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NEW BILLS FOR EXISTING CLIENTS

The new bill function allows the creation of a bill for a client that you either already have in your
database, or for a client that you are about to add to your database.

1. Click on the ‘Bill’ button.
2. Click on the ‘F4: New Bill’ button.

3. The client search form will open. Search for and select the client you wish to make the bill for.

|1 Search Client for Billing =R E=H 5T

1Last Name/Mumber 2 First Name 3 Company
|5LO | |

|V' F12 - Accept "*ESC:Cancel |F1U:CIn-AnmAd" (¥ F9: Retry l

* F7 - New " F8 - Advanced

‘# =|Title |Last_Mame = |First_Mame =|Address Co Name 2
4 #1/6843|Dr. 23 Barrys Point Road, Takapuna, Auckland 06:
#1/6047 Bloink 1 Gibsons Road. Sale VIC 3850
#1/5008/Ms. |Bloink Patrica 1 Gibson Road, Sale VIC 3850
#1/31065 Mrs. |Bloink Patricia Rmb 6975, Valencia Creek VIC 3860 v
< >

4. Once you have chosen the client an patient search screen will open. Search for the patient
you are doing the bill for. If you do not want an patient on the bill click on the ‘None’ button.

‘.ij Animals for Bloggs Joe EI\EI
1Name 3 Status |Actwe j
2Code D: Deceased |N0 j
4 DOB (mmjfyy) _/__ Include Blank DOB v
V'F12 - Accept “ * ESC : Cancel F6 - None “ + F7: New " F& : Simple ﬁ F9 : Retry
|Name -|Type -|Breed -|Ge... -|Co|our -|Age |Deceased|# &
Bree Dog Unknown ? 381 [N 1/17661
Daog Dog Unknown ? 3811 N 1/17663
Kirra Dog Staffordshire Bull Te F Black Brindle 14/0 |N 1/38891
W
< >

5. If there are any open bills for this client, a prompt will appear asking if you would like to
continue an existing bill or start a new bill.

6. Select ‘Yes’ to open an existing bill. If there is more than one existing bill a list will be available
to choose from. If you wish to start a new / blank bill click ‘No’.

7. A staff ID selection box will appear. Select your staff ID and press ‘F12 OK’.

8. The billing window will open. Add your items to the bill. ltems may be added in four methods.
a. Use the keyboard to choose the service that you wish to add from the Till Categories.
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b. If you press ‘R’ (retail) or ‘S’ (service) on the keyboard a goods and services search
window will open. You can type in the name or part of the name to find the item.
c. Scan the barcode of the product is the barcode scanner has been set up on this

workstation.
Tax Receipt for Bloggs Joe (#1/1001) EI@
m Bloggs Joe $ A Fluffy (# 1/1011), Cat, Abyssinian [77] Date |13/08/2018
4 21 Barrys PointRoad / Last visit at 18/04,/2018 Num ’mﬁi
Auckland AUCKLAND No Reminder Due
EXISTING CLIENT
Rgst Staff
an_| acd |
1:-Bill 2 - History |
|# |staff|Type|Qly |Name RRP Discount|Price  |Script|Notes| ~
1| OWN |\ For Fluffy
® OWN ||
QA Accomt [ [ ]
M |Message
R |Retail
S |Service
# |Date
W
W
STotal $0.00
F8 F11 SF9 Cirl-N SF6 Quote SF8 GST $0.00
Old Bill Save/Ex Disc Bill Notes RgstSta Remndr
| Fo F12 SF10 F4 SF7 SF5 ncions | O S
by New Bill Payment Cancel Drug Lbl Rebook Referral
Tax Receipt s=-Open Owes $27.07 $0.00

NOTE: You can choose to combine the retail and service searches in
setup. For example, when you type ‘R’ it will bring up both retail and
services in the search results. To implement this, go to ‘Options |
Setup | Bill | 1: Master/Site | Merge Retail/Service Search’.

9. Edit any information for the item such as price, discount, quantity etc.

10. To add another product, ensure the Till categories window is showing. If it is not showing press

the down arrow on the keyboard.

11. When you have finished putting all the items on the bill click on ‘F12 Payments’ to finish the

bill.

NOTE: Clicking on ‘F11: Save and Exit’ will save the bill and put it into
‘Unfinished Bills’ for you to finish later.
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12. The Bill Payment screen will open. Select the payment methods and the amount for each
method.

Payments for Bill # 1/71 EIIEr
‘Total on Bill # 1/71- $54 .70 Owes $27.07

Type Amount |Reference | ~

| $5470

1:Cash

2: Cheiue

(]
C : Credit Card
E : Eftpos
WV : Voucher
D : Direct Credit
T : Direct Debit

*

Balance to Pay $54.70 Rounding Adjustments: $0.00

4/ F12: Finish ¥ Esc: cancel

Please select the type of payment

NOTE: You can select more than one payment method at the payment
screen. Just select a payment method and change the amount by
clicking on the dollar figure in the amount column. You can then add
the next payment method by clicking on the down arrow on the

keyboard. Repeat these steps until all payment methods have been
entered.

13. Click ‘F12: Finish’ to complete the bill.

14. You will now be asked if you would like to print or email the tax receipt/invoice.
a. Select ‘Yes’ to print.
b. Select ‘No’ to continue without printing.
c. Select ‘Email’ to emalil to the client.
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CASH SALE BILLS

Cash sales bills are used for making bills where you do not wish to record the client making the
purchase. These bills are usually for walk-in clients who you do not expect to see again.

1. Click on the ‘Bill’ button.

2. Click on the ‘F3: Cash Sale’ button.

w

A staff ID selection box will appear. Select your staff ID and press ‘F12 OK’.

H

The billing window will open. Add your items to the bill. tems may be added in four methods.

a. Use the keyboard to choose the service that you wish to add from the Till Categories.

b. If you press ‘R’ (retail) or ‘S’ (service) on the keyboard a goods and services search
window will open. You can type in the name or part of the name to find the item.

c. Scan the barcode of the product is the barcode scanner has been set up on this

workstation.
) Tax Receipt for Cash Sale Retail (2 1/2) = e
(4” Cash Sale Retail Date ,713f03f20'|8
Num |# 1/72
) B
Rgst Staff
All Add
1-Bil | 2 - History ]
|# |staff|Type|Qty |Name |RRP |Discount|Price  |Script|Notes| "
* OWN ||
A faccount [ [ ]
M |Message
R |Retail
S |Service
# |Date
W
W
93 STotal $0.00
F8 F11 SF9 Ctrl-N SF6 Quote SF8 GST $0.00
3 Qld Bill Save/Ex Disc Bill MNotes RgstSta Remndr
| Fg Fi2 SF10 F4 SF7 SF5 acions |12 S0y
] New Bill Payment Cancel Drug Lbl Rebook Referral
Tax Receipt s==Open $0.00

NOTE: You can choose to combine the retail and service searches in
setup. For example, when you type ‘R’ it will bring up both retail and
services in the search results. To implement this, go to ‘Options |

Setup | Bill | 1: Master/Site | Merge Retail/Service Search’.
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5. Edit any information for the item such as price, discount, quantity etc.

6. To add another product, ensure the Till categories window is showing. If it is not showing press
the down arrow on the keyboard.

7. When you have finished putting all the items on the bill click on ‘F12 Payments’ to finish the
bill.

8. The Bill Payment screen will open. Select the payment methods and the amount for each
method.

\) Payments for Bill # 1/272148 =N R X

‘Total on Bill # 1/272148: $80.95 Owes $694.06

| -

Type Amount ‘Reference

$80.95
:Cash
: Cheque

| *
1

: Credit Card

- Eftpos

- Voucher

- Ext. Voucher
- Direct Credit
: Direct Debit v
S EEILLE T $80.95 Rounding Adjustments- $0.00

| - Internal Voucher
L : Centrelink Bonus Points Used: $0.00

V’ F12: Finish ¥ Esc: cancel

l——|D><<mo'§;}i"M—t

Please select the type of payment

NOTE: You can select more than one payment method at the payment
screen. Just select a payment method and change the amount by
clicking on the dollar figure in the amount column. You can then add
the next payment method by clicking on the down arrow on the
keyboard. Repeat these steps until all payment methods have been
entered.

9. Click ‘F12: Finish’ to complete the bill.

10. You will now be asked if you would like to print or email the tax receipt/invoice.
Select ‘Yes’ to print.

Select ‘No’ to continue without printing.

Select ‘Email’ to email to the client.

Select ‘Cancel’ to return to the bill and continue editing it.

apow
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EDITING A BILL

Deleting an Item off a Bill

There are two methods for deleting an item off a bill.
1. The first method is to right click on the item and choose ‘Delete Item’.
2. The Second method is to select the item and press ‘Ctrl-Del’ on the keyboard.

Inserting an Item into the Item List

The insert Item function allows you to insert an item anywhere into the bill after it has been started.
This is very handy if you order your items by the date and time they were dispensed. To insert an item
right click on the position you would like the item and select ‘Insert Item Here’.

Changing the Quantity of an Item

Add an item to the bill. Using the keyboard or the mouse move your cursor to the ‘Qty’ cell for the
item you wish to change. Type the new quantity you wish to bill for. VetlinkPRO will recognise the
change and update the bill total for you.

Changing the Price of an Item

Add an item to the bill. Using the keyboard or the mouse move your cursor to the ‘RRP’ cell for the
item you wish to change. Type the new RRP price you wish to bill for. VetlinkPRO will recognise the
change and update the bill total for you.

Printing a Provisional Bill

A provisional bill is a tax receipt or invoice that is printed before the bill is finalised. It will print just like
a normal bill but will have provisional bill printed at the top of it. To print a provisional bill, open an
existing bill | Click on the ‘Actions’ menu at the top of VetlinkPRO | Select ‘Print Bill (Provisional).

Inserting a Date Marker into the Bill

The date marker can be used to specify which day a product was used. This is especially useful for
hospital cases where the patient may have treatments administered on different days. This feature
combined with bill line insertion provides your clinic with the ability to create an organised bill that is
much easier for your clients as well as staff to read and understand. To add a Date Marker, make
sure the till categories list is open and press the ‘#’ key on the keyboard.
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Charging for Travel

VetlinkPRO can automatically charge for travel at billing by checking the distance saved in a client

record.

To Set Up Charge for Travel

1.

2.

3.

A travel product created with the ‘Action’ set to ‘“Travel’. Enter the price for 1 kilometre of
travel.

A client record with the distance field filled in for the ‘Postal’, ‘Delivery’ and ‘Run Off’
addresses. Client’s records may need to be set up for the patient’'s owner, the person the
patient’s bills are charged to and the location of the farm or stud where the patient is kept.

An patient record created with ‘Owner’, ‘Charge To’ and ‘Location’ fields correctly filled in.

To Charge for Travel at Billing

1.

2.

Create a bill for the client and patient you are charging.
Add the Travel item that you have created.

The Travel window will open where you can select the client tab you wish to choose distance
from.

Select the distance you wish to bill for by ticking the appropriate box. If none of the distances
apply you can manually enter a distance using ‘Actual Distance to charge’. If you are splitting
the travel between clients you can also choose to recalculate the charge to a percentage of
the distance using ‘% of distance to charge’.

@ Select Client Distance (Product: Clavulox Injection 10ml)

Select a distance to charge for

Client on Bill Ltion‘ Owner \ Charge To

This is where Fluffy is located

" Delivery (15km)

¢ RunOff (15km)

Actual distance to charge % of distance to charge

5 100

‘ V F12 - OK ‘ ‘ * ESC : Cancel
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Adding Discounts to the Bill

Discounting the Whole Bill

To discount the entire bill, click the ‘SF9: Disc Bill’ button. A new window will open where you can
enter a discount for the whole bill as either a percentage or a dollar value. If you enter a percentage
all items on the bill will be discounted by this percentage. If you enter a dollar value, the total dollar
value will be apportioned to each product on the bill. e.g. There are two products on a bill; one is worth
$9 and the other $1. If the entire bill is discounted by $1, a discount of $0.90 will apply to the first
product, and a discount of $0.10 will apply to the second. This is because the bill total is $10; the
discount is effectively 10%. A 10% discount is then applied to each line of the bill.

Discounting One Item

To add a discount to a bill, simply click in the discount column and type in a discount. The yellow
status bar at the bottom of the billing window lets you know whether the discount is being entered as
a percentage or as a dollar value. To switch to dollar value entry of a discount type $ (using the Shift
key and the ‘4’ button) in the discount column. To switch to a percentage discount, type % (using the
Shift key and the ‘5’ button) in the discount column. Once you have typed in a discount, press the
‘Tab’ key on the keyboard for the price field to update.

Automatic Discounting

Please see Discounting Schemes chapter for more information on automatic discounting.

