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1

Welome to Transactor

Welcome to Transactor!

We hope you will find the program intuitive, efficient and reliable.

Transactor stores details of your surgeons, practices, products/senices, patient
names and jobs. It handles job tracking, payments from surgeons and produces job
tickets, quotes, delivery notes, credit notes, inwices, statements, price lists, and
other reports.

This help is designed both as a course in using Transactor and as an ongoing
reference.

While you are trying Transactor you are entitled to free Technical Support[183),

IMPORTANT: Windows Vista or Windows 7 users please read System
Requirements[ 11

Getting started — new users

* Skip straight away to Getting Started[ 101 which also introduces the Coffee Break Tour[141to
familiarize yourself with the basics of the program.

e When first installed Transactor has many advanced features hidden to make it easier to use, so if
you can't find how to do something see Configuration and Preferences[11h, More Advanced
Procedures[148 and Getting helpl 8"

¢ If you wish to produce reports on Technician work completed you can enable this feature after you
have installed and got to know Transactor. See Assign technician and work units to items[64

Existing users

See Version History[178

Help File Version: 14 Sep 2010

System Requirements

Recommended

Single PC installation:

© 2010 Pearce & Robinson LTD, all rights reserved



System Requirements 2

An IBM Compatible PC running Windows XP Professional or Windows 7(32bit)

Network / Multi-user installation:
You must choose either Windows XP Professional or Windows Server 2000/2003/2008

Other Platforms

Transactor will run also run with Windows 98, Microsoft Vista 32BIT , Windows® 7 Home Premium
32BIT but these will not run Transactor in Networked Multi-User configuration. These platforms are ok if
you plan to stay with a single PC installation but you need to set Transactor Shortcuts to Run As
Administrator. Please read Do this if you have Vista 32bit or Windows 7 32bit[10)

Windows 7 64bit

The current version of Transactor still uses a tried and tested 16 bit database and falls into the group
now classed by Microsoft as 'Older Windows XP Applications'. Older Windows XP Applications are best
with Windows XP Professional or Windows 7(32bit).

Although we still recommend Windows XP Professional or Windows 7(32bit), Microsoft has made it
easier to run older applications such as Transactor by using the Windows XP Mode with Virtual PC

See the website FAQ: How do i run Transactor on Windows 7 (64bit)

Apple MAC

There are FAQ solutions for running PC applications using an emulator. See the website FAQ | have an
Apple Mac .

Also See:
Find out what operating system you computer is usingh72)

3 Introduction

The topics in this section provide some basic information about Transactor, what it is for and what you
can do with it.

© 2010 Pearce & Robinson LTD, all rights reserved
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3.1

Why Transactor?

©

Save time

Transactor will organise your lab. Surgeons and Technicians will appreciate being able to
obtain up-to-date accurate information about any job that is in the lab (booked in), out of the
lab (booked out ongoing) or booked out and charged for.

Despite its power the user interface and work flow are amazingly intuitive so you don't need to
spend weeks learning how to use the system.

Booking In is fast because some input boxes are pre-filled based on your preferences. Some
preferences are associated with the surgeon account so for example the default (starting)
Price Band could be 'Private’ for one surgeon but ‘Intermediate’ for another.

Booking out is also fast, even the printing behaviour (what to print and when) can be set up to
match what you normally print when you book a job out (and when asking for your printing
preferences, Transactor differentiates between Bookout Ongoing, and Bookout Charge).

Quickly trace any job by Doc no (AKA Job no), Job Reference, Surgeon, Surgeon History or
Patient.

Save money

Professional, well-organized and prompt inwices and statements can significantly increase
your Lab's value in the eyes of your customers. At the same time it will also increase staff
satisfaction, generating a positive snowball effect.

Properly charge for each and every job. It's all there on screen, the correct price for each job
item. Use the Booked Out Jobs report to identify and charge for jobs that were sent out on an
ongoing stage, but never returned by the Surgeon.

Using your Lazer printer to print your own Invoice and Statement letter heads with or without a
colour logo, you can save on monthly costs of old style pre-printed stationery.

Review your monthly statements on screen, to preview window, to check jobs have been
correctly charged for and payments entered. Make your amendments before you print and
waste paper.

Concentrate on your work

Transactor's intuitive user interface is transparent and straightforward. All the technical details
are handled in the background by the program. What you see is what you get. You can spend
most of your time getting on with your work rather than handling paperwork and phone calls.
Work in a team

Transactor can be expanded to Networked Multi-user so you could for example be booking
work out work on one pc, and booking in or looking up or amending job details on another,

simultaneously.

Using a computer to track your jobs, and do your invoices or statements can be fun

Don't believe it? Give it a try with Transactor...

© 2010 Pearce & Robinson LTD, all rights reserved



Introduction 4

3.2 Features

Dental Lab Transactor is a professional Dental Laboratory administration software package with the
following main benefits.

e Easyto get started
Use the Coffee Break Tour, Quick Start Tutorials, and Step-by-step setup wizard

e Fast booking in and out
It's never been this easy to process jobs. The main Form gives you quick access to all Jobs,
Patient, Surgeon and Surgery details.

¢ Flexible Invoicing
Invoice per job or by monthly summary inwice or a standard account statement

e Powerful Job Tracking
even if you don't have the job number handy

e Customizable Job Details
Reduce repetitive typing by setting up default entries and template line items to go on new Jobs.
Collect additional information using custom fields.

e Surgeon and Patient Search
Quickly locate jobs by surgeon or patient

¢ Flexible Printing
Transactor can print your own logos or printing background to blank stationery. Professional
looking printouts using either standard blank inkjet/laser paper, or print to your pre-printed
stationery. Configure printing of selected documents such as Delivery Notes, to occur when you
Book Out work, or to a batch queue for printing out together. Label printing reports for Surgeon or
Practice names and addresses.

e Patient Statements
Patient Statements on demand or automatically printed as required. Conforms with the MHRA
guidance on MDD 2007/47/EC.

e Self contained

Inwicing, Credit Notes, Receipts, Allocation of Receipts to Inwices, Quotes and aged
Statements are built in.

e Expandable to Networked Multi-user
When you expand, Transactor is networkable for up to 20 terminals.

3.3 The User Interface

The Transactor window is dominated by the ‘all-in-one' Main Form from which you can perform virtually all
your lab administration operations by pointing and clicking, or by using a Hot Key.

© 2010 Pearce & Robinson LTD, all rights reserved



Transactor Dental Lab

8 Transactior £.15 - Dentalab Limited - {Docurment 1350] _lo] x|
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The Transactor Window showing the Main Form

The Toolbarl 77 and Main Menu

The Main Menu Toolbar (or Toolbar for short). Quick access to useful functions which are also available
from the standard windows Main Menu.

The Mainl 6 Form

The Menu Form displays the the job details in a Job Document, including the Surgeon, Practice and Due
Date.

In the Line items area several types of Line items can be entered.

e Special Template Line Notes eg. Patient, Shade etc
¢ Product/Senice line items
e Line Notes

Line items template area

This area appears automatically when each new job is started and this is where the Patient and other
required common details are gathered. More, or less, information can be gathered by customizing this
template area using the Setup Wizard. See New Document Setup[ish

Line items - products & senices or line notes

This area is where you enter the Job Item details, such as Product Codes for work (senices) or physical
stock items. These items normally have a chargeable value populated from the selected price band.

© 2010 Pearce & Robinson LTD, all rights reserved



Introduction 6

You can also enter as many Line Notes as required. These Line Notes will be printed on any Invoices/
Despatch notes. If you want the note to be only internally visible, use the Internal Note area shown near
the bottom of the Main Form.

Function Bar

This shows what Hot Key Functions are available to you depending on what you are doing at the
moment (The fancy name for this behaviour is ‘Context Sensitive").

Also See
Coffee Break Tour[18)
Modifying, Deleting & Inserting Line ltems][ 60

3.3.1 The Main Menu

The Main Menu can be accessed by clicking, or by holding down the Alt Key and pressing the shortcut
key which is shown underlined.

Transactor 6.15 - Dentalab Limited - [Modify Invoice 1389) |
:ﬂ File View 3Surgeon Product/Service Action Reports Tooks Window Help == =

Iﬁ = 8 Y Q & Mo Beresioed BD.. I
I ]

Most regularly used menu items have Hot Key reminders..

Ar:tinn. Reports Tocls Wi

Products and Services... Ctr=L
Modify Line...
I Delete Line Ctrl+Del
I Insert Line Ins
i Information.. E
| (EE L 345

Independe|

For example if you are entering details in a Job, hold down CTRL and press DEL to delete the currently
selected line item row. There is no need to use the mouse to go to the menu.

Available and unavailable (grayed out) menu items

© 2010 Pearce & Robinson LTD, all rights reserved
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3.3.2

When you drop down a menu, you may see some menu choices are not available. These choices are
not appropriate for what you are doing on the Main Form at the moment.

El: File WView Surgeon Product/Sendice

Teals

Reports Window Help

ﬁ | X @ Actions Quick Menu.. F9

areyed out
unavailable
kenu choices

SulGean Aceaunl_

394 0ld Londd  chaices with Hat Dtlm Fﬁ

Hastings, Eas ey reminders o]

TH35 SBL Held/Quote... = -

Tel: 01424 95 P Book In... 7 —
F8

Book Qut...

PATIENT
SHADE
HOTATION R |

In the above example, the Action Menu was invoked (F9) just after a new job was started. The Main
Form has some but not all the details about the new job on it.

Example: these items are unavailable when you are modifying a new job

New Job : A new Job Document is already on the Main Form.

New Credit Note : The Main Form is being used for a New Job. If you want to start a new Credit
Note, first choose Delete.

Copy to New : There's not enough details to copy this job's details to start another new job with.
Once the Job is Booked In, or Out, then it can be copied.

Modify : This Job Document is already being Modified

Finalise : Only Credit Notes and Customer Querys can be Finalised. Normal Jobs are Finalized
automatically on the Book Out Charge stage

Print : You are given the opportunity to print this job on Book In, Book Out or if the job is retrieved
onto the Main Form and is not being Modified.

The Toolbar

This toolbar contains one-click availability of some commonly required functions. These functions are
also available under the standard menu but instead of searching for them in drop-down menus they are
all available directly.

© 2010 Pearce & Robinson LTD, all rights reserved
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Setup
wizard

M E MrJ Beresford BD,. =

Lizt
Jobz/Documents

The tool bar is context-sensitive, automatically displaying the functions relevant to what you are doing at
the moment. Functions that cannot be used in the current context are grayed out.

3.4 Getting help

Your main source of information should be this help file and the website's FAQ and Knowledge Base.
You may also contact Transactor Sales & Support.

Using the FAQ and Knowledge Base

The online FAQ and Knowledge Base is a wonderful resource that contains the latest version of the
Frequently Asked Questions given in this help, and also a Knowledge Base which you can search.
The online FAQ is located at www.transactor.co.uk on the FAQ page.

Use the Coffee Break Tour tutorial

if you have not already read the Coffee Break Tour, we recommend you do so now.
The tutorials talk you through using the Example Lab company which was installed automatically
alongside your empty 'Live' Transactor.

Getting a printed user manual

There is a printable PDF manual supplied in the Transactor v61 program group (under the Windows Start
Menu).

Coffes Break Tour
E Coffee Breal Taur (PDF)

k=4 -
[ Maintenance Menu

=] ReadMe Printable User
B Transactor ve.1 Guide

[E] user cuide (POF)
ﬁ Transactar Example Co

This manual is in the common PDF format. Free PDF viewers are available on the internet if you do not
already have one installed. Currently our favorite is Foxit Reader. To print the manual we recommend a
colour Lazer Printer.

© 2010 Pearce & Robinson LTD, all rights reserved



9 Transactor Dental Lab

3.5 Howto buy Transactor

e Contact your distributor:

e Credit Card or Paypal:

Transactor Website

@ www.transactor.co.uk

e Other methods:

Check our website for prices or ring our Sales and Information line.

Transactor sales and information line:

€7 01424 777877

Other payment methods accepted:

Cheque:
Make cheques payable to Pearce & Robinson LTD and post to:

Pearce & Robinson LTD, 17 High Street, Battle, East Sussex TN33 OAE

Please provide your full lab name, address and contact details. You will be sent a CD and
Inwoice.

Bank Transfer:

Make the transfer to Sort Code: 089303 Account Number: 70858143 Ref: (your Lab
Name)

Please ring the sales and information line

You will be sent a CD and Inwice.

© 2010 Pearce & Robinson LTD, all rights reserved
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4

4.1

4.2

Getting Started

If you hawe already installed Transactor we recommend you start with the Coffee Break Tour[11
otherwise Install Transactor|10" first.

So with Transactor Installed and the Coffee Break Tour completed you should Set_up_Transactor_for
your lab[12.

DON'T worry about making any mistakes at this stage since you can clear_down_the_datali08 and
start from scratch.

DO Get helpl 8% if you are stuck or are looking for a feature and can't find it. There's a lot more to
Transactor behind the scenes that meets the eye!

Install Transactor

If you hawve already installed Transactor from a CD or from the website download, skip to either Do this if
you have Vista or Windows 7[10) or Use the Coffee Break Tour[11

Installing Transactor

e Start your PC.

¢ Close any Windows programs that may be running.

¢ Insert the Transactor CD into your CD drive. The Setup program should automatically run. NOTE:
If the program does not auto-start double click the Setup.exe file located on the CD.

¢ Click Next on the Welcome screen and follow the on-screen instructions.

e The setup program will install the main Transactor icons onto your desktop. NOTE: You can also
access all the Transactor icons by clicking on Start / All Programs / Transactor v61.

IMPORTANT — Windows Vista or Windows 7 users
For Transactor to run correctly on your PC please see System Requirements| 11

Do this if you have Vista 32bit or Windows 7 32bit

Configure Transactor for Vista (32bit) or Windows 7 (32bit)

Vista and Windows 7 have extra security features compared with older versions of Windows so we need
to make a few extra settings after installing Transactor before the Transactor programs will run properly.

The properties for the each of the Transactor Shortcuts must be set to 'Run as administrator' as
follows:

¢ Right click the Transactor 6.1 shortcut on your Windows Desktop

© 2010 Pearce & Robinson LTD, all rights reserved
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4.3

4.4

Choose 'Properties' from the popup menu.

In the Properties window, click 'Advanced...'
Tick 'Run as administrator' and click OK.

Click OK again to close the Properties window

Do the above for each of these other shortcuts found in the windows Start Menu All Programs (or
Program Files)-Transactor v61

Maintenance Menu

Transactor Example Co
Transactor 6.1

Notes

In Vista, if you want to turn off the permission warnings each time you run the program you can turn
User Account Control off. See the readme.txt file in C:\tran61\lab\exe or Contact Us|185)

Don't worry if If you are unfamiliar with these terms, Contact Us 188 and we will talk you through it

Also See:
Getting help[ 8"

Website FAQ: _How do i run Transactor on Vista(32bit) or Windows 7(32bit)
Use the Coffee Break Tour

Using the Coffee break tour

Do the Coffee Break_Tour[14] now to get familiar with using Transactor Example Co which will give you
hands-on experience using example lab data.

Anything you do with the example lab data will not affect your live system.

Once you have completed the tutorials you are ready to Start your live Transactor[111 and then Set up
Transactor for your lab[ 1)

Start your live Transactor

To Start Transactor

¢ Double-click the Transactor icon on your desktop

© 2010 Pearce & Robinson LTD, all rights reserved



Getting Started 12

6%
(A
Transactor

Vo1l

or

¢ From the Windows Start Menu choose All Programs (or Program Files)-Transactor v61-
Transactor v61

Logging On
In the standard single user installation you will not need to log into Transactor.

If you are prompted to logon, type MANAGER as the Username and leave the Password box blank.
Click OK.

Logging on with a username and password is optional in the single-user version of Transactor. If later on
you want to force anyone who uses Transactor to log in you can use the Setup Wizard to Enable
username and password log inf143)

Note: MANAGER is the only account set up initially after installing Transactor.

See Also
Add or delete a user[147
Change a User Password143)
User Preferences|[152)

45 Setup Transactor for your lab

By now you would probably have done the Coffee Break Tour[ 111 but if not we strongly recommend you
do so unless you are very familiar with this type of computer software.

Having completed the Coffee Break Tour you are now ready to start using the live Transactor for your
lab.

The Setup Wizard starts automatically (until you set up your laboratory name) after you start the live
Transactor, thereafter you can start it at anytime from the Tools menu or toolbar..

The following steps guide you through entering your lab setup information needed before jobs can be
booked in and out of Transactor.

1. Start your live Transactor[11

2. Use the Setup Wizardh28) to specify your lab company details including Surgeon accounts and
products/senices.

3. Adding Opening Balances| 511 to your Surgeon Accounts.

4. Set up other optional preferences. (See New_Document_Setuplish, Printing Setupl158 and User
Preferences|[153).

5. You can now process your jobs.
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If you wish to produce reports of Technician work completed please see Assign_technician_and work
units to items[64) and Users/Technicians 1231
See also
Basic Working Procedures[40)
4.6 Back up your Data
Regular backups are very important to protect your business from computer failure. You may backup
your computer's data using your usual IT procedures, but we recommend you also use the built in
Transactor backup.
The process is fast and easy once you have used the wizard's Data Backups[i33 page, so that
Transactor knows which device or data drive you are backing up to.
To Backup your Transactor Data
¢ Insert your external storage device if you use one
¢ In Transactor, choose Exit.. from the File menu
¢ In the End Session window, choose the Exit Transactor and Backup data.. option and then click
Yes
¢ When the backup has completed, remove your external storage device
Note
In the trial system, the option to do the standard backup on exiting Transactor is disabled although
you can still do a manual backup
For a full description of backing up (and restoring) your data, see Backing Up & Restoring Your Data
107
4.7 Register Transactor

If you have purchased Transactor and have obtained a registration key, you must enter the details into
the system so that you can continue to use Transactor after the 40 day trial period.

Also see: How to buy Transactor| 9%

To register

1. Start Transactor(111
2. If the free trial period has expired you will be presented with the Transactor Registration window.
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Otherwise, choose Transactor Registration... from the Help menu.

3. Enter the details supplied in your confirmation letter. It is important that you enter these details
exactly as they are written, including use of Capitals.

4. Click on Register. You should see Transactor Registered Successfully
5. Click OK

If your registration is not accepted by Transactor see Getting help[ 8™

5 Coffee Break Tour

Welcome to the Coffee Break Tour

Use this tour to get familiar with using Transactor. If you haven't yet installed Transactor see Install
Transactor| 10}

For more details on the procedures described in the tutorials please refer to Basic Working Procedures
[401in Transactor Help.

DO feel free to experiment, because anything you do here won't affect your main 'Live' Transactor
system.

So get the coffee on and let's get started. Tour the Main Form[15)

Do you prefer a printed tour?

If you prefer to print out this tutorial a printer-friendly version is available as follows:

¢ From the Windows Start menu, choose All Programs (program files) - Transactor v61 - Printable
Coffee Break Tour

Transactor vl

T Maintenance Menu
E_ Printable Coffee Break Tour % |
|| Read Me

h.‘j Transactor Example Co
F“F Transactor Help ‘

Eﬁ Transactorvi.l

If your computer is not able to open PDF files, you can get a free PDF Viewer from the internet.
One such viewer is available from www.foxitsoftware.com or www.adobe.com

¢ |n the PDF viewer, from the File Menu, choose Print
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5.1

Tour the Main Form

Let's start by taking a look at Transactor's Main Form using the example lab data called DentalLab LTD
with its set of fictitious Surgeons and sample jobs.

Starting the example dental lab Transactor Main Form

¢ From the Windows Start menu, choose All Programs (or Program Files)-Transactor v61-Transactor

Example Co

You should now see the Main Form. It may help to maximise this window.

£ Transactor 615 - Dentalab Limited - [Document 1360] _ =100 x|
u File View Surgeon ProductSenice Action Feports Tools Window Help =] =
# B 0 & & « a = e M 4 F M & MlBswsdxd BD. B
Toolbar and Main

kd e

[-r——

Template
Area

BCRP Boadisd Crawn (Hoa-piecan WK L 1 ToRD

CCR Cold Cure Riling

Line |tems

Function Bar

‘Doc Balance: 35.30 0
FiMew Job F4 Modiy F5 Prrd. FG Dalste. FrBtek I P& Bock 0ul F3.Al Actora F13 Claae Feem
T o wiews st of obasdecurments, prass EHTER MERAGER & Linmg 080208 2300

Notice the caption at the top for the example company we are using, DentalLab Limited.

Notice the Menu Bar at the top and the Tool Bar underneath the menu bar. The Tool Bar has some
useful buttons which we'll try in a moment.

Notice the Function Bar at the bottom and the status bar below it. The Status Bar at the bottom
usually displays a short helpful message.
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Using the Job Navigator tool

e Just below the main menu, in the Tool Bar, click the View Last Document icon

Et Yiew Last Docurment

b,

You should see the last Job Document that was entered in the example DentalLab Limited system.

Notice the job details are in a 'grayed out' text. This means they can't be accidentally modified.
More on how to modify jobs later.

Try the ‘View First Document’ button and have a look at some of the other jobs. If you hover the
mouse owver the tool icons you will get useful hints..

H 4 » M | =MmEs

A |

[ “Wiew firzt documett

Trying some other Actions and Functions

¢ Hower the mouse over some of the other tool bar buttons to see what they do

Surgeun F'atlent Job navigatar
Hiztory Search - Prese/Mest
M 4 P M | = hrJBemesiod BD. =]
LISt
F'a_l,lment .JDbs.:"Documents

e Try Clear Form. Then point the mouse into the Surgeon Account area, and double click to bring up the
Surgeon selector. This is the same as choosing Surgeon - Select from the Main Menu.
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17 Transactor Dental Lab
B Surgeon Account Selector
Find | Find
Surgeon name Practice name & address [or * Invoice add
Adams, B, Mr Coaden Dental Surgesy, 146 Cooden Sea
Austin, C, Mr Boherea Dental Practice, 129131 Bohem
Beresford, J. M Besestord Dental Practice, 354 01d Londo
Blurt. J, bt Battle Dental Surgeny, 24 Mount Street, B
Bioadbent, P, ki Hastrgs Dental Suigery, 202 St Helens P
i LA [ } Ll (P N L I =l
Note: You may see some menu choices, or Icons are not available. For example, if you have started, or
are modifying a job on the form, the Clear Form icon will be unavailable. This is because Transactor
doesn't want you to accidentally clear the form. Instead you need to choose an Action for the current job
eg. Book it in, Out or Delete it. Read more about this in the next section.
Once you've finished experimenting, press F12 to clear the form, or click on 'Clear Form' on the toolbar.
You'll now be back to a clear Main Form.
5.2 Understanding Actions

Actions are 'Start New Job', 'Book In', '‘Book Out' etc. You'll quickly become familiar with these 'Actions
since the whole system is based around them.

Actions are done by choosing them from the Menu, but they are also available from the Function Bar at
the bottom of the Main Form.

The Function Bar is a handy way to quickly see what Actions you can choose. Some may be disabled
(grayed out) because it isn't valid for what you are doing. For example if you have no job details showing
on the Main Form, '‘Book Out' just doesn't make sense!

Let's do some simple Actions now just to get a feel for it.

The New Job Action

e From the Main menu, choose Action - New Job, or choose F3 New Job from the Function Bar.
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RBpnrts Tooks  Window
#ckions Quick Menu...  F9

New Credit Note Q

e Query

You will see that the top right of the Main Form shows the Doc No which is also the Job No. Notice
that the State box describes the job's status in full (New Job)., later on this could display '‘Booked
In', '‘Booked Out' or 'Booked Out Charged'.

New Job
T3 0508049

S

We'll cover New Jobs and Booking In later, for now we'll just practice aborting this new job, to go
back to a clear Main Form. A New Job has been started, Transactor won't let us simply click Clear
Form so we need to practice using the Delete Action.

¢ From the Main menu, choose Action - Delete

Transactor doesn't want users to do things like deleting jobs accidentally, so it asks you for
confirmation.

¢ In the Confirm Action dialog, choose Delete Job

You'll now be back to a clear Main Form and we have demonstrated that after starting a job you can
Delete it rather than continuing.

53 The Clear Form Action

Clear Form is frequently used. For example, if you have been using the Main Form to view a Job's details
then at some point you need to clear this Job from the form so that you can select a different Surgeon or
Job/Document.

The Clear Form is available from the Function Bar (F12), the Action Menu, and the Main tool bar icon.

If you are working on a New Job or modifying an existing job (i.e. not just viewing), you won't be able to
clear the form because you need to Action the current job first (Action... Book-In/Book-Out/Delete etc.)
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To Clear the Main Form

e First of all, lets retrieve a Job Document onto the Main Form so in the Tool Bar, click the View Last
Document icon

mt Yiew Last Docurment

b,

o After viewing a Job Document click the Clear Form Icon on the main Tool Bar.

@File View Surgeon Prod

_@EID-:E}

Clear Form Action

Sometimes you cant just Clear the Form. We'll explain this now. First of all retrieve the last Job
Document onto the Main Form again.

¢ Now with a Job Document on the Main Form being viewed, from the Action menu choose Modify

Confirm Action E
%) Modify Job - il
Make changes to the curent job
Dutpust Hisbey
Ary paymenis allocated to this doc will be un-spplied Modipdeb 1| [ Cancel |

¢ Now click Modify Job to confirm
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Surgeoh Muq'Ianh Booked In
1338 040809

Surgeon Ao

2252.52D

Wi B Adaims BDS (328)

Cooden Dental Surgerny
146 Cooden SeaRd
Bexhill-On-Sea, East Sussex

TH39 45L sokout [Charge j

Tel: 01424 579135
LR eEL S 110809 Tues

Current Job State

Praw
geon ac add

Note the Job State has now changed from just '‘Booked In', to 'Modify Job Booked In'. This Job-Document
for dental surgeon Mr B Adams, can now be edited.

We'll assume that for some reason we want to mark this job such that when it is booked out, an Inwice
will not be raised. In other words, the job won't be charged for at this stage but it will be stored in a state

of '‘Booked Out Ongoing'.

¢ Click in the On Bookout box and Change it from 'Charge' to 'On-Going'

Surgeon
CREDIT LIMIT

Surgeon Scoount_

Mr B Adams BDS (328)

Cooden Dental Surgery Rederence
146 Cooden Sea Rd

Bexhill-On-Sea, East Sussex
TH39 45L O Baakout. x
Tel 01424 579135

Ueiral Prices.

—

RS 110809 Tues

Click to drop dowern the List Box J

ey

S Chn-Gaodng

W Charge
On-Going

Chooge
'On-Gaing'

¢ Now choose Action - Clear Form

...Having trouble ?

The Clear Form action is disabled\greyed out and Transactor will not let you clear the Form because you
may accidentally lose job details. Instead, if you want a clear form you first need to decide what you
want to do with this Job Document that is currently being modified. We could Book it back in, Book it
out, put it On Hold, or Delete it. Let's just do the most likely thing if we were modifying a Booked In job,
we'll Book it out.

® Choose Action - Book Out (F8)
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Gonimacton

2 Book Out Job Ongoing | @  Dete e

Binok the curtent job oul of the lab bemporary

&

| Ed

Dlutpnst History Chooze Ok

oK Cancel |

Notice Transactor 'knows' this job is to be booked out without charging at this stage, so you are asked
to confirm Book Out Job Ongoing. Now you will see a clear form. If you choose View Last document
you'll see that the state of this job is marked as Job Booked Out Ongoing.

Now let's move on to Tour Surgeons|21

5.4 Tour Surgeons

Ok so far but now it's time to get to take a peek at selecting Surgeons and Practices onto the Main
Form.

¢ |f you already have a job on the form, choose Clear Form first.

Note: If the Clear Form function is disabled (greyed out) and you are unsure what to do, see
Understanding Actions[17)

Selecting a Surgeon for a job

¢ From the Surgeon menu, choose Select..
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H Surgeon Account Selector E

Find | Find Status | Momal -
SUrgenh nanme Fractice nanve & address [or * Invoice address anly]
Adams, B, Mr Cooden Dental Swgery, 146 Cooden Sea Rd, Bexhil-On-Ses, East Susses, TNIF 450 -
Austin, C, Me Bohemsa Dental Practice, 123:131 Bohemia Road, St Leonards On Sea, East Suzsex, THE7 BRE
Beresford, J. Me h Bevesford Dental Practice, 394 Old London Road, Hastings, East Susses, TH35 581
Blurit, ., e Buattle Dental Surgeny, 24 Mounk Streel, Batle, East Sussex, TN33 0EG
Broadbent, P, i Haslings Dental Sungeny, 202 St Helers Park Road, Hastings. East Sussex, TN34 2IN
Chong. L, M Sibverhll Dertal Prachce, Parswood Road, Sives Hill. St Leanaid: On Sea, East Sugses, THIBE
Crawdord, ¥, Mr Grove Dental Sugsty, The Grove, Battle, East Sussex, TH33 0UN
Dalon, C. Mr Old Towern Dental Surgery, 243 High Street, Obd Town, Hastings, East Sussex, TH34 3EN
Dodds, P, Mr Robeitzbrdge Dental Surgern. 69 High Street, Robertsbridge, East Sussew, THI2 BAP .ll
51 fiound

Add newve... History... Change View | Select Cancel I

¢ In the Surgeon Account Selector’s list, choose 'Beresford'. There are three easy ways to do this. (i) By
double clicking the row with the mouse, or (ii) Hi highlight the row and press Enter. or (iii) Highlight the

row and click Select.

d1 Transactor 6.15 - Dentalab Limited - [ ]

Ed Ale view Surgeon ProductiService

P B 0 < &8

Action  Reports  Tools Window Help
t Q B L

Suigeon

Beresford Dental Practice
394 Old London Road
Hastings, East Sussex
TH35 5BL

Kir J Beresford BDS 12?-1-LT_r".—““
Surgeon's account

Agcounl. Surgecn E

Ususl Fricez_ |Independent (i)

rurmbier

Tek 01424 952675

(AR Charge [£] -

(T 120809 Wed

That Surgeon has now bee

n selected onto the Main Form. In the example lab, Mr Beresford's

practice address is the same as his inwice address and so Transactor has no need to display it in

full.

In case you are wondering, Surgeons can have several accounts, each one working out of different

practices. You'll see how thi

s works in the User Guide.

We chose Mr Beresford (account no 274) as the Surgeon in our example because that's one of
the four surgeon accounts that has sample jobs. The others are '‘Adams', 'Dodds' and 'Kelly".

If you know a Surgeons's account no you can use it to quickly select the surgeon even more

quickly. Let's try this but firs

t remember to clear the form (F12).
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5.5

¢ In the Surgeon Account box, type 274 and press Enter.

Surgeon Sceount...

274 I

Mr Beresford's details are retrieved onto the Main Form.
Another way select a Surgeon onto a clear form is by surname. Don't forget to clear the Main Form first.

¢ In the Surgeon Account box, type the surgeon's surname (or just the first few letters of it) and press
Enter.

Surgeon Account...

Berf]
| 5

A window will appear showing any Surgeons matching what you typed. If only one account is showing
you can just press Enter to save time, otherwise highlight the correct account and then choose 'Select'.

B Surgeon Account Selector
Eind |Bes Find

SUrgeon name Practice name & address [or " Invoice address only)
Beresiond, J. Hi Beresford Dental Practice, 394 Old London Road, Hastings, |

In this topic we've shown you a few ways to retrieve a Surgeon's details onto the Main Form. You may
want to do this either to view the Surgeon's record, job list/history, or to assign the Surgeon to a New
Job.

Understanding Surgeons and Practices

Let's spend a moment to understand how Transactor assigns and maintains Surgeons with Dental
Practices.

In Tour Surgeonslﬂﬁ you saw how Surgeon Accounts are selected onto the Main Form for various day to
day tasks such as booking in a job. The Main Form Surgeon menu can also be used to Add and Modify

Surgeon accounts.

Let's now take a peek at the Surgeon Accounts page in the Setup Wizard because it's a good way to
show you graphically, how Surgeon's can work out of one or more Dental Practices.
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To view the Surgeon Accounts page in the Setup Wizard

e From the Tools menu, choose Setup Wizard
¢ In the Setup Wizard, choose Next until you get to the Surgeon Accounts page
¢ Click on Battle Dental Surgery

FSEM Wizard !
Surgeon Accounts ﬁ
Add and aszign Swrgeon accourts to dental prach -
This iz the I
. currently
B:“:I ::.cm zelected Dental
<Mo Praclice> : -
| Bakile D erilal Suiges ACECC O Balle
Click to bighfight | Beresford Dental Fractice 294 Old London Foad, Hastngs
a Practice i thee | Bexhdl Dental Surgery 41 London Foad, Bexhil0n:Sea
fist.. Bokemia Dental Practice 129-131 Bohemia Road, St Leonasds On Sea
Cooden Dental Surgery 145 Cooden Sea Ad, Bedhdl-On-Sea
Grove Dertal Swgery The Grove, Batile LI
Sugeons 2. Battle Dental Surgery
Then click Add [#] Mr R Parsons Add Mew...
M. . bo add & % b1 F Patal
e Surgeon o VIR
the selected MrJ E!“_"' Theze are the Surgeons —I
Practice.. % Mr M lrving wha wark, out of Battle — |
Dental Practice .
Goto Start Help < Back Mest> | Finish |

A list of Surgeons will appear in the bottom window who work out of the selected Dental Practice.

Take a mental note that Mr J Blunt has a Surgeon Account assigned to this Practice. Suppose Mr Blunt
has just phoned to say he will now work out of Bohemia Dental Surgery as well as Battle Dental
Surgery.

¢ In the upper window, select 'Bohemia Dental Practice', note there are already three Surgeons with
accounts at this Practice.
¢ Click Add New
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Click 1o highbght
a Practice in this

Then click Add
Mewe... loadd 2
new Surgeon lo
the selected
Fractice...

