VisionVPM

A member of the Provet Group of Companies

A division of Provet NZ Pty Limited

Version 1.0

VisionVPM user documentation is continually being developed. For the most up-to-date
documentation please visit the VisionVPM website at
WWW.Visionvpm.com
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Many settings and options for VisionVPM are setlupugh the Maintenance module. These
settings are offered so you can customise Vision\t@kheet your business requirements and to
make your data use and reporting as efficient asiple.

Codes and descriptions for various fields are sétaip in the Maintenance module.

The Maintenance module also offers many othettieslincluding ways to group data and check
transactions.




Setup

The setup section covers the settings you may twiséview when VisionVPM program is
initially installed.

Most of these settings can be changed at a later tf you find VisionVPM is not performing as
you would like, check the available settings ortachthe Provet IT Service Desk for assistance.
There may already be options available to get Vii¢PM working the way you want.

Company Information

This window is where clinic and GST details areceadl so they can be utilised in other areas of
VisionVPM.

Go to:Main menu >Maintenance module >Maintenance menu >Company Information

Company Details

Compary Mame | VizionPh
a division of Provet M2 Pty Ltd

Address | 2/319 Cameron Fload
Tauranga

Phore Mumber | 0800 847 876

Ernail Address | supportEyizionypm, com

‘Year Begne | 1.JUN OB
GST Baziz O |nvoice " Payments
G5ST Mumber | 123-436-202
GST Rate |125 | %
Yersion |335

Header Info | For all creatures great and small |

ABN Number | Cave F7
ACN Number |
Type llji Cancel F3
Settings

The following details will appear on invoices andoice/statements when the appropriate type
of invoice or invoice/statement is selected.




Company Name
Address

Phone Number
Email address

Year Beginsis the first day of your financial year. For exampl April 2007. It is reset when an
End of Year Rollover is performed. This date shawdtlbe changed without consultation with
Provet IT Support. A password is required to chahgeYear Begins date.

GST Number is required for NZ clinics.

GST Basis:select the method by which you pay GST:

Invoice (Accrual).
Payments(Cash).

GST Rate: Enter the current GST Rate. At time of writingstis 12.5% for New Zealand and
10% for Australia.

Version: This field is automatically populated when inbieg VisionVPM and it is the version
number of the program. When you update with a redeasse, this field is updated automatically.
This entry should not be changed unless advisedisignVPM staff.

Header Info: An area where you can enter your company's motstogan. If you do not use
letterhead, the Header Info will print between @@mpany Name and Phone Number on
invoices.

ABN Number: Australian Business Number.
ACN Number: Australian Company Number.

Type: The type of installation - for New Zealand or &adia. This gives access to appropriate
modules and invoice or invoice/statement formatgtat country.

0 = New Zealand
1 — Australia.

Click Saveto save the settings and close the window.

Account Defaults

TheAccount Defaultswindow displays the default General Ledger accaones used for
control accounts and various other default settings

Any required General Ledger accounts can be s#tropgh the General Ledger Module.




To set up a General Ledger Account

Go to:Main menu >General LedgerModule >General Ledgermenu >Chart of
Accounts

Click Insert.

Enter theAccount Codeand a name or description for the account.

If the account is to be subtotalled to another antause the list arrow to select that account.
Enter aPage Naif required.

Select the account type by clicking on the buttarttiat option.

If GST does not apply to the account, selsato Rated for GST?

If the account is a bank account, selBahk Account.

The Level box in the lower right hand corner wibglay the subtotalling level for that account.
If it has not been subtotalled to another accatwet)evel will be 0. The System ID box displays
the system generated code for that account.

A standard set of general ledger chart of accasnteluded in the database. You can change
these codes in consultation with your accountadt\éesionVPM staff.




To Enter Account Default Settings

Go to:Main menu >Maintenance module >Maintenance menu >Account Defaults

Settings

The following are the default control accounts #ua set up on installation of VisionVPM:

Retained Earnings
Debtor Control
Creditor Control

GST Control

Default Bank

Default Safe

Unders & Overs

Cheq Clear Alc
Account Fees Alc
Eftpos Holding Account
Bad Debt A/c

Cash Sale Alc
Discount Received Alc

%



Sales Control
Cost of Sales
Stock on Hand
Default Till
Default Asset A/c
Depreciation Alc
Loss on Asset Sales
Interest Alc
In addition to the default control accounts you atso set up the following items in this window:
Cheq Clear Fee The amount to be charged for each cheque abeveuimber of free
cheques, as described below.

No. of Free CheqsThe number of cheques the bank will accept bedarkeque clearance
fee is charged.

Account Fee The amount that will be charged to clients withcautstanding balance at
month end, for example, $5.00

Min A/c Fees Balance The minimum outstanding client balance to whicbaunt fees will
be applied. This can be set at 0.00 to generataiatéees on all outstanding balances.

Charge Al/c Fees @The account period when account fees will beiadpFor example, 1
month overdue. Use the list menu to select.

Goods Receipt Accountif you are going to use goods receipts in VisioM/Rnter the
general ledger code for your goods receipt account.

DC Batch Payment Account:An account code must be entered if you wish tatbgiour
supplier payments in the bank reconciliation window

Stock Adjustments: This account code must be entered before youhriprtocedure
Create COS Journals as part of your end of month processes.

Stock Wastage:This account is used for stock adjustments reliedhstage, for example
when stock has passed its use by date, or the giagkia damaged and it cannot be sold.
This might include dead fish, or any other fornwafstage within the clinic.

Monthly Interest %: The amount of interest to be charged on clierdri@ds at month end.

Min Interest Bal: The minimum client balance for interest to be gatesl. This can be set at
0.00 to generate interest on all outstanding baksnc

Charge Interest @:The account period where interest will be generater example, 1
month overdue. Use the list menu to select.

Eftpos Bank Account: If you wish your eftpos payments to be entered ambank account
other than your Default Bank a/c, enter the gerledger code for your eftpos bank account
in this field.

Incentive Discount Account:If you wish to use incentive discounts, entercbde for the
general ledger account for incentive discounts.

Syndicate Holding A/c: If you wish to use syndicates, enter the codetfersyndicate
holding account.

Credit Card Holding A/c: If you wish to pay suppliers using a personal itreakd enter the
general ledger account for the credit card hol@ogpunt.

#



Click Saveto save the settings and close the window.

All required fields must be correctly completedtbis window to enable VisionVPM to
correctly allocate money to the appropriate Genegdger accounts, charge account fees and
interest, charge dispensing fees and process lgmkin

System Defaults

The System Defaults window gives a number of ogtiam the way VisionVPM is run. These
are System settings which will affect every compgtmnected to the server.

To set up or change System Default Settings

Go to:Main menu >Maintenance module >Maintenance menu >System Defaults.

The System Tab

General System Settings

Use mixed case names on | Defaults the first letter of each part of the nama

selected fields capital letter automatically.

Use VPM with multiple Select only if using terminal server.
clinics through remote

access

Use A5 for selected reports | Print selected reports on A5 paper rather than A4.
Use analysis by department | Allows selection of analysis by department rather




Make the user field
compulsory

Use printers added to
printer setup only

Edit mode on main detail win

than analysis of the whole ent

Makes it compulsory to enter user codes on
transaction windows, for example, invoices.
This means that the user must use a printer tl
setup in Maintenance.

dows

Windows to use permanent
edit mode.

Windows not in permanent
edit mode till activated.

Other Settings

Data entry windows will be permanently in edit
mode — no need to click the edit button before
making changes.

Click Edit to make any changes to existing recc
— client, animal, stock, supplier.

Main Menu Name

Default department

Clinical record font

Lock clinical records after

Last statement number

Dairy export name

Path to documents on server

Path to omnis7 folder on
server (laptop transfer)
Optional server name (.net

Allows you to change the name of the Main menu.
An ampersand '&' should be inserted in front of the
name if you use quick keys to access the menu.
The default department for the system can be
entered here.

Note: a default dept loaded in Maintenance >
Computer defaults will override this setting.
Allows you to select a default font for clinical
record entries. Choose from 1 - 5.

Prevents alterations to the clinical records after
stipulated time.

Records the last statement number. Enables a start
number for statements to be selected in a new
system.

A unique name given to the clinic by Fonterra for
an export balances routine (Clients > Reports).