Tax Receipt for Bloggs Joe (% 1/1001) EI@
@ Bloggs Joe $ || e Fluffy (# 1/1011), Cat, Abyssinian [27] Date |23/08/2018
..’ 21 Barrys Point Road Lastwvisit at 18/04,/2018 Num W
i Auckland AUCKLAND Mo Reminder Due
L a EXISTING CLIENT

Bill tem Discount

an_| Add |
1:Bill 2:
# |Staff |Type|Qly |Name RRP |Dis¢:nun |S¢:ript|Noles| ~
T|OWN [\ For Fluffy
1 2lowN R 15 1>Clavulox Injection 10ml s7880 s738]  s70.92 N
3|OWN|" 1/1=0rug Fee $6.50 $0.65 $5.85
41 0WN " 15 |1=Clavulox Injection 10ml $72.30 $7.23 $65.07 @
Sub Total for Fluffy including GST $70.920 w
STotal $64.47
F8 F11 SF9 Ctrl-N SF6 Quote SF8 GST $6.45
Old Bill Save/Ex Disc Bill Motes Rqst Sta Remndr
SF10 F4 SF7 SF5 aciors | |2 Tk
ncel Drug Lbl Rebook Referra
Entire Bill discount

Owes $27.07 $70.92
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Adding Messages or Notes to the Bill

Adding an Advanced Bill Note

Advanced bill notes are printed out on the bottom of the tax receipt or Invoice. An example of what to
have on the bill note might be the application instructions for the purchased product. Advanced Notes
must be attached to an item on the bill.

1. Open a bill for editing.
2. Single click on an item you wish to add a note for so it is highlighted.
3. Click on the ‘Ctrl-N Notes’ button.

4. The bill note window will open. Type in the note you wish to add to the bill.

NOTE: You can add preformatted / saved notes to the bill for common
notes that are always used by clicking on the ‘Add’ button. Preformatted
bill messages can be set up by going to ‘Options | Pick Lists setup |
Bill | Bill Notes’ and click on the red ‘+’ to open a new bill note form.
Enter a ‘Name’ for the note, set ‘Shared’ to ‘Yes’ and type up the note
then click ‘OK” to finish.

5. Click ‘OK’ to finish the note and add it to the bill.

6. A Thumb Tack will now show to the right of the item on the bill. This indicates that there is a
note on the item.

7. To view or edit the note simply double click on the thumb tack.
8. When you finish the bill and print it, the note will print at the bottom of the tax receipt or invoice.

Adding a Bill Line Message to the Bill

A bill line message is added to the main body of the bill with the items. It can be used to enter short
warning or instructions below items that are added to the bill.

To add a bill line message, ensure that the till categories menu is open. Press ‘M’ on the keyboard. A
line will now become available on the bill to type your message. If you use more than one line a new
message line will be automatically created when you reach the end of the line.

1 VETLINKPRO User Manual v6.1
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Creating a Prescriptions for Pharmacy from Bill

To make prescriptions for drugs that are not kept in stock a Create Prescription options exists under
the Actions button at billing. This creates a document that is stored in the Patient document
manager under a prescription tab. A mail merge variable is also available called, "PrescriptionNo",
that provides a unique id for the prescription script created.

To create your prescription template go to Options | Picklist Setup | Patient | Letter Templates
RTF/Word. Remember to enter the "PrescriptionNo" mail merge into the template.

To use the Prescription template from an unfinished bill click the Actions button then Create

Prescription.

1/2018 S8

Make a Quote
Make an Estimate
Import Quote/Estimate

Create Prescription

Bill

Old Bill

New Bill

Save/Exit

Payments

Print Bill (Provisional)
Print JEmail Certificates
Print Drug Docket
Print JEmail Handout
Purchase Rewards

Last Bill ...
Message To Reception Alt+F7

History Browser Alt+F8

Edit Batch Number & Expiry

View Activity Log
Import Bill Details from SFS

Actions

,
F8
F9

Fi1

F12

Prescription for Muffin
Select Prescription Template

Prescription Form (Template -

Maimerged RTF Document (Blank)
Desex Certificate (Template)

Test Template For Kim  (Template)
Vaccination Cerlificate (Template)

Select prescription template

Once the Prescription has been completed and printed it will get saved in the patient document

manager under the prescription tab.

You can search for previous prescriptions by going to Utilities | Document Search | enter
prescription number in Description field and tick contains.

Muffin (Animal# 1/1005)
1:- Persnnal] 2- Morel 3 - History } 4:Graphs 5:Doc Mgr l 6 - Handol

@ A Al I@ N : Note WbE:Phonelu L_:LelIErl@ E : Email I&K:Pmscs]{b Z:Olher]

[=]=]E

Staff |Type‘Descripuon

6/08/2019 |ale
1/08/2019 DC

Prescription # 1/234 (Bill # 1/710)
Prescription # 1/233 (Bill # 1/709)
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Printing a Drug Docket Report

A docket for printing drugs on a bill, including batch numbers and expiries, is available from billing
and account history. This is useful for providing farmers with a quick list of what was prescribed to
the patients during a visit. To print the drug docket from;

¢ An unfinished bill go to Actions button | Print Drug Docket.

e Account history open the bill then click the print icon then Print Drug Docket.

DRUG DOCKET

Small Farms Limited TreatmentD ate: 30/08/2018
Attn Wr. Dave Smithy Bill Ref: 1537
42 Queen Street

Fremantle WA 6160

Animal: Baovine Species: C attle D airy
DOB: % Breed: Other

Chip Id: Gender: Colour:

Item Quantity Staff Batch Expiry
Alamyein La 100m1 {100 m0 400,00 J0 D 123456 goan2018
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Finding Unfinished Bills

The Unfinished Bills function allows you to open a bill that has not been finished. You can then open
the bill to edit it further.

1. Click on the ‘Bills’ button.
2. Click on ‘Unfinished Bills’ button.

3. A bill search window will open. This window will be automatically populated with unfinished
bills.

4. You can search for bill in several ways

a. If you know the bill number, type this into the ‘Bill Number’ field.

b. If you know the client name type in a few letters of the clients last name into the last
name field. A client list will appear on screen. Select the client whose unfinished bill
you are looking for. After selecting a client, the bill search window will open. This will
display all the unfinished bills for this client.

c. At the top of the Unfinished bill search screen there are several buttons that can be
used to narrow down your search. These include All, Ready, Batched, Open and In
Diary. When one of these buttons is pressed only bills of that state will be shown. E.g.
If you click on the ‘Ready’ button only ready bills will be shown.

\[L1 Search Bill for editing =N =0

1Bill Number
2 LastName

l v F12: Accept " x ESC : Cancel " F8 : Advanced " F F9 : Retry " ﬁ Print List l
R:Ready A Al 0O Open ‘ D InDiary ‘ M : Mobile ‘ B - Batched

|# -|Dis D.. =|cin_Name |cur_sub =|Type  =[STotal =|Taxi [Taxe  ~
» #1/274053|17/01/2018 |Bloggs Joe Tax Receipf $33.00 $3.30 30
| #1/273088|11/11/2017 |Aberle Janine Mala Tax Receip $330.50 $33.05] 30
| #1/273087|11/11/2017 |Abdullah Angus & Kelly Chopper Tax Receipl $77.32 $7.73 30
| #1/273086/11/11/2017 |Smith Adam Bella Tax Receip $175.70 $17.57 $0
| #1/273085/11/11/2017 |Abbott Nev Spaz Tax Receip $109.06 $10.91 30
| #1/273082 4/11/2017 | Bloggs Joe Ben Tax Receip $18.09 $1.81 30
#1/272150|25/10/2017 |Bloggs Joe Ben Tax Receipl $41.82 $4.18 30
| #1/272148 25/10/2017 |Bloggs Joe Ben Tax Receipl $73.59 $7.36 30
#1/272133/24/10/2017 |Able Michael Coota Tax Receip $0.00 $0.00 50

o #1/272126|13/11/2015 |Abby Meredith Rolpy Poly Tax Receipl v
< >

5. Select the bill that you wish to edit and press ‘F12 Accept’.

6. This will then display the open bill on your screen. Now you can edit the bill or the history as
you wish.
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MAKING A PAYMENT FOR A BILL / ACCOUNT

Taking a payment when finishing a bill

1.

2.

From the unfinished bill click the F12: Payment button.
The Bill Payment screen will open.

Select the payment method the client is paying by.

a. If more than one is required then select the payment and type in the amount they are
paying by that method. Click the down arrow to add the next payment.

b. If aclient is over paying the bill and needs a refund then select the payment and type
in the amount they have actually given you. Click the down arrow and VetlinkPRO will
calculate the refund the needs to be given.

c. If the client isn’'t paying now you can select Charge or To Account to charge the
amount to the client account to pay later.

Click ‘F12: Finish’ to complete the bill.

You will now be asked if you would like to print or email the tax receipt/invoice.
a. Select ‘Yes’ to print.
b. Select ‘No’ to continue without printing.
c. Select ‘Email’ to email to the client.

Payments for Bill # 1/71 E\@

Total on Bill # 1/71: $54.70 Owes $27.07

Type Amount |Reference | ~

$54.70
: Cash
: Chegue

| *
4

: Credit Card

: Eftpos

- Voucher

- Direct Credit

o< moEn —

: Direct Debit

Balance to Pay $54.70 Rounding Adjustments: $0.00

V’ F12: Finish ¥ Esc: cancel

Please select the type of payment
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Paying an Outstanding Account / Bill
1. Open the account payment from either;

a. Bill: Open a bill then press AP on the keyboard to open the account payment screen
b. Client record: Open a client record and click actions then Make Payment.
c. Special functions: Go the Bill -> Special Functions -> Account Payment.

2. Inthe Amount to Pay field, enter the amount the client is paying.

3. Below the Amount to Pay field is a table that will list all unpaid bills charged to the client if
any exist. This list will be in chronological order from oldest to latest, top to bottom. You can
allocate the Account Payment to any of these bills now or clear out the Allocation column
on the bills to assign the credit later.

4. Once done, click F12: Accept.

5. Select F12 Payment to finish the payment as done in previous versions.

6. Select the payment method and click F12: Finish.

7. A new bill will be created to record the payment. A message in the items will show which
invoice the payment was allocated to.

8. The invoice the credit was applied to will have a payment added in the payment section to
show which invoice the payment was from as well as reducing the amount still due.

Account Payment for Bloggs Joe EI@
Account Payment for Bloggs Joe
Incentive Discount Expired on 10/12
3 Mth+ $0.00 Owed On Last Statement $0.00
2 Mth $0.00 Charged Since $145.20
1 Mth $0.00 Paid Since $0.00
Current $145.20 Incentive Disc Pending $0.00
Total Owing $145.20
Payment to Apply $34.00
Incentive Discount $0.00
Amount to Pay $34.00
Date Bill# Total Due Allocation &
3112/2019 |  1/627959 $50.00 $50.00 $0.00
3112/2019 1/627960 $34.00 $34.00 $34.00
b 31/12/2019 1627961 $61.20 ss1.20 SIEELE
v
4 4 2 2] Clear Allocation
Amount Unallocated $0.00 I}Amoumﬁ-\llocated $34.00
« F12 - Accept X ESC - Cancel

Account Payment Screen to allocate payment to Invoices
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Making a Deposit / Credit to the Clients Account
1. Open the account payment window from either;
a. Bill: Open a bill then press AP on the keyboard to open the account payment screen
b. Client record: Open a client record and click actions then Make Payment.
c. Special functions: Go the Bill -> Special Functions -> Account Payment.

1. Inthe Amount to Pay field, enter the amount the client is paying for the deposit.

2. If required, remove payments that have been incorrectly added to an existing bill, so that the
Amount Unallocated at the bottom on the screen is the total of the deposit.

3. Once done, click F12: Accept.
4. Take payment and finish the bill as normal.
5. A bill with an Unallocated Payment item will be created

6. Inthe client record the credit will be added to a new credit section to the left of the owing
balance.

Account Payment for Smith Bailey
Incentive Discount Expired on 10/12

3 Mth+ $0.00 Owed On Last Statement $0.00 Joc Mgr E - Contacts
2 Mth $0.00 Charged Since $0.00

1Mth $0.00 Paid Since $0.00

Current $0.00 Incentive Disc Pending

Total Owing $0.00

Paymentto Apply $100.00
| 7 i

O

Amountto Pay $100.00

[}

=

. Date Bill# Total Due Allocation -
2 Mth $0.00
M | 300 Credit =]
Current $EI.EI[] $100.00

0
Clear Allocation $DDD E]

Amount Unallocated Amount Allocated $DDD E]
VF12 Accept | X ESC Cancel o Total $0.00
Payment screen when making a deposit. The Credit will be showed separately to total owing

Amount unallocated should be amount of deposit
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Allocating Credit to Invoices

NS

Refund Credit Amount

Open the client record
Click the dropdown icon next to the credit balance

Select Allocate Credit

The Allocate credit window will open. Allocate credit to bills as required.

Poc Mgr | 8 : Contacts |

L L

& nn
pUL UL

3Mth+ $0.00| Future Bills: (]

3 Mth+ $0.00 Owed On Last Statement 3000
2 Mth 3000 Charged Since 314520
1Mth $0.00 Paid Since -$34.00
Current $11120
Total Owing $111.20

Allocate Credit for Bloggs Joe

" Allocate Credit

Make Credit Refund

2 Mth $0.00| ©

1 Mth $000] Credit 31
Current $111.20| $37.00

Total $111.20 (]

=

Batched $0.00 E]

Total $190.20

Credit To Apply $37.00

Date Bill# Total Due Allocation Q
b 31/12/2019 1627959 $50.00 $50.00
3112/2019 | 1627961 $61.20 $61.20 3000
v
7 < v || m | cearAlocation |
CreditRemaining 5000 Credit Applied $37.00

‘ « F12 : Accept ‘ ‘ X ESC : Cancel ‘

Returning credit on the account can be done from the client record.

