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Navigate to the portal login page and enter your
credentials. You can use your email or portal username.

\
After entering your credentials, you can click “Keep me
logged in”. This will keep you logged into the portal and
you will not need to re-enter your credentials when you
come back to login; however, for security measures after a
certain amount of time you will need to re-enter your
login credentials.



If you enter an incorrect combination of login
credentials, you’'ll receive an error message. You can
retry or click “Forgot password”.

When you click on “Forgot password” on the login screen,
you'll be brought to the forgot password page. You must
enter your email associated to your account to proceed
with resetting your password.

After you enter your email associated to your portal
account, you'll receive an email with instructions to reset
your password.



When you receive the
email, click on “RESET

YOUR PASSWORD”

After clicking the link in the email, you'll be brought to the
Set New Password page. Here, you can enter a new
password that adheres to the password complexity
requirements. You'll be required to re-enter / confirm your
new password to successfully reset.



Once you successfully enter and confirm a new password, you'll
see a success message. Click on the “GO BACK TO LOGIN” button
to login with your new password.
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When you login to the portal, you'll be brought to the HOME
page. The key aspect of this page is displaying the most recent
cases.

T

The Home Page will showcase your most recent cases, based on
when the case was created. You'll see most recent cases first
that are then ordered based on STATUS.



To view an individual case, click on the Case #.

As the Home Page only shows the most recent cases, to view all
cases click on “VIEW ALL CASES” or “CASES” in the main
navigation
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Select CREATE CASE in the upper right hand of the screen.
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You can click “DISCARD CASE”
at any point. You will not be
able to click “SUBMIT CASE”
until you complete all steps.

The first step to create a case
is filling out all of the patient
details. Anything required will
have a red asterisk next to the
field name.

\

On any step, if there’s
additional steps then
you proceed by
clicking “NEXT".
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The second step to create a case is to select the applicable arch
for the appliance(s). You can choose UPPER or LOWER or BOTH.
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After you select the arch(s), choose

the appliance. Appliances are
organized in groups.

\

Each appliance will have a
representative diagram. For more
information on the appliances,
visit specialtyappliances.com.



You must choose a
configuration. If you'd like the
Specialty Appliances
standard, select “DEFAULT
CONFIGURATION.” Otherwise,
you can use one of your
“SAVED CONFIGURATIONS" or
a “NEW CONFIGURATION".

Regardless of the

configuration, you're able to
select the appropriate options
and accessories available for
the selected appliance.




Appliance configuration is
handled within groupings
(e.g., Accessories, Clasping
Options, etc.).

When selecting a certain
option within a grouping,
there can also be various
teeth selectors to mark
where the given option
applies. It's important to
select everything you'd like
configured on the
appliance.

The options you see are
specific to and available for
thehselected Appliance and
arch.




For digital cases, you
can upload your STL
file directly into the
portal or select
“Submit by Scanner.”

For analog cases,
select “Stone Model".
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You also have the option to submit other documents, such as
drawings; however, it's encouraged to include all details of your
case within the configuration options / appliance details and STL

file.
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Should you need it sooner, you can request
expedited shipping for an additional
charge.

After adding the model submission type, you
must select a request return date for your case.
You will see the earliest date available based on
our current operating capacity, and can always
choose a later date.



This is the final
step of the case

submission
process. You'll
see a summary
of the case and

your
authorization.

Links are
surfaced
throughout the

summary to
easily go back
and view/edit
case details.

You cannot
submit your case
until you check
and agree to the
terms and

conditions. \

Once Kou agree to the terms and conditions

you'll

ave the ability to click “SUBMIT CASE".




A. CREATING A SAVED CONFIGURATION

Within the case creation
module,

Regardless of the

configuration, you're able to
select the appropriate options
and accessories available for
the selected appliance.




B. MODIFYING A SAVED CONFIGURATION

Within the case
creation module,
select the Saved
Configuration that
you would like to
modify
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Once the configuration is
selected, make changes to the
template according to your

preferences.

Once you have
modified the Saved

Configuration to your

liking, scroll down to
the bottom of the
section and select
“Update”
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C. DELETING A SAVED CONFIGURATION

Within the case
creation module,
select the Saved
Configuration that
you would like to
delete.

Scroll down to the
bottom of the section.
Then select “Delete”.
This will remove the
saved configuration =
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To find a specific
case, you can:

e Search by patient
name or case
number in the
search field

¢ Filter by an
individual status
or doctor

The cases section

~——_serves as your entry

point to view and
access all cases.




\Isf a case has been
hipped, you'll also see
and can click on the

Tracking #.

™~

RN

The current status of each case will display in this
column.



A. FINDING YOUR CASE
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To find a specific case, you can:
e search by patient name or case number in the
search field
e Filter by an individual status or doctor

All cases that match

in the cases table.

Your entered search term will appear in the search
field. You do not need to enter the full name to
search.

