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END OF DAY

It is customary that you cash up your till at the end of each trading day. The End of Day procedure is
a means of collating sales and takings for the day into simple, easy to understand financial reports
to assist you in balancing your till.

In VetlinkPRO, when you run the End of Day function you are closing a session referred to as a
‘Sequence’. A ‘Sequence’ refers to a series of transactions made within a given time period.
Normally this represents one trading day. However, the End of Day can be used at any time, each
time the End of Day function is used a new ‘Sequence’ number is generated.

Setting Up End of Day

Set up for the end of day is usually only done once to set your personal preferences.
1. Click on the ‘Options’ menu and then on ‘Setup’.
2. Click on the ‘Misc’ button and then on the ‘End of Period’ tab.

3. Select the options you wish to use for End of Day.

Allow Multiple EOD  With this option selected the computer that starts the EOD

Sequence will closed that EOD sequence as In Progress. All bills
processed from other computers while End of Day is in
progress will go onto the next End of Day sequence. This
ensures that the end of day gives correct figures without
holding up transactions. Any bills put through on the
computer that started End of Day will be counted as
corrections and will be allocated to the current end of day
In Progress.

With this option unticked the EOD is closed on all
computers. Bills put through while the EOD is In Progress
will not be able to be finished until the EOD is completed.
The computer that started the end of day can cancel the
EOD by completing a bill at which point other computers
will be able to complete bills as well on the same

sequence.
Automatic End of Will print out reports automatically without having to choose
Day: how many reports to print out.

Copies of Sales This is the default number of copies VetlinkPRO will print
Summary: out of this report. This is important for the automatic End of

Day as you don’t get to select the number of reports to print
out while performing it.

Copies of Staff This is the default number of copies VetlinkPRO will print

Analysis: out of this report. This is important for the automatic End of
Day as you don’t get to select the number of reports to print
out while performing it.

Copies of In-house  This is the default number of copies VetlinkPRO will print

VETLINKPRO User Manual v6.1 3
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Usage Report:

Copies of Till
Logs:

Print Blank Cash
Up Reports on
Entry:

Print Cash Up
Report on
Finished:

Print Reports
Before Cash Up:

out of this report. This is important for the automatic End of
Day as you don’t get to select the number of reports to print
out while performing it.

This is the default number of copies VetlinkPRO will print
out of this report. This is important for the automatic End of
Day as you don’t get to select the number of reports to print
out while performing it.

If ticked, this option will print a cash-up report with the
amounts calculated by VetlinkPRO and a blank column to
enter the variances from the physical count.

If ticked, a finished cash-up report will print after the cash-
up is finished with system generated totals, totals from the
physical count and any variances.

If ticked the end of day reports will print before the cash-up
reports are printed.

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



END OF PERIOD [N@{gF-Tol (=] ghi K]

Performing the End of Day

NOTE: There will be variations to these instructions depending on the
options selected in setup. These instructions are based on standard
selections where ‘Allow Multiple EOD Sequences’ is Ticked.

1. Click on ‘Utilities’ menu and then on ‘End of Period’
2. Click on the “1: Day’ tab.

3. Click on the ‘Start End of Day’ button.

) end Of Period = (EER <

|2:Week|3:DbMth|4: CrMih|5: Db Year|6 : Cr Year| Z - Misc| 8 - Old Rpts

[End of Day |
EOD State |End of Day Started
End of Day Started |‘I‘|f05,'20‘l 812:.06:52PM [ Finish Float Handling l

End of Day Float Done |‘I'I,‘DS,‘ZD‘IS‘IZ:D4:‘IS PM
End of Day In Progress |‘I'I;’DSJ’ZD‘IB‘IZ:D4:24 PM
End of Day Finished |‘I‘I,‘DS}20‘IB‘IZ:DS:‘IB PM

Sequence # 10000001249 was closed on 11/05/2018 12:04:24 PM by OWN

EOD in progress for Sequence# 10000001250 at JH

Sequence # 10000001251 started on 11/05/2018 12:09:31 PM

SF3 : Print GST " SF4 : View Gst

SF5 : Print Creditors List

SF6 : Print Sales Sum

l SF7 : Print Till Roll

Settle Efipos| ESC : Close

4. Click the ‘Finish Float Handling’ button.
5. If you wish to preview reports before printing place a tick in the preview box.

6. Select the number of copies of each report that you wish to print by entering a number into
the corresponding column.

7. Click on the ‘Print Reports’ button to either preview or print the reports.

NOTE: In Options | Setup | Misc | End of Period you can set the
defaults for the number of reports to print out.
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VL7 End of Day for sequence # 10000001262, starting on 9/01/2014 IEI@

4/ End of Day
@) Print Reports
XK close

[0 2 sales Summary

End of Day

In-house Report
Breakage Report

1 Till Rolls

m o =] =
PRI O S S

™ Preview (Dont Print)

You may change the quantities of each report to print beforedoing the End of
Day. If you want to pnnt old reports, then select the Old Reports Tab on the End
of Period window.

8. The cash up slip will print and the ‘Cash up’ screen will appear. The ‘Amount’ column
displays the amount computed by the VetlinkPRO. The same values are displayed in the
‘Counted’ column as defaults. If your count is different to that computed by VetlinkPRO,
enter your actual count in the ‘Counted’ column. The ‘Variance’ column will show the
difference between the counted amount and the computed amount.

9. Enter the float to be left in the till for the next day.

10. The ‘Banking Today’ field should now display the amount you will be taking to the bank
today.

11. If your figures are incorrect you can make changes by cancelling out of the EOD. On the
SAME COMPUTER you started EOD you can then make changes such as refunds or new
bills, which will then be included the current EOD. Changes made on different computers will
appear on the next EOD. Complete steps 1-10 once changes have been made.

12. Once your figures are entered click ‘F12: Accept’ to continue.

VETLINKPRO User Manual v6.1
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|1 End of Day Cash up = E=R (5
End of Day Cash up for Till #1
Sequence #1263, Starting on 15/01/2014
Payment Method Amount |Cnunted Varnance | o
» $13540 $135.40 $0.00
Charge $25.16 $25.16 $0.00 =
_|Eftpos $1565.11 $165.11 $0.00
Rounding Adj. -$0.19 -$0.19 $0.00
_|Acct Payment $0.00 $0.00 $0.00
Floatin Till From Last Day $0.00 $0.00 $0.00
| $31548 | $31548 | $0.00 I8
Total Sales Rearded $31548 W Always Print Blank Form on Ertry
Less Variance to Suspense Account $0.00 W Always Print Finished Form
Floatin Till From Last Day $0.00
Plus Account Payment $0.00
. Continue with End of Day
Total Funds Collected From Till $315.48 V F12:Accept | Procedure
Float Leftin Till for Next Day $0.00
Less Charges Payment $25.16 Abort End Of Day to
* ESC:Cancel | Correct Transactions if
Less Vouchers Payment $0.00 any Reconciliation Errors
Total Taking Today $290.32 Found
Banking Today $135.40

Mote: Cash in the grid includes all the cash you received plus the floatin till from last day

Vi

13. Click ‘Complete End of Day’ to finish and a prompt will appear telling you end of day was

successfully completed.

14. End of day is now finished; it is recommended you now perform a backup.

NOTE: To check the End of Day has completed successfully,

of day has successfully completed.

(

Product Category

Oty

End of DAY Sales Summary

Seq = #49, 1)/04/2006 10:56:56 a.m. to 13/04/2006 11:13:17 a.m. for - Comp

Sales(exc.)

GST

check the sequence numbers at the bottom of the end of day
window. If the sequence number that shows as closed in blue
text matches the sequence number on your reports, the End

Total(inc.)

Sequence # 10000000049

as closed on 13/04/2006 11:13:17 a.m.

Sequence % 10000000050 started on 13/04/2006 11:13:18 a.m.
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END OF WEEK
Setting Up End of Week

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

2. Click on the ‘Misc’ button and then on the ‘End of Period’ tab.

Automatic End of Tick this if you would like the end of week to

Week: automatically print out reports so end of week becomes a
single click of a button.

Use End of Week: Enables end of week if you would like to use it.

Copies of Sales This is the default number of copies VetlinkPRO will print

Summary: out of this report. This is important for the automatic End

of Day as you don’t get to select the number of reports to
print out while performing it.

Copies of Staff This is the default number of copies VetlinkPRO will print

Analysis: out of this report. This is important for the automatic End
of Day as you don’t get to select the number of reports to
print out while performing it.

Copies of In House This is the default number of copies VetlinkPRO will print

Usage Report: out of this report. This is important for the automatic End
of Day as you don'’t get to select the number of reports to
print out while performing it.