Select Make Credit Refund from the menu next to the credit amount

A window will appear where you can enter the amount to refund to the client.
Finish the refund with payment method as normal.
A bill with an Unallocated Payment item will be created.

The credit balance on the client record should now be adjusted by the amount refunded.

1. Open the client Record
2.
3.
4.
5.
6.
Joc Mgr | 8 : Contacts |
|
|
_
3 Mth + $0.00 Future Bills: E]
o +0.00] $0.00
1Mth 3000| credit [
Current 30.00| $10.00
Total $0.00| (]
Open SUOUT ]
Batched $0.00 E]
Total $0.00
_—

Allocate Credit

Account Payment for Smith Nigel
Account Payment for Smith Nigel
3 Mth + $0.00 Owed On Last Statement 50.00
2 Mth $0.00 Charged Since $90.00
1 Mth $0.00 Paid Since -$100.00
Current $0.00
Total Owing 30

Enter the Credit Refund Amount

:/L F12 - Accept X ESC - Cancel

Make Credit Refund available from client record next to balance Amount for credit refund can be entered on payment screen
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REFUNDS

Cash Sale Refund

A cash sales refund is best used in a situation where you do not know the client name or the bill

number. It will simply update the till and stock totals.

1. Click on the ‘Bill’ and then ‘F9: Special Func’ buttons.

2. Click on the ‘F5: Refunds’ and then ‘F2: Cash Sale Refund’ buttons.

3. A staff ID selection box will appear. Select your staff ID and press ‘F12 OK’.

4. The billing window will open. Search for and select the product you wish to add to the refund

bill.

5. Edit any information for the item such as price, discount, and quantity.

6. Toadd another product, ensure the Till categories window is showing. If it is not showing press

the down arrow on the keyboard.

7. When you have finished putting all the items on the bill click on ‘F12 Payments’ to finish the

bill.

8. Choose the refund payment method and click ‘F12: Finish’ to complete the refund.

9. You will now be asked if you would like to print out the refund. Choose ‘Yes’ to print, ‘No’ if
you do not wish to print or ‘Cancel’ to go back to the refund and edit it.

.2 Refund Bill for Client Casual (£ 1/2) =0 ol =
Client Casual Date |17/01/2018
Num [#1/274055
Rgst Staff
All Add
1:Bill 2 - History |
|# |stafi|Type|Qty |Name |rRRP |Seript|Notes|Bonus Pis A

* OWN |

C [Consutiation [ [ |

W Waccination

# Date

[ Desexing

I |Anaesthesia/Surgery

H |Hospitalisation v

v
STotal $0.00
F8 F11 SF9 Quote SF8 GST $0.00
Old Bill SavelEx Disc Bill Remndr
F9 F12 SF10 Total $0.00
MNew Bill Payment Cancel Actions | Totalw D $0.00

Refund Bill s=- Open $0.00
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Client Refund

A client refund is used when you don’t have the original bill number but need to refund something to
a specific clients account.

1.

2.

10.

11.

Click on the ‘Bill’ and then ‘F9: Special Func’ buttons.
Click on the ‘F5: Refunds’ and then ‘F2: Client Refund’ buttons.
The client search form will open. Search for and select the client you wish to make the bill for.

The Refund Settings window will open.

Refund to Client

Ciient: Joe Bloggs (# 1/6843)
(owes $694.06)

Refund Type
 F2:Refund Bill

" F3:Refund 30 Bill
" F4: Refund 60 Bill
" F5: Refund 90 Bill

-
-

« F12:Continue| X ESC - Cancel

Choose the Refund Type and click on ‘F12 Continue’.
A staff ID selection box will appear. Select your staff ID and press ‘F12 OK’.

The billing window will open. Search for and select the product you wish to add to the refund
bill.

Edit any information for the item such as price, discount, and quantity.

To add another product, ensure the Till categories window is showing. If it is not showing press
the down arrow on the keyboard.

When you have finished putting all the items on the bill click on ‘F12 Payments’ to finish the
bill.

Choose the refund payment method and click ‘F12: Finish’ to complete the refund.
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12. You will now be asked if you would like to print out the refund. Choose ‘Yes’ to print, ‘No’ if
you do not wish to print or ‘Cancel’ to go back to the refund and edit it.

|7 Refund Bill for Bloggs Joe (¥ 1/6843) =R E=H T
(ﬂ Bloggs Joe $ Date [17/01/2018
7 i
21 Barrys Point Road || Num [# 1/274056
gl Takapuna
Auckland 0622
EXISTING CLIENT Rqst Staf ’7
All Add
1:Bill | 2 : History |
# |Staff |Type|0!y |Name |RRF‘ |Discount |F'|i::e |S::ript|NulBs|Bonus Pts ~
_|_1JOWN|R 1 Hills Canine AJD 2kg $25.00 $25.00 0
* OWN ||

€ [Consuliaton | [ ]

V' |Vaccination

# |Date

[ |Desexing

N |Anaesthesia/Surgery

H |Hospitalisation v

STotal $22.73
F8 F11 SF9 Ctrl-N SF6 Quote SF8 GST $2.27
Qld Bill Save/Ex Disc Bill Notes Rgst Sta Remndr
F9 Fi2 SF10 F4 SF7 SF5 Actions Uil $25.00
New Bill Payment Cancel Drug Lbl Rebook Referral TotalwID $25.00
Refund Bill s==Open Owes $1,153.59 $25.00

Reverse an Existing Bill

The ‘Reverse Existing Bill’ function is used to apply a refund to the original bill it was made out for.
This is also useful for bills that were made in error as the original bill will be cancelled out by the refund
and if you are running statements, you have the option to hide both bills on the statement.

1. Click on the ‘Bill’ and then ‘F9: Special Func’ buttons.
2. Click on the ‘F5: Refunds’ and then ‘F4: Reverse Existing Bill’ buttons.

3. A bill search screen will appear. If you know the bill number type it in and press the ‘F12:
Search’ button. Otherwise type in the client’s last name and search through all bills for that
client until you find the correct one.

4. A refund setting form will now appear. Choose whether you want to do a partial refund. This
means you are not going to refund the whole bill, only certain products. If you are refunding
the whole bill leave ‘F7: Partial Refund’ unticked.

5. Select whether you wish to ‘Hide Both Bills on Statement’. This will hide the credited bill and
the credit note on the statement if they are dated in the same month. To back date a bill please
read the batch billing section.

6. Click on ‘F12: Continue’.
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7. A warning message will appear. Choose ‘Yes’ to continue. If you are refunding the whole bill,
this will be the last step and you will return to the refund menu. If you are partially refunding a
bill continue to step 9.

8. The bill will now open on screen. Edit the bill until what’s showing on the refund bill is what
you want to refund. Once it is correct click on the ‘F12: Payment’ button.

9. The payment form will appear. Choose the refund payment method and click on the ‘F12:
Finish’ button to complete the refund.

10. You will now get the opportunity to type a message for the reason of the refund. This will get
added as a bill line item for future reference.

11. You will now be asked if you would like to print out the refund. Choose ‘Yes’ to print, ‘No’ if
you do not wish to print or ‘Cancel’ to go back into the refund to edit it.
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Change Payment Method On a Finished Bill

From time to time you may accidentally enter the wrong payment method at billing and need to redo
it correctly. This would usually require reversing the original bill, cloning or re-entering it and then
finishing it again.

To do this, open a completed bill using account history or from the history tab of the client record.
Then go to Actions | Change Payment, select your new payment method and go OK. Note: This
feature only works for bills in the current period with a single payment method, otherwise these bills
will need to be corrected the manual way.

'm Change Payment @-‘
Change Payment Method for Bill - # 1/75

Current payment method - Efipos

Select new payment method ~

This Bill will be Refunded and Cloned.
The Bill and the Refund will not appear on the Statement.
The new Payment will be applied to the newly Cloned Bill.

| @rFiimep | AfF12:0k | I ESC cance

Laststat iR
Refund Bill
Sequence No. 42

Refund Reversal

2 History

Refund bills can now be reversed. If the reversal is done in the same  « s s b ssipoc s -
billing period, the refund and reversal will be hidden on the
statement. This is great for correcting refunds made in error. To
reverse a refund, open the original refund bill from Account History

Acties | Email this invoice Ctr+E

and go to the Actions menu then Reverse Refund. Change Payment

Edit Bill
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Edit Bill

If a mistake has been made on a finished bill it must be refunded and entered again to fix. To speed
this process up you can use the edit bill function which will refund the bill then clone it and leave it
as an unfinished bill for users to correct.
To use the edit bill function;

1. Open a finished bill either by;

¢ Opening a client record then going to history tab and double clicking bill to open.
e Clicking Acc Hist button then entering bill number or searching by a date range.

2. Click Actions button.

3. Select Edit Bill.

4. A full refund / reversal will be done for you behind the scenes.

5. A clone of the bill and History will done and left open for you to fix the mistake.

6. Fix mistake and select payment methods.

Clone Bill

This function allows you to duplicate a bill that has been done previously for a client.

1. Cloning a bill can be initiated in two ways;
a. From Special Functions
i. Click Bill | F9: Special Func | F8: Clone Bill | Clone Bill or Clone Bill and
History.
ii. A bill search window will open. If you know the bill number you wish to clone
enter the bill number other search by the client name.
b. Open old bill from Account History or Special Function then click Actions | Clone Bill
or Clone Bill and History.

2. An unfinished bill will open with all the items on it from the bill you cloned.
3. Search for and select anymore products you wish to add to the bill.
4. Edit any information for the item such as price, discount, and quantity.

5. When you have finished putting all the items on the bill click on F12 Payments to finish the
bill.

6. Select the method of payment then press F12 Finish.
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VOUCHERS

Using the voucher tracking system in VetlinkPRO will enable you to fully audit voucher transactions
processed through your system. With every voucher sale, VetlinkPRO generates a unique number
which is used to identify the voucher. VetlinkPRO will track the date the voucher is sold, the date the
voucher is redeemed, as well as the amount outstanding on the voucher. Regardless of whether you
have an existing voucher system or not, you must always use the voucher number generated by
VetlinkPRO as the voucher tracking number. VetlinkPRO facilitates the over printing of pre-printed
vouchers with information such as the voucher number, staff member who sold the voucher and other
information. However, this is limited by the type of media paper your vouchers are printed on and the
printer you are using.

Setting up Vouchers
Setting Voucher Behaviour

Click on the ‘Options’ menu and then click ‘Setup’.

Click on the ‘Bills’ button and then on the ‘8: Vouchers’ tab.

Tick ‘Using Vouchers’.

Select any other options to customise how your vouchers will operate.

Pwb PR

Internal Vouchers

Fixed Price Tick this box if you don’t want staff to be able to change
Vouchers: the voucher amount at billing.

Print / Overprint Tick this box if you wish to be able to print more than one
Vouchers copy of a voucher.

Accept Vouchers

Sold at Other Sites:

Use Pre-printed
Vouchers:

Set Voucher Start
Number:

Edit A4 Size
Voucher Layout:

Edit A5 Size
Voucher Layout:

External Vouchers

Accept Any
Voucher Not Sold
Here:

Show Voucher

Payment Summary:

Tick this box if you are running a multi-branch version of
VetlinkPRO and you wish to accept vouchers sold from
other sites.

Tick this box if you are using pre-printed vouchers that are
not generated by the system.

Click on this button if you wish to set a custom voucher
start number. For example, if your pre-printed vouchers
start at 1000 you can synchronise this with VetlinkPRO
using this function.

Click on this button if you wish to create a custom A4
voucher.

Click on this button if you wish to create a custom A5
voucher.

Tick this box if you wish to accept any vouchers not
bought from your business, e.g. mall vouchers.

If this box is ticked, when an external voucher is finished a
prompt will appear showing you the voucher number if
you wish to keep a record of it.
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Billing Setup
1: baster / Branch ]
&: Till Categories ]

2 baster / Branch ] 3 Profile ]
7 Payments ] 8 Batch Mode """

4: My PC

Branch
W Using “ouchers

Internal Youchers
¥ Fixed price Youchers

-
™ Acceptvouchers sold at other Site(s)

v Use preprinted Youchers

SetWoucher Start Mumber |

Edit A4 size Voucher Layout |

Edit A5 size Woucher Layout |

External Vouchers
W Accept Any Youcher not sold here

™ ShowYouchers Payment Summary

|

3l
5:Messages ]
10: Checklists |

Gift Wouchers Configuration

Voucher Size and Layout
To Set Voucher Paper Size
1. Click on ‘Options’ and then ‘Pick List Setup’.

2. Click on ‘Reports’ and then ‘Other Reports’.

3. Scroll down the page and double-click on the ‘SR-164 Vouchers’ report.

4. In the report properties window, select either the A4 or A5 voucher from the template drop

down list depending on which size voucher you wish to use.

5. Select the printer that corresponds to vouchers paper size.

6. Click on the tick to save the changes and exit from ‘Pick List Setup’.

To Design Voucher Layout
1. Click on the ‘Options’ menu and then click ‘Setup’.

2. Click on the ‘Bills’ button and then on the ‘8: Vouchers’ tab.

3. Click on either the ‘Edit A4 Voucher Layout’ button or the ‘Edit A5 Voucher Layout’

button depending on the voucher size you wish to use.

