All active credits, or just the credits issued during a Specific period.

Y ou may aso select a Date range.

After verifying the Credit View Options are set correctly and clicking the Continue button, the Credits dialog

box appears.
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Activities

Date Doctor Credit info Foount

r
f

Total 100. 00

@Hetum Erilr:ite % Edit eﬂﬁDelete Frirt ﬂyuigﬁ;vns ? Help

You may at any time change the Credit View filters by clicking the View Options button.

Selecting the Print button prints the collections report using the current credit View filters as selection
criteria

Clicking the Edit or Create New buttons will display the Edit Credit dialog box.

i Create/Edit Credit

Date @"ﬁl 1070271995 IE Amount.

Doctor |]i.1:l,ar.|1Er Dr. Raron j|

Info |Tha.n]r. you for payment j|

' Save @ Abort ? Help

The Received date tells the system what date to apply the payment (credit) to the doctor's account. The
Amount field is how much to credit the account. Positive numbersreduce a doctorsbalance. Doctor to
credit allows you to select the proper doctor for crediting. Use the Credit Information field to record
information about the credit, such as the check number or you can optionally type Thank you for payment.
Thisfield is printed on the standard statement.

Page 56



Page 57



Adjustments

When you click the Adjusicon on the button bar or select Activity->Adjust doctors account from the menu
bar, the Adjustment View options dialog is displayed.

' View/Print Options

{" Date range

" Specific doctor |Adams__ Dr. Aaron j|
" All active
" Specific period |I]1 /1371997 to Present j|

£]09/18/1995 [
#109/18/1995 [T

ﬁCmt'mue

@ Abart

? Help

Thisdialog alows you to filter how you view or print adjustments. Y ou may view All doctors adjustments or
a Specific doctor's adjustments. Y ou can view All active adjustments that have been entered, or the just the
adjustments given during a Specific period. Y ou may also sdlect by a Date range.

After setting the Adjustment View options, the adjustment dialog box appears.
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1§ Adjustments =
A ctivities

Date Doctor Info Tmount

r
f

1995711715 |Fellec, Dr. Rodney Credit for gold returned -47_15 —I

Total
Byreur ﬁg;te e dyDelete Pint | |Gorgions ?Help

You may at any time change the view filters by clicking the View Options button.

Clicking the Print button will print areport showing adjustments, using the current view filters as the
selection criteria.

Clicking the Create New or Edit buttons displays the Edit Adjustment dialog box.

b1 Create/Edit Adjustment

Date @IM|11;15;1995 ||ﬁ Amount

Doctor |Wa.:nnelsun, Ir. Greg j|

Info |Interest reversed j|

' Save @ Sbort ? Help

Select the Doctor to Adjust. Dateis the date the adjustment should apply to the doctor's account. Amount is
how much to adjust a doctor's account. A positive number increasesthe doctor's balance, a negative
number decreased the doctor'sbalance. Please note that thisisthe opposite of a credit. The
Adjustment info field can hold the reason for the adjustment and is printed on the standard statement.
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Billing Periods and Archiving

WinVoice™ alows you to determine your own billing period lengths as well as store old invoices/credits to
optimize system performance. Depending of course upon the size of your hard drive and the speed of your
processor, you may never have to delete or "purge” old invoices as with other software.

Closing a Period

Indicating a date range by which the billing cycle occursis a standard accounting principle. WinVoice™
allows you to set these dates to match the way you are used to doing business.

Y ou may close aperiod in one of two ways. Y ou may either select Close Period from the Activities menu,
depicted below.

00 WinVoice 2.5 Copyright ©® 199506 WinVoice Development: Demo Company
Invoice  Doector  Printrep  Wiewrep Confioure  Compaty  Utility  Help

Logon as different employee b EEl| 55| & ﬂ l' L & @ ﬁ ‘ ]?
itz | dging] BDue | Daily | Period | Restk | 3Tax | DFrod| EFiod]| #Mokp | Logon Confi ext

select different company

Create new itvoice

Create new doctor

Credit doctor account

Adjuet doctor accoant

Close period

Pritit reprorts

Atrchive files

Backup
Exit WinWoice

John Doe - System 33% User 6% GDI 83% |Dl;'14,"199? 05:52:09 AM

Or when you select to Print statements the Statement Report Options dialog box is displayed.
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v Statement Report Options

Generate reports for: Period: Headers

" Selected doctor |W j|  WHndowless

i* 111 doctors " One window

" Activities only o Clozse current ¥ Two window
0= billing iod
(" Pogitive balances l 1L Ang period, " Custom
apply interest.

(o Negatire balances

pPrint summary of printed statements.

ftatement message [Pleage remit to P.0O. Box 630300 Tulga 7163 |

%Ccmti‘nue @ Abart ? Help

By clicking the Close button the Close Period dialog box appears.

vl Period Closing

Closing date Mmuunaﬂ? [

You are about to cloze the current billing period up
to and through the date you select.

bﬂo‘nti‘nue @ Abort ? Help

The Closing date defaults to the current date. Click on the calendar button to change the closing dateiif
necessary. Itisvery important that the Closing Dateison or after the date of your LAST invoice for
the period to be closed and before your FIRST invoice for the new period.

When the Continue button is selected, WinVoice™ will take afew moments and apply interest to the unpaid
balances of all doctors with an interest rate noted in the doctor file. WinVoice ™ uses the interest factor
specified in each doctor's configuration to calculate the interest charged. Y ou may edit the interest charges
before printing statements by clicking on the Doctor option of the menu and then clicking on the Edit Interest
Charges sdlection.

Please note: Be absolutely sure of your intentions before closing a period. You should preform a
backup before closing the period. Closing a period can only be undone by restoring from a recent
backup. Also beawarethat it ispossibleto edit or deleteinvoicesthat are contained in a closed
period. WARNING! You should NOT edit/delete anything in a closed period unless specifically
directed to do so by technical support. Editing/Deleting an invoicein a closed period WILL changeall
prior period statements and obsolete all prior paper records.

Page 61



Archiving

Archiving alows you to select period(s) that are not referenced often, compress the information and then
write it to another part of your hard drive. Archiving trimsthe size of your invoice file without having to
purge old invoices. Archived periods can be loaded during the User Logon sequence allowing archived
invoices and statements to be reprinted. Note: Archived information can not be changed.

Please insure that areliable BACKUP is performed prior to archiving and that you are absolutely sure you
wish to proceed.

By sdlecting Archive files the Archive Options dialog is displayed.

v- Ending Period to Archive

Ending penod | 011371997 to 01/14/1997 jl

All paid invoices up to and including the ending date of
the period you select will be archived.

bcnﬂt'muel @ dubort ? Help

Thisdialog allows you to select what periods you want to keep as "current files' and what periods you intend
to archive. Sedlect the period you'd like to archive up to and through, then select Continue. Depending upon
the number of records involved, WinVoice ™ will take several minutes to analyze your data files and
compress the newly archived data.

Archiving saves agreat deal of hard drive space. After several months of heavy usage, your invoice file may
be taking up to 4 megs worth of hard drive space. After archiving, the sameinvoice file will takejust alittle
over 1 meg of drive space.

