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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 close 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.
VETLINKPRO User Manual v7 3
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Copies of In-house
Usage Report:

Copies of Till
Logs:

Print Blank Cash
Up Reports on
Entry:

Print Cash Up
Report on
Finished:

Print Reports
Before Cash Up:

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.

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 v7
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Performing the End of Day

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

1. Click on ‘Financial’ 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

1:Day 2 : Week 3:Db Mth 4 ; Cr Mth 5:Db Year & Cr Year 7 : Misc &:0ld Rpts
-
Manage Debtors End of Day
% EQD State End of Day Finished
Print G5T End of Day Started 15/07/2022 10:22:44 am
@ End of Day Float Done 15/07/2022 1:03:24 pm
End of Day In Progress 15/07/2022 1:38:49 pm
View Gst =
End of Day Finished 15/07/2022 1:39:46 pm
¥ J
Print Creditors List
[ ]
Print Sales Sum
® -
Print Till Roll “ Sequence # 10000004065 was closed on 15/07/2022 1:38:49 pm
[ -
Settle Eftpos / Sequence # 10000004066 started on 15/07/2022 10:22:46 am

| Close |

4. Click the ‘Finish Float Handling’ button.

5. ‘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.

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

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

8. 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.
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9. Once your figures are entered click ‘Accept’ to continue.

% End of Day Cash up = x

End of Day Cash up for Till #1
I Sequence #4066, Starting on 15/07/2022

Payment Method Amount Counted Variance

> Cash $1,627.70 $1,627.70 $0.00
Charge $962,950.11 $962,950.11 $0.00
Credit Card $213.00 $213.00 $0.00
Eftpos $320.00 $320.00 $0.00
Voucher $10.00 $10.00 $0.00
Ext. Voucher $9.22 $9.22 $0.00
Rounding Adj. -50.43 -50.43 $0.00
Acct Payment -$2,557.92 -$2,557.92 $0.00
Direct Credit $2,007.92 $2,007.92 $0.00
Total Sales $965,068.80 $965,068.80 $0.00

Total Sales Recorded $965,068.80

Less Variance to Suspense Account $0.00

Float in Till From Last Day $10.00
Plus Account Payment $2,557.92 Setle Efipos Eftpos and credit card
Total Funds Collected From Till $967,636.72 settlement
Float Left in Till for Next Day £10.00 Continue with End of Day
V F12: Accept | procedure
Less Charges Payment $962,950.11
Less Vouchers Payment $19.22
Total Taking Today $4,657.39 anoriendielnavioy
x ESC: Cancel ~ Correct Transactions if any
Banking Today $1,617.70 Reconciliation Errors Found

MNote: Cash in the grid includes all the cash you received plus the float in till from last day

10. Click ‘Complete End of Day’ and the ‘Reports’ window will appear.
11. If you wish to preview reports before printing place a tick in the preview box.

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

13. 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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W End of Day for sequence # 10000004066, starting on 15/07/2022

.il End of Day f

[ ] a -
—— 1 Print Reports

)
"' Close
. | Sales Summary

L3

L3

1 . In-house Report
E n d Of D a y 0o 2 Breakage Report
1 2 TillRolls

Preview (Dont Print)

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

14. The cash up slip will print, and a popup will appear stating that End of Day is now completed.

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

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

..;)i % . check the sequence numbers at the bottom of the end of day

X window. If the sequence number that shows as closed in blue

@ text matches the sequence number on your reports, the End
of day has successfully completed.

End of DAY Sales Summary
‘ 0472006 10:56:56 a.m. to 13/04/2006 11:13:17 a.m. for - Comp
Oty Sales{exc.) GST Total(inc.)

Product Category

Sequence # 10000000049 was closed on 13/04/2006 11:13:17 a.m.

Sequence # 10000000050 started on 13/04/2006 11:13:18 a.m.