3. Click on the ‘Finance’ Button and click on ‘5: Accounting’.

4. Check the ‘Start of Week’ date is correct, i.e. ‘Start of Week’ should be the first day of the
reporting week.

Finance Setup @
7 5t Cthers } 8:5tm Fees
1:Buy Taxes ] 2:3ell Taxes ] 3:Charges 4: Franchises

|
B : Statements ]

General (Master)
Sen et Bkl Year|JU|y J sactions exist so Start of Year can
changed

Start of Week |M0nday j

Max GL Batch Diff  |$5.00

Accounting Software (Master)
Software Name |N0ne j

Accounting Software (Profile)
Search Account By |Code j

VETLINKPRO User Manual v6.1
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Performing the End of Week

NOTE: There will be variations to these instructions depending on the
options selected in setup. These instructions are based on the
selections shown in the section ‘Setting Up End of Week’.

1. Click on the ‘Utilities’ Menu
2. Click on ‘End Of Period’ and then the ‘2: Week’ tab.
3. Click on the ‘Start End of Week’ button and the End of Week reports will print out.

4. Once the reports have finished printing a prompt will appear telling you end of week was
successfully completed.

) End Of Period =
|3:DbMth|4:CrMth|5: Db Year| 6 : Cr Year| 7 - Misc| 8 - Old Rpts
|[End of Week |
EOW State End of Week Finished
End of Week Started 3/08/2015 3:33:16 PM
End of Week Finished |3}DSIZD‘IS 33316 PM [ Start End of Week
End of Week For |6/09/2010
s

Last EOW was done for For Week 30/08/2010 to 5/09/2010

For Week 6/09/2010 to 12/09/2010

I SF3:Print GST " SF4 : View Gst SF6 : Print Sales Sum SF7 : Print Till Roll ESC : Close

l SF5 : Print Creditors List

Settle Eftpos

VETLINKPRO User Manual v6.1
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DEBTORS END OF MONTH

Often you don’t receive your supplier invoices until well after the end of month, yet you need to be
able to produce your debtors statements to print and send to clients. For this reason the end of
month is separated into two parts, the Debtors End of Month and the Creditors End of Month:

options selected in setup. These instructions are based on the

E NOTE: There will be variations to these instructions depending on the
selections shown in the section ‘Setting Up End of Week’.

Setting Up Simple Debtors End of Month

Set up the simple debtors end of month if you do not send statements to clients at the end of each
month.

1. Click on the ‘Options’ menu and then on ‘Setup’.
2. Click on the ‘Misc’ button and then on the ‘End of Period’ tab.
3. Choose how many of each report you wish to automatically print out at EOM.

4. Click on the ‘Finance’ button and make sure there is no tick in the ‘Statements are Sent’
field.

Finance Setup @
7: Stm Others | 8 5tm Fees | 9:Banking |
1:Buy Taxes 2:Sell Taxes ] 3:Charges } 4 :Franchises I 5: Accounting §Stalemenls

Statement (Master)

¥ Statements are sent $5.00  Min amount for sending Stm
¥ Print0 bal Invoices on Stm 20
v Print Cash Invoices on Stm
[+ Use Incentive Discount Scheme 10
[~ Send Credit Statement 6
[~ Show GST Incl. bill tem on Stm

-

™ Do not Show GST Details on Stm Batch Code for Alternative Statement |EQ

¥ Show GST Incl. bill subtotal Print 0 bal statements MNaone =4
[~ PrintMailing List and Batch Code

[~ Ask exchange rate before making Stm I
v Print Future bill on statement

[~ Bold total after incentive discount

[~ Border around message box

[~ Use Australian Window

¥ PrintBonus Point Total Message

[v PrintBatch & Expiry in Statements

Day of Month to Send Statements

Day ID Expires on

|4 b [ fla e

Months to scan forinvoices

1 VETLINKPRO User Manual v6.1
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Setting up Advanced Debtors End of Month

Set up the advanced debtors end of month if you want to send statements to clients at the end of
each month.

End of Month Report Options
1. Click on the ‘Options‘ menu and then on ‘Setup’.
2. Click on the ‘Misc’ button and then on the ‘End of Period’ tab.

3. Choose how many of each report you wish to print out at EOM. These values are just
defaults and can still be changed while performing EOM.

Miscellaneous Setup IEI
IE: Background ] 8 Internet ] 9 Internet Cont. ] 11: Mobile ] 12: Labs ] 13: External ]
1: General ] 2 :BarCoding ] 3 At Startup 5: Colour Themes ] & : Reminders ]

fMonth (Branch)

Q

End of Day (Branch) End
v Allow Multiple EOD Sequence
[ Automatic End of Day

1 3| Copies of Sales Summary
1 2| Copies of Staff Analysis

1 2| Copies of Till Logs

1 3| Copies ofIn-house Usage Report

¥ Print Blank Cash-up Repaort On Entry
[¥ Print Cash-up Report On Finished Stock Value By Category Catl ~

[~ Print Repors Before Cash up
¥ Print Till Roll in Date/Time order

Copies of Control Reports
Copies of Sales Summary

Copies of Staff Analysis

(=} (=} -
L ALY ENLA KL

Copies of In-house Usage Report

o o

Copies of Breakage Report

b fla e flalp

Copies of Debtors List Report

N

-
End of Week (Branch) End of Year (Branch)
[~ Automatic End of Week
£ ofWeek m Copies of Sales Summary

’m Copies of Sales Summary m Copies of Staff Analysis

@ Copies of Staff Analysis m Copies ofIn-house Usage Report

0 Copies ofIn-house Usage Report

Copies of Payment Reports are configured in the Till Payments tab of Billing Screen.

Other End of Month Setup Options
1. Click on the ‘Finance’ button.
2. Make sure there is atick in the ‘Statements are Sent’ field.

3. Select any others options you wish to govern how the statements print and behave.

VETLINKPRO User Manual v6.1 1 1
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Statements are
Sent

Print O Bal Invoices
on Stm

Print Cash invoices
on Stm

Use Incentive
Discount Scheme

Send Credit
Statement

Show GST Incl. Bill
[tem on Stm

Do not Show GST
Details on Stm

Show GST incl. Bill
Sub total

Print Mailing List
and Batch Code

Ask exchange Rate
Before Making Stm

Print Future Bill On
Statement

Bold Total After
Incentive Discount

Border Around
Message Box

Use Australian
Window

Min Amount for
Sending Statement

Day of Month to
Send Statements

Day ID Expires On

Months to Scan for
Invoices

If you send statements to clients at the end of each month, place a tick
in this box otherwise statements will not be generated.

If you wish to print invoices on statements that have a zero total, place
a tick in this box.

If you wish cash bills to appear on the statement tick this box.

If you wish to give clients a discount for paying their accounts on time
place a tick in this box (Please refer to Discount Schemes chapter for
mor information).

If you wish to send statements to clients that have a credit balance,
place a tick in this box.

Bill items on the statement will show as GST inclusive.

The sub total of the bill will show as GST inclusive.

The clients batch code and any mailing lists they are on will appear
on the statement.

When statements are made you are prompted to enter the exchange
rate in Australian dollars. You can then print a note on the statement
that tells the clients how much the bill comes to in Australian dollars.

The total of the statement, less the incentive discount will be bolded if
this option is selected.
A box is printed around the statement notes if this box is selected

If you are using Australian windowed envelopes to send statements
select this option.

Statements will only be printed for amounts greater than what is
entered here.

The day in the following month a bill is made in that the incentive
discount will expire.

VETLINKPRO User Manual v6.1
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S Batch Code for
Alternative Statement

Any client with a batch code starting with the same letters as are
entered in this field will have statements print out in the alternate

T

Print O Bal Statements

format.

account balance will still have a statement printed.

Com puter Fanaties Veterinary Hospital
21 Barry's Point Road, Takapuna, AKL-10
Ph: {09) 489-2280

TAX INVOICE/STATEMENT

GST Number111-222-332

All Prices Include ST

Mr. Joe Bloggs
17a peachgroove road
Glenfield

Auckland Jan 2007

Privted: 018272007 3:51 O5p.m .
L1:ABCDMNS B:10i123

Inv. Date Inv. No D etails Amount Disc. IDisc.

AfC 171001

Page

Sub-Total

Balance Carried Forward: 3 mMonth: -39.20

-20.20

11012007 1404

c3 ForBabe
Cs 100 Dog a Denttoothpaste & brush

/

NO CHARGE

17012007

Cs ForBabe
Cs 1.00 Product 555

17012007

ForBabe
1.00 Froduct 555

Forhax

21012007 14388 Account Fees

|This iswhere a note prints that is added from the End of month screen.

|This iswhere a advanced note prints on a statement.

3Month 2Month 1Month Current

Total Owing

0.00 0.00 n.on 364.41
Total Overdue §0.00
Sales on this statement $450.00 including GST of $49.949
If paying in full before 20/02/07 please pay 228.60 which includes a discount of § 135.81

REMITTANCE ADVICE

Account is now due, Please pay within 7 days to
avoid account fees.