4. The word processor will now open for you to edit the design of the voucher.

Creating a Voucher Product

1. Click on the ‘Product’ button.

2. The ‘Goods and Services’ search screen will open.
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3. Click on the ‘New’ button.

4. Choose ‘Service’ for the product profile.

5. The product screen will open.

6. Enter a suitable name for the voucher that will be used in billing, for example ‘Gift Voucher’.

7. Choose ‘Voucher’ for the class.

8. Enter any other relevant information as needed such as price.
a. If you are using variable pricing leave the price as $0 and the voucher amount can be

entered at billing.

b. If you are using fixed pricing enter a price for the voucher as you cannot alter the

price at billing.

9. Save and exit from the product screen.

L7 Voucher (Product 1/76) =] & [
1: General | Z:Mnrel Q:Stm:kl 6 : History | z:Statsl 8: Doc Mgr |
IName va’oucher Pack Prices (Exc Tax)  Price Scheme |RRP j
Class Voucher - I_ ) -s[:_[:[:[: I_ - -SD_DDD
il ame Buy Discount 1 Markup
Category-1 | Defaul G | ) 0000% = | $0.000 + . 0.000 %
Category-2 Default - Buy Discount2 Sell Price
— = - | 0000% = | $0.000 = $0.000
Anm Types ALL j Buy Discount 3 Net Cost Margin
Action None =l - | 0000% = | $0.000 0.000 %
Rem Type d Buy Size Cost
- No Labal -] | 1 | $0.000
j Prices (Inc Tax)
j Units Dose Size
Status Active j Unit Cost Dose Cost
User Code VOUCHER I $0.00 I $0.00
Complex Not Cplx Unit Sell Dose Sell
Certificate = | $0.000 | $0.000
Ctrl-N
- | « | > | 2] | om By_Number | - | - | c | + | (e | Actions | AF3: Exit
| y
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Handling Vouchers at Billing
Selling Internal Vouchers
1. Create a new bill.

2. Add the voucher and any other items to the bill. The voucher product can be found through
‘S’ (services) option in billing.

3. Finish the bill and choose a payment method.

4. The system will automatically assign the voucher a number and ask you to print the voucher.

5. If you say ‘No’ to printing, VetlinkPRO will give you another warning to record the voucher
number, use this as the voucher tracking number.

Confirm

The following voucher(s) have been generated :
1/1
Print Voucher(s) ?

Yes No
& . Note: If you are using pre-printed vouchers you should always write the
o) number generated by VetlinkPRO onto the back of the voucher. This will
A= allow you to better manage your vouchers.
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Redeeming Vouchers Generated by VetlinkPRO

1.

2.

Create a bill.
Add the items to the bill.
Click on ‘F12: Payments’.

If the clients voucher was generated from VetlinkPRO and you have the voucher number
select ‘Vouchers’ for the payment method.

Enter the amount they wish to pay by Voucher.
Select any other payment methods and click ‘F12: Finish’.

A voucher form will open. Enter the voucher number in the format ‘Branch # / Voucher #'. If
you are a single branch user your branch number will be “1°.

If the voucher does not cover the whole bill add another payment method for the remainder.

NOTE: If the voucher is worth more than the bill total VetlinkPRO wiill
record the remainder left over from the voucher. On their next visit the
client will be able to use the left over amount.

Total on Bill # 1/231406: $9.77 | Owes $73.66

>

:]Type Amount  Reference
*[v - oucher $9.77

EEX

Payment details for

Serial Number |19

Please enter voucher in format of 'Branch/Number'.

4/ F12: Finish l l ¥ Esc: cancel
_ Woucher Murnber
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Redeeming External Vouchers

1.

2.

Create a bill.
Add the items to the bill.

Click on ‘F12: Payments’.

If the clients voucher was not generated from VetlinkPRO select ‘External Voucher’.

Choose whether you would like to print the receipt.

If enabled in setup, a prompt will appear giving a summary of the external voucher that was

redeemed.

Payments for Bill # 1/231406

Total on Bill # 1/231406: $9.77

Owes $73.66

*|><: Ext. “oucher

:]Type Amount

Reference

Balance to Pay:

F10: Bonus Poin

Flease enter the amount For this payment

$9.77

Information

Rounding Adjustments:

External Vouchers redeemed by Bloggs Joe
on Bill # 1/231406 on 23/02/2010
Vch #9, amount of $9.77
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Voucher Management

All vouchers sold through the system can be tracked using the voucher management function. This
function is particularly handy when clients lose their voucher and you need to look up the voucher on
the system.

1. Click on the ‘Utilities’ menu and then go to ‘Voucher Management’.

2. Enter the appropriate details to search for a voucher and click ‘F12: Search’ to find the
voucher.

Voucher Search Options

Number: The voucher number generated by the VetlinkPRO.
Branch: The branch the voucher was sold from.
Client Bought: The client which bought the voucher.
Staff Sold: The staff member who sold the voucher.
Date Sold: The date which the voucher was sold.
Status: Whether the voucher is active, inactive, cancelled,
redeemed.
Printed: Whether the voucher was printed at billing.
Client Redeemed: The client who used the voucher for payment.
Staff Redeemed: The staff member who took the voucher as payment.
Date Redeemed: The date the voucher was used as payment.
W7 Search Voucher El@
Voucher List
1 Number | Status | "ALL* j
2Branch "ALL* | Printed [No |
Client Bought | J Client Redeemed | J
Staff Sold | .| | stafRedeemed | =l
Date Sold £ i1/02/2005 ~] [ 111/02/2005 ~| | Date Redeemed [ 110/07/2003 ~| [ H0/07/2003 -]

Redeemed|Redeemed

2
0 3 200 0 MNB Bloggs Joe|
0 4 100 0 MB Mclnnes Geoff|”
W
< >
Print Voucher " Print Form " Bill Sold “ Bills Redeemed “ Close
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SPECIAL BILL TYPES

In-House Bills

The in-house bill function is used to bill materials and products that have been used in-house. These
transactions affect the stock but not the financials. Examples include bills for an in-house use of
needles and syringes that are used on patients but not necessarily billed out.

1.

2.

3.

4.

Click on the ‘Bill’ button.

Click on the ‘F9: Special Func’ button and then on the ‘F2: In-House’ button.

A staff ID selection box will appear. Select your staff ID and press ‘F12 OK’.

The billing window will open. Search for and select the product you wish to add to the bill.
Edit any information for the item such as price, discount, quantity etc.

To add another product ensure the Till categories window is showing. If it is not showing press
the down arrow on the keyboard.

When you have finished putting all the items on the bill click on ‘F12 Payments’ to finish the
bill. No method of payment is requested because it only affects stock levels.

Breakage Bills

This function allows you to deduct stock as a “Breakage” so that you only incur the cost of purchasing
that product. A breakage is an item that you cannot claim back from the supplier or client.

1.

2.

Click on the ‘Bill’ button.

Click on the ‘F9: Special Func’ button and then on the ‘F3: Breakages’ button.

A staff ID selection box will appear. Select your staff ID and press ‘F12 OK’.

The billing window will open. Search for and select the product you wish to add to the bill.
Edit any information for the item such as price, discount, quantity etc.

To add another product ensure the Till categories window is showing. If it is not showing press
the down arrow on the keyboard.

When you have finished putting all the items on the bill click on ‘F12 Payments’ to finish the
bill. No method of payment is requested because it only affects stock levels.
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Future Bills

This function allows you to make a series of bills for a selected client for the future. A Future Bill is
almost like a Lay-By. The client can purchase a product and pay it off over a period as agreed upon
between the client and the Staff member. .

Because you can select whether you wish to deduct the stock now or later, future billing is an
automated way of generating bills in a number of consecutive months. These bills are automatically
entered into the new month and processed by the background processor.

1.

2.

10.

11.

12.

13.

14.

15.

16.

Click on the ‘Bill’ button.

Click on the ‘F9: Special Func’ button and then on the ‘F10: Future’ button.

The ‘Make Future Bills’ window will open.

Enter the date of the first bill you wish to enter.

Select the period in months that you wish to spread the payments over.

Select whether you wish to deduct the stock now or as the bills are processed each month.
Click ‘F12: Accept’ to continue.

The client search form will open. Search for and select the client you wish to make the bill for.

Once you have chosen the client an patient search screen will open. Search for the patient
you are doing the bill. If you do not want an patient on the bill click on the ‘None’ button.

A staff ID selection box will appear. Select your staff ID and press ‘F12 OK’.
The billing window will open.

Search for and select the product you wish to add to the bill.

Edit any information for the item such as price, discount, quantity etc.

To add another product ensure the Till categories window is showing. If it is not showing press
the down arrow on the keyboard.

When you have finished putting all the items on the bill click on ‘F12 Payments’ to finish the
bill.

No payment options are available as future bills are always charged to the clients account.
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Account Payment’s / Deposit
This function allows you to make a payment / Deposit against a client’s account.

1. Account Payments can be accessed in three ways;

a. From Special Functions
I. Click Bill | F9: Special Func | F12: Acc Payment’ | Yes’ to the ‘Make Account
Payment’ prompt.
ii. The client search screen will open. Search for and select the client that you
wish to do the Account Payment for.
iii. A staff ID selection box will appear. Select your staff ID and press ‘F12 OK’.

b. From Client Record
I. Open the Client Record | Select Action | Make Payment.
ii. A staff ID selection box will appear. Select your staff ID and press ‘F12 OK’.

c. From unfinished Bill press A then P on the keyboard.

3 Mth
2 Mth

1 Mth

Current
Total Amount Owed

Amount Owed Last
Statement

Account Paid

Incentive Discount
Pending

Account Payment to
be Credited

Incentive Discount
to be Used

The Amount to be
Paid by Client

2. The Account Payment screen will open. This form is split into a number of sections

Total amount outstanding on bills older than 3 months.

Total amount outstanding on bills between 2 and 3 months
old.

Total amount outstanding on bills between 1 and 2 months
old.

Total amount outstanding on bills less than 1 month old.
The total amount owed by the client for all periods.
The balance that was owing on their last statement.

The amount that has been paid since the last statement
was issued.

The amount of Incentive Discount that they are able to
take at this time.

The amount of money they wish to pay off their account on
this transaction. It will default to the last statement amount
but can be edited. If you use Incentive Discounts, the
discount amount will be taken off this figure.

The amount of the Incentive Discount that they wish to use
for this payment, if any.

The actual amount they are paying you after the Incentive
Discount has been deducted.

Enter the account payment amount in the ‘Account Payment to be Credited’ field.

Click ‘F12 Accept’.

A bill will open on your screen with the Account Payment added on.

Add any other items that the client may be purchasing.
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Updated 20/10/2021



Chapter 7 Q:EELe

7. When you have finished putting all the items on the bill click on ‘F12 Payments’ to finish the
bill.

8. The Bill Payment screen will open. Select the payment methods and the amount for each
method.

9. Click ‘F12: Finish’ to complete the bill.

6. You will now be asked if you would like to print or email the tax receipt/invoice.
Select ‘Yes’ to print.

Select ‘No’ to continue without printing.

Select ‘Email’ to email to the client.

Select ‘Cancel’ to return to the bill and continue editing it.

apow

W7 Account Payment for Bloggs Joe - O X

Account Payment for Bloggs Joe

Incentive Discount Expired on 10/1

3 Mth + $0.00
2 Mth $0.00
1 Mth $0.00
Current $694.06

Total Amount Owed $694.06

Amount Owed Last Statement $0.00
Account Paid $0.00
Incentive Discount Pending $0.00

The Amount to be Paid by Client 63406

Enter the Incentive Discount to be Used $0.00
Enter the Account Paymentto be Credited $0.00

" F12: Accept X ESC - Cancel
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Bad Debts

Write Off Bad Debts / Credit

The Write Off Bad Debt function allows you to write off a client’s balance that is unlikely to be paid.
Once the bill has been processed the client will automatically be set to stop charge so no further
accounts can be created. You can also write off credit if you have a long list of standing credits or
need to write off a non-refundable deposit.

1. Go to Bills | Special Functions | Write off | Write off Debt / Write off Credit.

2. Search for Client.

3. A window will appear which is automatically set to write off all debt for any
transactions still due.

4. To write off specific amount click the Clear Write Off button and then type in the
amount to write off each bill.

5. Click Accept.

6. The credit balance on the client record should now be adjusted by the amount

refunded.
Write Off Bad Debt for Hupta Rohan =N EER(
Write Off Bad Debt for Hupta Rohan
3 Mth+ $558.30 Owed On Last Statement $588.30
2 Mith $15.00 Charged Since $0.00
1 Mth $15.00 Paid Since 30.00
Current $0.00
Total Owing $588.30
Message Unable to contacq
Date Bill# Total Due Write Off ~
» 13/06/2018 1/345 $288.30! $288.30 $288.30
31/07/2018 1/370 $5.00 $5.00 $5.00
31/08/2018 1/413 $10.00 $10.00 $10.00
30/09/2018 17423 $15.00 $15.00 $15.00
31/10/2018 1/481 $15.00 $15.00 $15.00
30/11/2018 1/514 $15.00 $15.00 $15.00/
3111242018 1/519 $15.00 $15.00 $15.00/
31/01/2019 1/540 $15.00 $15.00 515.00° v
2 M Clear Write Off
Write-Off Amount $588.30
' F12: Accept X ESC : Cancel

Write Off bad Debt form
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Undo Write Off Bad Debt / Credit

This function allows you to Undo a Write off a Bad Debt that you have done previously. This is used
if the client returns to your practice and is required to pay the debt before any treatment can
commence. It will put the amount that you wrote off previously back onto the clients account, allowing
them to pay.

