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STAFF MESSAGING
TODO LIST MESSAGING SYSTEM

The To-Do List messaging system allows you to attach messages to a staff member’s column in the
diary. When they have a message that has not been completed a thumbtack will appear in the top left
hand corner of their column. A red thumbtack signifies at least one note has not been read, a yellow
thumbtack signifies all notes have been read. Once all notes have been marked as done the
thumbtack will disappear.

- JBR - Joe Bloggs } MR - Mary Rose

Each note in the To Do list is coloured for easy identification. The note that you currently have selected
will have a red border.

White: Signifies the note has not been read.
Pink: Signifies that the note has been cancelled.
Blue: Signifies that the note has been completed / actioned.
Yellow: Yellow signifies the note has been read but not yet completed or
actioned.
) To Do List E@

To Do List for JB| My Todo List ] SMS Conversation ]

To-Do List for Bloggs Joe

From Smithy Anna Date 30/07/2018 Time 9:48:06 AM ~

Please call

Client: Burnell Ben (# 1/1008)

Contact Numbers: Work: , Home: 09 489 2280, Mobile: 0217894561
Animal: Ted (Dog)

From Smithy Anna Date 30/07/2018 Time 9:50:19 AM

Please call to organise removal of sutures for hocky

Client: Finlay Daniel (# 1/1005)
Contact Numbers: Work: , Home: 09 489 2280, Mobile: 0216538945

From Smithy Anna Date 30/07/2018 Time 9:50:53 AM

Please feed the animals in Boarding

From Smithy Anna Date 30/07/2018 Time 9:53:56 AM

Please clean the windows

View To-Do ListFrom

" Last 3 months * Last6 months + Current

A Unread tems .~ Unfinished ltem

4 ‘ 4 ‘ > ‘ M ‘ o ‘ + ‘ [N ‘F‘IZ:Done Del: Cancel ‘ Exit‘
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How to Add a New Message

1. Click on the staff member’s name or photo at the top of the diary, the To Do list will open.
2. Click on the ‘+’ button at the bottom of the To-Do List page.
3. Fillin the form as required for the new To Do List Iltem.

o From: The staff members that is creating the message
o Date: The date that the note is created for.
o Status: This is the status of the note
= New: This is for a new note
= Read: The note has been read but not yet completed.
= Done: The note has been completed
= Cancelled: The note has been cancelled
o Time: The time the note is due for completion.
o Staff: The staff you wish to send the To Do message to.

4. Click ‘OK’ to save the note.

) To-Do item of JB [
From  |AS-Anna ~|  Entry Date |29/07/2018 | [staff -
Stat New -] Time  [11:03AM
Al | ¥ AS - Anna
Motes ¥ JB - Joe
v OWN - Test

‘ =

Include Details

RalE-.

OK

TIP: If you are leaving a note for a staff member to call a client, add the
client contact details quickly by using the ‘Include Details’ button. You
can search for a client and the name, client #, phone numbers, patient
name and type will be added to the note automatically.

Staff that are not rostered on to the diary can view To Do messages by going to Actions | To Do
(For Any Staff) and selecting their staff ID
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How to Mark a Note as Done, Read or Cancelled

1. Click on the staff member’'s name or photo.
2. Select the note you wish to edit so a red border surrounds it.

3. Change the ‘Status’ field to suit.
o New: This is for a new note
o Read: The note has been read but not yet completed.
o Done: The note has been completed
o Cancelled: The note has been cancelled

Note: Until a message is marked as ‘Done’ or ‘Cancelled’, it will keep
rolling over to the next day.

How to Add Message to All Staff

1. While the diary is open click on the Action menu at the top of VetlinkPRO

2. Select ‘Send To Do for All Staff’ from the list.

3. Select Staff you wish to send message to by ticking ID’s in top right hand corner.
4. Select From staff member. E.g. who is creating message.

5. Write message and click OK to send.

From  |JB-Joe Entry Date |22/01/2018 | [staff |
Stat MNew - Time 10:03.05 AM All
Al | AS-Anna
Notes Webinar on dermatology tonight 7pm - see email JB - Joe
OWN - Test
= "4 P
Include Details OK Cancel
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Messaging Using Staff Groups

Assigning Staff to Groups
To message particular groups such as Vets, Nurses, Vet Techs etc. you can assign staff to categories. To

do this;

akrwbdPE

Go to Options -> Picklist -> Staff -> Category 1.
Click the + button to add new categories.

Search and open a Staff record you wish to assign to a category/group
Once the staff record is open click the Staff tab.
Change the Category 1 to the correct group.

1: General ] 2 : More |§ : Marketing] 4 : Financial 5:Ini
Started w w
Finished w w
Billing Grade v
Access Lvl | Vet w| | IRD Mo,
Tax Code w

Categary 1 Restricted Drugs Authorisation
Al ;' ) Marme Sell Buy
Syl Schedule 4 o o
ToMobile  |No ||| |Bchedule5 o o
Qualificat Schedule B O o

HeEshen Schedule 7 O o
Reg No. P Schedule 8 0o o

[ Change Password l [

Setup Product Restrictions l

Messaging to a Staff Group

aghrwNPE

Fram

Status
Notes

) Add To Do ltem

While the diary is open click on the Action menu at the top of VetlinkPRO
Click Todo (For Any Staff)

Write the message you wish to send.

