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STAFF MESSAGING
TODO LIST MESSAGING SYSTEM

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

H #» g

MF - Dr. Franklin Miles SY - Dr. King Sales Daon..

Each note in the To Do listis coloured for easy identification. The note that you currently have selected
will be highlighted light blue.

Blue: Signifies the note has not been read.
Red: Signifies that the note has been cancelled.
Black: Signifies that the note has been completed / actioned.
White: Yellow signifies the note has been read but not yet completed or
actioned.
&) e 4 L
My Todo List SMS Reminders History / Labs

|:#] To-Do List for Mrs. Client Test

Filter ¥ Expand

Client; B Ruth (# 2/45112)...
~ Client Test 27/10/2023 18:33:50
ol

Client: Hudson P G (# 1/1366)
Y T

1
L
(=31
(=)

Client: Martin John (# 1/6468)...
ol

Client: McPhedran Denise (# 1/4079)...

I{ { > M [v] *  F12:Done Del: Cancel
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How to Add a New Message

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

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

4. Click ‘Accept’ to save the note.

& To-Do item of MF X

L

From hd Entry Date 12,/05,/2023 4
) 1B - Macaulay Maku ~
Status MNew hd Time 2:30:49 pm [ JCT - Woodham Grant & Me
[1JD - Tait Rebecca
[ JE - Stewart Donald
[ JF - Gunn John
Notes [1JG - Matchitt Millie
please call client [ JH - Lowe Gaeleen & Robert

1 JM - Paku Rosemarie
[ JMAN - Leaf Kinesha
[N - Gray Michelle
1T - Bremer Johnny

[ JW - Dr. Chase Marylyn
[J LB - Taituha Helen
LG - Smith D

OLoc -Dr. Collins T

I ME - Florence D C

[ MF - Dr. Franklin Miles
MG - Middleton Andrew | it ¥

Date of To-Do item

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

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

1. Click on the staff member's name or photo.

2. Hover over the item on the To Do list. Some icons on the top right-hand side of the note will
become visible.

3. Click on the appropriate icon to update the status:
o Eye: This marks a note as read/unread.
o Tick: This marks a note as done.
o X: This marks a note as cancelled.

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

How to Add Message to All Staff

1. While the diary is open click on Send To Do at the top of the screen.

2. Select Staff member/s you wish to send message to by ticking ID’s in top right hand corner.
You can also select All to select all staff members.

3. Select From staff member. E.g. who is creating message.

4. Write message and click Accept to send.

@& To-Do item of MF X

From v Enrypate  1z/0s/2023 ~ ot v
. Gl
Status MNew hd Time 2:35:32 pm 4 A4 - AnZurcher Aliz
M AAM - Newbrook John
M ABC - Staff Co2-Abc
M AG - Koens Richard
Notes M AL - Satchwell Caroline
webinar tomorrow - see email M ALO - Parker Barry

M AM - Arnold Stephen

M AP - Dr. Molloy Stan
b4 AT - Dr. Jarvie Leanne

I B2B2 - Dr. Branch 2 Staff 2
4 B251 - Branch 2 Staff 1

&7 BB - Florence Alan

1 BB2 - Beetham Beryl

&7 BBA - Partlow Jane

1 BJ - Mc Cleland Jeremy

M CBU - Shennen Kylie

W € - Thomsen Anthonv &7

Date of To-Do item
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Other To Do list Options

SMS

The SMS tab in a staff’'s To Do list shows any message conversations with clients assigned to this
staff member. The staff can also reply to any messages from this screen.

Reminders

The Reminders tab in a staff's To Do list shows any reminders assigned to this staff member. They
can also view the client’s phone number, send SMS or emails to the client or mark as done from this
screen as well.

‘& ToDo lists for Client Test

B E E N
My Todo List SMS Reminders History / Labs
' Reminder list for Mrs. Client Test
Filter ¥ Search S Order List By Due Date v 8
® ;‘i';enEJc Siz Bif::e;{]fﬂa?ﬂﬂri u & = <
O e Dot 11022005 08 = v
W o s Dees 2200 i 9= v
V) g e Dot 41122005 B e = v
O e Dot 51102007 0 e = v
® BG::II::PiEDiane ;E:BZtZ?gi;'S'fzssg u ¥ = v
® BG;ISIiTspiEDiane gﬂ:zg;ge: 5/08/2010 u § = v
4 { ? M L] ]

History / Labs

This tab shows any histories marked ‘To Finish’ that are associated with this staff member. Any
associated Lab results that also need endorsing or viewing will also be here. You can endorse lab
results from this screen aswell.
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Messaging Using Staff Groups

Assigning Staff to Groups

To message particular groups such as Vets, Nurses, Vet Techs etc. you can assign staff to
categories. To do this:

1. Goto Options | Picklist | Staff | Category 1.

2. Click the + button to add new categories. You will need to close and open VetlinkPRO for
any new categories to show.

3. Search and open a Staff record you wish to assign to a category/group.

4. Once the staff record is open click the Staff tab.

5. Change the Category 1 to the correct group.

1: General 2 : More 3 : Marketing 4 : Financial
Started v v
Finished A4 b4
Billing Grade v ~
Access Lvl E ~  IRD Mo.

