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·  OpticalOnline is CC Systems’ e-commerce web based Rx ordering software.  It allows you to accurately 

enter new lab Rx orders, review old orders, resubmit, re-order or redo existing orders.  The Rx orders are 
transmitted to your lab via the Internet.  Your lab’s software is configured for immediate processing. 

 
·  The OpticalOnline administration web site allows your lab to adjust the various lens combinations, 

treatments and descriptions offered by your lab.  This information is automatically updated each time the 
OpticalOnline software is started. 

 
**PLEASE NOTE*** 

 
You must be connected to the Internet before using your OpticalOnline software 

 
Watch the bottom left hand corner of the software for prompts and error messages 

 
Mandatory Fields are hi-lighted in pink 

 
Use your TAB function key to move between fields 

 
1. Login  

 
 

·  Your lab can configure the OpticalOnline software with an automatic Log In by adding your Account ID 
(Username) and Password to the server.config file in the c:\program files\oo folder. 

·  Your lab can configure the OpticalOnline software with alternate languages by adding the following 
lines to the server.config file in the c:\program files\oo folder. 
 

LANGUAGE=fr  (for French) 
COUNTRY=CA  (for Canada) 
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·  By default, OpticalOnline uses Language = English and Country = North America. 

 
1.1. Enter the 6 digit Account ID assigned to you by your Lab, and press the TAB key 
1.2. Enter your password 
1.3. Left click once on Log In button 

 
·  Users that manually log in will be prompted to save the Account ID and Password. 

 
2. Order Info Tab 
 

 
 

·  The color of the screen will randomly change every time you start the OpticalOnline software. 
 
·  You have the option to trace your frames before starting the OpticalOnline software, to trace each frame 

while connected to the OpticalOnline software or alternately to transmit a lab order without a frame 
tracing. 

 
2.1. Update Trace List: Left click this button to update the list of unused frame tracings displayed 

in the Trace Files Selection field.  Updating the list of unused frame traces 
is ONLY required if any new frames are traced while you are still 
connected to the OpticalOnline software. 

2.2. Patient Name (required field): Enter a patient name or identifier number such as an order # or a tray #. 
2.3. Trace Files (required field): Attach an unmatched frame trace file to the patient’s order by left clicking 

the appropriate tray number from the list.  If you are not sending a trace, 
select the “No Trace” option.  If necessary, switch to the frame tracing 
software, trace the frame and left click the Update Trace List button. 
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2.4. Tray #: Only if required, enter a tray number for your order.  If you select a frame 

trace from the Trace File list, the software automatically assigns your trace 
number as tray number. 

 
·  Left click the Continue button to proceed to the “Frames” or “Ship To” tab to enter the Ship To, Frame, 

Rx and Lens data or left click the Send Trace Only button to send a frame trace to your lab without the 
Ship To Frame, Rx and Lens data. 

 
·  The Send Trace Only button used to send a frame trace to your lab without the Ship To, Frame, Rx and 

Lens data can be permanently switched on or off by adding or editing the “TRACES_ONLY:ON” line 
within the server.config file in the c:\program files\oo folder (edit, remove or add “#” to the line). 

 
3. Provider Tab – Optional 
 

·  The Provider tab is rarely used by most retailers and is generally not activated by your lab.  It is 
designed to collect insurance data for Medicaid orders. 

 

 
 

3.1. Prescribing Provider: This is the doctor that wrote the Rx prescription, not necessarily the 
person or office selling the frame and lens.  This section is mandatory and 
needs to be completed for each order. 

3.1.1. Prescription Date: YYYY/MM/DD = Year/Month/Day that the Rx was written 
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3.2. Dispensing Provider This is your office/store that is selling the frame and lens.  Most fields 

should be automatically populated.  If any fields are missing data, contact 
your lab to have them update your data in OpticalOnline.  Complete any 
missing data. 

3.2.1. Today’s order date: Automatically displays today’s date 
 

3.3. Patient   Most fields regarding the patient are mandatory. 
3.3.1. Date of Birth  YYYY/MM/DD = Year/Month/Day 
3.3.2. Date of Last Service: YYYY/MM/DD = Year/Month/Day – date last time frame and lens sold 
3.3.3. Receive Date: YYYY/MM/DD = Year/Month/Day – date completed lab order is 

dispatched to patient.  Leave it blank. 
 

