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GETTING AROUND THE DIARY

Overview

W App e
7] 7
é Prev Day v Today Yesterday, Thursday 18th June 20089 Next Day é
1 |2 |
Diaries
G fons | Hospital | | Deleted |

JBR - Martha Wiggins

Wilson Jennifer
o | Max [??] Dog (yr)

MR - Sandra Byers

SRK - Lizette Bugarin

Dental Check

r={ Lunch Break

11:30 a.m_-12:29 p.m_ (60)

Smith Simon
Puss [MN] Cat (640 yr )
ounded

White Alfred

—Valencia Ruth
| Mordor [MN] Cat (5/0
Desex & Vax

| Locked

——— Tweety [?7] Bird (yr)
Desex & Vax

@I -

1= || wright Joanie
Heidi [FY] Cat (56 yr)
Consultation

| Lunch Break
| 12:30 pm. -1:29p.m.

—__IINall llda
Ewok [M?] Cat (yr) || Mate [MY] Dog (5/0 yr)

90 I wright Joanie
Consultation

De-sex
07 345 B789(W)

|Not Working

13:00 p.m. - 11:59 p.m. (540)

|

Not Working
4:00 p.m. - 11:59 p.m. (480)

2:30 p.m. - 11:58 p.m. (570)

SH - Mary Guerrero

yr)

| Hughes William - || Hughes William
Tiger [MN] Cat (5/... || Max [?Y] Dog (3/0...
| Consultation 4| Consultation V|

| Locked
Lunch Break
1:00 p.m. - 1:59 p.m. (60)

(60)

[Not Warking
3:00 p.m. - 11:59 p.m. (540)

Ctrl-F | Ctrl-T | Ctrl-P | FB F7 F8 F3
Find | Week | Print | Zoom | Staff [ Lock | Cash

F4
Bill

Due Confirmed  Replied  Asived Read) Finished

In Progress.

Reasan Datails
Vaccination  Kelsey Jeanie
Skin Check  Munson Dar,

Scan Kelsey Jeanie

The Diary is used to create, view and edit appointments for clients and Patients. In VetlinkPRO you
can have configure more than one diary into various types and formats including a list view.

Diary Holding Tank

The holding tank is a temporary holding bay for any appointments that you wish to change to another
day or diary. If you drag an appointment into the holding tank you can then search through other days
or diaries to find a suitable time slot. When a time slot is found simply drag the appointment from the
holding tank onto the diary using your mouse.

Staff Reaszon
LIE Yaccination
kAR Skin Check
J5 SCan

Details
kelsey Jeanie

hunson Dorothy

kelsey Jeanie
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Diary Tool Bar

The diary has its own diary toolbar which allow fast access to diary functions. Below is a description
of this menu.

Ctrl-F This button allows you to search for appointments in the diary or find free
appointment slots.

Find
CHri-T This button will change the view from a single Day view to a view showing
Vi - the entire week.
1IeWS
Cirl-P This button will print various diary related reports.
Print
F6 This button will change the zoom level on the diary. Up to five zoom levels
ve can be set by the user which will change the number of staff shown
Lol across the top of the page and the number of hours down the side.
F7 This button will add a staff member onto the diary for a single day which

they are not already rostered on. You can also choose a single staff
Staff member to view only their appointments.

This button allows you to lock out certain times of the day for a staff

F8 member, or for all staff members. You can use this for such things as
Lock lunch breaks or a doctor’s appointment.

F3 This button starts a cash sale.
Cash

F4 This button starts a bill that is assigned to a client.

Bill

Opens the actions menu of specific diary related functions

Other

VETLINKPRO User Manual v6.1
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Diary Icons

On diary appointments and in the billing window, icons provide information to the user about the client.
Read below for a brief description of each icon.

St New Client - Shows when a client is new.
S

$ Current Balance - Displays when the client has a balance outstanding
in the current month.

el 30 Day Balance - Displays when the client has a balance in the previous
- month.

B0 60 Day Balance - Displays when the client has a 60-day balance.

a0 90 Day Balance - Displays when the client has a 90-day balance.

Bad Debtor - Displays when the client has ‘Stop Charge’ set on their
client record.

@ Very Bad Debtor - Displays when the client has ‘Stop Charge’ and
‘Stop Statements’ set on their client record. This is usually when a bad
debt has been written off.

@ Not Seeing Requested - Displays when the client requested a staff
member and did not get that staff member for the appointment.

See Requested - Displays when the client got the staff member they
requested.

User Defined Flag — Displays a coloured flag identifying the custom
group this client has been assigned to

@ No Show — Displays when a client has a no-show (due) appointment on
a previous date

O Sales Group — User defined sales group to identify client profit/sales.

& Weight — Show when the Patient has been weighed.

Linked Appointment — Displays when an appointment is linked to
‘ ‘ another. The red triangle is the head while the blue is the tail. Clock to
enlarge and identify the chain.

E Text Message Reply — Signifies a text message has been received and
not yet resolved.

H Room Selected — Displays when the appointment is also allocated to a
room

L Appointment Transferred — Signifies that appointment has been

transferred to another diary. E.g. Hospital or Surgery.

VETLINKPRO User Manual v6.1 5
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Diary Navigation

Navigation around the diary is controlled by the navigation tool bar. This toolbar consists of three or
four buttons.

Prev Day: Allows you to scroll back in the diary day by day.

Next Day: Allows you to scroll forward in the diary day by day.

Today: Takes you to the current day in the diary.

Date button: When you click on the ‘Date’ button a calendar opens where you

can go to future or past days in the diary

Appointments =]

4 Today, Tuesday
Mon Tue Wed Thu Fri Sat Sun
-
(25 [Edl27 28 29 30 3 |

1 2 3 4 5 6 7
9 10 11 12 13

1

2

EN 15 1617 1819 20
P8 22 23 24 25 26 27
5 E
6

7

5 30 1 2 3 4 5
8
o
0 3 4 5 [ 7 8 9
1 M0 11 12 13 14 15 16

PN 17 18 19 20 21 22 23
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Appointment States

Each appointment on the diary will be colour coded to display the stage the appointment and billing
process are up to. This makes it easy for the user to glance at the diary screen and instantly see the
status of an appointment.

Due (White) — The client has not arrived or |[Bloggs Joe

confirmed their appointment and no bill has been  [Tiger [MN] Cat (5/0 yr)
started. Waccination

9:20 a.m. - 10:10 a.m. (50}

Confirmed (Purple) — The client has been [Bloggs Joe
contacted by phone, email or SMS and they have  [Tiger [MN] Cat (5/0 yr )

. . . Waccination
confirmed their appointment. 10:20 am. - 11:10 am_ (50)

Replied (Orange) - The client has been sent a  Bloggs Joe

SMS which they have replied to with a message 3'99’_[“'_“'] Cat (3/0 yr)
that is not Y’ or ‘Yes’. To view the reply, right click 11'1:';':“";_1;,'.'_’['12:1 0 p.m. (50)
on the appointment and go to ‘Email/SMS’ then

‘Look at Reply’.