The path to where word documents uset
VisionVPM are stored on the server computer.
Enables work stations to save documents in a
common file on the server. Browse to find
document location.

A path used for the laptop transfer process.

When a .net application requires a server name

applications)
Click Saveto save the setting

can be entered here.

s and close the window.




Extra Setup Windows
Buttons at the bottom of the System Default windpve access to additional set-up windows:

Appointment Options Offers options for the appointment book — refer to
Appointment section.

Invoice/Receipt Options For set up of slip printer and messages.

Setup Drug Labels Offers options for drug labe

PACS Setup Offers options for setup of PACs modality.

Email Setup Offers options for setup of VPM Mail.

Appointment Options

You can choose which type of appointment list yee,thow your appointments are displayed,
the colours of the various statuses of the appa@ntriist and whether or not you want photos
displayed on your appointment book.

These are system settings so they will apply toyesemputer in the clinic.
To set up or change Appointment Options
Go to:Main menu >Maintenance Module >Maintenancemenu >System Defaults

Click Appointment Options.




Settings

SelectUse Multi- column Appt book to display a column for each appointment bookhi
is not selected, the window will display a singtgaintment book at a time, with tabs for
access to the other books

Enter the time in seconds in tbipdate Appointments everybox. This is how frequently
VisionVPM will update the waiting time.

Click the appropriate button to select your predfdidisplay Option for the client names in
the appointment time slots.

SelectShow appointment book photogo display a photo at the top of each appointment
book. These are used by some clinics to help slielentify the vet they saw previously.

SelectShow appt notes on the clinical recordo have the appointment notes transferred to
the clinical record when opened.

SelectShow the animal name in the waiting roonto have the animals' names displayed in
the waiting room after arrival.

Colour options for the stated text or backgrourrdeiach type of time slot can be chosen
using theSelectbuttons for the relevant fields.

Clicking theOptional Typesarrow will offer a choice of several colour sats the text and
background.

The size of the appointment cell can be definedrigring the size (in mm) in tWidth




andHeight boxes.

Any or all of theAppointment Cell Options can be selected. These determine the
information displayed in the appointment cell.

Note: Several of the options apply only to the MGlblumn Appointment Book.

Click Closeto close the window and clickaveon theSystem Defaultsvindow to save the
options.

Putting in place the appropriate settings for cluse will increase the efficiency and user-
friendliness of VisionVPM and customise VisionVPBt fyour clinic's requirements.

Invoice/Receipt Options

This window is for the setup of slip printer andss&ges and to determine whether the balance
due on invoice and receipts will be displayed.

To setup or change Invoice/Receipt Options

Go to:Main menu >Maintenance Module >Maintenance menu >System Defaults

Click Invoice/Receipt Options.

Settings
For 'New Standard' invoice report formats

If a slip printer is used for printing invoices areteipts Slip Printer Codesand the amount
of Slip Printer LIne Feed can be entered here.




SelectShow balance due on invoice and receiptghere required.

Optional: Enter the text of a message to be incuaeany invoices with the 'new standard
format'

For all invoice/receipt report formats
EnterLeft Margin where required.

SelectPrint a second copy of the invoice and receipthere a second copy of all invoices
and receipts is required (for hard copy storage).

Click Closeto close the window and clickaveon theSystem Defaultswindow to save the
options.

Setting up Drug Labels

Default drug label settings can be applied in #irsdow. The settings you select will depend on
whether you are using pre-printed labels and wifatmation is pre-printed.

To setup or change Drug Label defaults
Go to:Main menu >Maintenance Module >Maintenance menu >System Defaults

Click Setup Drug Labels.

Settings

Select the Warning Message you require buy clickinghe appropriate button.
No warning message

Animal Treatment Only Keep out of the reach of Chitren

Keep out of the reach of children.

You can select ttnclude Company Name On Label

The name of the Vet whose code is selected on @midow of the clinical record will be
included on all labels iinclude Vet and Emergency Phone Nds selected.

Type in theEmergency Phnumber if required.




Click Closeto close the window and clickaveon theSystem Defaultswindow to save the
options.

PACS Setup

PACS are Picture Archiving and Communication Systamd are servers dedicated to the
storage, retrieval, distribution and presentatibmedical images.

An interface to a PACS system provided by Centi@bNetworks (CDN) is available through
VisionVPM. The PACS interface is available througjlovet IT for clinics using the CDN PACS
system.

To setup VisionVPM for the PACS interface

Once the interface software has been loaded, Wi§dh must be set up to work with the
interface and the PACS system.

Go to:Main menu >Maintenance Module >Maintenance menu >System Defaults
Click PACS Setup.

Enter the information relevant for your system.

Click Updateto close the window and clickaveon theSystem Defaultswindow to save
the options.

VPM Mail Setup

The Email settings window allows you to choose leetmvusing Microsoft Outlook or VPMMail
when sending individual emails from the Client Distavindow as well as providing setup
options for SMTP Server and reply email addresses.




To setup or change email settings

Go to:Main menu >Maintenance Module >Maintenance menu >System Defaults

Click PACS Setup

The default option for sending individual emailsisl Outlook. SelecvPMMail if you
wish for individual emails to be sent through VPMMMerging to email through Marketing
or Reminder Schedule will always use VPMMail.

When using VPMMail the following options must bé:se

SMTP Serveraddress (name or IP)This is the name of the server through which your
emails are sent. If you use a mail server on yetwark you would enter the name or IP
address of that server. Otherwise, if you send lsrttaiough an Internet Service Provider
(ISP) such as Xtra or Telstra Clear you would begtSMTP details. An example for
accounts with Xtra would be send.xtra.co.nz

Default reply email address:This is the main email address for your clinic whweill be
sent with each email. This address can be chalgewkt of the 'extra’ reply addresses at the
time of sending an email.

Extra Reply Addresses: A list of alternative reply addresses can be edtéere. The
required address can then be selected from a dnp tist when sending an email. The
addresses should be entered on a separate lihgugtita carriage return between them.

Click Update to close the window and clickaveon theSystem Defaultswindow to save
the options.




Client and Patient Settings

To set up or change Client and Patient Settings

Go to:Main menu >Maintenance module >Maintenance menu >System Defaults> Client
tab.

Settings

Client Details

Use the client's last name as| Defaults the client search to the last name field.
the default search

Default Search For selection of the type of default search.

Disable the client first name | This option is for clinics that do not use the wtie
field first name field.

Load the first animal when | When selected, the first animal in the Animal list
moving to the animal will be loaded when you click the animal button on
window the client window.

If not selected, a window for inserting a new arlima
will be displayed.

Hide deceased animals from| The names of deceased animals will not be

the patient list displayed in the animal section of the client dstai
window.

If not selected they are visible at the bottomhef t
animal window.

%



Patient Details

Disallow multiple animals
being listed on the invoice

Disable breeds being added
from the animal window

Display animal's weight as
grams instead of kilograms

Disable the external
photof/file count

Disable the Hospitalised
Invoice

Other Settings

Selecting this will mean that VisionVPM will not

add multiple animals on an invoice when you are
moving between different Animal Details windows.
Prevents animal breeds being added from the animal
details screen as new animals are entered.

Shows animal weight in grams — useful for clinics
with many birds or small exotics as patients.

Disables the count on external attachments to speed
up processing.

The hospitalised invoice option and its associated
prompts are not displayed.

Create a diary task of
downloaded lab results
Prompt for the vet's code on
invoices and clinical records

Client Address Settings

When selected,VisionVPM will create a diary task
when a lab result is downloaded.

When selected, VisionVPM always prompts for vet
codes on invoices and clinical records.

Client Code

Address Labels
Client name display

Exactly match above
Numeric code starting

number
Default Suburb

Star client list number

Default City

Select the type of Client Code generated from the
Client Details.
Allows a setup to be chosen for address la

How VisionVPM will display and print the client's
name on labels and correspondence.

Uses exactly the fields specified.
If this is not selected, VisionVPM may make some
smart substitutions when fields are not populated.

Enables selection of a start number for code
required.

Optional - The suburb field of all new client redsr
will be populated with a suburb entered here.ait ¢
be overtyped in the client records if required.

How many top clients you want identified with
stars.

Optional — The entry here will populate the city
field of all new client records. It can be overtyp
in the client records if required.




To Set up for a page of Labels

Click on the Cut Sheet button to display the ladwelfiguration window.

