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***FYI*** Notes will only print on forms/reports if the form/report is coded to include these notes. 

 

Global and Case Entry Preference Notes 
 

In the Doctors form in the Maintenance menu under the Main tab, you can enter Global Preferences 

and Case Entry Preferences. 

Select the Doctor and then enter the notes needed.  Then click Save. 

 
 

- Global Preferences: These notes are intended to be included on the work ticket for every case for an 

account and may be printed work tickets and will display on the EvoTouch screen and in the EvoTech 

App for all steps. 

- Case Entry Preferences: These notes display on the New Order screen to case entry operators when 

the account is selected for case entry. These notes are meant to ensure that cases are entered correctly for 

an account.  These notes DO NOT show up on the EvoTouch screens or in the EvoTech App. 
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Account Preference Notes 
These are detailed, technical notes concerning a specific step and/or service for how that account desires 

their work to be done. These notes print on work tickets and display on the touch screens to technicians. 

When the system finds a note for a step for an account within the department that step is tied to, it 

automatically includes the note as part of the case detail. Preferences can be entered for an account, by 
services; by service and step; by sales department. These notes are intended to make every work ticket for 

an account customized with that account’s preferred technical processes and are applicable to the type of 

restoration for each case. 
 

In the Doctors form of the Maintenance menu under the Case Pref[erences] tab is where you may enter 

these types of notes.  For example, select a service/step and enter the appropriate notes for the way this 

doctor prefers this service/step to be completed or if certain materials, metals, etc are to be used. These 

notes will appear on the EvoTouch screen and in the EvoTech App. 

 

To associate a note with a specific service for the selected doctor, enter it in the text box located at the top 

of the form. 

 

 
If you want a note tied to one of the steps associated with that service, select a step and enter the note in 

the text box located at the bottom of the form. 
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When there are notes on a case the Case Box Button states ** Read Notes ** and the box has a white 

background. 

 

 
 

On tech touch screen select the case by clicking the case button and the details will appear on the screen. 

 

 
 

 

 

The Case Box after the 

technician selects the Check 

In button displays in the My 

Cases field and also has a 

white background when 

there are notes on the case. 

This note was 

entered in New 

Order (the path:  

Cases > New > Notes 

tab > [Case 

Instructions] field. 

This note was 

entered on the 

Doctors form 

(the path:  

Maintenance > 

Doctors > Case 

Pref tab. 
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The notes will also display in the EvoTech app on the Case Details screen. 

  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



Notes in Evolution 
 

©Atlanta Based Systems, Inc. Page 6 
 

Call Notes 

 

Call Notes can be entered in CRM and Case Inquiry – these notes will display on the Call 

Notes tab in Case Inquiry and on techs touch screens under Case Details. 

 

On the Case Inquiry form, select the Call Notes tab. 

 
Enter and/or select the appropriate information on the left and then enter the note in the text box 

on the right and select Save Note. 
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Notice the note is now in the Call Note field and the Call Notes History grid displays the Name of the 

person who entered the note, the Subject, the Created date, and the Source is displayed as Internal.  

This case had a note entered during Case Entry too. 
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In the CRM menu, select Customer Service in the Activities section: 

 

Right click in the Activities grid and select New Activity.   
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Enter the Subject, Type, Sub Type, Status, etc. as appropriate in the proper fields.  Then type the note in 

the text box at the bottom of the section.  Click Save. 

 
 
The note then appears in Case Inquiry on the Call Notes tab for that case. 
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Notice the Case Notes: field on the technician’s touch screen now includes the 2 notes input on 

the same case from CRM Customer Service and from the Case Inquiry Call Notes tab. 
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Case Instruction Notes 
These notes are added at Case Entry time. These notes will appear in EvoTouch on the tech touch screen, 

in the EvoTech app, and can print on the Work Ticket.  These notes are intended to be specific to each 

case and will either override or enhance predefined preferences. 
 

Case Instructions notes are entered on the Notes tab in New Order. 
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Notes for Step 
Notes for a Step are entered on the Notes tab in New Order below the Step grid.  The user must first 

select the correct step from this grid which will turn the line a dark blue, then enter the note in the Notes 

for Step: box below the grid.  These notes appear on the tech touch screen. 

 

Select the step from the Step grid that you want to associate a note.  Enter the note in the Notes for Step 

section.  Click Save. 
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The Case Instructions note is displayed in EvoTouch on the tech touch screen and EvoTech app for that 

case in the Case Notes: box. 