Position ~ Tax Code ~
Department hd Restricted Drugs Authorisation
I Category 1 Vet v I Name Sell Buy
Category 2 Default v Class 1
Allow On Web Class 2
To Mobile Yes ~ Class 3
Qualification Class 4
Reg No. > Class 5

Change Password
Setup Product Restrictions

Messaging to a Staff Group

While the diary is open click on Send To Do at the top of the screen.
Write the message you wish to send.

Change the dropdown menu at the top right to Category 1

Tick the group you wish to send to and click Accept.

%@ Add To Do ltem X

PR

From v Entry Date  12/05/2023 ~ Ctegoryd v
- Clan
Status New ~ Time 3:13:08 pm I Default

Vet

MNotes
Christmas function is on the 24th Dec

Date of To-Do item
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INTERSTAFF MESSAGING SYSTEM

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

Sending a New Message

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

2. Once logged in if you have a new message “New” will display on the messaging icon. The

messaging icon can also be dragged up and down the side of the screen so the user can set
the most appropriate place to save it.

BB

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

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

P
Client Test =

Takapuna ~  Archived ~
Group Chat
Il staff noti
all staff notices 1/08/2022
~ message to all staff
- Dr. Molloy Stan

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

6. After clicking the “+” button a new window will open.

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

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

c. You can add attachments by either clicking on the blue paperclip or the text box with
‘Add Attachments’ in it.

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

4 Dialog X
Subject Reminder about Jack staff e

All [l
Message AA - AAZurcher Aliz

Hi Stan, AAM - Newbrook John
ABC - staff Coz-Abc
Just a reminder concerning Jack's procedure today. AG - Koens Richard
AL - Satchwell Caroline
ALO - Parker Barry
AM - Arnold Stephen
- Y —
AT - Dr. Jarvie Leanne
B2B2 - Dr. Branch 2 Staff 2
B251 - Branch 2 staff 1
BB - Florence Alan
EB2 - Beetham Beryl
BBA - Partlow Jane
BJ - Mc Cleland Jeremy
@ CBU - Shennen Kylie
€C - Thamsen &nthony v
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7. To exit out of the messaging system press the message logo as circled below.

P N
Client Test e

Takapuna ~  Archived ~

Group Chat
all staff notices

~ 1/08/2022
message to all staff

p— Dr. Molloy Stan

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

Viewing Messages sent to you

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

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

BB

3. To view messages, click on the message icon.
4. Once you click on the messaging icon the following menu will appear.

5. The entries circled in red are the messages in your Inbox. Whenever a message has a
heading “Group Chat” the system is letting you know that message was broadcasted to
multiple staff members.

Client Test = Client Test =
Takapuna ~  All Messages e Takapuna v All Messages w
®  Group Chat ®  Group Chat
all staff notices all sti
1/08/2022 1/08/2022
‘ message to all staff ‘ mess Mark as Read
Archive
Dir. Mﬂ“ﬂy Stan Dr. hlull\.rj Jvan
n Hello Stan S ‘ i rellostan 25/02/2022
Hello B Hello
_ — Groon Chat

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

e Mark as Read will mark the message as unread, note that the interstaff messaging
logo will update to notify the user that they have a new message.
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7. To search for existing messages, you can filter via branch/message status or keywords.
8. If you double click on a message you will be able to view and patrticipate in the conversation.

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

4 Group Chat

= Message ae Recipients (83)

Subject : all staff notices

,‘% AAZurcher Aliz @

message to all staff

/0872022 2-38-46 pm

Archive this Message

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

Client Test

Takapuna ~  Archived ~

Group Chat
Il staff noti
al notices 1/08/2022
” message to all staff

p— Dr. Molloy Stan

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

Assigning Staff to Groups

To message particular groups such as Vets, Nurses, Vet Techs etc. you can assign staff to
categories. To do this:

6. Go to Options | Picklist | Staff | Category 1.

7. Click the + button to add new categories.

8. Search and open a Staff record you wish to assign to a category/group.
9. Once the staff record is open click the Staff tab.

10. Change the Category 1 to the correct group.

1: General 2 : More 3 : Marketing 4 : Financial
Started v ~
Finished v b4
Billing Grade v ~
Access Lvl E A4 IRD Ma.

Position v Tax Code ~
Department v Restricted Drugs Authorisation
I Category 1 Vet ~ I Name Sell Buy
Category 2 Default v Class 1
Allow On Web Class 2
To Mobile Yes v Class 3
Qualification Class 4
Reg No. > Class 5

Change Password
Setup Product Restrictions

Messaging to a Staff Group

Click the Messaging icon on side of page and log in.
Click + to start a new message.

Write the message you wish to send.

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

«& Dialog X

aohownE

Subject Category 1 A4
1Al

Message [Tl Default
Vet
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