The label height and label width are measured fierstart of one label to the start of another,
even if the labels have strips between them. Yetiimgls may need adjustment to fit your label
page exactly.

Click Closeto close thé_abel Configuration window and clickSaveon theSystem Defaults
window to save your settings.

Financial Settings

To set up or change Financial Settings

Go to:Main menu >Maintenance module >Maintenance menu >System Defaults>
Financial tab.




Settings

Client Invoicing

Use the generic stock name
on client invoices

Don't add stock messages
into the invoice message
field

Don't write the discount
amount into the items
description

Display invoice item
amounts without GST
Prompt when adding
products with a dispense fee

Round stock items to the
nearest 10c

Prompt if a payment is not
added to an invoice

Display the reminder
window when new
reminders created
Prompt for stock letters to
be printed

Use clinical record date on
the invoice

Use equine location field on
batch invoicing

Client Payments

Where there is a generic stock name listed in the
Stock Details window, this will be loaded on the
invoice rather than the product name.

When this option is selected, stock messages &
displayed in the invoice message area at the bottom
of the invoice, but not in the body of the invoitfe.

not selected, the stock messages appear both in the
body of the message and at the bottom of the
invoice.

The discount comment will not be included in the
item description.

Invoice line items will be displayed excluding GST.

A prompt is displayed when products with an
attached dispensing fee are inserted on the invoice
This gives the opportunity to check and change the
dispensing fee and view the total price before the
price is loaded.

Invoice line items will be rounded to the neare
cents.

Generates a prompt when the invoice is closed or
printed, but no payment has been made.

VisionVPM will display the reminder window ¢
saving an invoice which contains stock items with
reminders attached.

VisionVPM will prompt to print stock letters on
saving an invoice which contains stock items with
letters attached.

If this option is selected, the default date fa th
invoice will be the clinical record date. If thiptmon
is not selected the default date is today's date.
Displays the equine location field in the Batch
Invoicing window. The location field will print on
the invoice.

Default the payment amount
to equal the total of the
invoice

Disable the eftpos
withdrawn field

The default payment amount will be equal to the
total of the invoice, rather than the total owed.

Cash withdrawals associated with Eft|
transactions will be disabled.




Client Financial

Only view cheques on the
bank deposit after saving
the till

Allow mid-month dates for
client statements and aged
analysis

Client / Supplier Activity

Cheques do not appear in the bank deposit until the
till balance is saved.

Allows statements and some financial reports to be
run at times other than the end of the month.

View client/supplier activity
items automatically

General Ledger

Opens the activity windows witliew Item
selected. (Item field at bottom displayed.)

Use department budgets

Check for automatic
payments on a Bank
reconciliation

Departmental budgets are only availablanglysis
by Departmentis selected.

On opening the Bank Reconciliat VisionVPM
will prompt to check for automatic deposits and
payments.

Click Saveto close the window and save your settings.

Stock Settings

To set up or change Stock Settings

Go to:Main menu >Maintenance module >Maintenance menu >System Defaults> Stock

tab.




Settings
Stock Settings

Use the stock's description
as the default search

Default Search

Use Average cost for stock
valuations. Calculate the

average cost from
Use a zero stocktake

Hide the onhand quantity
for non stock / consumable
items

Automatically display the
stock list when an exact
product is not found

Use a bar code scanner for
finding products on the code
field

Prompt on non-exact bar
codes

Display the department
onhand on the stock details
window

Dispensing fee multiplier

Discount Options

The Search by field will default to stock
description rather than stock code.

Select the type of default seal

Enables a current date to be selected for stock
valuation.

As part of stock taking procedures, you can elect t
zero the stock on hand quantities before entering
correct stock figures.

Hides the negative onhand quantity for stock items
which are not purchased, for example, services and
fees.

A stock list will automatically be displayed if ade

or a description without an exact match is entered.

Select only if using a bar code scan

When this option is selected a prompt will
displayed when there are no matching bar codes.
If this option is not selected, the closest matghin
bar code will be displayed.

When this option is selected, the department <

on hand amount will be displayed in the Stock
Details window.

If not selected, the total stock on hand amounrit wil
be displayed in the Stock Details window.
Multiplies the amount in this field with the
dispensing fee in the Stock Details window and
applies it to the stock item.

Store the discount against
each stock item

Add a single discount line
item per invoice
Discount stock code

Stores the discount against each individual s
item instead of allocating to one discount account.

Add one discount line per invoice rather than a
discount line per stock item.
Enter a stock code for applying discou

Click Saveto close the window and save the settings.




Computer Defaults

The Computer Defaults window is where individualrkstation settings can be selected. These
include, for example, default settings for prinfegspointment books and receipts. Access to
Word and Excel is also set up in this window.

To set up or change Computer Defaults

Go to:Main menu >Maintenance module >Maintenance menu >Computer Defaults.

To Set up Computer Default Paths

Most of the paths in theomputer Defaultswindow can be set using tBgowse buttons
available.




Click the Browse button to display #®lease locatavindow.

Click theDrives arrow and then select the correct drive.

Scroll through the folders on the right. Doublezklon the required folder to open and display
the folders it contains.

When there are .exe files present in the foldersehwill be displayed on the left-hand side of the
window. Double-click the appropriate .exe file tdext. The path will then be displayed in the
box on the Computer Defaults window.

Typical paths:

MS Paint C:\WINDOWS\system32\mspaint.exe

MS Word C:\program files\Microsoft
Office\OFFICE11\WINWORD.EXE

Wordpad C:\Program Files\Windows
NT\Accessories\wordpad.exe
MS Excel C:\program files\Microsoft

Office\OFFICE11\EXCEL.EXE
Web browser| C:\program files\Internet
ExploreNIEXPLORE.EXE

Letters Ideally these paths should lead to comriles én
. the server.

Clinic Docs | This way only one file on the server needs to be
Adhocs updated, rather than files on every workstation.

The file within the Microsoft Office folder may hawa different number depending on the
version of MS Office you are using, that is, it mimyOFFICE, OFFICE10, OFFICEL11, etc.

Set up EITHER a path to Word OR a path to Wordjfagbu choose to use Wordpad you must
check the boxtUse Wordpad for client/animal new documents




To Set up printers and cashdrawers

This allows specific printers to be selected fagafic purposes for this workstation. It also
allows a cashdrawer to be fired by appropriate gayrtransactions: Cash, cheques and Eftpos
(for the slips).

The options include:

Slip Printer — prints on continuous narrow paper.

Cashdrawer — opens for payment transactions.

Cashdrawer printer — a printer attached to the cashdrawer.
Invoice/Receipt Printer — default printer for printing invoices and redsip
Label printer — for printing drug labels.

Default screen printer — for printing reports to screen.

To Set up a Slip Printer

Setting up a slip printer in VisionVPM is a techaliprocedure. We recommend consulting your
local computer hardware support. Technical inforamais available through the Provet IT
Service Desk.

To Set up a Cashdrawer

In VisionVPM the cash drawer can either be conrtdteectly to the computer or connected to a
slip printer. Setting up a cashdrawer is a tedimpeoocedure. We recommend consulting your
local computer hardware support.

When the cashdrawer is connected to computer disect
Go to:Main menu >Maintenance module >Maintenance menu >Computer Defaults

Ensure there is a tick idashdrawer on this workstationand enter th®ort that the
cashdrawer is connected to.

Where the cashdrawer needs to fire from multiplemrees, set up a printer driver (of any type)
and assign it to print to the cashdrawer port.

This printer can then be shared so other workstatawe able to use it.

Load the name of the printer ilkéain menu >Maintenance module >Maintenance menu
> Computer Defaults > Cashdrawer Printer.

When the cashdrawer is connected to slip printer:
Go to:Main menu >Maintenance module >Maintenance menu >Computer Defaults

Ensure there is no tick @ashdrawer on this workstationand no entry in th€ort field.

Use the facility within the printer driver to fitte cashdrawer, if available. If not use a
generic/text only driver and enter the codes regliby the slip printer to fire the cashdrawer.

Load the printer name into ti@ashdrawer Printer box inComputer Defaults.




To set up Printers for this workstation

Setting up printers can be a technical proceduer&dommend consulting your local computer
hardware support.

Before doing any printer setup within VisionVPM:
All required printers must first be installed o tAC and configured correctly.