VETLINKPRO User Manual v7 7
Updated 20/04/2023



Chapter 13 RE\EIZ=e)

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 x
& : Statements 7 : Stm Others 8 : Stm Fees 5 : Banking
1: Buy Taxes 2 : Sell Taxes 3: Charges 4 : Franchises 5 : Accounting

General (Master)

Start of Financial Year ~ Transactjons exist so Start of Year can not be changed
Start of Week Saturday ~
Max GL Batch Diff $5.00

Accounting Software (Master)

Software Name CFL ~ Setup Send Contacts & Balances

Accounting Software (Profile)

Search Account By Code ~

VETLINKPRO User Manual v7
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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 ‘Financial’ 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 x
§ 1:Day 2 Week 3:Db Mth 4 Cr Mth 5:Db Year 6 Cr Year 7:Misc &:0ld Rpts
s
Manage Debtors End of Week
= EOW State End of Week Finished
Print GST End of Week Started 17/11/2021 3:05:07 pm
oy End of Week Finished 17/11/2021 3:05:18 pm
End of Week For 15/04/2023
View Gst
v
Print Creditors List
[
Print Sales Sum
) . smin
print Till Roll & Last EOW was done for For Week 27/05/2017 to 2/06/2017
—
Settle Eftpos  For Week 15/04/2023 to 21/04/2023
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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.

1: Buy Taxes 2 : Sell Taxes 3: Charges 4 : Franchises 5 Accounting

& : Statements 7: Stm Others 8 : Stm Fees 5 : Banking

Statement (Master)

+| Statements are sent $1.00 Min amount for sending Stm.

Print 0 bal Invoices an Stm 1 Day of Month to Send Statements

Print Cash Invoices on 5tm
Day ID Expires on

<

R

Use Incentive Discount Scheme
6 . Months to scan for invoices

<

Send Credit Statement
Batch Code for Alternative Statement  STM

<

Show GST Incl. bill ltem on Stm
Show Nett figure instead of GST Print 0 bal statements  None
Do not Show GST Details on Stm | Use Email Statement Module

w

<

Show GST Incl. bill subtotal

<

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

| Print Bonus Point Total Message

<

Print Batch & Expiry in Statements

1 VETLINKPRO User Manual v7
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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 X

7 : Background 2 : Internet g: Internet Cont. A Mobile B: Labs C: External

1: General 2 : Bar Coding 3 : At Startup 5: Colour Themes 6 : Reminders
End of Day (Branch) End of Month (Branch)

| Allow Multiple EOD Sequence 1 -~ Copies of Control Reports
Automatic End of Day 1 - Copies of sales Summary

1 . Copies of Sales Summary 0 > Copies of Staff Analysis

0 > Copies of Staff Analysis 0 >~ Copies of In-house Usage Report

1 > Copies of Till Logs ] > Copies of Breakage Report

1 - Copies of In-house Usage Report 1 - Copies of Debtors List Report
Print Blank Cash-up Report On Entry Catl | Stock Value By Category
Print Cash-up Report On Finished
Print Reports Before Cash up

+ Print Till Roll in Date/Time order

| Use Eftpos Settlement

End of Week (Branch) End of Year (Branch)

Automatic End of Week 1 | Copies of Sales Summary

| End of Week 1 - Copies of Staff Analysis

1 - Copies of Sales Summary 1 - Copies of In-house Usage Report

> Copies of Staff Analysis

1 - Copies of In-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 a tick in the ‘Statements are Sent’ field.

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

VETLINKPRO User Manual v7 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 v7
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S Batch Code for
Alternative Statement
format.