·  Left click the Continue button to proceed to the “Ship To” or “Frames” tab to enter the Frame, Rx and 
Lens data or left click the Start Over button to clear the screen of data and start over again.. 

 
4. Ship To Tab - Optional 
 

 
 

·  The Ship To tab is rarely used by most retailers and is generally not activated by your lab. 
 

4.1. Address1: If required, enter the Street address of the “Ship To” location 
4.2. Address2: Only if required, enter the Street address of the “Ship To” location 
4.3. City: If required, enter the City of the “Ship To” location 
4.4. State/Prov.: If required, enter the State/Province of the “Ship To” location 
4.5. Zip/Postal: If required, enter the Zip/Postal Code of the “Ship To” location 
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Note: If any of the Address1, City, State/Prov or Zip/Postal fields have data entered, all address fields 
must be completed. Completing these fields will automatically switch the “Ship To” address from the 
default retailer’s address to this alternate “Ship To” address for this particular order only. 
 
4.6. Deposit: If required, enter the deposit received by the patient – maximum $999.99.  

This amount will be automatically applied against the order’s balance. 
 

4.7. Purchase Order Number: If required, enter the Purchase Order Number up to 15 alpha/numeric 
characters.  Your lab MAY switch this field to be a required field to be 
completed 

 
·  Left click the Continue button to proceed to the “Frames” tab to enter the Frame, Rx and Lens data or 

left click the Start Over button to clear the screen of data and start over again. 
 
5. Frames Tab 
 

 
 

5.1. Frame Selection Tell your lab who is supplying the frame for this order.  There are 4 choices: 
 

5.1.1. EDGED LENSES ONLY Default option for orders with frame tracings. Used if the 
retailer or patient is supplying the frame and no frame will 
be sent to the lab.  Edged lens required. 

5.1.2. UNCUT LENSES ONLY Default option for orders without frame tracings. Used if 
the retailer or patient is supplying the frame and no frame 
will be sent to the lab.  Uncut lens only. 

5.1.3. EDGED LAB SUPPLY Used if the lab is supplying the frame.  No frame will be 
sent to the lab.  Edged lens required. 
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5.1.4. EDGED FRAME TO COME Used if the retailer or patient is supplying the frame.  The 

frame will be sent to the lab.  Edged lens required. 
5.1.5. Vendor    Only required if EDGED LAB SUPPLY is selected 
5.1.6. Model     Only required if EDGED LAB SUPPLY is selected 
5.1.7. Color     Only required if EDGED LAB SUPPLY is selected 
5.1.8. UPC     Only required if EDGED LAB SUPPLY is selected 

 
Note: If EDGED LAB SUPPLY is selected, either the frame Vendor, Model and Color combination 
must be completed or the UPC.  It is not necessary to complete both.  It is not necessary to complete any 
of these fields if EDGED LAB SUPPLY is not selected. 

 
5.2. Lab Supplied Frame Data 

 

 
 

·  If your lab typically supplies the frame, the Frame Selection will by default display EDGED LAB 
SUPPLY. 

 
·  You may be presented with 6 drop down selection boxes to select the Vendor, Model, Color, Eye and 

Bridge size.  You can select the specific frame in any order.  As each box is populated, it will narrow the 
choices in the remaining boxes.  Once all 6 drop down selection boxes are populated, the specific UPC 
for the frame will be displayed. 

 
·  Use the “Reset Frame” button to clear the 6 drop down selection boxes and restart your frame selection. 

 
·  Completing the Temple length for the Lab Supplied frame is mandatory. 

 
5.3. Frame Data: 

 
·  Orders with a frame trace attached or a Lab Supplied Frame will automatically populate the Eye, Bridge, 

A, B, ED, DBL and Circumference measurements. 
 

·  Orders without a frame trace attached require you to enter the Eye, Bridge, A, B, ED, and DBL 
measurements. 

 
·  Enter the Temple measurement ONLY  if you require the lab to supply the frame. 

