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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 ‘New Bill’ button. 
 

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

 
 

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

 

 
 

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 ‘OK’. 
 

8. The billing window will open. Add your items to the bill. Items 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. 

 

 
 

 

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 ‘Payment’ to finish the bill.  
 

 

NOTE: Clicking on ‘Save’ will save the bill and put it into ‘Unfinished 
Bills’ for you to finish later. 
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12. The first window to open has any loyalty plan items on it due for redemption. If there 
are no items due for redemption, this window will automatically close on its own. 
 

 
 

13. The second window that will open is the invoice payment window. You can either 
accept the outstanding amounts and they will add to the bill total, select clear allocation 
and change the amount to apply to outstanding bills, or select ‘Skip’ if any owing is not 
being paid. If there are no outstanding bills, this window will automatically close on its 
own.  
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14. Next the Bill Payment screen will open. Select the payment methods and the amount for each 
method. If the client has credit on file, all available credit will be selected for use and any 
remainder will need a payment method. If the client does not want to use the credit, you will 
need to remove this then click in the box below ‘Payment Method’ and a new line to enter 
the details will appear. 

 

 
 

 

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. 

 
15. Click ‘Finish’ to complete the bill. 

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

a. Tick the checkboxes for print and/or email as needed. 
b. Select ‘Yes’ to print/email. 
c. Select ‘No’ to continue without printing. 
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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 ‘Cash / Casual’ button. 
 

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

4. The billing window will open. Add your items to the bill. Items 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. 
 

 
 

 

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’. 

 
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 ‘Payment’ to finish the bill.  
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8. The Bill Payment screen will open. Select the payment methods and the amount for each 
method. 

 

 
 

 

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 ‘Finish’ to complete the bill. 

 
10. You will now be asked if you would like to print the tax receipt/invoice.   

a. Select ‘Yes’ to print. 
b. Select ‘No’ to continue without printing. 

 
11. Depending on your setup, there may also be pop-ups for rebooking, or making an insurance 

claim. 
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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 ‘Print’ button 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. 
 
 

 



BILLING Chapter 7 

 

VETLINKPRO User Manual v7 
Updated 15/03/2023 11 

 

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

travel. 
 

2. 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. 

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

To Charge for Travel at Billing 

 
1. Create a bill for the client and patient you are charging. 

 
2. Add the Travel item that you have created. 

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

from. 
 

4. 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’.  
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Adding Discounts to the Bill  

Discounting the Whole Bill 

 
To discount the entire bill, click the ‘Discount’ button in the top bar. 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. 
 
 
 

 

Bill Item Discount 

Entire Bill discount 
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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. Right click on an item you wish to add a note for. 
 

3. Click on ‘Item Note’.  
 

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 ‘Save’ 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. 
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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 option exists in the 
ribbon 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 Create Prescription button. 
 

  
 

 
 

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. 
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Creating Repeat Prescriptions from a Bill 

Repeat prescriptions are available for all products with a drug label. (See chapter on Product 
Management for more information.) 
 
When an item with a label is added to a bill, to turn a one-off prescription into a repeat prescription: 
 

1. Select ‘Make Repeat’. 
 

2. Change the expiry if required. The default is 6 months. 
 

3. Choose a number of repeats. The number you enter needs to include the current bill. For 
example, if you are wanting 6 months of repeats total, and the client to come in once a 
month with today being the first medication pick up, you need to put 6. One for this time plus 
5 additional times they can pick up medication. 

 
4. Choose a repeat quantity. This will by default be the amount currently added to the bill. You 

can change this if you wish. 
 

5. Add in your label if you haven’t already to the box below the product. 
 

6. You can add a popup note to the repeat if you wish. If you only want the not to appear on the 
last repeat, tick the ‘Only on last repeat’ checkbox. 

 
7. Click OK to save. 

 

Once a repeat is set up you can view the total remaining and add to a bill from the patient file and 
either clicking ‘Repeat Prescriptions’ in the ribbon or clicking the pill bottle on the patient file. You 
can then tick the script you wish to use and select make bill. 
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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 Print / Send | Print Drug Docket. 