Mr. Joe Bloggs

17a peachgroove road
Glenfield

Auckland

NURWIRTRARINNR ~ra.
TOTALTO PA

if paid by 20002707
includes disc of

Computer F anatics Weterinary Hospital
21 Barry's Foint R oad, Tak apuna, AKL-10
Fh:{09)489-2220

111001
$364.41

$228.60

F135.81

VETLINKPRO User Manual v6.1
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Setting up End of Month Statement Fees and Interest

VetlinkPRO can be set up to charge account fees or interest to overdue accounts. Account interest
is charged to clients that are set up as commercial and all other clients will be charged account fees.

1. Click on the ‘Options’ menu and then on ‘Setup’.
2. Click on the ‘Finance’ button and then on the ‘Stm Fees’ tab.

3. For each account fee / interest level that you will use enter in the charges for the current, 30,
60 and 90 day balances. You can set up to ten account fee and interest levels.

NOTE: If you have not edited the client profiles, ‘Acc_Fee 0’ is the
default level set for each client.

Finance Setup @
1:Buy Taxes ] 2:Sell Taxes 3:Charges 4 : Franchises ] 5: Accounting & : Statements ]
7: Stm Others 8- Stm Fees | 9: Banking

Statement Messages (Master)

Account Fee Table ($ per month)
Account Fee Name

To Appear On |Acc0untFees GST To Use |Exempt -
Statement
# |Name Curr |BD Day 60 Day |S‘DDay | ol
P| 0|Acc_Feel $0.00 $0.00 $0.00 $0.00

1|Acc_Feel $0.00 $0.00 $0.00 % $0.00

2|Acc_Fee2 $0.00 $2.00 $3.00 $4.00

3|Acc_Feed $0.00 $0.00 $0.00 $0.00

4|Acc_Feed $0.00 $0.00 $0.00 $0.00

5|Acc_Feeb $0.00 $0.00 $0.00 $0.00

6|Acc_Feeb $0.00 $0.00 $0.00 $0.00 .

Interest Table (% per month)
Account Interest

MName To Appear |Account|nterest GST To Use |Exempt -

On Statement

# |Name Curr |BD Day 60 Day 90 Day ol
P| O|interestd 0 0 ] 0
1|Interest] 0 0 0 0
2|Interest2 o 5 10 20
3|Interest3 0 0 0 0
4|Interest4 0 0 0 0
5|Interests 0 0 0 0
6|Interestd 0 0 0 0

4. Exit from ‘Setup’. You will now need to set the Account Fee and interest level for the clients.
5. Click on the ‘Client’ button.
6. Search and select the client you wish to set account fee or interest levels for.

7. Click on the ‘Financial’ tab.

1 VETLINKPRO User Manual v6.1
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8. You can now set which account fee or interest level the client is to receive by selecting the
appropriate level form the list.

9. Save and exit the client record.

[JB] Bloggs Joe (Staff # 1/45 Cln # 1/6843)

(=@ =]
1: General 2 - More IQ:MarkeIing j:Finam:iall 5 : Info I 6 : History |I:Dm:h|gr| 8 : Staff |
" Show Expired Entries Personalised Discount Schedule
Commercial No [t |Product |StartOn |Finish On |StaffID |Discount“fu Inc Disc % ~
Acc. Fee Acc_Feel i ﬂHi”S Canine Active 17/10/2017 24/10/2018 OWN 10 0
Interest IInteresIﬂ =)
-
e T T =1
Exempt @Tax2 I No 'l
Disc on Svc |G0|d 'l v
Disc on Retail INO”””3| | ] | =] | > | H |0-anrimar1,t | c | + | - | [N
Disc on Mat IGO|d hd —
_ ¥ Show Al Product Restrictions
Disc on Drugs |G0|d 'l
Product Start On Finish On  |Qty Allowed|Qty Sold Oty Left Status o)
Def Pmnt hd I
Stop Mailers MNo =]
Stop Cheque |Mo [~
Stop Charge Mo j
Stop Statement |No -
Reason Why
W
< >
- | - | I~ | M | o
4 | 4 | 13 | M |n-mEy_Number | - | - | L | + | = | (Y |Acﬂons | AF3: Exit
A

VETLINKPRO User Manual v6.1 1 5
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Setting Up Notes to Print on End of Month Statements

VetlinkPRO has the ability to print notes on the clients’ statements. There are three types of notes

that can be printed on the clients statement.
Advanced Client Note set to Print on Statement

An advanced note will print below the main body of the statement and will only print for the
individual clients with an advanced note set up. Please refer The Notes System Chapter, Setting Up

an New Advanced Note.
Account Overdue Note

A different account overdue note will print depending on how long overdue the client account is.
This message will print in the remittance slip of the statement.

1. Click on the ‘Options’ menu and then on ‘Setup’.
2. Click on the ‘Finance’ button and then on the ‘Stm Others’ tab.

3. Enter the message you would like to print on the remittance slip depending on whether they
have a current, 30, 60 or 90 day balance.

5

Finance Setup
1:Buy Taxes 2 8ell Taxes ] 3:Charges 4 - Franchises ] 5: Accounting 6 : Statements I
7 - Stm Others l 8:StmFees I 9: Banking

Statement Order (Master)

Split Stmts by Batch Code [3leters ]
First Crder Statements By ’W
Then Qrder Normal Stmts by ’W‘
And Order Batch Statements by ’W‘

Statement Messages (Master)

Accountis now due. |
Accis Imth overdue. |Acc0unt\s‘\m1h overdue.
Accis 2 mth overdue. |Account is 2mth overdue, Please pay on receipt of this statement.

Accis 3 mth overdue. |Account is 3mth overdue, Please pay IMMEDIATELY to avoid lega

> Resetto Defaulis

Statement Note

A statement note is set up from and entered onto the statement while doing the statement run. This
note is added beneath the main body of the statement like the advanced note.

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



END OF PERIOD [N@{gF-Tol (=] ghi K]

Alternative Statement Paper

Alternative Statements are generally used for printing equine statements. On the alternative
statement transaction will be grouped by patient.

For example, a client may have two horses; A, B. When you print the statement all of A’s
transactions will be grouped together with a total for A, then all B’s transactions will be grouped
together with a total for B. At the bottom of the statement the total for A and B will print as normal.

You can also configure the statements to only print the alternative format for Equine clients while all
other clients get the normal statement layout.

Configuring Alternative Statement Paper

1.

2.

On the computer that prints statements.
Go to ‘Options’ and then ‘Setup’.
Click on the ‘Financial’ button and then the ‘1: Statements’ tab.

In ‘Batch Code for Alternative Statements’ type the first 3 letters of the batch which you
want to use the Alternative statement format. EG. EQU for the Equine batch code.

Set Up Client Batch Codes

1.

2.

Open a client record.
Click on the ‘2: More’ tab.

In the ‘Batch Code’ field type the batch code you are using for Alternative statements. E.g.
Equine.

VETLINKPRO User Manual v6.1 1 7
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CFL Veterinary Hospital
21 Barry's Point FHoad. Takapuna. Auckland. TAX INVOICE/STATEMENT
. GET Number 60-847-554
Ph: (09) 489-2280 All Prices Include GST
CFL Stud
21 Barrys Point Road
Takapuna
Auckland 0822 Mar 2010 AC 1/8813
Frimed: 2304300 E:124dp.m. Pege 1ol
Inv. Date  Inv. No Details Amount  Disec. IDise. GST Sub-Total
Horsey
10/03/2010 /231566
Al @CFL Stud
Al 1.00 Consultation 30,00 -3.00
Al 1.00 Travel 55.00
Al 20.00 Mileage
Al 1.00 A/H Fea
0.44 85.00
31/08/2010 1231567
Al @CFL Stud
Al 1.00 Consultation 30,00 -3.00
Al 1.00 Travel 55.00
Al 20.00 Mileage
Al 1.00 A/H Fea
0.44 85.00
Total for Horsey: 170.00
Speedy
10/03/2010 17231565
Al @CFL Stud
Al 1.00 Consultation 30.00 -3.00
Al 1.00 Travel 55.00
Al 20.00 Mileage
Al 1.00 A’H Fes
0.44 85.00
31/03/2010 1231564
Al @CFL Stud
Al 1.00 Consultation 30,00 -3.00
Al 1.00 Travel 55.00
Al 20.00 Mileage
Al 1.00 A/H Fea
0.44 85.00
Total for Speedy: 170.00
3Month 2Month 1Month Current Total Owing
0.00 0.00 0.00 340.00 340.00
Total Overdue $0.00 i
Sales on this statement $340.00  including GST of £37.76
If paying in full before 20004710 please pay 328.00 which includes a discount of $12.00
REMITTANCE ADVICE CFL Stud
21 Barrys Point Foad
Takapuna
Auckland 0622
Mar 2010 AC 1/6813
IVRITRIIEIAN vorarvo eay ssa0.00
CFL Veterinary Hospital if paid
I paid by 20/04'10 $328.00
E"'I.I:Etg;r]r:,ﬂggnglsﬁuad. Takapuna. Auckland. includes disc of $12.00
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Pre-Printed Statements

Users that wish to generate professional looking statements are encouraged to invest in pre-printed
stationary. The advantages of using pre-printed statements are being able to use your graphic logo
and add extra details such as email address or credit card details. Please call CFL for the statement
template which can be used to design your pre-printed stationary.