Not only does archiving save drive space, it speeds processing aswell. The same lab after several months of
heavy usage may notice adelay when loading the Select Invoice dialog box and an increased amount of time
taken to generate statements. Thisis because WinVoice™ is having to search through a multitude of
invoices and it's progress is governed by the speed of your processor and hard drive. After archiving, old
invoices that were required to build statements are no longer needed and are moved to the archivefile.

Note: You should delay archiving until immediately after the current period hasbeen closed! You
should also insurethat all reportsand statements have been printed. We highly recommend that a
backup be made prior to archiving in case a power lossisencountered during the ar chive process.

Y ou can look back at and print reports from archived files through the Logon dialog.
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¢ Employee Logon

Name |Juhn Doe j|
Password |:|
Archive | Current files =]

(ﬂ Logan ‘ @ Abort ? Help

Clicking on the Archive combo box allows you to select the archivefileto use. After successfully entering
your password, WinVoice™ will take afew moments to decompress the archived datainto a temporary
directory.

Note: To protect theintegrity of your accounting data, attempted changes madeto ar chived invoices
and related data are NOT saved by the system.

To return to the Current files, select Logon again and select Current files from the archive combo box.

Note: It isagood policy to return to Current files after you are finished retrieving archived information.
Technical support reports that a common user error is made by individuals loading an archive, (to retrieve
desired information) then leaving the system in an archive state. This allows a co-worker to get on the system
and not understand why the invoices on the screen don’t match the current work load. A per-instance support
charge can be avoided by always returning the system to the Current files state.
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Statements

Statements are the primary method to bill doctors. They provide a printed summary of all invoices created,
payments and adjustments made, interest charges, and the overall balance of a doctor's hilling account.

WinVoice™ alows you to view or print statements at any time using real time information. Statements can
be generated and mailed daily, weekly, bi-weekly or monthly. Y ou can send a statement to one doctor or all
doctors. You can look at a doctor's statement at any time during the month for real-time account information.
However, you must close the period before printing statements, if you desire WinVoice™ to calculate and
apply interest charges to your doctor's billing account.

Viewing Statements

Clicking on the Sateicon

0 Statement B

ER
E on the button bar, or selecting View rep->Billing-> Statements on the menu
bar will display the View Statement dialog box.

Doctor |j| Period |n1f13;1991 to 0171471997 j|
Type Date Description Invoice Applied Balance
Opening |opening balance a478._24 47824 478 24 (=]
Invoice |[11/13 |[Jone=, Denzil 202_50 202_50 GE0_M4 [
Interes Interest on account(l.5%) 1021 1021 690_95

@Heturn

Print

Y ou may select the doctor and the period to view. When you select a different period, WinVoice™ will take
afew momentsto gather the information about each account.
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Statements display in thisorder: Opening balance, pre-period unpaid invoices (if the Balance Forward
switch isturned off in company configuration), credits (payments), adjustments, old interest charges, closed
invoices during the current period, and new interest charges.

It might seem odd at first that the Open Invoice statement format option in WinVoice™ can, under some
circumstances, show invoices from a prior period. This only happens when a doctor routingly pays less than
hewas billed. Thisisastandard open invoice accounting practice and allows you and your doctorsto see
exactly which invoices their partial payments are being applied to and the invoices that remain unpaid due to
the doctor's partial payments. Remember, you also have the option of Balance Forward accounting if you so
desire. See: Company Configuration under balance forward.

Printing Statements

By clicking on the Print button from the View Statement dialog box, or by selecting the Print Rep->Billing-
> Satement from the menu bar, the Statement Report Options dialog box is displayed.

v.0 Statement Report Options

Generate reports for: Period: Headers

" Selected doctor ‘W j| " tHndovless

* 111 doctors " One window

¢ Activities only o Close current (* Two windowr
{" Positive balances l "% |billing peried, " Custom
apply interest.

[ Negatire balances

IFPrint, summary of printed statements.

Statement message |Please remit to P.O. Box 690300 Tulsa 74169 |

%Eoﬂt'mue @ Abort ? Help

Y ou may select to print a statement for the doctor that is currently in the View statement dialog, or select
another doctor. Y ou may print statements for All Doctors, or just the ones which have had activities during
the current period; Activities only, or those with Positive balances, or those with Negative balances. The
default setting is All doctors.

Y ou can also select to print statements from previous periods or to Close the current period. See: Close
Period section for more information on closing a period.

Headers, controls the format to be used to print statements. Windowl ess prints a header on each statement
that has the doctor's name centered at the top of the statement and information about the period above the
body of the statement. One window prints a statement that has the doctor's mailing address positioned so that
when folded, the statement can be mailed in a single window envelope. Two window prints your return
address above the doctor's address and is designed to be mailed in a two window envelope. Custom should be
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selected if your system contains a custom print format file. WinVoice Development offers custom
statement format services for anominal fee. Contact WinVoice Sales for more information, or you may,
if you possess the skills, edit the STATE.TXT filein the company directory. Note: Should your attempts
to edit the STATE.TXT fileend in it's corruption, requiring assistance from Technical support to
repair the problem, a fee equal to custom statement serviceswill be charged. Credit card or pre-
payments can only be accepted.

The Satement message istext that is printed at the bottom of each statement. It may be something such as
"Happy holidays" or specific instructions as to where to send payment.

If the Show summary box has been checked, asummary page will print following the statements showing
grand totals for the batch of statements. Printed on the summary is, Grand balance, Sales, Interest,
Callections, Number of payments, Number of invoices, Number of remakes, the Total number of units aswell
as other statistics about the printed statements.
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Reports

Most reportsin WinVoice ™ can be visually displayed or printed. This allows you to confirm the
information on screen before taking the time needed to print out the reports.

(]

For easy access to printed reports, the button bar contains the Report icon |2, [t gives you quick accessto
all available reports, along with a brief description of the report.

v1 Select Report Type to Generate

Accounts Receivable Iue

Print letters to doctors who still owme . Se

Adjustments Report

Adjustments of a dayfperiod.

Collections Report

Credits of a day.

Cost Report

SalesfCost of invoices.

Daily BReport

A day=s activities.

Doctor Productivity

Statigtics of invoicesfremakes.

Doctors List

Print doctors configuration.

Employee Productivity

Etepz employee completed.

Employee Steps

Steps employee has preformed and piece ra

Mailing Labelz

Print mailing labels for doctorsfcompany.

Metal Report

Charged and profit of metals used.

Owverall Period

Peroid totals.

Period Summary

Day by day total report of period.

Bectoration Lict

Print restoration configuration.

Bestoration Report

By doctor.

Q Select

@ Abort ? Help

Click once on the report to highlight, then click the Select button. 1n addition to the Reports dialog box, most
routingly used reports have their own icon on the button bar to speed the selection process.
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Accounts Receivable Due

The Accounts Receivable Due report gives alist of doctors that have not paid their last period balancesin
full.

