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1  Printing and Mailing Renewal Notices Plus Updating DR
When to send out renewal notices:

Renewal notices are mailed out the third week of each month 

Which office receive renewal notices:

Practices that are on a current annual subscription and will expire two months from date of renewal mailing. For instruction purposes the renewal month will be called the “renewal month”

Calculating the “renew by” date:

The “renew by” (A) date is the 14th of the next month after renewal notices have been mailed out.  

Example: notices were mailed out on July 21st for offices that expire in September and the “renew by” is August 14.
1. Open “Billing”
2. Go to “Reports”
3. Open #15 “Subscription Report”
4. Check the following items

a. Support

b. Suppress Scheduler Recalls 

c. Send Results to alt list (choose Alt-1 Monthly Renewals)
5. Select: for Dr: All
6. In “From” field enter the reporting start date (the first day of the renewal month)
7. In “Thru” field enter the reporting ending date (the last day of the renewal month)
8. Click “View or Print” to get the report results to Alt List One

9. Choose “Yes” to overwrite alt list that already has data in it.

10. From any ledger,

11. Click “Word Processing’
12. Highlight Document #1 “Annual Renewal Notice”

13. Click “Properties” button

14. Click “Mail Merge” tab

15. Select “Alt List” and choose ‘Alt-1 Monthly Renewals” from the list of Alt lists
16. Return to list of documents in Word Processing

17. With document #1 “Annual Renewal Notice” highlighted, click “Edit”
18. Enter date “A” (as stated in “calculating the renew by date” at the beginning of these instructions) in following paragraphs (see attached renewal notice example). 
a. Paragraph One “To take advantage of this offer, simply send payment to reach our corporate accounting office by (date)”.  
b. Paragraph Two “After (date), the cost to renew will be $XX.”

c. Paragraph Credit Card Info Block “Deadline for $XX is (date).
19. Click “Merge to New Document” button on tool bar as shown below.
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20. Choose “Merge all Records”

21. Click Ok

22. Click “File” in upper left corner of top tool bar.

23. Choose “Print”

24. Insert statement paper forms in manual tray of printer

25. Click “Ok” 
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26. Remove printed statements from printer

27. Store unprinted statements away for safekeeping

28. Close “letters 1” window and answer “No” to save

29. Close 1.doc window and answer “Yes” to save

30. Fold statements as statement form indicates

31. Place in statement envelopes and seal

32. Using postage machine put appropriate postage on statement envelopes

33. Place in “outgoing mail” box

2  Updating Billing and DR

This is a good time to check for any practices that have paid for the annual support subscription and did not get their recall file info changed to “SUPPORT & UPDATES”.  This usually occurs when an “expired” subscription is renewed”.

A. Verify that all customers on an annual support subscription have the correct note in their recall file.
1. Open “Billing”
2. Got to “Reports”

3. Go to #15 “Subscription Report”
4. Check the following items

a. Support

b. Suppress Scheduler Recalls 

c. Select: for all Doctors

5. In “From” field enter today’s date
6. In “Thru” field enter today’s date + 9 years
7. Click “View” 
8. Review each page of the report for customers that have “$95 PER INCIDENT” in the “subscription note” field.  Note the file number and practice name. 
9. Exit the report and access the file number of the first practice noted. 

10. In the practice file under the “Recall” tab, locate the “Printing to Recall Report” first field and change wording from “$95 PER INCIDENT” to “SUPPORT & UPDATES”.
11. Click on the file button, enter the next file number that needs their recall file updated.

12. In the practice file under the “Recall” tab, locate the “Printing to Recall Report” first field and change wording from “$95 PER INCIDENT” to “SUPPORT & UPDATES”.

13. Continue until all noted files have been updated.

14. Review the report again to verify that all files on an annual support subscription say “SUPPORT AND UPDATES in the “subscription note” field.

15. Go to #15 Subscription Report

16. Check the following items

17. Support

18. Suppress Scheduler Recalls 

19. Select: for all Doctors

20. In “From” field enter today’s date

21. In “Thru” field enter today’s date + 10 years

22. Click “View” 

23. All files should say “SUPPORT & UPDATES” in the “subscription note” field.
B. To verify that all “expired subscription” customers have the correct note in their recall file:
This is a good time to check for any practices that have NOT paid for the annual support subscription and did not get their recall file info changed to “$95 PER INCIDENT”.  This usually occurs when a subscription is NOT renewed.
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1. Open “Billing”
2. Go to #15 “Subscription Report”
3. Check the following items

a. Support

b. Suppress Scheduler Recalls 

c. Show Old Expirations and leave dates as automatically entered.

4. Select: for all Doctors

5. In “From” field enter today’s date

6. In “Thru” field enter today’s date 

7. Click “View” 

8. Review each page of the report for “expired” customers that have SUPPORT & UPDATES” in the “subscription note” field.  Note the file number and practice name. 
9. Exit the report and access the file number of the first practice noted. 

10. In the practice file under the “Recall” tab, locate the “Printing to Recall Report” first field and change wording from “SUPPORT & UPDATES” to “$95 PER INCIDENT”.

11. Click on the file button, enter the next file number that needs their recall file updated.

12. In the practice file under the “Recall” tab, locate the “Printing to Recall Report” first field and change wording from “SUPPORT & UPDATES” to “$95 PER INCIDENT”.

