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Platform basics for
creating a new case
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WATCH THE VIDEO
Scan to watch the case

How to create, submit and approve an Active Aligners case on the 3Shape creation video (6 min)

Design Service platform.

BEFORE YOU START

vimeo.com/1230884537

e Only the Dental Professional's login can create a new case for that practice on the platform.

e Once you've created the case, the lab can add scan files to it: scans sent directly to the lab.

e Send scans to submissions@smileclublab.co.za

FIRST

Create a .zipfile

The only way to create a new case is with a .zip file. We suggest you create an Active Aligners folder on your
computer, and add a folder for each patient to it. Each patient's folder should be named with the patient's name,
and will contain the quality control images, scans and x-rays for that patient.

01- SELECT 02 - COMPRESS 03 - NAME

Select the images Send to Name it

Hold left-click and drag a box Right-click the selection, choose Name the .zip with your patient's
around all of the patient's quality Send to, then Compressed name, e.g.

control images. (zipped) folder. John_Brown.zip

MAc On a Mac, right-click the selected files and choose Compress, then rename the .zip.

STEPS TO CREATE A CASE

Login

o Check your .zip

Make sure the .zip file is saved as your patient's
name, e.g. John_Brown.zip

9 Log in to the 3Shape Design Portal

Go to design.3shape.com. Your username is your
email address. You can also log in through the
Active Aligners website, www.activealigners.com.

Forgotten your password? Use the reset link below
the login box.
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3shape®Design Service

.
Sign In
Email Or Username
g e O
Password
@ e O

# Forget your password? Resel password

The login page. The arrow points to the password reset link.
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e Click New Cases
Click the red New Cases button (bottom right).
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° Upload your .zip

Drag and drop your .zip folder with the photos into the upload area, or click Browse and select the folder.

3shape®Design Service CASES LOCATION USERS % (. @  3shape awommemveion Q@

Click the dropdown to review the requirements for

specific design types prior to sending your order.

&

Drop your ZIP folder here to create a new case
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ACTIVE ALIGNERS

STEPS 5 TO 1

Fill in the case and submit

CASE ATTRIBUTES CASE INSTRUCTIONS e ACTIONS
a
New Compressed (zipped) Folder | Design Type® Arches Design Guide Codes ? Add-Ons ? Destination® » n
i = C@ ml
[ ] N | Clear Aligners - Anterior 4 ] & | upper, lower ‘ (74 1 Smile Club Leb 3
Patient name O e _

Turnaround Time*

72 Business Hours < \ ’
Additional Case Comments
— .
touched and why, and what v

£

Require Design Approval?*

The new case row. The numbers match the steps below.

e Let the page load

Make sure the page is loaded completely: a full
green line runs horizontally across the top of the

page.

Design type

Select Clear Aligners — Anterior or Clear Aligners -
Full Arch. Only create a refinement once the patient
has completed an Active Aligners treatment.

Add-ons (modifiers) *

Select the specific action required under each
modifier. Under Retainers, select Yes, export
retainers for your free set of retainers (without
attachments).

Submit the case

PLATFORM BASICS FOR CREATING A NEW CASE - 3 OF 6

e Patient name

Check the patient name is filled in correctly.

Arches

Click Arches and select the arch or arches to be
treatment planned (one or both).

Patient instructions

Add any instructions not covered by the modifiers
in Additional Case Comments on the left, e.g. a
pontic or an implant on a tooth (with the tooth
number).

o

Click the red arrow at the top right of the case row to submit the case for treatment planning.

NOTE

Teeth / Arch Selection

Step 8: select one or both arches, then Apply.

Active Aligners - Provider guide - Global

*Model clean-up and bracket removal carry an extra charge. If selected, it's added to your treatment plan invoice.

Model Clean Up ($20 fee)

Retainers

3

Bracket Removal Required (310 fee)

Step 9: the Retainers option (arrow). Model Clean Up and Bracket
Removal, above and below it, are charged extra.*
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@ Find your case under Sent for Design
Once the order is created, you'll see it under Sent for Design. We'll add the scans to the case so treatment
planning can begin (around 3 working days). Click the case ID to open the case.

B Alceses Sent For Design ““‘-’*‘*‘%
&9 pesign = .
Case Details > Case ltems > -~»m;h-1ca
Sent For Design . l
& Case ID i Filename i Total Units i Approval i Status : Action i Tumaround S CancelCase(s
Design inProgress Loadina Case File v
v v v v v ¥ Qdd/mm/yyyy -0 ¥

Rush Designs

O\ volds o] | oor7eaze 1|ew Compressed (zipped.. 1 Approval needed Sent For Design Open case details 72 Business Hours 09/03/2026 11:02AM

SUWINIOD APIH /.

s g

TRACK YOUR CASE
The status list on the left of the platform shows where each case is.