Dental Practices

<Moo Prachcer -
Baltle Dental Surgeny 24 Moush Street, Baitle

Beresiord Dertal Practice 334 Oid London Road, Hastings

Bexshill Dental Suige; 41 London Road. BeshillOn-Sea

Bohemia Dental Practice
Cooden Dental Sungery
Grove Dental Sungeny

Surgeonz st Bohemia Dental Practice

129-131 Bchemis Road, 5t Leonaids On Sea
146 Cooden Sea Rd, Bexhill Or-5ea
The Grove, Batlle

% Mr A lhnes
Mr G Vincent
L5} Mr C Austin

Click Add New

1. Enter the
Surgean's Wame,
[nitialz and Title.

Sheeetl

Sheet?
Town

Tel no
Fas/Tel
EMail

Added:

Professional tles (eg. BDS)

|Blung J Mr [BD5
' [ company name Type :
i DEMTAL PRACTICE Uh::d s
| Bohemia Dental Practice | Surg ll I :
129131 Boheria Road
St Leonards On Sea, East Sussex
TN27 ERE Tek 01424 13579
IMVOICE ADDRESS v Same as above Credifmit  Discount %
[BOHEMLA DENTAL PRACTICE 5000 [0
|1 29-131 BOHEMIA ROAD
[5T LEONARDS OH SEA Fi
—

EAST SUSSEX

2. Click 0K

[THI7ERE Countiy |
[o424 136791

l

I

15/08/03 Modified: 15/08/03

So now Mr Blunt now has two accounts, one of which is his new account for work sent to Bohemia
Dental Practice, and the other for work sent to Battle Dental Practice.

Then click Add
Hew... lo.add a
new Surgeon o
the selected
Piactice...

Surgeons st Bohemia Dental Practice

o Me & Innes
W G Vincent
e T Auesting
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Now click on Back to go to the Dental Practices page. That is where you can experiment with adding
new Dental Practices, or changing their details.

¢ Click Finish to exit the Setup Wizard
You will find yourself back at the clear Main Form. If you choose Surgeon - Select from the Main Menu,
you'll see that Mr Blunt's nhame appears twice, once at each of the two practices he works out of. Notice

also that when the surgeon is shown on the Main Form, the distinct account number is next to the
account name in brackets i.e. Mr J Blunt BDS (143)

56 Jobs and Documents

In this topic we'll take a look at the various ways of handling jobs and documents on the screen.

One common requirement is to view a list of jobs for a selected Surgeon.

Using the Surgeon History

* Select Dodds (204) onto the Main Form (see Tour Surgeons|[21")
e From the Surgeon menu, choose History (F11)..

B Surgeon Account History: Dodds, P, Mr [204)

Irvecice Date DocMo Desctiption PATIENT Aot Paid Balance
02/08./09 1342 Job Booked Dut Chaige Smith.J 7500 4259730
03/08.409 1HE Job Booked Out Chaige Laceyw 200 4311.780
03/08./09 1347 Job Bocked Dut Chaige Browar A 140,70 4452 43D
04/08,/09 1351 Job Booked Out Chasge Pz, bl 5290 4505390

1362 Job Booked In Jomes, Tim 10360

1383 Job Bocked In Summers W 8615

1367 Job Bocked In Richardson, 3338

1388 Job Bocked In Wwiesl L 12285

1363 Joh Booked In Flynn k. 167.20

1374 Job Bocked In Wilsan,T 8280

1376 Job Bocked In Tnrnble S 91.28

Job Booked In Fanizh M 1938

1332 Job Bocked In ‘ilkarns, R 44.35

1386 Job Bogked In Palrow k. 18660
156 found Total operc 111206 CURRENT BALANCE

O plions.. | @ Black items are Locked' [cannot be changed] I Wi, I Claze
|

You'll see a list of jobs ‘Booked In” and jobs ‘Booked Out Charged’ for 'Dodds’ . You'll also see his
payments.

¢ Highlight the job for the patient 'Parrish,M' (DocNo 1381) and click ‘View'.
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e |f you scroll up you'll see the items at the top of Mr Dodd's list are in black. This means they are

locked' and cannot be modified. The Mai
Documents.

n Help explains about Locking and Un-Locking of Job

B Surgeon Account History: Dodds, P, Mr (204) Lﬂ

Irvoice Date  DocMo Drescription FPATIENT Amourt Pasd Balance E-}‘

D2AE/09 1342 Job Booked Out Chaige Smith,J 75.00 4259730 j

0308409 1346 Job Booked Out Chaige Lacey s 52.00 4311.730

03708709 1347 Job Booked Ot Charge Browa 140,70 4452430

04502409 1351 Job Booked Out Chaoe ez 52.90 4505330
Document x
Wi P Dodds BO'S [204) Type Suigeon Shate Job Booked In
ggﬂuaﬁlgsruge Dental Surgety Reference Boc Mo 1381 03/08/09
| treel Uszual Prices Independert [i S s ——
\Robsstsbidge, East Sussex O M,:h;';: 0 L Practice:
TH32 5AP Tek 01424 573083 Due Date 10/08/09 Az Sugeon a/c addess

= Code Descriplion Price Oty Vakue
PATIENT Parish, b

SHADE W&

4BTCP 48 Testh Chuome [Plate] 12285 1 12285

i P Porcelan Veneers 71.00 1 71.00

156 fou

5 Select onto
=== Form TOTAL 19385

Doc balance: 193850 Cloze

You'll see a summary view of the selected job
onto the main form.

in a window. We'll go the whole hog and select this job

¢ |n the Document window, choose ‘Select Onto Form’

&4 Transactor 6.15 - Dentalab Limited - [Document 1381]

ﬂFle Viess Surgeon Product/Service Action Reports Tools Window Help

# @ 0 & @ * Q BH

M 4 » M |=MPDoddBs =

Iir P Dodds BDS (204)

St gecn Joh Booked in

1381

030809

Robertsbridge Dental Surgery

69 High Street
Rabertshridae, East Stssax

Indlependent (i} - Pri

TH3Z 5AP
Tel: 01424 879089

O Bookar.

E As Surgeon a'c il
Charge

Dupe Diatee..

100809 Mon

CAN BE CONTACTED ON 0123 456759 IN EMERGENCIES

PATIENT Pariish, M
SHADE me
4.8TCP 4.8 Teath Chioine {Plale)

PV Porcelyin Veneeis

122851 1

7100 1

122.85
71.00

Now we hawve a job shown on the Main Form.

It is in a ‘Read’ or ‘Viewing’ state with grayed-out text,

this indicates you can’t accidentally modify any details. Look at the Function Bar to get a hint of what

you can now do with this job/document.
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In fact there are seweral ways to quickly retrieve job details onto a clear Main Form.
Surgeon History (which we hawve just used)
or Job Number
or View \ Booked In Jobs due by
Tools \ Patient Search (You can type all or the first part of the patient’s name and press Enter).
View \ Jobs-Documents (Scroll down to the selected Job).

Try each of these now. Clear the Main Form each time.
5.7 Booking In a New Job

You'll need a clear Main Form so if there’s a job showing, you need to clear it first.

Starting a New Job

e From the Action Menu, choose 'New Job', (or press F3).

Notice the new Document No (The Job No) is visible on the right). This Example Lab is set up to do to
automatic job numbering but in your 'Live' system you can use the Setup Wizard to opt for manual job
numbering so that you enter the new job numbers yourself if you wish.

e Select a Surgeon onto the Main Form. If not sure how to, see Tour Surgeonslz'ﬁ

Suipon Acoount... Surgeon State Hew JnhE

4505390 (R0 1391 | Ifé

Mr P Dodds BDS (204)

Robertshridge Deantal Surgery
649 High Street
Robertshridge, East Sussex

TN3Z 5AP On Bookout. | CRIETE 5]
Tel: 01424 879089
AT 1208109 Wed

Uzual Praces.,

As Sur

Dhseriphion
PATIENT
SHADE
NOTATION R L

For the moment we'll skip Usual Prices, On Bookout and Due Date info as these are explained in the
main Help.

e Enter a Patient name by double-clicking 'Patient’ in the 'Code' column.
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x

Modify Line: PATIENT

Suarame Iniliak: Title Eutra

Iwilliams lohn |
™ Do et prink on invoice OK | Cancel J

Now we'll move on and enter some Product/Senices.

¢ Place the cursor on a blank row in the Code column and press Enter, or choose Products & senices
from the Product/Senice menu.

I Products and Services

|

F Fi State ITEM -
Find by Code ind | Slate [SALESITE Rd i
& Code ~ asiion Pice |Independeri =] stock  [Categoy =
£10TCSM 4-10 Teelh Chrome [Skel Muliple) 13820 ves Frosthetics -
48T 4-8 Teelh E2.10 yes Frosthehbcs j
4-BTCP 4-8 Testh Chicans [Flate) 12239 yes Poosthetics
Al Acryhc Jacket Crovmn 17.50 yes CrowniBrdge
BCNP Bonded Crown [Non-peecious] 79.80 yes Crown&Bndge
Borded Crown [Frecious) CrownéBrdge
BCSP Bonded Crown special edition 2560 yes  CrpwniBrdge
BPNF Bondad Portic [Non-peecious] 44 35 yeE CrownbBrdge
BRNF Bonded Retaner [Mon-precicus] 2615 yes CrowniBrdge
CCR Cold Cure Relne 19.00 yeg Other j
43 found
padrew.. | Dpions.. | {) Bluetems: Wok compleion equied | Sekeclontofom. | Close |

e Highlight an item such as 'BCP' and choose Select onto form...

¢ Verify or amend the price and quantity, then click OK.

e On another blank row, press Enter, and the Products and Services window will appear. You can
change the properties of one of the line items.

0 Right click the item and choose Properties

grhighlight the item and click the Options button

In the Properties window you can change the price, description, or other properties.
Close the Properties window if you have opened it.

e Choose Select onto form

Repeat the abowe steps a few times to add a few more Products or Senices.
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After you have specified the details of the job, we can proceed to Book it in.

¢ From the Action Menu choose Book In (F7) and click OK

e The Confirm Action window appears. Here you can choose to print a job ticket if you wish, or just
leave the output box blank.

e Click Ok

That's it, the job is booked into Transactor, but It can be retrieved at any time.

Notes

The full User Guide has a lot more information for example:

How you can use the keyboard instead of the mouse.Starting a New Job[ 4D

Using automatic job numbers or manually typing in your own unique job number each time you
start a new job.

Why in this example the Independent price band came up automatically for this Surgeon, and how
a Surgeon's preferred price band can be configured.

Notice that this Job could be directly Booked In and Out straightaway by choosing Action-New Job
then Book-Out. You'd only want to do this if the work had commenced without the job being
booked into the computer (hot a recommended practice).

Transactor didn't print anything when you booked the example job in, but the topic Printing On
Confirm_Action[74) shows you how Transactor can be configured to prompt you for your usual
printing habits, a Job Ticket on Booking In, Despatch Notes and Inwices on Booking Out. Isn't
Transactor wonderful!

5.8 Booking OutaJob

After having tried some Booking In let's have a quick go at at Booking Out.

NOTE
For more details and options refer to Booking Out a Job - (main Help)m.

To Book Out a Job (Summary)

¢ Retrieve the Job onto the Main Form

¢ Edit/Modify the Job if the details need updating or the On-Bookout box is not correctly set (to either
'On-Going' or 'Charge’).

¢ Choose the Book Out action
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To Book Out a Job (step by step)

First ensure you have a Clear Form[18).

There are several ways to quickly locate and retrieve a Job on the computer. The fastest is by using the
Doc No, also called a Job No. We will assume we don't have the job number handy and select a Job
from Mr Beresford's history list.

e Select Mr Beresford onto the Main Form. If you don't know how to, see Tour_Surgeons[21), then
choose Surgeon History.

Product/Service  Actio
Select.., Chrl+5
Wiewfidodify, .. Chrl4+0
fidd Paymmt...t! Chrl+P
Delete...

Susperd...
Clear Fram Form

¢ In the Surgeon Account History window, highlight one of the jobs at the bottom with a description of
‘Job Booked In'.

M Surgeon Account History: Beresford, J, Mr [274)

lrwoice Date Docho Descriphon PATIENT Amount Paid Balance Eé
26/07/09 1266 Job Bocked Out Chaige Hogkins & 10253 « 1929630 ﬂ
28/07./09 1228 Job Booked Out Chaige Arderzon,] 10253 « H32160
28/07/08 1329 Job Booked Out Change JackzonF Sb40 - 208856 [
01/08/09 1345 Job Booked Out Chaige Tominzon J 5450 « 2143060
03/02/09 1350 Job Booked Out Charge Blair,T r4 s 2180200
04/08/09 1322 Job Booked Out Chage Summers k. B350 - ZH970D
21/08/09 CHEQUE -230050 - 5020C
27/08/08 1373 Job Booked Out Chaige Jenkinz S 490007 43927 D
1360 Job Bocked In M asonF 9220 =
1361 Job Booked In Quigley E b3.28
1366 Job Bocked In Thompeon.. 8380
1380 Job Bocked In R avdings.T 7O.E9
1385 Job Booked In M arming, 47.47
1392 Job Booked in Srmith 15.50
| 90 foumnd Total oper: 64379 CURREMT BALAMNCE
Optiors.. @ Black items are Locked” cannct be changed] View.. Close |

¢ In the Surgeon Account History window, highlight one of the jobs at the bottom with a description of
‘Job Booked In'.
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e Click View, then in the next window press Enter to choose the Select Onto Form button.

¢ From the Action Menu, choose Modify or press F4
e Ensure the On-Bookout box is set to Charge. (in this example we want to finalise the job when it is
Booked Out this time).

! Transactor 6.15 - Dentalab Limited - [Modify Document 1395]

Ei Fie wiew surgeon ProductjService Action Reports Took Window Help
B & < £ Q B 4 g B MiJ Beresford BD. ®

Swrgeon Accoant Surgeon Maoilify Job Booked n
M J Beresford BDS (274) 697.72D 1395 21/08109
Beresford Dental Practice Rebetince '
394 Ol Londoen Road P
Hastings, East Sussex Independamt i} j As Surgeon akc a
TN35 SBL -

Charge
Tal: 01424 952675

Sinith, Jolin, Wi
SHADE
NOTATION R L
BRNP Bonded Retainer (Non-precious) 26,151 3 258,45

and prices

= B 2sc4:

¢ From the Action menu, choose Book Out or press F8

2 Book Out Job Charge Dos No: 1385

Book the curterd job out of the lab and charge fos it

s &

Check and adjust job details J

[Dkvery Note to Praciice (4] =] To [Baich Queve =teon =]
| ]
Output History Irvvaice Date [01/03/09

(o] oo |

¢ In the Confirm Action window, ensure Output is set to Delivery Note to Practice (A4), to Batch Queue,
then Press Enter.

That's it, this job is Booked Out and finalised. It will appear on this Surgeon's statement for this month.
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5.9

After a batch of jobs have been booked in we can optionally print despatch notes with Jobs grouped
together by Dental Practice. See Printing a daily report[33)

Note

If required, we could have setup Transactor to automatically print an Inwice as well as the batched
Despatch Note, but there's more about this in the main Help. You may be interested to know what
happens if you notice a mistake after booking a job out. Well normally you can still modify the job and
book it back out again providing the lab manager hasn't done a 'Locking' for the finalised (charged) jobs
in this date period. Again there's more about this in the main Help.

See also
Selecting an Existing Job[43) - (main Help)[ 4

Patient Searchfiod) - (main Help)[4a

Printing a daily report

Printing a Booked In Jobs Report

A typical daily report which is used for Job Scheduling.

¢ From the Reports menu, choose Jobs - Booked in jobs (by Due Date)

Tonls Sifindow Help
General 14

pooked s fobs (o Dus Ot

- B

Practices ¥ Booked in jobs {on Book In Dats Booked InJobs
Products and Services | Booked In Items Repart
Surgeons ] Booked In lkems Summary

Technicians ¥ Booked Out Jobs (on going)

mm =
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e You'll get a few options but you can leave these as they are and just click OK.

Report: Booked in jobs (by Due Date)

Dptions Propeities
Change...
Dus Date | Page Format | A4 210 % 297 mm

- Output to
|Preview window — «| [Tcapy =

@ Tateport on ALL dates, leave Due Dale blank. | oK | Cancel
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The report will come up in a print preview window.

B Transactor: Print Preview

.J i G’la M 4 bM % &

BookedInJobs Dental
Printed 542,
Dee Date Surgeon Dock Patient On Book Out

070809 Fri Beresford {274) 1360 Mr R Mason Charge

Beresford {27 4) 1361 E Quigley Charge

Dodds (204) 1362 Tim Jones Charge

0gnneng Sat Adams (328) 1365 Miss 8 Jennings Charge

Dodds (204) 1367 R Richardson Charge

Dodds (204) 1368 Ms L ¥yest Charge

Dodds (204) 1364 K Flynn Charge

Kelby (295) 1370  Patterson Charge

Adams (328) 1371 Wrs G Melson [:i Charge

Adams (328) 1372 R Harris Charge

09089 Sun Kby {295) 1364 Wr D Morrison Charge

Beresford (27 4) 1366 W Thompson Charge

Beresford (27 4£) 1373 5 Jenking Charag

¢ To print a hard copy of the report, click the Printer icon on the Tool Bar.
Note: The abowve report is useful since it is effectively a Job Schedule showing booked in jobs by due

date, the most urgent at the top. Some larger labs use this report on a daily basis, choosing the other
flavor of this report specifying the due date in the report options.

Printing Despatch Notes to Practice

After a session of booking out jobs, we may want to print off the Despatch notes grouped by Dental
Practice.

¢ From the Tools menu, choose Print Manager
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Print Manager

I~ Wiew
* Un-Printed Batches T Prnted Batches ™ Ur-Piinted [Diect bo prinkess)

Output Queus Printout Type
|Batch Queue =| |Delivery Hote to Practice [44) = |

Time submilted Ulger State DocHo
MGR i
MGR
HGR

MGR UnPrinted

WGR Un-Printed

1. Click Select Al
2. Click Print

5 found

Delele... Refiesh | [ Select &1

Cloze

36

Notice the View group box is set to Un-Printed Batches by default.

e Click Select All, then Print then Ok to see the Despatch notes in a Preview window (we won't print

them to a physical printer now).
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DELIVERY NOTE Dreittas. o Lint
17 High St
B
East Su
TH33
Beresford Dental Practice
394 Old London Road  Telh0142477
Haslings Em ail: zalesf@iransacton.
East Sussex
T35 SEL
TEL NO TIME D
01424 952675 11:47 1594
SURGEON DOC NO PATIENT JOB STATUS
b J Beresford BDS 1380 T Rareelings Job Booked Ot Charge
1385 M Manning Job Booked Out Charge
1382 Smith Job Booked Out Charge
1395 M Johin Stmith Joh Booked Cig Charge
Thiz is 3 custorm-made dertal apoliance that has been mamfachired fo s38sty he 2
CHECKED BY: ITEMS: 4 characterisie, properdies and fesbures zpacified by e prescriber for the abowe name
patiert. Thiz appliance i intended for e exclusive use by this pafent and conforms
RECEIVED BY: relenyant eszential requirements specified in Anmex 1 of the Medical Devices Directive
[S3M2EEC) and e Unsted Kingdom Medical Devices Reguizbons 311994 Mo, 3017
KEEP AWAY FROM THE EXTREMITIES OF HEAT AND COLD
Notes
This report is very useful because the delivery driver will get one despatch note per Dental Practice even
if several Surgeons are at that Practice. Also notice the Checked by and Received by signature areas.
If you prefer to keep Delivery Notes per job, or per Surgeon then then you can do this too. See the main
Help.
5.10 Statements

In this topic we will preview (but not print out) Statements for All Surgeons for the example DentalLab
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Limited.

Printing surgeon statements

e From the Reports menu, choose Surgeons - Statement (monthly)

Report: Statement {monthly) X

- Dplians i~ Properhes
Surgeon Adc no. o Profile name) | Ehsoe
Manth |July -] Page Format A4 2100 297 man
Yeu |2008 =l | oupuno
]F‘rexr'm-.l wincom ﬂ |1 copy ;l
For ALL surgeons leave Suigeon Ade number blank. Groups can
be donie by using Profie(s) Ok g Concel |

You'll get a few options but you can leave these as they are.

Notice in this example, that the Surgeon A/c no. box is blank; this means we'll get a Statement for all
Surgeons.

If the Surgeon A/c no box is not blank, this is because there was a Surgeon showing on the Main Form
when the Report menu was chosen; simply clear the 'Surgeon a/c no.' box.

e Confirm that the 'Output To' setting is 'Preview Window' then choose OK. Individual statements for all
surgeons will be produced.
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STATEMENT
July 2009

To:
hir B Adams BDS
Cooden Dental Surgery
146 Cooden Sea Rd

DentaLab Limited
17 High Stueet
Battle

East Sussex

TH33 DAE

Tel: 01424 TT5007
Email: sales@hanzactorco,uk

Bexhill-On-Sea

East Sussex

THES 451
Alc No Printed Page
328 S/Bs2004 1of2
Date DocE Description Patient Amount Balance

Balance brought forward 000

0507103 1232 Invoice M Carter 5450 £4.50
DSmTnE 1239 I Wir G Miller 6550 12040
0507109 1246 Invoice & Back 5850 17880
05407103 1247 Inwaice Il Fuiler 250 241 40
DEATS 1252 IPvaice Wir C Jackson % &850 32950
QBT 1253 Invoice Mr O VWhithincion 4730 427 20
07407104 1253 Invaice: Mir C Robinson 5523 45343
10/07102 1264 Irvoice P Reece 6203 54546
1140702 1270 Inwoice JEvans 8650 B3 95
12007103 1277 Irvaice K Crovadhoer 49,03 EB0.53
|I_'JI-'IT|'|1'CI 1378 (ST T K W 28 0L TS S

¢ Click on the Next Page icon to step thru the Statements.

QQ

Ja!{.‘;\bﬂ?@

STATEMENT

[J MHext Page '

If we wanted to print these statements (from the Printer Icon shown abowe), we could either print all

statements or specify the page number range.

¢ Close the Preview Window.

Try also...

To produce a statement for an individual surgeon, either select a surgeon onto the Main Form before
choosing the Report, or in the Report Options, type in the a/c number before clicking OK.

Running some of the other reports. As long as you leave the ‘Output to’ box as it is, all reports will
go to a preview window so you won't need to waste paper.

Try the Surgeon Summary Inwice report which summarises inwices for an individual surgeon
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account and month with a grand total amount. Some labs use this instead of printing individual
Inwoices.

Try re-running the Statements but this time choose the Surgeon Statement (date Range). This
means that the aged analysis at the bottom of the statement is 30/60/90 days rather than current

month/1mth/2mth/3mth. You will see which type is more suitable for the way you deal with your
surgeons.

5.11 What Next

That completes the Coffee Break Tour tutorial.

We recommend you now go to Start your live Transactor[11) and Set up Transactor for your labl 12 in the
main help.

After you have done the abowe, if you wish to produce reports of Technician work completed please see
Assign technician and work units to items[647 and Users/Techniciansh23

We hope you have enjoyed your experience with Transactor so far.

Please contact us if you have any questions.

Website Contact Us:  www.transactor.co.uk
Sales & Support Line: 01424 777877

Pearce & Robinson LTD

17 High Street, Battle, Sussex TN33 OAE
Tel: 01424 777877

Www.transactor.co.uk

© 2009 Pearce & Robinson Ltd. All Rights Reserved

6 Basic Working Procedures

This section describes the most common basic tasks you will use when working with Transactor. It is
designed as a "How-To" guide. You can use the table of contents as an index. Although it is organized
roughly in the order that you would perform the tasks you don't need to begin at the beginning and work
your way through. Most topics contain links to background information and other relevant subjects so
you can just pick out the task you need to perform and begin.

See also
Special Job Types[69
Introduction[ 27
Coffee Break Tour[14)
More Advanced Procedures|[148)
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6.1

Starting a New Job
This guide assumes you have Transactor running with a Clear Form [18),

To Start a New Job

e From the Action menu, choose New Job (F3)

A new Job/Doc number is generated and the initial job details are added to the job (see New
Document Setupl153)

e Select a surgeon account (see Selecting a Surgeon Accountlféﬁ)
¢ In the Usual Prices box choose a price band most closely applicable to this job, and press TAB
e Choose the On Bookout option

On Bookout - 'On-Going'
When the Job is booked out, it will be temporary without charging. If you retrieve the job details
[43) during this period, the Job Status will display 'Booked Out On-Going'

On Bookout - 'Charge’
When the job is booked out. An Inwice will be generated on the system but may or may not be
printed at this point depending on your configuration[74)

e Type in the Due Date and press TAB

The cursor will now be on the first line in the Code.. column. This will normally be the PATIENT.

Descriptil

HOTATION R L

¢ In the Code column, with the Patient code highlighted, press the Enter key or simply start typing the
patient surname (Transactor will know you want to enter the Patient name).
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6.2

Code. Die=cription
PATIENT
SHADE -
HOTATION Meodify Line: PATIENT ___

| Surname Intials Title Eutra

Smith lJohn |M] |
o]

[T Do ot paird oninvoice

Cancel [

Depending on your New Document Setuplshl you may have further pre-set job detail lines to
complete, Notation for example.

e On blank rows, in the Code column press Enter to add more lineitems to the job (see Selecting a
Product/ServicelEﬁ)
¢ From the Action menu, choose Book In, Book Out or Hold

Notes
To abort adding a new job, from the Action Menu choose Delete.

See Also
User Preferences 152

On Bookout Options /138
Adding a new Product/Senice|62)

Booking In a Job

To Book In a completely new job

e Start a new job (see Starting a New Job[41%).
e Choose Action - Book In (F7).
¢ In the Confirm Action window, click OK.

To Book In an existing job

Select the Job onto the Main Form (see Selecting an Existing Jobl 43)).

If the job is eligible to be Booked In you will be able to choose Action - Book In (F7).
Alternatively you can choose Action - Modify (F4), change the job details and then Book the Job
In.

In the Confirm Action window, click OK.

Notes
In the Confirm Action window, the 'Output to' selection can be pre-set for printing a Job Ticket[e8)
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6.3

6.4

See Also
Coffee Break Tour - Jobs and Documents|261

Printing Setuphs®
Selecting an Existing Job

The Finding a Job[431 topic shows several ways to locate and retrieve a Job onto the Main Form.

Once selected onto the form, the job will appear in gray text because you can't modify it without
choosing an Action such as Modify.

You can now perform any applicable Action on the document, such as Modify, Book Out etc.. The main

Actions are shown on the Function Bar situated at the foot of the Main Form and also under the main
Action menu.

See also

Understanding Actions[17)
The Clear Form Action[18

Finding a Job

There are several ways to locate and retrieve a Job on the computer. The fastest is by using the Doc No,
also called a Job No.

To Retrieve a Job Document by Doc/Job No

e Clear the Main Form if it is not already clear (F12)
e Type the Doc No into Doc No box

1 as7j] [ 12/08/09

® Press Enter

The Job details should now appear on the Main Form, if not then the Doc No. is invalid - use one of the
methods below to locate the job.

Sometimes you don't have the Job No. handy, or you are responding to a call from a Surgery who only
know the patient name, in which case use one of these methods.

Other methods to retrieve a Job :

e By Patient name - see Patient Search[103
e By Surgeon History
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e Enter the Surgeon's name - or the first few letters of the surgeon's name - in the top of the
Surgeon Account box, and press Enter. Then press F11 (Surgeon... History) for a list of the jobs
for the surgeon in date order.

e By Document List for State (Ctrl J) View... Jobs/Documents

* Navigating the documents, by using the navigation arrows in the Toolbar[ 77

The arrow on the right will take you to the last (most recent) document entered onto the system,
and then you could, for example, navigate backwards using the 'back' arrow (2nd arrow from the
left).

The arrow on the left will take you to the first document entered onto the system, and the 3rd arrow
will take you forward through the documents.

See also
Selecting an Existing Job[43
Patient Search1oh
Understanding Actions[17

6.5 Modifying a Job

This guide assumes you have Transactor running with a Clear Form[18).

To Modify a Job

e Select the job onto the Main Form (see Selecting an Existing J0b|4_3'ﬁ)
® Choose Action - Modify (F4)

Notes

If the job is not eligible to be modified it will have been Locking and Posted[10R If you don't want to be
bothered with the 'Are you sure you want to Modify this job?' message, you can turn this off in User
Preferences[152

When you have completed the changes you must choose one of the following Actions : Book In, Book
Out, Hold or Delete).

See Also
Coffee Break Tour - Jobs and Documents|28)

6.6 Booking OutaJob

Some Labs spend more time booking in the job, pricing it up etc so that when Book-Out time comes,
the job is simply retrieved and immediately booked out (F8), without modifying the details. For speedy
booking in, other labs enter minimal details and enter the rest at Book-Out time. Both techniques are
perfectly valid and Transactor is happy to accommodate them.

For both of the above working practices, due care is absolutely essential during booking out especially
when the On-Bookout option is set to Charge. So for obvious reasons we recommend the person
assigned to booking out is not only knowledgeable, but also highly responsible.
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This guide assumes you have Transactor running with a Clear Form/[18).

To Book Out a Job (Summary)

¢ Retrieve the Job onto the Main Form

e Edit/Modify the Job if the details need updating or the On-Bookout box is not correctly set (to either
'On-Going' or 'Charge").

¢ Choose the Book Out action

To Book Out a Job (detailed)

o Select the job[43) onto the Main Form
e Check the job details are correct, including the On Bookout option:

On Bookout - 'On-Going'
When the Job is booked out, it will be temporary without charging. If you retrieve the job details
[4) during this period, the Job Status will display '‘Booked Out On-Going'

On Bookout - 'Charge'
When the job is booked out. An Inwoice will be generated on the system but may or may not be
printed at this point depending on your conﬁgurationmﬁ

If the job details are not correct :

e Choose Action - Modify (F4)
e Check and adjust the job details

e Choose Action - Book Out (F8)
¢ In the Book Out confirmation dialog, verify the pre-configured Printouts and click OK

Notes

The 'On Bookout' setting may hawve been set as part of your Booking In procedure, or you may be in the
habit of setting this during booking out. It's quicker to have this setting 'default' to your usual working
requirements. See On Bookout Options[13d)

When you choose Book Out F8, you will be prompted for your usual printing on Action requirements.
You can change these just for this time, or change the behaviour[741to save time on future booking out.

See Also

Selecting an Existing Job[43

On Bookout Options[138)
Printing On Confirm Action[741

Coffee Break Tour - Jobs and Documents|261
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6.7 Delivery Notes at Bookout Time

When you Book Out a Job[ 44 you will be prompted to print none, one, or several documents depending
on how your system is configured.

By default (when you first install Transactor) you will be prompted to 'Output’ a Delivery Note to the
‘Batch Queue'.

Confirm Action

2 Print Document Doc Ne: 1388

lzsue prirdout request(z) for the cument docuneent

&

| Delivesy Mote to Practice [44)  «| To *|[1copy =]
l =l

Dutput Histary

0K i Cancel

What's the Batch Queue.

explain Print Manager, printing a batch. select All, then print, then they are in a Printed batch. (as
opposed to unprinted).

In essence this is the best way for a lab to print Delivery Ntoes.....

6.8 Deleting aJob

To Delete a Job

1. Select the job onto the Main Form (see Selecting an Existing Job[43Y).
2. If the job is eligible to be deleted you will be able to choose Action... Delete (or press F6).

3. In the Confirm Action window, click Delete Job.

Transactor will will retain a record of this job being deleted but it can't be undeleted.
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6.9

Note
If the job is not eligible to be deleted it will have been Locked|[168 or the Action is not appropriate for
some other reason.

See Also

Listing all Jobs & Other Documents|[ 47
Understanding Actions[17)

Listing all Jobs & Other Documents

All the Job Documents on the system, regardless of which Surgeon or Patient, will be viewable from this
window.

To List Jobs by Job Status

e From the View Menu, choose Jobs/Documents
e Choose a Job Status from the Find drop-down list

1 Jobs/Documents
Find |

Start Date  Irvoice Date Doz No Surgeon PATIENT Amount Paid  Internal Mote
08,0809 1360 Beresford Wazon R 38,80 [~
0B8/08/09 1361 Beresford Quigley E £9.28 ]
08/08/09 1362 Dodds Jones, Tim 108.60
08/08/09 1363 Dodds Surmnmers W 8615
08/08/09 1364 Felly Mormizon D 56,54
080803 1365 Adams Jennings.S 5.9
09/08/09 13668 Beresford Thompeon i 83,60
09/08/09 1367 Dodds Richardson., 3838
03/08/09 1368 Dodds WestL 122,85 Ll
28 found

Oplions... Wit Carcel |

This window can list jobs and other documents grouped by their current state of :

Credit Notes

Jobs Booked In

Jobs Booked Out Charged

Jobs Booked Out Ongoing

Jobs On Hold

Payments (Authorised)

Payments (Unauthorised) ie. not cleared
Queries Finalised

Queries On Hold

X-Deleted Documents (Doc No and Date only)
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6.10

Notes
This list works in the same way as most of the other lists in Transactor. You can 'drill down' and view
documents individually in detail by highlighting the line and pressing Enter or clicking View...

Do a normal Daily Backup

To Back Up Your Data

1. Insert your external storage device if you use one

2. In Transactor, choose Exit.. from the File menu.

3. Inthe End Session window, choose the Exit Transactor and Backup data option and then click
Yes

4. When the backup has completed, remove your external storage device

Notes

When the backup has completed, check that there are no error messages. Once you have responded to
the instruction Press any key to continue, the backup window should close. If you see any error
messages Contact Us[183)

You should check the location of your backups is correctly set, see Configuration and Preferences - Set
Backup Location[134

The recommended backup storage device is a USB Flash Drive, fast and reliable just like Transactor!

See Also
Verify your data backuplisA

Surgeon Accounts

The maintenance of Surgeon accounts will be key to running your business.

See also:

Understanding Surgeons and Practices[231

Surgeon Reports[93)
Coffee Break Tour[14

More Advanced Procedures|[148)
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7.1  Selecting a Surgeon Account

A surgeon account may be located and selected onto the Main Form in either of the following ways.

First ensure you have a Clear Form[18)

Select by account number

1. In the Surgeon Account... box, type the account number and press Enter.

2. The surgeon account details will immediately appear on the Main Form.

Select by name

1. In the Surgeon Account... box, type all or the first few letters of the surname and press Enter.

smithl [

2. The Surgeon Account Selector window will appear with a list of surgeons matching the name search
text. Highlight the account you require and click Select.