55
Clicking on the RDue icon [Z2] displays the Accounts Receivable Due report on-screen dialog.
! v Accounts Receivable Due Summary of Period Prior to 01/14/1997
‘ Doctor name Tot Invs Tot Creds % Creds LstCrd Last fmt Tue
|| lpdam=, Dr. Raron 79095 100.00 | 12_64 |10f02 100.00 690.95 [+
! Kimble, Dr. Richard 2434.79 0.00 0.00 0.00 2434.79 [
| |smith, Dr. John 5503.22 0.00 0.00 0.00 5503.22
| Waxxelzson, Dr. Greq 150021 20.00 1.33 o_00 148021
! |Zellec, Dr. Rodney 1624.56 47.15 2.90 0.00 1577.41
|
!
i
|
|
|
i
i
|
I =
l Grand totals: | 11853.73 | 167.15 | 1.41 | [ 100.00 | 11686 58 |
|
i
|
i Cog o
| @Heturn . Frirt gr;pm ?Help
|
|

This dialog displays the balance from the last period as well as credits received and adjustments made during
the current period, showing the total unpaid balance.

When you click on the Print button, individual letters will be generated for each doctor with an unpaid
balance. It isagood ideato generate this report on the 15th of the month if you routindly hill at the end of the
month. These |etters can be mailed to encourage prompt payment. The system uses the Accounts Receivable
Due print format and doctor configuration to generate these letters. The basic model should be adequate for
most needs. Y ou may edit the print format if you possess the skills, (DUNN.TXT in the company directory)
or WinVoice Development offers an inexpensive service to custom design Notice letters for you.

Note: Should your attemptsto edit the DUNN.TXT fileend in it's corruption, requiring assistance
from Technical support to repair the problem, afee equal to custom Notice letter serviceswill be
charged. Credit card or pre-payments can only be accepted.

Clicking on the Show Graph button generates an on screen pie chart graphically depicting the information in
the report.
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v Accounts Receivahle Due

A0 IE

ESmith, Dr. John

Kimble, Dr. Richard

Zellec, DIr. ERodney

WTaropelson, Dr. Greg

|

. Rharon

v

5503_22

2434 79

1577.41

1480 21

690_95

“H L

Pririt

? Help

This alows you to quickly see which doctor has the highest outstanding balance due. Thelist ontheright is

sorted by the most due to least due.
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Accounts Receivable Ageing

The Accounts Receivable Ageing report shows amounts for invoices that are 30/60/90/120+ past due. It also
shows the current balance owed by doctors, and the total of their open invoices.

)
After clicking the Aging icon from the button bar, or selecting Print rep->Billing->Accounts
receivable ageing from the menu bar, the Accounts Recelvable Ageing dialog box appears.

- . N
1 Accounts Receivahle Ageing Summary

Doctor 120+ 20 60 30 Current Open
hdams, Dr. Raron 102.50 578. 24 10.21 0.00 0.00|~]
FKimble, Dr. Richard 255.00 2143 81 35._9¢8 0.00 0.00 -
Smith, Dr. John 5421 89 81._3%3 0.00 220.34
Warotelson, Dr. Greg 1480._21 o.00 &70.50
Zellec, Dr. Rodney 299 22 125488 23.31 0_00 485,92

-

Grand totals: |  g56.72 | 10879.03| 150.83] o.00] 1376.76]

Coa o Sh
@Hetum . Frint G[;pb;'] ? Help

By clicking on Show Graph you can easily see how your receivables are divided.

v Accounts Receivable

- Open 137676
Current 0. 0o
Past Due 30 15083
Past Due 60 1087903
Past Due 90 0. 00
Past Due 120+ 65672

BN

@Hetum

bl Frint ? Help
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Collections Report

The callections report isalist of credits (payments). 1t may be selected from the select reports dialog, the
select credit diaog, or from the menu under print reports.

A ctivity

vl WinVoice 2.5 Copyright © 199506 WinVoice Development: Demo Company

Itrroice  Doctor [REtaEColl Viewrep Configure  Company  Utility  Help

Frew

i

Adjus

Select report from list P I @ IEI ‘I ? Ial f::: | h’
wFpl Logon Cential Heho Il Eewrt | Conm et

m|m|m ¢
State || Uitz || &qmg]| BT

Doctor statements

Accounts receivable ageing

Inrrodcing and scheduling 4 )

Accounts receivahle due letters
Broductivity 4 Collections report
Lists v Adjustments report

Sales tax report

Doctot/C otmpany mailing labels |

John Doe - System 51% User 56% GDI S51%

01/14/1997 10:15:54 AM

It uses the same View options as Credits.

For more information about View Options, see Credits under the Payments section of this manual.

v0 View/Print Options

" Specific doctor |Adams, Dr. Aaron j|

" All active
" Specific period | 011341997 to 014141997 j|

" Date range

09/18/1995 [
09/18/1995 |

ﬁ[ﬂo‘ntiﬁue

@ Abart ? Help
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Daily Report

The daily report displays arun-down of production information for agiven day. It shows how many cases
were received, how many were scheduled to be completed, and how many were actually completed

To display the visual report, click the Daily icon

{2

Diaily

and scheduling->Daily Report from the menu bar.

from the button bar or select View Rep->Invoicing

W =
¢.0) Daily Report
Date to wiew E"él hi713/1995 E
Doctor name Patient name Receired Scheduled Completed
Zellec, Dr. Rod|Smith, Connie 3d46_37 34637 |—
FKimble, Dr. Ric|Browm, Jane 255._00 255 00 [
Adam=, Dr. Raro|Jones, Denzil 202 _50 202_50
faxxelson, Dr. |Harris, 5tan 0. 00
Zellec, Dr. Rod{Ney, Heather 424 65
Grand totals: | 0.00 | 1228.52 | 803.87 |
| Log o Shiowy
Frint
@Heturn . Graph Help

By clicking on the Calendar button, you can choose the day to view. When you select the printed report, you
are given a Date Range dialog box. Y ou may print as many days asyou like. Show Graph generatesapie
chart depicting difference between received, scheduled, and completed for the selected day.
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Doctor Productivity

The Doctor Productivity Report will generates information showing the total salesto each doctor, the number
of units that represent those sales, their percentage of the total number of units for the period, the number of
remakes, the percent of remakes, and the |aboratory remake factor.

By clicking the DProd icon

v.0 Doctor Productivity Report Options

OFiod

on the button bar or View Rep->Productivity->Doctor productivity
report, the Doctor Productivity Report Options dialog box displays.

Yiew by:

" Date range

* Period

[6171371857 to 0171471957 M|

%Emt'mue

@ Abort ? Help

Y ou may sdlect a Date range or the period to use as search criteria. When you click the Continue button, the
Doctor Productivity dialog box appears.

n PR

¢.0 Doctor Productivity Summary
DIoctor name Talue Unitzs Percent Remakes Percent
Adam=s, Dr. Raron 202_50 4 33.33 1}
Kimble, Dr. Richard 255 00 3 2500 1]
Imith, Dr. John 0o_00 1} 0o_00 1] L1}
Waxxelson, Dr. Greg oo 1 8_33 1 10000
Zellec, Dr. Rodney 34637 4 33.33 1] LI 1]

Remake factor [8.333 |Totals]  803.87] 12 | | 1] |
| A . Sk Wi

@Heturn . Fririt Eoah "ﬂprtiuns Help

Y ou may change the Date Range at any time by clicking the View Options button.
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When you click on the Show graph button, the Doctor Pie Chart Options dialog is displayed.

vl Doctor Pie Chart Options

FBHI‘IEI]LE factor chart!