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

 

 
 

5. Select the bill that you wish to edit and press ‘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. From the unfinished bill click the Payment button. 
 

2. The Bill Payment screen will open.  
 

3. 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 a client 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. 
 

4. Click ‘Finish’ to complete the bill. 
 

5. You will now be asked if you would like to print or email the tax receipt/invoice.   
a. Tick any options you want the client to have. 
b. Select ‘Yes’ to print/email. 
c. Select ‘No’ to continue without printing/emailing. 
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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 Menu | Billing | Account Payment. 
c. Special functions: Go the Bill | Special Functions | Acc Payment. 

 
2. In the Payment to Apply field, enter the amount the client is paying. 

 
3. Below the Payment to Apply 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 Accept. 

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

 
6. Select the payment method and click 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 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. In the 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 Accept. 
 

4. A bill with an Unallocated Payment item will be created 
 

5. Take payment and finish the bill as normal. 
ap 

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

 

                       
 
 
 
  

Payment screen when making a deposit. The 
Amount unallocated should be amount of deposit 

Credit will be showed separately to total owing 
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Allocating Credit to Invoices 

 
1. Open the client record 
2. Click the dropdown icon next to the credit balance 
3. Select Allocate Credit 
4. The Allocate credit window will open. Allocate credit to bills as required. 

   

Refund Credit Amount 

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

1. Open the client Record 
2. Select Make Credit Refund from the menu next to the credit amount 
3. A window will appear where you can enter the amount to refund to the client. 
4. Finish the refund with payment method as normal. 
5. A bill with an Unallocated Payment item will be created. 
6. The credit balance on the client record should now be adjusted by the amount refunded. 

 

      
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 ‘Special Func’ buttons. 
 

2. Click on the ‘Refunds’ and then ‘Cash Refund’ buttons. 
 

3. A staff ID selection box will appear. Select your staff ID and press ‘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. To add another product, ensure the Till categories window is showing. If it is not showing 

select ‘add new line’. 
 

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

8. Choose the refund payment method and click ‘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. 
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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. Click on the ‘Bill’ and then ‘Special Func’ buttons. 
2. Click on the ‘Refunds’ and then ‘Client Refund’ buttons. 
3. The client search form will open. Search for and select the client you wish to make the bill for. 
4. The Refund Settings window will open. 

 

 
 

5. Choose the Refund Type and click on ‘Continue’. 
6. A staff ID selection box will appear. Select your staff ID and press ‘OK’. 
7. The billing window will open. Search for and select the product you wish to add to the refund 

bill. 
8. Edit any information for the item such as price, discount, and quantity. 
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 ‘Payments’ to finish the bill.  
11. Choose the refund payment method and click ‘Finish’ to complete the refund.  
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. 
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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 ‘Special Func’ buttons. 
 

2. Click on the ‘Refunds’ and then ‘Reverse Existing Bill’ buttons. 
 

3. A bill search screen will appear. If you know the bill number type it in and press the ‘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 ‘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 ‘Accept’. 

 
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 ‘Payment’ button. 
 

9. The payment form will appear. Choose the refund payment method and click on the ‘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. 
 
 

 
 

Refund Reversal 

Refund bills can be reversed. If the reversal is done 
in the same 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 
and go to the Menu then Reverse Refund. 
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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. 

• 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 | Special Func | 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 Menu | 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 Payments to finish the bill. 
 

6. Select the method of payment then press 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 

 
1. Click on the ‘Options’ menu and then click ‘Setup’. 
2. Click on the ‘Bills’ button and then on the ‘8: Vouchers’ tab. 
3. Tick ‘Using Vouchers’. 
4. Select any other options to customise how your vouchers will operate. 

 

Internal Vouchers  

Fixed Price 
Vouchers: 

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

Print / Overprint 
Vouchers 

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

Accept Vouchers 
Sold at Other Sites: 

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

Use Pre-printed 
Vouchers: 

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

Set Voucher Start 
Number: 

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. 

Edit A4 Size 
Voucher Layout: 

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

Edit A5 Size 
Voucher Layout: 

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

External Vouchers  

Accept Any 
Voucher Not Sold 
Here: 

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

Show Voucher 
Payment Summary: 

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. 