3. The surgeon account details will now appear on the Main Form.

NOTE:

See also:
Surgeon Reports[ed)
Coffee Break Tour[14)
More Advanced Procedures|[148)

7.2 Adding a New Surgeon Account

1. In the 'Surgeon Account' box, type the surname of the new surgeon account and press Enter.

smithl [

2. Check the surgeon account is not already listed in Transactor, and click 'Add new'

NOTE

With this selection window you can see if this surgeon or one with this name already has an
account. It is ok to setup two or more accounts for the same surgeon if that's what you intend. See
Understanding Surgeons and Practices[231 All Dental Practices already in Transactor will be listed
in the 'Practice Selector' window. Look for the Dental Practice from which this surgeon account will
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be working. If the practice you want is in the list highlight it and click 'Select' and go onto step 4. If
the Practice is not already listed, click 'Add new/, fill in the practice name and address and click OK
to add the practice to theTransactor database.

3. In the Add New Surgeon Account window, fill in the rest of the name
4. Click Select to associate this Surgeon with a Dental Practice. in the 'DENTAL PRACTICE' box.

Add Mew Surgeon Account

Sumame Initials Tille Professional fitles (eg, EDS
Smith Wohn |Mr [BDs]

[ company name Type
DEMTAL FRACTICE -

s
ISurgaun 'I Im

Select. || =
[ 1 Click Select ta
chooze a Dental

Practice

T

4. Click Select to associate this Surgeon with a Dental Practice. in the 'DENTAL PRACTICE' box.
5. If the 'Dental Practice' address is the same as the 'Inwoice Address' for this surgeon account, tick the
'‘Same as abowe' box. The practice address will automatically fill the ‘Invoice Address' details. Go to

step 7. Otherwise, if the Inwice Address is different, leave the 'Same as abowe' box unticked and enter
the Surgeon's Inwoice address.

Add New Surgeon Account E
Cnams Inilizls Title Professional tilles [=g. BD'S)
|Smith |John Mr [BDS
[~ company name Tupe . -

DENTAL PRACTICE sl pocss
Betesford Dental Practice |5wgem j |NHS ll
354 0ld London Road
Hastings. East Sussex
T35 5BL Tek 01424 952675 ol
INVOICE ADDRESS ¥ Same as above Ciedit lmit  Discount %

Steet! [IEFE 17 _ (5000 (]

Shikstz i = T Tick ta auta-fil the

ik et |rwvoice address
County i 3

Postcode [71157 1 Countiy

Telno |01424 952675
Fau/Tel |
EMail |

A
Added 17/08/03  Modiied: 17/08/08 Notes... 0K | Cancel |

6. Fill in the rest of the Surgeon Account details and click OK to add the new surgeon account to the
Transactor database.
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See Also

Understanding Surgeons and Practices[23)
Tour Surgeons/21

7.3 Adding an Opening Balance

If a new surgeon account has an existing account balance to carry over from an old system you must
add an opening balance to the account.

To add an opening balance to a Surgeon account

1. Select the surgeon[49) account onto the Main Form

2. From the Surgeon menu, choose Payment...

3. If the balance amount is a debit (ie. An amount owed to you) go to step 5.

4. The Payment window will initially be in Add Credit/Receipt mode. This is correct for entering a credit
balance, select the payment method Opening Balance Credit. go to step 6.

. For a debit balance, switch to Debit/Refund mode by clicking the button in the top right-hand corner
of the Payment window. Select the payment method Opening Balance Debit.

6. Type the amount and click OK. The account balance will now show on the Main Form.

(&)

Example Opening Balance Debit (The Surgeon owes the Lab money)

This is the usual situation when you are setting up Transactor and bringing forward the Surgeon

balances.
Payment: Beresford, J, Mr (274) E
" Credit/Receipt % Debit/Refund
Payment

Date [31/01/07 Add Debit/Refund

M ethod [Dpcning Balance Debit j

Amoury. [1235.00 |

Comment fT his surgeons balance as at end.Jan

| | Dek 0K | Close

Example Opening Balance Credit (The Lab owes the Surgeon money)

This would be highly unusual since normally a surgeon account would be in Debit.
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Payment: Beresford, J, Mr (274) E

* Credit/Receipt. " Debit/Refund
Fayment

Date |31/01/07 Add Credit/Receipt

Methad | Opening Balance Credil ﬂ

Amount [185.00 |

Comment lTHs iz what we owe the Swigeon as at end 31 Jar|

7.4 Modifying a Surgeon Account

To view and/or modify surgeon account details

1. Select the surgeon account onto the Main Form (see Selecting a Surgeon Account|4gY).

2. Choose View / Modify... from the Surgeon menu. Alternatively, you can press the Enter key when the
Surgeon Account... box is highlighted or double-click the left mouse button while the mouse pointer is
howvering over the surgeon address box.

3. The Modify Surgeon Account window appears. You are now able to adjust any details as necessary.

4. Click OK to update the surgeon account.

See Also

Understanding Surgeons and Practices[231

Tour Surgeonslz'ﬁ
7.5 Viewing a Surgeon's Jobs & Payments

The Surgeon Account History window gives a complete picture of all past and present jobs and
payments for that surgeon. From this window you can drill down onto job details, select jobs onto the
Main Form and perform several other functions available from the Right-Click menu.

To view the Surgeon Account History

1. Select the surgeon account onto the Main Form (see Selecting a Surgeon Account| 491).
2. From the Surgeon Menu, choose History
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7.6

7.7

B Surgeon Account History: Dodds, P, Mr (204) E

Irveoice Date  Docko Descrption PATIENT Amount Paid Balance ﬁ
22/08/09 1203 Irvaice Frazes W/ 10 s 3153100 =
23/06/09 1158 Irnvoice wfellsC ®29 4 Fart Paid [nwoice
23/06/03 1208 Irnvoice Bridges.F 13863 « -
23/08/09 1216 Irrvoice Reeves P 11625 & e D .
26/06/09 1207 Irvaice Baley B 174,20 JES0.47D |
26406409 1211 Ipnenice Cater G 106.64 1

Z7HB/03 12113 Irvoice Righye. M 10852

29/06,/09 1222 Irneoice Broven G 7828

3/07/09 1218 Job Booked Out Chaige Biooth,H 9246 4064370

03/07/08 1229 Job Booked Out Charge Price P 120,10 4184 47D

04/07/09 1235 ok 79,47 4263940

050709 1204 115.06 4379000

05/07./03 1215 B1.03 44E0.03D

050709 1242 T 2 A5 e 3526 4555230 L[

156 found Total openc  1112.06 CURREMT BALANCE

Opions... @ Black items are Locked (cannot be changed] % View... Oose |

The Surgeon Accounts jobs and payments are listed in invoice date order. The Symbols in the Paid
column indicate the payment status.

If the payment or job has been Locked you will not be allowed to modify or delete it.

You can highlight any item in the list and press Enter or click View. to see more information about the
highlighted entry.

Adding a Payment to a Surgeon Account

To Add a Payment to a Surgeon Account

1. Select the surgeon account onto the Main Form (see Selecting a Surgeon Account[49Y).
2. From the Surgeon menu, choose Payment...

3. Choose the payment method.

4. Type the amount and any additional details.

5. Click OK to add the payment to the surgeons' account.

Note: Directly after adding the payment, the Allocate Credit window will appear. See Allocating a
Payment to Unpaid Inwoices| 56

Making a Refund Payment

There will be occasions when you wish to debit or refund a Surgeon, for example a surgeon overpaid or
you over-charged. If you over-charged for a job, don't forget to issue a Credit Note[ 691 first.

There are two likely scenarios you may come across when dealing with Customer refunds :
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Surgeon Was Over-Charged

1. Issue a Credit Note[691
2. If sending a cheque to the Surgeon then in Transactor, make a Debit/Refund Payment
Transaction, choosing 'Cheque Refund' as the Payment Method.

Surgeon Overpaid

Option A.
Leawve the extra credit on account. It will be used up with future sales to this customer

Option B.
Send the (extra) money back as a refund cheque, Cash or Bank Transfer.

1. Send a cheque to the Surgeon for the Overpaid amount
2. In Transactor, make a Debit/Refund Payment Transaction, choosing 'Cheque Refund' or other
appropriate Payment Method.

How to Make a Debit/Refund Payment Transaction
In short, when the Surgeon details are on the Main Form, make a payment of type 'Debit/Refund'

1. Select the surgeoan&ﬁ on to the Main Form.

2. From the Surgeon menu, choose Payment

3. In the Payment window, click on 'Debit/Refund' in the top right corner.

4. Choose a payment method from the dropdown list, the amount to refund, then click OK.

1. Choose Debit/Refund

Payment: Beresford, J, Mr (274)

- " Credit/Receipt  * Debit/Refund
ayment
Date |27./02/07 Add Debit/Refund
Methiod -

2. Chooze a Refund
Method e.g

Adjustrment, Amount [35.00 |

Cheque, Cazh etc

Comment |5|.Egenn Oveapaid for bast monthes stabement

o]

How to Choose a Debit/Refund Method

In cases where you wish to physically send the Surgeon money, choose one of these Debit/Refund
Payment Methods :

¢ Cheque Refund

¢ Cash Refund

e Bank Transfer Debit

¢ Card Refund
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7.8

In case where you just wish to adjust the Surgeon's account balance, choose one of these Debit/Refund
Payment Methods :

¢ Adjustment Debit

e Opening balance Debit

e Write-Off Over payment Debit

The other methods are \isible in the 'Payment Method' dropdown list

Method | CHEQUE Risfund =l

Adjugtrment Debit
Bank. Transfer Debit

=gue Mo

Card Refund

Cazh Refund

Chegue Adiustrment D ebit
Opening B alance Debit
Winite D Overpayment

Zomment

Deleting a Surgeon Account

You can mark a surgeon account as DELETED to stop the account being used. A DELETED account
remains on the system together with all its previous jobs and payments and may be re-instated at any
time.

To delete a surgeon account

1. Select the surgeon account onto the Main Form (see Selecting a Surgeon Accountlzﬁ).
2. From the Surgeon menu, choose Delete..

If a deleted surgeon account is selected onto the Main Form, the word DELETED will be drawn over it.

To undelete a deleted surgeon account

1. First ensure you have a Clear Form[18)

2. From the Surgeon Menu, choose Select

3. In the Status drop-down list, choose Deleted
4. Right click the Surgeon and choose Un-Delete

Notes
You can also Undelete a Surgeon Account if it is displayed on the Main Form. The quickest way to
select the Surgeon[ 49 is by Account Number but you can also use the Select Account window.

To Select a Deleted Surgeon Account onto the Main Form

1. First ensure you have a Clear Form/[18)

2. From the Surgeon Menu, choose Select

3. In the Status drop-down list, choose Deleted

4. Highlight the Surgeon Account and Choose Select
5. From the Surgeon Menu, choose Un-Delete
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Also See
Suspending a Surgeon Account[561

7.9 Suspending a Surgeon Account

You can use Suspend to mark an account as 'on hold'.

To suspend a surgeon account

1. Select the surgeon account onto the Main Form (see Selecting a Surgeon Account|49Y).
2. Choose Suspend... from the Surgeon menu.

Once a surgeon account has been SUSPENDED, it will still appear listed (as Status = normal) in the
Surgeon Account Selector window but it will appear in RED text.

You can still select the surgeon account onto the Main Form and use it as normal but it will have the
word SUSPENDED drawn ower it.

To un-suspend a suspended surgeon account

1. Select the surgeon account onto the Main Form (see Selecting a Surgeon AccountlTiﬁ).
2. Choose Un-Suspend... from the Surgeon menu.

Also See
Deleting a Surgeon Account[ss1

7.10 Allocating a Payment to Unpaid Invoices

Usually Transactor automatically prompts you do Allocations after you enter a Sales Payment or
Adjustment Credit. At any other time you can use the following method.

To allocate, un-allocate or re-allocate a credit

e |ocate the credit transaction in either the Surgeon Account Histoul?z'ﬁ window or the Jobs/
Documents window.

¢ Highlight the credit item and right click.

e Choose Allocate Credit

All credit amounts (ie. credit payments and credit notes) on Surgeon Accounts must at some point be
allocated to specific jobs/inwoices to indicate them as paid. This allocation process does not affect the
value of the credits themselves, but it affects the Aged Analysis shown on Surgeon Account statements
and Aged Debtors reports.

When allocating a credit, usually all you need to do is click Auto Apply (see bottom of 'Allocate Credit'
window).
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Allocate Credit: Kelly, P, Mr {293)
GREEIn Credk armount 12285
4 :
Credt Note 1153 Uredppdy e T
DEBITS paid [with this credit] and those il outstanding
[rie Drate Docho Drescription Cirig At Drse At Credit Paid
1012708 1072 Irmvzice - Channing. L 122.85 n.oo 122685 « i‘
A0A7 1209 Irvaice - Kempd E9.23 5218 T
Amar 12z Irvecice - Rees N 159.95 159.85 .00
23007 1220 Irvaice - Gl T 43,28 4328 0.00
2/mAar 1222 Irvecice - Maoss L .90 £6.90 .00
Zafsn? 196 Imvoice - Reed G 52.23 5223 000 ll
39 found Totals 295264 | 1228
| Close |
This will automatically allocate the credit to the oldest unpaid inwices/jobs. Alternatively, you can
directly specify to which items to allocate the credit by highlighting them in the list and clicking Apply.
A tick indicates a fully paid or allocated item; a half-filled box indicates a partly paid or allocated item.
The Surgeon Account History window and the Jobs/Documents window show the paid/allocation status
of each transaction in the 'Paid' column.
See Also
Walk thru Payment allocation and Credit Notef75)
7.11 Modifying or Deleting a Payment
1
To Modify or Delete a Payment:
1. Select the surgeon account onto the Main Form (see Selecting a Surgeon AccountlTsﬁ).
2. Choose Surgeon Account Histogd?ﬁ from the Surgeon menu.
3. Double-Click the Payment transaction (or highlight and press Enter)
4. In the Payment window choose either Modify or Delete
If the payment has been Locked|168), you will not be allowed to modify or delete it.
In the Surgeon Account History[s2), Un-Locked transactions are in blue.
7.12 Grouping Surgeons by Profiles

How to set up Surgeon Profiles for Group Surgeons

¢ In the Surgeon Account dialog, click Profile..
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Modify Surgeon Account 274

Sumanms Iratials Title Profeszional litkes (=g BDS]
|Beresford l |Mr [BOS
I company name i Type ——
DEMTAL PRACTICE - sl prcss
Beresiord Denial Fractice | Surgecn | [indepencent =]
L ;
o LZEeH
It e T —I
INVOICE ADDRESS [w Same as above Ciecit ¢ Discourt %
Streatl |PERESFORD DENTAL 2000 o
Shaal? I ALD LONDOMN ROAL
Town I m
Postcode ILﬁFn Dmdw[
Telno 01424 552675
Fau/Tel |
EMal |
Added: (N.03/98 Modified: 0702402 Holes.., |

¢ In the Change Surgeon Account Profiles dialog, click Add New Profile..

Change Surgeon Account Profiles E

Chaoze from

Selected

“Ho bal

“No wizisal Drefvens Hobe prnting
"M usual Invesce prnting

Select 3 | ¢ Unselact

[8dd new protie. | Modiy pofle.. | Delete puofle.. |

¢ In the Add New Profile dialog, enter an easy to type group/profile name eg. groupl.

58
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Add Mew Profile ]

Profibe Mams

| mroup|

| (8.8 H Cancel

L

¢ In the main Profiles dialog, highlight your new profile name in the left window, and click Select >.

Change Surgeon Account Profiles '

Choese from Selected
Mo Mail o
Mo uzual Defvery Note printing L}s

Mo uzusl lrvsice Hﬂﬁ

Select » < Uniselect

Addrew profle.. | Modiy peodile... | Delete profie... | ok |

¢ In the Surgeon Account dialog, you should see that this Surgeon is now assigned to (a member of)
the 'groupl’ profile.

LAZUR mim LA

[ 2000 [

guoup]

See also: Label Printing using Profiles and Groups[8d)

8 Products and Services

8.1 Selecting a Product/Service

The Product/Senvice line items are those that are predefined and stored in the database using the
Product & Senices window[62) and they are identified by a Code.
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To select a Product/Service onto the Main Form

1. Place the flashing cursor in the CODE.. column on a blank line on the Main Form Line-ltem area.

2. Press the Enter key, or type the first few characters of the product/senice code and then press
Enter.

3. From the Products and Services window, locate the product or senice you require in the list,
highlight it and press Enter or click Select onto form...

4. The Select window allows you to adjust the default quantity or price. Click OK

Selection is FASTER if you know ALL of the product/senice code :

1. Place the flashing cursor in the Code.. column on a blank line on the Main Form.
2. Type the product/senice code in full and press Enter.

3. The default quantity of the requested product/senice item will appear on the document.

Note: For quantities other than the default quantity, you can type the product/senice code followed
by a comma and the required quantity. For example: PV,2

See also Adding a New Product/Senicel62).

8.2 Modifying, Deleting & Inserting Line Items

Note: A document must be in Action... New or Action... Modify mode before you can modify, delete
or insert lines.

To modify the details of a product/senice line on the Main Form
1. Highlight the line code using either the up/down arrow keys or the mouse.

2. Press the Enter key.

3. In the Modify Line window you can change details such as quantity, price or description (depending
on the properties of the particular product/senice).

4. Press Enter or click OK to update the line details.

To delete a product/senvice line from the Main Form :
1. Highlight the line code using either the up/down arrow keys or the mouse.

2. Press the Delete or Del key on your keyboard.
3. A window box will pop up asking for confirmation, click Yes to delete the line.

Note: To delete lines and bypass the Confirm Delete window, press Ctrl Del

To insert a new product/senvice line between other lines on the Main Form :
1. Highlight the line where you want to insert the new line.
2. Press the insert or Ins key on your keyboard.

3. All lines on and below the insertion line will be moved down and a blank row will appear. The
flashing cursor will be waiting on the code column.

4. You can now select a product/senice onto the inserted line. See Selecting a Product/Senice[591

© 2010 Pearce & Robinson LTD, all rights reserved



61 Transactor Dental Lab

8.3 Adding a new Line Note item

To setup a new code for new Line Note items
¢ From the Main menu, choose Product/Service... Products and Services (Ctrl L)

¢ |n the State box, select 'Note'
e Choose Add New...

M Products and Services E
Find by Code | Find | State [NOTE -
_I e Froperly
 Code " Description Price. | Fiivate Select State
'Note!

BOx o
INFO Shade: Mould: Imps: Squash: n
MULTI SHaDE: MOULDS: nobe T3 i
HOTATION R L note e 1]
MWOTES niche pes 0
PATIENT nole: ves o
0 Choose 'Add new!' &z Enquity hese niohe pes 1]
g niote yee D
E nole e 0

e Enter a representative Code and optionally, enter a pre-defined description
¢ Unless you don't want any user to modify the description when the code is put on a Job Document,
tick the 'Can Modify Description' box

Add New Product/Service Mote H

Code Desciiption State

|ac [Erder customer complaint here ricite =]
Type
& Sienple ¥ Can modify description __ Don'tforgetto
" Muli-prompt I Uppescase tick "Can
"~ Notation I™ Do nat print on inveice Modify
" Name [Input format: Surname Initials, T itle) I If Mame, display on screeninformat 1 Dlescription’

T Mame [nput format: Tille Initals, Sumare)

| Usethachrician [ ok ]  cones |

¢ Choose Ok
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We've now setup a Code for a Pre-defined Line Note that could become part of your Quality Control

System. See Query Documents| 70}
8.4 Adding a new Product/Service

1. From the Product/Service menu, choose Products and Services...
2. In the Products and Services window, click Add new...

3. In the Add New Product/Service Item window, type a short (up to 10 alphanumeric characters)
identification Code and a Description.

4. Enter prices for your new product or senice in the appropriate price bands. You may leave prices
blank if you wish.

5. Choose a Category which best describes your product or senice. If you are not sure, choose
OTHER.

6. Click OK to add this product or senice to the Transactor database.

You can also use the Setup Wizardf43 to Add or Modify your Product/Senice items.

8.5 Modifying a Product/Service

To Modify a Product/Service

¢ From the Main Form menu, choose Product/Senices
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I Products and Services H
Find by Code | Find I State |SHLES ITEM |

Froperty

& Code " Description Price iNHS ;] Staock, IEalEQDW "'i

4-10TESH 410 Teeth Chrame | Fultiple] 10755 yes

4-8T 4-8 Teeth 37.50 yes Prozthetics
4-8TCP 4-8 Teeth Chrome [Flate] 101.50 yes Prosthetics
AJC Acrylic Jacket Crown 1515 nes CrownBridge
BCMP Bonded Crown [Mon-precious) 47.48 yes CrowngBridge
BCF Bonded Crown [Precious) RR.02 yes CrowntBridge
BCSP Bonded Crown special edition b4.53 yes CrowngBridge
BFMF Bonded Pontic [Mon-precious) 41.90 nes CrownBridge
BRMP Bonded Retainer [Mon-precious) 51.39 neg CrownBridge
CCR Cold Cure Reline 1717 yes Other _:_l
43 found

Add new... Properties... @ Elue items: Work: completion required Select onto form... I Close |

¢ In the Find by Code box, enter the first part of your Product Senice or leawe it blank.

e Scroll down the list to highlight the Product/Senvice

® Choose Properties

ProductfService Properties E

Code Description Category
|cROWNRBRIDGE |

BCMF

Bonded Crovwn [Mon-precious)

— Prices - - Band —  Price
NHS (n] [47.48 State

Independent i) |79.80
Frivate (p] [83.28

Drefault Quantiy |‘|

I Can madify description

¥ Discountable

[ Do nat print on invoice
[if itern is zero value]

Mare... i 0K E ! Cancel

See also

Adding a new Product/Senice[62)
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You can also use the Setup Wizardf143 to Add or Modify your Product/Senice items.

See Also
Stock Control Items|[e8

8.6  Assign technician and work units to items

This topic will show you how to configure product items so that a technician is assigned as the item is
entered onto a Job. In addition, work units per item quantity can be configured and reported on. You
should consider the benefits and disadvantages of enabling this feature.

Benefits

You can specify the number of work units per item gty

You can produce a periodical Technician Work Chargedl?ﬂ and Technician Work Completed reportla'ﬁ
allowing you to run a work incentive bonus scheme or identify low performers.

Disadvantages

Slow data entry - takes longer to put items onto a job when booking in or out.

Data integrity - operators would have to be careful to check the correct technician has been assigned
Data integrity - when work is reassigned to a different technician the computer must be updated or it will
be incorrect

At present there is no report which can show what booked in work is assigned to what technician

h"_yé)u have not already added your Technicians as Users, first read Users, Technicians and Passwords
14

To enable Technician work units for a Product ltem

* Add[62) or Modify[ 621 a Product/Senice item
¢ In the Properties dialog, choose More..

Product/Service Properties - More E

[ Technician ¥ Wk requined [ Stock Control
Fiefered i i

warage work e
| | per unit fring) 1123

Camporerits
Code Oty Desciiption
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¢ Tick the Technician box

¢ Tick the Work Required box, and enter the work units per gty one of this item

e Choose Close

If you normally assign this type of item to a 'usual’ technician, you can sawe typing later on by setting
the Preferred Technician here. It can be changed when booking in or out howewer there is a danger that if
the operator is not diligent, and the usual technician is on holiday for example, that the wrong technician

may be credited with the work.

To Assign a Technician to a Line item on a job being booked in or out

When booking in a job, in the Select Product/Senice dialog for the line items, choose a Technician

If you are booking the job out also tick Completed.

Select: 10 n
v Dizcountable
Deccrption Price Band PBuice Qiy
JPioc: |Piivate ~| [1%00 j
Techrician I Coenpleted
Jaomn - ox ]

MANAGER

To mark work completed
With the Job on the Main Form, and being Modified

e Double click the line item.
e Tick Completed

Note: Check the Technician is still correct

Also See

Technician Work Charged report[o7

Technician Work Completed report[ 97
Users. Technicians and Passwords|[148)
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8.7 Changing Prices of a Product/Service

1. From the Product/Service menu, choose Products and Services...

2. Locate and highlight the product or senice in the list.

3. Click the Properties... button.

4. In the Product/Service Item Properties window, edit the desired price or prices.
5. Click OK to update the product or senice.

You can also use the Setup Wizardf43 to change Product/Senvce prices.

8.8 Deleting a Product/Service

1. From the Product/Service menu, choose Products and Services...
2. Locate and highlight the product or senice in the list.
3. Right-click the product/senice line using the mouse and choose Delete... from the popup menu.

4. Click Yes in the Delete Product/Service window. Note: This will only succeed if this product or
senice has not been used on any jobs/documents.

See Also Making a Product/Senice Obsolete 661

You can also use the Setup Wizardf4} to Add, Modify or Delete your Product/Senvice items.

8.9 Making a Product/Service Obsolete

Occasionally, you may want to discontinue a particular product/senice and because it has already
been used on previous jobs Transactor will not allow you to delete it completely. The answer is to
set its status to obsolete, this remowves it from the normal selection list and hides it away in an
obsolete list. The advantages of this are that you can easily look up old products and senices and re-
instate them at any time.

To make a product/service obsolete:

1. From the 'Product/Senice' menu, choose 'Products and Services'

2. Locate and highlight the product or senice in the list.

3. Right-click the product/senice line and choose Make Obsolete... from the popup menu.

4. Choose Yes to confirm.
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B Products and Services

Find by Code [B Find | State [SALES ITEM

T
 Code € Descriplion Price |NHS N ~]  Stock
[ State set to show Nom

BCHP Bonded Croven [Moeprecious) ELlSs e
BCP Bonded Crown [Precious)
Bonded Cisen coecial eddion

(=T Bonde Delete...

BRNP Bonde Make Obsolete... oo 51.39
Praoperties. .. Right Chck. selected
Rename Code. ., Item and choose Make

Selart, .. Ohzalete..

The Selected Item will not be visible in the 'Sales Item' list anymore..

B Products and Services

Find by Code [B Find | Stale |SALES ITEM |

Froperly
* Code " Description Price |NHE ;l Siock  |Categoy
BCHP Bonded Crovn [Morn-precious| 47 48 =3 CrowntiBridg
BCP Borded Crown [Precious) 5502 e CiowrsiBridg
EPHP EBonded Pantic: [Mor-precious| 41.90 e CrowntBndg
ERMP Bonded Retainer [Norn-precious] 51.29 PE CrowndBridg

To make the Code 'Not Obsolete' we need to display Obsolete items in the list.

1. In the Products and Senices form, set the State box to 'Obsolete’
2. Right click the Obsolete Item in the list and Choose 'Make Not Obsolete'

See Also Deleting a Product/Senvice[66)

8.10 Renaming a Product/Service Code

1. From the Product/Service menu, choose Products and Services...
2. Locate and highlight the product or senice in the list.

© 2010 Pearce & Robinson LTD, all rights reserved



Products and Services 68

3. Right-click the product/senice line using the mouse and choose Rename Code... from the popup
menu.

4. In the Rename Product/Service Code window; type your new code into the Rename to box and
then click OK.

8.11 Stock Control Items

Some Products will be appropriate for keeping track of via Stock Control, for example Precious Metal, or
Equipment.

To Setup A Product for Stock Control

e In the Product/Senice Properties[62) window, choose 'More'

Add New Product/Service x|

Code Desciption Category
[soLps [Gold 3 Caret. (Grama) |GoLD -]

Product/Service Properties - More E

¥ Technician [~ “Work required ¥ Stock Contiol
Prefered Oy In stock 0

MastoEn ] Relrdet Level [20

Components
Code Gy Descrption

¢ Tick Stock Control
e Enter a Re-order level if required

You cannot enter a Qty In Stock at this point. We'll do that next.

TIP
It may be appropriate to enter the Units in brackets after the description eg (Grams)

To Add or Adjust Qty In Stock
* In the Product/Senice Properties[621 window, right click the Product and Choose Stock In/Out

© 2010 Pearce & Robinson LTD, all rights reserved



69 Transactor Dental Lab

B Products and Services

Find by Code [G Find | State [SALESITEM =l
Fropery

& Code C Discigion Price |NHS =] Siock  [Category -
GEN-CB General crown & bidgs len £ CremerdBridge
GEN-OTHER General [othes) item pes  Dther
GEN-PROS General prosthelics lem ves Progthetics
GOLD B Gold 652 e (theae

GOLDS Gok 3 Cared, [Grams) . lodnoch Efe

GOLDIM Gold Inlay finchsding geid) 21.21 pes  Othe

& found

Add new... ! Propetties... | @ Bhue ibems: 'Work completion required Select onto form...

e Enter a Quantity. 50 will put 50 in stock, - 50 will take 50 out

Code GOLDS Quariity (In poskive, Out negative] [50
Naote |froem Middieton Precious Metal Suppbed

9 Special Job Types

This section shows you how to add :
e Credit Notes[e91 and
e Query Documents|70Y

9.1 Credit Notes

Occasionally, you may need to credit a surgeon for, for example, a disputed job that was previously
charged and inwiced to his/her account.

To issue a Credit Note for a previous job:
1. Select the job onto the Main Form (see Selecting an Existing JoblTa"I).
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2. Choose Action... Copy to New...

3. In the Copy to New Document window, select 'Credit Note' for the Document Type, click New
Document.

4. The form changes colour to RED, details are copied from the original document and then you can
make any changes you need to.

5. When you have finished editing, choose Action... Finalise...
6. In the Finalise Credit Note window, click OK.

7. Allocate the credit amount to unpaid inwices (see below).

Alternatively, you can start a Credit Note from scratch:
1. Choose New Credit Note from the Action menu.

2. Select a surgeon account onto the Main Form (see Selecting a Surgeon Account/49Y).

3. Add the necessary product/senice lines.
4. Choose Action... Finalise...
5. In the Confirm Action window, click OK.

6. Allocate the credit amount to unpaid inwices (see below).

After adding or modifying a Credit Note you can allocate the credit amount to unpaid inwoices.

To allocate a Credit Note to unpaid invoices:

1. Locate the Credit Note in the Surgeon Account History or Jobs/Documents list - without bringing
the document onto the screen - (see Viewing a Surgeons' Jobs & Paymentsl?z'ﬁ or Listing Jobs &
Other Documents|47).

2. Right mouse click the Credit Note line and choose Allocate Credit... from the popup menu (see
Allocating a Payment to Unpaid Inwoices|56).
3. You can then either :

¢ choose from the list the original document to which the Credit Note refers and click Apply,
or:

¢ click AutoApply which will apply the credit to the earliest unpaid job for the Surgeon

9.2 Query Documents

Query documents may be used for recording queries, complaints or any other significant
correspondence with your surgeons. Queries are similar to Job documents except that they have no
value. They are stored chronologically in the surgeon account history and therefore can easily be
viewed and printed etc.

To add a Query:

1. Choose New Query from the Action menu. The Main Form changes to a non-financial version of the
job form.

2. Select a surgeon account onto the Main Form (see Selecting a Surgeon Account@).

3. Queries only allow you to add product/senice notes (which have no financial value). You can add up
to 128 lines onto the document.

4. The Query can be put on Hold (if you expect to add to it later) or Finalised. Choose either Hold... or
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Finalise... from the Action menu.

5. In the Confirm Action window, click OK.

More on Query Documents
Query Documents give you the ability to implement a quality control system on your customer senices.

To

Implement A Quality Control System on your Customer Services :
Plan out what Codes you want to use for recording the various Customer Senvice issues.

We recommend keeping it simple with something along the lines of four 'Q' codes
QC1 Customer complaint

QC1 _Res Result/Resolution of customer complaint

QEL1 Customer enquiry

QE1 _Res Result/Resolution of customer enquiry

ll§§ the Products and Senices window to setup your 'Q' codes. See Adding a new Line Note item
61

When a customer makes an enquiry or complain you wish to track, start a new query then

Type 'Q' into the Code box and press Enter

Choose an appropriate Query Code and enter the description
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‘&, Transactor - Dentalab Limited - [New Query 1389]

o Produetiaervice  Achion  F ks 00

Surgeon focount., Sugeon Hew Cuery
Beresford, J, M BDS (274) 273086 D 1389 160307
Beresford Dental Practice Reference :
394 Old Lon S — Practice
RN =4 Bl Products and Services am il ¢ atldress
TH35 5BL i :
Tek0M249 prappcode [@ o0 | Stete [NOTE =
—I Property

@ Code  Descrigtion Pice | =] swock [Caegy =

] Eriliet customat complaint here nole ves 0 |

OCI_RES Cushomes Camghaint lesclved ot yes 0 _
act GET Eriber Cuslomer Semvices Enquity here reote: yes 1] -

GE1_RES Cushomes

Select: QC1 x|

L complamed that there were 3 lste deliveries last weekl

I~ Dot piint o invoice Ok | Cﬁ‘m*l

4 found

E3Newiloh Fa b ity E5 Prri F& Delete Fi Book I FB ool G 4 Al Achors Fl2lear Foim

Press DK to add this line note to the cusrent document

If the query or complaint has a result/resolution now, add a line item with the appropriate 'Q' code and
choose Action...Finalise.

If the query or complain is to be resolved later, choose Action... Hold.
To Monitor or Finalise Active (Unresolved) Queries

¢ From the View menu choose Jobs/Documents
¢ In the Find box, select 'Queries on Hold'
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B Jobs/Documents H

Find [Quedies On Hold =]

Stait Date  Invoice Date Doc Mo Surgeon PATIEMT Amound Paid  Intemal Note
160307

e Select the appropriate Document row and choose View...
If you wish to resolve and finalise the Query
¢ In the View window, choose Select Onto Form...

e Choose Action... Modify
e Add a line item with the appropriate 'Q' code and choose Action... Finalise.

10 Reports and Printing

10.1 Running a Report

Reports are run from the Reports menu. They can be displayed in a Preview Window or sent directly to a
printer.