" Doctor walue chart

" Doctors undits chart

| %]

%Cnﬂt'mue I

@ Ahork

? Help

Y ou may select to see a pie chart based on the Remake factor of each doctor, the production Value of each

doctor, or the Units sent for each doctor.
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Employee Productivity

Y ou may track the steps that your employees complete. This report displays the steps and the empl oyee that

completed them.

)
Clicking the EProd icon Ed from the button bar or selecting View Rep->Productivity-> Employee

productivity from the menu bar brings up the Employee Productivity options dialog.

v:l Employee Productivity Report Options

" Date range

Star

010141995

View by: End 0173171997
[01/14/1997 to Present -]
¢~ Employ |Jane Doe jl
Dizplay:
¥ Summary

%Co‘nti‘nue

@ Abort

? Help

Y ou may select to view steps completed, by a Date range or a Specific period. You may also select to seea
particular employee's steps record, or asummary of how many of each steps where preformed.

vl Employee Productivity Summary

Step name Bestoration Number Piece rate Rate
Die trim PFM NP Complete 1 1.00 1.
Die prep and wax-up |PFM NP Complete 1 4_00 E'H
Metal finishing PFM NP Complete 1 4.00 4. 00
Opagque PFM NP Complete i 0.50 0.50
Porcelain build-uwp |PFM NP Complete i 5_00 5. 00
Porcelain grinding |PFM NP Complete 1 5_00 5_00
Porcelain glazing PFM NP Complete 1 1_00 1_00
Polizsh PFM NP Complete 1 1.00 1.00
Wax to partial Fit to Existing Part 1 2.00 Z2.00
Build porc to PartialFit to Exdizsting Part 1 2_00 2_00
Grind porc to partialFit to Exxdsting Part 1 3.00 .00
Grand totals: | 11] 28.50 | 2250 |
@Heturn Fint gtf;ﬂ *SO"D\SE;\ES ? Help

Note: Number is number of restoration steps preformed, NOT restoration units.
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Mailing Labels

Mailing labels may be printed for the company or for doctors. The mailing labels report does not have a
visual equivalent. When you sdlect this report, you are given the Mailing Labd Print Options dialog. It
should be noted that Mailing labels differ from Custom labels. See: Invoice section for moreinformation
concerning Custom labels.

v 5 doctors.
Doctors Print Type

Adam=, Dr. Aaron = All doctors
Kimble, Dr. Richard /™ | ° Sglected doctors
Smdth, Dr. John
Warxxelson, Dr. Greg

Zellec, Dr. Rodney Paper type

 Present company

> Single column
2 column

< 3 column

Label/Col: D

Mumber of labels of each to print: |1| |

Top D Bottom [0 | Left [0 | Right 0 |

bc-:mti'nue‘ @ Abort ? Help

Within this dialog, you may select the Print type. Y ou can select to print mailing labels for
All doctors, or you may highlight the doctors for which you wish mailing labels to be printed, highlighting is
accomplished the same asinvoices. See: Invoice section in this manual for additional information.

-

Paper type allows you to select what type of labels you wish to print on. One, two or three labels wide and
the number of labels per column, per page.

The bottom section allows you to fine tune the placement of the labdl's, and should only be changed if the
printing does not exactly line up on your label paper. By placing numbersinto these fields you are changing
the size of the paper, in dots, so that WinVoice™ may correctly divide the label paper. Thevaluesare
different for each printer. We recommend starting out with the number 200, and then increasing or
decreasing the numbers until the labels print correctly.

With the Present Company button enabled along with the 3 column paper and 2 labels/col buttons checked
the labels would print like this:
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Demo Company Demo Company
445 S55th East Avenue 445 S55th East Avenue
Nowhere, ST 72010-1103 Nowhere, ST 72010-1103

Demo Company Demo Company
445 S55th East Avenue 445 S55th East Avenue
Nowhere, ST 72010-1103 Nowhere, ST 72010-1103

Demo Company
445 S55th East Avenue
Nowhere, ST 72010-1103

Demo Company
445 S55th East Avenue
Nowhere, ST 72010-1103

Mailing labels can be used as return labels for your company. Should a doctor(s) be highlighted, labels would
be printed showing the doctor name, address, city, ST and ZIP. The Mailing labelsreport differ from the
Custom Labelsreport, asthe printing format can not be customized.
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Metal Report

The metal report lists each metal along with how many cases used each metal during the period, the total
weight of metal used, the total charged for the metal, the total our cost for the metal, and the resulting profit

from the metal.

Clicking the MetRp icon

&
Hethp

on the button bar, or selecting View Rep->Productivity->Metal report on the

menu bar will display the visual metal report.

v-0 Metal Report
Period (0171371997 to 0171471997 j|
Metal name Cases eight Charged Our cost Profit
50% C&E Medium AV Colox 0 0.00 0.00 0.00 0.
00% Rexillium III NP 0 0.00 0.00 0.00 0.
02% C&E White Color 0 0.00 0.00 0.00 0.00
01% PFM PF+ White Coloxr 0 0.00 0.00 0.00 0_00
52% PFM SF White Color 0 0.00 0.00 0.00 0.00
4% PFM Lite AV Color 0 0.00 0.00 0.00 0_00
g£8% PFM Good AV Color 0 0.00 0.00 0.00 0_00
20% C&E Lite AV Color 0 0.00 0.00 0.00 0_00
75% Inlay Good AV Colox 0 0.00 0.00 0.00 0_00
Grand totals: | 0 0.00 | 0. 00| 0.00 | 000 |
@Heturnl Frint gr;pm ? Help

The graph will depict which metal you use most often, based upon total cases.
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Period Summary

The period summary report displays a day by day list of credits, collections, adjustments, invoices, and sales
for the current period. Thisreport is helpful in reconciling the system total with your paper total for a period
or day within a period..

]
By clicking the Period icon [E2i2d] from the button bar or selecting View Rep->Productivity->Period report
from the menu bar, the Period Daily Summary dialog box appears.

A N = 4
v Period Daily Summary
Period | 0170171995 to Present j|
Day Crd Collection= Adjusts Invs Tnits Tax Lalesz Total
10/02 1 10000 0 0 =1
11713 0 a 12 80387 g03_87 [—
11715 0 -67.15 0 0
01713 0 a a 150. 83 150_23
| 1] 10000] -67.15 ] 8] 16| 000 | ssa 70| 954 70 |
Log Show
Fririt
wHeturn . Eicpli Help

This report should be used to reconcile sales against your lab's paper copiesfor agiven day. It aso shows
daily Callections (Credits), and Adjustment totals.

The graph displays the ratio of sales, credits, and adjustments.
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Overall Period

The period summary report displays a day by day report of information. The Overall Period report shows a
list of thetotalsfor all prior open periods. Note: Archived information isnot displayed.

