CLOSING





File


Office Manager


Reports


Management


Day Sheet


Procedure date (choose OK)


Day sheet - unprinted (highlight & print)


Deposit slip - unprinted (highlight & print)





Insurance claims report - in Office Manager:  click on reports, click on ledger, click on procedures not attached to ins., choose your dates and OK, Highlight this in OM and click on print.  Print any claims that were not printed.








BACK UP








Insert disk


Back out of everything (tiger on screen)


Office backup


Backup now (disk will automatically pop out of tray)


Take back up tape home