If you are using pre-printed statements you will need to configure some settings in setup.

Turn on Pre-Printed Statement Paper

1.

2.

3.

4.

On the computer that prints statements.
Go to ‘Options’ and then ‘Setup’.

Click on the ‘Printer’ button and then the ‘3: Print Options’ tab.

Tick ‘Use Pre-Print Statement Paper’.

Configure Top Margin on Pre-Printed Statement Paper

1.

2.

On the computer that prints statements.

Go to ‘Options’ and then ‘Setup’.

Click on the ‘Printer’ button and then the ‘2: Offsets tab.

Enter a value for the ‘Top Margin for Statement’. (Depending on your pre-printed paper

and type of printer this setting can vary from clinic to clinic, therefore some trial and error
may be required to get this setting correct.)

VETLINKPRO User Manual v6.1 1 9
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COMPUTER FANATICS LIMITED
PO Box 34-589 Birkenhead, Auckland 1310
21 Barrys Point Road, Takapuna, Auckland
Ph: (09) 489 2280 Email: sales@cfl.co.nz
www.cfl.co.nz

TAX INVOICE/STATEMENT

GST Number XXX-XXX-XXX
All Prices Include G.S.T.

CFL
P am—"

Mr&Mrs John Smith
21 Barrys Point Road Terms of trade: Strictly nett. payable by 20th of the month.
Takapuna
Auckland Dec 2006 A/C 15327
Printed: 17/08/2007 16:43:52 Page 1 of 1
Inv. Date Inv. No Details Amount Disc. IDisc. Sub-Total
18/12/2006 349408
RW For Chirpy
RW 1.00 Consultation 31.11
RW 1.00 Urinalysis 8.89
RW 1.00 Lab Sick Animal Panel 82.63
122.63
27/12/2006 356060
SW For Crusher
PB 4.00 Tardak Inj 10ml 35.38
PB 2.00 Drontal All Wormer 20-35k Dog 11.73
PB 1.00 Drontal Allwormer For Cats 6kg X 2.22
49.33
30/12/2006 351021
RW For Fluffy
PT 1.00 Anaesthetic Dog Aqua Gas Large (> 1 105.70
PT 1.00 Radiography Large Plates 66.66
PT 1.00 Ultrasound S A 53.33
PT 1.00 Lab Urine Sediment 32.94
PT 1.00 Lab Culture & Sensitivity 52.30
PT 7.00 Previcox 227mg Tabs X 10 22.26
PT 28.00 Noroclav 250mg Tabs X 100 39.62
PT 1.00 Fluid Therapy ANA Dog 52.54
PT 1.00 Dental Treatment Dog 69.33
PT 4.50 Temgesic 0.3mg Inj 1mI X 5 20.34
PT 1.00 Dental Extractions 88.89
603.91
Total GST on statement: 97.01
3 Months 2 Months 1 Month Current Total Owing
0.00 0.00 0.00 872.88 872.88
Total Overdue $0.00
Sales on this statement $775:87  plustotal GST of $97.01
REMITTANCE ADV'CE Mr&MrS John Smlth PLEASE RETURN THIS PORTION WITH YOUR REMITTANCE
21 Barrys Point Road
Remember, pay your account before the 20thto ~ Takapuna
qualify for the incentive discount Auckland
MATIHAMAIN <ora o pay ~srzcs
TOTAL TO PAY $872.88

COMPUTER FANATICS LIMITED

PO Box 34-589 Birkenhead, Auckland 1310
21 Barrys Point Road, Takapuna, Auckland. Ph: (09) 489 2280

Bank Account # for Payment by direct credit is xx XXXX XXXX XXXX XX

VETLINKPRO User Manual v6.1
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Simple Debtors End of Month

The simple debtor’s end of month (EOM) is a one click end of month functions that will roll over your
balances and print out reports. The following instructions will describe how to as perform the simple
debtors EOM.

1. Click on the ‘Utilities’ menu and then ‘End of Period’.

2. Click on the ‘DB Mth’ tab.

) End Of Period =N =R
1:Day|2: Wee |4:CrMth|5: Db Year| 6 : Cr Year| 7 - Misc| 8 : Old Rpts

(End of Month (Debtors) |

EOM State |Statement Started

Statement Started |9;’D4;’20‘I 8 5:35:53 PM [ Complete Statements l
Statement Finished |9;’D4J’ZD‘IB 5:09:40 PM

Aging Started [9/04/2018 5:09:43 PM

Aging Finished |9;’D4,’ZD‘IB 5:09:51 PM

End of Month Started |9;’D4;’20‘IB 5:33:25 PM
End of Month Finished |9;’D4;’20‘IB 5:33:37PM
EOM Hold Date Fielease:|9;’04;’20'|8 5:3342 PM
EOM POS Hold Date |‘I;’D4,’20‘IS

Incentive Disc Expires |ZD;’DB,’ZD‘ID

Last EOM was for February 2018
Working on March 2018

SF3 : Print GST " SF4 : View Gst SF6 : Print Sales Sum | SF7:Print Till Roll || Settle Efipos| ESC: Close

l SF5 : Print Creditors List

3. Click on the ‘End of Month’ button.

4. You will be prompted with a warning telling you that you are not running statements. Click
‘Yes’ to the message.

5. All reports will now print out and a prompt will appear telling you end of month was
successfully completed.

VETLINKPRO User Manual v6.1 2 1
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Advanced Debtors End of Month

The debtors End of Month takes place in five steps as follows:
Step 1 — Building statements.

Step 2 — Printing statements.

Step 3 — Aging accounts.

Step 4 — Performing the End of Month.

Step 1: Building Statements
1. Goto ‘Utilities’ and then ‘End of Period’ and click on the ‘3: DB Mth’ tab.
2. Click the ‘Print Statements’ button. The Statement menu is displayed.

3. Configure all the messages that you want to appear on statements by choosing the message
from the drop down menu.

Message To Print on The message selected will print on all statements.

All Statements:

Message For Blank The message selected will print on all statements
Batch Codes: without a batch code.

Message For Blank The message selected will print on all statements with
Non Batch Codes: a batch code.

Print 3 Letter Batch The message selected will print on all statements
Code Messages: where the first three letters of the batch code match

the first three letters of the note. For example if the
notes name was ‘FON’ and the client batch code was
‘FON’ the message would print out.

NOTE: To view, edit or create a new message click on the ‘Edit
Messages’ button. The ‘Statement Notes’ list will now open. To view
or edit an existing message double click on the message name. The
message should now open for viewing or editing.

If you wish to create a new message click on the red ‘+’ button at the
bottom of the window and select ‘Yes’ to the prompt. A blank message
template will open. Enter a name for the message and the text you
wish to print out on the statement. Click on the ‘F12: Save’ button to
finish.

NOTE: Individual client messages and account overdue messages are
also able to be printed on statements.

4. Click ‘Make Statement’ button. The ‘Build Statements’ procedure will begin, this will take a
few minutes, depending on the speed of the machine running the process.

5. All your statements are now built and saved for printing. If you make any changes to the
statement such as adding transactions or changing messages you will need to make the
statements again.
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Step 2: Printing Statements

1.

2.

10.

11.

12.

13.

Go to ‘Utilities’ and then ‘End of Period’ and then click on the ‘3: DB Mth’ tab.

Click on ‘Complete Statements’.

3 Build and Print Statements for March 2018 ==
Statements for March 2018 H i Make Statements
Batch# |Batch_Name ‘Prlnieleerlﬁsd‘Cnmpany |Stm_M0h | ) ﬁ' Print Al
»|  1/1063|No Batch Code Statements r 1/1/03/2018 _

1/1067|Batch Codes of BAD.
1/1066|Batch Codes of CAS.
1/1063|Batch Codes of CEN
1/1068|Batch Codes of DC.
1/1070|Batch Codes of EQ
1/1073|Batch Codes of EQU
1/1064|Batch Codes of MON
1/1065|Batch Codes of NOR
1/1072|Batch Codes of SMA.
1/1071|Batch Codes of VAL...

1/1/03/2018 I
1/1/03/2018 I

<5 Print Batches

1/1/03/2018
1/1/03/2018
1/1/03/2018
1/1/03/2018

11032018 l Prepare All Emails
1|1/032018 @’ P

111032018 I @ Prepare Email For Batch

1/1/03/2018
I x Close
v

Print Options

{4/ Process Part Batch

él:)) Select One Client

aaamaamaanaan

EREEEiEiEiN]

~ Piint Statements
[+ Print Summary Page
I~ Preview (Dont Print)

Message to Print on All Statements BANK
Message for Blank Batch Codes
Message for Non-Blank Batch Codes

Print 3 Letters Batch Codes Messages |No

’ Ijﬁd\tMessages ] I I Apply Message I

i

There are balches present from a previous attempt. You may print/email part/any/all baiches as
required. If you have reason to believe that the batches may be obsolete then you must Make up the
Statements again.