To access the overall period report select View Rep->Productivity->Overall Period report from the menu
bar, the Overall Period Summary dialog box appears.

v1 View/Print Options

" Specific doctor

| Maddox, Dr. Roy

-l

&Eo‘nt'mue

@ Abart

? Help

You may elect to view all doctors or a specific doctor. Upon selecting the continue button, the report is

generated.

vl Overall Period Summary

Prd ending Collections Rdju=sts Invs Tnits Tazx Sales Total
0872871996 46341_78 -92_ 56 456 640 48070. 36 48070. 36
09/28/1996 5430756 165. 09 389 570 42880. 39 42880.39
10/28/1996 36172_17 -71.30 412 527 38204.57 38204.57
11/28/199¢ 41469 _83 -339. 86 411 541 39541 89 3954189
12/28/1996 45152 _35 342 456 3395816 33958.16
0172071997 z0444_19 -1.7% 218 274 20302.21 20302_21

| za3887.88 | -310.39 | 2228 | 3008 | 0.00 | 222957 58 | 222957 58 |
% of Remakes 2.110 % Collections 109_ 388 Avrg Remakes
frg Collections 4061798 hvg Sales 37159 _60 Arg Units 50132

T T Show

@Helurn ' Frint l":'ﬂ“CJ"EI|:utiu3r'|s Graph Help
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Restoration Report

The restoration report gives alisting of restorations completed. There are various filters for this report
allowing for many variations.

A
By clicking the RestR icon |22l from the button bar or selecting View Rep-> Productivity->Restoration
report from the menu bar, the Restoration Report Options dialog displays.

v-] Restoration Report Options

Doctor Filter

" All doctor summary

" Specific doctor | Adams. Dr. Aaron j|
Date Filter Date filter bazed on
& No Filter ¥ Received date
. " Scheduled date
" Period 0170171995 to Present A
, " Needed date
Start g < [08/29/1995 [ER |~ o L0
" Date range : - .
End 2 +009/28/1995 |55 | Eptered date

ﬁc-:mtiﬂue | @ &bt ? Help

Y ou may sdlect a Specific doctor to view, or an All doctor summary. You may also select to scan all
invoices (No filter) or just the invoicesin a specific period (Period), or by aDaterange. The Filter based
on group, controls which date field WinVoice™ will use as selection criteria, (assuming Date Rangeis
selected asthe datefilter).

After clicking the Continue button, the restoration report dialog box appears.
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v. Restoration Report Summary

Department Becstoration # Labor

CCEE> [tBridge Wwingcss 2 5750 |~

<C&B> MBridge Pontic(s) z 13500 |—

<C&B> PFG plus Gold 7 47250

<C&B> PFM NP Complete 1 0. 00

<C&B> Fit to Existing Partial 1 0. 00

<C&B> Rush Case 1 10. 00
Totals: | 14 675.00 |

| Log Show Wi
WHEW[H . Frirt Graph r‘ﬂd'l:lptigns Help

Y ou may change the View filters at any time by clicking the View Options button.

If you click the Show Graph button, the restoration pie chart options dialog box appears.

M Pie Chart Optio... E3

" Yalue =o0ld

%Euﬁti‘nuel

@ Aok

Thisallows you to view a pie chart based upon either Units of restorations or Value of restorations.
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Sales Tax

The salestax report displays number of invoices, the fee charged, the total deductions, and the tax charged for

each doctor.

W

Clicking the STax icon L] from button bar or selecting View Rep-> Billing-> Sales Tax Report from the
menu bar, displays the Sales Tax dialog.

'1 "
v Sales Tax Report
Period 0170171995 to Present j|
Doctor name Invoices Lales Deductions HNetTaxable TaxCharged
Adam=, Dr. Raron 2 212711 212 711 oD_oon o_00
Fimble, Dr. Bichard 2 290_9%8 290_9% oD_oon o_00
Emith, Dr. John 1 81._33 81 33 oD_oon o_00
axxel=zon, Dr. Greg 1 0. 00 0. 00 oo 0. 00
Zellec, Dr. Rodney 2 369 68 369 68 oD_oon o_00
Grand totals: | 8 954.70] 954 70] 0.00 | 0. 00|
Loa Shaw
Frint
@Heturn | . Ciicply Help

Y ou may select adifferent period view if so desired.

Clicking on Show Graph displays the ratio of tax charged to each doctor.
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Totals Report

Thetotals report is a printed report that shows aday by day list of invoices. Thislist includes theinvoice
number, pan number, patient name, doctor name, if the invoiceis open, and the fee for theinvoice. Thetotals
report does not have an on screen equivalent.

Select this report either by clicking the Report icon on the second page of the button bar or through the print
report menu item.

¢l WinVoice 2.5 Copyright @ 1995-96 WinVoice Development: Demo Company M= E3
Activity  Inwoice  Doctor |[EedaScml Viewrep Confizure Company Otility Help
‘ @ & | S |E Select report from list h ] I & [ﬂ ﬁ }?
Prew || Do | Inw [ Credit | &djus | Stz Tax | OFrod| EProd]] Mekp | Logon ek
Eilling L
Invoicing and scheduling Totals teport
it it
Productisvity k _m. s
Period summaty repott
Lists b Crrerall period report

Draily repaott
dtep daily report
Bush case report

Doctot/Company mailing lahels

John Doe - System 68% User §3% GDI 658% |Dl,-"15;'199'? 12:04:07 AM

When you select the totals report, you are then given the Total Report dialog box.

vf Total Report Options

Search Range Search Range

@ Received date

07/26/1995
Start date @m’—“E " Meeded date
End date m 07/26/1995 E " Scheduled date

" Completed date

%Co‘nt'mue @ Abart ? Help

Filter the invoicesto print by Received, Needed, Scheduled, or a Completed date range.
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Units Report

The units report lists the invoices scheduled to be completed on a particular date and the number of units
associated with each invoice. Thisreport isuseful to department heads, as they can quickly see how many
units are scheduled to be completed on any given day.

- )
Clicking the Unitsicon [2:it=] from the button bar or selecting View Rep->Invoicing and Scheduling->Units

Report from the menu bar, displays the Units dialog box.

Date to view IEIE
Joctor Patient Units

Zellec, Dr. Rodney fmith, Conmie 4 | =

[cont] -

[cont]

[cont]

Fimble, Dr. Richard Erovm, Jane 3

[cont]

[cont]

Adam=, Dr. Raron Jone=s, Denzil E

[cont]

[cont]

[cont]

Zellec, Ir. Rodney Ney, Heather &

[cont]

[cont]

[cont] -
Total wnits | 17

@Hetum Frint ?Help

Click the calendar button to select aday to view. Y ou may use the Up and Down buttons to quickly move
through adjacent days.

When you print a units report, WinVoice™ brings up the Units Report options dialog box.

¢l Units Report Options

Search Range

Start date |§| ‘]|u?;2?;1 995 ||E

End date mlﬂ
%Cmtmue @ Abort ? Help

The units report printout is divided into athree column chart per page. Each column shows alist of up to 80
units per day. You can use this chart to quickly see which days are going to be busier than others and if you
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have exceeded your daily production capacity.

