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INTRODUCTION

Congratulations on your selection of the DentaLab for QuickBooks System.  This section has been designed to help you through the planning and startup phase of the system.

PLANNING YOUR INSTALLATION

We have been involved with the installation and support of computer systems specifically designed for dental laboratories since 1978.  Based on this experience, we can tell you that good planning is the foremost ingredient in achieving a smooth crossover from your previous system, whether it was manual or computerized.

Your personnel, time schedules, and goals will be unique to your laboratory and must be considered when planning the installation of your new computer system.  Here, from our experience, are some basic tasks that will need to be accomplished.

_____
Select personnel who will use the system.   Assure that they have a basic understanding of computers, the Windows operating system and QuickBooks.

_____If not already in place, install QuickBooks Pro, Premier or Enterprise 2004 or later.  

_____After reading the Installation Guide for DentaLab for QuickBooks, install the software,             perform the initial setups to identify your host/server location and other selections.

_____If preparing for a trial, enter some sample information for each option in the Basic Lists            section of DentaLab for QuickBooks (DQB).   If preparing for live implementation, setup           all of your information.   Use the sections in this Getting Starting document as a                        checklist and reference the online Help in DQB for detailed guidance.  You can                        view this by clicking Help once you start DQB.   If you prefer to reference from a paper             copy, select the print option.

If you need further guidance or have questions on DentaLab for QuickBooks, you can contact Mainstreet Systems by emailing to support@mainstreet-systems.com or calling our technical support at 215-723-7041.

If you have questions related to QuickBooks, refer to your user manual or online Help.  Contact information for Intuit can also be found in these two sources. 

QUICKBOOKS DATA

_____
In QuickBooks (QB), set up your Company.   Complete all required fields and as many of the other fields as you can.   For this and all other topics, the QB Help option and tutorials can guide you.  Note that you can use the sample company provided in QB


during the trial phase, but you will need to create your own company once you decide to           proceed with live implementation.

_____Next, set up your Customers in QB.   Complete all required fields and as many of the other fields as you can.   If your state/province requires taxation of dental laboratory services, be sure to setup your tax tables and specify which taxes apply to the customer. If you wish to show an account code on invoices, enter this under the Payment Information tab.
Note:  In order to connect to DentaLab for QuickBooks, you will need to have at least one customer setup in QuickBooks.

_____ Set up your Employees in QB.   Complete all required fields and as many of the other fields as you can.  For DentaLab for QuickBooks, you will need to have at minimum the first and last name of each technician and each work center supervisor.

_____
Set up Items for all of the products and services involved in dental laboratory cases.   You will need to establish whether they are service or inventory items and the standard/default price.   You will need to create records for each billable item that will be included in your invoices.  Examples:   Maryland Bridge, Empress Crown, Full Denture.

If you will be tracking technician productivity, you will want include additional items corresponding to technician work steps, e.g. Model, Articulation, Build Porcelain, Metal Finishing.    You may also include instructional items for the work tickets, e.g. Tight Margins, Buccal Collars.    In DQB, you will have the opportunity to indicate whether each item is billable and whether it is a technician item.

_____
In QuickBooks, if you would like to see case details such as patient name in the                        Customer Statement, set the detailed print option on.

DENTALAB FOR QUICKBOOKS DATA

_____
When you have completed your QuickBooks setups, double-click the DentaLab for  

          QuickBooks icon to launch this program to prepare for case management.  If this is the            first time you are starting DQB, use the Installation Guide from your folder to enter              your company settings and options.   

_____ The main screen provides options for each of the Basic Lists.   You will need to enter             at least one Work Center for the lab.  Work Centers can also be called scheduling 


centers and can be as broad or small as you wish.   Typical work centers are 


Preparatory or Models & Dies, Crown & Bridge, Dentures, Cast Partials, Out-Sourced.

_____Next establish the Scheduling limits for each Work Center to provide the maximum                number of units to be scheduled each workday.  These limits will perpetuate from                     month to month unless changed. 