To Run a Report

¢ From the Reports Menu choose a report from one of the report groups
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zeneral [
Jobs r \

IHEW Address Labels
Products and Serwvic » Diglivery Motes by Due Date h
Surgeons r Practice Summary {date range)
Technicians » Practice Surmmary {rmanthly)

The Reports menu has been divided up into 5 Sections :

General Reports[77
Jobs[78)

Practice Reports[of)
Products & Senices[o21
Surgeon Reports[93)
Technician Reports[o7)

¢ In the Report Options window, select your report Options, these will vary depending on the report.

¢ |f you want to alter the underlying Properties of the report such as Page size, click Change

e Choose an Output destination for the report, this is pre-set to display in a Preview Window on-screen,
from where it can be printed if required. You can also choose to output direct to a printer if you wish.

Printing an example report: Price List

¢ From the Reports menu choose Products & Senices - Price List

¢ In the Report window, select your report Options, these will vary depending on the report.

¢ Choose the 'Preview Window' Output destination for the report, from where it can be printed if required.
You can also choose to output direct to a printer if you wish.

10.2 Printing On Confirm Action
On some actions such as Book Out Charge you may want certain documents printed automatically, an

Inwoice perhaps. The printing behaviour can be configured so that one or more documents are
automatically prompted to be printed whenewer you choose an Action such as Book In or Book Out.

To Setup Printing behaviour on Confirm Action

¢ In the Main Form, from the Tools Menu choose Printing Setup - Printing on Confirm Action

You can pre-set the way Transactor handles the usual printing of job tickets, delivery notes, credit notes,
inwices and queries when you perform an Action.

The Print on Confirm Action window automatically uses the default printing behaviour according to the
Action being performed and the state of the Job.
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Confirm Action

2) Book Out Job Charge | 5 Dos No: 1349

Tax Date |Z3/03/07
Book the current job out of the Lab and charge for it

iy 5

|Irvocice [A4) =| To [Previewwindow ~ =|[1copy =]
| Defvery Hote to Practice (44] = | To |Batch Quewe w|1copr ¥
I
" = i These are automatically
P ons preset according toyaur

configuration preferences

I 0K I Canicel

For example say you want Transactor to automatically print these documents on certain Actions.
On Action Book-In Print a Job Ticket direct to printer.
On Action Book-Out Charge (and Reprint) : Produce an Inwoice to the Preview Window
On Action Finalise Credit Note (and Reprint) : Produce a Credit Note to Preview WIindow

On Actions Book-Out On-Going, Book-Out Charge and Reprint : Produce a Despatch Note onto
the batch queue for printing via the Print Manager/108] (so that one delivery note per Practice can
be produced after a booking out session of several jobs).

The Usual Printing when Actioning Window would be setup like this.

Uzual printing when Actioning documents from this PC X
- Piintout Type - Condition-—- Action - Dutput To- @Em

o 5

2=z 5

e B

Promptto print) = 8 B =2 L&

Joh Ticketan | 2 5 5 = = % ?; 5 T

BookinAdion| = x = 223 2C %

8 28 S5 ecE &

: MM @oic TLTIic @ O
o Ticket [24) 1|:| Eil A w||icopy =]
fInvoice [44) Eall ] T T RO [Peviewwindw v|[1copy ]
[Credit Nete (&4) = A T TR T T T [Pevewwindow  =|[1copy =]
[Delve Note to Fractice (4] =] | = FTFFCTITCCTT [eachOuese  +][1cop =
| L” sl E S B A W A j| -

Note that we hawn't ticked any boxes in the 'Print Document' column. Why is this?

Action Print Document explained
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When we choose the Print Action, we may want to choose a document to Print Out, rather than be
presented with a whole bunch of pre-selected documents. So leave the Print Document column (in
the Printing Setup - Printing on Confirm Action dialog) un-ticked.

When you choose the Print Action (from the Action menu, or from the tool bar Printer Icon), you can
select what documents you want printed at the time..

Q) Print Document

|z3ue prinkout request{z] for the curent document

| = 5

Simply choose a Document Type and printer channel to suit..

Q) Print Document &

Izsue printout requestiz] for the curent document

Of course if your business rules dictate that you are going to usually print a certain document 'on
demand' each time you choose Print Document, then you will want to tick the appropriate box(es) in the
Print Document column in the Printing Setup - Printing on Confirm Action dialog.

10.3 Creating A Letterhead
There are two stages to creating your own letterhead.
1. Create your Letterhead
You will need to create your letterhead and sawe it in .wmf or .bmp format. For best results ask the
person creating your graphic to use a quality resolution of at least 300 dpi and to the correct

dimensions.

Important: The file name of your graphic should be no longer than 8 characters and contain no spaces
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Copy the graphic file to c:\tran61\lab\exe (or wherever else you have installed Transactor).
example:

C:\tran61\lab\exe\logol.bmp
C:\tran61\lab\exe\OurLogo2.wmf

2. Incorporate your Letterhead into Transactor

Click on Tools... Printing Setup... Printout Type Properties. In the Print Type drop down box select the
document or report you would like to modify.

If your logo graphic includes the the lab name and address then under Print Options uncheck ‘Your Lab
Name and Address'.

You now need to insert your logo: Under the Pictures option enter the file name and extension and insert
the x and y co-ordinates. These are 0.0lmm so 200 = 2cm. Experiment with the graphic positioning by
closing the Printout Type Properties dialog and previewing your document.

Repeat this for all the documents and reports you want to change. Click on Close when you have
finished.

10.4 General Reports

Analysis by Category

You would normally print this off at the end of each month and hand it to your book-keeper. See
Accounts Reportsfie3

Accounts Receivable

This Accounts Receivable report lists payments in a period, grouped by Payment Method. See
Accounts Reportsfi63

Log History

This is a chronological list of events.
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Log History DentaLab Limited
From 21/08/09 to 21/08/09 Printed 21/8/2009 12:01
Ti v Uszer  Docw At Total  Lines  Surgeon Fatient
210808 11:56  MeR 1292 Baok In Job 1550 5 Bétestord Smith
21/08/08 11:57  M&R 1393 Book In Job 83680 5 Dodds Robinson
210802 11:57 MGR 1394 Book In Job 42800 S
210808 11:58  MGR 1394 Dalete Job 4ze.00 5
210808 14:58 MGR 1385 Book In Job 25845 %5 Berestord
20809 11:59  MGR 1385 Baok Out Job Chaige asg1 T Adamz Mizz S Jennings
21/08/08 12:00 MeR 1363 Book Out Job Chage 8815 S Dodds Pz YW Summars
210802 12:01  MGR 1374 Book Out Job Charge gz80 & Dodds T Wfilzan
Audit Trail

This report lists all transactions in chronological order. See Accounts Reports 163

10.5 Jobs

Booked in Jobs - by Due Date
This is effectively you lab's job scheduler report. In the options, leave the Due Date blank and click Ok.

Report: Booked in jobs (by Due Date) E
Dptions Piopetties
Ch o
Sortby |Due date -] e
Due Date | [% PageFomat | A4210%297 mm
~ Output o

|F’rew'ew windo ﬂ I'I= copy .ll

[ Close this window after clicking OF

@ For AL dates, leave Due Daate blank, ok | Gos

All the jobs booked into you lab are listed, grouped by Due Date. The list is in Due Date order so the
most urgent jobs are at the top.
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Booked In Jobs DentaLab Limited
PFrinted 21/8/2009 12:12
Dz Date Surgeon Doc# P=lient On BookOut
Q705109 Fri Berestord (274) 1360 Mr R Magon Charge
Beresford (274) 1361 E Guigley Charge
Docdds (204) 1362 Tirm Jones Charge
OBOS09 Sat Docds (204) 1367 R Richardson Chiarge
Dodds (204) 1368 M= L West Charge
Dodds (204) 1369 K Flyrin Charge
Kelly (235) 1370 C Patterson Charge
Adains (328) 137 Mrs G Nelson Charge
Adamns (328) 1372 R Harris Charge
Q908109 Sun Kelly (235) 1364 Mr D Morrison Charge
Berestord (274) 1366 W Thompson Charge
Berestord (274) 1373 S Jenking _—
Dodds (2041 1376 5 Trimble Tatal Walue 242513

Some labs run this report every day, specifying the next day's date, thereby getting printout of all the
jobs due back tomorrow.

Booked in Jobs - on Book in date
Lists a summary of each job booked in on the given date

Booked in items
Lists line item details of each booked in job for the given Due Date.

Booked In Items DentalLab Limited
Due on Sat 080200 Printed 21872009 12:38
Docd# Surgeon Fafient Gty Description

Category: OTHER

1367 Dodds Rich ardson.R 1 Cold Cure Reling
1367 Dodds Rich ardson, R 1 Lingual Bar
12889 Dodds Flynn, K 1 Cold Cure Reling
1371 Adams Melzon & ks 072 BO% Gold

Total 278

Category: FROSTHETICS
1362 Dodds West.LM: 1 &8 Teath Chrome (plate)
1360 Dodds Fhonn K 1 &40 Teath Chrome (el Multiple)

Total z [:‘3

Booked in tems Summary
Lists item totals in tabular format, for each sales category and Due Date.
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Booked In ltems Summary
Cluantity per Sales Category

DentaLab Limited
Printed 21/8/2009 12:39

Due Date carriage materials ather  prostheti.. crowndbri.. chrome  orthodont.. gold  sales-dis.. Tokal
070802 Fri * 0 0 2 0 4 0 0 0 0 [
080802 Sat 0 0 378 2 3 0 0 0 0 11.78
9408102 Sun ™ 0 0 3 3 4 0 0 ] ] 10
100809 Mon ™ 0 0 1 1 & 0 0 0 0 T
1108009 Tues ™ 0 0 3 2 & 0 0 a a [}\.511

Booked out jobs - on going

Lists jobs that are booked out of the lab 'On-Going' therefor not charged. The report is in date order so
older jobs can be identified which have not been returned to the lab in a reasonable time for completing.

Jobs by Due Date

Lists all jobs for the given Due Date regardless of the Job State. There is a column showing whether
each job is Booked In, Out On-going or Charged.

10.6 Printing reports or labels using Profile Groups

To print labels or another report where you are able to enter a Profile name instead of an account no.

e Simply enter the group's profile name instead of the Surgeon A/c no.

Report: Address Labels X
Dptiors Fropeities
Susgeon A/c no. [or Profie name) [GROUFT [% M
Stat Row |1 Page Format A4 2105 297 men
Starl Colamn |1 Output o
iF‘lemed:m ;i ['I copy :]
[ Cloze thiz window after clhcking 0K
ForALL sungeons leave Swgeon Afc number Bank. Gioups can
be done by using Profle(s) [ox ] o |
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10.7

In this example there are two surgeons in this group.

B Transactor: Print Preview

o i
S0 MBAQ WK 9 ®

Med Beresford BDE Mir P Dodds BDS

| Eamestord Dantal Practics Robertsbiidge Dantal Surgerny
F84 0 Londaen Road B9 High Sineed
Haslings Robertsbridge
E afl Sumpee E a8t Susgax
THES SBL TH32 SAF

See Also:

Surgeon Profiles[57

Patient Statements

Transactor has the ability to print a 'Patient Statement’ which conforms with the MDD 93/42/EC with
minimum fuss.

If your system has already been configured for printing your labs Patient Statements, skip now to
Printing Patient Statements[s7)

If your jobs don't get outsourced to Non-EU labs, you don't need to do anything other than print the
Patient Statement. Just see Patient Statements Set Up[s3) on how to make your template look the
way you want it. This 'default’ Patient Statement will contain the simple declaration "..the complete
appliance has been wholly manufactured within the EU".

If some or all of your jobs get outsourced to Non-EU labs, then you need to Setting up Manufacturing
Location Origin codes|8s) to carry the manufacturing locations, and the appropriate ORIGIN code(s)
added to the relevant job.

Origin of Manufacture
The statement must declare either "..the complete appliance has been wholly manufactured within the
EU", or "..not been.." in which case the manufacturing locations must be listed.

By default Transactor will print a Patient Statement with the simple "All within EU" declaration. However
if ORIGIN1 or ORIGINZ2 codes are found on the job, Transactor will automatically replace this with the
"non EU" statement and print the list of manufacturers.
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e scnplion
PATIENT Anderson, B
SHADE o7
HOTATION 1] G L
&
ME Maryland / Rochette Bridge
sM Study Model
ORIGIH Zang Chi Dental Lab,21 Block,ZangLang Ind. Pa Bejing.China
ORIGIMT I

If a lab normally out-sources work to outside the EU then Transactor can be setup to include ORIGIN
codes automatically on each job thus saving tedious data entry. If a lab always needs to declare non-EU
manufacturing locations, then it may change the background image of the template to contain the
required information so that ORIGIN codes don't need to be used.

A4 and A5 Templates

There are 2 templates to choose from. A4 and A5. Both can cater for the simple case (All within EU)
or multiple non-EU manufacturing locations.

The A4 template has space for up to 3 manufacturing locations in the bottom area.

The A5 statement is more compact with space for up to 2 manufacturing locations.

The Origin Declaration text can be customised.

The background image for the form, the other form text, labels and the company logo, can be replaced
with the lab's own images.
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High Steet Denial Labaratory
PATIENT STATEVIENT 17 Hoh Siveat
Baite
East Sussax
T3 QAE
Te: 01824 TTTRTT
I'you haneany quanes regand ngtha it or parformanas of your appliance you Eup fennnt BERSIBIE 83
duldcomtad 1hs préscribing Santisl Tor furtber nfdmmation
Patiert’s hams Mame of Prescriber Qenic Mamaand Address
Mr Chunchill ¥V ing1on k¥ Tom Barasiord BOE Sration Road Damal Practios
%4 Od London Road, Hastings, Suseex. THIS SEF
Datecd Manufactura Lab Rafrancn Tat 0142¢ TTIETT
150310 Ajg 44 - Doc 15337
Product Coda Description/ Typeof Appllance Quantity Grade
ar -3 TOOTH DENTURE 1
cia CLASP x2 3 incap-andent
CRGIN CF M ANUFACTUREDECLARATION
This compiate apphance has been wholy manufactused within the EL
b d taei o [Sdcien 1o B fnlmﬂrgl.ﬁn'-l‘t: TS 15 8Os orvirrledd rrdchcal chind Cb 1 has Baer) rraruf s uredl o :I.'Elﬂy‘lhl Mg’ldmﬂ'iﬂqﬂ.
v prope |es Soed led byl he prescriber B 1he abowe named patient, This medscal dend o s intended for e usiveuse by thisgatient and corformsiotiha
i il el il fl'q.lrll'l‘ﬁf'rt:mﬁidl'l Aol [ halviedcal Dedoss Dinect ivaand the Liniled ﬁug:bm Niadical Déndcas Rg.i.imru
Tis g adarrart diinal aoed o rosollod cheu o ! Pull Fuya ben rgpdn nediiavie'or rafurl $heo! for an il obed! o lent S
Also See:
Patient Statements Set Up[&3
Printing Patient Statements 87
MHRA document "Guidance to Changes to the Medical Devices Directive 93/42/EC with respect to
custom-made devices statements"
Terms:
MHRA: Medicines and Healthcare products Regulatory Agency
MD Directive: Medical Devices Directive. The Medical Devices Directive covers the regulatory
requirements of the European Union for Medical Devices.
10.7.1 Patient Statements Set Up

This topic will guide you through setting up an A4 Patient Statement.
To invoke the Printout Type Properties for the Patient Statement

¢ From the Tools menu, choose Printing Setup - Printout Type Properties
¢ In Printout Type, choose Patient Statement (A4).. (or A5)
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Printout Type Properties ﬂ

Printout Tppe ¥ Enabled Page Fomat

| Patient Statement [44) o | {44 2105 257 mm |
Credil Hole [A4) R | .
Credit Hole [8 in] Choose Patiert Statement Dietal s

Drekeey Mole o Practics (4] : I
Dekvesy Nots to Practice (6] £t foerc) i [0 sten o olfe

Dty Mot address [10 Font size (7-16)
Feety M |
ge Hﬁ ole [45) 10 Fow gap (0-50)

[0 sy

Sales Totals (dat 1| ppeicase Addres:
g & 1ange
Statement [date range] - ru e
Stslement| [] H Flokees File name & extension
: eotilhily
s i i I8 ponse lles should — of [bmpor wii]  KPos YPos oY
Statemer [unpaid ivoices] - [Fom.vmé [tan [0 Yeweolid
= Labets -3 ang] fablews d}aﬂ:t
Practice Summary [dabe 1anoe) 1 Foldes. |Logobmp [ [180 piciure.
Practice Summary [mesnthly]
gmwiﬂmi %DDTEDD’EE] rafaciuned within the EUL " This complete applance has nat been whollp manufactuned
Booked m pobs [on Bock In Date)
Booked In [lems
Booked In ltems Sureenaty
Booked Out Jobs [on geng)
Jobe by Due Date & Cloxa

To change the Declaration Statement

¢ In the Printout Type Properties
¢ Change the text in the Message area
¢ Choose Close

This iz the ™ Divider
character [do not

Thiz iz the Simple ‘Al delete]
EL' mezzage. | .\ . - o rore e |

This camplete appliance has been whally manufactured within the EU."This complete appliance has nat been whally manufactured
withir the EU. Other Manufacturing locations are:

Mezzage

Thiz iz the multiple arigin
MEeszage

There are two messages encoded in this box. By default a Patient Statement will be printed with the first
simple "All within EU" declaration. This is the text before the ~ Divider as shown in the above image.

The second "non-EU" message is the one Transactor will print if ORIGIN1 or ORIGIN2 codes are found

on the job, along the list of manufacturers. NB: even if your lab currently does not out-source outside the
EU, you can leawe this second message intact, it just won't be used. See below.

To change the company logo

Preparation
place your company's logo image file into the C:\tran61\lab\exe folder on your PC. The file type must be
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either bitmap (.BMP) or Windows Meta File (WMF). The filename must be less than 8 characters with
no spaces so for simplicity rename your file to logo.bmp or logo.wmf. The image should have been
supplied by your graphics designer as a high quality graphic to the correct intended size. With the
correct logo file you should have pin-sharp printouts indistinguishable from pre-printed stationery.

¢ In the Printout Type Properties

¢ In the Pictures group box, enter the logo's file name (eg. Logo.bmp) into the box below the one
containing PForm.wmf,

e Enter approximate X and Y position pixel values (about 100 = 1CM) from the top left of the paper to the
top left of the logo. You will need to experiment to get this right.

¢ Choose Close

Print a Patient statement to the Preview Window to see your logo's positioning and go back to Printout
Type Properties to adjust your Xand Y values until correct.

PATIBENT STATEIBYT Dentalab Limited
17 High Street
Battle

East Sussex
THN33 DAE

Tel: 01429
Ermnail: sales

Reduce the x Poz
value by about 100 to
britig the logo 1 CH to
thie left

1f yiou have any oueri es regarding thefit o peformanceof
wiour app | anceyou should contact the presc bl ngoenti st for
further i rfortrati on,

To add or change the background image

Preparation

The default image (PForm.wmf) is already located in in the C:\tran61\lab\exe folder on your PC. Your
graphics designer may modify this or produce another. The file type must be either bitmap (.BMP) or
Windows Meta File (WMF). The filename must be less than 8 characters with no spaces so for
simplicity rename your file to PForm2.bmp or PForm2.wmf. The image should have been supplied by
your graphics designer as a high quality graphic to the correct intended size.

¢ In the Printout Type Properties

¢ In the Pictures group box, enter the new background image file name (eg. PForm2.bmp) into the upper
box currently containing PForm.wmf.

¢ Choose Close

Print a Patient statement to the Preview Window to see your new background image's positioning and
go back to Printout Type Properties to adjust your Xand Y values until correct.
To configure printing a Patient Statement automatically on Book Out

¢ From the Tools Menu, choose Printing Setup - Printing on Confirm Action
¢ Add Patient Statement (A4 or A5) to the Printout Type list
¢ On the required check boxes in the correct row and choose the Output and number of copies.
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Usual printing when Actioning documents from this PC

Printout Type Condition— Action ~Output To 5 — Copies
g o =
=B )
P g s 5
0O = = e
,22%83 i3
€28 spzEm
e e e
SO00C 833G hOw
T35 832 8 E &
o o o E o o £ ' o
O mmuw T T w o o
[Job Ticket (44) Rall SR R R N Frinter |1y =)
[Invoice j4d) ~| | TCC T P [BachOues ~lfreom ]
| Credit Mote f44) Rl [ | T e A e ——— | T
| Delivery Mate to Practice (84) =] | N TCFFTCTCOTTTT (|Pike = ||2copies =]
| Patient Statement [44) || I | i J:___]:El_ T (Pinte f|1copy =]
l | |
L = on Action Book Out Ongoing, or

Book Out Charge

¢ Click Close
e When you book a job out in future, you will be automatically prompted to print a Patient Statement

Also See:
Setting up Manufacturing Location Origin codes|[sé)
Printing Patient Statements|[87)

10.7.2 Setting up Manufacturing Location Origin codes

If your lab uses other Non-EU laboratories for all or part of the manufacturing process, then these need
to be listed on the Patient Statement for the job that it concerns.

This is done by adding a product lineitem onto the job, with a code of ORIGIN1 or ORIGINZ2 etc. Each
manufacturer must have an individual origin code. The presence of an ORIGIN code on the job will signal
Transactor to use the Non-EU declaration and list the manufacturers on the Patient Statement.

To add or change Origin codes for other Manufacturing locations

¢ On a Main Form, blank or a job being modified, click in the Code column and press ENTER.
¢ In the Products and Senices dialog, in the 'Find by Code' box, enter ORIGIN1
¢ In the State box, choose NOTE
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10.7.3

- A S A -
Fird by Code |DRIGINT State |MOTE =|

 Code £~ Description Pice [NHS 1%~
(_I‘:h-:u:use Mate

Note: If ORIGIN1 already exists this will be listed so just right click it, choose Properties and check the
details are correct, then skip the rest of this topic.

¢ Click 'Add New'

e Enter the manufacturing location (hame and short address). There are limited characters so you may
need to abbreviate*

e Choose OK and then Select Onto Form (to verify it looks ok on the form).

De e Pl

PATIENT Anderson, B
SHADE o7
HOTATION [ 3] G L

&
ME Maryland / Rochette Bridge
sM Study Model
ORIGIIH Zang Chi Dental Lab, 21 Block, ZangLang Ind. Pa,Bejing,China

That's it. You now have the ability to 'register' other 'Non-EU' manufacturing locations have been involved
with the Job and your Patient Statement will reflect this fact. By the way, the ORIGIN codes you see on
Transactor's Main Form won't be printed in the items area of the Patient Statement. Transactor picks up
these details and puts them neatly into your Declaration List. Clever stuff don't you think. See Printing
Patient Statements[871 for a example print out.

There's more things you can do to optimize your process and save repetitive typing. You can decide
whether to manually add the ORIGIN product code onto Jobs as and when required, or to setup Jobs so
that one or more ORIGIN codes are automatically on new jobs. See New Document Setuplish

Printing Patient Statements

To Print a Patient Statement
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¢ On a Main Form, select a previously Booked Out job
¢ Click the Printer Icon on the Tool Bar, or choose Action - Print (F5)

Confirm Action
3
L)

Chtput —

| Patient Statement [44) | To EEC ~ 1oy )
I =

Print Document

|zsue printoul requestiz] for the cuirent document

¢ |n the Output group, choose Patient Statement (A4) or (A5) to Printer or Preview.

High Steet Denial Labaratory

PATIENT STATEVIENT 17 Hign Stoat

Balte

Esgt Sussan

TH33 QAE

Tei: 01424 TTTETT

1'you haneany quares regand ngtha it or parformanas of your appliance you TUB otnnt DHRE B 88
dsuldeomas 1he préescribing Sentist for furtber nfammation

Fatient's Mama hame of Freacribes Jinic harmaand Address.
Mr Churchill Winston M Toan Baragford BODS Sration Road Dantal Prastics
¥4 O London Road, Hastings, Sussex. TNIS SEF
bbbt SRR, Tat: 01424 777877
15M3/10 Alg 44 - Doc 15337

Froduct Code Description/ Typeof Appllance Quantity Grada

war -3 TOOTH DENTURE

cLa CLASP x 2 3 Indap-andant

CRGIN CF M ANUIRACTUREDECLARATION

This compiate apghance has been wholy manufactused within the EU

‘b dtonti on isdravin to the following S abemant: Tis [ S 8 oust orverrasde misdical den o el has baao rerufad uredt o sali eyt e design chamndensics

v propet jes sped led byl he prescriber or he abowe named patient . This meadscaldevios s intended fior axd usivewuse by T hi spatient and corformslotihe
Bl il eSSl £ rermirt S el e rAnrodt of el iedical Do Cirectivdnd th Linited Mngem hMadicl Dendoss Regulations.,

Tl Slerrrt Goisnol Gouy o el s deud oad T Pul Fudvap sl g il ndor refund e foran inaiud bl patienr'sudms

To Print a Patient Statement automatically on Book Out

This assumes you have set up printing on confirm action. See Patient Statements Set Up[ss1

¢ On a Main Form, select a previously Booked Out job
¢ Click the Printer Icon on the Tool Bar, or choose Action - Print (F5)
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2 Book Out Job Charge | g Doc No: 1387

Save the currerd job a: ‘Booked Out Charged' and sel imoice date

&
IDelivety Mote to Practice [44] l.l Ta J - I1 copy "I

| Patient Statement (44) | To |Prnter =1y |

I S

To Print a Patient Statement with Non-EU Manufacturing Locations

This assumes you have set up one or more ORIGIN codes. See Setting up Manufacturing Location

Origin codes| 86

¢ On a Job being modified, in a blank row in the lineitem area, enter ORIGIN1 in the code column and
press ENTER

DEE-:-IIF-U-E-II

| PaTIENT Anderson, B

SHADE D7

HoTATION R 6 L

[

ME Maryland ! Rochette Bridge

M Stuchy Model

ORIGIH Zang Chi Dental Lab,21 Block.ZangLang Ind. Pa,Bejing,China

ORIGIMT

e Book out the job as usual

¢ In the Confirm Action dialog, in the Output group ensure Patient Statement (A4 or A5) is selected as

one of the documents to be printed
¢ Choose OK
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PATIENT STATEM BENT Dentalab Limited
17 High Street
Battle
East Sussex
TH33 0AE
Tel: 04424 775007
Eemail: zalen@baraacten co.uk
If v e any ouier| esreganding thefit or peformancact
weur sppli srceyou shoul deontsct the preser bi ng derti st for
furthier i pformiati on
Fatient's Mame harmeof Frescribe Clirec: Mane and Address
B Anderson ir P Kelly BDS Ruobarsbndge Dental Surgery
B9 High Streat
Robedsbridge
East Susgax
THIZ 54P
Tel: 01580 123457
Cateof Marifactire Lab Fidfarence
170310 Alc 295 - Dac 1387
Froduct Cnde Cecriptiond Typeof Appliance Cumtity | Grade
KiB taryland f Rochette Bridge 1 MHS
SM Study Model 1

Other Mon-EU |
rianufacturing
lozationz listed here

CRIGIN OFMANURACTURE DECLARATION :
This complete appliance has not been wholly manufactured wathin the EUL Other Manufacturing locations are:
DRIGINT Zang Chi Dental Lab 21 Block ZangLang Ind. Pa Bejing, China

o Atentienis diovm e the folowing staement: Thisis acestorm-mademad cal devicethal bizs been menufactuned to satishy
tre desi gn characten sti o5 ard proparti es specified by the prescriber for thesbove named patient. Thismadical deviceis intarded
For el Leshvie e Enthi 5 peatiant and confionmes to thenel evant essanti al reguirements specfi edin Annex | of the Medical Ced ces
DChrective ard the Urited K ngolorm Med cal Do oes Regul stions.

This 4 afemeni cossnct sl to rrecical caviosstha have bean rpainad ancfor rafurbished foran indfviols paelied s uss

By the way, the ORIGIN codes you see on Transactor's Main Form won't be printed in the items area of
the Patient Statement. Transactor picks up these details and puts them neatly into your Declaration
List. Clever stuff don't you think. See Printing Patient Statements[871 for a example print out.

There's more things you can do to optimize your process and save repetitive typing. You can decide
whether to manually add the ORIGIN product code onto Jobs as and when required, or to setup Jobs so
that one or more ORIGIN codes are automatically on new jobs. See New Document Setuplish
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10.8 Practice Reports

Practices Address labels
This report can print standard labels of various formats for one or more of your Practices. Also See :

Label Printing Setup Optionsfiod)

Report: Address Labels X
Options Froperies
Start Row [1 Lhange..
Start Colurnn |1 PageFormat | A4 2105297 mm
Fractice o [for iepeats) [lE? = Mipukio I
Include Telno [Fieviewwindow  w| [Tcopp |

¥ Chase this window after clicking OF.

| 0K é ! Close

If you are using a full sheet of labels, click Ok. Otherwise change the Start Row or Start Column before
clicking OK.

I Transactor: Print Preview

@ Produces address labels for ALL dental prachces.

Batile Dantal Surgeny
29 Mount Street
Batille

East Sussex
THIZDES

Bexhill Dental Surgery
44 London Road
Basxhill-On-Sea

East Sussex

TH3Q 2LE

Cooden Dental Surgery

Beresford Dental Practics
284 0ld Lond on Road
Haslings

East Sussex

THES SBL

Bohemia Dental Practice
128-131 Bohemia Read
StLeonards On Sea
East Sussex

TH2T GRE

Gaowe Dental Suigery

1468 Cooden Sea Rd The Growe

Bgwhill-On- Saa Battle Q‘
East Suszex East Suzzex

TH3G AS) TH%3 LM

© 2010 Pearce & Robinson LTD, all rights reserved



Reports and Printing 92

Delivery Notes By Due Date
This report produces a list of Delivery Notes from a Due Date specified by you. The report lists Surgeon,
Document, Patient & a Description of the item(s).

Practice Summary (date range)

This report produces a summary list of inwices per Dental Practice. You can choose Invoice Totals or
Statement Balances, and you will need to provide a date range. The system automatically suggests a
'To' date of today's date, and a 'From' date of 2 weeks ago, but you may want to choose your own dates.

Practice Summary (monthly)
This report produces a monthly summary per Dental Practice. You can choose Monthly Invoice Totals or
Statement Balances, and you will need to provide a month and a year.

10.9 Products & Services

Price List

This report lists the products and senices your lab provides. You can sort by Code, Description or
Description Excluding Code. The example shown below is sorted by Code.

You may also choose up to 3 types of Price Bands to list. Different Price Bands are created on the
'Price Bands' screen of the Setup Wizard. The Example Company has 3 price bands set up as
examples : NHS, Private and Independent.

Products & Services i
= - E=til
Price List - February 2007 g S
THIZ2 DAE

Tk DI 77 0T
[Emall; £ s s aried 00, ik

CODE DESCRIFTION HHS
10T 58 10 Teeth Chrome (Shel huttiple) 107.55
42T 42 Teeth 3750
4ETCP 38 Teeth Chrome (Plze) 10150
AL FAorylic Jacket Crown 15.15
BCHP Bonded Crown (Mor-precioss]) 47 .48
BCP Bonded Crown (Prechous) 85.02

Products and Services
This report lists Products and Senices. The report can be sorted in Code or Description order. You can
include 3 types of Products and Senvces - All, Stock Controlled or ReOrder Info only.
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Froducts & Services - All Derdalab Limited
Pringed 167242007 1410

CODE DESCRIPTION ATy IN REORDER
STOCK LEVEL
4 10T Shd 410 Teeth Chrome (Shel bulipie)
48T 42 Taath
48TCP 48 Teeth Chrome (Plate)
AlC #orylic Jachet Crown - -
ARTICULATR Aiculmor - Mandard Type oo f0on REORDER
A_GOLD Precious Metal - Gold (grams) [IN111] [i1] RE-ORDER
BCHP Bonded Cromn (Mon-precious]) 176 .00 1000

Products and Services Sales
This report lists - in Code order - the quantity and value of Products & Senices between two dates. You
need to provide a 'From' date and a 'To' date for the report.

Products and Services Usage Dentalab Limited
Pariod 01T to 160207 Printed 167272007 11:50
[=-T-T] o mriplea duasit Emeunt
4+ 10TC 5hd 410 Teeth Chrome (Skel Muliple) GO0 T0z.48
48T 48 Teah 200 41038
4E3TCP 45 Teeth Chrome (Plate) 5.00 53775
AT fonyli Jacket Crown 1200 197 .50
BCNP fonded Crown (Mon-precious) 400 18812

10.10 Surgeon Reports

Surgeons - Address Labels
This report can print standard labels of various formats for one or more Surgeons. See Label Printing

Setup Options[io?)
If you are using a full sheet of labels, click Ok. Otherwise change the Start Row or Start Column before

clicking OK.

Aged Debtors
This report lists debtors in Account Number order.

R

Aged Debtors - Fehruary 2007 Dertalab Limited
Printed 16/252007 10:20

azount cumant Pré v 2 montivn Fmoniiee unaiocated Ealancs
monin maoni eredif

o118 Dcsdids, B, WA L5 M - - - BB

;i Bereswnd, J, M ] 1= - - - Xeam

25 Felig P Mr HT0.E2 131m = = = 25W .82

= fctms B, f .S 12E35 - - - 216350

Sales Totals (date range)

This report lists Surgeon Name & Account Number, Job Number, Credit Note Number & Total Sales.
You need to tell the report a 'From' date and a 'To' date. The system automatically suggests a ‘To' date
of today's date, and a 'From' date of two weeks ago. You can of course change these dates.
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Statement (date range) see Statements[941
Statement (monthly) see Statements|941

Statement (unpaid invoices) see Statements[94)
Summary Invoice (monthly) see Summary Inwices|96)

Summary Invoice (date range) see Summary Invoices[961

Telephone numbers

This report lists Surgeon Name & Account Number, Practice & Telephone Number.

If you choose Surgeon Type of All Types, the Surgeons are listed alphabetically

A Surgeon Type of Surgeon is only applicable if you have set up different types of Surgeon in the Setup
Wizard[128 (see the Surgeon Types) screen. When Surgeon is selected as Surgeon Type, Surgeons are
listed alphabetically within Surgeon Type.