Ensure the ‘Print Statement’ box is checked (at bottom of panel) and then click ‘Print All’.
Click ‘“Yes’ to print statements or ‘No’ to preview the statements on screen.
Check the statements for any mistakes such as missing transactions and payment errors.

If any mistakes are found ensure batch mode is turned on before any new bills or refunds
are made.

If any refunds or new bills are made into the end of month period you are closing you must
click on ‘Make Statements’ again and then reprint the effected clients’ statements using the
‘Select One Client’ button.

Repeat steps 5, 6, 7 until all statements are correct.

You can now print the ‘Statement Summary’. Check the ‘Print Summary Page’ box.

If you have configured your system to use pre-printed statement paper, a warning will
appear. Click ‘OK’ when you have changed the paper accordingly.

Double-click all the ‘Verified’” boxes against each listed ‘Batch_Name’ when you have
checked the printing, this is to confirm the statements have printed correctly.

As you click each of these, a warning will appear, to make sure that you wish to verify that
these statements have printed correctly. Click ‘Yes’ to each of these warnings.

Once all batches are verified, click ‘Close’.
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Step 3: Aging Accounts

1.

2.

3.

4.

Now click the ‘Perform Aging’ button then click the ‘Start Aging’ button.
The system will then mark all invoices for the period as ‘Aged’.
Click on the ‘Print Debtors’ button to print the ‘Debtors List’ report.

Click ‘Close’ to close the ‘Aging Window’.

Step 4: Performing the End Of Month

1.

2.

Click the ‘Perform End of Month’ button to display the ‘End of Month’ menu.
Make your selections for the reports and number of copies required.

If you are direct debiting from client bank accounts you can create the payment file by
clicking on the ‘Auto Payment Files’ button, else proceed to step 7.

The system will then pick up the settings from the ‘Finance’ section of the setup options.
Select your ‘Due Date’ and ‘File options’. Checking the ‘Direct Debit File’ box will
generate a file for all clients belong to the batch code set for direct debits.

Click ‘Generate’ to generate the files for you and put them in the file path displayed.
Once you have completed your automatic payment files you can select the number of copies

of ‘End of Month’ reports you wish to print. Click ‘Preview’ if you want to view the reports
before printing.

NOTE: The EOM Hold date defines the current period. Any
transactions entered with a date after and including this date are ‘held’
(not processed fully) until the current accounting period has been
closed off fully.

Click the ‘End of Month’ button and each report will print automatically as selected.
Click ‘Close’ on the ‘End of Month’ menu.

Now the ‘Release EOM Hold Date’ button should be activated, click this button to complete
the ‘End of Month’.

10. A prompt will now appear telling you end of month was successfully completed.

11. End of Month is now finished for Debtors. Close the ‘End of Period’ window.
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Provisional Statements

Provisional Statements can be printed when you wish to print statements early for the current
month. You can print all clients or just an individual client without the month being closed off.

1. Go to ‘Utilities’ menu and then click on ‘End of Period’.
2. The ‘End of Period’ from will open.
3. Click on the ‘Print Statements” button.

4. If you are working on the current month a prompt will appear. Click on the ‘Provisional’
button to print provisional statements.

5. The print statement form will open
6. Click on the ‘Make Statements’ button.

7. If you have batch bills that are not posted you will receive a warning message. Click ‘OK’.
These bills will not be on provisional statements.

8. To print one click on the ‘Select One Client’ button. If you wish to print all statements click
on the ‘Print All’ button.

1.7 Build and Print Statements for January 2016 EI@
Statements for January 2016 ‘ * Make Statements
Batch# |Batch_Name |F‘rinted|\l’eriﬁed|Compan)«r |Stm_|\-‘11h ~ ﬁ Print Al
» 725|MNo Batch Code Statements r 1/1/01/2016 —
729|Batch Codes of BAD... r 1/1/01/2016 =4  Print Batches
728|Batch Codes of CAS... - 1/1/01/2016 = _
731|Baich Codes of CEN... r 1/1/01/2016 1/ Process Part Batch
730|Baich Codes of DC... r 1/1/01/2016 . _
734|Batch Codes of EQU... r 1/1/01/2016 5% Select One Client
726|Batch Codes of MON.. r 1/1/01/2016 & —
727|Batch Codes of NOR.. r 1/1/01/2016 (@) Prepare All Emails
733|Batch Codes of SMA .. r 1)1/01/2016 A=
732|Batch Codes of VAL I~ 1/1/01/2016 @ Prepare Email For Batch
v
< > * Close
Message to Print on All Statements BANK M Print Options
Message for Blank Batch Codes M ]
Message for Non-Blank Batch Codes M ™ Print Summary Page
Print 3 Letters Batch Codes Messages |No M [~ Preview (Dont Print)
| j Edit Messages B Apply Message

There are baiches present from a previous attempt. You may print/email part/any/all batches as
required. If you have reason to believe that the baiches may be obsolete then you must Make up the
Statements again.
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Print Previous Statement for a Client

You can Print, Preview or Email a statement directly from the client record. You can choose
any previous month as well as the current month if you need to send it early. Messages can
also be added on the fly as well for each statement. To send a single statement go to the
Client record -> Actions menu -> Statement.

SN2 LOoNnversauon

Clear No-Show
Loyalty Scheme Registration *
Edit Client in Tablet

Statemet%t
View Activity Log
Anonymise
a Statement Options @
Statement Options
Statement Period |January2020 (Open) v| N
Message to Print [BANK v| [ Edit Messages
Include Credit Notes O
Print l l Preview l I Email l l ESC: Close ]
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ONLINE STATEMENTS MODULE

Overview

VETLINKPRO supports the bulk emailing of client statement links through a secure web portal for a
fraction of the cost of a postage stamp. CFL has worked in conjunction with P2P Limited who have
developed the web portal and web logistics to provide reliable email broadcasting facilities. By
default only the current statement is saved, however you can choose to have a Statement Portal for
clients linked to your website so they can view their historical statements. The Statement Portal is
not required if you already have the Client Portal / My Records or MyVet app as historical
statements already show in these. Contact sales@cfl.co.nz to enable the Online Statements
module.

The basic process involves generating statements as usual. Once statements are generated
through the end of month screen you will now be given more options which will upload statements
(only for clients who have requested it) to the web portal ready for you to broadcast. This may take
some time depending on the number of pdf files that need to be uploaded so, once finished, the
administrator will receive an email letting him/her know when emails are ready to broadcast. You
then login to the website, select the newsletter (if you have that option), statement month you wish
to send, check the distribution list, and then click to broadcast.

Client will then receive an HTML email with a link to a landing page to view there statement online.
Depending on the clinic requirements the email can be configured with the following options:

1. Send a simple email with the clinic logo and a link to the monthly statement that a client can
view/print

2. Allow design of a fully graphical HTML Monthly Newsletter and send that with a link to the
monthly statement

3. Same as (1) but allow the attachment of a link to the clinic’s Monthly Newsletter in PDF
format.

B ARRYS PGINT VET CLINIC

Z1 Barrys Point Read | Takapuna | Auckland
Phane: 09 489 22680 | Fax: 09 489 2290
wrar vetlinksgl.com

Hi @Firstlame,

Click the link below to view your statement/newsletter online.
@StatementLink@

Regards,

The Barrys Point Vet Clinic Team

VETLINKPRO User Manual v6.1 2 7
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Workflow

Build Statements in VL2

Prepare Emails in VL2

Receive 'Statements Ready' email

Login to Statement Portal

Select newsletter/ statement options

VetlinkPRO Setup - Marketing Flags

For clients to receive Online Statements the marketing flags must be set
up to have the ‘Statement’ flag under ‘Send by Email’ ticked. Generally
a client would have the Statement flag ticked in either the ‘Send by Mail’
or ‘Send by Email’ so they are not receiving the statement by both
means.

If the statement email module has been set up to send newsletters,
clients will always get newsletters with their statements. However, some
clients may not get statements every month or at all but still want to
receive the newsletter. To solve this, use the ‘Newsletter’ flag to indicate
that you want to send newsletters to this client regardless of whether they
receive a statement or not.

Note: If an email address is not present for Joe then his name will be
highlighted in red when statement emails are prepared, and a further pop
up message will warn of this omission.

IMPORTANT: Once this module has been activated, statements will only
be printed for those clients that have the statement option ticked under
‘Send by Mail’. Once subscribed to this module, CFL can login to your
server and write a script to automatically tick the flags according to your
specification. It is also advised that you update your client profiles so that
any new clients added to your system will automatically be set up with the
correct marketing flags.