Arrived (Yellow) - The client has arrived in the [Bloggs Joe

clinic and is waiting to be seen. Tiger [MN] Cat (5/0 yr )
Waccination

12:20 p.m_-1:10 p.m_ {50}

Admitted (Grey) - Patient has been admitted into Peters John 5

surgery and waiting for Surgery to begin. PR, (R TerEr S, e
urgery

0437 350 103(M)

3:15 PM - 3:30 PM (15)

10 Ray Street Sale, YIC 3850

In Progress (Pink) - A bill has been started for this  [Bloggs Joe
appointment and it is either still open or it has been ~ [Tt9er [MN] Cat (5/0 yr )
saved and exited and marked as ‘not ready’ for asenanan

y 1:20 p.m_ - 2:10 p.m_ (50)

reception.

Ready (Green) — The vet has finished adding the  Bloggs Joe
bill items but is still writing the clinical history. The 5‘93'_[“‘!"] Cat (5/0 yr)
bill has been marked as ‘Ready’ so reception staff 2;3':"]'_';'_"'3'“ o.m. (50)

can edit the bill and take payment.

Finished (Blue) - The client has been processed Bloggs Joe

and the bill has been finished with a payment [Tiger [MN] Cat (5/0 yr)
Waccination

receipted. 3:20 p.m. - 4:10 p.m. {50)

VETLINKPRO User Manual v6.1 7
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Searching the Diary

Finding Free Appointment Slots

The ‘Find Free Appointment Slot’ function helps find space in the diary where there are no bookings.
For example, a client may need to get their dog vaccinated in the next two weeks before it goes into
a boarding kennel. The clinic may be very busy at this time with very few free spaces. Instead of the
Vet scouring the diary to find a free slot they can use the ‘Find Free Appointment Slot’ function to
do it for them.

1. Click on the ‘Ctrl-F’ button from the diary tool bar and then select ‘Find Free Slot’.

2. The ‘Find Free Appointment Slot’ window will open.

3. Enter the parameters for which the appointment needs to satisfy. For example, the
appointment must be within the next three weeks on any day, the client only wants to see JBR
and half an hour is needed to do the vaccination.

4. Click ‘F3: Search’.

5. The function will find the next available time slot that matches the search criteria. If the time
slot is not suitable click on ‘F3: Find Again’ and the function will find the next time slot that
matches the search criteria. You can keep searching until a suitable space is found.

6. Once a suitable space is found click on the ‘F12: Accept’ button and an appointment details
form will open to make the appointment at that time.

Find Free Appointment Slot in Consultations @
- D v Monda
Staff Member |JB J ays ¥ F3: Search
v Tuesday
Minimum Duration |D[]:3[] j ¥ Wednesday
Search from |2[]I[]?I2[]18 j ¥ Thursday -
Search |F3I12f2[]18 J v Friday v F12 - Accept
earch up 1o v Saturday
_ — _ ¥ Esc - cancel
Tick the days to include in the search for a free appointment slot

VETLINKPRO User Manual v6.1
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Finding Client / Patient Appointments
1. Click on the ‘Ctrl-F’ button from the diary tool bar and then select ‘Find Appointment’.
2. The ‘Find Appointment’ window will open.
3. Enter your search criteria and click ‘F12: Search’.
4. All the appointments matching your search criteria will be listed.

5. If you have found the appointment you were looking for select the appointment and click ‘F12:
Accept’, otherwise search again with new criteria.

6. You will now to taken to the appointment you have selected on the diary.

Search to Find appointment E’
1ClientName |BRAVECTOOO JOHN | .. &Reason 'NoReason’ v]
Animal Name | | 7 Diary |Consu|ta1jons v|
3FromDate |1 26/05/2020 [~ | 8Staft  |All Staff v|
4 To Date 7 -
4To Da |4 30/05/2020 @~ | [INo Show Notes | I Any word
5 Branch MAST -

4 F12 - Accept H 9 Esc - cancel H F8 - Advanced H (™ F9 - Retry
When = ClientName Diary Time (Duration)  Subject A
[ Thu 28-May-2020 [Bravectooo John  [Consultations  [9:50 AM(00:15)  |TestDoggo I

VETLINKPRO User Manual v6.1
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DIARY SETUP

Diary Profile

Diary Types

When adding a new diary page there are six diary types to choose from. Below is a brief description
of each.

0: Normal:  The normal diary shows appointments by time and staff member. This diary is typically
used for consultations.

Ruler )’
JBR - Joe Bloggs MR - Mary Rose SBK - Shah Rukh Khan

30

Davies John 90
Chocalate [FN] D/l
Desex & Vax

700am -815a...

Davies John 90
Prince [MN] Dog (i
Desex & Yax

Z00am. -815a...

Bloggs Joe
Tiger [MN] Cat (5/0 yr) -
Consultation

Carter Daniel Park John
Tweety [??] Bird (yr)
Consultation

8:30 a.m. - 9:156 a.m. (45)

™ | Park John ||
Farm [??] Various .. | Farm Beetf [??] C...
Consultation Consultation
8:30am.-930a . | 8:30am -9%30a..

A

09°" Smith John -
Heidi [FY] Cat (5/6 yr )
Accident

A

1: Num List: The ‘Num List’ diary displays appointments in a list format. Time and duration of the
appointments are not used in this diary. This diary is typically used for your daily surgery lists.

Consultations | Consultations 2 Surgery | Hospital | Deleted |

| Client | Subject | Reasons | Staft | Notes | Cons. Staff | Owner Waiting
$1  CuminTegan Batman[??] Cat. Abyssini... 143 Princes Highway. Port Fairy. VIC 3284
$2  Pencilman Roana Fluffy[?X] Dog, Labrador, . De-sex 13 Sydney Road, Coburg, VIC 3058
$3  Smithy Dave Red[?7] Dog, Aberdeen . Consultation 42 Queen Street, Fremantle, WA 6160

2: Day List:  Not used.
3: DOW List: Not used.
4: Rollover: The ‘Rollover’ diary is another list type diary like the ‘Num List’. The difference is this
diary will roll over appointments from the previous day if they are ‘Arrived’, ‘In Progress’ or ‘Ready’.

This diary is typically used for Patients that are in the hospital.

5: Rooms: The ‘Rooms’ diary shows appointments by time and staff member like the ‘Normal’ diary.
However a ‘Room’ button will also appear on the diary for you to check room bookings.

1 O VETLINKPRO User Manual v6.1
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Creating a New Diary Page

1.

2.

Login with the highest access rights you have.

Go to the 'Options' menu and then select 'Pick Lists Setup'

Expand the 'Diary’ option and double click on ‘Diary Profile’.

A list of diary pages that have already been created will be displayed.

Double click on a line where the ‘Dry_Name’ column is blank to open a diary profile window.
Enter the ‘Name’ of the diary you are creating.

Select the ‘Type’ of diary you want to create

Set ‘Status’ to ‘Active’

Click ‘F12: Accept’ to save and exit the diary.

Default and Minimum Appointment Length

When you make an appointment in the diary, you can set a default appointment duration if the
appointment duration isn’t automatically entered by the reason. For example, if no reason was
selected the system would automatically enter 15 minutes for the duration of the appointment, the
user could then change this if they needed.