Cost Report

The cost report gives a comparison of the material costs and the fee charged allowing you to see your profit
from the completed case. It helps you to judge how profitable each restoration is. It also clearly identifies the
effects of remakes on profit. Thisreport is accessible from either the Report icon or from the menu.

vl WinVoice 2.5 Copyright ® 1995-06 WinVoice Development: Demo Company M=1 E3
Company  Utility  Help

Activity  Invoice Doctor

Print rep  WFEESE

Frew | Do | Inwe | Credit ] Adjus

£ | & | o~ | R

| E  Biling

Configure

State || Dnits | Ag

Invoicing and scheduling  *

2B
[Frod] EFrod| Metkp| Logon et

Productivits

Eestoration repott

Metal reprort

Doctor productivity report
Employee productivity report

Cost report

Employes steps report

John Doe - System 65% I

ser 8353% GDI 68%

01/15/1997 12:09:03 AM

Executing the cost report displays the cost report options dial og box.

0l Cost Report Options

Doctor Filter

Date Filter

" Specific doctor

Adams. Dr. Aaron

=

Date filter bazed on

" Mo filter
" Period

"~ Date range

01/01/1995 to Present

Start

08/29/1995

E

End

09/28/1995 |i¢

* Received date
" Scheduled date
" Needed date

" Completed date
" Entered date

%Co‘nt'mue

@ Abort

? Help
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Y ou may sdlect to view the invoices of a Specific doctor or an All doctors summary. Y ou may also select to
filter theinvoices by a Date range or a Period. Y ou may base the date upon Received, Scheduled, Needed,
Completed, or Entered. After clicking on Continue, the cost report screen is displayed.

.0 Cost Report

BecH Invoiced Toctor Patient Fee Our cost GE Profit
11812821495 |[cont] fmith, Connie 34637 84 .00 262 37
21812824610 |Kimble, Dr. Browvm, Jane 255_00 42 00 213 .00
3 |81644 6431 |Adam=z, Dr. A |[Jonezs, Denzil 202_50 0o_00 202 .50
4 816447193 |Warxuwelson, D |Harris, Stan o_00 2850 -28.50

Gross Profit % [o_gos Totals: |  g03.37] 154.50]  649.37]
Log S how YWiew
aﬁetum . Frin Graph d3"'EI|3tiuns Help

Clicking on Show Graph will display your cost/profit ratio in apie chart.
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Step Daily Report

The Step Daily report gives alisting of steps to be completed on cases that are scheduled for agiven day.
This report works in conjunction with the AutoScheduler. Y ou may useit to give your department heads
steps to compl ete for a given day to help insure that they meet your production schedule. To access the Step
daily report either the select Report icon or select it from the menu.

v WinVoice 2.5 Copyright © 1095-06 WinVoice Development: Demo Company =1 E3
Activity  Invoice Doctor  Prntrep USSECON Confimue Company  Otility Help

<[BlEEEm=E == DEREL-LF:
Frew | Thoc | Inw || Credit | Adjus ] State | Dnits | Aq [Frod] EFrodil Metkp ] Logon ext

Invoicing and scheduling  # Units repott

Petiod sumimary reqpott

Productiity k i
Crrerall petiod report
Draily repott
Step daily report
Bush caze report
John Doe - System 68% User 83% GDI 68% |Ell,-’15,-’199? la:12:41 AM

Upon selecting the report you are presented with the Step Daily Diaog box.
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! Step Daily Report

Date to wriew E"ﬂlll}lliiflﬂﬂﬁ "ﬁ

Pani Doctor Patient ttart =tep End =step Employes
*=¥10 Zellec, Dr. R|Bray, Bewverley |!BEUSH CRASE! EUSH!
*I¥1h Emith, Dr. Jo|Dennie, Moore |[!BRUSH CASE! RUSH!

(Note: Steps wdth an '*' hawve multiple tasks. )

@Hetuml Frint ? Help

Which shows the pan #, doctor, patient, as well as the start and end date for each step. It also showsthe
employee that has been selected to complete the step. If a case's Scheduled completion date is on or before
the case's Recommended compl etion date, the Step daily report gives alisting for that invoice for every day
between the date received and the date scheduled and lists "Rush Case" in the step start/step end positions.
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Employee Steps Report

The Employee steps report gives alist of completed steps for agiven employee. At aglance, you can see how
productive your employees are.. To access the Employee Steps report either the select Report icon or select it

from the menu.

vl WinVoice 2.5 Copyright @ 1905-06 WinVoice Development: Demo Company O] x|
VGG Configure Compatny  Utility Help

Activity  Inroice  Doctor  Print rep
& | 5 | om | = | E
Frew || Doc || Ine | Credit]] Adjus | State || Dnitz | Ag

Eilling 4

JEREL--AE
[Frod] EFrod| Mokp | Logan BHE

Iovroicing and scheduling  #

Productivitsy

Eestoration report

hietal repott

Doctor productivity report
Employee productivity repott
Cost report

Employee

Johty Doe - System 90% User 90% GDI 94%

|Ell,-"15;"199? 12:37:43 AN

Upon selecting the report you are presented with the Employee Steps Report Options Dialog box.

v Employee Step Report Options

" All employees

¥ 'S pecific employee |{Eeneri-:: User>

K

Date range start

Date range end

@M”m 70171995 |i|
@H&H“‘ 1311997 |i|

%Cn‘nt'mue |

@ Abort
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Note: The All Employees option is grayed, it is available when you select to print the report. Once you finish
with the options, click the Continue button to bring up the report.

v Employee Step Report for =Generic User=

Becl Etep Patient Piece Rate Tnit=s Total
4 |Wax to partial Harris, 5tan 2.00 Z.00 [ =
4 |Build porc to Pa |[Harrizs, Stan 2.00 2.00 [—
4 |Grind porc to pa |[Harri=s, 5tan 3.00 3_00
T.00 100
Lol iew
@Hetuml Frint affl:lptinns Help
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List Reports

List reports allow you to print your configuration lists. This allows you to verify that your configurationis
correct or for backup purposes. Y ou may print your doctor, restoration, or step list. The contact listis
similar to the doctor list. The option is available through either the Reprt icon or from the menu. from the
menu.

v WinVoice 2.5 Copyright © 1095-06 WinVoice Development: Demo Company =1 E3
&ctivity  Invoice Doctor [QesnSCRl View rep  Confimuse Company Otility Help

‘ I @ & | s |E  Select report from list h .j I & @ Iﬁ }?
Frew | Do | Ine [ Credit | &djus || Stz Tat | OFrod] EFrod)| Metkp | Logon exk

Billing '
Irwoicitng atd scheduling r
Productiwity L
Doctor list
» Contact list
DoctorCompany mailing labels — -
Eestoration list
Step list
John Doe - System 68% User 83% GDI 68% |Ell,-’15,-’199? 12:13:40 AM

Note: To generate theinvoice list report. First go to invoices, set your view options, then select Activities-
>Print invoice list from the menu bar at the top of the dialog.
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Utilities are auxiliary programs that operate independently from the main WinVoice™ program, they serve

to enhance the capabilities of WinVoice™. It is possible to create shortcuts/icons to run these utilities
without first executing the main program.