All correct paper/label sizes must be seMimdows > Control Panel > Printers/Faxes
prior being added to VisionVPM.

Test the printer is working correctly using an aggtion such as Notepad. Do NOT use the
Windows > Print Test Page functionality.

Where to set up Printers in VisionVPM:

First check the version of Omnis on the workstatilick File > About Omnis 7.3and check
the version number.

If the computer is running Omnis 736, printers mhesset up itMain menu >Maintenance
Module >Maintenance Menu >Printer Setup, AS WELL ASMain menu >Maintenance
Module >Maintenance Menu >Computer Defaults.

If the computer is running Omnis 737, or 738, mratonly need to be set upNtain menu >
Maintenance Module >Maintenance Menu >Computer Defaults.

To set up a printer in Computer Defaults

It is important to set up the printers that will imeed by the workstation fomputer Defaults.
Go to:Main menu >Maintenance module >Maintenance menu >Computer Defaults
Use theBrowse buttons beside the printer boxes to display thefiavailable printers.

Select the required printer and click OK to close the window. Click on tt&tore button to
store the address and it will appear in the box.

Setting Other Default Options
Several default options for the workstation carséieup in Computer Defaults.

Go to:Main menu >Maintenance module >Maintenance menu >Computer Defaults.

Default Report allows selection of the format for printing invogce




The non-selected report format will only print dy select a printer NOT loadedNain
menu >Maintenance module >Maintenance menu >Computer Defaults >
Invoice/Receipt Printer.

Default Vet - When a code is entered, the vet field on any iéll be populated with this
code. This is useful if there is only one vet &t ¢thinic or only one vet using this workstation.

The Default Vet code can be overtyped if necessary.

If a Default Dept number is entered, this will app the department field on any item. This
should be used when a computer is used within @méydepartment of the clinic.

The Default Dept Code can be overtyped if necessary

Receipt Printing - The options for printing receipts from the Cli&wetails window are:

No Receipt Printed - No receipts are printed. VisionVPM does not ofteptint a
receipt.

Prompt for Receipt - When a payment is made VisionVPM will prompt tonpia
receipt.

Automatically Print - A receipt is automatically printed for every payrhen
Click Saveto save the settings and close the window.
Mobile Laptop Options

Laptops can be set up as normal work stations wtheseare used in the clinic all the time and
linked to the server.

Mobile laptops are not always linked to the serlbarta entered into VisionVPM off site can be
imported back into VisionVPM on return to the alinMobile Laptops require a Laptop Transfer
licence and software and a licensed VisionVPM paogr

Please contact the Provet IT Service Desk forifiidirmation on the set up of a Mobile Laptop.
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Mobile Laptop Settings

Go to:Main menu >Maintenance module >Maintenancemenu >Computer Defaults >
Mobile laptop

Your Key is available with the Laptop transfer licence.v&td T supplies th&®egistration
Codewhich is generated from the Key code.

TheLaptop Import Letter identifies your laptop uniquely to the server. @@ a letter that no
other laptop on your network performing laptop #f@n has used. Type the letter into Liagtop
Import Letter box.

Optional Settings
The Optional Settings set up the laptop for bankg@meration of documents and editing records.

When the laptop is used in a specific departmeattDept number should be entered.

Once the Mobile laptop is set up, the Mobile lappptions on théMain Menu can be used:

Copy Server Database- to transfer data from the server to the laptop.
Send Changes to Server to transfer new data from the laptop to theeserv

Setting up Terminal Accounts

Special setup for certain general ledger accosnisquired where Terminal Server is used and
branches process their banking separately or @fsgedit bank accounts. If Terminal Accounts
Defaults are not set up, VisionVPM will use the kiag accounts as set Main menu >
Maintenance module >Maintenance menu >Account Defaults

#




Set up General Ledger accounts and codes for thActiount, Safe Account, Eftpos
Holding Account and Unders and Overs Account fahedepartment (branch) Main menu
> General Ledgermodule >General Ledgermenu >Chart of Accounts.

The Terminal Account number should be your defacttount as set up Main menu >
Maintenance module >Maintenance menu >Account Defaultsfollowed by~ and the
number of the department.

For example, if you have 3 departments and youaud€eTill Account number is 450 then the
Terminal Accounts for th&ill Account will be 450~2, 450~3, etc.

If you use different bank accounts at each climia will need to set up new Terminal
Accounts in the General Ledger codes for the Baogofints. For example, 401~2 and
401~3, eftc.

Go to:Main menu >Maintenance module >Maintenance menu >System Defaults>
General System Settings.

SelectUse VM with Multiple Clinics through Remote access.

Set up Terminal Account Defaults for each satedlibeic (where the server isn't located)
where banking will be recorded separately.

Go to:Main menu >Maintenance module >Maintenance menu >Computer Defaults >
Terminal Accounts.

Click Load Defaults and these numbers will be loaded automaticallyigdex the General
Ledger Accounts and Codes are in place.

It is important that the Receipting Department rhagcyour Default Department in the Computer
Defaults window.

6. ClickCloseto close the window, theBaveon theComputer Defaults window to save the
settings.

Default Appointment Books (This Computer)

You can select an individual default set of appuent books for each workstation. Individuals

at different workstations are often focused onedléht sets of appointments and this facility
enables them to identify the appointment books tis®ythe most and have these displayed at the
front.




To select Appointment Books Displayed

Go to:Main menu >Maintenance module >Maintenance menu >Computer Defaults >
Appointment Books

Settings

The Appointment Books are createdMain menu >Maintenance module >Maintenance
menu >Appointments and the default books can also be selected thrtugipath. Up to 20
appointment books can be selected.

SelectUse individual day setupto enable different day setups for different appoent books.

The appointment books must be selected consecqustaaiting with Appointment Book 1, that
is, Appt Book 6 cannot be selected before all Appiks 1 — 5 have been selected)

Click Update to save the settings and close the window.

Report Formats

This function gives access to options for the refmymat of invoices and other documents. The
procedure is the same for all reports. SelectioRegfort Format for an Invoice is used as an
example.

Formats can be selected for the following reports:

Invoice

2nd Invoice
Invoice/Statement
Invoice/Statement Email
Statement

After Surgery Care
Estimates




Balance Sheet
Profit and Loss

To select an Invoice (Report) Format

Go to:Main menu >Maintenance module >Maintenance menu >Report Formats >
Invoice.

Settings
Use this window to select the format for each doents that best suits your clinic needs.

Click Previewto view the item before selection.

‘Letter' included in a report format name indicdtes the format is designed for a pre-
printed letterhead.

The Preview button is available on the followinghdows:
Invoice Report Selection
2nd Invoice Report Selection
Invoice/Statement Report Selection
Statement Report Selection.
Select the preferred report format by double-ctigkihe selected line.

Click Closeto close the window.




Note: A report format containing a clinic name tuaties that this format has been created for the
specific clinic. You can select one of these repattplease note that if the clinic requires
changes to the format, you will also have to actiegge changes.

If, after previewing the existing report formatsuydecide you require your own format, please
contact the Provet IT Service Desk to discuss optio

After Surgery Care letters
The options for After Surgery Care letters are 84A5) plain or letterhead. The letterhead

option is used for a pre-printed letterhead. Ttaénpbption is for plain paper and prints the clinic
letterhead details as part of the report.

Receipt Formats

Receipts will be printed in the same format asftnmat that is selected for Invoices.

Codes and Descriptions

There are many ways in which the VisionVPM system e customised to meet your clinic
requirementsCodes and Descriptionsllows you to customise options displayed on dropxd
lists and other items used in VisionVPM.

Most of the items in th€odes and Descriptiongnenu are set up in a similar way.




Go to:Main menu >Maintenance module >Maintenance menu >Codes and Descriptions

Select the required menu item and a List windowttiat item will be displayed. For example,
Stock Location List.




The List can be searched by Code or Details fonststarting with specified letters or numbers.
There is also the option to search for an exactimat

Toolbar

List windows have similar toolbars with the followg options:

Button Action

Displays a window for insertion of a new record

Enables editing of an existing record.

Displays printing options.

Opens an Excel spreadsheet and exports the list
information to Excel.

Closes the record. If the record has not beerdsave
prompt will be displayed.

To Insert a New List Item

Click Insert to add a new item. For example, from 8teck Location List, a window for
inserting a new Stock Location will be displayed.