1.

2.

3.

Click on the ‘Bill’ button.
Click on the ‘F9: Special Func’ button and then on the ‘SF3: Undo W/O Bad Debt’ button.
Select ‘Yes’ to the ‘Undo Write Off Bad Debt’ prompt.

The client search screen will open. Search for and select the client that you wish to Undo a
Write Off Bad Debt for.

A bill search window will now open where you can select the bad debt bill to undo.
Select the Bad Debt to undo and click ‘F12: Accept’.

The Undo Write off Debt window will open.

Select your Staff ID and click ‘F12: Accept’.

A bill will now be automatically created with the Write off Bad Debt Journal item for the amount
that you have selected to undo.
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Initialising Client Balance

The initialise client balance function is used for creating balances on client accounts without putting a
bill through. This is typically used for clinics that are new to using the software. For example, before
purchasing VetlinkPRO a client may have a balance of $50. To enter that balance onto VetlinkPRO
you would use the Initialise Client Balance Function.

1.

2.

8.

9.

Click on the “Bill’ button.
Click on the ‘F9: Special Func’ button and then on the ‘SF4: Init Cln Bal button.
Select ‘Yes’ to the ‘Initialise Client Balance’ prompt.

The client search screen will open. Search for and select the client that you wish to Initialise
the client balance for.

The ‘Initialise Client Balance’ window will open.

Enter the amount you wish to add to their account balance in the appropriate Current/1/2/3
Month fields.

Select your staff ID.
Select the ‘Entry date’ for the period you want this Initialise Client Balance to appear in.

Click ‘F12: Accept’ to finish.

10. This will automatically produce a journal bill and initialise the client balance.

U Initialize Client Balance for Smithy Dave(# 1/1001) .

Journal Entry

Client |Smithy Dave(# 1/1001) -]

Staff DC v Entry Date 1112017 B~

Debt $0.00 BonusPoints | ]
1 Month $0.00 Credit Amount $0.00
2 Month $0.00
3 Month + $0.00

Reason ‘

‘ F12 : Accept H ESC : Cancel ‘
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Membership Bills

The membership bills function allows you to create a single bill which is automatically duplicated for
each client in a membership group.

Before Beginning: Clients must be assigned to a membership group
before beginning. This can be done by using mailing lists, categories or
batch codes.

Note, if you intend to have different fees, e.g. "Health Plan 1 Dog",
"Health Plan 2 Dogs" etc. you need to make separate mailing lists for
each option.

Similarly for billing, you should create either separate membership
service products, or a kitset complex product that the price can adapt
depending on the number of patients covered.

1. Click on the ‘Bill’ button.
2. Click on the ‘F9: Special Func’ button and then on the ‘Make Membership Bills’ prompt.
3. The ‘Make Membership Bills’ window will open.

4. Select the ‘Mailing Lists’, ‘Categories’ or ‘Batch Codes’ that the members are in.

|7 Membership Bills =)

Make Membership Bills

Mailinglist1 & <] ¥ And I Or
Maiinglist2 | | W And " Or
Category 1 ’m
Category 2 ’—L|
Batch Code ’7

Syndicate Clients will be excluded
Discounts will not be applied

l VFQ:OK H*Esc:cﬂcel

5. Click ‘F12: OK’ to continue and then a prompt will advise you how many membership bills are
going to be created.

6. Click ‘Yes’ to continue and a prompt will advise you that Patient Prescriptions, Bonus Points
and Discounts will not be applied. Click ‘OK’.

7. Select your ‘Staff Id’.
8. A blank bill will open for the system client. Add any membership fees to the bill.

9. Click ‘F12: Payment’ to finish.
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QUOTES AND ESTIMATES

This function allows you to type a written quote or estimate and later enables you to convert either
of them to a bill.

Making a New Quote or Estimate

1. Click on the ‘Bill’ button.
2. Click on the ‘F9: Special Func’ button and then on the ‘F7: Quotes’ button.

3. Click on the ‘F4: Quotes’ to create a new quote or click on ‘F5: Estimates’ to create a new
estimate. Each function will work in the same manner.

NOTE: CFL recommend using an estimate wherever possible as quotes
can be legally binding.

4. The client selection menu will open. You have three search options to select the client to bill
for:
a. F2 Search Client: will allow you to search for an existing client. Type the first few
letters of the surname of the client, then select the client from the list.
b. F3 Retail Sale: will allow you to make a quote or estimate for a casual walk in client.
This will take you straight to the staff selection screen.
c. F4 New Client: will allow you to add a new client for selection for the quote or estimate.

5. Select the client you wish to create a quote or estimate for.

6. The billing window will open.

7. Search for and select the products you wish to add to the bill.

8. Edit any information for the item such as price, discount, quantity etc.

9. To add another product ensure the Till categories window is showing. If it is not showing press
the down arrow on the keyboard.

10. When you have finished putting all the items on the bill click on ‘F12 Finish’ to finish the bill.
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Creating a New Quote / Estimate from an Open Bill

Quotes and estimates can be created directly from the billing screen. For example you might be billing
for a consultation and wish to give them a quote for surgery.

1.

2.

10.

11.

Open a new or existing bill for a client.

Click on the ‘Quotes’ button.

Select ‘Make a Quote’ or ‘Make an Estimate’.

A prompt will appear informing you the current bill will be saved. Click ‘OK’.

A staff selection window will open. Select you staff ID.

The billing window will open. Search for and select the products you wish to add to the bill.
Edit any information for the item such as price, discount, quantity etc.

When you have finished putting all the items on the bill click on ‘F12 Finish’.

You will now be asked if you would like to print or email the tax receipt/invoice. Select an
option.

A prompt will ask you if you would like to import the quote to the current bill.
a. Select “Yes’ to import the quote to the current bill.
b. Select ‘No’ to save quote and return to the current bill without adding the quoted items.

A list of all the patients on the quote will be shown from which you can uncheck the patients
you don’t want to import. Once you have selected the correct patients click ‘F12: OK’ and you
will be returned to the bill with all the quoted items added.

Converting a Quote to a Bill

If a quote or estimate has already been generated you can convert it into a bill.

1.

2.

Click on the ‘Bill’ button.
Click on the ‘F9: Special Func’ button and then on the ‘F7: Quotes’ button.
Click on ‘F6: Convert’. And a bill search window will open.
Select the quote or estimate that you wish to convert to a bill.
a. If you know the quote number type in the number to automatically open the quote.
b. If you don’'t know the quote number type in the client name, select the client and then

choose the quote you wish to convert

A new bill will open with all the products entered from the quote or estimate.
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Importing a Quote from an Open Bill

VetlinkPRO allows you to import an existing quote while in a bill. The quote button on the bill will
display as blue if a recent quote exists, however older quotes can still be imported. This function is
handy if you quoted a procedure on a client’s previous visit. On the clients next visit the ‘Quote’ button
will be blue to notify them a recent quote exists. The user can now convert to the quote to a bill without
re-entering items.

arwpdE

o

NOTE: You can customise how recent a quote must be before the
‘Quote’ button is highlighted as blue on a bill. To do this, go to Options |
Setup | Bill | Highlight the Quote Button’. This setting can be set
between 1 and 36 months. The default for this setting is 3 months.

|1 Tax Receipt for Bloggs Joe (# 1/6843) E@
,r Ejlgé;gs .JU; tRos $ [_;;TQE‘E [thpr:]](ﬁ;ﬁg?g?zll [E;t;%.‘ll(ﬁgegs;]ound Date [17/01/2018
‘ arrys Point Roa . .Age: N #1/274053
P Takapuna - ¥ Lastvisitat 17/08/2012 um [# 17
Auckland 0622 = [%Jr:{ Next reminder due on 25/10/2018 for
EXISTING CLIENT EElg C5 Vaccination —
o Weight 16.80 on 4/05/2012 R
Al || Add Ben |
1:-Bil | 2 - History |
|# |Staﬂ |Type|ﬂly |Name ‘RRF‘ Discount [Price |S::ripl| Nnie5|ﬂnn||5 F'Is| ~
T[OWN |} ForBen
= |ownN|
C [Consutiaion [ [ |
V' |Waccination
# |Date
D |Desexing
N |Anaesthesia/Surgery!
H |Hospitalisation ”
W
STotal $0.00
F8 F11 SF9 Ctrl-N SF6 Quote SF8 GST $0.00
Old Bill Save/Ex Disc Bill MNotes Rqst Sta Remndr
F9 Fi2 SF10 F4 SF7 SF5 actions |22 e
New Bill Payment Cancel Drug Lbl Rebook Referral TotalwID $0.00
Tax Rece|pt State Open Owes $1,117.29 $0.00
Select type of itern, F3 to change

Open a new or existing bill for a client.

Click on the ‘Quotes’ button and then select ‘Iimport Quote / Estimate’.
A list of all quotes for the client currently being billed will be displayed.
Select the quote / estimate you wish to use.

The quote / estimate will open. Check that the quote is correct. You cannot edit items when
importing a quote or estimate.
If you wish to import this quote / estimate click on the ‘Import this Quote’ button. Otherwise
click on the ‘Exit’ button.
A list of all the patients on the quote will be shown. Uncheck the patients you don’t want to
import.
The quoted items will be imported onto the bills for the patients you selected.
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BATCHED BILLS

This function allows you to back date or batch bills to a selected date. This is used particularly for vets
who have been out on farm calls for the week and you need to enter the charges for that week, but
want to have the correct date on the bill. It’s also handy for entering invoices into a previous month
so they appear on the previous month’s statement.

NOTE: Batched billing also has implications for End of Month. All

Batched Bills should be entered and processed before performing
End of Month. Once End of Month has been done, you cannot batch

into the month that you have closed off.

Configuring Batched Billing

Click on the ‘Options’ menu and then click ‘Setup’.

Click on the ‘Bills’ button.

Click on the ‘7: Batch Mode’ tab.

Select the options that determine how batch mode will operate.

Auto Post Invoices in
Batched Mode:

Open Cash Drawer on
Batched Invoice:

Auto Pay on Batched
Invoices:

Allow Bill Messages on
Batch Invoices:

Print Batch Invoices as
they are Made:

Print Labels on Batch
Invoices:

Change Date on Every
Batch Invoice:

If ticked, when the payment is made on the batch
invoice the invoice will be finished. You will not need
to go back into batch mode to post the invoice.

If ticked, after every batched bill the cash drawer will
open.

If ticked, all invoices made in batch mode will be
charged to the account.

If ticked, the batched invoice will be printed after
exiting the invoice.

If ticked, drug labels will be printed on batched
invoices.

If ticked a date window will appear before entering a
new batched invoice. This saves time if you are
entering invoices from different dates.
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Making a Batched Bill

1. Click on the ‘Bill’ button.

2. Click on the ‘F9: Special Func’ button and then on the ‘F9: Batched’ button.

NOTE: To quickly open the ‘Batch Mode Options’ window just press ‘Alt
B’ on the keyboard.

3. The ‘Batch Mode Options’ window will open.

Batch Mode is OFF x

Batch Mode Options

Batch Mode is Off, Turn it ON ?

Batch Date (++) [[E012018 -] View Invoices

Staff to make Batched Bills for @
Your Id for Locking Batch Mode - Post Invoices
Ignore PARs ? |No -

Print Invoices

W F12:Yes H ¥ Esc - No

4. Select the ‘Date’ that you wish to make batch bills for.
5. Inthe ‘Staff to Make Batched Bills For’ field, enter the staff id of the vet who the bills are for.

6. Inthe ‘Your ID for Locking Batch Mode’ field, enter the staff id of the staff member who is
actually entering the bills.

7. If you would like the system to check for PARs when making batched bills select ‘No’ in the
‘ignore PARSs’ field.

8. Click “Yes’ to turn batched billing on.

9. A yellow box will appear at the top of your screen with the date that will be on all bills put
through in this mode.

10. Create a new bill as normal.

11. Before you start entering the items on each bill a window will allow you to change the batch
date. Ensure the date selected here is correct and click ‘Accept’.
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NOTE: The date change window can be disabled in setup. Go to ‘Options
| Setup | Bills | Batch Mode’ untick ‘Change Date on every Batch
Invoice’.

12. Enter the items onto the bill and select ‘Payment’ to finish the bill.

NOTE: If you have ‘Auto Pay on Batched Invoices’ checked in setup the
bill will be automatically made out to ‘Charge’. If the setup option is
unchecked you will be able to select a payment method. To change this
option go to ‘Options | Setup | Bills | Batch Mode’.

13. Once the bill has been finished, a client search screen will appear for you to make the next
batched hill.

14. Once you have finished making the batched bills for that day, you will need to turn batch mode
off.

15. Click on the ‘Bill’ button.

16. Click on the ‘F9: Special Func’ button and then on the ‘F9: Batched’ button.

17. The ‘Batch Mode Options’ window will open.

18. Select ‘Yes’ to turn ‘Batch Mode’ off.

NOTE: You can look at the list of Batched Bills that you have already

entered by going to ‘Unfinished Bills’ and then clicking on the ‘Batched’
button. This will display a list of all batched bills that haven’t been posted.
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Posting Batched Bills

If ‘Auto Post Invoices in Batch Mode’ is turned off in setup you will need to post the batched bills
before they are fully processed. Please follow the steps below to post the batched bills.