Send By Mail

[JB] Bloggs Joe (Staff £ 1/45 Cln # 1/6843)
1: General | 2 - More

¥ A Apt Confirm
E: Recall
H:HealthCare
M : Mailers
[IN: Newsletter

VP
[OR:
VS
[

Promotion
Reminders
Statement
Treatment

AEHMPS

Contact By Phone for

[T A Apt Confirm
[JE: Recall

H:HealthCare
[JR:Reminders

&

|H

Send By Email

¥ A Apt Confirm
E: Recall
H:HealthCare
M : Mailers

N : Newsletter

VP
OR:
Vs
[

Promotion
Reminders
Statement
Treatment

|AEHMNPS

Send By SM3

v A Apt Confirm
E: Recall

M : Mailers

P : Promotion
[JR: Reminders

WIT:

Treatment

|AEMPT
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VetlinkPRO Setup — Graphic logo on PDF Statement

On the Online Statement template you can insert a graphic logo that will be inserted as a header at

the top of the PDF that is created. It is branch based so you can customise your statements per
branch.

The image can be inserted from Options | Setup | Printer | Print Logo | Set A4 Logo for
Statements. It can be a maximum of 750 pixels wide. Next in Options | Picklists Setup | Reports |
Special Reports | change category to Statement | Select and open SR-121 Statement (Email) |
change Custom Props to Yes | set Print logo to Print Both Text and Graphic | Save.

21 Barrys Point Road | Takapuna | Auckland
Phone: 09 489 2280 | Fax: 09 489 2290
www .vetlinksql.com
CFL Veterinary Hospital TAX INVOICE/STATEMENT
21 Barry's Point Road, Takapuna, Auckland
Ph: (09) 489-2280 GST Number 111-222-333
All Prices Include TAX.
Small Farms Limited
Attn Mr. Dave Smithy
13 Oxford Street
Paddington NSW 2021 Jul 2018 AIC 111001
Printed 16/11/2018 10:01:268m. Page 101
Inv. Date Inv. No Details Amount Disc. IDisc. TAX Sub-Total
Balance Carried Forward: 3 Mtn: 3,396.55 2 Mth: 5.00 1 Mth: 10.00 3,411.55
31/07/2018 1/368 Account Fees
OWN 1.00 Account Fee 15.00
1.36 15.00
3Month 2Month 1Month Current Total Owing
3,396.55 5.00 10.00 15.00 3.426.55
Total Paid on this statement $0.00 Total Overdue $3.411.55
Sales on this statement  $0.00  including TAX of $1.36
REMITTANCE ADVICE Sl Forms Limied
Attn Mr. Dave Smithy
Account is 3mth overdue, Please pay IMMEDIATELY 13 O Stroct
to avoid legal action Paddington NSW 2021
Jul 2018 AIC 11001
TOTAL TO PAY $3,426.55
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Web Portal Setup - Landing Page

Once the client receives their email, they will be given a link that takes them to a landing page with
their details, your company’s branding, as well as a customisable image that can be used for
promotions for your clinic or by select suppliers that wish to help offset the cost of sending
statements by including their own promotional material. There are further options down the bottom
to view their statement, view the newsletter if you have elected to use PDF newsletters and also to
view their My Records page if your clinic is setup with that module.

1.

2.

On the web portal, go to ‘Set Up/Utilities’ > ‘Landing Page Set Up’.

Select the Month you wish to add image for.

For ‘Upload Option’ either upload a new image or replace the selected.

Click browse and locate your image. NOTE: Images must be 550x330 pixels and less than

300kb.

Enter a display name for the image and click ‘Upload’.

If required Enter a URL link

Enter the batch codes to use this image.
e By default, clients will see the image listed as the default image, by adding extra
images and specifying the batch codes you can ensure that dairy owners see dairy
promotions and small patient owners see small patient promotions etc.

Upicad opbion

Lipacad mmape

I despdary N
A URL 1o selpciod emage

Assagn balch codes k0 seleched iImage:

& Aad a Batch code

CAT AT

} Loitew iatch Code Fill Batch

Image derarmions: 550 (w) 1 330 {n) ook Image so6 Mt Bo ko han 300 KB

=

m"c Barrys Point Vet Clinic  Monthly Adverts

Poise-on lor catibs snd desr

Layuiny Pakts Lo
Pt Points npiey: 20 My 2003

) Iy prerrre—

View/Print |\ \jiew / print PDF | Access All
. Statementf,/ “_Newsletter ~ ' RecordsOnline /
e ‘““"-\.___L___,_ﬂ-" S g
R
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VetlinkPRO Statement Email Procedure

1. Click ‘Utilities’ > ‘End of Period’. This will open the end of period screen
2. Click on tab ‘3: DB Mth’.

3. Click ‘Print Statements’ or ‘Complete Statements’. This will open the Build and Print
Statements window.

4. Click ‘Make Statements’ this will go over all of your client’s transactions and build them into

statements.
ﬂ Build and Print Statements for March 2018 E Y !
Statements for March 2018 I | = Make Statements
Batch# |Batch_Name |F’rmted‘\l'er|ﬁed‘€cmpany |Stm_M1h | -~ ﬁ Print All
}|  1/1063|No Batch Code Statements r 1{1/03/2018 _
1/1067|Batch Codes of BAD.. - 1/1/03/2018 I _C5 print Batches ]
1/1066|Batch Codes of CAS... r 1/1/03/2018 = —
1/1069|Batch Codes of CEN r 1/1/03/2018 I i/ Process Part Batch ]
1/1068|Batch Codes of DC - 1/1/03/2018 ® _
1/1070|Batch Codes of EQ r 1/1/03/2018 £3 Select One Client ]
1/1073|Batch Codes of EQU.. - 1/1/03/2018 & —
1/1064|Batch Codes of MON. r 1)1/03/2018 I Prepare All Emalls ]
1/1065|Batch Codes of NOR... r 1/1/03/2018 =
1/1072|Batch Codes of SMA. - 1/1/03/2018 I @ Prepare Email For Batch ]
1/1071|Batch Codes of VAL r 1/1/03/2018
I * Close ]
+ | Print Options
Message to Print on All Statements ~ [BANK - ¥ Prnt Statements!
Message for Blank Batch Codes - W Print Summary Page
I" Preview (Dont Print]
Message for Non-Blank Batch Codes © ( )
Print 3 Letters Batch Codes Messages |No @
I @Edit Messages I i Apply Message l
There are batches present from a previous attempt. You may print/email part/any/all batches as
required. If you have reason to believe that the balches may be obsolete then you must Make up the
Statements again.

5. Once the statements have been made, click ‘Prepare All Emails’. This will prepare the
statements and upload them to the web portal. NOTE: To prepare statements for batch codes
selected on the left click ‘Prepare Email for Batch’.

6. An email will be sent to confirm batches have uploaded each time Prepare ALL Emails
or Prepare Emails for Batch is used.

7. Once you have received all confirmation emails then proceed with sending emails from
the web portal. Doing so before the emails are received may result in a partial send.

IMPORTANT: When clicking Make Statements at End of
Month all clients are reset to not receive email statements.
Only when clicking Prepare emails are clients checked to
see if they require an email statement and thus a statement
uploaded. Therefore if at any stage you Re-Make
Statements you must Prepare Emails for ALL relevant
batches again.
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Online Portal Sending Procedures

Step 1: Signing In

1. Once you have received the email letting you know your statements are ready, open your
internet browser e.g. Internet Explorer or Mozilla Firefox and go to
http://www.VetlinkPRO.com.

2. Click on ‘Cloud’ > ‘Online Statements’.
3. Click on ‘Online Statements Login’ at the bottom of the page.

4. Enter your user name and password and click ‘Sign In’.

VetlinkPRS

PUTTING SOME WOOF INTO YOUR PRACTICE

Online Statements Login

LOGIN

Powered by VetlinkPRO
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Step 2: HTML Email Setup

Setting up the html email as described in the overview is all done from the ‘Design HTML Email’
button. This can be as simple or as complex as you like. The editor allows you to code the email in
HTML or to design the newsletter graphically using the designer.

1. After signing in you will be taken straight to the ‘Design HTML Email’ form.

2. Click the drop down list to choose a previous months template or click Design a New HTML
to start fresh. Once you have selected the template click Select to continue.

3. To design a new HTML email select ‘Design a new HTML’ email from the ‘HTML Email:’
drop down list and click ‘Select’, or choose an existing email to edit.

4. Enter the subject of your email.

5. You can insert mail merge variables by dropping down the ‘Mailmerge Variables:’,
selecting the field you want and clicking ‘Insert’.

6. Use the editor to design your email.

7. Allimages must be uploaded using the insert image button. Please do not drag and drop
images.

8. If you need to include any PDF newsletter scroll down to the PDF newsletter options
beneath the email editor. Click Browse to find PDF you wish to upload and then click the
Upload button.