Enter the require@ode andDescription.
Click Save

Note: These windows will vary depending on whabinfation is required. Most will require the
entry of aCode andDescription.




To Edit an Existing List Item

To open an existing list item, select the item alick Edit.

Make the required changes.

Click Save
Button Action
Saves the information entered.
Cancels any changes made.
Deletes the item.
Departments

Departments can be used to:

Categorise client transactions or to assist witkkstontrol.

Define different areas of the clinic where thera @esire to track sales or stock, for example,

Pet Counter, Farm Counter, Vet's Car.

Track the transactions for different branches sihgle clinic. Each clinic entity can also

have individual departments.

Using departments facilitates reporting from diéier areas or branches of the clinic and can also
be very helpful during stocktaking by grouping $tdicat should be in the same part of the

practice.

To set up Departments

Multiple departments can be set up within VisionVPM




Go to:Main menu >Maintenance module >Maintenance menu >Codes and Descriptions
> Departments.

Click Insert.

Enter theCode. This must be a number; letters cannot be used.

Enter theName of the department. This should be descriptive ehdagthe department to
be easily identified.

If more than one clinic is used in VisionVPM, thgpeopriate clinic for the department
should be selected.

Optional: A general ledgekccount Codecan be entered for the department. These are set up
in General Ledgermodule >General Ledgermodule >Chart of Accounts.

Vet and User Names

All users of VisionVPM should be entered into thetdJser Names area and allocated codes.
These codes are used to identify veterinariangxXample in patient histories and on drug labels.
Entering user names also provides opportuniti¢sattk individuals' counter sales, to generate
incentive programs or to facilitate trouble shogtmith problem entries in VisionVPM. The use
of user names can be made compulsory by goigio menu >Maintenance module >
Maintenance menu >System Maintenance> Systemtab and selecting:

The option to prompt to enter vet codes can bewddromSystem Maintenance> Client tab.

To Enter New User or Vet Names

Go to:Main menu >Maintenance module >Maintenance menu >Codes and Descriptions
> Vet/User Names.




Click Insert.

Enter aCodefor the vets or users that is up to 3 characterg.lnitials are generally used.

Select theé/et box if you are entering details for a veterinardfen filtering client and
sales reports by Vets, only Vet/User codes flagge®ets will be displayed.

Optional: The mactive box can be selected for any users or vets whomgelowork at the
clinic.

First name and surname should be entered intDdiseription field.

The colour of the background and the text in thgoagtment book slots can be selected for
each user. When several vets are using the samsaltation room throughout the day which
us set up as a single column in the appointmerit,libes facilitates quick identification of
which vets are linked to each appointment.

Animal Breeds

Breeds and species are a means of identifying dsiined only in their clinical records, but also
for the purpose of marketing searches. To use thkdling Schedule to its full potential it is
important to prevent several interpretations otimmber of breeds or species being entered into
the database. For example, if a clinic tasrman ShepherdandGSD options available, some
dogs will be entered under each and a searclerrfian Shepherd will not identify all the
dogs of that breed in the database. VisionVPM jgpbed with a standard list of Animal Breeds,
but this may not suit all clinics.

To stop extra breeds being added unnecessarilgvasnimals are entered into VisionVPM, you
should selecbisable 'on the fly' breedsby going toMain menu >Maintenance Module >
Maintenance menu >System Defaults> Clients tab. The result of this will be that Animal
Breeds cannot be added or edited anywhere in \X$tdh except througain menu >
Maintenance Module >Maintenance menu >Codes and Descriptions> Animal Breeds.

To Insert a New Animal Breed

Go to:Main menu >Maintenance module >Maintenance menu >Codes and Descriptions
> Animal Breeds.
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Click Insert.

Enter aCode.
Enter the name of the breed in Description box.

Select theSpeciefrom the drop down list.

Each breed should have a species linked as tHipegllate the species field on tAaimal
Details window automatically when the breed is selected.

Click Save
Clinical Descriptions

A standard list of clinical descriptions is incladi@ VisionVPM. These may not suit all clinics.
Existing descriptions and codes can be edited letettand new clinical descriptions can be
added.

Clinical Descriptions are used from tBesc. Listtab when entering clinical records.

Selecting items from the clinical descriptions Wdtile entering clinical notes will assist in
improving the consistency of data entry in theichhrecords, by removing the need for
abbreviations, eliminating spelling errors and dtadising terminology. This will make searches




more efficient and facilitate use of the marketsetpedule. For those who are less proficient at
typing, using pre-define clinical descriptions cqeed up data entry and improve accuracy.

Some examples of clinical descriptions used are:

To Insert a New Clinical Description

Go to:Main menu >Maintenance module >Maintenance menu >Codes and Descriptions
> Clinical Descriptions.




Click Insert.

Enter aCodefor the Clinical Description.

Enter the details of thBescription.

Optional: select th&peciego which the description will apply. The descriptibem will
only be displayed when the clinical record is foraaimal of that species.

Optional: select a reminder to link with the degtian and set the time interval for the
reminder.

Click Save

Invoice Messages

Invoice Messages include messages printed on Glieoices and/or invoice/statements and
messages related to individual stock items thaparnged on invoices when those stock items are

sold.

Default messages for statements or invoices camasen, for example, a bank account number,
a greeting, or a promotional message. Specific agesscan be added to 1 month overdue, 2
month overdue or 3 month overdue statements.

Stock messages can be used on invoices to add ¥alexample, by giving a description of the
procedure, or useful information when using theniteat has been purchased.

There are no invoice messages pre-loaded in VigidnyV




To Insert a New Invoice Message

Go to:Main menu >Maintenance module >Maintenancemenu >Codes and Descriptions
> Invoice Messages.

Enter theCodefor the message. As only the message codes alaydsn thenvoice,
Statementor Stock Detailswindows, it is helpful if the codes are as inforimatas possible.

Enter the full message in thdessagebox.

Optional: ClickDefault to make this message the default invoice message.




Once set up, stock messages can be can then bteddl®m the Stock details window for the
relevant stock item.




Stock messages are displayed in the body of theaewnder the listing for the stock item to
which they are linked. Invoice messages are digplay the bottom of the invoice.

Default invoice messages can be applied by usiagiéfiault option or by clicking thdessage
button on the right side of thevoice window.




Statement messages can be selected at the timetoigthe statements by using the list arrows:

Client Markers

Client Markers are a useful tool for identifyingfdrent types of clients in your database so you
can find them later, particularly for marketing pases. Client markers allow clients to be
grouped and selected for reporting, marketing ascbdnt purposes. In the Marketing Schedule,
markers can be used to include or exclude clienta marketing searches. Clients can have
multiple markers, for example, P for pensionerpClieing a dog owner and J for living in Judea.
Markers can be added from the Marketing Scheduimgisearches. Standard markers can be set
up through the Maintenance module.

To Insert a New Client Marker

Go to:Main menu >Maintenance module >Maintenance menu >Codes and Descriptions
> Client Markers.

Enter aCode




Client markers are 1 character long and can begkeshumber, letter or mathematical
symbol.

Upper case letters are recognised as differemterl case letters.

Enter aDescription for the marker.
The description should fully describe what the rearelates to, for future clarification.

Client markers can be added to individual cliemtghe Client Details window by clicking the
Marker arrow, and then double-clicking to select.

Sire Codes
Sire details are important for the identificatidrbeeeding horses and their offspring.
Sire codes are only used for equine records anébeapplied from the Equine Details window.

A Location Codeor aSire Codemust be in place for a record to be recognisedasjaine
record.

To Insert a New Sire Code

Go to:Main menu >Maintenance module >Maintenance menu >Codes and Descriptions
> Sire Codes.




Click Insert.

Enter aCodefor the sire.
Enter the sire's name in tBescription box.

Click Save

Location Codes

Location codes are used for horses as many matabled at a different address to that shown in
the client's contact details. A Location code ae $iode must be in place for a record to be
recognised aEquine.

To set up a Location Code

Go to:Main menu >Maintenance module >Maintenance menu >Codes and Descriptions
> Location Codes.

Enter aCodefor the Location.
Enter aDescription for the Location.

Enter theDistancefrom the clinic to the Location.

When a distance from the clinic is entered, it éemlisionVPM to calculate mileage
charges for this location for invoicing.