Backup

WinVoice™ is equipped with a powerful backup and restore utility. Using our built in backup utility will
allow you to backup up to 4 megs of information on asingle diskette. It isvery important that you discipline
yoursdlf init'sroutine use! Nothing can be as frustrating as spending hours entering data into a computer and
loosing everything because of a power spike or drivefailure. We suggest that immediately following your
first session using WinVoice™, that you do your first backup.

To backup, click the Backup icon [E:2] on the button bar or select Utilities->Backup from the menu bar.
Once the backup program is loaded, select the “Backup” radio button. Accept the default in " Source Path"
(usualy “C:\WINVOICE\"), insure that the "Degtination™ driveis correct (usualy “A:\" for a3 ¥z floppy).
Place a newly formatted diskette into the appropriate destination drive and click on the "OK" button.

We advise that you backup at least once aday. A good backup routineis as follows:

Y ou will need three new diskettes, labd them as Backup 1, 2, and 3. Start your backup routine by first
backing up on disk 1, make a note of the date on the label. The next time (day) you backup use disk 2 and the
next time you backup use disk 3. Assuming that you backup daily, after three days you will have three
diskettes, number 1 with one days information, number 2 with two days information and number 3 with three
daysinformation. The next time you backup, rotate back to disk number 1, and so on. If you experience data
loss, restore with your most recent diskette, assuming you have a successful restore session, you will be able
to restore al information up to the last date noted on the diskette. If for some reason your most recent backup
diskette is unreadable, go to your next most recent backup diskette and so on. Remember, diskettes
eventually wear out and can be accidentally corrupted by static electricity! Y ou should periodically replace
your backup diskettes with new ones on aregular basis, we also suggest that you periodically run Scan Disk
(aMicrosoft utility program) or other disk utilities to check your diskettes for errors. See your Window 95's
or MS DOS manual for additional information on Scan Disk.
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MemEdit

MemEdit allows you to modify the “memorized fields’ contained in WinVoice™.

i Edit Memory Copyright 1996 WinVoice Development

Memorized Field Type Hemorized Items

+ Mizc charge ] 3
Thank jyou for payment
» Interest charges
“* Credit
 Rdjustment

» Software

Edit

Add

Delete

Clearill

' Save |

@ Ahort

Select thefield type at the left. Thelist at the right will then load with the various memorized items. You

may then select to edit, add, delete, or completely clear thelist.
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Tipsand Tricks

Y ou can quickly edit an item by double clicking on any item contained in alist dialog box
Having just one department will bypass the Task select department dial og.

The menu under the title of each dialog gives quick accessto al available functions as well aslittle
known functions (company select screen has main background configuration, select invoice has print
mailing labels. etc.)

Clicking the icon in the upper left hand corner of adialog brings up additional features.

Using a plain background color instead of a bitmap speeds screen redraws. Tiled bitmaps are faster
than stretched or centered.

If you don't want an invoice to be counted towards the Units Report or Daily report, leave the
scheduled date blank. Thiswill require that you hand write the scheduled date on the work ticket if
needed.

A routine daily backup procedure can save agreat deal of grief if something goeswrong.

Rearrange dialog boxes so they are comfortable for you to view. WinVoice™ remembers where
you place them.

Keeping the Open view filter selected along with the Received Date sort method selected while in
Invoice View options, will display thelist of invoices that are currently working in the lab. Thisalso
keepsthe list relatively short and easy to manage and forces the most recently created invoicesto the
bottom of the list making the selection of invoicesto print asfast as possible. Let's assume that you
have just entered ten new invoices, amethod to quickly select theinvoicesto printis. Click on the
first invoice with the left button of your mouse, while holding the left button, drag the cursor down to
the last invoice entered, thus highlighting all teninvoices. Click on the Print button to print the
invoices.

Use adisk defragmenting software to Defrag your drive at least weekly. Windows and disk caches
work more efficiently when your hard drive is defragmented. MS-DOS 6.0 and above has a program
caled Defrag. Win95 has Disk Defragmenter found as the Programs->A ccessories->System Tools
taskbar item. Also routinely run Scandisk or other driveffile repairing software. With Win95
Scandisk can be found hasunder Programs->Accessories->System Toolstaskbar item. It can
very quickly eliminate any potential problemswith both backup disksand your hard drive.

On a network, move the win*.dll files from the WinVoice™ directory into the Windows directory of
the clients on the network. The clients will run faster.

Lists are sorted alphabetically. Y ou can place |etters or numbers before arestorations, designs,

metals, shipping types, payment types, etc. Your list will then be sorted by the first |etter/number,
this can force your list to sort as you wish.

Page 95



If acombo or list box is highlighted, begin typing in the name of what you are looking for. The
cursor will be moved to the option you typed in. By using the prefix lettering approach suggested
above, you can simply type "B" or "F" and the restoration you are looking for will quickly be
highlighted

Y ou may want to create a new employee called "Casual User", then set very minimal security options
for the newly created employee (minimum security options would be NO security buttons checked).
Casual User will then be able to look up cases but won't have access to other areas of the system.

If you prefer to type more than point and click, a quick way to close a batch of invoicesis asfollows:
Use View Options while in the Invoice Select dialog to set the View filtersto Not Deleted, Either,
Either and Open. Set the Sort method to Patient. Click on Don't use date range. Y ou will need to
click on the Search button to find the first invoice in your batch of invoices to close, after closing the
first invoice, press Enter and start typing the name of the patient on the second invoice to close, the
cursor will quickly move to that invoice when enough |etters have been typed to make the name
unique. Press Enter and the Close Invoice dialog will appear. If al information is correct, just press
Enter again to close the invoice and begin typing the next patient name. The only time you will have
to use the mouse isif you must Edit an invoice before closing it.

Click on theiconsin the upper left hand corner of each one of your windows and if available any
sub-menus. Some of them have special “hidden” features. For instance, on doctors fee setup(See
Config: Doctors for more information), by clicking on the icon, you are given the option to copy fees
from another doctor rather than having to completely re-enter the fees.

WinVoice-Net™ clients can get faster access on nodes by moving WIN* .DLL’s from the \winvoice

directory on the server, into the \windows directories of al the nodes. This speeds up access by
reducing the network access to the server.
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Support

If you have a question about WinVoice™, you may not have to call technical support to find the answer.
Try these stepsfirst:

All dialog boxes have aHelp button. By clicking on it, you will be given additional information
about the dialog you are currently in. The button bar has amain help icon that will take you into a
hypertexted table of contents. Here you can find specific information about the functions of
WinVoice™.

Check to seeif the topic you are looking for isin the index at the end of this documentation. Many
subjects don't have chapter headings but can be found viathe index.

Terminology sometimes may be misleading, check the glossary in this documentation first.

Make sure you press OK or Continue for any error message that WinVoice™ displays before
attempting to make repairs. It isvery common for someoneto get a"Limited to one node" message,
then do a network repair then try and run WinVoice™ again, but the copy of WinVoice™ that
displayed "Limited to one node" still hasn't been told it could exit yet.

If you are having a problem with WinVoice ™, try these steps before calling technical support.