_____To establish holidays and other non-workdays, go to the Holidays option to enter the               dates.   You will need to continue to do this not only for the current year but for future               years, since certain holidays change.  You can also specify whether you want                           Saturday and/or Sunday scheduling here.

_____ In DQB, there are also extra fields for the Customers that pertain  to case                               management as well as price levels for invoicing.  Recommended for case                                management are the standard method of shipment and the standard number of days               to ship.  Optional fields include time zone, date first active, social security number for               credit checking, days office is closed, and custom price levels.   We recommend that                you enter all appropriate fields.

          Customer Alerts to provide pop-up reminders during case entry are optional, but are a            very handy popular feature of the system.     

You can optionally setup Preferences by Work Center to assure that each doctor’s      special requests and preferred methods and materials are available for review during    case entry and for printing on the work tickets.

_____ Although Items are established in QuickBooks, there are extra fields for these in                      DQB that pertain to case management such as its default work center, standard                       number of schedule days, whether the item is a technician (labor) item, whether it is                 billable when invoicing.   We recommend that you enter all appropriate fields.  If using              barcoded technician productivity, you can also enter a default piece rate and special                piece rates by technician.                   






-continued-

DENTALAB FOR QUICKBOOKS DATA (continued)

_____ Enter your standard lists of Doctor Materials/Case Enclosures, Tooth Shades,

Quality Control Issues/Reasons, Case Stages, Case Types, Ship Methods.   

If you do not wish to make use of these fields, you can make one entry that indicates               this to your staff, e.g. Not Applicable or Not in Use.

_____Product Groups can be set up to establish collective lists of items for production                     reporting.

_____Price Levels provide a way to have special prices for a doctor, group practice or 

organization.   You first give the price level an appropriate name, e.g. 10% Discount,                Family Dental Group, Dr. Andrew Lipkin,  etc. and then select Items to setup a 

special/override price for billing.    The default price for the item from QuickBooks will be 

displayed for reference.   Once you have a price level and its associated item prices

setup, you can go  to the Customer properties to identify each account that will be charged the special price level.   When invoicing, the customer’s price level is checked first to see if there is a special price for the item being billed; if there is not, the default price from QuickBooks will be used. 

_____Once both Work Centers and Items are established, you can setup Standard                         Procedures to speed case entry and provide management control for the work centers,           items, and typical number of days needed for standard types of cases.  If you need                  guidance, you can request a separate document titled Standard Procedures and/or go             to Help and access Standard Procedures.

DENTALAB FOR QUICKBOOKS

CASE ENTRY AND MANAGEMENT

____ When you have your initial data setups completed, you will be ready to try Case Entry.

         You can click the New Case icon or Case Entry and select the action for New Case or            from the Customer List or Case List, select the action to Create a New Case.  
         First select the customer.  Then enter the general case information.  We recommend           that you enter the doctor’s request date and patient name and then as many of the other          fields as appropriate.

         Click the Add Items tab to build your case. We recommend that you use Standard                   Procedures whenever appropriate to make case entry as error-free and fast as possible.          Note that you can add, delete and edit items within a standard procedure, you can use             multiple standard procedures to build a case and/or custom design by selecting items,             work centers, quantity and schedule days.

_____Next go to the Actions menu to try the Automatic Scheduling and View and Print                  Work Tickets.  Manual Scheduling should be used only for special circumstances                 when automatic scheduling is not appropriate.

_____ For each item in the case, you can optionally set the Technician who is assigned                     to do the work or who has completed the work and, if appropriate, the Quality Control             issue.   

NOTE: There is a Barcoded Technician Productivity supplement available for   licensing for who wish to have technician entry from bar coded work tickets.     This includes more detailed reports and piece rates by item and technician.

_____
In QuickBooks, before creating an invoice from a case in DentaLab for QuickBooks,

          create the Custom Invoice Form and then select  which of  the extra fields you would                like to see on the screen and on the printed invoice.  We recommend that you choose              Ship Date, Ship Via, Patient, Shade, Teeth, and if appropriate, the P.O. (purchase               order) Number.