 



Chapter 7 BILLING 

 

28 VETLINKPRO User Manual v7 
Updated 15/03/2023 

 

 

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 ‘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. 



BILLING Chapter 7 

 

VETLINKPRO User Manual v7 
Updated 15/03/2023 29 

 

 
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. 
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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. 

 

 
 

 

Note: If you are using pre-printed vouchers you should always write the 
number generated by VetlinkPRO onto the back of the voucher. This will 
allow you to better manage your vouchers. 
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Redeeming Vouchers Generated by VetlinkPRO 

 
1. Create a bill.  

 
2. Add the items to the bill. 

 
3. Click on ‘Payments’. 

 
4. If the clients voucher was generated from VetlinkPRO and you have the voucher number 

select ‘Vouchers’ for the payment method. 
 

5. Enter the amount they wish to pay by Voucher. 
 

6. Select any other payment methods and click ‘Finish’. 
 

7. 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’.  

 
8. 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 will 
record the remainder left over from the voucher. On their next visit the 
client will be able to use the left over amount. 

 
9. Click on ‘Finish’. 
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Redeeming External Vouchers  

 
1. Create a bill.  

 
2. Add the items to the bill. 

 
3. Click on ‘Payments’. 

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

 
5. Choose whether you would like to print the receipt. 

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

redeemed. 
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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 ‘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. 
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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. Click on the ‘Bill’ button.  
 

2. Click on the ‘Special Func’ button and then on the ‘In-House’ button. 
 

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

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

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 ‘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. Click on the ‘Bill’ button.  
 

2. Click on the ‘Special Func’ button and then on the ‘Breakages’ button. 
 

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

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

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 ‘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. Click on the ‘Bill’ button.  
 

2. Click on the ‘Special Func’ button and then on the ‘Future’ button. 
 

3. The ‘Make Future Bills’ window will open. 
 

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

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

6. Select whether you wish to deduct the stock now or as the bills are processed each month.   
 

7. Click ‘Accept’ to continue. 
 

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

9. 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. 

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

 
11. The billing window will open.  

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

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

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

the down arrow on the keyboard. 
 

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

16. 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 | Special Func | 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 ‘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 ‘OK’. 

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

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

 

3 Mth Total amount outstanding on bills older than 3 months. 

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

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

Current Total amount outstanding on bills less than 1 month old. 

Total Amount Owed The total amount owed by the client for all periods. 

Amount Owed Last 
Statement 

The balance that was owing on their last statement. 

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

Incentive Discount 
Pending 

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

Account Payment to 
be Credited 

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. 

Incentive Discount 
to be Used 

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

The Amount to be 
Paid by Client 

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

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

 
4. Click ‘Accept’.   

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

 
6. Add any other items that the client may be purchasing.  
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7. When you have finished putting all the items on the bill click on ‘Payments’ to finish the bill.  
 

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

 
9. Click ‘Finish’ to complete the bill. 

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

d. Tick any options you want the client to have. 
e. Select ‘Yes’ to print/email. 
f. Select ‘No’ to continue without printing/emailing. 
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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 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. Click on the ‘Bill’ button.  
 

2. Click on the ‘Special Func’ button and then on the ‘Undo W/O Bad Debt’ button. 
 

3. Select ‘Yes’ to the ‘Undo Write Off Bad Debt’ prompt.  
 

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

 
5. A bill search window will now open where you can select the bad debt bill to undo.  

 
6. Select the Bad Debt to undo and click ‘Accept’. 

 
7. The Undo Write off Debt window will open.   

 
8. Select your Staff ID and click ‘Accept’. 

 
9. 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. Click on the ‘Bill’ button. 
  

2. Click on the ‘Special Func’ button and then on the ‘Init Cln Bal button. 
 

3. Select ‘Yes’ to the ‘Initialise Client Balance’ prompt.  
 

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

 
5. The ‘Initialise Client Balance’ window will open. 

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

Month fields. 
 

7. Select your staff ID. 
 

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

9. Click ‘Accept’ to finish.   
 

10. This will automatically produce a journal bill and initialise the client balance. 
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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 ‘Special Func’ button and then on the ‘Membership’ prompt.  