T Print O Bal Statements

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

Clients that have had transactions in the month but have a zero

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

Mr. Joe Bloggs

17a peachgroove road
Glenfield

Auckland

Inv. Date Inv. No D etails

TAX INVOICE/STATEMENT

GET Mumber111-222-23232
All Prices Include ST

Jan 2007 AfC 171001 B

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

Amount Disc. IDisc. Sub-Total

Balance Carried Forward: 3 mMonth: -39.20

-20.20

110172007 14404
c3 ForBabe
Cs 100 Dog a Denttoothpaste & brush

17012007

Cs ForBabe
Cs 1.00 Product 555

17042007
ForBabe
1.00 Froduct 555

Forhax
31012007

14388 Account Fees

/

NO CHARGE

|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

Total Overdue §0.00
Sales on this staternent  §450.00

0.00

0.00 364.41

including GST of $49.99

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.

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

Mr. Joe Bloggs

17a peachgroove road
Glenfield

Auckland

Jan 2007
TOTALTO PA

111001
$364.41

if paid by 20002707
includes disc of

$228.60

F135.81
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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.

2.

1

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

Click on the ‘Finance’ button and then on the ‘Stm Fees’ tab.

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.

@ Finance Setup X

3: Charges

1: Buy Taxes
6 : Statements
Account Fee Table (§ per month)

Account Fee Name To
Appear On Statement

G5T To Use GST
Name Curr 30 Day
Acc $0.00 $0.00
Acc $0.00 $1.00
Acc $0.00 $0.00
Acc $0.00 $0.00
Acc $0.00 $0.00
Acc $0.00 $0.00
Acc $0.00 $0.00
Acc $0.00 $0.00
Acc $0.00 $0.00

$0.00 $0.00

2 Sell Taxes
7 : Stm Others

Account Fees

60 Day
$0.00
$2.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

90 Day
$0.00
$3.00
£0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

4 : Franchises

8 : 5tm Fees

Interest Table (% per month)

Account Interest Name
To Appear On Statement

Account Interest

GS5T To Use

MName Curr 30 Day
Int
Int
Int
Int
Int
Int
Int
Int
Int

L T — T =T =T — = B = R =

Exempt

o o o o o o o o = O

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

5 : Accounting

5 : Banking

60 Day

L =T — T =T =T — T =R (C R =

90 Day

= = == = = =

Exit from ‘Setup’. You will now need to set the Account Fee and interest level for the clients.

Click on the ‘Client’ button.

Search and select the client you wish to set account fee or interest levels for.

Click on the ‘Financial’ tab.

VETLINKPRO User Manual v7
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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.

«s Elizabeth (Client # 1/21491)

1: General 2 : More 3 : Marketing 4 : Financial 5 :Info 6 : History 7:Doc Mgr 8 : Contacts
P lised Discount Schedul Show Expired Entries

Commercial Product Start On Finish On Staff Id Discount Incentive Disc
Acc. Fee
Interest Int ~
Exempt GST Mo ~

v

No data to display
Disc on Svc Mormal ~
Disc an Retail MNormal v
Disc on Mat Mormal v
Disc on Drugs Normal ~
I 4 > < Primary [¢] 4 = ’
Def Pmnt 1: cash ~
Stop Mailers No v Product Restrictions + Show All
Stop Cheque No e Product Start On Finish On Status | Quantity Allowed Quantity Sold Quantity Left
Stop Charge No v > Acezine-10 Inj 7/06/2017 7/07/2017 E 3 [1] 3
Stop Statement MNo ~ Androvax Plus 7/06/2017 7/07/2017 E 2 Q 2
Reason Why
1[4 { > | [¢]
1€ [4 ] ¥ < By_Number el ] v} 4 - 4 Menu AF3 : Exit

VETLINKPRO User Manual v7 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 client’s 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
a 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.

1 Buy Taxes 2 Sell Taxes 3: Charges 4 : Franchises 5 Accounting
6! Statements 7 : 5tm Others 8 : 5tm Fees 9 : Banking
Statement Order (Master)
Split Sstmts by Batch Code 6 letters ~
First Order Statements By Mth 90/60/30 ~
Then Order Normal Stmts by Last Name w
And Order Batch Statements by Last Name ~

Statement Messages (Master)

Account is now due,

Acc is Tmth overdue, Account is Tmth overdue, Please pay within 7 days.