9. Send a test email to your own address to ensure it displays correctly. NOTE: CFL
recommends sending a test to all major email clients including Hotmail, Gmail, and Outlook.

10. Once you are happy with your newsletter click ‘Save Newsletter’.

NOTE: CFL will provide you with a basic email template to get you started. For more advanced
templates contact your businesses graphic designer or email sales@cfl.co.nz for a quote.
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Design/Edit HTML Email

Barrys Point Vet April Statements k4 E

Email Subject

Barrys Point Vet April Statements

Templates

Please select a Template or a previous email...

Mailmerge Variables

First Name v m
Email Body

@TVARADO0Ye 2 | RQEFOGE B O x T8 = EO

Normal v | serif v 1lv|[@ B I Uaa E E E = EE|Z T R

Av O~ dpply. v vy QvEHS~BivE Custo. v Az aA| Zor v = @

21 Barrys Peint Road | Takapuna | Auckland

Fhone: 09 489 2280 | Fax: 09 489 2290
www wetlinksqgl.com

>
<> HTML @ Preview

PDF Newsletter

Browse... | No file selected. m

File Name Size

No records to display.

Test Email
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Step 3: Sending Emails
1. Click on Send Statements menu on the left hand side of the browser.
2. Inthe Statement dropdown list select the statement month you wish to send.

3. Inthe HTML Email dropdown list select your HTML newsletter. All recipients will receive the
same HTML email.

4. Inthe Send PDF Newsletter to dropdown list select whether to send the PDF newsletter to
clients with statement only or all client.

5. Click ‘Next’.

Send Statements

Statement

Statement for month Apr 2019 - 1/06/2019 16:27 ~
HTML Email
Please select a pre-designed Email... ~

Send PDF Newsletter to
Clients with statement only ~
s Statements will be sent to all clients who have a statement, and have the statemment by email flag ticked in VetLinkSQL.

o Newsletters will only be sent to all clients who have the Newsletter by email flag ticked in VetLinkSQL.
e There is a limit of 25 batch codes to which different Newsletters can be assigned; if & batch code is encounted that is not in the list below;, the "No /Other Batch Codes" assigned Newsletter will be sent.

6. Select the PDF you wish to attach to each batch. If no PDF is required leave as No PDF
Newsletter. If only No/Other Batch Codes has a PDF it will send the No/Other Batch Code PDF
to all clients.

7. Click ‘Next’.

Send Statements - Assign PDF to Batch Code

Mo / Other Batch Codes

No PDF Newsletter ~
MNORMAL

No PDF Newsletter v
REH

No PDF Mewsletter ~
RSP

No PDF Newsletter ~
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8. Check through the distribution list and confirm the recipients look correct.

e You can filter the list by typing in the fields at the top and selecting which filter you want
by clicking the filter button.

e You can preview the landing page and then PDF statement by clicking on the View link.
e Toremove clients just tick selected clients then click Remove Selected Clients button.

9. Once happy with the list click ‘Broadcast Emails’. This will send the emails to your clients.

Send Statements - View Distribution List
Al clients Clients with statement Clients without statement
Distribution List : All clients Total in List: 8
[m} Last Name First Name: Company Email Date Baich Code Client #
T T T T T T T

O  Bloggs Joe josh@cfl.conz 01 Apr 2019 _NORMAL 1072 View
] Cani Eve support@cfl.co.nz 01 Apr 2019 RSP 1058 View
] Cumin Tegan cfl testacc@gmail.com 01 Apr 2019 REH 1003 View
] Doe John josh@cfl.conz 01 Apr 2019 "NORMAL 1004 View
m] Pencilman Roana 123123@gmail.com 01 Apr 2019 "NORMAL 1002 View
m] Smith Josh josh@cfl.conz 01 Apr 2019 "NORMAL 1074 View
m} Test 123 Jason Test34 01 Apr 2019 "NORMAL 1063 View
m] Test 12038 Cfl Test Iksjdkas@gmail.com 01 Apr 2019 "NORMAL 1071 View

Statement History

Statements Sent or Not Sent can be viewed on the portal from Setup / Utilities | Statement
History | Choose Month .....
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DEBTOR / CLIENT MANAGEMENT SCREEN

A screen for managing Debtors is available under Utilities | Manage Debtors / Clients. See
screenshot on following page.

The debtors screen will;

e First split your debtors into tabs: 3 month+, 2 month, 1 month and Current.

e Under each monthly overdue tab you then have options to filter by category, mailing
list

e The Search field on the left hand side will let you search and filter by Batch Code,
First name, Last Name or Company.

e The top panel on the right hand side will list any contacts for that client. E.g. The
contact is where you can record other contacts for the client/company such as
Account Manager, Farm Manager, Husband, Wife etc....***

e The middle panel on the right hand side will;

o Show the last communication in the client document manager

o Allow a new document manager note/email/sms to be entered.

o SMS / Email templates for overdue accounts can be configured to be able to
quickly send account reminder messages.

» The bottom section on the right-hand side allows you to quickly enter a To-Do note
for a staff member. E.g. Create as task to follow-up in a few days or check with a Vet
in a day when they are in and so on.

***Client contact types can be added in Options | Picklist Setup | Client | Employee Position.
Contacts for each client can then be added in Client Record under Contacts tab.

***Templates for sending SMS and Email overdue account messages can be created from
Options -> Picklists Setup -> client -> Custom SMS Templates or HTML Email Templates
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Manage Debtors / Clients

Debtors | Manual I Sales |
3Mth = | 2Mth | 1 Mih | Current
Category Num ClIn Category Mailer List Num Mailer List
-1 - g | |
Joseph Read
Searchin |All v | ‘ Q " Total excludes credit available
[ Hide Inactive Contacts
LastName = FirstName = Mobile WorkPh HomePh  Current = 1Mth = 2Mth = 3Mth+ = Total = LastPaid On = Paid Amt Contacted On = Batct~ d Last N First N Posit c + IPh N
Test Example 5000  $1500]  $1000] $12000]  $145.00/5/12/2019 $20.00 ) |Fas- ame F"s- ame |F°s' :A” |A°mlm:|" .{09:;:222
} Read Joseph 0211234567 s000  s15000  s1500)  $11700)  $14700 20/04/2020 U == e =
Litle Man Stud $0.00 $15.00 $15.00 $245.29 $275.29 = 5 v
Cmc Stock $0.00] $15.00 $15.00 $386.65 $416.65 20/02/2019
Walker Jameson $000]  $1500)  $1500)  $41500]  $445.00 20/02/2019 [LostMessage | NewMessage |  NewEmsil | NewsMs
Hupta Rohan $0.00 $15.00 $15.00 $558.30 $588.30 Phoned about overdue account He will pay soon
Jake Rauler $0.00 $0.00 $0.00 $584 65 $584.65 Client
Communication
To-Do List for Client Test
From Date Time
View To-Do ListFrom
(1 Last 3 months (® Last6 months () Current
,f Unread tems  ,~ Unfinished ltem
Y N - I (o + o |[Fi12:D Del: C | Exit
3 > f‘]} 3 one el Cancel i
Next Record
Select Template

Select Email Template
OverDue Account HTM (Template

Blank (HTML)
Client Email HTM

F12: OK ‘

‘ ESC : Cancel

Select emnail template
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CREDITORS END OF MONTH

NOTE: Before continuing with the next step, you must ensure that all
Creditor invoices, payments, stocktakes or any transactions that
you wish to go to this month, have been entered. Any Creditor
transactions entered after this, will go to the new month. You may
leave this step until all transactions are entered. Only then should you
age your Creditors.

1. Log in by clicking on the login button on the side bar, enter the user name and password.
2. Go to ‘Utilities’ in the top menu bar.

3. Click on ‘End of Period’.

4. Click on the ‘End Of Month Creditors’ tab.

5. Click the ‘Perform Aging’ button.

6. Click the ‘Perform End of Month’ button.

7. The End of Month creditor menu is displayed. You now have the option to print your
Creditor Control Report.

8. Click the ‘End of Month’ button.

9. Your ‘Creditor Control Report’ should print automatically unless you have checked the
preview box.

10. Now the ‘Release EOM Hold Date’ button should be activated, click the button to complete
the end of month for creditors.

11. A prompt will appear telling you end of month was successfully completed.

12. Your creditor end of month is now finished.

NOTE: You can leave your rollover of creditors until you have finished
entering all the invoices in for your suppliers. This is very useful for
suppliers whom you do not receive invoices or statements from until
the middle/end of the following month.
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END OF YEAR
Debtors End of Year

1. Click on the “Utilities’ menu.

2. Click on ‘End Of Period’ and then on the ‘5: Db Year’ tab.

3. Click on ‘Start End of Year’.

4. Choose the numbers of copies of each report to print and click on the ‘End of Year’ button.
5. You will now be returned to the main ‘End of Year (Debtors)’ page.