10.10.1 Statements

There are 3 statement reports. All can produce statements for either a specified surgeon account or all
surgeon accounts. The ideal time to produce statements to send out to surgeons is after you have
completed your last Booking Out for the month. Alternatively, you can run off statements for previous
months at any time.

Statement (monthly)
This lists all jobs (charged for) and payments (paid in) within the specified one month period with a
balance brought forward and aged debt analysis.

© 2010 Pearce & Robinson LTD, all rights reserved
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= 7 ®
STATEMENT DentaLab Limited
17 High Street
October 2007 Battle
East Sussex
Mr B Adams BDS THES 0RE
Cooden Dental Surgery Tel: 01424 775007
146 Cooden Sea Rd Email: zales@dentalabltd.co.uk
Bexhil-On-Ses Mieb: vy, dentalabltd.co.uk
East Sussex
TH3S 450
ACNO DATE PRINTED PAGE
328 271152007 1 of 1
DATE pocs DESCRIPTION PATIENT AMOUNT BALANCE
Balance brought forward 0.00
241007 1232 Invoice M Carter 24 .50 524.50
2410007 1239 Invoice M S Miller E£5.490 120.40
24007 1246 Invaice  Black 55.50 175.90
240007 1247 Invaice i Fuller £2.50 241.40
2aM 0007 1252 Invoice hr C Jackson 55.50 32980
25M 0007 1253 Invoice i O Whittington 8730 42720
26M 0007 1259 Invoice hr C Robinzon 5623 483 43
2910007 1264 Invoice P Reece E203 545 48
300007 1270 Invoice J Evanz 8650 E31.96
FHoor 1277 Imvoice K Crovether 4903 550.99
J1 07 1278 Invaice K Smith 2500 70599
Unallocated Cradits 0.00 TOTAL PAYABLE 705.99
Current Manth. .. 70599
Previous Month 0.00
2 Months 0.00
3 Months+ 0.00
B 2 P P

Statement (Date Range)
Similar to the Statement (Monthly) but lists all jobs (charged for) and payments (paid in) within the
specified date period with a balance brought forward and aged debt analysis.

Statement (Unpaid Invoices)
This Statement shows all unpaid invoices for 1 or more surgeons. With line item details below the

© 2010 Pearce & Robinson LTD, all rights reserved



Reports and Printing 96

Patient.
STATEMENT DentaLab Limited
17 High Street
To End of August 2009 Battle
East Sussex
TH33 0DAE
Tal: 01424 775007
Email: zalesi@tanzacion couk
To:
hir B Adams BDS
Cooden Dental Surgery
146 Conden Sea Rd ;
A'c Ho 328
Bexhill-On-Sea Printed  1/9/2009
East Sussex P 1of5
TN39 451 age o
Date Docs Description Patient / Details Amount Balance
050709 1232 Irvoice Wl Cater 5450 5450
Bonded Crown (Precious) (NHS)
os070e 12349 Irvoice eir G iller £5.40 12040
Acrylic Jacket Crovwn (NHS)
Boncied Retaner (Mon-precious) (NHS)
OSmM709 12486 Irnvoice C Black 5650 17690
Bondsd Pantic (Mon-preciouws) (MHE)
Codd Cure Reling (MHS)
050709 1247 Irneoice Il Fuller 6250 241 .40
Bonded Portic (Mon-preciouss) (MHS)
Gold Infay (including gold) (MHS)
D&0709 1252 Irneoice Wr C Jackson 5550 32090
Bonced Crown (Precious) (NHS)
Cold Cure Refine x 2 (MHS)
MEMN7T O 1IER IFnsrires kir M WVulBtineden aF aAn 477 'J[:%
See also

Walk thru end of month Statement and Posting[18}

10.10.2 Summary Invoices

This report summarises inwices for a specified surgeon account and month period with a grand total
amount. 'Summary Inwoice' reports are given a reference number made up from the surgeon account
number, month and year.

Choose Surgeon Summary Invoice from the Reports menu.
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Report: Surgeon Summary Invoice (monthly) E

Optiors Properies

Surgeon a/c number |328 _I s
Month [ ~ | PageFormal | Ad 210 % 257 mm

Year [2007 E| | S
Include e items ]Hu d |Psevi:ewv&r:hw ;”1 copy ;I
To produce irvrcaces for all leave 5 a/ C
@ ol mm surgeons leave Sungeon a'c ITI 1

10.11 Technician Reports

The Technician Work Completed and Technician Work Charged are very similar.

Technician Work Charged DentaLab Limited
Period 01 04107 to 1680207 Prirted 16/202007 15:01
Tachinician Het Sales Work Units
JOHM 435819 111
PETER SE02 45 280
0 FAME oo u]
13960.63 401

The difference is the method of selection.

Technician Work Completed

Selects work that is marked as Completed in the Product/Senvices Properties.

Dhescription
Aciylic Jacket Crown 15.15n
[ Discountabls
Dezcription Piice Band Price ity

Teshnician i Lamelad

[1518 i

“Wwhork, Cormpleted by
Technician

|JOHN | |01/03/09 Tues ok
' 4l

Cancel |

e —
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To See the Technician and Completed boxes in a given Product/Senice properties, use the MORE
button in the Product/Senvice Properties. See Products page in the Setup Wizard.

Technician Work Charged
Selects work on a Job that has been Booked Out and Charged for during the date range.

Also See
Users. Technicians and Passwords|[148)
Assign technician and work units to items/64)

10.12 Printing a Job Ticket

If your lab uses Job tickets, Transactor should be set up to print a Job Ticket on action Book-In.

& Book In Job ] it 1o

Book the cunent jobin to the lab

o &

|Job Ticket (Label) | To |Piintes wl[1eopy =]
[ - |
Ouitped History

To change how Job Tickets and other documents are automatically printed see Printing Setupli50
To manually print a Job Ticket at any time

e With the Job showing on the Main Form, from the Action menu, choose Action Print or click the
Printer Icon on the Toolbar.

Reports Tools Window Help
1 S E R Q0 B3
W

Fiint or Be-Fiint a Document or Job |
Ticket Job Booked In

160207

Note that the job must be in a Booked In or a Booked Out state, otherwise you have to action the Job
First. See Booking In a Job[42), Booking Out a Job[4d)
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10.13 Printing Delivery Notes

When you Book Out jobs, Transactor can optionally print delivery notes (and inwices for Book Out
Charge). See Printing Setupls®

Delivery notes can be printed singularly (Printout Type = Delivery Note), in which case you get
details of 1 job going to 1 surgeon at his/her dental practice.

Delivery notes can also be printed 'grouped' (Printout Type = Delivery Note to Practice). This means
that all deliveries going to surgeons working at a particular dental practice are printed together on one
sheet, which saves paper and makes it easier for your delivery driver.

To produce 'grouped' delivery notes :

1. When Booking Out jobs, output all Delivery Note to Practice printout requests to the Batch
Queue, NOT direct to a printer.

2. At the end of a booking out session, call up Print Manager... from the Tools menu.
3. Select All un-printed Delivery Note to Practice printouts and click Print...

4. Choose where you want them printed. Your delivery notes will be ‘grouped' as shown in the example
printout.

See Also
Coffee Break Tour - Printing a daily report[35)

10.14 Printing Surgeon address labels

Label reports are very useful for printing address labels for mailings or internal administration.

The reports will print out of the box to standard address labels on A4 Lazer/inkjet label sheets, 14 to a
page as per J8163/L7163 or STAP14 from Staples stationers. If you have different label sizes or page
format you will need to Change the Properties.

How to print Surgeon Address Labels for many Surgeons

¢ From the Reports menu, choose Surgeons - Address Labels

* In the Surgeon A/c no box, either leave it blank (all) or enter a Surgeon Profile[s7 (for a group of
surgeons)

e [fyou are using a new sheet of labels leave Start row and Start column set to 1
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Report: Address Labels x|

Dptions Propeities

Sugeon &/c o, (o1 Profile name] || N _ Change.. |

Start Few il Page Fornat | Ad 210 % 297 mm
Start Calumn |1 Tikputio
Include Telne | Mo | |Preview window | [1copy =]
[ Close this window alter clicking OF.
For ALL surgeons leave Surgeon &/c number blank. Groups can
b dlone by using Proflels) [ ok | oo |
i Pe—r o

¢ If you want each sheet of labels to be repeated, set the number of copies. With these settings this is
the equivalent of stating how many labels you want repeated for each address.
¢ Click Ok to Preview your labels

I Transactor: Print Preview

S MERE WHdbMH ¢ ®
Batlle Dantal Surgerny Beresford Dental Practics
29 Mount Street =24 0ld Lond on Road
Batlle Hastlings
East Sussex East Suzsax
THIZODES THES 5BL
Bexhill Dental Surgerny Bohemia Dental Practice
44 London Road 128-131 Bohemia Read
Blaxhill-On-Sea S Lesnards On Sea
East Sussesx East Sussex
TH3@ 2LE TH3T GRE
Cooden Dental Surgery Gaowe Dental Sungery
1468 Cooden Sea Rd The Giowe
Bgwhill-On- Saa Battle Q‘
East Suszex East Suzsex
TH30 AS) TH3 Al

or specify the account number and print whole sheets of the same address
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Report: Address Labels x|

Dptions Propeities
Sugeon AJc no, ot Profile name] [ N _ Change.._ |
Start Few il Page Fornat | Ad 210 % 297 mm
Start Calumn |1 Tikputio
Include Telne | Mo | |Preview window | [1copy =]
[ Close this window alter clicking OF.
For ALL surgeons leave Surgeon &/c number blank. Groups can
b dlone by using Proflels) [ ok | oo |
P Te—ry o

How to print Surgeon Address Labels for one Surgeons

¢ Follow the same procedure as 'How to print Surgeon Address Labels for many Surgeons' but enter the
Surgeon A/c number. This will produce a whole sheet of labels for the same Surgeon. You may also
choose the number of copies (pages) you require.

Changing label Printing Options
This example uses the Practices Address Labels report as an example.

¢ From the Reports menu, choose Practices - Address labels

¢ Click Change

Report: Address Labels

i~ Dptions 1 Fropeities .
Start Row [1 ﬂtg
Start Column |1 Page Format | dul 210 % 297 mm
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Printaut Type W Ena Page Format

Printout Type Properties n l

[ : =] 44 210 % 237 o L Left Margin. 100 = Tom
Piint Detailines
{50 Leht Maigin T
FT Fortsesae) | 2 Spon oo
IB[I Label left marngin

Label ‘Wwidth and Height
including separator gap. 100 = 1010 Labed width
i ~ [380  Label Height

ﬁ-i Labels/Page == Labels per Page
[ Uppercase Addiess

Top margin. Distance
between top of page
and the first address

row. 100 = Tem Ficlures -
! File nane & exension
puirt cifset Piciure files should — of [ bmp or wf] ¥Pos YPos oY

be located in the | | | wabue of -1

[200 TopMagin  [1 Aecesslevel0d | hanSl/lsb/es disables
folder. | | [ pictire.

Message

CAUTION - Tech Support Onby
Command e, changes take | 24Surgeon &/c no. [or Profle namej=!, 7N Start Row=1_2NStat Column=1
elfiect aftes a Transactor iestart Close [4

This graphic highlights the main things you need to change to print to a different label format. Before
changing your settings, note down your current ones (highlighted in yellow abowe) so you will be able to
see how your changes affect your label report.

Contact Us|[183 for advice on how to set these for your type of labels.

10.15 Printing Practice address lablels

Label reports are very useful for printing address labels for mailings or internal administration.

The reports will print out of the box to standard address labels on A4 Lazer/inkjet label sheets, 14 to a
page as per J8163/L7163 or STAP14 from Staples stationers. If you hawe different label sizes or page
format you will need to Change the Properties.

Printing labels for all Practices

This is similar to the procedure for How to print Surgeon Address Labels for many Surgeons[99) however
you must leave the Practice No blank as you can't use Profile Groups to restrict the set.

e From the Reports menu, choose Practices - Address Labels
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Report: Address Labels x

Dptions Properties
Start Fiow [1 ok o
Shart Column |1 Page Farmat A4 210 % 297 mm
Practice no (foe repeats] | Outpet to
Include Telho [No -] |Preview window =] [1copy x|

I Clase this window alter clicking OF

@ Produces address labels for ALL dental practices. IW Close

¢ Leawe the Practice no (for repeats) box clear

e |f you want each sheet of labels to be repeated, set the number of copies. With these settings this is
the equivalent of stating how many labels you want repeated for each address.
¢ Choose Ok

Printing labels for one Practice

Follow the same procedure as 'Printing Labels for all practices' but enter the Practice number. This will
produce a whole sheet of labels for the same Practice. You may also choose the number of copies
(pages) you require.

You will need a Practice No which is not immediately obvious, in fact it's kind of hidden but we'll give you
two ways to get the Practice Number first. Practice numbers are all negative so remember that minus
sign when using this number in the Practice label report or you'll get no labels.

Obtaining the practice number for a practice.

* Select the Surgeon onto Transactor's Main Form

* Double click the Surgeon address box to bring up the Surgeon Record

* In the Dental Practice box, choose Change

* In the Change Dental Practice box, choose View/Modify Dental Practice

* In the Caption of the Modify Dental Practice box you will see the Practice Account No. eg. Modify
Dental Practice -69

Obtaining a list of Practices with all the Practice numbers
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* From the Tools menu, choose Export Data
* In the Data Records box, choose Practices
* Choose Export to File

* In the File name box enter PRACT, in the Folders box choose a folder you are familiar with eg C:
tran61

* Choose Ok
* In My Computer, or Windows Explorer, locate the file PRACT.CSV, open it and print it out.

* This Comma Separated text file contains a list of all your practices, the Practice No (In the First
column under CustID)

11 Tools

11.1 Patient Search

To locate jobs by patient name :

1. Choose Patient Search... from the Tools menu.

Window  Help

s oo o]

Fatient Search I
. Surg

2. In the Patient Search window, type all or the first part of the patient's surname and press Enter or
click Find.

All jobs with patient names matching your search text are listed.

Once you hawve a list of jobs, you can view any job by highlighting the line and pressing Enter or
clicking View... With the job in the mini-viewer you either choose Close or Select to retrieve the job
onto the Main Form.

11.2 Locking and Posting Jobs

Jobs and payment transactions are initially marked as 'not locked' what is also called 'un-posted'
Transactor will allow you to Modify these. You should periodically perform a Locking operation to mark
all eligible documents (up to a specified date) as Un-Locked/Posted.

To do a Posting :
1. From the Tools menu, choose Lock Finished Documents..
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2. Set the ‘Lock documents dated up to' date and click Refresh
3. Choose Do Posting

More about posting
Locked/Posted documents are permanently finished and unmodifiable but you will still be able to view
them.

Locking/Posting may be done at any time but a typical lab would do it after the end-of-month
Statements and Inwoices have been werified.

To display Locked Jobs :
Locked jobs and payments are still visible in lists just as before, and can still be selected onto the Main
Form for viewing.

In the Surgeon History list, Locked items are displayed in black. See Viewing a Surgeon's Jobs &
Payments|[s2

Note: If you need to correct a job/inwice that has been Locked, you will have to issue a Credit Note| 691
to cancel the value of the incorrect invoice and then issue a new inwice (ie. by starting a new job and
immediately Booking it out as charged).

Questions about Posting

e How often should | perform a Locking?
We recommend you do this a few days after your monthly statements are sent out, and set
the ‘Post documents dated up to’ date to the end of the previous month. Doing things this way
you get the best of both worlds; you get a chance to get feedback from the statements and
save work by making adjustments, and protect older job documents from unwanted
modifications.

e |f you booked a job and charged for it, can you still bring it back and modify the details?
It depends on the circumstances. The answer is 'yes' if you've just booked the job out and
haven’t performed an end-of-month Posting. Transactor will warn you though, because if you
printed an inwice and sent it, you should discuss the changes with the surgeon and re-issue
that Inwice. The answer would be 'no’ if an ‘End-of-Month’ Posting has been performed. See
next question.

¢ | have a job which is charged. It's for the wrong amount and it's Locked so | can’t modify it. What can |
do?
Follow standard accounting practice by issuing a credit note[69) against it. Then do a new one.
You can save work by using the ‘Action — New Credit’ note’ menu item when the erroneous job
is on the Main Form.

e What happens if i never do a Locking?
Eventually, the Surgeon History window will reach its limit for displaying un-Locked 'blue' jobs
(approximately 300 for each surgeon) at which point you will be warned that a Posting is
owverdue. If this limit is reached your data is not at risk and you can continue booking in an
unlimited number of new jobs. It is only the History Display which is temporarily affected.
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11.3 Print Manager

Print Manager handles printout requests outputted to the Batch Queue. For example, when jobs
are booked in or out, printout requests (for job tickets, delivery notes, inwoices etc) may be directed to
a Batch Queue instead of a real printer.

All printout requests sent to the Batch Queue will be listed in Print Manager (initially as unprinted).
You can call up Print Manager, list unprinted or previously printed batches and output them direct to a
printer for printing.

Choose Print Manager... from the Tools menu.

Print Manager
“Wiew
[ + Un-Printed Batches " Printed Batches " Un-Printed (Direct to printers)
Sent to Printout Type
IElat-::h Cueues _ﬂ |Delivery Mote [Practice] _‘_'j
Timne submitted User State DocMo ::”“'zi.ffq ;
01711701 09:31 NGP Un-Printed 1670 R ey Eractoe]
001 093 HNGP Un-Printed 1671 1i| N —
011101 09:31 HGP Un-Printed 1855 G 5 o
o A11/01 09:31 NGP Un-Printed 1656 Tob Ticket
011101 0931 HGP Un-Printed 1857 Quote
5 found
Delete... Befresh Select All Brint... Cloge

There are 3 View options :

e Un-Printed Batches - Shows printout requests outputted to the batch queue which have not been
printed yet.

¢ Printed Batches - Previously printed printout requests.

e Un-Printed (Direct to printers) - Printout requests outputted for printing but not completed because
of a printer error.

11.4 Utilities

If in doubt about using any of these utilities, contact technical support use.
Choose Utilities... from the Tools menu.

e Print Server Is Busy

If you ever get the message Print Server is Busy you can clear it from this utilities window.
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115

Also, you can :

e Un-Post all Locked transactions.
¢ Re-generate the paid/allocation indicators.

e Clear Database.

This is useful if you have been trying out Transactor with some test jobs within the trial period
and you hawe finally decided to use Transactor for real. You can optionally clear/reset the whole
database or just delete the jobs and keep the Practices, Surgeon and Products intact.

Backing Up & Restoring Your Data

To Back Up Your Data

¢ Insert your external storage device if you use one

¢ In Transactor, choose Exit.. from the File menu.

¢ In the End Session window, choose the Exit Transactor and Backup data.. option and then click Yes
¢ When the backup has completed, remove your external storage device

Notes

When the backup has completed, check that there are no error messages. One you have responded to
the instruction Press any key to continue, the backup window should close. If you see any error
messages Contact Us|[183)

You should check the location of your backups is correctly set, see Configuration and Preferences - Set
Backup Location[133

See also
Configuration and Preferences - Maintenance Menu 155

More about Backups

A data backup can backup your Transactor Database to your computer's hard disc drive or to
external storage device such as USB memory stick. A modern USB memory stick can hold many
backups and are inexpensive enough to have several in rotation.

The reason for doing regular backups is to guard against the chance of your computer dewveloping a
hardware fault, becoming contaminated with a computer virus or even someone accidentally deleting
files.

Backup Strategy
A simple data backup strategy you could consider would be using several External Storage Devices
such as a USB memory stick. Label one Daily and the other Weekly.

Daily :

Insert the 'Daily’ Memory Stick then back up as normal when exiting Transactor

Weekly:

Insert the 'Weekly' Memory Stick then back up as normal when exiting Transactor, then keep
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that Memory Stick separate and in a safe off-site location for the next week.
Monthly:

After doing your weekly back up, store away the Weekly Memory Stick for a month, substituting
with another.

Periodically, say a few times a year, you should delete the older backup files to save your computer
or your removable storage device becoming cluttered up.

N.B. Always leave the backups which are dated in the last month or so.

To Restore Your Data

Warning

Improper use of the Maintenance Menu facilities could damage your Transactor data. Contact Ushsd)
if you are not trained with this facility.

Insert your external storage device if you use one
Close Transactor if is running

Select Start... All Programs... Transactor v6.1... Maintenance Menu

A w DR

Choose 'Restore from Backup'

You will be prompted to tell Transactor where the location of the backup is. The location will default to
c:\tran61\lab\live\data (unless you have already changed this by using the 'Set Database Location'
option).

11.6 Export Data

Use this tool for exporting data to your Spreadsheet tool for printing custom reports, address Labels ,
mail-merge letters, or product lists etc

To Export Data to a CSV file suitable for your Spread-Sheet tool

In the Main Form, from the Tools menu, choose Export Data

Export Data E

[rata records

| Practices - Erpoit to file. .

Products
Suigeons
Trarachon Docs
Posted Trans
Lingltens

Payments Clase

Prices

Choose the required type from the Data Records list box
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[Crata records

| Prodhucts | Expost tofle.. |

[ Inchade fiekd names in first row

_ Cose |

Enter a File name of upto 8 characters

Choose a file Type of CSV (Comma Separated Values) suitable for opening in your Spreadsheet tool (eg
Open Office or MS Excel)

Choose an appropriate Folder and click OK

Export data to file ﬂ E

File: namme: Folders:

[mvPRODSZ c:houtbox
Cancel
Iy T T 3 = = e =] _I
il 2l = Outbox Network...
File name mustbe
characters or less Choose an easy o
access folder on
o sz wour hard drive
Save fle az type: Drives:

|ExportFles ['CS¥) =] | B c LocalDisk -

Your file can now be opening in your favorite Spreadsheet tool as follows. The example uses Open Office
which i prefer over Microsoft's Excel (and it's free from http://www.openoffice.org ).

To open your exported data in Open Office
Open Windows Explorer and navigate to your file location folder
Right Click your CSV file and choose Open With - OpenOffice...

Open Office (or your chosen Spreadsheet tool) will prompt you to confirm which columns you want, it's
easier to accept it as it is for the moment.

Choose Ok to accept the Text Import options
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= Text Import - [MYPRODS2.C5V]

Chagscter st Westem Eurcpe (Windows-1252Winlatin 1) = |
Separabor options -
" Eined width
¥ Separated by
I~ Tab ¥ Comma [ other
[ Semicalon I Space
[ Merge delmiters Text delmiter 3 =
Fields
{Standard {Stardard |Skandard [Standaed -
l?ruductl:.‘n-dl Description Status NomCatMo
Z la=10TCEH 4=10 Testh Chrome {Skel Muleiple) N 116 |
3 :—3'1_' 4-§ Teech ) b 118
4 4-2TCP _4—3 Teeth Chrome (Plate) R _L].E
5§ aac Acrylic Jacket Crown b 1z0
& ECHP Bonded Crowm (Non-precicus) ] 120 -
T Een S ] ey ey o e iy wr T _I
] 3

In the Spreadsheet tool you can manipulate the columns and prepare the data for your own in-house
reports or sales literature.

# MYPRODS2 - OpenDffice.org Calc

File Edit View Insert Format Tools Data Window Help

Br2HeZER v ihR-¢ -0 QUH Qv ReBAE
[ b A ' s ~Bl7rU EEm=m puene e O

|— R

A | ] = D BN ¢
t ProductCode Description Status NomCatNo [GtyFree |Flag
2 4-10TCSM 4-10 Teeth Chrome (Skel Multiple) N 116 0
3 4-8T 4-8 Teeth M 116 5 40
4+ 4-8TCP 4.8 Teeth Chrome {Flate) M 116 0 4d
5 (AJC Acnylic Jacket Crown M 120 0 4d
& BCHNP Bonded Crown (Mon-precious) M 120 176 40
7 [BCF Bonded Crown (Frecious) N 120 g8
8 BCSP Bonded Crown special edition M 120 0 44
s [BITE T 0 0
& - 1 (] A '*Ill
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12.1

Configuration and Preferences

Most of the Configuration and Preference settings are available in the Setup Wizard[128 but you may
notice that some of these facilities are also directly available under the Tools menu.

The Setup Wizard can be used to configure the following :

Laboratory name and address details

Nominal Categories (Advanced Only)

Users & Technicians

Price band details

Surgeon Types

On Bookout Options

Starting Surgeon Account number and Document/Inwice number
Data Backup drive letter

Quick entry of Dental Practices and Surgeon details
Product and Senices (including prices)

Printing Setup

Customisation of new documents (New Document Setup)
New Job Setup and User Preferences

The following configuration items are available directly under the Tools menu as well as in the 'End Page'
section of the wizard.

e New Document Setupfish

and

e User Preferences|15?

Operating an In House Surgery or Denturist department

Due to the rise in popularity of In-House Surgeries or Denturist departments, a future version of
Transactor will naturally support this business model. In the meantime, there's several ways to setup
the current version of Transactor to support this functionality, see the summary below.

Disclaimer:

We hope these solutions will work well for what you intend to use them for however they are ideas only
and not fully tested. Please configure and test your own system at your own risk and satisfy yourself
that the system works for you. Pearce & Robinson Ltd cannot be held responsible for any loss of data or
business resulting from using Transactor.

Separate Transactor installation method
This topic describes one method of using Transactor to administer an In-House Surgery or Denturist
using a separate Transactor installation.
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Advantages

¢ The installation can can be on any compatible pc anywhere in your business

e An economical solution if you already have a licence for one transactor installation

e Collect full customer/patient details, including post code address, telephone, email and history with
inwices and payments for each customer/patient.

e Appointments can be made using the Book-in Action. The Due-Date can agree with your written desk-
top diary and the '‘Booked In Jobs by Due Date' report acts as an appointment list

e More Transactor instances can be installed, one for each Denturist or In-House Surgeon, if you wish to
account for each separately.

Disadvantages

¢ You need to get used to the Surgeon Account labels and menus representing the Customer/Patient
instead. For instance Customer/Patient history is obtained from the Surgeon/History menu.

e There is a charge for each Transactor instance (licence) however each one is usually about 50% of the
usual price of Transactor if the businesses are in the same parent company or share at least one
director. Contact Us[185 for a quote.

See: Separate Transactor Installation method[112

Combined Method

Use the same Transactor installation to administer the In-House Surgery or Denturist and the lab work
done for dental surgeons. Using this method means you don't have to install a second copy of
Transactor, and your monthly sales reports will include all sales including Direct.

One special Surgeon account is used for each In-House Surgeon or Denturist for all the Direct sales (eg
In-House Surgeon Mr John Smith BDS), and the patient's full details are to be collected in the line item
area. To cut down on typing the extra '‘Notes' rows (eg. Patient Addr, Patient Tel) can be added as
template item to all new jobs booked (Tools menu - New Document Setup).

Disadvantages

It's not so easy to search and identify the right job (Booked in with an appointment, or Booked out and
Invoiced) for the right Direct Patient

Direct sales jobs are mixed up with normal lab jobs so it won't be good for making appointments

The Booked In Jobs by due date report will be complicated and not so useful as a Job schedule for
Direct sales or normal Lab work

There will be unused line item rows (eg. Patient Addr, Patient Tel) visible on the form for normal lab jobs.

12.1.1 Separate Transactor Installation method

This topic describes one method of using Transactor to administer an In-House Surgery or Denturist
using a separate Transactor installation.

The installation can be on the same pc as the normal Lab-to-Surgeon Transactor (with a different Icon
and data folder), or it can be installed on a new computer anywhere in your business. Being a work-
around solution we must get used to the Surgeon Account being the Customer/Patient.

An advantage of this method is that the Transactor desktop Icon, the log in passwords, the main colour
theme can be different to the other Transactor installations. You can of course specify a different
company name and product list etc.
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This method means that appointments can be made (New job booked in), appointments fulfilled,
treatment done and invoiced for (Job Modified and Booked out).

Ok, so let's get started. To book in work for this type of direct sales your system should first be

configured. See Configuring a separate Transactor for Operating as an In-House Surgery or Denturist
Departmenti13)

Booking an appointment for a Direct Patient

e With a clear Main Form type the patient surname into the Surgeon Account/Customer box and press
Enter. (This is a work-around solution so think of the Surgeon Account in terms of being the
Customer/Patient from now on).

ft| Transactor 6.17 - WHILE-U-WAIT DENTAL SURGERY LTD -[ ]

5 > & e ~

Surgeon Acount... Direct Patient
Brown
Reference
UET IR Private (p) it ||

Find |Brovn h Find |

Surgecn name ; Practice name & addiess [of * lnvoice addiess anly

Broven, Gardon, M * 77 Retirement Vilas, Fobetsbndge, East Sussey, TM38 BPP
Broven, Jessica, Mz * 24 Mung Bean Street, Battle, East Sussex, TN34 0EE

If this Direct patient has been treated here before, they may be listed under Surgeon Name, choose
Select, or Add New.

¢ If you chose Add New, enter the full name, address and other details of this new Customer/Patient.
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Sumarne Initsals Title Professional les [eg. BDS) i
\Brown |Gordon Mr |
[ company name Type ,
~DEMNTAL PRACTICE Uzual prices
|Direct Patient = | |Private =]
"\
i Drefault type is 'Tirect
Patient’
INVODICE ADDRESS [T Sareas above
Street] |77 RETIREMENT VILLAS N

Sheet2 |

Town |ROBERTSBRIDGE Prafile...

Counly [EAST SUSSEX

Posteode |TMSE BFF Courtry |

M

¢ Confirm the address and telephone details with the Patient/Customer

Direct Patient

L
Y

Surgeon Account

Mr Gordon Brown {1302} ——- ﬁlf

PahentCustomer

77 Retirement Villas Cuztomer/Fatient type

Robertshridge, East Sussex 2
nga EP‘P e —————— IR Private {p}

Tel: 01424 777877 Appoinknent Date N invoice Charge =

YA 0309010 Fri

¢ In the Due Date (AKA Appointment date), enter the date which has been agreed with the customer

and written in your appointment diary

e Choose Action New Job (F3) if you hawn't already done so earlier
e Enter one or more line notes to indicate the nature of the work required
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& Transactor 6.17 - WHILE-U-WAIT DENTAL SURGERY LTD - [New Job 20202]

ﬂFﬂe Wiew Surgeon Product/Service Action Reports Tools Window Help
# @ = © o Q I b | B Mr Gordon Brown

Surgeon Account... Direct Patient New Job

20202 24

Mr Gordon Brown (1302)

TT Retirement Villas Freferenie

Robertshridge, East Sussex N
NG 80P Private (p} %
Tel: 01424 777877 et U invoice Charge E~

(ST 260810 Thur

Code.. Description
SHADE
NOTATION R L

dentures causing soreness, may need new ones
have been inuse for 12 yeaurs

e Choose Book In (F7). You could also put the Job On Hold if you want to check and confirm the
appointment first.

You may have chosen to print a Job Ticket (Direct Patient) at this point.
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Jobb nox 20202
Patient: Mr Gordon Brown
Mr Gordon Brown
77 Refirement Vilas [%
Rokertshridos, East Sussex
Thi28 8PF
AT i 1302 Tel ma; 01424 777877
Received: 24/0810 oueDate:  26/08/10
TECH DATE
OK TO PROCEED # REJECTED
Oy Product Description
SHADE
MOTATION R | L

dentures causing soréness, may nesd new ones

hawe been in use for 12 years

Invoicing a Direct Patient after treatment

¢ With a clear Main Form type the patient surname into the Surgeon Account/Customer box and press
Enter. (This is a work-around solution so think of the Surgeon Account in terms of being the
Customer/Patient from now on).
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ft Transactor 6.17 - WHILE-U-WAIT DENTAL SURGERY LTD -[ ]

B Aisy Surgeon  Produck/Service . Acton  Reports  Tools

Direct Patient

S Peon BCToun...

Brown

Relerancs

UETHISILTES Private (p) * ||

B Surgeon Account Selector
Fird |Brown h Find |

Sungeon name ; Practice name & addiess (of * Invoice addiess anly)

(coi | [ Brown. Gordon M

Broven, Jessica, Mz

* 24 Mung Bean Street, Battle, East Sussex, TH24 EE

If this Direct patient was given an appointment, or been treated here before, they should be listed under
Surgeon Name, choose Select, or Add New.

e Choose Surgeon/History, or double click the Customer/Patient address, to bring up the History list.
¢ Right click the row with description 'Job Booked In' and choose Select onto Form. If it's not there, see

Booking an Appointment /113

I Surgeon Account History: Brown, Gordon, Mr (1302)

Irwvosce Date  DocMo PATIENT Amount Faid Balance
T i e

1 found Totsloperc 0,00 CURRENTBALANCE [ 0.00]

Optiores... i @ Black items are Locked' [cannot be changed) Close

e Choose Action Modify (F4)
e Enter the financial line items such that the total amount is correct
¢ Choose Surgeon - Add Payment (CTRL-P) if the customer/patient is paying now
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W Transactor 6.17 - WHILE-U-WAIT DENTAL SURGERY LTD - [Modify Document 20202]

ﬂﬂe View Surgeon ProductfService  Action Reports Tools Window Help =8| X

# & : & ¥ Q = ' ® MrGordenBrown B

Surgeon Agcount. Direct Patient
Kr Gordon Brown (1302) 38000 C

Madify Modify Job
20202 240810

77 Retirement Villas Reference
?:;:p;n;::ﬂﬂ& East Sussex RPN o fvate (0)

Tek 01424 777877

T [ivoice Charge Z]~

LR 250810 Thur

Diegoription

SHADE
NOTATION R L
denmtures causing sof eness, may need new ones
have beenin nse for 12 years
0601 FF Aciylic Dentures inclusive J20.00 p 1 380.00

000

Doc Balance: 0.00

Notice that the Doc Balance (shown at the bottom left) will not be 0.00 if the payment is not
correct.

e Choose Action Book Out (F8)

Configuring Transactor for Operating as an In-House Surgery or
Denturist Department

¢ Install Transactor onto a separate pc from a trial CD, full installation CD or from the website download.
e Use the Setup wizard to setup the company name, product list etc but do not enter any Surgeons or
Practices.