You can also set the minimum amount of time a user can set for an appointment. For example, you
may have a policy of 15 minute consultations; you can set the minimum appointment length to 15
minutes so you don’t get double booked accidently.

1.

2.

Login with the highest access rights you have.

Go to the 'Options' menu and then select 'Pick Lists Setup'
Expand the 'Diary’ option and double click on ‘Diary Profile’.

A list of diary pages that have already been created will be displayed.
Double click on the Diary you wish to edit.

If you wish to set the minimum appointment duration change the ‘Min Apt’ field to suit. To
change the default appointment length change the ‘Def Apt’ field to suit.

Click ‘F12: Accept’ to save and exit.

VETLINKPRO User Manual v6.1 1 1
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Zoom Level Setup

The zoom level set up configures the number of hours and staff members that are displayed on the
diary. There are five different zoom levels that can be configured. When the zoom button is pressed
on the diary it will move to the next zoom level that has been configured.

1. Login with the highest access rights you have.

2. Gotothe 'Options' menu and then select 'Pick Lists Setup’

3. Expand the 'Diary' option and double click on ‘Diary Profile’.

4. Alist of diary pages that have already been created will be displayed.

5. Double click on the Diary you wish to edit.

6. The zoom levels are displayed on the right hand side in the table.

7. Edit the zoom levels and click ‘F12: Accept’ to save and exit.

Zoom Lewvel Setup

# Hrs Staff
1 5 5
2 4 4
3 3 3
4 2 z
R 1 1

1 VETLINKPRO User Manual v6.1
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Customising Staff Order

You can order the staff members across the top of the diary in four methods. Numerically by staff
number, alphabetically by the staff member’s last name, alphabetically by staff ID or a user defined
custom order. To edit the staff order follow the steps below:

1.

2.

3.

4.

8.

9.

Login with the highest access rights you have.

Go to the 'Options' menu and then select 'Pick Lists Setup'

Expand the 'Diary’ option and double click on ‘Diary Profile’.

A list of diary pages that have already been created will be displayed.

Double click on the ‘Diary’ you wish to edit.

Change ‘Stf Order’ to the method you wish to order staff.

If you selected custom click on the ‘Order’ button’.

Add staff members to the diary by clicking on the ‘+’ button and searching for the staff member.

You can easily change the staff order by editing the order #.

10. Click the ‘Tick’ button to save and then the ‘Exit’ button to exit the ‘Custom Order’ screen.

11. Click ‘F12: Accept’ to save and exit.

VETLINKPRO User Manual v6.1 13
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Time Division Display

The ‘Normal’ diary is displayed in units of time. The lines that are drawn on the screen to display time
can be broken down into multiples of 5, 10, 15, 20 or 30 minutes. Please see below for examples.

Ugam

1. Login with the highest access rights you have.

2. Gotothe 'Options' menu and then select 'Pick Lists Setup'

3. Expand the 'Diary' option and double click on ‘Diary Profile’.

4. Alist of diary pages that have already been created will be displayed.
5. Double click on the ‘Diary’ you wish to edit.

6. Change ‘Time Division Display’ to the method you wish to order staff.

7. Click ‘F12: Accept’ to save and exit.

1 VETLINKPRO User Manual v6.1
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Setting Up Multi-Book

Multi-book allows more than one appointment to be made for the same staff member in the same
appointment block. For example, a client maybe bringing both their Patients in for a consultation. The
vet may be able to see both Patients at the same time in the same 15 minute appointment block. With
multi-book turned on, both Patients could be booked in with an appointment. When the Vet looks at
the diary he will be able to see two Patients are coming in. (see Error! Reference source not found.)

1.

2.

8.

9.

Login with the highest access rights you have.

Go to the 'Options' menu and then select 'Pick Lists Setup'
Expand the 'Diary' option and double click on ‘Diary Profile’.

A list of diary pages that have already been created will be displayed.
Double click on the ‘Diary’ you wish to edit.

Change ‘Num Apt / Time Slot’ to the number of appointments you wish to be able to book at
the same time for a vet.

Click ‘F12: Accept’ to save and exit.
Open the staff record of the staff member you wish to enable multi-book for.

Go to ‘8: Stf’ | ‘F11 Roster(Click for Details)’.

10. For the rosters / days you wish to enable multi-book, place a tick in the ‘Multi-Book’ column.

11. Click the ‘Tick’ to save and close the staff record.

SH - Mary Guerrero

Baer Rosie M | Baer Rosie
Mungo [MY] Cat (7...| Fluffty [FY] Cat (3/...
Consultation Consultation

1200 pm -1:55p.. [ 12:00 pm_-1:56p...
Cat Scratches

VETLINKPRO User Manual v6.1 1 5
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Setting Up Rooms / Equipment Diary

Some clinics may require equipment to be booked out when a consult is made. Booking out the
equipment will ensure nothing is double booked.

1.

2.

Login with the highest access rights you have.

Go to the 'Options' menu and then select 'Pick Lists Setup’
Expand the 'Diary' option and double click on ‘Diary Profile’.

A list of diary pages that have already been created will be displayed.
Double click on the ‘Diary’ you wish to edit.

Change the ‘Type’ to ‘Rooms’.

If a room must be selected for each appointment made, set ‘Room is Required’ to ‘Yes’. If a
room is only required sometimes set ‘Room is Required’ to ‘No’.

To add your new room types click on the ‘Rooms’ button and then on the ‘+’ at the bottom of
the new window.

Enter the details of the room you are creating.

Name: The room name, e.g. ‘X Ray Room’

ID: A short ID for the room, e.g. ‘X7’

Status: Enables or disables the room to be used.

Room#: The room number, E.g. the X Ray room is room number ‘1’.

coow

10. Click ‘F12: Accept’ to save and exit.

11. Save and exit the Room List window.

12. Click ‘F12: Accept’ to save and exit.

1 VETLINKPRO User Manual v6.1
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Setting up Consult Room Columns

VetlinkPRO allows users to create bookings for consulting rooms or rural areas etc. rather than
individual staff members. This means that you can make bookings to a ‘room’ without selecting a staff.
When you start a consult/billing it will prompt you to enter your ID.

1. Login with the highest access rights you have. l —
2. Go to the 'Options' menu and then select 'Pick | &= N

- 1 ConsultRoom (i) eorsiie Room # 1/100 =
Lists Setup N
[consutRoom | [cR | [Actve ~] [No ~]
3. Expand the 'Diary' option and double click on
‘Consult Rooms. L~ 8 oy swrwrre

Consuftations ¥ Y Y Y Y Y Y W

4. Click ‘+’ to add a new consult room.

5. Give the Consult Room a nhame and ID.

V F12: Save x ESC : Cancel

6. Assign the roster exactly as you would for a
normal staff member.

NOTE: Staff are still required to be added to the diary but can be out of
view if you wish. When the appointment is picked up from the room
column and the staff member is selected, the appointment is copied to
the staff member’s column. This allows users to look back historically
at the diary to see who performed a consult. Secondly, staff selection
maintains accurate data calculation for the staff productivity report.