B. SEARCH RESULTS

If you enter a search that yields zero results, you'll see
a zero results message. You can clear your search by
hitting the “X” in the search field.

your search will display
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C. SELECT CASE TO VIEW DETAILS

|

To view the details of a case, click

the Case #.

D. INVIDIVUAL CASE DETAILS

Here you'll see
background
information on the
case and the
prescription.

Here you can access
all files (e.g., STL
Scan) associated to
the case.

Here you'll see all
billing details,
including the
payment status in
the top right of this
section.

/

Here you'll see the
case #, patient name,
and current case
status.

~

.




E. KEY ACTIONS

/

Click here to edit /
make changes to
the case.

Click here to view
the invoice.

Click here to view
the RX for the
case.

Click here to view
all files (e.g., STL
Scan) associated
to the case.

If there are more
billing details than
what's displayed
by default, you'll
see a View more
link. Click here to
view all billing
details.

If the case has been
shipped, you'll see
the Tracking #.
Click on the
tracking number to
view tracking /
delivery status.



G. EDIT CASE

Change the requested return date and/or shipping address.
NOTE: this is only available up until a certain point in the case

lif le.
ifecycle \\

/—Add files

— |Remove files

%

CANCEL CASE: will cancel the case. This is only available up until
a certain point in the case lifecycle.

DISCaARD CHANGES: None of your changes to the case will be
saved.

SAVE CHANGES: All of your changes to the case will be saved.



When you navigate to

BILLING, you'll see all
of your invoices.

For each invoice,
you'll see the relevant
information (e.g.,
Patient name, Case #,
etc) ordered by most
recent first.

—

You can narrow the
results by filtering by a
Doctor, which will only
show invoices for that
Doctor.

If you apply one or many
filters, you can reset /
clear by clicking “CLEAR
FILTERS".




You can narrow the
results by searching

You can clear/

When you enter a
search query, click

. reset a search by enter or “'SEARCH” to
ggspeaﬂent Name or clicking the “X". search against your
) invoices.
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Any invoice that's been paid, instead of
seeing “PAY INVOICE" you'll see a link for
the “RECEIPT” and “PAID INVOICE".

|

To access a receipt,
click on the “RECEIPT”
D'\ link for the invoice of

~.interest. Your receipt
will open in a new tab
and you’ll be able to
view, download,
and/or print.

F

\

To view an already paid invoice, click on the “PAID
INVOICE” link for the invoice of interest. Your invoice
will open in a new tab and you'll be able to view,
download, and/or print.



Your entire outstanding balance will
be displayed here. This is a
summation of the total balance of all
unpaid invoices.

You can either pay
many invoices at once
or an individual invoice.
To pay across many
invoices at once, click
“MAKE PAYMENT" here.
You'll be brought to
the payment page.

Any invoice that hasn't
been paid will have a
“PAY INVOICE” button.
Click on this button to
pay for that individual
Invoice. You'll be
brought to the
payment page.



In addition to viewing
Invoices, you can view
your Statements by
clicking here.

All your statements will
be organized per year.

For each statement, /'l
you'll see the period,
statement balance, and
a link to the statement.
Clicking the
“STATEMENT” link will
open the corresponding
statement in a new tab
where you can view,
download, and/or print.

To view statements for a

given year, click on the
corresponding year to

expand all statements
for that year.
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To edit your
organizational settings,
click “Edit Info”.

MLG Details

LG Hame MLE Address

Name of Multi Location Group
Srreet Address

LG Frimary Conta Nome 123 Apple Street
Firyi Hame city
John Doe Atlanta

PALG Byimary CONTICT obe/ Tt MG PrmOry CONOCE Email Addness
Dentist dentist@gmail.com

MG Primary Contact Phoss Mumbes
I

HLG Blling Addrert

Siseet Address




To view, add, or modify
users, click “User
Management”.

To add an additional
user, click “+Add User".

Select the user
role. This will
determine the
user’s
permissions.

Add the user's
first name, last
name, user name __~
and email
address.

Once added, the
user will receive
an email to set up
their account.

For multi-location
practices, select
the practices the
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Click “Roles and gaSpecialty e o swnewsmscsss
Permissions” to see
the types of roles U NAACEABT
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Remakes can be
initiated within the
portal for cases that
are in the
“Delivered” status.

Find the case that
you would like to
begin the remake
for on the “Cases”
tab.

Select the three —
dots under Actions
and choose “Order
Remake”

In the popup menu,
choose to use the same
prescription or change
the prescription.

Then, select the arch to
remake.

Specify if you would
like to use the same
scan or upload a new
one.

Select the reason for
the remake from the
dropdown button.

Optionally, provide
additional details (e.g.,
'the acrylic is too
thick').




Confirm the original
case number, shipping
address, and review
the default return date.

If the lab has any
addtional questions,
we will reach out.
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