If you wish to import a similar product list and prices from another Transactor installation, you can
restore from a backuplod, then selectively purge unwanted data as follows:

¢ From the Tools Menu choose Utilities - Clear Database
¢ In the Clear Database dialog, tick to delete the Transactions, Surgeons and Practice records only,
then choose Clear Database
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Litilities

% CAUTION - For technical support use only

Clear Database

WARNING: Thas utily will delsts jecoids lrom pous Transacho dstahase,

% % %

¥ Delete o Toantaction recoeds (ie. Jobs/Documents and Payments)
¥ Delete o Sungeon and Prachics recoids D&
I Delete = Products and Sevaces

l CLEAR DATABASE | [ Cancel |

Add a Surgeon Type of Direct Patient

¢ In the Setup Wizard add a new Surgeon Type 'Direct Patient

Add Mew ﬁ.l.lri_l_::u-n I'ﬂw n I

|} Ty Hame [redandt Price Band
[oF |Dieect Pafert [Preate fal =l
Payreent Teims Dhed st Croit Lirrl
{0 peesertstion of Irvoice ]
- Gethernant DRcount
Rte (%) Dan :
Il Rabe and Days s nor-zers, this enabies
0 |[I “Soltiernen Discount’ Lo be olfesed on mortihly
shabements. The decount B offesed off an
accourts” cument month ales bolsl
Applcable o Feports: Stabemant [monthly] and
Shmtpsmerdt [unpad rneoace:].
[T
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12.2 Using the Setup Wizard
Use the Transactor Setup Wizard to set many common Configuration and Preferenceli1]) items.

The wizard starts automatically (until you set up your laboratory name) after you start the Live
Transactor, thereafter you can start it at anytime from the Tools menu or toolbar..

When you first Set up Transactor for your labl12) you would typically follow the on screen instructions on
each page, pressing Next until you get to the last page.

After clicking Finish/exiting the Wizard you will have a blank Transactor window so either click FORM A,
or exit and log back in to Transactor.

ff Transactor 6.17 - Devonshire House Dental Laboratory
File ‘isw Swrgeon ProduckfService Action Reports Tooks Window Help
# 0 0 & @& #« g BE 4 4 ¢

To run the Setup Wizard

e On the Transactor tool bar, click the Setup Wizard icon.

#

or

e From the Transactor Menu choose Tools-Setup Wizard
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Thiz Wizard aloves you to eazhy view of make C
Tramzactor seltings.

‘fou may chck Finizh al angy time.

é supportiEiransactor couk %

Click Next tocontnue

sewpwizd . =00
Transactor Setup Wizard

The Wizaed can be re-slaibed by choasing "Setup 'Wizard ., from
the Tooks menw, o by cicking the wazand button on the tookbar,

IF pous nesed beelp, izt our weebesbe ol weene bransacton cok o

[for Free Triad o¢ Fammium
suppoited usars onl)

=

hamges to wou

-

01424 77FeTT

Advanced .

Help | Skip To | Laborabory Mame & Addess

Met » |

=]

Firish |

If you have already been through the initial Setup Wizard and
can use the Skip To control to go straight to one of the pages

know which specific item you want, you

To show more advanced setup items in the Setup Wizard

¢ In the Setup Wizard's start page, choose the Advanced button.
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Transactor Setup Wizard

Advanced - Wizard Setup x £ 16 Jona

The curent pages achvated in the wizard: -

v Labaratory Mamne and Addiess

i wd. fiom
| Categones = toclba,
¥ Usars/Technici
¥ Price Bands
7 € ecson Tiras ok o
W On Bookout Ophors FITeR
[ Staiting Numbers S
_ ¥ Data Backugs pars oniy)
W7 Swoeons and Practices
Advanced Button FDEWP’.&HHE
i v Surgenn Accounts
Advanced.. Help ¥ Products and Services Mexl
W Plinting Setup '
¥ EndPage

(E. Cancel

The Advanced button gives access to a set of tick boxes which turn on or off, visibility of some of the
pages. In the basic system for example, the Nominal Categories, User\Technicians and Surgeon Types
are hidden until you Enable these.

See also
Getting Started[10)
Enable username and password log inf143
More Advanced Procedures|[148)

12.2.1 Laboratory Name & Address

On this screen, enter the basic details about your lab. It's worth doing this carefully, as some of the
detail you enter on this screen will appear on documents such as Inwices and statements.
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Setup Wizard
Laboratory Name and Address %
our labaratomy name and address details =

Laboratory name !DentaLab Limited

Owner name !Juhn Smith

Street! |17 High Shiest Telno.1 {07424 775007
Street? I Telno2 !
Town ]Battle ;

 Information-

County  |East Susses ]
Postcode {TH33 Q&E

Courtry l You can put your MDA number

@ here if you wizh. The contents af
thiz bow iz printed on invaoices &

Ernail !Sales@dentalabLtd.CD.uk statements below vour lab name &

Wiehzite Iwww.dentalabLtd.CD.uk R deils

Gota Start | < Back | Mest > g Finizh

12.2.2 Categories

Categories group sales and payment transactions for accounting and reporting purposes.

You may need to enable this advanced setup pageli2diif it is not isible in the setup Wizard.

To Rename a Nominal Category
¢ In the Setup Wizard, Categories page, highlight the Category you wish to rename (GOLD)

e Click Modify
CaiMo Mam= Mominal  TranDr  TranCr  Class
E0 SLACCTS RECVELE 4010 0 - Jol e
a0 COST OF SALES/SK 8020 0 — Q
a5 STE/ ST IN HAMD 1600 0 Mo
100 CARRIAGE ez 5l SC 2 L
110 MaTERLALS 7010 sl SC 2
115 OTHER 20 Sl sC 2 Delete.. ]
116 PROSTHETICS 7050 5l sC 2
120 CROWH & BRIDGE 7051 gl SC 2
122 CHROME 752 sl sC 2
ORTHODONTIC 7054 S
—_ [y

¢ Edit the Category name. (eg. GOLD to PRECIOUS METAL).
Caution: If you already have transactions which were assigned to this category, those transactions will
now reflect this new Category name.

¢ |f you wish to change the Nominal Number to reflect your external Financial Accounts System then do
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so here, it has no effect on Transactor other than showing alongside the Category name in the
monthly accounting reports.

¢ Click Close, then click Finish to exit the Wizard.

After exiting the Wizard you will have a blank Transactor window so either click FormA, or exit and log
back in to Transactor.

Categories @

Sel up your productfzervice categories

Catio MName Morinal  TranDn  Tranlr  Class
2] SLACCTS RECVBLE 4010 1] "~
&0 COST OF SALES/SK. 8020 0 —
25 STES STE IN HAND 1600 1]
100 CARRIAGE fogz sl sC 2
110 MATERIALS 7010 9l sC 2
115 OTHER 7020 sl 5C 2
116 PROSTHETICS 7050 1| sSC 2
120 CROWM & BRIDGE 7051 Sl sC 2
122 CHROME 7052 sl SC 2
124 ORTHODOMTIC 7054 =1 SC 2
PRECIOUS METAL 156 g SE 2
130 SALES-DISCOUNT 80%5  JD JC 18 s
200 BAME-CHEQUESCASH 5010 SF SR 4
205 BAMK-CRCARDS 5010 5P SR 4 =|
@ CAUTION ADVISED - if ou plan to make changes
GoloStat | Help <Back Nest > Firish

See Also
Nominal Categories[168
Accounts Reports|[162)

© 2010 Pearce & Robinson LTD, all rights reserved



125 Transactor Dental Lab

12.2.3 Users/Technicians

On this screen, you can enter or modify all the users and technicians who will be using Transactor.

Setup Wizard

Users/iTechnicians

Add all the people who will be uzing Tranzactor (including technicianz)

Username Full name

UserCode

W AcdNew. |
MANAGER M anager 'y MGR

hodify. ..
Delete...

W Enable Logon for Users

You can add new users, modify details of existing users or delete users.

Modify UserfTechnician »

Uszer nama
Full name |SMITH

Uszer code |J5
Fazzword |"¥"‘"“* %
Canfirm Pazzword I’“"“"d‘ "

— Prompt after Action - Clear Form

& DocMo  © Surgeomafc € Lineitems

~ Options -

v Maximize document form windaows
Iv Clear document form after Action

v Canfirm Action - Madify

i Initial S elections

Surgeon Type

ISurgenn ___i MHS [n] prices
[ue Date
— Prompt after Action - Modifu-  — <Tabz to ITDDA‘(’H i
" Reference I Reference O Bockeaut
r Boakou
" Usual Prices - Usual Prices |Eh El_‘_j
-
™ On Bookout ¥ On Bookout AGE
" Due Date W Due Date Fayment Method
& Line items W Internal Mote |EHEGUE __:j

Advanced... i

Ok I Cancel 1

When you add a new user you need only enter the basic information and click OK. eg. Username, Full

Name and User Code, leaving the other items as they were.

Advanced
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Advanced User Preferences will allow you to grant or deny access for certain actions and reporting
facilities to different users. This is covered in the User Preferences (153 section.

See Also

Enable username and password log in[143
Change a User Passwordfi43

User Preferencesis3

12.2.4 Price Bands

Price Bands %

Set up price bands to hald prices for pour products and services

D MHarme Toolz

n MNHE Add Mew...
i Independent Change band prices by a percentage... ‘
p Frivate Modity
Copy prices from one band to anather... ]
Delete. ..

@ Price bands hold your different price listz. Transactor allows you to have up to 28 price bands.
Choose Mext bo accept the price bands shown, otherwize vou can make changes by highlighting items in the list and
clicking Modify... or Delete... To add more price bands click Add New...

Gaba Start £ Back | Mt = rﬂ\' Firizh

Here, you can set up different Price Bands, which would typically be groups of prices. In the Transactor
example company, we have set up 3 Price Bands, but you can change these, and Add New, Modify or
Delete as you wish.

The advantage of having these groups of prices is that at some time, you may want to make, for
example, an 'across the board' price increase, and rather than go through all your products changing
prices individually, you can Change band prices by a percentage (see abowe).

And if you want to set up a new Price Band, rather than create new prices individually, you can use an

existing Price Band on which to base prices by clicking Copy prices from one band to another. You can
then, if you want, fine-tune individual prices.

How to add a new price band and base it on an existing price band

In this example we'll create a price band for Direct customers suitable for sales from a Denturist or In-
House Surgery.
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* In the Setup Wizard[128) click Next until you arrive at the Price Bands page.
e Click 'Add New' to add a price band named 'Direct'

¢ To base the new Price Band on an existing one by choose Copy Prices From One Band to Another.

B
Price Bands @

Set up price bands to hold prices for your products and services

S
Chck to Copw

Prices from an
I Mame <t P oals
NHS '
:‘ Iindapendont Cud Band over to

the new one

Copy Prices from one band lo another >
F!mhﬂbmd!ﬁ'mdc *-"I Tnﬁbebuﬁlmvl

Price bands hold wour different price
Choose Mext to accepl the paice bar
chcking Modily.. o Delels. To sdc

Copies prices of ALL Products &
Senvices Fiom the band on the leit 1o

Goto Start |
the band on the night.

Help

| Ne |

Yes

e Then choose 'Change band prices by a percentage' to achieve your Direct prices.

Change Prices by Parcentage x
Prices band] Mﬁ-

Peicerdage change [+ o ] % |25

Changes prices of ALL Products &
Semvices for the selected price band.

Q =]

You may now use the Products and Senices[143 page to tailor individual prices to suit variations that are
not an exact percentage of the original price band.

12.2.5 Surgeon Types

Surgeons can be grouped by Surgeon Types but for simplicity, all Surgeons are initially assigned to just
one group (Surgeon Type: Surgeon).
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For most small Labs, sticking to the default (initially installed) Surgeon Type settings is ok so skip this
topic.

Initially, the Wizard will not show this setup page unless you ticked the box in the Advanced button on
the Setup Wizard's home page.

Setup Wizard

Surgeon Types %

Common propeties grouping of surgeon accounts

Defag  Settlement

Dafaull Credit ~ Discount
ID Type name Price band Lirnit Rate’ Dape  Tems

) Surgeon NHS BO00 1]

< Back l Mewt » I Finish

To change the settirll_gg for the default Surgeon Type
Start the Setup Wizard|12

¢ Choose Advanced and ensure Surgeon Types is ticked

e Choose Surgeon Types from the Skip To drop-down list

¢ Highlight the 'Surgeon’ Surgeon Type and click Modify
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Modify Surgeon Type

x

D Type Hame Diefault Price Band
: Surgeary INHS [n] % L]

Fawment Terms
130 Days

Default Credit Limit

JEDDD

Settlement Dizcount
Fate [%] Days
|0 |0

(1] | Cancel

You can modify the following

Type Name

Initially this is set simply to 'Surgeon' (recommended), however you could change this to
something else eg. 'Normal Surgeon'

Default Price Band

When you create a New Surgeon account, this is the price band that will be initially selected.You
can over-ride this setting in the surgeons account record

Payment Terms

Any Surgeon accounts that are of this Surgeon Type will have this printed on their monthly
statements under Terms'

Default Credit Limit

Any new Surgeon accounts with this Surgeon Type will have their on-screen balance flashing in red
if they have reached this credit limit. You can over-ride this setting in the surgeons account record
Default Discount %

Any new Surgeon accounts with this Surgeon Type will start with this discount % on new jobs.
You can owver-ride this setting in the surgeons account record.

Settlement Discount % and Days

An internal note of Settlement Discount which has been agreed. Not used by Transactor for
calculations. Not to be confused with the line Discount % which appears in the Customer record
and in the Dsc column on Jobs/Discount.
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Modify Surgeon Account 274 E
Surname Initials Title Frofessional titles [eq. BD'S)
|Beresford W [mr {BDS
[ company name ~ Type Ul o
DEMTAL PRACTICE ! - ]_..ﬁsua S
Berezford Dental Practice R Indep?n\chant hA
334 0ld London Road : ! |
Hazstings, East Suszes Ch Usual Frice handfor |
TN35 5EL Tef: 01424 952675 ﬂ 1S ko baltaio i g
from the Surgeaon type
INWVOICE ADDRESS V¥ Same as sbove Credit it Discount - YR
Street] ] RESFORD DEMTAL PRACTICE ]2DDD |D
Street? ] OLD LOMDON ROAD
Town ]= |45 Prafile...
County I Ei
Postcode | THEEEE Country

Why use more than one Surgeon Type

The Payment terms text which gets printed on the monthly statements comes from the Payment Terms
box in the properties for the Surgeon Type. For example if you have 9 surgeons on "14 days" and 23 on
"30 days" then you need to add a Surgeon Type to go with the default 'Surgeon’ type.

Sample Surgeon Types

Surgeons30 Payment terms printed on Statements: "30 days"
Surgeons14 Payment terms printed on Statements: "Strictly 14 days”

Don't forget to set the Type box in the Surgeon record to the relevant Surgeon Type.

There are other things such as Usual Prices which will be set for you when you add a new surgeon
account and select a Surgeon Type, but these can be over-ridden.

12.2.6 On Bookout Options

Here, you are given the option of specifying how you book out a job.
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Setup Wizard

On BookOut Options %

Selup job charging behaviour when a job is booked out

1] Option name Charge on bookout?

Add Mew. ..
hodify...

Delete...

IF wou ALWEY'S ‘Charge” (e, Invaice] for jobs you ‘Book Out’ - you can Delete any options where ‘Charge On
Bookout? is Wa'.

cBack [ MNew> |  Finish |

Typically, you will charge (invoice) for the work when you book it out, but for some types of work, you
may have other ways you wish to charge. For example, some jobs may be part of a much larger piece
of work, and you may have come to an agreement with a Surgeon that you won't invoice him until all
the work has been completed. This is where an option such as 'Ongoing' might be useful.

Explaining the 'On Bookout' box

This little beast does a lot to reduce inwicing errors and unnecessary typing but it does like to be
treated right. The right treatment means correct initial setup of the On Bookout Options[133 and the User

Preferences[153 by the lab manager.

The On Bookout box is displayed on the Main Form and shows what should happen as regards finalising
the job when the Book out (F8) action is done.

Surgeon

CREDIT LIMAIT

Mr J Beresford BDS (274)

.

Beresford Demtal Practice Oin Bookout

394 Old London Road [ T

Hastings, East Sussex g Independent (i) el
TN35 5BL N Charge [£] ~

Tel: 01424 952675

s
A 3001107 Fri

On Bookout - 'On-Going'
When the Job is booked out, it will be temporary without charging. If you retrieve the job details
[43 during this period, the Job Status will display 'Booked Out On-Going'

On Bookout - 'Charge’
When the job is booked out. An Inwoice will be generated on the system but may or may not

© 2010 Pearce & Robinson LTD, all rights reserved



Configuration and Preferences 132

be printed at this point depending on your configuration| 741,

Transactor can be configured to compliment most dental lab's ways of booking out and charging.

Labs that usually Inwice for each stage

If your lab is one which inwices for every stage (every time a job leaves the lab) then 'On Bookout'
should usually remain set to 'Charge' so that each job is automatically finalised when Booked Out
(F8). (Unless on the Main Form you change 'On Bookout' to On-Going before booking out[44).

¢ From the Tools menu, choose User Preferences
¢ In the Initial Selections group, set 'On Bookout' to 'Charge’

Initial 5 elections

Surgeon Type

M
| Sugeon Bl
Due Date Selection -
[TOD&T+7 On Bookout
On Bookout
|Charge

Fayment tethod
| CHEQUE

Labs that usually don't Inwice for each stage

If your lab is one which doesn't usually invoice for every stage, for example a multi-stage
prosthetics project then 'On Bookout' should usually remain set to 'On-going’ so that when Booked
Out (F8) the job won't be finalised. (unless on the Main Form you change 'On Bookout' to Charge
before booking out[44Y.

¢ From the Tools menu, choose User Preferences
¢ In the Initial Selections group, set 'On Bookout' to ‘On-going'

Or Bookout I

R

——

This setting affects the User Preferences for the user now logged on. If you have more than one User/
Technician involved with booking in and out jobs in Transactor, use the_Setup Wizards - User/
Technicans 123 page to make the appropriate Initial Settings.

12.2.7 Starting Numbers

This page gives sewveral ways to control surgeon account and Document/Job numbering.
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Start[ng Numbers @

Specify nexdt sugeon account and documentfinvoice numbers

Mext new Surgeon Account number

¥ Autoaatic new document rumbers

Mext new Docurment/meoice number |1389

& jobis recorded on a document, so the document number iz the same a3 the job number.
A zingle job vall eventualy produce ONE imvoice, for sirplicity the invaice number iz the zarme a: the job number.

< Back | Mest > | Finish |

When you start creating Surgeon Accounts and Document-Jobs, the numbering will, by default, start at
1. See below if you want to specify your own Starting Numbers on this screen.

Surgeon Account Numbering

These numbers are assigned automatically as you add surgeon accounts to transactor. You can if you
wish, enter a starting number which must not be equal to or higher than any currently in use.

A Surgeon's account number is shown on the Main Form after the surgeon name in brackets. eg. Mr J
Beresford BDS (146)

Possible reasons to change the Next new Surgeon Account Number:

You may want Transactor Surgeon account numbers to be the same as your existing numbers. You can
only do this if you have not entered any surgeon accounts yet. Contact Transactor support if you want to
start again by purging your accounts. The method inwlves setting the 'Next new Surgeon Account
number" to the first one in your list of existing surgeons sorted by account number. Then add your
surgeon accounts carefully in the same order as your list. If you have any missing numbers create
dummy surgeon accounts to use up the number, then mark them deleted in transactor.

If you have two Laboratories or Departments working under the same company but with separate
Transactor installations, it may be advantageous to align your surgeon account records if both Labs/
Departments do work for these Practices. If this is the case, contact Transactor support who will be able
to help by duplicating your Surgeon records from one Transactor installation, into another.
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Document/Job Numbering

These numbers are normally assigned automatically as you book jobs into Transactor. You can if you
wish, type in your own job numbers on booking in. Alternatively you can keep with automatic numbering
(recommended) but assign a starting off number.

A Job/Document's number is shown on the Main Form at the top right.
Possible reasons to turn off automatic numbering of Job/Document numbers
You may have pre-printed Lab Prescription pads which you give to your surgeons, and you want the

Transactor Job/Doc number to be the same. Howewver also consider leaving Job/Doc numbers automatic
and using the Reference box for your Prescription reference instead.

12.2.8 Data Backups

When you exit Transactor, you are given the opportunity to do a data backup. The destination drive
for the backup operation is pre-set using the Setup Wizard's[i28 Data Backups page.

To Change the Default Data Backup Drive
1. Start the Setup Wizard and choose Skip to 'Data Backups'

2. Choose the drive letter where your backups should be located
3. Choose Finish
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Setup Wizard

Data Backups @

Choose the location for backing up your laboratory data
¥ Thiziethe Data Backin P

Which dizk drive do you
want to backup to? ]_ i

Typically: &=Floppy drive, C=Your internal Hard diive, D=C0/DYD, E onwards = USE removeable flazh memory drives.
Az alwaps with remowable media, store zafely away from dust, heat and zunlight.

Notes

The disk drive choice defaults to the 'C' drive, (usually, your computer's hard disc drive). If you havwe a
USB memory stick, for example, your computer will give this its own 'drive’ letter which you should
see in Windows Explorer when the USB device is in place.

For example if your backup location is set to E (a removable storage device) you will see the backup
files appearing in that drive's folder in Windows Explorer.

12.2.9 Surgeons and Practices

You will need a list of Dental Practice names, addresses and surgeon names for this task.
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Setup Wizard

Surgeons & Practices g

Preparing to add wour Dertal Practices and Surgeons

The nest 2 pages take you thiough the process of adding the names and addresses of the Dental
Practices you do business with and the names of the Surgeons who worlk Trom them.
*r'ou will need the following nformation ready:-
[1] List of Dental Practice names and addresses,

[2) Surgeon names.

@ IF!mrnber: You do not have to add all this mformation in one go, you can come back to the Wizard and enter more
ater on

cBock [ Mew> | Finsh |

¢ Click Next to begin data entry of Dental Practice name and addresses. (Note that the screen below
will be blank when you first start to enter practice details).

Setup Wizard

Dental Practices g

Add the Dental Practices your surgeons wok from

To add & news Dental Practice click Add Mew...
To make changes. highlight a Practice and click Modify... or Delete. .
“You can click ‘Mest' at any time to begin adding Surgeons to the Practices.

Practice Name Addiess

Baltle Dental Surge 24 Mount Sheet, Batils

ol partal Sugmy 31 Lonon o, pestibon'on

e urgery rn Road, BeshillOn-Sea

Bohesia Dental Practice 123131 Bohemia Road, 5t Leonards On Sea M
Cooden Dental Surgery 146 Cooden Sea Rd, Beshil-On-5ea

Grove Dental Surgesy The Grove, Battle Delete...
Hastings: Dertal Sungeny 202 51 Helens Park Fload, Hastings

Mercer Dental Sugeny 127 Grand Parade, St Leonards On Sea

Old Town Dental Surgemy 249 High Street, Old Toven, Hastings

Radford Dertal Fractice The Slade, Lambeihurst

Robertstadge Dental Surgemy 69 High Steet, Robertsbidge _IJ

< Back I Meswt » | Finish

¢ Click Add New... to start adding new practices
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Add New Dental Practice E

Name 1Batt|e Dental Surgery

Iw company name

Street] |17 HIGH STREET
Street2 ]

Town |BATTLE

County |EAST SUSSEX

Postcode | TH33 0AE Couttry

Telro |01424 777077
Fau/Tel |
EMail |

Mates...

Added: 2711/07

Modified: 271107 oK LCancel ‘

» Click Ok and then Add New again to complete entry of each practice. If you make any

mistakes, you can always choose Modify or Delete.

When you are ready to move on to entering surgeon details, click Next on the '‘Dental Practices' window.

Now with your Practices in the system, start adding the surgeon accounts. When you first start entering

surgeon details, this screen will be empty.
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Setup Wizard

Surgeon Accounts @

Add and aszign Surgeon accounts to dental practices

[rental Practices

Battle Dental Surgerny 24 Mount Street, Battle -
Berezford Dental Practice 334 01d London Road, Haztings
Chick to highlight Bexhill Dental Surgeny 41 London Boad, Beshil-0n-5e:
a Practice inthis  |Echemia Dental Practice 123-131 Bohemia Road, 5t Leonards On Sea
list... Cooden Dental Surgery 146 Cooden Sea Rd, Beshill-On-Sea
Grove Dental Surgery The Grove, Battle
Haztingz Dental Surgeny 202 5t Helens Park Road, Hastingz _:j

Surgeons att  Bexhill Dental Surgery
Then click Add G br 0 Warney

Add New..
New.s. tar adu:lta ﬁ Mr T Murphy
new Surgeon to ;
the selected ﬁ bdr P Micholzon
Practice... [ 2] Mr K. Savage

Goto Start I < Back I Mest » I Finizh

Click Add New... to start adding new surgeon accounts :

Add New Surgeon Account x
Surname Iritials Title Profezsional titles [eg. BD'S]
|Smith [ohn |Mr ESE]
[ compary narne Tupe T
-DEMTAL PRACTICE shilialies
Bexhill Dental Surgery ISurgeon :.J IMHS ..IJ

41 London Road
Bexhil-On-5ea, East Suzzex

TH33 3LE Tel 01424 783012

HFHICE RODEE S IV Same as above Credit lmit  Discount %
Sheat] |E:IE>ii-!ii_l_ DEMTAL SURGERY |5EIEID l':'
Sheet2 [41 LONDON ROAD
i Frofie.. |
County
Postcode |

Telno |01424 789012
Fax/Tel |
EMail |

Added 27411407 Modified: 27411407 MNotes. . I oK 3 Cancel
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And then OK and then Add New to complete entry of each surgeon account. If you make
any mistakes, you can choose Modify or Delete.

12.2.10 Dental Practices

Here is where you will add details of Dental Practices. Note that the screen below will be blank when
you first start to enter practice details.

Setup Wizard

Dental Practices

Add the Dental Practices your suigeons waik, franm éﬂ?

To add a new Dertal Practice click Add Mew. .
To make changes, heghlight 2 Prachice and click Modify.,. os Delete, .,
You can click Med' at any lime to begin adding Swgeons to the Prachces.

Practice Mame Address
Battle Dental Surgen 24 Mount Stieet, Baltle
Beresford Dental Practice 394 01d Lordon Road, Hastings
Beukdl Dertal Surgesy 41 Lendon Reoad, Bexhill On-Sea Modify
Bohemia Dental Fractice 123131 Bohemia Road, 5t Leonards On Sea
Cooden Dental Surgamny 146 Cooden Sea Rd. BexhdlOn-5ea
Grove Dental Surgeiy The Grove, Batte Delete. .
Hastings Dertal Sungery 202 5t Helens Park Road, Hastings
Wercer Dental Sungerny 127 Grand Parade, 5t Leonards On Sea
Old Town Dental Sumgeny 249 High Street, Ol Town, Hastings
Radfard Dental Fractice The Slade, Lambeikurst
Robertsbaidae Dental Sugery £9 High Sireet, Robertsbidge :,_l

cBack | News | Finish

Click Add New... to start adding new practices :
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Add Mew Dental Practice B

M ame 1Eattlt: Dental Surgery

v compary name

Street] 11 7 HIGH STREET

Street? 1
Town |BATTLE

County |EAST SUSSEX

Foztcode ]TNES &E Country

Telno |01424 77758771
FandTel |
EMail |

Mates... I

Added: 2711/07
Modiied 27/11/07 B % Cancel |
And then OK and then Add New to complete entry of each practice. If you make any
mistakes, you can choose Modify or Delete.

12.2.11 Surgeon Accounts

Here is where you will add details of surgeon accounts. When you first start entering surgeons and
practices the list will be empty. If you have not yet added your Practices see Dental Practices[133
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Setup Wizard

Surgeon Accounts @

Add and assign Surgeon accounts to dental practices

Dvental Practices

Battle Dental Surgerny 24 Mount Street, B attle -
Berezford Dental Practice 334 0ld London Road, Hastings
Click to highlight =R N I E= = 41 London Baad, Beshill-On-5e:
aPractice inthiz | Bohemia Dental Practice 123-131 Bohemia Road, 5t Leonards On Sea
list... Cooden Dental Surgery 146 Cooden Sea Rd, Bexhill-On-Sea
Grove Dental Surgen The Grove, Battle
Haztings Dental Surgerny 202 5t Helenz Park Road, Hastingz ;;

Surgeons a:.  Bexhill Dental Surgery

Then click Add [ br O Varriey
Mew... toadd a br T Murphy

new Surgeon to ;
the selected kr P Micholzon
r K. Savage

Fractice...

Add Mew..

frefacioe

[Gato Start | < Back I Mest » I Finizh

Click Add New... to start adding new surgeon accounts :

Add New Surgeon Account x

Shiviaie: Iritials Title Professional titles [2g. BDS)
[Smith [John |Mr EBE]
[ company name Type el |
-DEMTAL PRACTICE #ual prices ;
Beshill Dental Surgery IS'-'"EIEDH :_j INHS __:j ‘

41 London Road
Beshill-On-5ea, East Sussex
TH39 3LE Tel 01424 729012

INVOICE ADDRESS v Same as above Credit vt Discount %
Strestl [EEXHILL DENTAL SURGERY [ in
Street?
Town ﬂl
County
Postcode County |

Telno |01424 785012
Fax/Tel |
EMail |

Added: 2741407 Modified: 27411407 Motes... l ok 3 Cancel

And then OK to complete entry of each Surgeon Account. If you make any mistakes, you
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can always Modify... or Delete...

12.2.12 Products and Services

Here is where you enter details of the products and senices you deliver. Note that this screen can be
sorted either by Code or Description.

Setup Wizard

Products and Services @

Add your products and services with prices -
7+ Code I Desciplion NHS Indepe.  Frivat.

410 T eeth Chiome [Skel Mulipl. 107.55 138.20 Add Mew...

48T 48 Teslh 3750 65210 6281
4-8TCP 4-8 Teelh Chrome [Flate) 101.50 122.85 13563
AlC iy Jacket Crown 1515 1750 2000 _ Modiy...|
BCNP Bonded Crown [Men-precious] 47,48 79,80 8228
BCF Banded Crown [Preciaus) 5502 8360 9246 Delete... |
BCSP Bonded Crown special edition 5453 8560 9340
BPHMP Bonded Portic [Mon-precicus] 41,90 4435 4928
BRNP Bonded Retairer [Non-precious] 51.39 BB15 95 26
CCR Cold Cure Reline 17a7 18.00 21.50
DEGUSTAR F FPD AG BOMDING ALLOY 12,00 1250 15.20
FF F/F 7382 12450 137 .45
GEM-CB Gereral crown & bidge iten
GEM-OTHER Gereal [other) item j

To add a new Product or Service, click Add New.

You can make changes by highbaghting ibems in the 2t and clicking Modify._. or Delete..

< Back | MHewdt » | Finish

Click Add New... to enter new products and senices :

Add Hew Product/Service

Code Description Category
! | [oTHER |
1~ Prices - Band Price —|
NHS [r]) Sheln
Independent [i] ’ -I
Fiivate [p]

Defauk Quantity |1

[ Can modify description

¥ Discountable

[T Dionok print on invoice

[ item iz zeio value]

Mare... | | 1]:4 l Cancel

And then OK to complete entry of each Product/Senice. If you make any mistakes, you can always
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Modify... or Delete...

M Products and Services

[ State ITEM -
Find by Code | Find | [seLES ITE | e
@ Code " Desergiion Price |NHS =] swck  [Categoy
410TCSM 4-10 Teeth Chiome [Skeld Multiphs) 107.55 = Prosthetics
48T 48 Testh 3750 peg Piosthetics
4-8TCP 4-8 Teath Craome [Plate] 101,50 yez  Prosthetics
AIC Acryhic Jacket Crown 15.15 pes CiowndBridge
BCNP Bondad Crovan [Morrprecious] 47.48 yes CrowrsBridge
BCP Bonded Crov [Frecious) 55.02 yes CrowmdEridge
iIC5P Banded Ci pecial ediion 3 pac B
BPNP Bonded Pontic: (Mon-precious) 41.90 ver  CiowndBridge
BRNP Bonded Fetane: [Mon-precious) 51.29 pes CiovwméBridge
CCR Cold Cuge Reline 1717 = Other
43 found

Cloze

Code Descaiplion Category
|ECsF |Bonded Crown special ediion [CROWNABRIDGE
Prices Band Fiice
i NHS () [5453 State
Choose 'More' if wou Independena i [8560
wantto assign a Private (p] 9340

Default Technician or
other advanced
settings for stock

control.

Tick 'Can Modify Descirption' if
wou may want to change the
descriptionwhen added as a

Line lterm.

Default Quantty [1

I Can modify desciption

¥ Discountable

[~ Da not print on invoice
[# e is zero vahue]

0K

Choose 'More' for Technician and Stock Control settings.
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ProductfService Praperties ] ﬂ

Code Desciiption Categony
[Gow [60% Gold Grams) [oTHER =~
- Prirge - Band — = =
ProductfService Properties - More E
~ ¥ Technician [~ Wtk required - ¥ Stock Conkied —
Prsfensd iy In stock [192.30
-
Cluaniny In
Stock cannot
[Feneconanls be added
Code Qi Desc§  here. See
Stock
Movements

Technician

Tick if you want to assign a Technician to each line item (product/senice) put on jobs. If you have a very
small lab and most units go to just one Technician, choose a Preferred technician to save typing. This
can be changed when you add line items to a job.

Work Required
Tick if you intend to do advanced reporting and analysis on work outputs, using a 3rd party reporting tool
on the database. Assign an average work time per unit (in minutes).

Stock Control
Tick if this Product/Senvice is a physical item (eg. Articulator) and you intend to keep track of the
quantity in stock.

Components
Add components if you want one product code to add several more line items to a job.

See Also
Stock Control Items /681

12.2.13 Printing Setup

If you are setting up Transactor for the first time you may click Next to skip this page for the time being.
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Initially you will be able view or print documents such as Despatch Notes from the simple Preview
Window.

If you are familiar with the requirements of Setting up printers etc and wish to optimize the printing
process now, read on.