Acc is 2 mth overdue, Account is 2mth overdue, Please pay on receipt of this statement.
Acc is 3 mth overdue, Account is 3mth overdue, Please pay IMMEDIATELY to avoid legal ac

Reset to Defaults

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 v7
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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 ‘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.qg.
Equine.

VETLINKPRO User Manual v7 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 1/231565
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
ai/oalzoio 1/231564
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 v7 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
IMMOAAD ~orasvopay ‘sorzss
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 v7
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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 ‘Financial’ menu and then ‘End of Period’.

2. Click on the ‘DB Mth’ tab.

% End Of Period X

1:Day 2 Week 3: Db Mth 4 Cr Mth 5: Db Year 6 CrYear 7 Misc 8: Old Rpts

Print Creditors List

End of Manth Finished

EOM Hold Date Released

Manage Debtors End of Month (Debtors)
% EOM State EOM Hold Date Released
Print GST Statement Started 3/11/2021 6:44:18 pm
Statement Finished 8/08/2022 4:59:37 pm
| @ Aging Started 8/08/2022 5:01:11 pm
Viewst Aging Finished 8/08/2022 5:02:01 pm
ﬁ End of Month Started 8/08/2022 5:08:06 pm

8/08/2022 5:08:14 pm
8/08/2022 5:22:21 pm

-
EOM POS Hold Date 171272021
Print Sales Sum Incentive Disc Expires 25/08/2003
int Till Roll *

Print Till Ro s Last EOM was for October 2021
H ]

Settle Eftpos / Working on November 2021

‘ Close |

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 v7 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 ‘Financial’ 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 ‘4’ 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 ‘Financial’ and then ‘End of Period’ and then click on the ‘3: DB Mth’ tab.

Click on ‘Complete Statements’, then ‘Make Statements’.

% Build and Print Statements for November 2021

Statements for November 2021 ’3 Make Statements
Compan ~
pany H Print All
#| | Batch Name BatchCode  Verified | Printed | Emailed =Company Type
> | No Batch Code State.. | NORMAL sample Cli..  Nort = print gatches
Batch Codes of ZD.. v} Sample Cli..  Nort  gg
i mmm Process Part Batch
Batch Codes of ZC... c Sample Cli.. Nort ==%
Batch Codes of TESTB... TESTBP Sample Cli..  Nort » Select Gne Client
Batch Codes of TEST..  TEST Sample Cli..  Nort
Batch Codes of A123..  A12345 Sample Cli..  Nort @ Prepare All Emails
No Batch Code State.. .NORMAL Company 2 Nort
Batch Codes of ZD... o) Company2  Nort (g Prepare Email For Batch
Dntrh FAdne AF 74 7 Camnla i Kiar ;
. P Close
Message to Print on All Statements DDB w . * Edit Messages
Message for Blank Batch Codes EMAIL ~ Print Options
Message for Non-Blank Batch Codes v Apply Messages +| Print Statements
Print 3 Letters Batch Codes Messages Yes ~ | Print Summary Page

Batches have been created successfully. If you received errors in the creation process, you must Rebuild
the Statements. Otherwise you must PRINT and then VERIFY all batches before Aging can occur.

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 ‘Financial’ 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.