 
3. The ‘Make Membership Bills’ window will open. 

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

 

 
 

5. Click ‘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 ‘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 ‘Special Func’ button and then on the ‘Quotes’ button. 

 
3. Click on the ‘Quotes’ to create a new quote or click on ‘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. 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. 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. 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 ‘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. Open a new or existing bill for a client. 
 

2. Click on the ‘Quotes’ button. 
 

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

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

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

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

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

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

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

 
10. 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. 

 
11. 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 ‘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. Click on the ‘Bill’ button.  
 

2. Click on the ‘Special Func’ button and then on the ‘Quotes’ button. 
 

3. Click on ‘Convert’. And a bill search window will open.  
 

4. 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 
 

5. 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. 
 

 

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. Open a new or existing bill for a client. 
2. Click on the ‘Quotes’ button and then select ‘Import Quote / Estimate’. 
3. A list of all quotes for the client currently being billed will be displayed. 
4. Select the quote / estimate you wish to use. 
5. The quote / estimate will open. Check that the quote is correct. You cannot edit items when 

importing a quote or estimate. 
6. If you wish to import this quote / estimate click on the ‘Import this Quote’ button. Otherwise 

click on the ‘Exit’ button. 
7. A list of all the patients on the quote will be shown. Uncheck the patients you don’t want to 

import. 
8. 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 

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

 
2. Click on the ‘Bills’ button.  

 
3. Click on the ‘Batch Mode’ tab. 

 
4. Select the options that determine how batch mode will operate. 

 

Auto Post Invoices in 
Batched Mode: 

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.  

Open Cash Drawer on 
Batched Invoice: 

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

Auto Pay on Batched 
Invoices: 

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

Allow Bill Messages on 
Batch Invoices: 

 

Print Batch Invoices as 
they are Made: 

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

Print Labels on Batch 
Invoices: 

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

Change Date on Every 
Batch Invoice: 

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 ‘Special Func’ button and then on the ‘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. 

 

 
 

4. Select the ‘Date’ that you wish to make batch bills for.   
 

5. In the ‘Staff to Make Batched Bills For’ field, enter the staff id of the vet who the bills are for.   
 

6. In the ‘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 PARs’ 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 bill.  
  

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 ‘Special Func’ button and then on the ‘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 ‘Special Func’ button and then on the ‘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 
Number: 

If you have selected invoice number in the field above you can 
then choose the invoice number range from which you wish to 
select bills to post. 

 
5. At the 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 ‘Accept’. 
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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 ‘Special Func’ button and then on the ‘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 
Number: 

If you have selected invoice number in the field above you can 
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 ‘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.  

 
2. Click on the ‘Special Func’ button. 

 
3. Click on the ‘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. In the ‘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. Load 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. I.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 
Date: 

The date the transaction was entered for that client. You need 
to make sure the transaction date falls within an open month 
otherwise it will appear as an error at end of day.  

Payment 
Method: 

Type of payment method being used. This is automatically 
populated from the selection in the ‘Select Payment Method’ 
field. 

Batch Code: The client’s batch code number. 

Bank Acct 
Detail, Dbl Click 
To Change: 

This column lists the bank account number for that client. To 
change the account number double click on the bank account 
field | click ‘Yes’ to add bank details | enter the new bank 
details | click ‘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. In the ‘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 ‘Post’ button. This will 
generate the invoices and update client balances. 

 

 

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 ‘Special Func’ button and then on the ‘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. 

 

 
 

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.  
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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. 

 
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 ‘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. If you need to search again to add more clients to the list, click ‘Re-Search’. 
 

 
 

 

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 ‘Finish’. 

 
14. A final list of all clients and patients the bill template will be made for will show.  

a. Click ‘Search’ to add more clients or  
b. Click ‘Next’ to create the bulk bills. 
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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. 

 

 
 

16. Click on the ‘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 ‘Post’ to finish and post the bulk bills. 
b. Click on ‘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. Go to; 
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’ 

health plan and click the Actions button then Recurring Invoice. 