Printing Setup %

Setup evemnthing to do with printing/output to printers, files and batch queues

Setup or madify Output/Print channels to printers; files and

batch queuss Output Channels. .. I

Setup or modify Printout Type properties of [nvoices, Delivery

Mates, Credit Maotes, Job tickets, Reports ete... Printout Type Properties... |

Setup or modify usual printing preferences when Actioning

jobz/documents eg. Booking jobs In and Out et Eniliag oo Lo celon.: I

Tranzactor initially azsumes printing is to blank &4 stationary.
Chck ‘Output Channels...' b aszign pour printer(z] to a Tranzactor 'Output’ name.
Click 'Printing an Caonfirm Action. ' to pre-set default printing. choices when &ctioning Jobz.

Goto Start ¢ Back | Mext > r_\] Finizh
%

e Advanced - Allowed Printout Types for Document States

Setup or modify the allowed Printout Types for each Document State. You should not need to change
these settings.

e Output Channels

Setup or modify Output/Print channels to printers, files and batch queues. See Printer Output
Channels 1531

¢ Printout Type Properties

Setup or modify Printout Type properties of Invoices, Delivery Notes, Credit Notes, Job tickets and
Reports such as Statements and Price Lists etc.. These properties include paper size, font size and
switches for printing to pre-printed or blank paper. See Printout Type Properties@

e Printing on Confirm Action

You can pre-set the way Transactor handles the usual printing of job tickets, delivery notes, credit
notes, inwices and queries when you perform an Action (ie. Book In, Book Out, etc).

The Print on Confirm Action window allows the lab manager to pre-set the usual printing settings
which appear in the Confirm Action window according to the Action being performed.

See Printing On Confirm Action|74)
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12.2.14 End Page

End Page @

And finally. ..

Congratulations!

“You have completed the Tranzactor Setup Ywizard.

Remember, you can re-start this Setup Wizard at any time to add new surgeons, products and services, and
adjust prices etc... [Chooze Setup izard... from the Tools menu or click the wizard button on the toolbar]. @

Here are some more settings [they are alzo available from the Toaols menu);-

Customize the level of pre-zet details vou want to record with eachjob - Mew Document Setup... ‘

Perzonal preferences when you logon and use Tranzactor User Preferences... ‘
To quickly learn how to uze Tranzactar, try the @ Full help guidance iz available in Transactor Help.
'Coffee Break Touwr'. See the shortout on pour Help can be started from the Transactor Help
“Windows desktop. menu or from the toolbar.

Goto Start < Back

See :
e New Document Setuplish
and

e User Preferences[152)

13 More Advanced Procedures

The chapters in this section describe functions and procedures that are more advanced. Once you get
used to working with Transactor you may use them just as frequently as the functions described in the
Basic Working Procedures (401 section. However, is probably a good idea to wait until you have a good
working knowledge of the program before you start studying these chapters.

13.1 Users, Technicians and Passwords
In the standard single user transactor installation, by default you will not need to log into Transactor.
This is an option that can be turned on by Enabling Username and Password log inf48)
In Transactor the user list can consist of:

e Anyone in your lab who may log into Transactor
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and/or

e Technicians who you may wish to assign job items to when booking work in

Users/Technicians @
Add all the people wiha will be uzing Transactar fincluding technicians] -
Usemams Full name UseiCode
JOHM John Jones S M
MANAGER Manags; MGR SEHN
Peter Similk Modiy.. I
Delete,.. |
[+ Enable Lagan for Users

Gota Start Help ¢ Back | Mext » I Firizh

Also See
Assign technician and work units to items[64

13.1.1 Add or delete a user

e Start the Setup Wizardh28) and skip to the Users/Technicians page

Users/Technicians

Add sl the people who vall be wzing Transactas [including technicians]

Jzamane Fuill narme UzeiCade

JOHM John Jones 4 Add Mew...
MAMNAGER

=l
FETER Feter Smith =

i

¢ In the list, highlight the User and choose 'Delete'
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e Choose 'Yes' to confirm.

See Also
Enable username and password[143

13.1.2 Change a User Password

e Start the Setup Wizardl28 and skip to the Users/Technicians page

Users/Technicians

Add 2l the people who vall be wzing Transactos including technicians]

Uzamanme Full narme UzeiCode

JOHN John Janes 4 Add Mew..
MANAGER M anage MEGR

PETER Peter Smith Ps

Delete

i

e In the list, highlight the User and choose ‘Modify'

e Enter the new Password into the 'Password' and 'Confirm Password' boxes and choose Ok.

See Also
Enable username and password log inf143

13.1.3 Enable username and password log in

In the standard single user transactor installation you will not need to log into Transactor. This is an
option that can be turned on using the Setup Wizard.

Enabling username and password log in

e Start the Setup Wizardh28 tool
¢ In the Setup Wizards start page, click the Advanced button, tick Users/Technicians and click OK
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‘Advanced - Wizard Setup__

The curert pages aclivated in the wazand: - |

¥ Laboratony Mame and Address |

[ Categories [

¥ Uzers/Technicians '

¥ Fiice Ban

I~ Surgeon Types shonle
Uszerz/technicians wizard

[¥ On Bookeut Dpti page

[V Statiregs Mur

¥ Data Backups

¥ Surgeons and Practices

¥ Dertal Practices

¥ Surgeon Accounts

[v Products and Sesvices

¥ Fiirling Setup

¥ End Page

Ok, I Cancel

¢ Click Next until you get to the Users/technicians page
¢ Tick Enable Logon for Users

swpwiz .
Users/Technicians
#dd all the people who will B2 wsing Transactor (including technicians]

Lizesrame Full nae UzerCode
MAMAGER b aroe MIGH Add Maw, .

Maodiy...

Dedete..

Tick Enable Logon for
| zers

V¥ Enable Logon for Users

NOTE
MANAGER is the only user account set up initially after installing Transactor. MANAGER has a blank
password by default so initially you can log in quickly without entering a password.
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See Also
Add or delete a user[147

Change a User Passwordf43)
User Preferences 152

13.2 Printout Type Properties

To Configure Printout Type Properties

¢ |n the Main Form, from the Tools Menu choose Printing Setup - PrintOut Type Properties

Setup or modify Printout Type properties of Inwices, Delivery Notes, Credit Notes, Job tickets and
Reports such as Statements and Price Lists etc..

These properties include paper size, font size and switches for printing to pre-printed or blank paper.

Printout Type Properties A E
¥ Enabled

F Foarnat
|44 210 297 mm |

- Pint Dretad ines
¥ Tite |:EI StarFow Oifset
[ Your lab name and address ITFMWB[?-‘IB‘]
[v Separator lines 5 A :
¥ Document headings ow 930 (0-50)
[ Colurn headings for detsl fines ;
¥ Sublatal headings 0 Patient XPos
|:IJ Palient ¥ Pos
D Sie
Phctures- _
File: name & extension
mmmﬂdf,fs of (b o i) XPas Y Pos
[0 Hpintofiet [0 ¥ pint offest i;:-:?gdl;ﬂ-a mddiext2 vl 33 [2:595

L] Access Level -3
Meszage

Also See
Creating A Letterhead|76]

13.3 Printer Output Channels
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To Configure Output Channels
¢ In the Main Form, from the Tools Menu choose Printing Setup - Output Channels

Setup Outpul Channels

Global Satlings Local sssignmants
Oulput Name Outpud Type

|Batch Dueus |Bachqueue |

[Puinted | Friniter »| | issignto printer,.
|Fie 7 Emal |File Paih > || |EADutbox

| T —

| | Mot used |

| | Mot used |

| Mot used =

| ]Hnt uzed j

| | Mok used =

Output Name

This is your chosen assigned name, it could be ‘Lazer Printer' for example

Output Type
Batch Queue : Sends the document or report to the batch queue for printing later via the Print
Managerm
Printer : Sends direct to the Assigned Printer (see the Button 'Assign to Printer’)
File Path : A special file will be created in the specified Folder. Requires a Report Viewer available
from Technical Support however if you wish to create PDF files suitable for emailing see How to
Email Documents. Inwices or Reports[173

13.4 New Document Setup

You can configure Transactor to automatically have a certain layout on the screen when a new job is
started. Any of your existing predefined Line Notes can be made to appear in the new job.

Choose New Document Setup... from the Tools menu.
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Mew Document Setup E

1 Wihen starting & |[RERRUE:

The following LIME MOTES will be added:-

Line note coda

PATIENT v}
SHADE i

Description

WOTATION *|l R

Apply ; ! Cloze |

From here you can customise the level of pre-set details you want to record with each :

e New Job
e New Credit Note
e New Query

152

You can specify up to 6 line notes that will be automatically added to a new blank document (ie.
when you choose Action... New Job, New Credit Note or New Query).

Select the line notes from the dropdown lists. To remove a selection, choose the blank entry at the

top of the list.

13.5 User Preferences

These User Preferences can speed up and simplify your work with Transactor.

To Change User Preferences

e Start the Setup Wizardh28 and go to the Users/Technicians page
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Setup Wizard

Users/Technicians %
Add all the peaple who will be using Transactor (inchuding technicians) -
Usemame Full name UgesCode
John Jones JJ Add New...
MANAGER Manager MGR [ BdiNen. |
MICE, Mick Moore M Moy
FETER Peter Smith F5

I Abways Logon

< Back Mewt > Finizh

¢ In the list, highlight the relevant User and choose ‘Modify'

Modify UserfTechnician b

User name ;;.’.Li'\—“

Full name |SMITH

Uzer code ;JS_

Password W‘ %
Confirm Password {’T

— Prompt after Action - Clear Form -

~ Optionz

[v M awimize document form windows
v Clear document farm after Action
Iv Camfirm &ction - Modify

- |nitial Selections -

@ DocMo ¢ Sugeonadc € Line items Surgeon Type .
!Surgenn _:j MHS [n] prices
) ! Due Date
- Prompt after Action - Modifty - — <Tab: to- ITDDA“(H 0
& Fieferencl:e I Heferenc.:e OF B 30ko
" Usual Prices ¥ Usual Prices IEh El_]
¢ On Bookaut ¥ On Bookout B
& Due Date ¥ DueDate Fayment Method
& Line items ¥ Internal Mate !EHEE!UE _:J
Advanced... I Ok I Cancel
window Field Description

Prompt after Action... Clear Form

Cursor prompt position on the Main Form after
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Action... Clear form

Prompt after Action... Modify Cursor prompt position on the Main Form after
Action... Modify

<Tab> to Cursor prompt positions included (ticked) and
excluded (un-ticked) when the user presses the
TAB key.

Options... Maximize document form When Main Form windows are opened they

windows automatically maximise within the Transactor
main window.

Options... Clear Document Form after The Main Form is cleared automatically after

Action Action... Book In, Book Out, Hold,...

Options...Confirm Action... Modify After choosing Action... Modify, a window asking
for confirmation pops up.

Initial Selections... Surgeon Type Your preferred surgeon type.

Initial Selections... Due Date The default Due Date after Action... Clear form.

This can be blank or a specific date or TODAY +
or - a number of days.

Initial Selections...On Bookout The default On Bookout option after Action...
Clear form
Initial Selections... Payment Method Pre-selected method when Payment window is

invoked to add a new payment.

Advanced User Preferences
Clicking the Advanced button will allow you to set further user preferences.

These preferences can be useful where the lab has, for example, a hierarchy of users, with the most senior
user(s) being able to access the Maximum number of reports available and actions allowed, with more
junior users accessing the Minimum number of reports available and actions allowed. 'L1' and 'L2" are
intermediate levels between Maximum and Minimum.
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Yiew Recent Hiztory

Usual number of entries listed [10-500]

Access

v MANAGER - can manage users and printing

User Preferences - Advanced x

'‘Surgeon Account Selector view

IName, Practice LJ

Actions allowed -

v Can add new products and services O Min L1 L2 Max
[v Car do refunds Actonz =
¥ Can suspend/delete 5urgeon Account(s) gggt Ed?ﬁ;b e
[ Do nat digplay Surgeon &/c Balance Book OutJob Ongoing
Clear Form
-~ Reparts allowed- Copy to New Dracument
" Min " Lewell Lewel2 (% Max gz:g:z E;Ebd't MNote
Aged Debtorg a“ Delete Query
Audit Trail Dezpatch Back Orders
Booked In ltems Finalize Credit Hote
Booked In ltems Summary Finalise Guery
Booked in jobs Haold Job
Booked Out Jobs Hold Query
Delivery Nates by Due Date % MDd!f}' Credit Mate
Log History Mod!f_l,l Job |
MHew Booked in jobs by boak in date] Modify GQuery
Paprments Mew Credit Note
Practice Summary [date range] Lj Mew Job Ll

You can also setyour system up to grant or deny users the abilityto :
e add new products and services

e give refunds

e suspend /delete a Surgeon Account

¢ display Surgeon Account Balance

13.6 Changing the Form Text Font

Choose Font... from the Tools menu.
You can change the font of the text on the Main Form to a different size and style.
This won't change the fonts used in list windows.

13.7 Maintenance Menu

Transactor provides a Maintenance Menu - available from Transactor's program group when you
install Transactor. (From Windows, Start... All Programs... Transactor v6.1... Maintenance Menu).
See below.
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B Transactor 6.1 Maintenance Menu

Ensure Transactor is closed [not running)
before using these tools

Backup Database

Restore From Backup

Repair Database

Re-lndex Database

Set Database Location

Convert old db to vB.1

Close

Database Location: citranb1Ylablliveldata

Warning

Improper use of the Maintenance Menu facilities could damage your Transactor data. If you are not
an IT professional Contact Usfis3) before using these functions.

Backup Database

This provides you with an advanced way of backing up your data. It is done when Transactor is not

running.

1. Close Transactor if it is running

2. In Windows, select Start... All Programs... Transactor v6.1... Maintenance Menu

3. Choose '‘Backup Database'

4. You will be prompted to enter a location and filename. You could include today's date as part of the

filename, to help you uniquely identify the backup. Filenames (before the '.zip’) must be no more
than 8 characters long and must contain (a combination of) only letters and numbers.

5. Click OK.

Restore from Backup

This provides you with an advanced way of restoring your data. It is done when Transactor is not
running.

1. Close Transactor if it is running
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2. In Windows, select Start... All Programs... Transactor v6.1... Maintenance Menu
3. Choose 'Restore From Backup'

4. You will be prompted to enter a location and filename (see abowe).

5. Click OK.

Repair Database

This option repairs the unlikely situation where data files may have accidentally become corrupted
due to computer crashes, power loss, etc. After this Repair Database operation, you must then
choose 'Re-Index Database' (see below).

Re-Index Database

This option rebuilds all the database indexes (keys) from scratch, and doesn't affect any data. It can
be used if you get any 'key out of date' messages on your system.

You should always re-index the database after doing a Repair (see abowe).

Set Database Location

When you first install Transactor, the default database location - where your data is held - is set to
c:\tran61\lab\live\data. There would usually be no need to change the database location, but you may,
for example, want Transactor on a different drive or in a different folder, so this option allows you to
change the location.

Convertold db to v6.1

If you have a previous version of Transactor, and you want to convert it to version 6.1 :
e Make a note of your old Transactor print settings

e Choose the location of your old Transactor (usually c:\Tran61\lab\exe\Tran.exe for Transactor v
5.2 users) and click OK

All your data will now be transferred to your new Transactor v 6.1. Note that :
e Delete any old desktop icons you have for previous versions of Transactor

e Re-apply any old Transactor printer settings to your new Transactor using the Setup Wizard
14

13.8 Verify your data backup
It is unlikely that you will ever need to restore your data from a backup, but it does sometimes happen.
You can never be sure that your pc will not suffer a power interruption or hardware failure just at the
wrong time. Usually the data can be repaired or re-indexed in place by using the Maintenance Menult53

howewer if the data is badly damaged you may need to restore from a backup.

The most secure backups are to an external device such as a USB memory stick.
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With a small about of care and effort you can periodically check the integrity of your backups.
There's the Daily Check that takes just a few seconds during each daily backup when you exit
Transactor, a check that is recommended monthly or whenever you change your backup drive or

device,
and there's a Full Backup Verification.

Verify your data backup - Daily Check

e When you exit Transactor, perform your usual data backup

¢ In the black command window, observe the progress of the files being 'Added' and check the
following:

1. Each 'Adding File' row should end in 'done.".

2. The last 'Adding File' row should be for the USER file because it is in alphabetical order.
3. The window should finish by displaying 'Data Backup Finished', 'Press any key to continue'.

C:AWINDOWS\system 32\cmd.exe

done .

TRANG1 LA
TRAMG1 ~LA
TRAMGL
TRA

SHED W
BRIt Each ‘dding File' row should
end in ‘done.'

¢ If you observe any error messages, check that your backup device is correctly inserted, and that
the Default Backup Drivefisdi is correctly set.

Verify your data backup - Monthly check

e When you exit Transactor, do your usual backup but take a note of the Backup Drive letter

© 2010 Pearce & Robinson LTD, all rights reserved



159 Transactor Dental Lab

End Session E

\_?r) e you sure you want to;

" Exit Tranzactor

% Exit Tranzactor and Backup data bo dive G

In our example it's drive G, we are using a USB memory stick.

e After the backup is done, open Windows Explorer (Use the combination Windows Key + E or My

Computer Icon)

¢ In Windows Explorer, navigate to the Drive noted earlier, and locate the most recent compressed

backup file

& PATRIOT (G:)

Address <= @)
Folders o
&} peskiop
= W My Computer
# =e# Local Disk ()
G MUSIC (D)
[# %e* Data (€1
# 2 DYD-RW Drive (Fi)
= = PATRIOT (G:)
® | Other Files

File Edit “iew Favorites Tools  Help

Qeack » & - T O search | Folders | [T+

“Dos131158.zip
Soz121601 .2

Lazt backup file haz the

Size | Type Dabe Modified
Falder 130812009 11:59
1,572 KB WinZip File 13/08f2009 12:10

WinZip File 12022000 16:03

latest datetime

The last Backup File created should be visible. The naming convention is MMDDHHNN (Month,Day,

Hour,Minute).

¢ If you do not see your file, check that your backup device is correctly inserted, and that the

Default Backup Drive[133 is correctly set.

NOTE:

If in your Windows Explorer you can only see the file names (not the extension or Date Modified),
change your folder display options, or right click the file and choose Properties.

Full backup verification by restoring to a duplicate installation

working correctly.

When you exit Transactor, perform your usual data backup

Use the method described in the monthly check, to identify the exact backup file

Install Transactor on another PC 'The Backup PC'

Restore the backup data to the Backup PC using the Maintenance Menul[153

On the Backup PC run Transactor, and go to the last few jobs to verify the data is intact and
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NOTE:
If you are a Premium Support customer, you may periodically email your recent backup file to
Transactor Supponl@. We will confirm the data has been verified and stored securely on our server.

SEE ALSO

Do a normal Daily Backuplrs'ﬁ
Protect your PC from power failures[16d)

13.9 Protectyour PC from power failures

You can never be 100% sure that your pc will not suffer a power interruption or hardware failure just at
the wrong time.

Usually the data can be repaired or re-indexed in place by using the Maintenance Menul153) however if
the data is badly damaged you may need to restore from a backup.

For the above reasons, and for extending the life of your computers, we recommend the added protection
of an Uninterruptible Power Supply (UPS) such as the product below available from most Computer
suppliers.

http://www.apc.com/index.cfm

Order Status | Wiew Cart &

by Schavelder Eleceric

Haorme Products Support | Semices Selectors How to By

Back-UPS® ES

BestValue Baftery Backup & Protection for Home
Computers

Product Information

= Model [rformation

= Fealures & Benefits

= Zervice Programs

= Runtime Chart

= Manuals and Warranfies
= Agency Approvals
=Winite Papers

= Prezz Releazes

The most popular desktop UPS inthe world!

The Back-UIPS ES offers our best value far protecting your home and home office computer systems. Completely redesigned to use less
power during normal operation, the Back-UPS ES provide s enough backup power for you 1o work through shot and medium length power
outages. It also safeguards vour egquiprment from damaging surges and spikes that travel along vour utility and data lines. Most models
include our award-winning software, which automatically saves apen files and gracefully shuts down your computer during extended
outages. Additional features like an audible alarm, LED status indicator, user replaceable battery, push-button circuit breaker and
transformer-block spaced outlets make the Back-UPS ES the perfect unit to protect your productivity from the constant threat of power
autages and (oSt data.
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14

The cost of a backup is peanuts in comparison to the risk that your business will be interrupted by a

damaged computer system/and or data leaving you wishing you didn't have to rely on your previous data
backup.

Accounting

Transactor has a built-in Sales Ledger with support for controlling your debtors, including the following
features :

¢ All Transactions correctly accounted for using Nominal Categories with an optional Nominal Number
for co-relating with a Financial Accounts System.

* Meaningful accounting reports such as the Analysis by Category reportfi62. The information from this

summary report is commonly used by the company's book keeper to update the company's manual

ledgers or Financial Accounts System.

Aged Debtor Reports

Instant Surgeon account history with running balance

Credit Limit tracking

Payment transaction handling including Adjustments, Settlement Discounts, Refunds and Write-Offs.

Payments and Credits are allocated to one or more transactions, manually or with Auto-Apply.

Payments and Credits can be un-allocated or re-allocated at any time, using the right click menu in

the Customer History

e Easy statements. With a choice of the following types.

Simple Summary Inwice (no aged analysis, no balances, no payments)

Statement Monthly (Balance B/F, all transactions, Balance C/F aged analysis 1,2,3 month)
Statement by Date Range (as abowe, but with aged analysis 30,60,90 days)

Sage style Statement (unpaid inwices only)

Chapter Contents

Accounts Reports|[162)
Nominal Categories[163
Working with a Financial Accounts System[t68)

See Also

Surgeon Accounts[48

Allocating a Payment to Unpaid Invoices/ 561
Unallocated Credits[17R

Walk thru Payment allocation and Credit Note[175)
Do the end of month Statement and Lockinglﬁﬂ
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14.1 Accounts Reports

Analysis by Category

You would normally print this off at the end of each month and hand it to your book-keeper. The
information from this summary report is commonly used by the company's book keeper to update the
company's manual ledgers or Financial accounts program.

1. From the Reports menu, choose General - Analysis by Category
2. Enter the date period and output as required

Transaction Analysis by Category Dentalab Limited
From 010410 to 300410 Printed 23772010 11:04
TranType NomCatagory MHaaninaal Sulbmotal Total
JC SALES-DISCOUNT 130 -265.25
265.25
JO ADJUSTMENT-DEBIT 999 5.00
5.00
=l PROSTHETICS 116 276000
Sl CROWNLBRIDGE 120 16495 82
19255.82
SR BAMNK-CHEQUESCASH 200 11212.69
121284
7782.68
Columns
TranType

Standard accounting Transaction type codes as follows

S| Sales Inwice, SC Sales Credit
JD Journal Debit, JC Journal Credit

Nom Category
Transactor Nominal Category Names used to group your transactions and to control the built-in
Sales Ledger

Nominal
These Nominal Numbers are those that are set in the Setup Wizard Categories page, and can be
whatever you like. You can set these Nominal numbers to the same as your Financial Accounts
System.

© 2010 Pearce & Robinson LTD, all rights reserved



163 Transactor Dental Lab

Accounts Receivable

This Accounts Receivable report lists payments in a period, grouped by Payment Method.

1. From the Reports menu, choose General - Payments
2. Enter the date period and output as required

Pamants Dentalab LTD
From 300410 to 300410 Printed 2372010 08:25
Mathiod Date Trard B AUt
Late Settlement
Charge
F0n4m0 FLTA 102 Smith 5.00
Late Settlement Charge Total: 5.00
CHEQUE
00440 7287 102 Smith a81.00
Fmann 7352 118 Jones G10.00
CHEQUE Total: 1591.00
Settlement
Discoumnt
F0Mn4n0 7354 143 Robinzon 2568
300440 7356 101 Brown 93.15
30/04410 7358 106 ‘Worthington 4368
00440 7360 105 Thatcher 14.60
Settlement Disconnt Total; 183.71
Bank Transfer
Credit
F0mann 7353 143 Robinson 510.78
00410 7355 101 Browm 1864 BS
300440 7357 106 Worthington B33E2
F0M4410 7359 105 Thatcher 2B1.20
Bank Transfer Credit Total: 490,45
Grand Total: 260,16
Audit Trall

This report lists all transactions in chronological order

1. From the Reports menu, choose General - Audit Trail
2. Enter the date period and output as required

© 2010 Pearce & Robinson LTD, all rights reserved



Accounting 164

Audit Trail Dentalab Limited
From 0106410 to 300610 Printed 23/7,2010 09:03
Db Tran# Dok Degeription Tetsl Ascgasd

0108M0 7414 ST Inoice S0 00 Smith 102

0108010 7435 £902 Inwaice 15500 Redka 191

01080 T3 S I e 173,00 Fairclough 126

0108M0 T4 S968 Inwaice 2500 Hobinzon 143

0108010 74549 sEa Invaice 900 Inman 107

01080 7455 5032 Invaice B3 000 Fatterson 1049

0108M0 Tarn SaaT Inwice i} Fairclough 125

0108010 7470 2000 Inaice ke Robingon 143

01080 Taas Fayment G002 Peters 110

0108M0 Taa7 Fayment 421375 Jones 118

0108M0 Taoe Payment -0 00 Inman 107

01080 Tagn Faymant TR 00 Hackgtt 111

D2A08M0 7420 2957 Inwaice 128 00 Bircean 1014

0zoe0 7438 Sea3 Indeice 21200 Fairdeugh 125

D200 Taa6 SGTE Il e 118.73 Fobinson 143

OZA06M0 7471 k] InwiGe S5 100 Fairclough 125

OZ06M0 Tags Faymant Rl b= Faterr 110

D080 7E00 Fayment 27511 Thomas Patick Dental Studio 134
Ozmen TE15 S (AT 73 Feters 140

14.2 Nominal Categories

Transactor Nominal Categories are used to group your transactions and to control the built-in Sales
Ledger.

First we will look at what these are and how they are used in Transactor, then we can see how to make
changes.

In Transactor all product items, and payment methods are assigned to particular Categories. eg.

Product Category
Full Upper and PROSTHETICS
Lower

Gold Inlay CROWN & BRIDGE

Gold (gms) GOLD

Products are assigned to Categories when you add or modify a Product Item.
Payment Methods are permanently assigned by the system. eg.

Payment Method Category

Cheque BANK-CHEQUESCASH
Cash BANK-CHEQUESCASH
Write off under ADJUSTMENT-CREDIT
payment

Write off over ADJUSTMENT-DEBIT
payment

You can see the other available payment methods in the Payments dialog. For Debits you have to click
the Debit radio button.
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Payment: Smith, 1, Dr (102) x|

& Credt  © Debd b
Payment -
Date [23/07710 Add Credit

Method [CHEQUE =

Acfustrent Cradi
Cheaue Mo, |po s Transter Credi
Amgemt [0.00

Caed

Cash

Cheque Adpstrment Credit
Cortezl | Dpaning Balance Cied
Settlement Dizcount
"wiile Of Bad Debt

winte O Undeipayment

(E, i Close

With all Transactions being correctly accounted for we can get meaningful accounting reports such as
the Analysis by Category report[t63. The information from this summary report is commonly used by the
company's book keeper to update the company's manual ledgers or Financial accounts program.

Transaction Analysis by Category Dentalab Limited
From 010410 to 30004710 Printed 23772010 11:04
TranType  NomCategory Mominal Subtotal Total
JC SALES-DISCOUNT 130 -265.25
265.25
JD ADJUSTWMENT-DEBIT 9=9 5.00
5.00
=1 PROSTHETICS 1B 2760.00
Sl CROWNLBRIDGE 120 1649582
19255.82
SR BanK-CHEQUESCASH 200 11212689
121289
T762.68

To change or rename Nominal Categories that you can assign to Product ltems, use the Categories
page in the Setup Wizardli23. You may need to enable this advanced setup pagefi2hiif it is not visible in
the setup Wizard.
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14.3 Working with a Financial Accounts System

The problem

¢ You want your inwices and payments from your sales order system (Transactor) to show in your
existing financial accounts system (FAS), so that it can present the correct figures (profit and loss
report) for you and your accountants.

¢ You don't see how to export these transactions to your FAS.

The solution

e All you need is to print out the Analysis by Categou@ and Payments report once a month

e Enter a couple of monthly transactions into the FAS representing the Sales Inwice (SI) month total as
one inwice against one customer account named something like "Customers consolidated”. Repeat
this step if there are any Credit Notes that month.

e Similarly one Sales Receipt transaction for each Payment Method eg. Cheque, BACs. or Payment
Adjustments. Allocate this payment credit to the sales transaction above.

¢ In your FAS's bank reconciliation routine you can reconcile any cheque deposits, or bank receipts
received during the month, with the help of Transactor's payments report.

Note that the abowe is the simplest implementation. You can get more resolution in your FAS's
management reports if you use more sales categories such as 'Sales-CrownAndBridge', 'Sales-In-
House-Surgery".

The benefit of using a specialized Sales Order Processing front end (eg. Transactor) for your day to day
transactions is that your FAS system is not cluttered up with many thousands of invoice and payment
transactions which can, in most inexpensive Accounts Programs, cause the system to slow down.
Another benefit of following the simpler approach given in the solution above, is that you do not suffer the
problems of replicating payment allocations (and adjustments after the fact) in two separate systems.
Such things would otherwise cause data entry duplication at best, and at worst cause inaccuracies.

For more information on Transactor's built-in sales ledger functionality and controlling your debtors
please see the following topics in Transactor Help

Also See:

Accounting Reportshe?

15 Definitions

15.1 Copyright
Copyright
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15.2

16

©2009 Pearce & Robinson Limited. All Rights Resened.

Information in this document is subject to change without notice. The software described in this
document is furnished under a licence agreement or nondisclosure agreement. The software may be
used or copied only in accordance with the terms of those agreements. No part of this publication
may be reproduced, stored in a retrieval system, or transmitted in any form or any means electronic
or mechanical, including photocopying and recording for any purpose other than the purchaser’s
personal use without the written permission of Pearce & Robinson Ltd.

Dedicated Server

A dedicated server is a single computer in a network reserved for sening the needs of the network. A
dedicated sener could also be a computer that manages printer resources. Note, howewer, that not all
seners are dedicated. In some networks, it is possible for a computer to act as a server and perform
other functions as well.

Although some Labs use the sener as a workstation as well, it's not recommended because the whole
network may become unreliable due to various applications running directly on the server which affect all
the other workstations on the network.

If for example, you wanted two workstations for use with Transactor or other applications, you would
need 3 computers, 1 of which would ideally be more powerful and used as the dedicated server.

Data files for Transactor, and your other shared applications such as document files, would be located
in shared folders on the dedicated server.

Servers in particular, should be protected from power interruptions. See Protect your PC from power
failures[169)

Contact Us[188 for more information about installing Transactor on a network

Frequently Asked Questions

This section covers some problems that are frequently encountered by users of Transactor. The
questions are organized by category and where necessary links are provided to relevant sections of the
help.

Also see
Did You Know.. ?[183

Please \isit the website for the latest revised FAQs

Top20 Frequently Asked Questions
Dental Lab System Knowledgebase

e \Whats new in this version ?
Lots. See Version History[178)
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e How do i run Transactor on the new Vista operating system ?
You need to assign administrator rights in all the Transactor Shortcut properties. See Do this if you have
Vista or Windows 7[101

e How do | find a Job when | don't have the Job Number ?
There are a number of ways you can do this, for example, by using the Document Number, instigating a
Patient Search, finding the Surgeon, or by navigating through recent documents. See Finding a Job[431

e How do | Email Documents like Invoices, Quotes or Reports ?

Use a 'PDF Printer' AKA 'Virtual PDF printer' such as Cute PDF Writer (Follow the "3rd Party tools" link
on www.transactor.co.uk ). We recommend you ask your local computer person to install it for you.
More..[173

e How do | interface with or send transactions to my Sage Accounting software ?

Whether you have Sage or any other external accounts program, there's no need to get involved with
interfacing. This is because Transactor has a built-in Sales Ledger for Transactions, Payments and
Statements. More..[173

e I'm trying to choose a Function or Action but the item is greyed out. Why ?
Those Functions or Actions aren’t appropriate for the current state of the Main Form. See Understanding
Actions[171

e | want to alter a Job but it won't let me. why not?
If you can't choose Action... Modify then the job has been Locked

e | booked a job into the wrong Surgeon, how do | change it - the Select Surgeon menu is greyed out ?
Unless the job being newly booked-in, Transactor won't allow you to change the Surgeon. You'll need to
delete the job and start a new one. See Understanding Actions[17]

e |'e got all the month's jobs on Transactor, how do i enter the sales receipts and print statements.

Try this. Walk thru Payment, Statement and Postingl175 and Walk thru Payment allocation and Credit
Noteh79)

e What is the Lock Finalised Documents item under the tools menu, and when should | do this?
Locking and Posting Jobs[104 is normally done after the end of the month.

e What happens if i never do a Lock Finalised Documents ?

Eventually the Surgeon History window will reach its limit for displaying un-locked 'blue’ jobs
(approximately 300 for each surgeon) at which point you will be warned that the Locking of Finalised
Documentshodlis overdue.

e How do | retrieve a job by job number rather than by using the surgeon history list ?
On a blank Document Form, type the job/document number into the Doc. No. box and press Enter.

e Transactor is running, | can see the menu bar but my main booking form isn’t visible.
Someone has closed the Inner window which displays the Main Form. Click ‘View — Form A’ on the
menu bar, or click the Form button top left on the tool bar.

e |f you booked a job and charged for it, can you still bring it back and modify the details ?
It depends on the circumstances. The answer is 'yes' if you've booked the job out and haven't performed
an end-of-month Locking of Jobs in that date range yet. See Locking of Finalised Documents 104} and

Modifying a Job[4
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e A surgeon overpaid me. How do | give him a refund ?
When the Surgeon details are on the Main Form, make a payment transaction of type 'Debit/Refund' and
choose the Refund Method method More..[531

e How do | back up to a different drive or device ?
Use the tool to change the 'backup to' drive. Backing Up & Restoring Your Datal107

e How do | get Transactor to automatically print 2 (or more) documents, rather than 1 ?