‘ &= PrevDay 24 Today, Thursday 23rd February 2012 | Next Day B |
1Branch 1|2 Branch 2|

Diaries for Branch 1

Consult | Surgeryl Hospimll Groomingl Caneryl Quaranﬁne] Deletedl

Ruler

2N

Cons1 - Consult 1 Cons2 - Consult 2 AP - Amold Phillips MN - Mary Nelson

bot .. Brown Adrian
Spike... [Mike [... |Athena [FS] Cat (9/10 yr)
fad a7 Tad 1 =
Brown Adrian
Jasmine [FS] Cat (6/1 ...
Liaok:
Q9™ Peter... Jones.__.
Onyx [.. ]Monty...
~ e

VETLINKPRO User Manual v6.1 1 7
Updated 20/10/2021



(Os -1} /G THE APPOINTMENT BOOK

Diary Reasons

Creating a New Diary Reason

Diary Reasons are used when making an appointment to show what the appointment is about. The
diary reason can be linked to a SERVICE so it is automatically billed when the bill is started. To create
a new diary reason follow the steps below.

1.

2.

8.

Login with the highest access rights you have.

Go to the 'Options' menu and then select 'Pick Lists Setup’

Expand the 'Diary' option and double click on ‘Diary Reasons’.

A list of diary reasons that have already been created will be displayed.

Click on the blue ‘+’ button at the bottom of the page to create a new reason and select ‘OK’
to the insert new record prompt.

Enter a ‘Name’ for the appointment reason and change ‘Status’ to ‘Active’.

If you wish to link it to a service click on the ‘Add New Product’ button and choose the service
you want.

Click ‘F12: Accept’ to save and exit.

Setting the Duration of Diary Reasons

To make entering appointments a faster and more streamlined process you can assign default
durations to appointment reasons. This will ensure staff members do not waste time entering the
duration details and remembering how long an appointment will take.

1.

2.

Login with the highest access rights you have.

Go to the 'Options' menu and then select 'Pick Lists Setup'

Expand the 'Diary’ option and double click on ‘Diary Reasons’.

A list of diary reasons that have already been created will be displayed.
Double click on the reason you wish to edit.

Change the ‘Duration’ to suit

Click ‘F12: Accept’ to save and exit.
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Assigning Colours to Diary Reasons
To assist staff members in quickly gauging what type of appointments reasons are in the diary, colours
can be assigned to reasons. It is recommended that only the important reasons are coloured coded
to avoid confusion. Follow the steps below to assign colours to appointment reasons.

1. Login with the highest access rights you have

2. Gotothe 'Options' menu and then select 'Pick Lists Setup’

3. Expand the 'Diary' option and double click on ‘Diary Reasons’.

4. Alist of diary reasons that have already been created will be displayed.

5. Double click on the reason you wish to edit.

6. Click on ‘Colour’ and select a colour from the palette then click ‘OK’.

7. Click ‘F12: Accept’ to save and exit.

o

Mew (Diary Reason ) | = ” [=] ”&r

Mame |Cansultatian
Duration |15 »| (mins)
cor IR (G BTy

| Add New Product | Change Product | Change Till Cat H Unlink from Billing‘

This Diary Reasonis linked to -

Till : Consultation (# 1/1003)
Product : Consultation (# 1/1002)
Sell Price w Tax  : $55.00

_
|
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Business Hours

Staff members and appointments can only be added to the diary between the scheduled shop hours.
Follow the instructions below to change the shop hours.

1. Log in with your user ID and password.
2. Click on ‘Options’, then select ‘Pick Lists Setup’.
3. From the pick lists double click on ‘Diary’ then double click on ‘Business Hours’.

4. This will open the ‘Business Hours’ form. From here you can edit any of the shop hours
which are in 24 hour format.

Holidays
Setting Up a New Holiday

1. Login with the highest rights you have.

2. Gotothe 'Options' menu and then select 'Pick Lists Setup'

3. Expand the 'Diary’ option and double click on ‘Holidays’.

4. Alist of holidays that have already been created will be displayed.

5. Click the red '+' symbol to add a new holiday.

6. Enter the ‘Name’ and ‘Date’ of the holiday and set the 'Status' to ‘Active’.

7. Click the 'Tick' button in the bottom right hand corner of the window, then click 'Ok’ to save
the changes.

Editing the date of the Holiday

If the holiday is already entered but is for a previous year just click on the date and select the correct
date from the calendar.

Notes on Creating Holidays

If there are any appointments already booked on the selected date, the system will not allow you to
activate the holiday, but will display a warning informing you of the number of appointments found on
that day. You will need to move all appointments from that day to another day before you can activate
the holiday, once you have activated the holiday, close the application and restart. You will no longer
be able to make appointments on that day. If you look at the day in the diary, you will notice the text
of the date has changed to a dark red, and the name of the holiday is listed in brackets immediately
after the date.

To allow an appointment to be created on a holiday, you will have to mark the holiday as 'Inactive'.
Simply follow the instructions listed above to get back to the Holiday List.
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Diary Forms

The printed diary forms can be found under Options | Picklists | Diary | Diary Forms or History
Forms. From here you can rename the form so it displays as you like, add more forms if required and
turn on Preview if you want the ability to edit a form before printing. An e-Form / tablet option has
also been added here as described in the next section

Pick Lists and Abbreviations @
Select a Pick List
- -Chient
> Animal
> - Staff
» -Product ot
% Bi“ lary Forms
3 -History Branch | Auckland
+ -Diary L=
Diary Profiles. Ref Num Name
-Diary Reasons 1/2|Address Confirm Form Name “SU’QETY ConsentForm ‘
1/7 Admission Farm
--Custom Email Templates /6| Gustom Consent Form Belongs m|cnem v‘ Status |Acwe v‘
Custom SMS Templates 1/4|Desexing Consent Farm = Print
--Consult Rooms 1/8 | Discharge Form
--Business Hours 1/5/Euthanasia Consent Form ez |“"“4 v‘ ez ‘Yes v‘
Holidays 1/1|New Client Form
--Diary Forms SLII’QE‘I’}' Consent Form Printer |F°"ﬂS 1 v‘
.-Hotel Types | 114ftest
Hotel Rooms Edit A4 Form
--Hotel Forms <
ERCR RS T
» Reports
> -Misc [ Tablet
> iginancials Edit TabletForm
ESC:Cl
ose ’ q ‘? F12 : Accept [ * ESC : Cancel

Printing a Client Form

1. Right click on a client’s appointment and choose ‘Print Forms / History’.

2. From the pop-up box choose which form you wish to print.
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E-Forms

Diary e-Forms are electronic forms that can be sent off an appointment in VETLINKPRO [Right click
-> Fill on Tablet] to an Android or Apple Tablet. Clients can then review, accept and sign directly on
the device. These forms are then automatically filed back in VETLINKPRO over Wi-Fi to create a fully
paperless office for the likes of Consent and Account Application forms. A number of e-form templates
are included as examples which can be customised by users to suit your business. CFL can also
design forms on a chargeable basis. Alternatively you or your web designer could do it noting that
some HTML knowledge is required.