 
5.3.1. Eye (required field) Enter the Eye size between 25 and 70 mm 
5.3.2. Bridge (required field) Enter the Bridge size between 5 and 35 mm 
5.3.3. Temple   Enter the Temple size between 100 and 180, in increments  

of 5 mm 
5.3.4. A (required field) Enter the A Box size between 20.0 and 70.0 mm 
5.3.5. B (required field) Enter the B Box size between 20.0 and 70.0 mm 
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5.3.6. ED (required field) Enter the ED Box size between 30.0 and 80.0 mm 
5.3.7. DBL (required field) Enter the DBL size between 5.0 and 30.0 mm 
5.3.8. Circ    Enter the Circumference size between 50.0 and 200.0 mm 

 
5.4. Frame Settings: 

 
5.4.1. Frame Mounting Select from the options available.  Your selection affects how the 

lens will be edged. 
 

·  Left click the Continue button to proceed to the “Rx tab” or left click the Start Over button to clear the 
screen of data and start over again. 

 
6. Rx Tab 
 

 
 

6.1. Basic Rx: 
 

6.1.1. Choose between Single Vision, Progressive, or Bifocal (Flat Top or Round Seg). 
 

6.1.1.1. For Single Vision orders, choose between Reading or Distance. 
 

6.1.2. Choose between Pair Dispense, Left Eye Only or Right Eye Only 
6.1.3. Enter the Rx information, including the PD’s. 

 
·  Note: Negative Sphere’s and Cyl.’s require a minus sign in front of the measurement.  Positive 

measurements require NO “+” symbol. 
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·  The Sphere fields always require a measurement even if the measurement equals zero. 

 
·  Monocular PD measurements entered first, will automatically calculate the Binocular PD measurements.  

Conversely, binocular PD measurements entered first, will automatically calculate the Monocular PD 
measurements. 

 
6.2. Measurements: 

 
·  Enter any values you may have for Seg Heights, OC Height (Optical Center from Bottom for Single 

Vision orders or Optical Center from Top of Seg. for Multifocal orders) and choose a value for 
Special BC (Base Curve) and Special Thickness if necessary. 

 
6.3. Rx Prism: 

 
·  Enter any values you may have for Prism.  All Prisms require an angle or a direction.  If Angle is 

selected, enter the actual Angle under the Angle column.  Combined angles may be entered in 
Prism2. 

 
6.4. Slab-Off: 

 
·  Enter any values and choose the base that is required. 

 
·  Left click the Continue button to proceed to the “Lenses tab” or left click the Start Over button to 

clear the screen of data and start over again. 
 
7. Lenses Tab 
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·  The Lenses tab allows you to select all information pertaining to lens style, material and color plus any 

Treatment, Tint, Coating, AR or Misc. items that you require for your order. 
 

7.1. Lenses: 
 

·  Note: The OS lens is entered before the OD lens.  Your lab can reverse this column order 
selection.  Selecting an OS lens choice will automatically populate the OD lens choice. 

 
·  Lens selections are listed in alphabetical order.  Press the first letter of your desired lens choice to jump 

to lenses starting with that letter. 
 
 

7.1.1. Lens Style   Choose the lens style (e.g. SV) 
7.1.2. Lens Material  Choose lens material (e.g. CR39) 
7.1.3. Lens Color  Choose lens color – these color are inherent to the lens (e.g. CLEAR), not  

add-ons to the basic lens. 
 

·  As a Lens Style is selected, the choice of Lens Material offered is altered.  Only valid combinations 
offered by your lab are presented.  Choosing a different Lens Style will present alternate Lens Material 
choices. 

·  As a Lens Style and Material are both selected, the choice of Lens Color (inherent to the lens, not an 
add-on) offered is altered.  Only valid combinations offered by your lab are presented.  Choosing a 
different Lens Style and Material will present alternate Lens Color choices. 

 
7.2. Treatments: 

 
7.2.1. Treatment This option will only appear if a glass material is selected.  Choose 

between Chemical or Thermal Hardening. 
7.2.2. Coating  Choose any coating that you require for your order 
7.2.3. Tinting Choose any tinting that you require for your order.  The tinting field does 

appear with glass orders.  Tinting requires the color of the tint and the 
percentage coverage fields to be completed.  If the color <OTHER> is 
selected, enter the actual color required. 