% Build and Print Statements for MNovember 2021

Statements for November 2021 's Make Statements
Company “ALL* v H .
Print All
* Batch Name Batch Code Verified | Printed Emailed = Company Type
> NORMAL sample Cli.. Nt = print gatches

Batch Codes of ZD... D Sample Cli.. Nt gm
s Process Part Batch

Batch Codes of ZC... i Sample Cli.. Nt

Batch Codes of TESTE.. TESTEP Sample Cli..  MNoit Select One Client

Batch Codes of TEST..  TEST Sample Cli..  Nort et N

Batch Codes of A123..  A12345 Sample Cli..  Nort @ Prepare All Emails

Mo Batch Code State..  .NORMAL Company 2 Nort

Batch Codes of ZD... i) Company2  Nori (g Prepare Email For Batch
T Bntrh fadne mE A e - - - Tamnin Ol Mo
Message to Print on All Statements [a]n]:} ~ ® Edit Messa '-’ Close

& E ges

Message for Blank Batch Codes EMAIL v Print Options
Message for Non-Blank Batch Codes v Apply Messages | Print Statements

Print 3 Letters Batch Codes Messages  Yes v v Print Summary Page

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 batches 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.

Current  $0.00 [ Barcodes F&

Total $0.00 ' ViewReminders F7
Patients Fa

Appointments *

Total $0.00 B Biling ,
Type Breed Colou .§ Staterment

Cat DSH Tortis &% Clear No-Show

Loyalty 4
Motes Ctrl+M ¥
SMS Conversation

Edit Client in Tablet

Anonymise

SO DE 9

View Activity Log

« -— 4 Menu AF3 : Exit

Statement Options X

Statement Options

Statement Period December 2021 (Open) v

Message to Print IALL B2l Edit Messages

Include Credit Notes

Print Preview Email 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. VetlinkPRO 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@veltlinkpro.com 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 their 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 v7 2 7
Updated 20/04/2023


mailto:sales@veltlinkpro.com

@IFTo ) (Il END PERIOD

Workflow

Build Statements in VetlinkPRO

Prepare Emails in VetlinkPRO

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,
VetlinkPRO can login to your server and write a script to

aa Steve (Client # 2/912)

1: General

Send By Mail

~ A Apt Confirm
v E: Recall

~' H: HealthCare
S RA R ASiln e

3 : Marketing 4 : Fir

N : Newsletter
+ P : Promotion
+ R:Reminders
zlc . ciotoment

AMRSPEH

Contact By Phone for

A Apt Confirm
E: Recall

v H i HealthCare
R : Reminders

H

Send By Email
A apt Confirm
E: Recall
v H i HealthCare
v M : Mailers

HMMRP

Send By SMS

~ | A Apt Confirm
E: Recall
M : Mailers.
P : Promation

A

+| N : Newsletter

+ P :Promotion

+ R Reminders
5 : Statement

R : Reminders
T : Treatment

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.
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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 Logos | 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 Images

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. On the web portal, go to ‘Set Up/Utilities’ | ‘Landing Page Set Up’.
2. Select the Month you wish to add image for.
3. For ‘Upload Option’ either upload a new image or replace the selected.

4. Click browse and locate your image. NOTE: Images must be 550x330 pixels and less than
300kb.

5. Enter a display name for the image and click ‘Upload’.
6. If required Enter a URL link

7. Enter the batch codes to use this image.
o 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

Landing Page Set Up promotions etc.

e R ]

efault S Barrys Point Vet Clinic

Barrys Point Vets

I on@vetlinkpro com
Emall PPONG n “ 1
Address 21 Barrys Point Road k2 ‘ '

sommbiaes S ‘ 1 ‘ \ Q.' "!'-
‘ .

Iy e ke
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Web Portal Setup - Terms and Conditions

You can set up a Terms and Conditions button to appear on the landing page with your clinic’s
specific terms and conditions. You can also hide this button if you wish to not use this feature.

1. On the web portal, go to ‘Set Up/Utilities’ | ‘Profile’.
2. Scroll down to ‘T&C Options’.

3. If you want the Terms and conditions button to show, enter a label into the ‘T&C Button
Text’ field. If you do not want the terms and condition button visible, leave this field blank.

4. Inthe ‘T&C Content’ field, enter in your clinic’s terms and conditions and format them how
you would like using the inbuilt editor.