E-forms Setup

Note: We recommend an iPad for running VETLINKPRO e-Forms. There is also an Android version
available on Google Play, however as Android makes and models differ greatly we can’t guarantee
compatibility on older devices or less well known brands. The app will not work on landscape devices
either. We highly recommend “name brand” portrait devices such as Samsung, LG etc. If in doubt
please contact CFL for Android device recommendations.

1. Ensure VETLINKPRO is upgraded to version 4.9 and CFL staff have installed services.

2. Enable / Edit / Add e-Forms from Options | Picklist Setup | Diary | Diary Forms ...
a. Select where you wish the completed form to be saved. Either Client Document
Manager, Patient Document Manager or in the Clinical History for that Patient.
b. Merge fields exist in the editor for Insert Signature, Text Box and Mandatory Check
box.

Surgery Consent Form EI = @

Mame |Burger3.r Consent Form

Belongs to Status |Active

Print
Use A4 w | Preview | Yes ~
Printer |F0rms'| v|
Edit A4 Form
Edit A5 Form
[ Tablet

‘ * ESC : Cancel

\‘;/ F12 : Accept

3. Insert your Clinic logo and set the colour theme from Options | Setup | Misc | Colour Themes
| Set Logo

4. Find either the local or external IP address of your server and open ports in firewall. Your
hardware tech may need to do this.
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a. External IP address: (Allows e-forms to be used on outside the clinics network as
long as your external IP is a Static IP address)

iv.

Go to www.whatismyip.com

Your external/public IP address should be prominently displayed on this page.
Make sure port 8086 inbound is open in the windows firewall or any other
software firewall on the server.

Ensure port 8086 inbound is forwarded to the server in your router.

b. Local IP address: (e-Forms can only be used while on the clinics network)

i.
ii.
iii.
iv.
V.
Vi.

Vil.

viii.

Click on the Start menu and type cmd.

When you see the cmd applications in Start menu panel, click on it to open.

A command line window will open. Type ipconfig and press enter.

Look for "IPv4 Address" or “IP Address” The number across from that text is
your local IP address.

Check with your Hardware tech to ensure the local IP is a static IP address.
Make sure port 8086 inbound is open in the windows firewall or any other
software firewall.

You'll see a bunch of information, but the line you want to look for is "IPv4
Address" or “IP Address” The number across from that text is your local IP
address.

Make sure port 8086 inbound is open in the windows firewall or any other
software firewall.

Enter your External IP address and port in VetlinkPRO Setup. Options | Setup | Misc |
Internet Cont | DataSnap Details...

Download VETLINKPRO e-Forms from the Apple or Android store.

When installing app enter IP address and branch when prompted and click connect.

Next select your branch, choose a password, enter a timeout period and click save.

é

Datasnapp  101.98.66.18

Port 8086
Connect
Branch X
Security Pin g
Confirm Pin soee

Timeout (Sec) 300

Save
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Using e-Forms
1. From VETLINKPRO diary right click on an appointment and choose Fill Form on Tablet.

2. Form will be available on all tablets with e-Forms.

3. You may wish to Confirm Client Details first. If details change they will be sent back to
VETLINKPRO. The form will need to be resent from VETLINKPRO however for the new details
to show correctly on the tablet form.

4. Click Forms to Process then enter your security pin.

5. Select the form you wish to process and hand the tablet to the client.

6. Clients can confirm or edit their details. Please note that any changes will NOT show on the
client’s form that has been synced. To show changes you will need to re-sync.

7. Client can complete, confirm and sign form.

0 :
B oromsam
Please compiete the form below, sign and subm (1/1)

Admission Form

@ BARRY'S POINT VET CLINIC

8. After clicking Done and the tablet is handed back to staff a prompt will ask the staff to review
the form to ensure it is filled in correctly.

9. If the form is correct the staff member can click submit.
10. Enter your security pin to verify a staff member has checked the form.

11. The form will be transferred to VETLINKPRO as a PDF to the location specified in the
configuration

NOTE: Client details can also be synced to the tablet from the Action menu at the bottom of the
Client record. Details can then be confirmed on the tablet by clicking Confirm Client Details.
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Adding Staff on a Non-Rostered Day

The diary automatically adds staff members to the diary using a staff members roster on their staff
record. Occasionally, a staff member may come into work on a non-rostered day and therefore will
not have a column on the diary. You can use the ‘Add Staff’ to add the staff member onto a single
day. To do this follow the steps below.

1. Goto ‘F7: Staff’ | ‘Add Staff’.
2. Search for the staff member you wish to add and click ‘F12: Accept’.
3. The staff member will be added to the diary. Blue manual locks will appear in place of the

normal ‘Not Working’ times. If the staff member’s roster is updated to be working for this day,
the manual locks will override the roster.

Manual Lock
2:30 p.m._-11:589 p.m. (569)

Altering Staff Hours on a Single Day

The background processor will periodically check the staff roster on the staff record and allocate the
diaries based on that. If you move the grey ‘Not Working’ times on the diary, when the background
allocates the roster it will change the ‘Not Working’ times back to whatever is in the roster. To alter
the hours when a staff member works overtime or starts late you need to change the grey ‘Not
Working’ times to blue manual locks.

1. Find the day in the diary you wish to extend the staff members hours for.
2. Right click on a staff members ‘Not Working’ time and select ‘Change to Manual’.

3. The ‘Not Working’ Times should turn blue. Using your mouse drag the ‘Not Working’ times
to the hours you wish.

NOTE: When they diary allocates the staff rosters the ‘Not Working’
times in blue will not be moved.
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Diary Locks

The lock function allows you to lock out time slots so appointments cannot be made at those times.
This is handy for entering lunch breaks, training time and meetings. Your clinic can assign colours to
locks so identification can be made easier.

Adding a New Lock

1. Click the ‘F8: Lock’ button at the bottom of the diary or right click on the diary on the time
you want to lock from and select ‘Lock’.

2. Enter the required details and press ‘F12: Accept’.

3. Alock will appear on the diary for the times requested.
Removing a Lock

1. Double click on the lock you wish to remove.

2. The lock screen will open with all the lock details automatically entered, but on the ‘Unlock’
tab.

3. Click ‘F12: Accept’ to remove the lock.

Lock/Unlock Consultations
MA - Anderson Marrika
paidLock [N -
Lock All Staff  No
Staff To Lock | MA - Anderson Mar ~
Border Colour ﬁ
[ Clear Border l
Lock All Day No -
Start Time 10:30 AM -
End Time 11:00 AM v
Duration 00:30 7]
Locked
Moming tea Days to Lockout
10:30 AM - 11:00 AM (30)
From 26/05/2020 -
To 26/05/2020 -

Reason |Morning tea

F12 : Accept ll ESC: Cancel
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APPOINTMENTS

Booking an Appointment

1. Click the ‘Diary’ button to open the diary.

2. Select which diary you wish to make the appointment in, E.g. ‘Consultations’.

‘ s:i Prev Day

Consuliations ] Surger]r] Hospital | Deleted

T

3. With your mouse, double left click on the time and the staff column you wish to make the
appointment for. E.g. 1:00pm with Joe Bloggs.