Sent For Design =) DesignInProgress =» Needs Approval =) Sent To Manufacturer =) AtManufacturer =) Complete

On Hold Hold Released Redesign

NoTE Cases will automatically move to Complete 10-14 days after approval, even if not completed. Please make sure
you send the lab slip when a case is approved. Once the approval and lab slip have been received, the case
moves from Sent To Manufacturer to At Manufacturer.

SENT FOR APPROVAL If a case is in Sent For Approval, it means a patient or Dr link has been sent. The Dr will still need
to approve the case when sending it to manufacture. See A, Share the plan.

Adding extra images
Need to add more images? Open the case and go to the Files tab. The info panel on the right shows how to upload
or drag in new files.

Case ID: #0077B47B Sent For Design #
==,
—

SCA-C0790 | Patient name

= An@y B3 Files = Details & Design Preferences

File Details
Files ¥ Created At + elDstad

v o files @ Info
& visualization_output Select a folder or file from the list to review details, download or add files, etc.
avattielimants IFyour case s on hold and requires adjusting the Case or adding new scans, click on the *Initial
ity control Scans" folder and drag&drop an order exported from the design software or ZIP file with scans in
£ quality_control_images
the drop section. Initial scans must correspond to the case creation requirements for specific

© st files design types. You may use the "Attachments” folder to add any other types of files. To release the

& manufacturer_scans. case from on hold, click on the "Actions” Tab and the "Release Hold" option.

& finished_scans

v @ initial_scans
& New Compressed (zipped) Folder.zip 09/03/2026 11:02AM

The info panel (large ring) and the Actions button (ring 13).

G Review the treatment plan
Once the case has been treatment planned, it moves to Needs Approval. To review it, click Actions (top right) and
choose Review Case.
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STEP 13 CONTINUED

The review window

A new window opens. Here you'll see the 3D simulation of the treatment plan, how much IPR is needed and at which
stage, the attachment positions, and a downloadable treatment plan PDF.

@ Approve and send to manufacture

If you're happy with the outcome, scroll to the bottom of the review window. Tick the box next to "l am the
prescribing Dr". The red Approve and Manufacture button becomes available. Click it to send the case to
manufacture.

5stages (O] 10 weeks

Designer notes Redesign reason

The following treatment plan was performed according to your prescription. Please -
review and let us know if changes are needed. Thank you.
v
1 am the prescribing Dr of this case. | have viewed and evaluated this case and approve the design as is. | understand

i - Close 4! Actions... Approve and Manufacture
3Shape Design Services's Terms and Conditions as stated here.

° Share the plan

Click Actions... at the bottom of the review window to send a link to the treatment plan to the patient or to a doctor.

i To have 35hape Design Service send a notification, enter the email address of the approving Doctor for this case and click "Send” below. O click *Generate Link” for a URL that you can i

forward as needed.

| Dpoctor Email

@email.com Send

Dental Notation Shown To Doctor

FDI Notation

Cancel Generate Link...

&
<
e~

Active Aligners - Provider guide - Global smile@activealigners.com - October 2026


mailto:smile@activealigners.com

ACTIVE ALIGNERS PLATFORM BASICS FOR CREATING A NEW CASE - 6 OF 6

° Send to Redesign
. X Redesign X |
Not happy with the plan? Send the case to Redesign
. . . i
with your reason and instructions for the changes
Please Choose A Feedback Option |
you wa nt. i
Q
CLEAR ALIGNERS - ANTERIOR a
Poo ements> Movements are unpredictable | f
Poor Movements> Movements are too slow
Poor Movements> Movements are too fast
Poor Movements> Attachments placed on wrong tooth
Poor Movements> Incorrect IPR v
Additional Redesign Reason
s

04/14/2026 10:52AM —

e If your case is on hold

Open the patient's case and check the Activity tab (on the left). The reason for the hold is noted there. It can

include:
No scans uploaded Scans are not of acceptable quality
The patient is not a candidate The treatment planners need more information
Case ID: #0077B47B Sent For Design
SCA-C0790 | Patient name —
# |-E Actlvltyl B9 Files £ Details 3 Design Preferences
(2 Activity N & Send Message

ALIC

) e m

3Shape updated the status to Sent For Design

LAB SLIP

Manufacturing requires a lab slip. We have an online lab slip that you can bookmark, so it's ready whenever you
submit a job to our lab. Please contact us at smile@activealigners.com if you haven't saved the lab slip link yet.
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