13. Continue until all noted files have been updated.

14. Review the report again to verify that all files on an annual support subscription say “$95 PER INCIDENT” in the “subscription note” field.

15. Go to #15 Subscription Report

16. Check the following items

a. Support

b. Suppress Scheduler Recalls
c. Show Old Expirations and leave dates as automatically entered
17. Select: for all Doctors

18. In “From” field enter today’s date

19. In “Thru” field enter today’s date 

20. Click “View” 

21. All files should say “$95 PER INCIDENT”

22. Close “Billing”

C. On the Accounting Computer desktop:

1. Double click “Update DR” .

2. A command screen with “Genesis” at the top will appear.  

3. When the title changes from “Genesis” to “Inactive Genesis”, close the window with the X in the upper right hand corner.
3  Printing a renewal notice for one office that is on a current support subscription

Who is this for:



Offices that misplace their current renewal notice.

When is it mailed, faxed or emailed


Upon customer request.


Format: Statement paper form and statement envelope unless they request by email.


From the customer’s ledger:
1. Click “Word Processing’

2. Highlight Document #1 “Annual Renewal Notice”

3. Click “Properties” button

4. Click “Mail Merge” tab
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5. Select “One Patient” and the correct customer’s name should appear in the field on the right.

6. Return to list of documents in Word Processing

7. With document #1 “Annual Renewal Notice” highlighted, click “Edit”

8. Enter date the practice has to submit payment by in the following paragraphs: 

9. Paragraph One “To take advantage of this offer, simply send payment to reach our corporate accounting office by (date)”.  

10. Paragraph Two “ After (date), the cost to renew will be $XX.”

11. Paragraph Credit Card Info Block “Deadline for $XX is (date).

12. Click “Merge to New Document” button on tool bar as shown below.
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13. Choose “Merge all Records”

14. Click Ok

15. Click “File” in upper left corner of top tool bar.

16. Choose “Print”

17. Insert statement paper forms in manual tray of printer

18. Click “Ok” 

19. Remove printed statement from printer

20. Store unprinted statements away for safekeeping

21. Fold statement as statement form indicates

22. Place in statement envelope and seal

23. Using postage machine put appropriate postage on statement envelope
24. Place in “outgoing mail” box

4  Printing a renewal notice for one office that is “expired” 


Who is this for:

Offices are “expired” (no longer on an annual support subscription), want to renew and request a printed statement 

When is it mailed, faxed or emailed:



Upon customer request.


Format: Statement paper form and statement envelope unless they request by email.


From the customer’s ledger:
1. Click “Word Processing’

2. Highlight Document #8 “Support Offer for Expired renewals”

3. Click “Properties” button

4. Click “Mail Merge” tab

5. Select “One Patient” and the correct customer’s name should appear in the field on the right.

6. Return to list of documents in Word Processing

7. With document #8 “Support Offer for Expired renewals” highlighted, click “Edit”

8. Click “Merge to New Document” button on tool bar as shown below.
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9. Choose “Merge all Records”

10. Click Ok

11. Click “File” in upper left corner of top tool bar.

12. Choose “Print”

13. Insert statement paper forms in manual tray of printer

14. Click “Ok” 

15. Remove printed statement from printer

16. Store unprinted statements away for safekeeping

17. Fold statement as statement form indicates

18. Place in statement envelope and seal

19. Using postage machine put appropriate postage on statement envelope

20. Place in “outgoing mail” box

5  Sending Renewals by Email, if requested.
1. Create statement as mentioned in previous instructions.  

2. Scan document 

3. Send as an attachment to verified email address.

6  Renewal Opportunities Reminders. 

Who is this reminder for:

“Expired” practices.

Purpose of the reminder:

 Reminding the practices why they should renew their annual support subscription

When is it sent out?
This reminder is usually sent out in January, April, July, and October as well as just after a new update release. 

Format: Postcard or billing statement depending on size of announcement.
To send a Postcard renewal opportunity

1. Open Billing

2. Go to #15 Subscription Report

3. Check the following items

4. Support

a. Suppress Scheduler Recalls 

b. Show Old Expirations and leave dates as automatically entered
c. Send Results to alt list (choose alt-2: Not on support)

5. Select: for Dr: All

6. In “From” field enter today’s date
7. In “Thru” field enter today’s date
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8. Click “View or Print” to get the report results to Alt-2
9. Choose “Yes” to overwrite alt list that already has data in it.

10. Go to Report #16 “Labels”

11. Select “alt list” and choose “Alt-2 Not on support”
12. Start on label “1” and copies “1”

13. Click “Print”
14. Put address labels in the manual tray of the printer.

15. Click OK.

16. When printing is completed, remove printed labels

17. Remove unused labels from printer and store for safe keeping.

18. On the accounting computer, locate the Postcard Tip Format icon.
19. Create a message in one card area.

20. Copy proof-read message into the other 3 postcard areas.

21. Print sample on paper for final proofing

22. Print on blank postcards 

23. Cut postcards with office cutting board

24. Affix address label on postcard

25. Affix postcard postage on postcard (postage meter cannot be used for postcards)
26. Place in out-going mail slot.