Location distance has precedence over client mel@dgen invoicing.
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Click Save
Estimates

Commonly used estimates can be set up as templhtels can then be customised for the
individual client or animal.

There are three steps to setting up estimateseTdres

Setting up Introduction and Conclusion Messages
Setting up Estimate Types.

Selecting an Estimate Report type.
Setting up Introduction and Conclusion Messages

Go to:Main menu >Maintenance module >Maintenancemenu >Codes and Descriptions>
Estimates> Estimate Messages.

Introduction

Click Insert and type a Code for the Introduction, for exam@RUCINTRO, for a cruciate
introduction.

Selectintroduction to letter and pres3AB.

In theText box enter the introduction that you want to apmeathe estimate.
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Clicking Field List. will display a list of fields available for merging

To set this message as the default introductiorsawes clickSet Default Introduction.
Click Save

Conclusion

Conclusion messages are created in the same waty@uction messages except that you select
Conclusion to letter.

Use theField List button to select fields you want to have persoadlesnd choose théet
Nameto finish off the letter.

Setting up Estimate Types
Pricing templates can be created for estimates.

Go to:Main menu >Maintenance module >Maintenance menu >Codes and Descriptions
> Estimates> Estimate Types
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Click Insert.

In the Type box, type a code for the estimate you wish to erdatr example, CRUC for
Cruciate Surgery.

In the Description box, type the name that will appear in the lefi@rexample, Cruciate
Surgical Procedure for Medium Dogs.

In thelntroduction box, clickMessagehen double-click to select the Introduction messag
that you require in the estimate letter.

Click the Stock arrow and then select the stock items (procedurdgpeoducts) that will be
charged in this estimate.

If a line needs to be edited or changed, doubtdecthe line to bring it into the Entry
boxes. The line can then be edited there. ENEER to add it to the Estimate letter

again.

In the Conclusionbox, clickMessage and then double-click to select the Conclusion
message you wish to be displayed in the estimate.

Click Save
Estimate templates can also be created at thedfimeating an estimate for a client.
Setting up an Estimate Report Type

This allows you to select the format for your estien




Go to:Main menu >Maintenance module >Maintenance menu >Codes and Descriptions
> Estimates> Estimate Reports

Double-click the required format.
Click Close

Clinics

Clinics are used in VisionVPM when a practice hastiple branches and within those branches
they want to use separate departments for repqutingoses.

For example:
Clinic Level Tauranga A Tauranga B Tauranga C
| | | |
| | | |
Department Level Shop, Vet Clinic Shopt Cénic Shop, Vet Clinic

To Set up a Clinic

Go to:Main menu >Maintenance module >Maintenance menu >Codes and Descriptions
> Clinics.




Click Insert.

In the Clinic Name box, type the name of the clinic.

The Address PhoneandEmail fields will only be used if you are using Terminal
Services.

When using Terminal Services, the above fields belldisplayed on client invoices.

Click the Default Hospital arrow to select a default hospital if you wistuse different
hospital names for each clinic.

Click Save
Stock Letters

These letters are attached to stock items andusmenatically generated when that stock item is
sold.

An example of this is an After Surgery Care Le(teith information about how to care for the
animal at home) attached to a gaseous anaesthaskatem.

Procedure

Check settings iMaintenance
Create a stock letter.

Attach the letter to a stock item.




Check settings in Maintenance

Go to:Main menu >Maintenance module >Maintenance menu >System Defaults
>Financial/Client Invoicing.

SelectPrompt for stock letter printing .
Click Save

When a stock item is sold which has an after syrgare letter attached, VisionVPM will
prompt the user to print the letter.

There are three options for creating stock lettisisg the following:

Word document
Wordpad document

VisionVPM text editor (no formatting options).
Set up stock letters

Where Wordpad has been selected for documemsintenance > Computer Defaults, the
Use a Wordpad documenbption will be displayed:

If you have not selected to use Wordpad aRéth to Word has been entered Maintenance
> Computer Defaults, theUse a Word documentption will be displayed:
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If you do not have either Word or Wordpad you wiled to use the VisionVPM text editor
selecting théJse the letter details field belowoption:

WhenUse a Word documents selected, a Word document can be located orfreddising the
File Namefield and buttons at the bottom of the window. Wherdpad option works in a
similar way.

To create a new letter using either Word or Wordpad

From the Stock Letter window, selddse a Word documenbr Use a Wordpad document.

Click New Letter.

Type a name for the letter and clioK .

When the Word or Wordpad opens, type the requegtand select available merge fields as
required.

Save the document when completed.
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To convert an existing stock letter to Word or Word pad

From the Stock Letter window, copy the existingckttetter.
SelectUse a Word documenibr Use a Wordpad document.
Click New Letter at the bottom of the window.
Enter the name of the new document and chiék
Paste your existing stock letter into the new WardlVordpad document.
You will be required to re-insert the merge fieldghin the document.
Save your document and it will then become avaglddit selection in thE€ile Namelist.
Click theFile Namearrow and select the new document.
Click Save.

To modify an existing Word or Wordpad letter

SelectUse a Word documenibr Use a Wordpad document.
Click theFile namearrow and select the required document.
Click Modify Letter.

The letter will be opened in Word or Wordpad foitied.

To view existing Word or Wordpad stock letters

SelectUse a Word documenbr Use a Wordpad document

Click Browse Folder.
Your stock letters will be displayed.

To create a Letter using the VisionVPM text editor

Go to:Main menu >Maintenance module >Maintenance menu >Codes and Descriptions
> Stock Letters.

From the Stock Letter List Details, clibksert, and in theCodebox, type the code for the
after surgery care letter.

In theLetter Title box, type the description of the letter.

In theLetter box, type the details of the letter.

Optional: Merge fields can be added to the le@efect the required field in the box on
the right side of the window and double-click otoiinsert.

Click Save
Attach letter to a stock item

Go to:Main menu >Stock module >Stock menu >Stock Details> select stock item.

%



Click theLetter Code arrow, and then double-click to select the stettel you wish to
attach to the stock item.

Click Save
Autobanking Setup

Autobanking allows you to use desk-top bankingay your Suppliers and/or your Employees.
The Autobanking facility is currently only availailo New Zealand users.

The transactions are entered into an autobankmgvfiich can then be transferred to your

banking software, eliminating double-handling. Trasactions will still appear on your bank
reconciliation.

To set up Autobanking

Go to:Main menu >Maintenance module >Maintenancemenu >Codes and Descriptions
> Autobanking Setup.

Click Insert.
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Selectl want to use autobanking for my supplier paymentgo set up autobanking for
suppliers.

Selectl want to use Autobanking for my payroll to set up autobanking for payroll.
Select theBank you use.
Enter your Company's name in theur Company Namefield.

In the Default Output file name field, enter a path where the autobanking file Wélsaved
to, for example, c:\Omnis7\Banking\Autobanking.txt.

If you require a separate autobanking file for ypayroll payments, enter the path for this
file in the Payroll Output file name field.

If you use autobanking for supplier and payrollpayts, it is recommended that you set
up a file for each type of payment, in order tofkéee payments separate.

If you only have the one file, this file will be emvritten each time you process either
supplier or payroll payments.

In theBank Account Codefield, enter the general ledger code for your bactount.

Enter your bank account numberMour Bank Account Number field.

Note: A BNZ bank account number is 15 charactang.lo

Click Save
Custom Fields
Custom Fieldsillow clinics to track additional options for clisrand animals. These can be used
for marketing purposes or quick identification afecific item, for example, the animal's
preferred food.

There are four custom fields available for clieatsimals and equine records.

Each animal species can have its own set of cuSédds and these specific fields will take
priority over general fields.

To set up or edit Custom Fields

Go to:Main menu >Maintenance module >Maintenance menu >Codes and Descriptions
> Custom Field.
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Click Insert.

In theField Name, enter a name for the custom field.
Select whether this custom field relate<teént, Animal or Equine.

In Field No (1-4)type the number of the field which defines whemiit be displayed on the
Client Details, Animal Details or Equine Detailsnadow.

Client Custom Fields 1 and 2 are displayed orMh@ tab of theClient Details
window.

Client Custom Fields 3 and 4 are displayed orSitingstab of theClient Details
window.

To attach a species to a animal custom field, ¢helSpeciesarrow and double-click to
select a species.