Change the dropdown menu at the top right to Category 1
Tick the group you wish to send to and click OK.

Entry Date |25/11/2021

|OWN -Test 5

MNew - Time

Christmas function is on the 24th ded

==
j |Categury 1 j
[12:4815 pm All
Default
<
MNurses

‘ =

Include Details

¥

oK

|-

Cancel
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INTERSTAFF MESSAGING SYSTEM

The messaging system can be used to communicate with staff members inside the clinic quickly
and efficiently. You can organise group chats and add attachments to your message.

Sending a New Message

1. To send messages, you must first login by pressing the default button on the side menu or
by pressing Log In/Out on the top bar.

2. Once logged in if you have a new message “New” will display on the messaging icon. The
messaging icon can also be dragged up and down the side of the screen so the user can set
the most appropriate place to save it.

6, Ji)

3. To create a new message click on the message icon

4. Once you click on the messaging icon the following menu will appear.

\All Branches  ~| |All Messages ~| m
|

Group Chat 18/07/2017
Welcome Everyone

Hi

5. To send a message begin by pressing the “+” button as circled.

6. After clicking + button a new window will open.

a. You can enter in a subject and begin typing a message.

b. The box on the right-hand side allows you to send it to various staff members,
selecting more than 1 automatically categorizes it as a “Group Chat”. It also allows
you to send a message to a category in bulk.

This window allows you to attach files
The Include Details button lets you look up a client / patient and include their details
in the message, eg. The staff member may need to call the client back.

2o

@ =]
Subject  [Reminder about Jack |staff |
Message (HiAndrea MKB - Murray & Catl ~

MS - Megan
Just a reminder concerning Jack's procedure today. ¥
PB - Peter
PF - Paul
PL - Philippa
PT -Peter
RH-R&S
RW - Richard
SC - Steven
SG - Shelby
@ | SW - Swinaer v
Include Details oK Cancel
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7. To exit out of the messaging system press the message logo as circled below.

IAII Branches j IAII Messagesj
| |

Group Chat 180772017
Welcome Everyone

Hi

8. If there are confidential messages it is also recommended to log out of your staff ID as well.

Viewing Messages sent to you

1. To view messages, you must first login by pressing the default button on the side menu or by
pressing Log In/Out on the top bar.

2. Once logged in if you have a new message “New” will display on the messaging icon. The
messaging icon can also be dragged up and down the side of the screen so the user can set
the most appropriate place to save it.

]

3. To view messages click on the message icon

4. Once you click on the messaging icon the following menu will appear.
5. The entries circled in red are the messages in your Inbox. Whenever a message has a

heading “Group Chat” the system is letting you know that message was broadcasted to
multiple staff members.

|AllBranches  ~| |All Messages ~| o, [AlBranches -] [AllMessages ~| [N []
| | |

G Chat D452 AM ™
308 HADDON 04:47 AM ™ g roup Cha

) Welcome Everyone
eminder about Jack + Mark as Read

rea ! Archive 04-47 AM
Group Chat 18/07/°2017 Reminder about Jack

Welcome Everyone Hi Andrea

Hi

i
et

6. By right clicking on a message you can either archive it or mark it as read.
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e Archive it will remove it from your inbox.

o Mark as Read will mark the message as unread, note that the interstaff messaging
logo will update to notify the user that they have a hew message.

7. To search for existing messages you can filter via branch/message status or keywords.

8. If you double click on a message you will be able to view and participate in the conversation.

9. Next to the “Message” tab you are able to view the recipients so you can check who you are

replying to.

E
@ Wdcm!v.yom - Message for Test Client
Message Recipients (67)

Subject : Welcome Everyone

Andrea Longley 24072017 71858 PAL

Wekcome to the mterstaff messaging system

™ Archive this Message

Merge Details

s ‘ v

Send (67)

L X

10. To exit out of the messaging system press the message logo as circled below.

IAII Branches j IAII Messagesj

Group Chat
Welcome Everyone

Hi

18/07/°2017

11. If there are confidential messages it is also recommended to log out of your staff ID as well.
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Messaging Using Staff Groups

Assigning Staff to Groups
To message particular groups such as Vets, Nurses, Vet Techs etc. you can assign staff to categories. To

do this;

©oNOo

10 Change the Category 1 to the correct group.

Go to Options -> Picklist -> Staff -> Category 1.
Click the + button to add new categories.
Search and open a Staff record you wish to assign to a category/group
Once the staff record is open click the Staff tab.

1: General ] 2 : More |§ : Marketing] 4 : Financial 5:Ini
Started w w
Finished w w
Billing Grade v
Access Lvl | Vet w| | IRD Mo,
Tax Code w

Categary 1 Restricted Drugs Authorisation
Al ;' ) Marme Sell Buy
Syl Schedule 4 o o
ToMobile  |No ||| |Bchedule5 o o
Qualificat Schedule B O o

HeEshen Schedule 7 O o
Reg No. P Schedule 8 0o o

Change Password

J|

Setup Product Restrictions l

Messaging to a Staff Group

agrLONE

Click the Messaging icon on side of page and log in
Click + to start a new message
Write the message you wish to send.
Change the dropdown menu at the top right to Category 1
Tick the group you wish to send to and click OK.

Subject

hMessage

Category 1 w
All
Default
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