5. Select ‘Update Company Details’ once complete.

VetlinkPRO Statement Email Procedure

1. Click ‘Financial’ | ‘End of Period’. This will open the end of period screen.
2. Click ontab ‘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.

& Build and Print Statements for December 2021

Statements for December 2021 ’S Make Statements
~
Company fm prine a1
# | Batch Name BatchCode | Verified | Printed Emailed = Company Type
s P print gatches
> i No Batch Code State... | NORMAL Sample Cli..  Normal
Batch Codes of ZD... D Sample Cli..  Normal EE: Process Part Batch
Batch Codes of ZC... zc Sample Cli..  Normal
Batch Codes of TESTB.. TESTBP Sample Cli..  Normal . Select One Client
Batch Codes of TEST...  TEST Sample Cli..  Normal
Batch Codes of A123..  A12345 sample Cli..  Normal @ Prepare All Emails
No Batch Code State..  NORMAL Company 2 Normal
#m Prepare Email For Batch
Batch Codes of 7D.. 7D Company 2 Normal am "
I DB " ;" Close
Message to Print on All Statements . - Edit Messages
Message for Blank Batch Codes EMAIL ~ Print Options
Message for Non-Blank Batch Codes v Apply Messages V| Print Statements
Print 3 Letters Batch Codes Messages Yes v | Print Summary Page
Batches have been created successfully. If you received errors in the creation process, you must Rebuild the Statements.
Otherwise you must PRINT and then VERIFY all batches before Aging can occur.

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.
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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.

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. Edge, Chrome 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 username and password and click ‘Sign In’.

VetlinkPRZ

PUTTING SOME WOOF INTO YOUR PRACTICE

Online Statements 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 month’s 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. All images 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: VetlinkPRO
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: VetlinkPRO will provide you with a basic email template to get you started. For more
advanced templates contact your businesses graphic designer or email sales@vetlinkpro.com 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

Email Body
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2larrys Point VET CLinie

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
Mo 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 clients.

5. Click ‘Next’.

Send Statements

Statement

Statement for month Apr 2019 - 1/06/2019 1627 ~

HTML Email

Please select a pre-designed Email... ~

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

* Newsletters will only be sent to all clients who have the Newsletter by email flag ticked in VetLinkSQL.
e There s a limit of 25 batch codes to which different Newsletters can be assigned: if a 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
No / Other Batch Codes

No PDF Newsletter ~
MNORMAL

No PDF Newsletter v
REH

No PDF Newsletter ~
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 To remove 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

All clients Clients with statement Clients without statement
Distribution List : All clients

[m} Last Name First Name: Company Email

T T T T

O  Bloggs Joe josh@cfl.conz

] Cani Eve support@cfl.co.nz
] Cumin Tegan cfl testacc@gmail.com
0 Doe John josh@cfl co.nz

] Pencilman Roana 123123@gmail.com
O  smith Josh josh@cfl co.nz

O Test123 Jason Test34

m] Test 12038 Cfl Test Iksjdkas@gmail.com

Statement History

Date

01 Apr 2019
01 Apr 2019
01 Apr 2019
01 Apr 2019
01 Apr 2019
01 Apr 2019
01 Apr 2019

01 Apr 2019

Baich Code

"NORMAL

RSP

REH

"NORMAL

"NORMAL

"NORMAL

"NORMAL

"NORMAL

Client #

1072

1058

1003

1004

1002

1074

1063

1071

Total in List :

View

View

View

View

View

View

View

View

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 Financial | Manage Debtors / Clients. See
screenshot on following page.