6. Click ‘Complete End of Year’.

7. A prompt will appear telling you end of year was successfully completed.

8. Congratulations, you have now successfully completed your End of Year.

End of Year for Jul 2013 ~ Jun 2014 = e

End O f Ye ar 1 2] controlReport

[ Preview (Dont Print)

You may change the quantities of each report to pnint before Doing the
End of Year. If you want to pnnt old reports, then select the Old Reports
Tab on the End of Penod window.
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Creditors End of Year

1. Click on the ‘Utilities’ menu
2. Click on ‘End Of Period’ and then on the ‘5: Cr Year’ tab.
3. Click on the ‘Start End of Year’ button.

4. Click on the ‘End of Year’ button and choose whether or not to print or preview the control
report.

5. You will be returned to the main menu for the creditors end of year.
6. Click on the ‘Complete End of Year’ button.
7. A prompt will appear telling you end of year was successfully completed.

8. Congratulations, you have successfully completed the creditors end of year.

€] End of Year for Jul 2013 ~ Jun 2014 e[ E ]

End O f Ye ar [T 2] control Report

[~ Preview (Dont Print)

You may change the quantities of each report to pnnt before Doing the
End of Year. If you want to pnnt old reports, then select the Old Reports
Tab on the End of Period window.
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REPRINTING END OF PERIOD REPORTS &
STATEMENTS

1. Click on the ‘Utilities’ menu

2. Click on ‘End Of Period’ and then on the ‘8: Old Rpts’ tab.

3. Double-click on the button correlating to the kind of the reports you wish to print out.

4. Choose the date for the report, statement or list you wish to print out.

5. If you have chosen to print the end of period reports a report selection window will appear.
Choose what reports you wish to preview or print by adding a 1 to the selection box beside
each type of report. Alternatively by adding a 0, the report will not print.

6. If you have chosen to reprint statements, the print statements window will appear. You can
choose to print all statements, print by batch or print just one client.

7. If you choose to print a debtors list you will be taken straight to the Debtors List preview
page. To print the document click on the printer icon, near the top of the previewed page.

| ) End Of Period =N =N ==

1:Day|2:Week|3:DbMth|4:CrMth|5: Db Year| 6 : Cr Year| 7: Misc 8: Old Rpts |

l

F3 : Print Old Logs

Seq#1/1249 16 Jan 2018 16:37 to 11 May 2018 12:04 [ OWN] i

Seq#1/1248 24 Oct2017 1443 to 16 Jan 2018 16:39

| F4 - Print End of Day Rpts | Seq#1/1247 03 0ct2017 11:37 to 24 Oct2017 14:46

[ F5 : Print End of Week Rpt l Seq#1/1245 04 Aug 20151541 to 17 Sep 2015 11:23

Seq#1/1246 17Sep 201511:21 to 03 Oct2017 11:37

| F6: Print O1d Statements | Seq#1/1243 29 Aug 2012 17:46 to 03 Aug 2015 15:32

Seq#1/1244 03 Aug 2015 15:32 to 04 Aug 2015 15:41

F7- Print Debtors List | |329# 1/1240 28 Aug 20121735 to 29 Aug 20121751 [NG]

Seq#1/1239 27 Aug 2012 18:07 to 28 Aug 2012 17:36

[ F8 - Print Db EOM Rpts ] Seq#1/1237 27Aug 2012 17:34 to 27 Aug 2012 18:08 [FJ]

Seq#1/1235 25 Aug 2012 12:11 to 27 Aug 2012 18:02 [F.J]

| F9:PrintCrEOMRpts  ||Seq#1/1233 24 Aug 2012 17:34 to 25 Aug 2012 1212 [ JF]

: Seq#1/1230 23 Aug 2012 17:34 to 24 Aug 2012 17:37 [BB]

|_£10- print DR FOV Bnte | Seq#1/1227 22 Aug 2012 17:35 to 23 Aug 2012 17:36 [CM]

Seq#1/1226 21 Aug 2012 1750 to 22 Aug 2012 1746 [NG]

Please select a Seq#1/1223 20 Aug 2012 17:32 to 21 Aug 2012 17:52 [CM]

Seq#1/1221 18 Aug 2012 12:08 to 20 Aug 2012 17:44 [FJ]

Sequence Number to |10 . 1500 150162012 1733 to 20 Aug 20120817 [NG]

reprint from the list boxX| |scq 211217 16 Aug 20121737 to 17 Aug 2012 17:35 [BB]

on the right. Seq#1/1216 15Aug 2012 17:32 to 16 Aug 2012 1742 [CM]
Seq#1/1214 14 Aug 2012 17:47 to 15 Aug 2012 17:41 [ JF] y

Cmm #1111 A2 A NATTAT-A41 4a 14 Avvm WNA 17240 T OARN

SF3:Pnint GST " SF4 : View Gst

SF5 : Print Creditors List

SF6 : Print Sales Sum

SF7: Pnnt Till Roll

Setile Eftpos| ESC : Close

4
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GST RETURNS
Setting the GST Return Frequency

1. Click on the ‘Options’ menu.

2. Click on the ‘Setup’ option.

3. Log in with user name and password.
4. Click on the ‘Finance’ button.

5. Make sure “1: Buy Taxes’ is selected.

6. Change the ‘GST Return Frequency’ field to the required length.

NOTE: Ensure your ‘GST is Invoiced Based’ is ticked if you are
invoiced based, or left unchecked if you are cash based.

Finance Setup @
7:Stm Others ] 8:5tm Fees l 9: Banking ]
1: Buy Taxes 2: Sell Taxes ] 3:Charges 4 Franchises ] 5:Accounting 6 : Statements ]
Master
-

W GST is invoiced based
GST Return Frequency (Mths) 8 -

I r
Buy GST Rates

#| Tax Name ﬁax% Newmatqr\lew Tax % ~ #| Tax Name |Tax°fu Mew Tax Date|Mew Tax % la
P{0|Exempt 0 P|0|Exempt 0
_|1|GST 10 _|1|Buy_Tax__ 0
_g Zero Rated 0 _g Buy_Tax_ 2 0
mEl 0 _|3|Buy_Tax_ 2 0
|4 0 _|4|Buy_Tax__4 0
5] 0 |5|Buy_Tax__E 0
_E 0 _E Buy_Tax_ € 0
_1 0 _z Buy_Tax__j 0
|8 0 _|B|Buy_Tax_ & 0
| [9|GST Only 100 | |9[Tax Only 100

L2 W
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Printing GST Returns

1. Click on the ‘Utilities’ menu.
2. Click on the ‘End of Period’ option.
3. Click on ‘SF3 : Print GST’.

4. A new window will open. Select the date you wish to pay GST from. The period of the GST
return is fixed to the length entered in setup.

5. Click on the ‘F12: Print’ button.

6. A ‘Goods and Services Tax Return’ will now print.

GST 101

A4 Goods and Services Tax Return
for - Computer Fanatics Hair Studio

Feriod covered by the return: 6 Manthly
From 01/01/05 to 30/06/05

PAYMENT BASIS

Printed: 2350372006 8:42:5%9a.m.

Goods and Services Taotal sales and income far the period {including Box 5 5,123.96

Tax on Your Sales and GST and any zero-rated supplie )

Income zero-rated supplies included in Box & Box 6 0.00
Suhtract Box 6 from Box & Box7 5,123.96
Divide the amount in Box 7 by nine(9) Box 8 A69.33

Goods and Services Totalpurchases and expenses {including GST), Box 11 0.00

Tax on Your Purchases excluding any imported goods

and Expenses Divide the amount in Box 11 by nine(9) Box 12 0.00
Credit Adjustments (fram Calculation sheet) Box 13 0.00
Add Box 12 and 13. Total Gst Credit. Box 14 0.o0

Total GST to Pay (if adjustments from your calculation sheet are ZERO) Box 15 569.33

Asumes all Cash SalesiBuys are based on Standard GST Rate

Total Sales at Standard-rated 5,123.96
Total Sales at Zero-rated 0.o0
Total Exempt Sales 0.0n
Nett Sales Shown on Control Report 5,123.96
Total W i0 0.00
Total Journal Entries 0.00
Mett Income Shown on Control Report 5,123.96
Total purchases and expenses at Standard-rated 0.00
Total purchases and expenses at Zero-rated 0.00
Total Exempt purchases and expenses 0.00
Total purchases and expenses Shown on Control Report 0.00
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Viewing a GST Transaction Summary

1. Click on the ‘Utilities’ menu.

2. Click on the ‘End of Period’ option.

3. Click on ‘SF4: View GST’.

4. Inthe ‘View GST Details from’ field, select the date range to view transactions for.

5. Inthe ‘For’ field choose whether you want to view transactions for debtors, creditors or both.
6. Inthe ‘Tax Type’ field select what type of tax you wish to view.

7. Finally press the ‘F12: View Details’ button to view the summary of transactions.
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