Go to Tools... Printing Setup... Printing on Confirm Action. In the right-hand column, you can change the
number of copies you print for, e.g. Invoices, Credit Notes and Delivery Notes. See Printing On Confirm
Action[ 741

e How do | change which printouts automatically come out when | action a job ?
Go to Tools... Printing Setup... Printing on Confirm Action. Transactor sets certain defaults for what is
printed when you book in, book out jobs, etc., but you can change this to suit your own requirements.

See Printing On Confirm Action|74)

e How do | give a Credit Note ?
You can issue a Credit Note for an existing job, issue a Credit Note from scratch, or allocate a Credit
Note to unpaid Inwices. See Credit Notes| 691

¢ |'e got a job/document which I've charged for. It's for the wrong amount and it's in a Locked condition
so | can't modify it. What can | do ?

Follow standard accounting practice by issuing a credit note against it. Then do a new one. You can

save work by using the ‘Action... New Credit note' menu item when the erroneous job/document is on

the document form

¢ | have some surgeons to whom | give ‘special’ prices. How can | make sure that they are always
charged the agreed price ?

There are two ways you can do this; one is by modifying the Surgeon's details, the other is by setting up

a new price band for a specific surgeon. See Special Prices[17

e | would like to increase my prices by a certain percentage. How do | do this without modifying each
product line ?

Click on Tools... Setup Wizard and then Skip To Price Bands. Click on the button ‘Change band prices

by percentage’, select the appropriate band from the drop down box, enter the percentage and click on

‘Yes'. Click 'Finish' when done.

e | would like to print my own letter heading onto blank paper, perhaps including my logo. How do | do
this ?
See Creating A Letterhead[ 76

e When | run the Aged Debtors Report | seem to have a lot of unallocated credits. Why is this ?
There can be two main reasons for unallocated credits. See Unallocated Credits[174)

e An inwoice is not showing up on the statement; what should | do ?
The Job/Document has probably been Finalised (booked out charge) with the wrong Tax date or hasn't
been Bookout-Charged. More..[175)

e A Surgeon's sales payment has been entered but it's not showing on the month's Statement. Why ?
The Tax Date of the Payment transaction is not in the Statement month or date range. You can modify
or delete and re-enter the payment transaction[s71if is not yet posted, or tell the surgeon it will show up
on next months statement. Use the Surgeon's account history window/s21 to find out what's going on.
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¢ If my computer crashes, will | lose all the jobs | have entered ?
If your computer restarts normally, your data should be intact, otherwise your data may need repairing,
please Contact Us[is3l

¢ | need a report that isn't on the Reports menu. How can this be set up ?
Let us know what kind of report you would like, and we can add it to our Wish List. Alternatively, ifit is
required urgently, we can do this for a charge; please Contact Ushs for details.

e | want to run Transactor on another computer in my lab. Is this possible ?

Yes. You need your IT person or supplier to Network your computers then Contact Usfs3! for help in
configuring Transactor. A multi-user licence upgrade will be payable. We strongly recommend you have
a Dedicated_Sener[167 and Protect your PC from power failuresfiedl

16.1 Version History

Version History: v6.17 22July2010

* Maximum no of line items per job increased to 64

* Fixed: Print Server Is Busy message now occurs less often and clears itself as stated once Transactor
is logged out and back in.

* Added: By popular request, another report option allows printing of one or more whole pages of address
labels for one specified Practice or Surgeon. The usual label printing options are unaffected.

* Improvement: In Patient Statements, if a custom price has been used on a Job line item, GRADE is
taken from the Usual Price Band rather than being left blank

* Other minor adjustments: Various small improvements in labelling and presentation.

* New Setting Option. AutoDate Yes/No, which if set to no will cause the "Inwice Date" edit field in the
Action - Confirm Bookout Charge dialog to be blank instead of the current date. See Note 3

The following two changes will be particularly useful for labs that charge/inwice for each job stage basing
new jobs on the previous job having that reference/case no.

* Action 'Copy To New' now remembers the last used setting for deciding whether or not to "Copy Line
Items' (ie Priced items). See Note 1

* New Setting Option, AutoReference Yes/No, which if set to Yes causes the Reference box on the
document form to be automatically populated with the DocNo value after Action - New Job.

Note: if Reference is already populated, it will not be overwritten. See Note 1 and 2

NOTE 1

These two changes will be particularly useful for labs that charge/inwoice for each job stage basing new
jobs on the previous job having that reference/case no. These changes should make it much easier to
handle a 'case’ (ie. a set of jobs) where each job is charged separately and has a common Reference
‘Case number' which would be the Job No of the first job ‘New Job'.

If Auto Reference setting is Yes, this causes the Reference box on the document form to be
automatically populated with the DocNo value after Action - New Job.

NB: if Reference is already populated, it will not be overwritten.

To start a new case, when booking the job in for the first time use Action - New Job.

This populates the Reference with the Doc No.

When the first stage of the job is completed, it should be Action - Booked Out charged.

If the Job comes back into the lab, you can either enter the Doc No or lookup by Tools - Reference
Search.
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When the Job is displayed on the Transactor screen...

Action - Copy To New

This will, start a new job, by carrying over all non-financial job details to a new job, the Reference (Case
no) will stay the same.

You can then add job items and Bookout charge when the next stage is completed.

and so on....

NOTE 2

How to Set Auto Reference. (Computer skills required ).

Auto Reference Yes/No is a new setting stored in the TrnLab61.ini file. The following entry, inside the
[company alias] or [Live] section...

AutoRef=1

Manually setting this entry to 0 (eg. AutoRef=0), or removing the entry, switches off this feature.
NOTE 3

A new setting stored in the TrnLab61.ini file. The following entry, inside the [company alias] or [Live]
section...

AutoDate=0

This will cause the "Invoice Date" edit field in the Action - Confirm Bookout Charge dialog to be blank
instead of the current date.

Manually setting this entry to 1 (eg. AutoDate=1), or removing the entry, switches off this feature.

Version History: v6.16 15Mar2010

Medical Devices Directive 2007/47/EC becomes UK law on 21st March 2010. Transactor \6.16 includes
the new 'Patient Statement' which conforms with the MHRA guidance. The update is free of charge for
premium supported customers.This Transactor update means Dental Labs can easily comply with the
new directive with minimum fuss and administration overhead.Download the free user guide for more
information http://www.transactor.co.uk/data/UsingPatientStatements.pdf How to get this update: If you
are a premium supported customer you should automatically receive a letter on how to download the
update.Customers who are not signed up for Premium Support can obtain the update by purchasing 12
months' premium support from Products page of this website.

Terms:

* MHRA: Medicines and Healthcare products Regulatory Agency

* MD Directive: Medical Devices Directive. The Medical Devices Directive covers the regulatory
requirements of the European Union for Medical Devices.

Also See: http://www.mhra.gov.uk/Howweregulate/Devices/MedicalDevicesDirective/Dentallaboratories/
index.htm

Version History: v6.15 05Aug2009

* New Customisable Label Printing reports

* New Report Menu. Categorized for easier selection

* New report. New type of Statement which lists unpaid Invoices only (similar to Sage).

* Reports Improved: Summary Inwice and Practice Summary Reports sorted in name order. Easier to
collate different report runs. These reports now support selection by Surgeon Profile. Profile groups are
assigned in the Surgeon Record.

* Improved Reporting: You get a message saying a report is empty instead of a blank page.

* Revised and extended Help and printable User Guide

* Screen speed buttons: Improved layout

* Set up Wizard - Surgeon Type Page. Clearer guidance for Settlement Discount Setup

* Additional Payment Method - Late Settlement Charge

* Quotes. The On-Hold/Quote Action now makes it easier to produce Quotes for Jobs or just put a job
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on Hold

* Usability improvement: When Credit Notes are added, automatic prompt for credit to be allocated to
unpaid invoices. Reduces occurrence of unallocated credits.

* Usability improvement: Surgeon account's ‘Live Balance' renamed 'Current Balance' and no longer
includes non-finished jobs (i.e. 'Open’ documents). The current balance more meaningfully shows the
account state at time of most recent 'inwiced' or finalised document. In addition the value of 'open’ jobs
(i.e. Unfinished jobs) are totalled separately. (standardised book-keeping)

* Usability improvement: Toolbar button for Add Payment (also available under the Surgeon Menu). Exit
toolbar button removed - minimizing clutter. Use File-Exit or Window [X].

* Usability improvement: The term 'Posting' has been changed to 'Locking'. This describes more clearly
what is happening with the records.

* Bug fix: Payment allocations - allocation left hanging if a Finalised inwice was un-finalised and
modified.

* Bug fix: Surgeon accounts which are not assigned to any Practice are now \isible in the Setup
Wizard's 'No Practice' list

* Maintenance Improvement: More helpful handling of Database error on startup "KeyOutDate": This
error may have happened after a power interruption or incorrect shutdown of a pc. A message box
guides the user to the Maintenance Utility to Re-build Indexes to quickly get up and running.

* Transactor Maintenance checks On startup: *.net & *.Ick files are deleted - this may help in some
cases where a "Multi-net file" error might occur after a power interruption or incorrect shutdown of a pc.
Clear Print Server utility will automatically clear printer problems after a new printer is installed or a print
job fails.

* New Clear Printer Assignments button: In Tools-Printing Setup-Output Channels.. new button "Clear
Printer assignments...". Use as directed by Transactor Support team.

* Networked Multi-user systems only: Master/Backup PC checkbox in Setup Wizard/Data backups
page simplified. The master pc/server will by default be assigned as the "master/Backup PC" in the
Setup Wizard. However, all other workstations should have this setting un-ticked.

* Other minor adjustments: Various small improvements in labelling and presentation.

16.2 Find out what operating system you computer is using

There are many versions of the Microsoft Windows operating system. You may be using Windows 98,
Windows Me, Windows XP or another version. To make sure you know which version is on your
computer:

1. Click Start, and then click Run.
2. In the box, type winver, and then click OK.

The window that appears will show you which version of Windows your computer is using. If your
operating system has a senice pack installed, you will see the senice pack listed
Note: These instructions do not apply to Apple Macintosh computers.

16.3 How do | exportto an Accounting Program

The problem

e You want your inwices and payments from your sales order system (Transactor) to show in your
existing financial accounts system (FAS), so that it can present the correct figures (profit and loss
report) for you and your accountants.
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16.4

e You don't see how to export these transactions to your FAS.

The solution

* All you need is to print out the Analysis by Category[163 and Payments report once a month

e Enter a couple of monthly transactions into the FAS representing the Sales Inwice (SI) month total as
one inwice against one customer account named something like "Customers consolidated”. Repeat
this step if there are any Credit Notes that month.

e Similarly one Sales Receipt transaction for each Payment Method eg. Cheque, BACs. or Payment
Adjustments. Allocate this payment credit to the sales transaction above.

¢ In your FAS's bank reconciliation routine you can reconcile any cheque deposits, or bank receipts
received during the month, with the help of Transactor's payments report.

Note that the abowe is the simplest implementation. You can get more resolution in your FAS's
management reports if you use more sales categories such as 'Sales-CrownAndBridge', 'Sales-In-
House-Surgery".

The benefit of using a specialized Sales Order Processing front end (eg. Transactor) for your day to day
transactions is that your FAS system is not cluttered up with many thousands of inwice and payment
transactions which can, in most inexpensive Accounts Programs, cause the system to slow down.
Another benefit of following the simpler approach given in the solution abowe, is that you do not suffer the
problems of replicating payment allocations (and adjustments after the fact) in two separate systems.
Such things would otherwise cause data entry duplication at best, and at worst cause inaccuracies.

For more information on Transactor's built-in sales ledger functionality and controlling your debtors
please see the following topics in Transactor Help
Also See:

Accounting Reports [162)

How to Email Documents, Invoices or Reports

How to Email Documents, Invoices or Reports

Use a 'PDF Printer' AKA 'Virtual PDF printer' such as Cute PDF Writer (Follow the "3rd Party tools" link
on www.transactor.co.uk ). We recommend you ask your local computer person to install it for you

FAQ Content:

Once you have a virtual printer program installed on your PC you can choose to print to a PDF file
instead of to paper. These files are ideal for emailing as attachments. Print to your "PDF printer" instead
of your normal printer. The PDF file can be attached to emails.

When printing Transactor Inwoice or Statements choose "Print Preview", then choose to print to the PDF
Printer instead of your normal printer. .
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NOTES:

When the Virtual printer is installing, choose NO to making it your default printer or it could cause you
inconvenience when printing your usual documents.

In Transactor you can configure the PDF Printer as a Printer Channel so that you can sawve time by
choosing this rather than Preview Window. In Transactor choose Tools - Printing setup - Output
Channels, add your PDF Printer as an Output Channel and click Assign Printer.

Ask your computer person to check your Printers in the Windows Control Panel and help you set up
your printing preferences in Transactor

16.5 Special Prices

There are two ways you can apply special prices :

¢ by modifying the Surgeon details
e by setting up a new price band for a specific surgeon.

Modifying the Surgeon details

If you give a set discount, e.g. 10%, bring the surgeon onto the main Transactor screen and from the
menu bar click on Surgeon... View/Modify. Enter the discount amount in the ‘Discount %' field. Click OK.
Every job you create for that surgeon will now have a 10% discount applied

Setting Up A New Price Band For A Specific Surgeon

You can set up a new price band for a specific surgeon. Click on Tools... Setup Wizard and click next
until you come to the Price Bands page. Click on Add New, enter the ID letter and add a name for the
price band. click on OK. If most of the prices are the same as one of the other bands then you an copy
the prices owver using the ‘Copy prices from one band to another' button. Click next until you come to the
products and senices page. Select a product in the list and click Modify. Set the price for each new
price band then click OK. Repeat for each product in the list and click on finish when completed. Bring
the surgeon onto the main Transactor screen and from the menu bar click on Surgeon... View/Modify.
Set the 'Usual Prices' dropdown box to the correct price band. Click Finish. The surgeon will now be
charged by the selected price band on every job.

16.6 Unallocated Credits
There are two main reasons for unallocated credits :

1. Firstly, you may hawe issued Credit Notes for a surgeon that haven't been allocated. To allocate
these to inwices click on View... Jobs/Documents and change the 'Find' dropdown box to ‘Credit
Notes'. If any Credit Notes do not have a tick in the 'Paid' column then right mouse click each one
and select Allocate Credit. Then apply it to the appropriate inwice.

2. Secondly, you may havwe some payments which were not allocated when they were entered into
Transactor. You need to select the relevant surgeon onto the main Transactor screen and look at
their history. If there are any payments which do not have a tick in the 'Paid' column then right
mouse click each one and select Allocate Credit and apply it to the appropriate inwice.
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16.7 Invoices Not Showing

If an Inwoice is not appearing on a Surgeon's statement then it is likely to be for one of the following
reasons :

1. The Job/Document has been Finalised (booked out charge) with the wrong Tax date, in other words,
the Inwoice would appear if you produced another statement for a different month.

This may have occurred because you Bookout-Charged the job after the end of the month but forgot to
alter the Tax Date in the Bookout confirmation window.

If the job/document has been Posted then you won't be able to change it, so either explain to the
Surgeon that it will appear on a future statement, or issue a Credit Note and create and Bookout-
Charge a new Job/Document using the correct Tax Date.

To change the Tax Date, bring the job onto the screen, choose Action... Modify, then Action... Bookout
& set the Tax Date.

2. The Job/Document is not yet Bookout-Charged. If it was simply Booked-Out (Action... Book Out F8)
then Transactor thinks it is an ongoing job pending return from the Surgeon. If you intended to book this
job out and charge (raise an inwoice), retrieve the job onto the Main Form, choose Action.. Modify, then
change the On Book Out box to Charge. Finally choose Action.. Modify. You may want to set the Tax
Date as appropriate in the confirm dialog.

16.8 Computer Crashes

If your computer restarts normally your data should be intact, otherwise please Contact Us[is® before
doing anything.

If you were editing a job when the computer crashed, you should be notified of any data errors when you
restart Transactor. There is a utility which will usually repair your data if damaged, although you may
lose the job document you were editing at the time. This utility is available from the Maintenance Menu

1531
16.9 Walk thru Payment allocation and Credit Note

In this section we'll use the Example Transactor to enter some sales receipts, look at how they are
allocated to inwices and how to create and allocate Credit Notes.

e Start the Example Transactor Dental Lab (See the Coffee Break Tour installed with Transactor)
e Select the Surgeon[491 Adams B onto the Main Form
e Press F11 to View the Account History

© 2010 Pearce & Robinson LTD, all rights reserved



Frequently Asked Questions 176

I Surgeon Account History: Adams, B, Mr [32B) m
Irneoice Date  Dochlo Dezcriplion FATIENT Amount Paid Baance T
140307 1m Job Booked Out Chargs Weirne,l 70.00 1418350 |
17403207 133 Job Booked Out Charge Foster.L 5,50 144,250
190307 1316 Job Booked Dul Charge Wilson,J 10435 1588600
19/03407 13 Job Booked Out Charge Hughes.G 7200 1EE0.E0D
2070307 1327 Job Booked Dut Charge Husigt K. 70.00 1730600
20003407 1328 Job Booked Out Charge Royce.) 3200 1762600
210307 1333 Job Booked Dut Charge Poole.D E050 1823100
24003407 1337 Job Booked Out Charge Crockett P E49.50 1892600
25/03/07 1341 Job Booked Out Charge Amibsose P 75.00 1367600
260307 1344 Job Booked Out Charge Fieynoldz M 3050 1498100
ZP03/07 1349 Job Booked Out Charge Benning P 57.00 2055100
2840307 1353 Job Booked Out Charge ‘webb,G 5280 2108.000
28/03/07 1359 Job Booked Out Charge Rutherfiord.. 4150 2143500

1365 Job Booked In Jernings.S 9591 245410
13N Job Booked In Nedson G 56,48 2301.890
1372 Job Booked In Hairiz R 4190 2343790
1379 Job Bocked In DavicR 47.48 23n.270

1334 Jioh Booked In wihiting.C 76.23 2467.50D

3R

Fo ¥:]

39 found ' : LIVE BALANCE #570520]

History... @ Block items: Closed [Posted), Bhic items: Open (Unposted) | Misw.. |  Clss |

All the transactions in the list are blue indicating we haven't done any Locking and Posting of Jobs[103
yet.

The dates of the sample Transactions may be different on your system but it doesn't matter, just accept
your dates will be different to our examples here.

Notice the Paid column is clear, none of the Invoices have been 'paid’ yet.

¢ Close the Account History window
¢ From the Surgeon menu, choose Payment..
¢ Enter the amount of £ 2119 and choose Ok

Payment: Adams, B, Mr (328)

& Credd/Receipt neb&.-'ﬂdtrd_
Date 2303707 Add Credit/Receipt
Method [CHEQUE =l
Chegue Mo, | 1224567

l-Payfnmt

Amour] (2113

¢ In the Allocate Credit form, Choose Auto-Apply (This is the default button you can just press Enter)
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Allocate Credit: Adams, B, Mr (328) H

CREDIT

Credit anmoun 2119.00
CHEQUE 1234567 |y u J 57500
-DEBITS paid [wath this credit] and those still outstarding-
Irwe Date DocHo Descriplion Oy At e At Credit Paid
ZB02007 1232 I cice - Cagter M 54.50 5450 0.on il
xM02/07 1239 lrvoice - Miller G E5.90 £5.90 0.00
802007 1246 Irvaice - Black C 5850 5850 000
W|AOZNT 1247 Irveoice - Fudier M 6250 B250 Q00
FA2N0F 1252 I 8850 8850 000
202007 1253 I 97,30 0.00 ___"_"_J

| 39 bound 0.00

Looking down the list, you can see that Job document 1359 has a balance of 30.50. This is because the
surgeon has decided not to pay for Job document 1344 and the auto-apply facility uses a oldest-first
method to allocate credits.

cREDIT
Ciedit amount | 211300
u i
CHEQUE 1234567 népply 2 6
-DEBITS pasd [wath this credit] and those still culstarding
Iy D ate Docho e e g At Due At Credit  Paid
B30T 1341 T G 75.00 000 7500 ¢ -]
26/03/07 1344 Irrvpice 30,50 0.00 3050 +
270307 1348 Irvicice 57.00 000 57.00
280307 1353 Irvvgice - 52.90 0.00 5290 +
28/03/07 1359 Iwvaice - Rutheriord. 4150 2050 1.0 s —
1365 Document - Jerrings.S 95.91 9591 G
| 39 found Totals | 45152 | 211800

This Surgeon will need a Credit Note unless it is to remain in dispute. We'll do that later, for the moment
we'll just apply the Cheque amount and carry on.

We can deal with the part-allocated credit in two ways. We'll be using Method one in this walk thru.

Method One
We could leave the Auto-Applied allocations as they are. Once we have made a Credit Note for the
30.50 we will Auto-Allocate that credit and that will pay off the part balance showing.

Method Two
We could choose Un-Apply, then highlight all the Inwices up to DocNo 1344, choose Apply and then
highlight and Apply the remaining Credit to to the other valid three inwices in turn.
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CREDIT ——-
Credit amount | 2119,00
1 7 U | :

CHEQUE 123455 reApply U od | 0,00
- DEBITS paid {with thiz credi] and those stll outstanding
Irve Drabe Docho Dregcaipion Clrig Ak Dhue At Credd Paid .
250307 134 Inveice - Ambraze P 75.00 0.00 7500 « af
2602407 1244 Invvoice - Beyrolds. M 2050 050 0.00
307 139 Invvice - Benning P 57.00 .00 57.00 «
8000407 1353 Inwoice - Wbl G 5290 0.00 5290
280307 139 Invaice - Rulhesford, 4150 .00 sais0 o« —|

1365 Discument - Jennings.5 95.91 59 0.00 ||
39 found Tolal: | 45152 | 211900

When we have created a Credit Note we'll be able to use that to allocate to the £30.50 balance on
document 1344.

¢ Close the Allocations window
Notice the Cheque Payment is now in the Account History window and that the Cheque didn't quite
payoff the months invoices. Remember that Job Docnho 1344 is really the one which should be showing

as Part paid. Wel'l resolve that now.

M Surpeon Account History; Adams, B, Mr (328)

Invoice Date  Dochlo Desciiption PATIENT Amount Paid Balence &
170207 1313 Job Bocked Qi Chaige FosterL B530 + 1434250 -
1950307 1316 Job Bocked Dt Chaige Wilsand 1435 ~ 1588600
130207 1321 Job Booked Owt Chaige Hughes.G F200 « 1660.600
2040307 137 Job Bocked Ouwt Chaige HurstK. F0.00 - 1730600
20/03/07 1328 Job Booked Ot Chaige Royced 3200 1762600
2170307 1333 Job Booked Owt Chaige Poale D BOS0 1823100
24703407 137 Job Bocked Ouwt Chaigs Crockett P B350 « 1992600
250307 121 Job Booked Dt Chaige Ambrose P 00 4 1967 6800
26503407 1344 Job Booked Ouwt Chaige Reyrolds M 3050 « 19928100
2F0307 1343 Job Bocked Ot Chaige Benning P 5700 + 2085100
280307 1353 Job Bocked Ot Chaige ‘Webb G 290 # 2108000
2850307 1358 Job Booked O Change Rulbseafond 4150 ® 2143500
2350307 CHEQUE 1234567 211300 ~ 350D
135 Job Booked In Jernings 5 95.91 122400
1371 Job Booked In MNelzon G 56,48 182890
1372 Job Booked In Hamiz R 41,90 224,730
1373 Job Booked In Davis R 47.48 272 7D
1384 Job Booked In ‘Whiting,C 7623 MaR0D

10 451.52D

40 found LIVE BALANCE [ 51520]

e Issue a Credit Note[691 for the disputed Job (Docno 1344)
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Hew Credit Note

Surgeon
421.02D

i
|
| Cooden Dental Surgery Rl

Usual Prices

RWS-H

INFO Shade: Moukk Imps: Soquash:

ST Special Tray (Shellac) PETER 5.50 1 5.50
AJcC Actylic Jacket Crown - | 15.00 1 15.00
sM Study Model With Credit Notes. 2.00 5 10.00
] you may have to

adjustthe prices so
the total amount
matches the orginal
Joh

Irlesnal Mote

TIP
When you do credit notes, keep an eye on the Tax Date if you want your Statements to show it in then

correct month.

Finalise Credit Note c

2

Finahize the cunent credit note
Oudtpuk _
m To |Preview window || Adjustthe Tax date if
| E[ wouwant the Credit

note to appearin a
different month's

Ah ha, the Credit Note is now in the surgeon's Account History!

¢ In the surgeon's Account History window, right click the Credit Note and choose Allocate Credit..
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Inwoice Date Doclo D eserigtion FATIENT Bancurl Paid Balance
1T 1316 Job Booked Out Charge Wikson,) 104.35 + 1586 60D
19/03/07 1321 Job Booked Out Charge Hughes G 7200 4 660,600
200307 1327 Job Booked Out Charge HugstK 000 4 1730600
20003407 1328 Job Booked Out Charge Boyce 2200 4 1762 60D
2103407 1333 Job Booked Dut Charge Focle.D BO05D 1823.10D
240307 1337 Job Booked (ut Charge Crockett P EARD 4 1892 600
25/03/07 1341 Job Booked Out Charge Ambrose P 7500 1967 60D
N7 1344 Job Booked Out Charge Bleynolds M HED 1986.100
2703707 1349 Job Booked Out Charge Berning P 57.00 + 255,100
ZR03AT 1353 Job Booked Out Charge Wwebb G 52490 4 210,000
ZRI03AT 1359 Job Booked Out Charge Futheriord. 4150 @ 2149.50D
AT CHEGQUE 1234567 211900 + 30500
Job Booked In | : 95310

13N Job Booked In | Hsbery.. L 5648 152,390

1372 Job Booked In Information... 41.90 194230

1379 Job Booked In Select onko Form 47.48 241,770

Job Booked In 318000

e Choose Auto-Apply

Allocate Credit: Adams, B, Mr (328)

Credit Mote 1390 A5
i 3050
DEBITS paid [wath this credit] and those sl outstanding
Irve Date DocMo Descriplion Ongsmt  Due Amt Credit Paid
28/03/07 1359 Invaice - Budherford, 41.50 20,50 000 o
1365 Document - Jennings.S BN 9591 0.00
137 Drocument - Melzon, G 55,43 56,45 0.00
1372 Docurient - Haris R 41.90 41.80 000
1373 Document - Daviz.R 47.48 4748 o.00
1384 Document - Whiting. C 76.23 76.23 ao0 |
7 found Totals 4515 | 000
Apply Ao Spply Cloze

¢ The allocation is now done. Choose Close.

~ CREDIT e
Credit Hote 1330 Un-Apph : L
Unapplied | 0.00
~ DEBITS paid {with thiz credi) and those still outstanding -
v Drate [ocho Description Cirig At Dhuse it Credit  Pad
2R03A07 1359 Irwoice - Rutherfoed, 41.50 0.00 060 + |
135 Drocumend - Jennings,S BN 95 91 000
137 Dracument - Melson G 5E. 48 56.48 oog
1372 Drocurnent - Haens R 41.90 41.50 Qoo
1379 Document - Davis R 47.43 47,48 oo
1384 Dacurnent - Whiling.C 76.23 7623 oo ||

7 liound Total: Az |

180
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We are now ready for the Walk thru of an end-of-month statement and posting[isl.

16.10 Do the end of month Statement and Locking
In this section we'll use the Example Transactor to produce a Statement.

We'll also run the Locking and Posting Jobs|[103 tool to protect finalised jobs dated upto the previous
month from being modified accidentally.

If you haven't done the preceding topic Walk thru Payment allocation and Credit Note[173 then bear in
mind the transactions in our example will be different, the Cheque Sales Receipt will not be there.

e Start the Example Transactor Dental Lab (See the Coffee Break Tour installed with Transactor)

e Select the Surgeoan&ﬁ Adams B onto the Main Form
e Choose Reports / Surgeon Statement (Monthly) for Mr Adams..

Report: Surgeon Statement {monthly) B

-Dptions —  Properties =
Ch
Surgeoh Asc no. [or Prafile name)] 328 _ﬂj
Momth | [E[EEE Page Format | A4210% 297 mm
Year |2007 - -~ Dlutput to-

|F'review window L] 11 copy L]

To produce statements for ALL surgeons leave Surgeon Ao 0K FLy I
number blank.

On the statement you can see any transactions, payments or credit notes that have a tax date in that
month.
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= 7 ®
STATEMENT DentaLab Limited
17 High Street
October 2007 Battle
East Sussex
Mr B Adams BDS THES 0RE
Cooden Dental Surgery Tel: 01424 775007
146 Cooden Sea Rd Email: zales@dentalabltd.co.uk
Bexhil-On-Ses Mieb: vy, dentalabltd.co.uk
East Sussex
TH3S 450
ACNO DATE PRINTED PAGE
328 271152007 1 of 1
DATE pocs DESCRIPTION PATIENT AMOUNT BALANCE
Balance brought forward 0.00
241007 1232 Invoice M Carter 24 .50 524.50
2410007 1239 Invoice M S Miller E£5.490 120.40
24007 1246 Invaice  Black 55.50 175.90
240007 1247 Invaice i Fuller £2.50 241.40
2aM 0007 1252 Invoice hr C Jackson 55.50 32980
25M 0007 1253 Invoice i O Whittington 8730 42720
26M 0007 1259 Invoice hr C Robinzon 5623 483 43
2910007 1264 Invoice P Reece E203 545 48
300007 1270 Invoice J Evanz 8650 E31.96
FHoor 1277 Imvoice K Crovether 4903 550.99
J1 07 1278 Invaice K Smith 2500 70599
Unallocated Cradits 0.00 TOTAL PAYABLE 705.99
Current Manth. .. 70599
Previous Month 0.00
2 Months 0.00
3 Months+ 0.00

In this example there are no unpaid inwices or unallocated credits[s61and so as at the end of this
Statement month, the surgeon's account balance is zero.

What sort of things could throw you off here? Well you may print a statement and find the Surgeon's
sales payment or inwice that should be on a statement but isn't. This is more than likely because the
Invoice or Payment's Tax Date needs changing. See Inwices Not Showing[173)
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Once you are happy with your Statements you should 'close' down that month's transactions by running
the Locking and Posting Jobsfiod tool to protect finalised jobs from being modified accidentally.

17 Did You Know.. ?

¢ Did you know you can work with two Main Forms at the same time?
Use the FormA and FormB button at the top left of Transactor's main window. More..[183)

¢ Did you know you can find a Job even if you don't have the Doc/Job No or Surgeon Account?
You can either search for the job by Patient Name[108 or look through the list of Jobs by Date and Job
Status. More.[43).

e You can add or remove automatic lineitems from the Job Template area that show on new jobs?
You can configure Transactor to automatically have a certain layout on the screen when a new job is
started. Any of your existing defined Line Notes can be made to appear in the new job. More..[15h

¢ Did you know that you can buy a Battery Backup unit that will protect your computer from power
interruptions.

See Protect your PC from power failures[163)

e Did you know Transactor can be configured so you don't have to log in?
See Enable username and password log inl148)

¢ Did you know you can use Transactor to implement a Quality Control System on your Customer
Senices?
You can record and monitor customer enquiries and complaints using Query Documents[70

e Did you know you can Email Inwoices and Reports?
See the FAQ How to Email Documents, Inwices or Reports[1731

¢ Did you know you can see what's been going on in order of when it happened
In Main Form, from the View Menu, choose Recent History (CTRL-R)

e Did you know you can produce your own reports, labels and lists via the Export tool

In Main Form, from the View Menu, choose Tools - Export Data[108. Use this tool for exporting data to
your Spreadsheet tool for printing custom reports, address Labels, mail-merge letters, or product lists
etc

17.1 You can work with two Main Forms

Two Main Forms can be open at the same time, this could be helpful for cases such as when you are
half way thru working on a Job when the you need to quickly respond to an enquiry about another job.

e While you are hawe the job details of one job on the Main Form, choose the other Form Button on the
main tool bar.
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' Transactor 6.12 - DentalLab Limited - [Document 1382]

File- Wiew Surgeon  Product/Service Ackion Reporks  Tools Window  Help

MiPDodds . | Mo & b

B

Surgeon
Mr P Dodds BDS (204)
Robertshridge Dental Surgery Feference
69 High Street e nd font (i
Robertshridge, East Sussex A REepenaeitil)
TH32 5AP OnE o Charge

Tel: 01424 879082
EIEIRELER 001107 Fri

CAN BE CONTACTED ON 0123 456789 IN EMERGENCIES

PATIENT Williams, R

The second form may be blank or may contain another job's details.

%" Transactor 6.12 - Dental ab Limited - [ ]

File  Yiew Surgeon  Product/Service  Action Reports Tools  Window  Help

w B

MiPDodds . | |= MisBewesto. | M0 L M | & Qa0 %o @

Surgenn Account. Surgeon

Mr J Beresford BDS (274) 281956 D

Berasford Dental Practice Farsnce

394 Old London Road E

Hastings, East Sussex L Independent (i) bl

TH35 5BL 0 A On-Going 7

Tel: 01424 952675 __
IR 041207 Tues

Description

* You can use the Form Buttons to switch between the two Forms or use the Window menu.
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18

19

Window Wl
Cascade Shift+F5

Tile Horizonkally
Tile Wertically Shift+F4

Close all

1 Document 1352 k
v 2 Mew lob 1393

Contact Us

Website Contact Us

www.transactor.co.uk

Telephone sales & technical support

Telephone technical support is available only to new customers in the trial period, and Premium
Support customers.

01424 777877

Write or visit

Pearce & Robinson LTD
17 High Street, Battle, Sussex TN33 OAE
Tel: 01424 777877

NOTES
Sales & Support Telephone Mon-Fri 0900-1700hrs excl. Bank Holidays.
After your free Premium Support period is up you can purchase 12 months renewal from www.
transactor.co.uk

Endnote

We hope you enjoy using Transactor and that you are very satisfied with the product and our support
senices.
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While you are trying Transactor you are entitled to free Technical Supporthsd),

186

We welcome feedback of all types so we look forward to hearing from you. Our preferred method of

feedback is via the website.
Thank you for using Transactor

The Transactor Team
Battle, UK

See Also
Contact Us|[183)
Getting helpl 8"
How to buy Transactor| 90
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