Exit WinVoice™ and Windows and restart computer.
Select the exit icon from the button bar, then select " Shutdown Windows'. WinVoice™
uses temporary directories and files which may have been corrupted by system events. By
reloading WinVoice™ and Windows these files are regenerated. Y ou may also have to run
Network Repair before reloading WinVoice ™ to clean the WinVoice ™ temporary files.
Also run scandisk(which isautility included with Windows, Start->Programs->A ccessories-
>System Tools->Scandisk), select your (C:) drive, then select Standard test, and Start.
Restarting and scandisk fix most technical support calls.

Analyze the problem.
If something used to work, what has changed?

Have you installed other software since originally installing WinVoice™? WinVoice™
may be looking for afile(s) that could have been overwritten by the other software.

Isthe problem reproducible? Are you ableto exit WinVoice™, reload and duplicate the
problem? Some problems may be related to drive caching or other system glitches.
Remember to check the View Options dialog that relates to the function you are running.
Many support callsrelatesto not being ableto view or print something that the user
knowsisin the system. Having View Options set incorrectly will causethis

" perceived" problem!
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Is the problem isolated to WinVoice™? If the problem is printing, are you ableto print
from another Windows software? |f you are able to print reports but not invoices, check the
.TPFfiles. Doesthe error occur while printing, or after printing several items? If so, your
printer drive may be out of date, contact your printer technical support and have them install
the latest version, or ask them how to switch over to the microsoft universal driver for your
particular brand of printer.

Is the problem Windows? Technical support deals only with WinVoice™ problems, refer
to Microsoft or your computer manufacturer for support concerning Windows.

If you unable solve your problem and need technical support, be sure to follow these guidelines for the
guickest and easiest and least expensive response to your questions.

If an error message appears, write down the exact wording of the error message.
Technical support will not be able to help you if they do not know where the error happened
and what the error was.

Haveyour original install disk handy.
Support files on diskette or areinstall may be necessary.

Have backup disks handy.
A restore from your most recent backup may be necessary.

Have infor mation pertaining to the hardwar e (computer) you are using.
Type of processor (386/486/Pentium). Amount of RAM (8/16 meg). Free drive space.
Windows version (Windows 3.1/95/NT). DOS version. Printer manufacture. Network
configuration. Directory WinVoice™ wasinstalled to.

Be next to you computer with it running when you call.
Technical support will ask you to run through the procedure and describe what is being
displayed on the screen and suggest ways to correct the problem.

Allow sufficient time when calling and disable Call Waiting on your phone.
Determining the problem and laying out a solution may take time. Make sure you have the
time to spend uninterrupted, on the phone, at your compuiter.

Y ou may also E-mail or FAX your questionsto WinVoice Development at tyancy @winvoice.com or
1-918-627-7842. Only E-mail and FAXS with the following information will be answered, so be sureto

include: Y our name, laboratory name, registration number, return address, return E-mail address or FAX

number, voice phone number, and the best time to reach you.

Y our problem will be researched and an answer to your question(s) will be returned via E-mail or FAX as
soon as possible. Thereis no charge for this service at the time of this printing. However, we reserve the
right to change this policy at anytime without notice.
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Glossary

Administrative Employee The employee of acompany that has total security privileges.

AccountsReceivable Letter A text filethat is used to format the design of the print out that is sent to

Adjustment
Archive
Backup
Closing
Collection
Company
Completed
Credit
Department
Design
Doctor
Employee
Interest
Invoice

L ogon

Metal
Notice Form L etter

Opening Balance

Passwor d

Payment Types
Period

Remake

doctors who are past due on their accounts.

A correction to adoctors account. Can be positive or negative.

A compressed collection of invoices and credits. After the archiving
function is preformed the data may be recalled at any time by selecting the
datafile during logon.

The process of storing the WinVoice™ information and placing it in asafe
location in case of system failure or operator error.

Indicating that an invoice is complete and should be billed to the doctor.

A credit (payment made by a doctor to your lab).

Your lab or abusiness. WinVoice™ alows multiple companies.

An invoice that has been closed and charged to a doctor's account.

A Payment/Collection from a doctor. Credits are applied to adoctor's
oldest invoices.

An example of adepartment is Crown and Bridge. Y ou may have as many
departments as you like, having just one department bypasses the
Department Select when adding a Task.

A specific style to follow when producing a restoration.

Individua or businessthat has authorized work on an invoice and who will
be charged for the invoice.

An individua who is authorized accessto WinVoice™ or who is used to
record steps completed.

An amount charged on unpaid balances, (that are older than the start of the
last period).

A record of servicesto be preformed for a doctor.

The start of asessionin WinVoice™. To logon, select an employee name,
enter the correct password and optionally, select the archive you wish to
use.

Material used to create atask. Generally has aweight associated.

A form letter that can be printed and sent to doctor(s) informing them that a
case can't be completed in thetime allowed. Notice button on invoices must
betoggled on. Seetext file.

Thetotal amount a doctor owes your |ab before the start of the first period.
Thisinformation is changed by the software when archiving occurs.
Opening balances should NOT be changed after verified as being correct.
A unique sequence of characters kept secret that is used to secure
companies or parts of WinVoice™ from unauthorized use.

How aninvoiceisto be paid for.

A billing cycle, normally every 28 days. Periods are used for statementsto
indicate when billing begins and ends.

An case or invoice that has been processed before.
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Restoration
Sales
Scheduled
Shipping Types
Statement
Status Types
Steps

Tasks

Text File
TPF

User
WinVoice™

WinVoice-Junior™
WinVoice-Lite™

WinVoice-Net™

WinVoice-Pro™

A procedure that isto be preformed when processing a case. Restorations
have steps and units assigned to them.

Closed invoices that are billed to a doctor.

When an invoice/case is to be completed and shipped.

How the invoice/case is to be returned to the doctor.

Indication of how much adoctor owes. Statements show invoices that have
not been paid for.

Optional field not used by most labs.

A set of procedures that must be preformed to complete a restoration.
Steps can be assigned to individual employees when invoices are created,
thereby tracking employee productivity and piece rate payments.

A restoration or groups of restorations to be produced and to be invoiced.
Each task consists of teeth selected (optional), arestoration(s), a design
(optional), ametal (optional), metal weight (optional) a note (optional), and
steps (optional).

An ASCII filethat is used by WinVoice™ to format a printed report. See
.TPF, Notice Form Letter, and Accounts Receivable L etter.

A type of text filethat is stored in the root directory of WinVoice™. Itis
used to format printed reports. Assistancein creating acustom .TPFis
available from WinVoice Development. Seeaso: Text file.

Anyone logging onto system. See Employee

In thismanual, refersto WinVoice-Lite™ WinVoice-Pro™ or
WinVoice-Net™.

A separate software package devel oped for smaller laboratories.

Very similar to WinVoice-Pro™ but does not have multiple companies,
employee security, or archiving. Discontinued as of July 1, 1998.

Very similar to WinVoice-Pro™ but allows multiple users to access data
at the sametime. Includes an employee--employee note capability.

Our flagship software package. It has multiple companies, employee
security/productivity and step assignment.
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