Ruler
JBR - Joe Bloggs
Room

4. Search for the client you wish to make an appointment for or click on the ‘New’ button to add
a new client.

5. Search for the Patient you wish to make an appointment for or click on the ‘New’ button to
add a new Patient.

6. When you have selected the correct client and Patient the appointment details window will
open. Fill in the details as required, then click ‘F12: Finish’ to complete the appointment.

Client: Clicking on the client button will allow you to change the client
that the appointment is for.

Subject: Clicking on the subject button will allow you to change the Patient
that the appointment is for.

Reasons: This will show a drop down list of all the different reasons for an

appointment. These reasons can then be linked to a till category
and a service will be automatically entered onto the bill when the

bill is created.

Details: This is a free typing field were you can enter in any other details
you wish to record about the appointment.

Staff: This is the staff member who you are booking the appointment

for. This is automatically selected when you double click on a
staff member’s appointment column.

Req / Prf Staff:  Requested or Preferred Staff member. This can be selected if the
client requested a particular staff member
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Start & End These are defaulted to the time that you have selected when

Times: creating the appointment in the diary. The times are
automatically updated when you select an appointment reason.
For example, a de-sex appointment may take one hour, so
selecting this as a reason may change the duration of the
appointment to one hour. Appointment time/length can be
manually changed from the drop down list of times as well.

Duration: This is the duration for the appointment. The duration will be
automatically calculated from the start and end times. You can
also manually change the duration using the drop down list and
when you do, it will change the end time of the appointment.

Client Details: This displays the current details on the client file. You may click
the ‘F2: Change’ button if any of these details are not correct to
update them.

Client Account  This displays the current balance of the client’s account, with a

details: breakdown of where they may be overdue.

Reminders / Displays reminders that are due or all the vaccinations that have

Vaccinations: been done for all Patients owned by that client.
) Appointment Details - Consultations - Tuesday 26 May 2020 (=3
Client Ask Client if the following are still correct

(-] PhoneNos |09 4892280(W)-V| |-
Address 21 Barrys Point Road
Takapuna
Appointment For - . [FE:Change ] Auckland 0622
Fluﬁ’y [FS] Cat, Abyssinian, Apricot (3 years) [BW] E] =
s000rs
| -
[F:::xaslcl::s Consult v|| ~ 30 Days Open
Notes 21 Barrys Point Road, Takapuna, Auckland, Current Baiched
0622 Total Total
Staft BW - Williams Baile - | Prf Staff(s)
Req Staff w | |
Start & End Time [8:30 AM v|[9:00 AM v
Source Phone v
When Duration  Finish Stf Subject F Due Reminders Vaccinations
8:30 AM 00:30 9:00 AM BW  Fluffy € MName Reminder Date Status St Action A
P | Fluffy Annual Health Check26/05/2020 Due BCF2

< > < b ’

* ESC: Cancel Ctrl +5: Stand Aptl l f‘ F11:Repeat

4 F12: Finish l
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How to Change Appointment Details

Appointments can only be changed if they are still in the Due state, white colour. If an appointment is
confirmed or arrived you will need to unconfirm or unarrive the appointment before proceeding with
the changes. Using the “drag and drop” facility it is easy to make changes to appointments.

Change Details
To change any appointment details double click on a Due appointment to open up the appointment
details form. You can change any details relating to the appointment from here.

Change assigned staff member
The appointment can also be moved between staff members. To do this click on the appointment and
drag it to another staff member while holding down the mouse button.

Change appointment time
To change the time of the appointment click and drag the appointment to a new time while still holding
down the mouse button.

Changing appointment duration

Changing the appointment duration can be done by moving the cursor over the bottom edge of the
appointment. The cursor will change to a double headed arrow. You can now make the appointment
duration longer or shorter while still holding down the left mouse button.

Transferring appointments
To transfer an appointment from one day to another, click on the appointment and drag it to the

holding tank, then navigate to the day the appointment is to be transferred, and drag the appointment
from the holding tank to the selected time slot.

How to Confirm and Unconfirm an Appointment

Confirming an appointment means the client has been contacted and the appointment has been
confirmed by the client.

Confirming an Appointment: Right-click on the appointment and select ‘Confirm’. The appointment
will change to a purple colour to indicate it is confirmed.

Unconfirming an Appointment: Right-click on the appointment and selecting ‘Unconfirm’.

Appointments can also be confirmed via SMS. For more details on confirming appointments using
this method, refer to the section on “Sending Appointment Confirmations” later in this chapter.

VETLINKPRO User Manual v6.1 2 9
Updated 20/10/2021



(Os -1} /G THE APPOINTMENT BOOK

Appointment Conflicts List

If an appointment is added that is unable to fit in the required space, you can be prompted to place it
in the Waiting List Diary. While it is in the Waiting List you can then check the diary for a space to
fit it into. If you select the appointment and press Enter on your keyboard you can use the plus and
minus buttons to change the duration to fit it into a free space better. Note: Appointments must be
moved from the Waiting List Diary before any other diary functions can be used.

This option can be enabled or disables from Options | Setup | Diary | Diary Options | Use Conflicts

Diary.
I'ﬂailing List

W aiting List list. Select the cell and
press "ENTER" key to change the
duration.

13/01/2012
Bloggs Joe

Jason Hams

Consultation

07 1234567(W) / 07 1234567(H) f 027...
4:50 p.m_-5:20 p.m. 30 :E’:
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Minimal Entry New Client Form

The minimal client entry form is used for entering new clients from the Diary and can be enabled from
Options | Setup | Diary | Diary Options | Minimal Entry for new clients. The form has fewer fields
and ensures that before the new client can be saved, staff have entered a name and one form of
contact.

You can also make it compulsory for staff to add the referral method. This can be enabled from
Options->Setup | Client->Options | Use Referral | Referral is Compulsory.

Referral types can be set up from Options | Setup | Client | Referrals and are customisable by the
user.

TIP: The minimal client entry form can also be configured to check if the
new client may be a duplicate. You can enable this from Options |
Setup | Diary | Diary Options | Check if New Cln already in
Database.

) Bloggs Joe (Client # 1/20146) Bloggs Joe EI = IEI
1 : General 2 - More ] 3: Markeling] 4 - Financial ] 5: Info ] 6 : History ] 7 :Doc Mgr | 8: Contacts ]
Tile /Gnd | Mr. ~| [Male Cl|| 7:Postal  8:Delivery | 9:Runoff |
LastMName |Bloggs StMNum 21 @
FirstName |Joe Street Barrys Point Road -
Known As Suburb Takapuna
Co Name City Auckland 3 Mth+ $0.00 (-]
PostCode |0622 2 Mth $0.00
Status Distance km 1 Mth $61.20 E]
Care of | Current $0.00
Wark 09 4892280 Note Total $61.20 | (-]
Home $0.00) (]
Fax $0.00 ()
Mobile 02 Total $61.20
Phone 1 MNum MName Type Breed Sx Nt Dd St Colour Date_Birth ID o
Phone 2 ¥ 1/51980 |Fluffy Cat |Abyssinian |[F |Y [N |A |Apricot 26/05/2017
Phone 3
Email support@cfl.co.nz
Web |
W
£ >
) g
Ctrl-N
- o (N Actions AF3 Exit
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Checklink

Checklink is a mobile app which is available for clients to self-check-in. The app can be downloaded
to an Android or Apple tablet. Clients arriving at the clinic can then use the tablet to find themselves
and check themselves in. Checking in will arrive the client/patient in the diary in VetlinkPRO.