The debtors screen will:

First split your debtors into tabs: 3 mth+, 2 mth, 1 mth and Current.
Under each monthly overdue tab you then have options to filter by category, mailing list.
The Search field on the left-hand side will let you search and filter by Batch Code, First
name, Last Name or Company.
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....**
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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For accurate balances End Of Month must be done, Last done for November.
-~ Debtors & Manual %% sales
3 Mth + 2 Mth 1 Mth Current
Starts with Category Number Client Category Mailer List Type Mailer List
Batch Code ~ ~ ~
Search By Al ~  Search
o Last Name First Name Company Name Phone (Home) Phone (Work)
Hill Grant 068747621 068747622
Lowe DlJ 06 8589318
Crom Bl Charrington Farm 06 8778091
Tuanui Lional 06 8783406
Kersten val Cahirdean Farm 06 8742868
Mohi Brent 06 8387265
Crowther Rita 06 8447707
Rakei Graham & Jan 06 8366896
Epplett Gray K 06 8588086 06 8588086
Bowes D&y 06 8568335 027 2379711 Bec
Simons ASBSA Poplar Hills 06 8577157
Lawrence M 06 8578526
Marrisan Kylie 0685 55138
Tipene Kris 06 8563184
> Harris RI&JD 06 8565544
Lewis P 06 8749863
King Wendy & Bob Kevern Kingsland Pa.. 06 8440324
Mcmillan Donna 06 8700126
Sherning 5 06 8583846 068589203
Sneers Y NAR742081 NA RSAARA2

~  |+/| Hide Inactive Clients

Mobile

0210666200

0210666200
0210666200

0210666200
0210666200

0210666200

0210666200

0210666200

0210666200
N21NARA2NN

* Total exclud dit labl
otal excludes credit available RI&J D Harris

Date Id

1/3958 ‘

New Note / ToDo New SMS

1/2957
174105

Client
Communication

1/3307
1/3085
1/3930
1/3765
1/3300
1/2875
174093

30/06/2...
More Contacts

New Email

1/3332
174211

| Hide Inactive Contacts

# First Name Last Name Id

Position

1/3457
1/3512
1/2996
174184

#. Get in touch || ToDo

lect Template

Select Email Template

Chi_Test (Template)

Client email template 02 (Template)
Cln_Email_ HTML Template (Template)
EMAIL_BILL (Template)

Gatton template  (Template)

HTMO1  (Template)
TIHTML  (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 username and password.
2. Goto ‘Financial’ 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 ‘Financial’ 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.

4 End of Year for Dec 2012 ~ Nov 2013

'il End of Year

'.__‘ Print Reports

'+ Clase
. n - Sales Summary

1 . Control Report

E n d Of Ye a r Preview (Dont Print)

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

4 VETLINKPRO User Manual v7
Updated 20/04/2023



END OF PERIOD [N@{gF=To) (=] g K¢}

Creditors End of Year

1. Click on the ‘Financial’ 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.

4 End of Year for Dec 2012 ~ MNov 2013

'il End of Year

taml Print Reports

"’ Close

n > Control Report

E nd Of Yea r Preview (Dont Print)

You may change the quantities of each report to print before Doing the End of Year. If
you want to print 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 ‘Financial’ menu.

2. Click on ‘End Of Period’ and then on the ‘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.

4 End Of Period

] 1:Day 2 : Week
b 3
Manage Debtors p d L
- [
Print GST Print End of Week Rpts
e Print Old Statements
View Gst Print Debtors List

Print Db EON
v

Print Creditors List [ (G (2L s

=1

Print Db EOY Rpts

Print Cr EOY Rpts

Print Sales Sum

=)

Print Till Roll =

Settle Eftpos

Close

3: Db Mth

Seq # 1/4066
Seq # 1/4065
Seq # 174061
Seq # 1/4058
Seq # 1/4057
Seq # 1/4056
Seq # 1/4055
Seq # 1/4054
Seq # 1/4053
Seq # 1/4052
Seq # 174051
Seq # 1/4049
Seq # 1/4048
Seq # 1/4047
Seq # 1/4046
Seq # 1/4045
Seq # 1/4044
Seq # 1/4043
Seq # 1/4042
Seq # 174041
Seq # 174040
Seq # 1/4039
Seq # 1/4038
Seq # 174037
Seq # 1/4036
Seq # 1/4035
Seq # 174034
Seq # 1/4033
Seq # 1/4032