2. The recurring invoice window will open. 

3. Enter a description for the recurring invoice, e.g., parasite control. 

4. Enter the recur frequency and a start an end date. 

5. Click create bill. 

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

7. You will be taken back to the recurring invoice window. 

8. Click Accept to finish the recurring bill. 
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Managing Recurring Invoice. 

1. Go to 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. 
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User Access Setup 

Two access level control access to recurring billing as follows; 

• Recurring Invoice: Control access to create a recurring invoice. 

• Manage Recurring Invoice: Controls Access to manage and post recurring 
invoices. 

 

General Information 

End of Month 

• 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 

• Inventory is updated when the bill is posted.  

• The inventory date will be set to the date the invoice is posted on, the bill date 

remains as the recurrence date. 

Unsupported 

• Restricted Product Prescriptions 

• 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. 
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To change the recurring invoice into the future you need to cancel the invoice and create a new 
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. 

 

 

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. 
 

 

Till Categories 
Menu 
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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 ‘Billing’ button and then on the ‘Till Categories’ tab. 

 
3. Click on the ‘Add Last button. 

 
4. Fill in the fields as described below. 

 
5. In the ‘Name’ field enter the name you wish to call the till category. 

 
6. 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. 
 

7. In the ‘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 ‘Save’ to finish adding the till Category. 
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Adding New Till Category Service Items  

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

 
2. Click on the ‘Billing’ button and then on the ‘Till Categories’ tab. 

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

blue.  
 

4. Click on the ‘Add Sub Item’ button. 
 

5. Fill in the fields as described below. 
 

6. In the ‘Name’ field enter the name you wish to call the till category. 
 

7. 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. 

 
8. In the ‘Store’ field enter the store you wish the till category to be used at. 

 
9. Set ‘Used in Billing’ to ‘Yes’ if you wish to use this till category at billing. 

 
10. Set ‘Link to Product’ to ‘Yes’. 

 
11. 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. 
 

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

 
13. 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. 

 
14. 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. 
 

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

16. Click ‘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’. 
 

2. Click on the ‘Bills’ button and then on the ‘Till Categories’ tab. 
 

3. Double click on the till category you wish to add a diary reason to. 
 

4. Click on the ‘Diary Reason’ tab.  
 

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

6. Set ‘Used by Diary’ to ‘Yes’.  
 

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

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

appointment. 
 

9. Click on the tick button to save the diary reason and ‘Save’ to save the till category. 
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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. Click on the ‘Options’ menu and then on ‘Pick Lists Setup’. 
 

2. Expand the ‘Diary’ menu and double-click on ‘Diary Reasons’. 
 

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

 
4. 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. 
 

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

 
6. Ensure the status is ‘Active’. 

 
7. 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’. 

 
8. Click on the ‘Accept’ button to finish. 
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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. Click on the ‘Options’ menu and then click ‘Setup’. 

 
2. Click on the ‘Staff’ button. 

 
3. Click on the ‘Grades’ tab. 

 
4. Make sure ‘Grade Based Pricing’ is ticked. 

 
5. Enter the names of the different levels of grade based pricing. 
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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 ‘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 ‘Save’ to save the till category and variable pricing. 

 

 



Chapter 7 BILLING 

 

66 VETLINKPRO User Manual v7 
Updated 15/03/2023 

 

Assigning Staff Members to Grade Based Pricing Levels 

 
1. Click on the ‘Staff’ button. 

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

 
3. Click on the ‘Staff’ tab. 

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

 
5. Click on the tick button to save. 

 

 
 
 



BILLING Chapter 7 

 

VETLINKPRO User Manual v7 
Updated 15/03/2023 67 

 

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. 

2. Then go to Options | Setup | Printer | Print Logos. 
3. Click Set A4 or A5 Report Invoice logo and browse to the location of your image. 
4. Close and Save setup. 
5. 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. 

 
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. 

 

  

Header 

Footer 
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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; 

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

 
2. Expand the ‘Misc’ menu. 

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

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

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

ID and Name. 
 

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

Adding a New Branch 

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

 
2. Expand the ‘Misc’ menu. 

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

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

with the mouse. 
 

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

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

and Name. 

 