 
The Notes For Step note is displayed on the EvoTouch screen, Routing Step Instructions: box and in 

the EvoTech app for that case. 
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Case Invoice Notes 
A note can be added in New Order specifically for the case for the Invoice operator to see when they 

invoice the case. 
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Invoice Preferences 
 

These notes display on the Pre-Invoicing and Invoicing forms to invoicing operators 

when an invoice is processed for an account. These notes are intended to ensure each account is 
invoiced correctly.  

 

Invoice Preferences are entered on the Pricing tab of the Doctor A/R Setup form of the A/R menu.  

Once the note has been entered in the Invoice Preferences box click Save. 
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When a note is added in the Invoice Operator Notes field of New Order and when a case is invoiced for 

a doctor with an Invoice Preferences note it will appear in the Operator Notes box of the Invoicing 

form of the A/R menu.  Notice how the note is identified as well. 
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Payment Preferences 
 

These notes display on the Payment Entry form to payment entry operators when they are entering 

payments for an account with these notes setup. These notes are intended to ensure payments are entered 
correctly for each account.  

 

Payment Preferences are entered on the Pricing tab of the Doctor A/R Setup form of the A/R menu.  

Once the note has been entered in the Payment Preferences box click Save. 
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When the account is selected from the Doctors grid of the Payment Entry form under the A/R menu, the 

note is displayed in the Payment Operator Notes field. 
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Print Notes 

 

Print Notes are entered on the Invoicing form and will print on THIS invoice only.  These are 

free-form notes for specific invoices.  Enter note in the Print Notes field.  Click Save. 

 



Notes in Evolution 
 

©Atlanta Based Systems, Inc. Page 20 
 

Invoice Notes 

 

 
Invoice Print Notes are pre-defined in the A/R > Invoice Notes form.  There are four types of pre-defined 

invoice notes: 

 

Lab 
These notes are tied to the invoice form and print on all invoices for all accounts.  These notes are 

selected on the Lab A/R Setup form of the AR Settings tab. 
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They may also be selected or changed on the Invoicing form itself (Set Global Inv Note button).   

 
A window pops up giving the user the ability to choose and view the note.   

  
Then click Save. 

  
The note is now the note that will print on every invoice. 
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It is possible to exempt specific accounts from printing an invoice note.  This is done in the Doctor A/R 

Setup form of the General tab from the A/R menu.  Simply left click the box for Do Not Print Invoice 

Lab Note: then click Save. 
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Doctor 
These notes are tied to specific accounts on the Doctor A/R Setup form of the General tab in the Invoice 

Doctor Note field.  This note will print on every invoice for that account, regardless of any other defined 

notes.  These notes stop printing only when they are removed from the field for that account. 

 



Notes in Evolution 
 

©Atlanta Based Systems, Inc. Page 24 
 

Invoice Specific 
These notes were added to allow labs to pre-define specific notes that should print only on specific 

invoices.  Instead of having to type a free-form note in the Print Notes field for every qualified invoice, 

the operator can pick these notes and the copies from the note to the Print Note field.  By choosing the 

note rather than free-form typing these notes, labs are assured the information is consistant and correct. 

 

Right-click in the Print Notes box and select Copy an Invoice Specific Note. 

 
 

Select a specific note from the box and select Pick.  The note text is copied and can stay the same or be 

edited.  You may also copy from multiple Invoice Specific notes on one invoice, but each one must be 

picked individually. 
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The note is now part of the specific invoice for that case.  Click Save. 

 

Product 
These notes are to be associated to products and metals so they will print on the invoice if that product or 

metal is selected on a case.  Once set up, you may associate them to a product under the Services grid in 

the Service Centers form under the Product menu.  You may associate to a metal under the Metals form 

also under the Products menu. Select the appropriate note from the drop down list in Product Invoice 

Note column on the row for the correct product or metal. Then select Save. 
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Dr. Portal Case Notes 

If you are using Dr. Portal, your doctors may enter notes associated with their cases.  When that occurs 

a user in you lab may be notified that a note was added on a case from the Dr. Portal.  Do determine 

who gets that notification, you can control this in the EvoWebAdmin program under menu path: 

Configuration and Setup > Notifications.   

The Case Note Added notification set up is what drives this.  The first user in the list is the one that will 

be assigned as owner when notes are added to cases in the Dr. Portal.   That means that person will get 

notified when a doctor enters a note on a case in the Dr. Portal. So you will want to keep this in mind 

when you are setting the order of the users on this notification. 

 

When you right click on any of the notification grids, you get the following options: 

Add eMail: Select this to get a user’s list.  It will display their primary email set on the User’s Form in 

EvoData. 

Remove eMail: Select to remove user from the notification list. 

Move Up: Select to move the user up in the notification list. (Note: Only for Web Portal notifications.) 

Move Down: Select to move the user down in the notification list. (Note: Only for Web Portal 

notifications.) 

 