4 Cr Mth

15 Jul 2022 10:22 to 24 Apr 2023 11:15 A
11 Jan 2022 11:54 to 15 Jul 2022 13:38
17 Nov 2021 15:04 to 11 Jan 2022 11:54
29 Oct 2021 15:10 to 17 Nov 2021 15:04
22 Oct 2021 16:39 to 30 Oct 2021 10:54
20 Oct 2021 17:30 to 22 Oct 2021 16:39
20 Oct 2021 17:24 to 20 Oct 2021 17:30
20 Oct 2021 17:23 to 20 Oct 2021 17:24
20 Oct 2021 17:19 to 20 Oct 2021 17:23
20 Oct 2021 17:17 to 20 Oct 2021 17:20
24 Sep 2021 16:34 to 20 Oct 2021 17018
21 Sep 2021 08:52 to 24 Sep 2021 16:34
16 Aug 2021 17:19 to 21 Sep 2021 08:52
11 Aug 2021 0%:06 to 16 Aug 2021 17:20
03 Aug 2021 14:21 to 11 Aug 2021 09:06
15 Jul 2021 11:01 to 03 Aug 2021 14:22
15 Jul 2021 10:58 to 15 Jul 2021 11:58
15 Jul 2021 09:51 to 15 Jul 2021 10:58 [ *SUPY]
14 Jul 2021 17:43 to 15 Jul 2021 09:50
14 Jul 2021 16:12 to 14 Jul 2021 17:43
22 Jun 2021 15:52 to 14 Jul 2021 1612
22 Jun 2021 14:26 to 22 Jun 2021 15:52
22 Jun 2021 13:41 to 22 Jun 2021 14:26
15 Jun 2021 13:09 to 22 Jun 2021 13:.44
15 Jun 2021 12:57 to 15 Jun 2021 13.09
18 May 2021 14:42 to 15 Jun 2021 12:58
01 Jul 2020 13:13 to 31 May 2021 15:17
01 Jul 2020 10:40 to 01 Jul 2020 13:13
24 Sep 2019 11:24 to 01 Jul 2020 10:40 [ OWN]

5:Db Year 6 CrYear I Misc 8:0ld Rpts

AA]

[AA]

[ OWN]
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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 username 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 x

6 : Statements 7 : 5tm Others & : 5tm Fees 3 : Banking
.................. 1:BuyTaves | 2: Sell Taxes 3 Charges 4 : Franchises 5 : Accounting
Master

~ | GST is invoiced based
GST Return Frequency (Mths) 1 b
v | Use Buy GST

Buy GS5T Rates

Tax Name Tax % | Mew Tax Date | New Tax % Tax Name Tax % | MNew Tax Date | New Tax %
0 Exempt 0 0 Exempt o
1 G5T 15 1 Buy_Tax_1 0
2 Zero Rated 0 2  BuyTax_2 ]
3 o 3 BuyTax_3 0
4 o 4 Buy Tax_4 0
5 o 5 Buy_Tax_5 o]
6 o 6 Buy Tax_6& o
7 0 7 Buy_Tax_7 0
g o 8 BuyTax_8 0
9  GST Only 100 9 Tax Only 100
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Printing GST Returns

1. Click on the ‘Financial’ menu.
2. Click on the ‘End of Period’ option.
3. Click on ‘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 ‘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 Total purchases and expenses {including G 5T), 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

VETLINKPRO User Manual v7

Updated 20/04/2023



END OF PERIOD [N@igF-To) (=] g K¢}

Viewing a GST Transaction Summary

1. Click on the ‘Financial’ menu.

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

3. Click on ‘View GST’.

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

5. In the ‘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 ‘View Details’ button to view the summary of transactions.
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