Note that the custom fields for case management (Patient, Shade and Teeth) 

will be setup by DentaLab for QuickBooks automatically and require use of 

QuickBooks 2004 or later.
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DENTALAB FOR QUICKBOOKS

CASE ENTRY AND MANAGEMENT (continued)

_____ When ready to generate a bill, select the Invoice Case option.   The customer and                   case information will be used to generate the initial bill.  If the case has changed since             entry, we recommend that you update the case information before billing.   You can edit            item descriptions, quantities, and prices as appropriate.   Once you click Create                       Invoice, the invoice will be created in QuickBooks. If you wish to edit or print the                       invoice, do this through QuickBooks.

_____ In DQB, you can go the Actions menu in Case Entry to place cases On Hold to remove           them from  the lab schedule, specify if they are to be considered Finished or Out for               Tryin.  You can also Reactivate a case that has been On Hold or Out for Tryin.   

_____ Case Reports have been designed to give you a high level of flexibility.  You can                     request a variety of reports by ranges of Received, Requested, Scheduled and Ship                Dates as well as remake, quality control, technician, work center and product group                  categories.  You can also specify whether you want all cases or just one status, such               as open/in lab, on hold, out-for-tryin or finished.  Most reports also have a summary                  version as well as a highly detailed version.

_____ You can print Case Labels.  These are available in three standard sizes and are                     designed for affixing to case materials, case boxes and/or packaging for delivery.

_____ You can also Find cases in a variety of ways by customer, dates, patient, and case                  number and customers by name or account.

_____ Note that lists that are shown in a DQB grid can be sorted in a variety of ways by                     clicking the top of the column.   For example, customers can be sorted ascending or                 descending by customer name, company name, accounts, address, state/province,                  zip/postal, contact name and telephone number.  Cases are initially listed with the latest            case number first, but you can sort them by status, case number, doctor, customer                   account, pan code, patient, date entered, requested or invoiced.  In scroll box selection,            you can zoom to any spot in the list by starting to type the first letter(s).

DENTALAB FOR QUICKBOOKS

ADDITIONAL INFORMATION

As part of our ongoing training and user group/service program, we have developed additional documentation and white papers to help guide you.  Contact DentaLab Support at 215-723-7041 or via email at support@mainstreet-systems.com if you would like a copy of any of these:

_____ Frequently Asked Questions:  This covers the most frequently asked questions including information on the data management and programming tools we use for DentaLab for QuickBooks.   As prospects and users ask questions, we add to this document any responses that might be of interest to others

_____ Tips and Techniques:  This includes a variety of ways users can set up their case management data and processing based on our first-hand experience with laboratories using our software.   Included are tips on setting up group practices, adding account codes, patient, shade and teeth to invoices, setting up standard procedures for labor vs. material items, for scheduling multiple case items within one day, making schedule changes, and handling non-billable items. 

_____ How-To in QuickBooks:  This covers information for getting case-related tasks accomplished within QuickBooks.   Topics include Ship Via/Case Routing Reports, Case Estimates, Access Control/Security and Other Business Services.

_____ Scanning Supplement:  This provides more detailed information on using the DQB Scanning Supplement to capture images of the prescriptions, photos, diagrams and other documents associated with a case and then quickly retrieving them when needed.

_____ Standard Procedures:  Standard procedures provide a way for management to setup standard types of cases for speedier more accurate case entry with greater control over case components and scheduling.   This document provides extra guidance on setting up standard procedures.   

_____ QuickBooks Permissions/Data Security/Limiting Access:  This guides you to setup an administrator and users, limiting access by area and function.   

_____ Transfer of Company File from Earlier Version of QuickBooks:  If you have been using an earlier version of QB and wish to upgrade to a later version, this guides you on how to transfer your company information.   

WP:\CPLUS\QBFOLDR\STARTUP.DOC
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