1. Click on the ‘Bill’ button.
2. Click on the ‘F9: Special Func’ button and then on the ‘F9: Batched’ button.
3. The ‘Batch Mode Options’ window will open. Click on the ‘Post Invoices’ button.

4. Select the invoices you wish to post. There are a number of ways that you can post the bills.

Entered By: Choose to only post bills by the staff member who entered
them.

Range By: Select bills to post by entry date, batch date, invoice number
or all.

From / To Date: If you have selected entry date or batch date in the field above

you can then choose the date range from which you wish to
select bills to post.

From / To Invoice If you have selected invoice number in the field above you can
Number: then choose the invoice number range from which you wish to
select bills to post.

5. Atthe top of the ‘Post Batched Invoices’ window in the blue panel. A message will inform
you how many invoices you are about to post.

6. Once you have chosen the bills you wish to post click ‘F12: Accept’.

|1 Post Batched Invoices E\@
Post Batched Invoices ]

A total of 1 Batched Invoices have been found
with Batched Dates from 18/01/2018 to 18/01/2018
entered on dates from 20/01/2018 to 20/01/2018

Entered By |OWN -

Range By |By Entry Date j
From Date lm
To Date IW

1 Batched Invoices found for OWN for above selection

‘ /' F12 - Accept ‘ ‘ ¥ Esc - cancel
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Printing Batched Bills

Before posting the batched invoices you may need to print out the invoices to check they are correct
and all items have been billed for. This is handy in situations where the vet that did the consultation
was not the same staff member who entered the bill.

1. Click on the ‘Bill’ button.

2. Click on the ‘F9: Special Func’ button and then on the ‘F9: Batched’ button.

3. The ‘Batch Mode Options’ window will open. Click on the ‘Print Invoices’ button.

4. Select the invoices you wish to print. There are a number of ways that you can print the bills.

Entered By: Choose to only print bills by the staff member who entered
them.

Range By: Select bills to print by entry date, batch date, invoice number
or all.

From / To Date: If you have selected entry date or batch date in the field above

you can then choose the date range from which you wish to
select bills to print.

From / To Invoice  If you have selected invoice number in the field above you can
Number: then choose the invoice number range from which you wish to
select bills to print.

5. At the top of the ‘Print Batched Invoices’ window in the blue panel. A message will inform
you how many invoices you are about to print.

6. Once you have chosen the bills you wish to print click ‘F12: Accept’.

4.7 Print Batched Invoice Summary E\@

[ Print Batched Invoice Summary ]
A total of 1 Batched Invoices have been found

with Batched Dates from 18/01/2018 to 18/01/2018
entered on dates from 20/01/2018 to 20/01/2018

Entered By |04 -

Range By ‘By Entry Date j
From Date ’m
To Date ’W

1 Batched Invoices found for OWN for above selection

‘ /' F12: Accept ‘
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BULK ACCOUNT PAYMENTS

The bulk payments function allows you to make payments in bulk for a particular batch code, by
adding clients individually or by scanning the client barcode off the remittance advice. This provides
an easier means of processing your monthly payments. Ideally, this is the screen you should use
when entering anything other than a one-off account payment.

A common use for this would be where a client groups accounts are all settled by a single payment.
Examples include dairy companies (e.g. Fonterra, ATS etc.) who send one single cheque to clear all
“‘members” accounts.

NOTE: Bulk Payments will be applied to the oldest bills for the client.

Making a New Bulk Account Payment

1. Click on the ‘Bill’ button.

A

Click on the ‘F9: Special Func’ button.
3. Click on the ‘F4: Bulk Payment’ button.
4. The ‘Bulk Account Payment’ form will now open.

5. In the ‘Authorising Staff’ field, select the staff member who is doing the bulk account
payment.

6. In the ‘Payment Date’ field select the default date for which the account payments will be
made. The date of each individual account payment can be changed when the client is loaded.

7. Inthe ‘Select Payment Method’ field select the type of payment the account payment will be
made by.

NOTE: You can only process bulk account payments for one payment
method at a time. Therefore, if you have payments by cheque and direct
credit, you will need to process the cheque payments, post them and then
process the direct credit payments.

8. Load clients onto form who are making account payments. There are a number of methods
for loading clients.
a. F5Load by Batch: This will load all clients with an amount owing and who have the
same matching batch code as the one entered in the ‘Enter Batch Code’ field.
b. Scan Barcode: You can scan the client barcode from the from the remittance slip.
c. Add one client at a time: Click on the ‘+’ button at the bottom of the form. This will
load a client search screen for you to locate and add the client.
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9. When clients are added to the list some data will be automatically populated.

Client: Refers to the client the account payment relates to.

Total Owed: Shows the total amount owed by the client. l.e. the total of
outstanding current, 30, 60 and 90 day bills.

Last Balance: The total owing as was printed on the client’s last statement.

Account Paid: Total payments made in the current month and after the last
statement was generated.

ID Available: Shows the Incentive discount available to the client this month.

Paying: The amount the client is going to pay this month. This is an

editable field but will automatically be populated with the last
statement balance, less any payments already made, less the
incentive discount available.

ID To Use: Refers to how much of the incentive discount available is to be
used on the client’s account payment.

Total Credit: This is the total of the Paying + ID to Use.

Transaction The date the transaction was entered for that client. You need

Date: to make sure the transaction date falls within an open month
otherwise it will appear as an error at end of day.

Payment Type of payment method being used. This is automatically

Method: populated from the selection in the ‘Select Payment Method’
field.

Batch Code: The client’s batch code number.

Bank Acct This column lists the bank account number for that client. To

Detail, Dbl Click change the account number double click on the bank account

To Change: field | click ‘Yes’ to add bank details | enter the new bank

details | click ‘F12: Save’ when finished.
Cheque Number  The cheque number used for the account payment

10. Select a client to edit payment details for.
a. To find a client by name click on the Flash light at the bottom of the bulk account
payments form. This will load a client search screen to find the client.
b. The ‘Locate by Batch’ button allows you to search for clients on the bulk account
payment form by a particular batch code. It will leave focus on the first line of any
matches found.

11. For each client you need to check the following data is correct.

a. Inthe ‘Paying’ column check the amount to pay is correct. This column will have been
automatically populated with the last statement balance.

b. If the client has Incentive Discount (ID) available, check that the amount in the ‘ID to
Use’ column is correct.

c. Check that the transaction dates for the individual clients are correct. This column will
have been automatically populated with the ‘Payment Date’ and can be modified on
a per client basis.

d. If paying by cheque enter the cheque number that was used. This is not compulsory.

12. If you require a print out of the bulk account payment for your records or to verify data, click
on the ‘Print’ icon. This will print out a bulk account payment report as shown below.
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13. If you wish to save the bulk account payment and work on it later, click on the ‘Save and Exit’
button. To reopen a bulk account payment click on the ‘Bulk Account Payment’ button.

14. Once all the account payments for each client are correct click on the ‘F12: Post’ button. This
will generate the invoices and update client balances.

.7 Bulk Account Payment @
Authorising Staff  |[EIIL - Enter batch code Daniels Jack (1/1079)
3 Mth+ 3
PaymentDate  |31/01/2018 ~ Select payment method |D : Direct Credit
2 Mth ]
o ) ) ) 1 Mth ]
F5-Load By Batch This will load all clients with matching batch code who have an
o amount owning. For other cases use the PLUS button Current o
Client Total Last Account ID Pavyin ID Total |Transaction| Payment ~
Owed | Balance | Paid |Available Y'"9 | ToUse | Credit Date Method
Adamson Mark (1/1053) 6.45 16.45 -10 0 645 1] 6.45/20/01/2018  |Direct Credit
Bonner Croydon (1/10... 88 88 ] ] 88 0 88/20/01/2018  |Direct Credit
Bramel Noel (1/1008) 126 126 0 0 126 1] 126/20/01/2018  |Direct Credit
P|Daniels Jack (1/1079) 3 31 ] ] 31 0 31/20/01/2018 Direct Credit
Van Rossuum (1/1131) 2222 2222 0 0 2222 1] 22.22|20/01/2018  |Direct Credit
5 $27367 $0.00 $273.67 v
< >
4 ‘ L ‘ > ‘ 2] ‘Dﬂr Primary + ‘ - ‘ - ‘ o ‘ + ‘ - ‘Fﬁ: Locate By Batch F12: Post B F11: Save & Exit

Clearing an Existing Bulk Account Payment

Sometimes client may be loaded to a bulk account payment by mistake. Instead of deleting each
client individually open the bulk account payment screen and press ‘Ctrl-C’ on the keyboard. This will
remove all clients from the bulk accounts payment window to start fresh.
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BULK BILLING

The bulk billing function will let you create a single bill template and then let you choose what
clients/patient this template should be used to create bills for.

For example, a vet may go to a stud to perform scans on all dames. Each horse may have a different
owner so a different bill will need to be made for each client and patient combination even though the
bill items are exactly the same. Instead of creating a new bill for each client you can use the bulk
billing function to create a single bill template and then select the clients/horses the bills will be created
for in one single process.

1. Click on the ‘Bill’ button.
2. Click on the ‘F9: Special Func’ button and then on the ‘F11: Bulk Billing’ button.
3. A prompt will appear.

a. Select “Yes’ if you wish to create bills for both the client and the patient.

b. Select ‘Client Only’ if you wish to create bills for the client only.

c. Select ‘Cancel’ to not create bulk bills.

4. The ‘Bulk Bill Setup’ window will open.

L2 Bulk Billing =
Bulk Bill Setup
Staff for Bulk Biling Entry - Ignore PARs ? | Yes
Billing Date (+/-) |20/01/2018 - Use Herd Size |No -
l Create New Bill l l Use Existing Bill l l Edit Bill l
F11: <Back l F12 : Next > l l ESC : Cancel l F9 - Baich

5. Choose the Staff for ‘Bulk Billing Entry’.
6. Choose the ‘Billing Date’ for the bills that will be created.

7. Select ‘Yes’ for ‘Use Herd Size’ if the bill item is to be multiplied by the herd size in the patient
record.

8. Select the bill template
a. Click on ‘Create New Bill’ to create a new template.
b. Click on ‘Use Existing Bill’ if you have already created a bill previously that can be
used as the template. If you select existing bill, a bill search screen will open where
you can select the bill.
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9. A bill will open that is for a system client and patient. Add items to the bill as normal.
10. Once all items are added click on the ‘Save and Exit’ button.

11. You will be taken back to the ‘Bulk Bill Setup’ window where a summary of the bill items will
show.
a. Click on the ‘F12: Next’ button if the bill is correct
b. Click on the ‘Edit Bill’ button to alter the bill.

12. An advanced client search will open. Select the clients/patients you wish to create the bill
templates for.

.2 Search Client for making bulk bill =N ==
Clien... -|Tiﬂe |Last_Name =|First Name  =|CoMame =|Anm Name =|Anm.Type |Breed |Co|0ur |ﬁ ol
| #1/1020|Mrs. Diana Darcy Cattle Dairy | Other White & Bla4
_| #1/1020|Mrs. Diana Darkie Deer American M Bay 4
_| #1/1049|Ms. Joanna Jojo Dog Cavalier Kin|Black & Tak
_| #1/1033|Miss Madonna Remu Cat Biscuit 2
_| #1/1048|Mr. Sachin Carlos Dog Apricot 2
_| #1/1047|Mr. Venu Gopal Peggy Dog Afghan Houi Black & Brin2
_| #1/1053|Mr. |Adamson Mark Cattle Cattle Dairy | Ayrshire 4
| #1/1053|Mr. |Adamson Mark Terry Dog Airedale Te|Bay 4
_| #1/1042|Mr. |Angelou Maya Calves Deer Alpine 2
_| #1/1042|Mr. |Angelou Maya Lulu Cat Abyssinian 2
_| #1/1009|Miss Betty Grable Ab Dog Akita 8
_| #1/1001|Mr.|Bloggs Joe Babe Cattle Beef Black & Tak1
_| #1/1001|Mr. |Bloggs Joe Cabbage Cat Snowshoe |Apricot 1
#1/1054Mr. |Blythe Keith Cachepan Horse Dales Pony| Tabby & WH2 »
L4 >
l 4/ F5: Add To List " F12 : Finish " (¥ F9 : Re-Search l
|Client# |Tiﬂe |Last_Name |First_Name |Co MName Anm Name |Anm.Type |Breed |Co|0ur |A ~
11071\ Mr.  |Gray Anne Grumpy Cat Persian Black & Gre(1
1/1078 Mr.  |Irwin Christopher lce Hagen Deer Fallow Black & Brin1
1/1084 Mr. Kapoor Virender Kahlua Dog Afghan HouiBlack & Tak4,
3l _10s8lmr fevin  Davia [ llass __[Dog __[WorkingDol _____[2J¥
< >
RN IR T I S I T BN

NOTE: On the advanced search screen you can choose
some broad search criteria. It will then bring up a list of
clients/patients matching those criteria. You can then scroll
down the list and simply double click on a client to add them
to the bulk billing list. For example, when doing equine work
you may select patient type as horse and this will stay open
for the session.