The app also allows clients to take a picture of their pet or enter the weight. These options are
controlled by a setup option in the app to turn on or off.

Checklink is an extra module so please contact sales@cfl.co.nz to enable and setup.

CFL Vet Hospital Search appointment for today Self Checkin

Hi Mrs. Tegan Cumin

Cumin X

“@° Muffin, Cat Complete Self Checkin
First Name X

° 2:45:00 p.m.
Muffin x \

@ Consultation
email X .

Mr. Kieran Dal
© o

Phane X

&/ Confirm Checkin
e Take Picture

‘ Take Weight

Continue

3 2 VETLINKPRO User Manual v6.1
Updated 20/10/2021


mailto:sales@cfl.co.nz

THE APPOINTMENT BOOK @ ET{=I84

STANDING APPOINTMENTS

Standing appointments are appointments that are repeated at regular intervals. For example, a vet
may make a farm call to a particular stud every Monday at 1pm. Instead of entering every appointment
individually or copying appointments and dragging them from the holding tank, VetlinkPRO can
automatically enter these for you.

Examples of Using Standing Appointments

Standing appointments can be used for many different types of appointments and has been designed
to save time by removing the need to copy an appointment to the holding tank and drag each
appointment to a different day in the diary. Some examples of how standing appointments may be
used are listed below:

[0 An Patient may come in regularly every second week for a treatment that will last a
prescribed number of visits into the future, e.g. cancer patient.

[0 A vet may make a farm call to a particular farm on the first Monday of every month. By
using standing appointments with an indefinite time span the appointment will be made
automatically and reduce the chance of another staff member accidently booking a
different appointment into that time slot.

[0 Standing appointments can also be used for staff scheduling. For example, you may have
a staff meeting on the first Monday of every month. Please note; such appointments may
skew information in some reports such as Staff Productivity report, No Show report, and
other diary reports.

TIP: As standing appointments are automatically scheduled in advance
they are best utilised in conjunction with the appointment confirmation
feature by SMS, Email or phone. By sending an appointment
confirmation message clients will not forget they had appointments
booked in advance.

How to Access Standing Appointments

There are several ways of accessing the standing appointments window:
[0 From Client screen, click the ‘Actions’ button then ‘Standing Appointment’ menu option
[0 From Patient screen, click the ‘Actions’ button then ‘Standing Appointment’ menu option

[0 From Diary screen, right click an existing appointment then click the ‘Standing
Appointment’ menu option.
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Setting up Standing Appointments

Before using standing appointments, you must set up how far ahead you would like VetlinkPRO to
generate the scheduled appointments. To do this, in VetlinkPRO go to Options | Setup | Log In |
Diary | enter the number of weeks to allocate ahead in ‘Weeks to Allocate Standing Apts (1-60)’.

NOTE: The number of weeks to allocate standing appointments should
NOT exceed the number of weeks to pre-allocate diary.

—General (Site)
[¥' Use Diary Systam
Mths to Keep Diary Records for (1-12)

ra
b

Weeks to Pre-Allocate Diary (1-60) 30

@eks to Allocate Standing Apts (1-60) 26 =

The Standing Appointment Details Window

The left hand side of the form is the same as the normal appointment details screen. The right hand
side of the screen contains details for the standing appointment.

m Standing Appointments for Diary "Consultations” & Branch "Master" @
|SmithyAnna ...| Repeat Patten
Frequency |‘u".l'eel-(|5.r j
Recur every 1 week(s)on
= Subject ||Jessie
= subject | =] i
[~ Tuesday
v Wednesday
Reason |C0nsu|tation j ™ Thursday
Details | [ Friday
[ Saturday
Staft |JB j [~ Mark as Requested [ Sunday
Repeat Range
} - . - Start On 27/07f2018 -
Start& End Time |11:30 AM | [11:45am - (271071 -
Duration 00:15 - End On |ByDate j
Num  |Subject |Staff|Reason Stat A EndBy  [31/08/2018 ~|
1 o Jessie| JB Consultation| 11:30 Al Other ltems
Status Active j
v
< >
x ESC:Cancel ﬂ F11:Repeat | = F12: Next
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Repeat Pattern
Frequency
Daily:

Weekly:

Day of Month:

1st Weekday of
Month:

2nd Weekday of
Month:

3rd Weekday of
Month:

4th Weekday of
Month:
Yearly:

Recur Every:

Repeat Range
Start On

End On
Never Ends:
After Count:
By Date:

Other Items
Status

An appointment will be generated every day.
An appointment will be generated each week.

An appointment will be generated each month following the
start on date.

An appointment will be generated on the first week of the
month

An appointment will be generated on the second week of the
month.

An appointment will be generated on the third week of the
month.

An appointment will be generated on the fourth week of the
month

An appointment will be generated each year following the
start on date.

Based on the frequency, appointments will be generated at
the interval set in the ‘Recur Every’ field. For example, if
‘Frequency’ was set to ‘Week’ and ‘Recur Every’ was set
to “2”, appointments would only be generated every second
week.

The date on which appointments will start being
allocated.

The date on which appointments will no longer be
allocated. You are able to choose from three
selections:

Appointments will continually be generated.

Appointments will be entered until the number entered in
the ‘End After’ field is reached.

Appointments will be generated until the ‘End By’ date is
reached.

While the standing appointment still needs to be
allocated this needs to be set to ‘Active’ otherwise to
stop allocation set to ‘Inactive’.
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Creating a New Standing Appointment

10.

11.

12.

13.

Search for and open a client or Patient record.
Click on the ‘Actions’ button and select ‘Standing Appointments’.

The Standing Appointments window will open. This window will list all the current standing
appointments. If there are no current standing appointments it will be blank.

Click on the blue ‘+’ button at the bottom of the window and the appointment details window
will open.

Enter the details for the appointment. The left hand side of the form is the same as the normal
appointment details screen. The right hand side of the screen contains details for the standing
appointment.

Click on the ‘Next’ button and the appointments will be generated. The system will check for
existing future appointments as well.

VetlinkPRO will now produce a list of all the future appointments. Check the appointment
details and then click on the ‘F12: Finish’ button.

[ standing Appointments for Diary "Consultations” & Branch "Auckland” @
Standing Appointment Check
No appointments exist, 3 appointments will be added.
Lnk Date_Reqd Staff Reason Start Finish AptMade Ref Number ~
g _[2.)un 2020 (Tue) Im 1200PMli215PML [ /14
7 Jul 2020 (Tue) Re-Visit 12:00 PM | 12:15 PM ‘I,“I4
4 Aug 2020 (Tue) MA Re-Visit 12:00 PM | 12:15 PM 114
L
> 2! o
I Esc: cancsl <= ESC:Back || % F12:Finish

A warning prompt will appear. Read it and click ‘Yes’ to continue.

