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Features of the Preview Window:

e Remove an account from the batch by removing the check mark beside the account.

e View account information by using the Edit Acct button.

e Preview an individual statement by using the Preview button. This will show the transactions and
messages that will be printed on this statement.

e To add a Personal Note to one statement, highlight the account name. Type in the “Personalized
Statement Note for Selected Account” box your message to this account. It will hold up to 60 characters.

e After reviewing the accounts, click the Send button. The software will then create a statement file.

Finalizing statements and Printing a Report:

You will be prompted to print a report. That will give you the list of accounts to whom you will be sending
statements, the amount you are billing them, and a total dollar amount that you are billing for all accounts
combined.

Sending the Statements for Processing: Once the report has finished printing, SoftDent will prompt you to

send the statements now. Click the Yes button. This will activate Kodak Electronic Services for you and send
your statement file. SoftDent software will give you a confirmation when the statements are sent successfully.
Print any reports from the Reports list.
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