13. Once all clients/patients have been added to the bulk billing list click on ‘F12: Finish’.

14. A final list of all clients and patients the bill template will be made for will show.
a. Click ‘F3: Search’ to add more clients or
b. Click ‘F12: Next’ to create the bulk bills.
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'm Bulk Billing =] I
l Search Client and Animal to Make Bulk Bills for

‘ F3 : Search
|Clier1t1f1l |Tiﬂe |Last_Name |First_Name Co Name Anm Mame Anm.Type |Breed Colour |Ac A
11152 Chaffin Pei Puma Dog Amercian C¢Black 3F
171079 Mr. | Daniels Jack Jaar Dog Border ColliiBlack & Goli69
1/1103 Mr. Ferandez Peter Pappi Dog British Bull C Brown & Bla 39
11071 Mr. | Gray Anne Grumpy Cat Persian Black & Gre 15
11078 Mr. Irwin Christopher lce Hagen Deer Fallow Black & Brin 15
1/1084 Mr.  Kapoor Virender Kahlua Dog Afghan Houl Black & Takb4/
0 1/1088Mr. [Levin_____[David | llass ______Dog __Working D v
< >
CER I N RN S S R S

F11 :<Back| ‘ F12 - Next > ‘ ‘ESC:Cancel‘ ‘ F9 - Baich ‘

15. The bulk bills will be created. You can now double-click on each individual bill to add more bill
items for that particular client/patient.

) Bulk Billing (=5
[ Bills have been generated |
Client# Title Last_Mame First_Name Co Name Anm Name Anm.Type Breed Colour Address Home Ph Wark ~

1/1001|Mr. | Smithy Dave Small Farms Limiti Bovine Cattle Dairy | Other 13 Oxford Street. Paddington. Paddi
1/1003|Mrs. | Cumin Tegan Woof Dog Affenpinsche Po Box 1234
»[A004Dr [Doe  ohn T feat  feat . JDevonkrel ] I
v
< >
3] -4 > 2]
I F11: <Back ] I F12 - Next > I F6 - Email ] l F7 : Print l [ F8 : Post l [ ESC : Cancel l I F9 - Baich ]
=

16. Click on the ‘F7: Print’ button to print a list of all bills and verify that they are correct or click
F6: Email to email out all the bills.

17. Once all bills are finalised either;
a. Click on ‘F8: Post’ to finish and post the bulk bills.
b. Click on ‘F9: Batch’ to finish the bulk bills but leave unposted.
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RECURRING INVOICES

Recurring invoices can be created for transactions that occur regularly every

week/month/year. The Recurring invoices functions will then help you manage those as
they become due. This is commonly used for managing things like parasite control. For
example, you can create a recurring invoice for parasite control for a client that re-occurs
every 3 months. You can then generate a list of parasite control recurring invoices for the
month so you can see what orders need to be fulfilled.

Creating Recurring Invoice

1. Goto;
a. Bills -> Special Functions -> Recurring Bills -> Create Recurring Invoice
b. If you are creating recurring bills as part of a health plan open the patients’

NG A WD

health plan and click the Actions button then Recurring Invoice.

The recurring invoice window will open.

Enter a description for the recurring invoice, e.g., parasite control.
Enter the recur frequency and a start an end date.

Click create bill.

Add items to the bill as required and save and exit.

You will be taken back to the recurring invoice window.

Click F12: OK to finish the recurring bill.

@ Make Recurring Invoice E
Client |Bernie Smith |
Patient |Be||a |
Description |Worming| |
Every Start On Finish On [ ] 9/08/2021
Maintain Price | No Auto Post | Mo

‘ Create New Bill ‘ ‘ Edit Bill ‘ Bill # 1/1900

Qty MName RRP Disc Price Incen_Disc )

» 0 ForBella $0.00 $0.00 $0.00 1]

1 Advantage Cat0-4kg 4m... $61.43 $0.00 $61.43 0 =

F12 : OK ‘ ‘ ESC : Cancel
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Managing Recurring Invoice.

1. Goto Bills -> Special Functions -> Recurring bills -> Manage Recurring Invoice.
2. Enter the Date range for the recurring bills you wish to process.

3. Enter the Description of the bills you wish to process, e.g., Worming.
4. Tick any bills you wish to cancel then click Cancel selected.
5

If you wish to print Address Labels, Invoices, Drug Labels, Certificates or Handouts
then tick the bill that need printing and then click the Print icon at the bottom of the

window and select what you want printed.
6. Recurring bills without a tick in the Ready column indicate that they require user

intervention when processing (e.g Process reminders, batch / expiry etc...) . These

will popup when the bills are posted.
7. To finalise and charge the bill tick the bill you wish to finalise and click Post selected.
The bills will be posted and charged to the client’s account.

a Manage Recurring Invoices IE‘ 2 IE‘
Pending ‘ All Invoices
Client E‘ Bill Status | Open v
Description Ready | "ALL™ v
Bill Bil Start Next Bill End Auto ~
I inv# = Dats = Client = Patient = Rea.. = State = Desc " Date = Repeats = Date " Date " po. "
» [ 1/1300 9/09/2021  Bernie Smith Bella Open Waorming 9/09/2021 |1 Month 9/10/2021
O 1/19071 9/09/2021  James Cannon Open worming 9/09/2021 |1 Month 9/10/2021
O 1/1902 9/09/2021  Joe Bloggs Fluffy Open Recurring Invoice 9/09/2021 |1 Month 9/10f2021
Confirm -
0 Select options to Print. =
O Client Address Label
UlInvoice
L Drug Labels
U Certificates
L Handouts
Yes No
v
H 4] - H c H * H Email Selected H F9: Cancel Selected WFIZ: Post Selected I AF3: Exit
Print
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User Access Setup

Two access level control access to recurring billing as follows;
e Recurring Invoice: Control access to create a recurring invoice.
e Manage Recurring Invoice: Controls Access to manage and post recurring

invoices.

Staff Setup ==
1: Options g:Accessl 3:Logins ] 5: Grades ]

Role Names Role Access Levels

Names Show | [EHIEACHNNNRE_—G_—_ -

" Default Name Default Owner Desk Vet Junior Vet Rec ~

A Qwner Recurring Invoices | [ |

B Desk Manage Recurring Invoices O O O

C Vet

D Junior Vet b

E Reception v

F  Locum < >

General Information

End of Month

e When processing End of Month a check will be done to ensure there are no
unposted Recurring Invoices in the current month. If there are unposted recurring
invoices you will be prompted to post or cancel those before continuing.

Inventory
e Inventory is updated when the bill is posted.
e The inventory date will be set to the date the invoice is posted on, the bill date
remains as the recurrence date.

Unsupported
e Restricted Product Prescriptions
e Repeat Prescriptions

Editing Recurring Invoices
From the Manage recurring invoices screen, double-clicking the invoice will let you edit the current
invoice being posted now, however that won't change the recurring invoices in the future.

To change the recurring invoice into the future you need to cancel the invoice and create a hew
one.

Cancelling Recurring Invoices

From the Manage Recurring Invoice screen -> tick invoice to cancel -> click F9: Cancel Selected at
the bottom of the screen -> tick to cancel all future invoices or not -> click Yes.
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TILL CATEGORIES, DIARY REASONS AND

VARIABLE PRICING

Till Categories are a series of quick keys that allow you to add services to a bill. They have a tree
menu structure which is totally customisable by the user. For example, you may enter Dog
Vaccination DHLP/PV by pressing VDA on the keyboard. Where V = Vaccination, D = Dog and A
= Dog Vaccination DHLP/PV. Till Categories can only be created for services.

.2 Tax Receipt for Blythe Keith (# 1/1054) =R (E=R =
% Blythe Keith :\ Cachepan (# 1/1015), Horse, Dales Date |20/01/20718
d 21 Remeura Road Gl g, | Pony [ME] Age: 16/9 [9/04/2001] Mum [# 1/554
P Remeura = } Lastvisit at 17/01/2018

Auckland j' J No Reminder Due
EXISTING CLIENT RgstStaft[

All Add Cachepan

1:Bill |
‘# ‘Swll |Type|ﬂly |Name (

1| OWN |\
- OWN | 1
A [Account N0 cHARGE [
# |Date
M |Message
Retail
Service
Date

For Cachepan

w|Do

Till Categories
Menu

Sub Total for Cachepan including GST $0.000 v
M STotal
F8 F11 SF9 Ctr-N SF6 SF8 ST
*€ ‘ old Bill Save/Ex Disc Bill ‘ Notes ‘ Rgst Sta “ Blos ‘ Remndr
, e Total
F9 F12 SF10 F4 SF7 SF5 Actions
b New Bill Payment Cancel Drug Lbl Rebook Referral TotalwiD

Tax Receipt s==Open

Select type of item, F3 to change
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Adding Till Categories
Adding New Till Category Headings
1. Click on the ‘Options’ menu and then click ‘Setup’.
2. Click on the ‘Bills’ button and then on the ‘5: Till Categories’ tab.
3. Click on the ‘F6: Add Last button.
4. Fillin the fields as described below.
5. Inthe ‘Name’ field enter the name you wish to call the till category.

6. Inthe ‘Key’ field enter a unique letter to use as a search key for this till category. This letter
cannot be the same as any other key immediately under the category you have chosen.

7. Inthe ‘Store’ field enter the store you wish the till category to be used at.
8. Leave all other options as the default settings.

9. Click ‘F12: Save’ to finish adding the till Category.

W2 | & |
1: Master [ Site ] 2 : Master | Site ] 3: Group ] 4:MyPC ] 5:Messages ]
6 : Till Categories ] 7:Payments ] & : Batch Mode ] 9:Vouchers ]
Select Till Tkp -]
f&h : Account The Till Category - "Reserved"”
B P : fAiccount Payment _
I : Account Interest | -|s Active.
BF : Account Fee -
BQ - Cheque Fee -Is Billable. o
E : Eftpos Fee - Search key is ".@".
BD : Incen. Disc. Tak - f e ] . 7
2@ : Petty Cash Sell Price is independent of Product's Price and
HE! H
_‘\t - ggsgder Till Category Settings
FEEH : Message i - -
FEIR : Retail Lill Category Setlings
FE' S : Service . ) i i .
LB | : Systen Till Category Details Product lDlar}-r Reasons] Variable Pncmg]
—lt : Date
9=l : Eeserued| - No ]
Link to Product |MNo - F4 : Change
Neme [EEEREE >
Key |@ Full SearchKey : @ Name ()
Stare |Master - Track Price [No -
Status |Active - Sall Price
Usedin Billing | Yes - AllowEdit [No  +]
Till Categeries Configuration Tl ‘ Esc: Cancel
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Adding New Till Category Service Items

1.

2.

10.

11.

12.

13.

14.

15.

16.

Click on the ‘Options’ menu and then click ‘Setup’.
Click on the ‘Bills’ button and then on the ‘5: Till Categories’ tab.

Select the category name under which you wish to add the new service so it is highlighted in
blue.

Click on the ‘F7: Add Sub Item’ button.
Fill in the fields as described below.
In the ‘Name’ field enter the name you wish to call the till category.

In the ‘Key’ field enter a unique letter to use as a search key for this till category. This letter
cannot be the same as any other key immediately under the category you have chosen.

In the ‘Store’ field enter the store you wish the till category to be used at.
Set ‘Used in Billing’ to “Yes’ if you wish to use this till category at billing.
Set ‘Link to Product’ to ‘Yes’.
The product search window will open
a. If the service already exists as a product record search for the record and select it.
b. If the service does not exist click the ‘New’ button. A quick entry form will open where

can create the service record.

The ‘Name’ field will be automatically populated by VetlinkPRO, with the name and product
number from the product you chose in ‘Link to Product’.

Set ‘Track Price’ to ‘Yes’ if you would like the price on the product record to be used
(recommended). If ‘“Track’ is set to ‘No’, the price in the ‘Sell Price’ field, described below,
will be used.

The Sell Price field is the price of the till category at billing. If ‘“Track’ is set to ‘No’ you can
enter the price of the service. If ‘Track’ is set to ‘Yes’ this is not used.

Set ‘Allow Edit’ to ‘Yes’ if you want to be able to edit the service details at billing.

Click ‘F12: Save’ to finish adding the Till Category.
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Adding Diary Reasons

Adding a Diary Reason from Setup

A diary reason is used when making an appointment to show what the appointment is for. You can
set the duration for the diary reason, so when it is selected the length of the appointment is
automatically entered. The diary reason can also be linked to the till categories. This means when
you bill from an appointment that has a diary reason selected a service will be automatically added to

the bill.

1.

Click on the ‘Options’ menu and then click ‘Setup’.

Click on the “Bills’ button and then on the ‘5: Till Categories’ tab.
Double click on the till category you wish to add a diary reason to.
Click on the ‘Diary Reason’ tab.

To add a new reason, click on the red plus button, ‘+’.

Set ‘Used by Diary’ to ‘Yes’.

Enter the ‘Name’ you wish to call the diary reason. This is usually the same as the till
category name.

Set the normal ‘Duration’ for the reason. This can be changed when making the
appointment.

Click on the tick button to save the diary reason and ‘F12: Save’ to save the till category.