If the allocation was not successful you will be asked if you would like to correct the errors
now.

Click ‘Yes’ to correct the errors.

A list of all the appointments in error will be displayed. To correct an appointment double click
on the appointment in error. This will change the diary to the appointment date.

At this stage you may need to move appointments or alter the roster. To cancel an appointment
move it to the ‘Deleted’ diary.

Next drag the appointment onto the diary to the position you want it.
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(===

24 | Today, Tuesday 26th May 2020

l Next Day B5j> ]

leted I

Holding Tank In Ermor

f 5] [ Appointments in Error (1) ]
BW - Williams Bailey DA - Anderson Dacey M1 - Indigo Addison [ Filtered by Diary - Consultations ]
. Staff Diary
~ Client Date Time (Reason) Error
— —
Bloggs Joe MI-Indigo Addison Consultations
» | (Fluffy) 26 May 2020 (Tue) (Consult)
08:30 AM (30 min)

/

14. Once all the appointments in error have been cleared close the error window.

Deleting Standing Appointments

1. Search for and open a client or Patient record.
2. Click on the ‘Actions’ button and select ‘Standing

3. The Standing Appointments window will open. Thi
appointments.

Appointments’.

s window will list all the current standing

4. Double click the standing appointment you wish to move.

5. Setthe End On field to By Date.

6. Set the End By field to todays date.

7. Click on the ‘Next’ button and a list of appointments to be removed will be generated.

8. Click Finish and Appointments will be removed.

30 Dec1399 |

Standing &ppointments for Diarg "Bulls 84" & Branch "Bulls" @
Standing Appointment Check
10 appointments already exist, 10 appointments will be deleted.
Lnk|Date_Regd |Staff |Reason Start Finish Apt Made|Ref_Number s
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Editing & Checking Existing Standing Appointments

Once the standing appointments have been created and added to the diary they function in the same
manner as any other appointment. You can double click on it to change the appointment details or
use the mouse to stretch or drag it.

To edit all the remaining standing appointments open the Patient record and select standing
appointments from the actions tab. Double click on the standing appointments schedule you wish to
edit and the appointment details screen will open. Make any changes as necessary.

Standing Appointment List EI@
List of Standing Appointments for Animal
Fluffy (1/51980)
Lnk Diary Staff Reason Start Finish Branch Room_Type Freq Recur Ref_Number [l

d _[ConsuliztionMA_[Re-Visit__11200PM _[1215PM _Auckiand | |1 [ _1ly14 |

> H o + ey Errors El Exit

Any changes made to the schedule will affect appointments already made, this may result in the
deletion of existing appointments and creation of new ones.

Examples:
0 To Stop a Standing Appointment Schedule — Changing the ‘End By Date’, any
appointments after the new date will be removed.

0 To Change the Day of Week — In the Standing Appointment details screen change the day
of the week, the appointments will be moved to the newly selected day. Similarly changing
the Start Time will move the appointments to the new start time.
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Error Handling

Errors may occur when generating appointments, these are presented in a separate page,
‘Appointments in Error’. Errors may be accessed from the Dairy screen by expanding the ‘Holding
Tank’, right click on the holding tank > left click on ‘Expand Form’ > when the Holding Tank is
displayed, left click on the ‘In Error’ tab.

The table below describes errors that may be presented after creating or amending standing
appointment schedules.

Error Details Explanation

Not Open on Day Business closed

Outside Work Hours Business hours do not extend as far as the
requested appointment time

Time Slot Not Available Appointment slot is already booked

Room Not Available Selected room already booked - when using the
rooms/resources type diary

Conflict with Lock The appointment slot has been locked (manual
lock)

Conflict with Another appointment already exists in the requested

Appointment time slot

Number of Slots No available appointment slots — when using multi

Exceeded booking

Holiday Day marked as a holiday — business closed

Staff Not Working Staff not available in diary

Apt exists for the client An appointment is already made on that day

In case of errors, you may do one of the following:

0

U

Cancel the appointment by moving to the ‘Deleted’ diary page
Move the appointment to an available appointment slot

In cases where the staff is not on the appointment diary you may add the staff column
manually using the ‘Staff’ button in the Diary screen

In case where the appointment falls outside the normal staff hours, you may choose to
make a one off change to the staff roster. First change the roster to a manual roster by
right clicking on one of the ‘Not Working’ blocks in the staff column, click on ‘Change To
Manual’, now stretch the not working blocks to accommodate for the appointment. Move
the appointment to the appropriate slot.
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Managing Arrivals

The arrivals diary is generally used in the consulting room to show vets what appointments they are
booked into see. When you select an appointment all the appointment details are shown in the bottom
section of the window.

The ‘Arrivals Due’ section shows what appointments have not arrived yet.

The ‘Waiting (Arrived)’ section shows what patients have arrived and are waiting in the clinic. A timer
would also start at this stage to tell the vet how long the client has been waiting.

The ‘Admitted’ list shows patients that have been admitted or where the consult is currently in
progress.

@ arrivals o] ® =
Consult | Surgery | Large Animal Hospita | Hospital | Grooming | Al |
Arrivals Due
Due [ client | Subject [ Staff | Reasons Pri Staff | Status Cons. Staff
3B0PM T Smith Adam Beliia[F£] Dog. Labrad " BR' Consuii BR
Waiting (Arrived) I Show Ready Appointments
Waiting Due Client [ Subject [Staff [ Reasons Prf Staff | Status Cons. Staff | Own Waiting
9 25Mins 300 PM Turnbull David Penny[FS] Dog. Blue . LAS  Surgery LAS
“5Mins  3:30PM Williams Allan Bo[?E] Dog. Other. (yr) LAS  Consult LAS
Admitted
Admitted | Due Client [ Subject Staff | Reasons Prf Staff | Stalus Cons. Staff | Own Waiting
925 Mins  3:15PM  Peters John Toby[ME] Dog. Maltes.. LAS  Surgery = LAS
991 Mins  400PM Bloggs Joe Kirra[FE] Dog, Stafford.. BR  Consult 30 BR
Clert [ e I Detale Due Reminders |
Subject | Ao I [ Nerne Reminder |pate  [staws |:m
»
Reason | Waiting [ o
Tosee | Admited | creBy | at |
Pr Staf | Owmer Waiting | Mad By | at |
v
Phone < >

W |« e o e e | = | A |FeAme | F7. st | Fa:Billng | ea

The ‘Arrivals’ diary can be used for each diary that you have set up. Change the diary by clicking on
the tab at the top of the screen. If you wish to view all diaries click on the ‘All’ tab.

By default, the ‘Arrivals’ diary will not show ‘Ready’ appointments. Tick the ‘Show Ready
Appointments’ check box if you would like these to display in the ‘Arrivals’ diary as well.

A right click option from the appointment in both the arrivals and diary screens will let staff set when
the owner arrives to pick up an Patient and then show how long the owner is waiting to pickup their
Patient. An Own Waiting column in the arrivals screen will show how long the owner has been waiting
for.
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