7.2.4. AR   Choose any AR that you require for your order 
7.2.5. Other1   Choose up to three misc. items that you require for your order 

 
7.3. Instructions: 
 
·  This allows you to send messages to the lab that pertains to the order. e.g., “RUSH ORDER, NEED 

ASAP PLEASE!!!.  You are limited to 50 characters. 
 

·  Before placing your order, carefully check the details of your order.  As your data has already been 
verified for accuracy, your lab will NOT check your data. 

 
·  Left click the Place The Order button to electronically send your order to the lab, or left click the Start 

Over button to clear the screen of data and start over again, or left click the Place Order and Print button 
to electronically send your order to the lab and print a hardcopy of the order for your records. 
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·  A message will appear letting you know that your order is being sent.  It is not necessary to record the 

tracking number.  Press OK to return to a blank Order Information screen to enter your next order. 
 
8. Order History 
 

 
 

·  The Order History tab allows you to view orders that have been placed and gives you the ability to print, 
remake (redo), reorder or resubmit a lab order that has been previously entered. 

 
8.1. Order: 

 
·  Use this section to search for an order.  Once an order has been selected, all information pertaining to 

that patient’s latest order will populate the remaining fields on this screen. 
 

8.1.1. Patient  Listed in numerical/alphabetical order.  Click on All  for a drop down menu of 
all Patients names that have been sent. 

8.1.2. Date Ordered Narrow your selection by using the Date Ordered field, providing that you know 
the specific date that the order was placed.  Once date is selected, click the Patient 
or Order # button to select the actual order. 

8.1.3. Order # If searching by Order #, click on All  and scroll down and select the order number. 
 

8.1.4. Your Tray Number:  Displays the original retailer’s tray # included with the order 
8.1.5. Trace Downloaded:  Displays whether or not a frame tracings was attached 
8.1.6. Original Order Number: For redo orders, displays the original order # that the redo was 

created from. 
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8.2. Reorder: 

 
·  Once an order has been selected, use this option to reorder new lenses, using any or all of the original 

data, including the frame tracing. 
 

·  Click the “Update Trace List” button to select a different frame trace. 
 

·  Any data in any tab can be changed. 
 

·  Changing the type of lens between Single Vision, Progressive, Flat Top or Round Seg. will clear all 
fields in the Rx tab. 

 
·  YOU WILL BE INVOICED by the lab for orders submitted via the Reorder function 

 
8.3. Print 

 
·  Use this option to print a hard copy for your records 

 
8.4. Resubmit 
 

WARNING - Potential order duplication!  Use option only if requested by your lab 
 
·  This option can be used if you need to resubmit an order. If it is determined that your lab did not receive 

an order you placed, select the lost order in the Order History section and click the Resubmit button. The 
order will be re-marked for sending to the lab.  The order number will be the same and no new order 
record will be added to the database.  The status of the order will now reflect “**RESUBMIT**”. 

 
8.5. Redo 

 
·  Once an order has been selected, use this option to send a Remake (Redo) order to the lab.  A drop down 

list of Remake Reasons will appear.  Click on the appropriate remake description and click OK to 
continue. 

 
·  The remake reason that you have selected will appear in the Special Instructions field.  All drop down 

lists and fields will be re-populated with the original order information.  This allows you to select the 
appropriate tab and make any changes required. 

 
·  If the original order had a Trace attached to it, the trace will again be sent to the lab with this order plus 

any changes you may have made. 
 

·  Click the “Update Trace List” button to select a different frame trace. 
 

·  A new Job Tracking number will be issued for this new order and the original order number will be 
referenced in the Original Order # field in the Order section.  
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·  NOTE: If an order you are remaking has selected options that do not exist on the lab’s database 

anymore, you will be prompted by the below message.  In order to proceed, use the Reorder button 
instead of Redo. This means that you would have to re-select the lens style, material and color options 
again.  Once you click OK, all items except the above-mentioned will be re-loaded and you will be at 
the Order Info screen. 

 

 