For animal fields it is important that all breede associated with a species.

In the Add to List box, enter the selections for the custom fieldsBENTER after adding
each selection to display the option in Field Options list.

When all field options have been entered, chelve

Hospitals

Hospitals can be created to separate the diffareris where animals can be admitted, for
example, Hospital, Grooming, Surgery. Where theeenaultiple clinics using VisionVPM and
more than one hospital, a separate hospital caetogp for each clinic.

To create a Hospital

Go to:Main menu >Maintenance module >Maintenancemenu >Codes and Descriptions
> Hospitals.
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Click Insert.

Enter theHospital Name
To select the hospital as tBefault Hospital, click Default to display the prompt.

Click Yes
Click Save

Clinical Analysis Groups

Clinical Analysis Groups allow selected clinicatoeds to be grouped together for analysis. For
example, if you are doing a study on a clinicaldiban, you can link the relevant records of any
animals with that condition using a clinical an&ygroup. That clinical analysis group can then
be used in a Marketing Schedule search.

The clinical analysis group is attached to the m¢brough thesroups tab on the Clinical
Record window.

To set up a Clinical Analysis Group

Go to:Main menu >Maintenance module >Maintenancemenu >Codes and Descriptions
> Clinical Analysis Groups.
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Click Insert.

In theDescription field, type a description for the Clinical Analysioup.
Click Save

PACS Modality

PACS are Picture Archiving and Communication Systamd are servers dedicated to the
storage, retrieval, distribution and presentatibmedical images.

An interface to a PACS system provided by CentatbiNetworks (CDN) is available through
VisionVPM. The PACS interface is available throlRovet IT for clinics using the CDN PACS
system.

To Set up for PACS Modality

Go to:Main menu >Maintenance module >Maintenance menu >Codes and Descriptions
> PACS Modality.

Click Insert.

In theCodebox, type the code for PACS Modality.
In theNamebox, type the name for the PACS Modality.

Click Save
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Client Address Locations

Entering suburbs, cities or towns and the postctdussare associated with will provide a list of
suburbs to speed up data entry processes and graosistency within your database.

The suburb list can be used to complete the addreéke Client Details window.

To create a Client Address Locations

Go to:Main menu >Maintenance module >Maintenancemenu >Codes and Descriptions
> Client Address Locations

If the Type field in Maintenance > Company Information is set to 0 (New Zealand) the
following window will be displayed.

If the Type field in Maintenance> Company Information is set to 1 (Australia) the
following window will be displayed.

In the Suburb or Town/City field, type the name of the suburb or town/city.

Click theCity or Statearrow and select the city or state.
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If the required city or state is unavailable, ie @ity or Statefield, enter the name for the
City or state.

In thePostcodefield, type the postcode number.
Click Save

Default address settings can be loadeld@an menu >Maintenance module >Maintenance
menu >System Defaults> Client tab >Client and Patient Settings These will save you time
when entering new clients if they majority of yowew clients are located in the default address
locations.

New ZealandClient and Patient Settings

AustralianClient and Patient Settings

Referral Vets

These windows allow the details of referral vetbacstored so they can quickly and easily be
linked to animals when referred.

To Set up a Referral Vet

Go to:Main menu >Maintenance module >Maintenance menu >Codes and Descriptions
> Referral Vets.




Click Insert.

In theVets Full NameandFirst Name fields, enter the vets name and first name.

First Name is available as a merge field when creating métjers.
In theHospital Nameand address fields, type the name of the hosgitdladdress details.
In thePhoneandFax fields, type the corresponding numbers.

Click Save.
Animals can be linked to the referral vets onAmémal Details window.

Boarding Suites

Boarding facilities can be organised into roomameas, each of which has a number of units, by
using theBoarding Suiteswindow.

Once the boarding suites are createdBibarding Schedulerwill show each suite with the
number of cages available.

To create Boarding Suites

Go to:Main menu >Maintenance module >Maintenance menu >Codes and Descriptions
> Boarding Suites.




Click Insert.

In the Suite Namefield, type the name you want to give to this @ofcages.
For example, Large Dogs.
In theNo. of Suitesfield, type how many of these cages you have.

For example, you may have a cat area with 20 cagestea for large dogs which only
takes 4 large dogs and another area which will 1&kemall to medium dogs.

When these cages are loaded as separate suitesillypoe able to see at a glance whether
you have room for another cat or dog when a chalis to book.

Click Save
Stock Locations

Stock locations can be created to allow identifarabf the location of stock within the clinic.
This can assist staff finding stock on a day to lbasis. It can also be useful during stocktaking.

To set up Stock Locations

Go to:Main menu >Maintenance module >Maintenance menu >Codes and Descriptions
> Stock Locations

Enter aCodeandDescription.




The Codeshould be as informative as possible as only tlde c® displayed on the Stock
Details window.

The Description should provide extra information regarding the tama

Stock Locations may be as general as differensavethe clinic, for example, Pet Store,
Farm clinic or as specific as certain shelves. $toek Location list can be accessed from
the Stock Details window.

Quick Access Menu Setup

Quick Access is an option that is always availamiéhe main toolbar. The Quick Access Menu
offers shortcuts to regularly used items from glsimenu.

The fixed options are:

To customise the Quick Access Menu in order taupajuick access keys to navigate to
commonly used VisionVPM features:

Go to:Maintenance> Quick Access Menu Setup

Click Yesto the following message if you only want to settlp Quick Access menu for the
computer you are using.




The following window will be displayed.

You can either click or drag and drop the menu itetm the ID area on the right or type the
menu item number.

Click Save

The Quick Access Menu will now display the custaatiens.
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Users Access

The Password System in VisionVPM allows differesgns to have access to specified parts of
the program, for example, Clients, Suppliers, Steick When the password system is enabled,
each time a user logs into VisionVPM they will I#ked to enter their user code and password.
They will then be allowed access to the parts effogram allocated to that User.

The password system does not track activity. Theams that you can't say if a particular user
was in the program at a particular time.

It is common practise for access to the MaintenamceGeneral Ledger modules to be restricted
to a small number of users.

It is important that there is someone at the cwiim has access to the administrator code so
Provet IT can give support in all areas of VisonV.HMr example, Maintenance and General
Ledger module access is often required when therbanking issues.

To Insert a New User or to Change User Access

Log on to VisionVPM with a user name that has adstiator access.
If the user name and/or password cannot be recalledse contact Provet IT for assistance.

Go to:Main menu >Maintenance module >Maintenance menu >Users Access.

To Set up Administrator
This sets up a code for someone that has full acogss to the entire program.

Highlight the ADMIN line in theUsersList window and clickedit.
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A User Setupwindow will be displayed.

Leave thaUser as Admin and change tfasswordto one of your choice.
Click OK.

To create Users
You can choose to set up a user for each staff rmeorbyou can set up access for groups of
users who require a certain level of access.

From the Users window clicksert.

In theUser andPasswordfields, type a user or group name, for examplesBand a
password.

Click Set Access

Select the items that you wish the user to havesacto.

'On the fly' refers to changes made to lists while entering,dather than having to go
through theMaintenance module to make changes. While this speeds up datg ¢he
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potential for multiple entries where there shoutdabsingle one, for example, due to
misspelling or abbreviations, is increased.

Click Close,then ClickOK on theUser Setupwindow.

Once all users have been set up, sd@lact the Password System on
The following warning will be displayed:

Click Yesto continue and then clidRlose

VisionVPM is now password protected and a usernanagepassword will be required for access.

Users will not have access to any locations opastthat have not been selected for their
username.







Database Maintenance

Database Maintenance offers many ways of dealitiy gvbups of data to facilitate data entry,
management and investigation of possible datasrror

Many of these processes are used to detect or spbafic data problems and should only be
used in consultation with Provet IT Service Desifst

There are useful routines for clinic database reaistce for example, Delete Clients/Stock
Suppliers, Set Client Discounts, Increase StocgeBri

Because of the risk of permanently deleting tratisas, altering transactions and changing
database settings, only those users in your olhiz have the authority to make these changes
should have access Batabase MaintenanceThis can be implemented by using the password
system andsers Acces®ptions in theMaintenance module.

Check Transactions

This window is very useful for finding missing tattions and for checking transactions.

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance
> Check Transactions.

Click on any of the column headers to sort thebljsthat column. For example, to sort
transactions in date order, cliblate.