2

5:Messages
9:Vouchers

1:Master/Branch ]
6 : Till Categories ]

Takapuna

2:Master /Branch ]
71:Payments

3:Profile 4:MyPC |
| &: Batch Mode |

Select Till

FE&C - Consultation ~
B $ : Standard

ER : Re-Visit

E B : Bandage

@H : Microchip Impl
EM : Implant Only
Efn : Additional

A : After Hours
E1 : Before 18 PH
B2 : after 18 PH

Fe=N © Vaccination

Lee = Do

B
B % : C5 Extra
B3 : c3
FE# - Date
BL : €3 Litter
®F : Cat
LBy : Fu
FID = Desexring
FE&H - Anaesthesia/Surc
1A : Anaesthesia
5 : Surqgery
: Surgery Per
: Lump Remouval
: Suture Yound
: Theatre Pack
: Theatre Pack
: Theatre Pack
: Caesarian
F&H : Hospitalisation

e e e e e e
owNaEZrn

The Till Category - "C5"
- |s Active

- Is linked to Product - "C5 Vaccination (1/2458)".

- Is Billable.

iomoCn

Till Category Settings

[ Till

Calagan.Salings

I Till Category Details

Product Diary Reasons ]Variable Pricing]

Name|C5

Key |5 Full Search Key :VC5

Store |Takapuna j

Status |Active -
Used in Billing |Yes -

F12: Save Esc: Cancel

Used by Diary | Yes -

|# ‘Name ‘Dumhoﬂ|
jmm? Vaccination 15

Mame Duration

|Vacunahon WB

ER

|~ x

Category of Type "Other”
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Adding a Diary Reason from Pick Lists Setup

A diary reason is used when making an appointment to show what the appointment is for. You can
set the default duration for the diary reason, so when it is selected when making an appointment,
VetlinkPRO will automatically enter the length of the appointment. The diary reason can also be linked
to till categories. When you open the bill the service that is linked to, a service will be automatically
added to the bill.

1.

2.

3.

Click on the ‘Options’ menu and then on ‘Pick Lists Setup’.
Expand the ‘Diary’ menu and double-click on ‘Diary Reasons’.

Click on the ‘+’ button at the bottom of the screen and answer ‘Yes’ to the ‘Insert New
Record’ prompt.

Enter the ‘Name’ you wish to call the diary reason. This is usually the same as the till
category name if you have created one.

Enter the ‘Duration’ is where you enter how long the appointment should take, this can be
changed on the appointment form however.

Ensure the status is ‘Active’.
If you wish to link the diary reason to a till category click on the ‘Select Till Cat’ button. A
search screen will appear where you can choose the Till category you wish to link the diary

reason to. Select the Till Category and click ‘Accept’.

Click on the ‘Accept’ button to finish.

W2 [==]r=]
Diary Reasons For Branch ,W‘
# |Name |Status |Duration |Service Diag Code |Co|our | ~
| 1/11 De-sex A 15
| 1/6|Dental Check A 15
| 1/5|Fight A 15
| 1/10|Lump A 15 |
| 1/2|Re-Visit A [\ New (Diary Reason ) o ===
| 1/8/Remove Sutures  |A
| 1/4|Skin Check A Name |WeightLoss
— 13 V&D_ - & Duration |15 % (mins)
1/7|\Vaccination A
1/12 Wounded A

M| <[ v | m [ewor] [AddNewProducllSeleclProdut:l lSeleclTillCal lUnIinkfromBiIIing

This Diary Reason is not billable
To make it billable. please selecta Product or Till Category.

v) F12 : Accept * ESC : Cancel
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Grade Based Pricing

Variable or graded pricing is used when you have different levels of pricing for the same service based
upon which staff member is performing the service. For example, senior staff may charge more than
junior staff for performing the same service.

Setting Up Grade Based Pricing Levels

1.

2.

Click on the ‘Options’ menu and then click ‘Setup’.
Click on the ‘Staff’ button.

Click on the ‘4: Grades’ tab.

Make sure ‘Grade Based Pricing’ is ticked.

Enter the names of the different levels of grade based pricing.

117 Staff Setup (3]

1: Qptions ] 2:Access ] 3:Logins _ l

Grades (Master)

v Grade based Pricing

Grade Mame ol

|

Vet Te
Junior
Senior

np|-:o|-q|cn|r.n|-p|w|m —
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Setting Up Grade Based Pricing on Services

NOTE: As variable pricing is used in conjunction with till categories you
will need to set up the till category for the service first. See section called
“Adding a New Till Category” for more details.

1. Click on the ‘Options’ menu and then click ‘Setup’.
2. Click on the ‘Bills’ button.
3. Click on the ‘5: Till Categories’ tab.
4. Double click on the till category you wish to add a grade based pricing to.
5. Click on the ‘Variable Pricing’ tab.
6. Make sure “Use Variable Pricing” is set to ‘Yes’.
7. Enter in the different prices for each pricing grade.
8. Click on ‘F12: Save’ to save the till category and variable pricing.
L2 =]
1: Master [ Branch I 2 :Master [ Branch l 3: Profile 4 MyPC l 5:Messages l
6 : Till Categories 7:Payments I 8 :Batch Mode ] 9 :Vouchers ]
Select Till Takapuna
'@S: ““gf;'r};:f;"“ ~ | The Till Category - "C5"
BR : Re-Uisit - Is Active.
D pandane mp1 | -!slinked to Product - "C5 Vaccination (1/2458)"
r| : Implant Only - Is Billable.
A : Additi - Sy
oy L Additional - Search kevis "VC5
|:1 : Before 18 PH Till Category Settings
B2 : After 18 PH
HE2U : Uaccination I Till @ L
LEg - Do - - -
Fx LA l Till Category Details Product | Diary Reasons Variable P”C'”Ql
- B::}Da:te[::] Use Variable Pricing | Yes -
BIL = €3 Litter MName |C5
@LF : Cat DOW |Nurse |VetTe |Junior |Senior &
lop ‘:)e;:x"inq Key [5  Full SearchKey -VC5 Sun $5500)  $6000]  $5200)  $5500
=L : Castrate Mon $50.00! $55.00! $52.00 $55.00
25 : Snall Dag Store |Takapuna Mre $5000)  $5500  $5200|  $55.00
[I : reﬂumpnuq S [Acive <] Wed $50.00 $55.00 $52.00 $55.00
H arqe oq tat 1) - - N o N
Be : cat aus |hee Thu $50.00 $55.00 $52.00 $55.00
EES' ey bog Used in Billing [Yes ~ Fii §5000  $5500|  $5200)  $55.00
BH : Hedium Dog V¥ 1P| Sat $55.00 $60.00 $52.00 55003
|
F12: Save | Esc: Cancel
Category of Type "Other”

6
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Assigning Staff Members to Grade Based Pricing Levels

1.

2.

Click on the ‘Staff’ button.

Search for the staff member you want to assign a variable pricing level to.

Click on the ‘8: Staff’ tab.

Set ‘Billing Grade’ to the variable pricing level you want.

Click on the tick button to save.

.7 [5A] Smith Amanda (Staff # 1/74 Cln 2 1/32254)

1: General I 2 : More |§:Malkeling 4 : Financial

5 : Info

[E=R I ==~

6:-History | 7:DocMgr  8:Staff |

F11 : Roster (Click here for Details)

: = ||piary sm[t[wlT[F[s]
Billing Grade LR = Il Consult HY Y Y vy
Gccessiiv] DR Consult | Yy ovoyly

u Tax Code 'l
Category 1 ed Drugs Authorisati
Category 2
al gory Name ‘Sa\I|Buy|
W:: " _|Class 1 -
To Mabile  [No ~| |||Class 2 o

}|Class 3 -

Qualification B
Reg No.

Change Password ] [ Setup Product Restrictions ]

Branch |Takapuna j

h-': hl Set Target & Shop
L~

Statistics

|Reasons allowed for staff

)

V| /| [\l[\{lw[x_Reason |+|v—|AddAHRsn |

HDJL Staff Statistics

| v [ x
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ADDING HEADER & FOOTER IMAGES

To add header / Graphic logo;

1. First create your header image. The optimal width is 721 px for A4 and 500px for A5
and must be a png file.
Then go to Options -> Setup -> Printer -> Print Logos.
Click Set A4 or A5 Report Invoice logo and browse to the location of your image.
Close and Save setup.
Go to Options -> Picklists -> Other Reports -> Change category to Invoice -> double
click SR-001 Tax Invoice -> set Custom Props = Yes -> set Print Logo = Print Graphic
Logo or Print Both Text and Graphic Logo. Repeat for the SR-002 and SR-176 reports.

SN AEN

To add a footer;

6. First create your footer image. The optimal width is 721 px for A4 and 500px for A5
and must be a png file.

7. Then go to Options -> Setup -> Printer -> Print Logos.

8. Click Set A4 or A5 Report Footer and browse to the location of your footer.

9. Close and Save setup.

10. Go to Options -> Picklists -> Other Reports -> Change category to Invoice -> double
click SR-001 Tax Invoice -> set Print Report Footer = Print Graphic Report Footer.

=larrys Point VET Cuinic

21 Barrys Point Road | Takapuna | Auckland
Phone: 09 489 2280 | Fax: 09 489 2290

www vetlinksql.com

Header

CFL Test Database
21 Barry's Point Road, Takapuna, Auckland
Ph: (09) 483-2280

CREDITED BILL (DUPLICATE)

Invoice No: 1/572
Account MNo: 11072
GST Number 111-222-333
Date:  26/08/2020 Till: 1
Mr. Joe Bloggs
21 Barrys Point Road
Auckland 0622

Description Staff Qiy TAX Price
Oryjen Adult Dog Food (11.4kg) DC 1 184 43
Sub Total 18443
Total 18443
Including Tex (10.00% 1677
PAYMENTS: = (1000 "
Charge 185.00
Rounding Adj. 057
Your current balance is 370.00, credit available is 305.00
Option 1 DIRECT CRELI| Qpuon 2 [Mvisa  [MasterCarg Option 3 CHEQUE PAYABLE 1O
AccNeme:  Darrys point Vet Nome on card: Banrys Puinl Vel
RSR 173-456 st Numhes 21 Bamrys PoInt Road
Aot Ne: 0Y 123450 /8 00 Signature: s Takapuna
Exp. Date: 1] VN
Plazss use this 2= the payment refaranca number: 171072
Printed: 27/08/2020 Pags 1
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EDITING THE TAX INVOICE EMAIL TEMPLATE

The email template used when emailing tax receipts and invoices to clients can be
customised to include images, logo’s and any other special message you wish to add. This

can be done from;
e Options | Picklists Setup | Bills | Bill Email Template | edit template...

PRINTING TAX TYPE ON RECEIPTS / INVOICES

For countries where there are multiple tax rates, a setup option can be enabled so the tax
for each rate is printed on the tax receipt/invoice. The tax type for each item is shown, as
well as the sub total for each tax rate (including exempt) and then the tax amount for each
rate is shown below as well.

To enable this setup option go to Options | Setup | Bills | 1: Master/Branch | tick Print
Tax Code on Receipt/Invoice.

To help identify each tax rate you can assign a 1 character abbreviation to the tax rate
under Options | Setup | Finance | 2: Sell Taxes.

2larrys Pont VET Cunic

21 Barrys Point Road | Takapuna | Auckland
Phone: 09 489 2280 | Fax: 09 489 2250
www . vetlinksgl com

TAX INVOICE (DUPLICATE)
Date: 30/08/2018
Receipt No: 1739
Account No: 171001
GST Number 111-222-333
Till: 1

Small Farms Limited 7 5tm Others l 8:
42 Queen Street -
Framantle WA 6160 1:Buy Taxes 2 :Sell Taxes l 3:Charges
Description staff Qty TAX Price Master
PATIENT: BOVINE m
Alamycin La 100ml (100ml) Joo 400 A 14400
Consultation JD 1% 5300 v Use Sell GST
Movormon/Pregnecol 20000iu (100mil) JoD 1 E 30857 Sell GST Rates
SubTol A 144.00 #| Tax Name |Tax“/u |New TaxDate New Tax % |Abk ~
SueToml  E 0857 0|Exempt 0 E
Sub Total X 53.00 *T GsT 10 A
Total 506.57 " |2|zero Rated 0
Including Tax A (10.00%) 13.09 e
Including Tax X (5.00%) 3.00 13/GST6 6 % WB
PAYMENTS: 7i 0
Cash 5555 5] o
Rounding Adj. 0.02 |8 ]
7] o
™ - - 8 0
ank you for having one of our excellent senices = -
< >
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ADDING BANKS & BRANCHES

When adding in a clients, suppliers or your own bank details you need to enter in the bank and
branches into VetlinkPRO first.

Adding a New Bank

1.

2.

6.

Click on the ‘Options’ menu and select ‘Picklists Setup’.

Expand the ‘Misc’ menu.

Double-click on ‘Bank & Branch’ and the bank pick list will open.

To add a new branch click on the red ‘+’ button at the bottom of the window.

A blank line will appear at the bottom of the pick list where you can type in the Bank Number,
ID and Name.

Click on the red tick button to save the new bank.

Adding a New Branch

1.

A

Click on the ‘Options’ menu and select ‘Picklists Setup’.
Expand the ‘Misc’ menu.
Double-click on ‘Bank & Branch’ and the bank pick list will open.

To add a new branch select the bank you wish to add a branch to by single left clicking on it
with the mouse.

Next single left click on one of the branches on the right hand side and then click on the red
‘+’ putton.

A blank line will appear at the bottom of the pick list where you can type in the Branch Number
and Name.
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