The following table lists the column headers ararttefinition:




#$

Seq

The sequential number of the transaction. @geential number can
assist you in sorting transactions in the ordewliich they occurred.
This is useful for determining if transactions héeen deleted.

Code

The code entered the transaction. If no code is entered, the C
will be displayed as the Seq number.

Type

The transaction type. The following is a éiftransaction types in
VisionVPM:

Cashbook (Cashbook deposits, Cashbook paymentf @S T
Deposits, Deposits to Bank Account, Unders & Ovadgistments)
Journal (Journal entries, Stock Adjustments, Trenssfo Safe,
Depreciation entries, Zero Stock Takes)

Cr Invoice (Supplier invoices)

Cr Payment (Supplier payments)

Dr Invoice (Client invoices)

Dr Payment (Client payments)

St Transfer (Stock transfers)

Payroll (Payroll entries - NZ clients only)

On Order (stock items downloaded from hand heldisea- e-Order).
Good Rec (Goods receipts)

Budget (Budget entries)

Date

The date that was entered on the transaction.

Clinic

Displays the clinic code.

Total

Displays the $ amount of the transaction.

Change Date

The date the transaction was enterthe tast date the transaction w
changed.

Details

Displays the description of the transact

Error

The Error column wi be displayed when you move the vertical sc
bar to the right.

The Error column is used in conjunction with theeCk Entries
function and will list details of the data errofstloe transaction.

The following table describes the functions of litons on the sidebar:

Opens the previously saved list.

Saves the displayed list so that it can be reopaheadater time.

Deletes the selected entries from VisionVPM.

Please note that deleting transactions from VisRMs a non-
reversible permanent change.

When deleting transactions you MUST ensure thatayeudeleting the
correct transaction and that you definitely no enigequire this
transaction.

Clears the lines from the list (but NOT from theadmse).

Displays a list of all transactions between thesda@ntered. There is
an option to display transactions by change date.

as




Checks for incorrect entries between dates entered

For data transfer clinic

Will display all Cost of Sales journals for theesgtbd date range.

Enables the user to search for links

Prints the list of displayed transactic




Displays the detail of the selected line.

Reorganise Data

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Reorganise Data

This routine is used to ensure that changes ttatile structure in VisionVPM are sent through
to the database. This function happens automatiegth new updates where the database
version number changes.

Please ensure that you have a current backupdited performing this function.

General Maintenance

General Maintenance options are functions whichyaggpmore than one of the VisionVPM
modules.

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
General Maintenance

Mixed Case Names

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
General Maintenance> Mixed Case Names

This procedure will change the details for namethaball words in the name start with a capital
letter and the remaining letters are in lower c&se.example, if previously your client

firstname, lastname, address were displayed inrloase letters, after running this procedure, all
details will be displayed with the first letter @hch word being a capital letter.

VisionVPM will autocorrect any new entries so thlithames start with a capital letter and
continue in lower case.

Running this procedure will affect fields on thddaing windows:




Client Details

Animal Details

Stock Details

Account Details(General Ledger module).

Recreate Autobanking APs

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
General Maintenance> Recreate Autobanking APs

This procedure will regenerate the autobankingesfor supplier payments for a selected date.

Once the routine has completed you can view thgesrinMain menu >Auto Banking.

Write Non Dept Entries

Go to:Main menu >Maintenance module >Maintenancemenu >Database Maintenance>
General Maintenance> Write Non Dept Entries.

This routine enables you to enter a department oadeansactions. You would normally run this
procedure when you move from not using departmentsur database to a database containing
multiple departments.

Clear Old Transactions

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
General Maintenance> Clear Old transactions.




This routine enables you to clear old transactfom®s a selected date prior to the Year Begins
date. Only financial transactions are removed ftbenhistory, NOT clinical records. This frees
up the memory available.

This procedure would normally be run in conjunctigith theEnd of Year Rollover procedure
in Main menu >Maintenance module >Maintenance menu >End of Year Rollover.

Write Cr and DR Control

Go to:Main menu >Maintenance module >Maintenancemenu >Database Maintenance>
General Maintenance> Write Dr and Cr Control

The procedure will write a specific marker into R and CR control lines on invoices and
payments. It should only be used in conjunctiomwaitlvice from the Provet IT Service Desk.

Convert Adhocs

Go to:Main menu >Maintenance module >Maintenancemenu >Database Maintenance>
General Maintenance> Convert Adhocs

This procedure will convert the adhoc reports ®dbrrect Omnis7 version.

Missing Entries

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
General Maintenance> Missing Entries




This procedure ldentifies transaction errors asgldys them in a report. You have the option to
delete all of the displayed items.

Click Yes

Click Yesto display theSet Report Destinationwindow with printing or viewing options.

Click Yesto delete.

Delete Clients/Stock/Suppliers

This option identifies clients, stock or suppliezsielete from your database based on absence of
activity. It allows a number of inactive stock itenelients or suppliers to be identified and
deleted in one procedure.

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance
> General Maintenance> Delete clients/stock/suppliers.
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Select whether you are searching for clients, seggpbr stock to delete and check the
appropriate box.

Click Build List to generate a list.

Clients and Suppliers who do not have financiaionssince therear Beginsdate
(displayed inMain menu >Maintenance module >Maintenance menu >Company
Information ) will be displayed.

Stock items that have not been invoiced since #st Invoiced beforedate will be
displayed.

Any lines which you don't wish to delete from Vis\PM can be cleared from the list by
clicking Clear Lines.

The list can be printed by clickirfgyint.
Delete records by highlighting the records to bletéel and then clickinBelete Records

The selected records will be permanently removenh f/isionVPM.




Copy Appointments to New System

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
General Maintenance> Copy Appointments to New System.

This option is used to copy appointments from #iedtyle appointment book to the column-
style appointment book. This procedure should btopaed ONLY ONCE, otherwise duplicate
appointments will be created.

Delete Duplicate Animal Activity

Go to:Main menu >Maintenance module >Maintenancemenu >Database Maintenance>
General Maintenance> Delete Duplicate Animal Activity

This procedure will delete duplicate duplicate sations in an animal's activity.

Estimate Entries

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
General Maintenance> Estimate Entries.

This procedure will check that all invoices havemeorrectly created from estimates.




Transfer Between Departments

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
General Maintenance> Transfer between Departments

This procedure will transfer all entries from aa&fied department to another department.

Add F_AdhocFields to Adhocs

Go to:Main menu >Maintenance module >Maintenancemenu >Database Maintenance>
General Maintenance> Add F_AdhocFields to Adhocs

This procedure allows you to insert specific adfelds into your adhoc reports.




Float Adhoc Reports

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
General Maintenance> Add F_AdhocFields to Adhocs> Float Adhoc Reports.

This procedure allows you to have greater flextiiln line placement of fields in your adhoc
reports.

Thiz wall zet all of the fields on the selected reports a3 floating Continue?

Mo | Yes

2)

Copy Computer Defaults

Go to:Main menu >Maintenance module >Maintenancemenu >Database Maintenance>
General Maintenance> Add F_AdhocFields to Adhocs> Copy Computer Defaults.




When VisionVPM is reserialised on your computerwatdifferent Omnis license number, the
computer defaults will be altered. This option a#othe computer defaults to be reinstated from
another licensed computer without having to magualtord and re-enter the settings.

Client Maintenance

The Client Maintenance options assist with cliestiad These options enable you to work with
many clients at once rather than using the indaidilient Detail windows.

Rebuild Client Markers

Go to:Main menu >Maintenance module >Maintenancemenu >Database Maintenance>
Client Maintenance > Rebuild Client Markers.

This procedure will check all markers for clientgking sure that they still exist. It also deletes
any excess commas in thearker field.

Rebuild Client Activity

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Client Maintenance > Rebuild Client Activity.

This procedure writes the DR Entry table if it isssing. This happens very rarely.




This routine should only be run in conjunction waitivice from the team.

Charge Member Fees

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Client Maintenance > Charge Member Fees.

This procedure is used to charge a set fee toupgrbclients. For example, Vet Club Members.

If there are to be different fees for different kergroups or different departments, then each
data set has to be entered separately.

Enter relevant information into the fields provided
The GL Sales codes for the account to which the fees will be adited.
TheDescription on Invoiceis the entry that will appear on the client inwic

Click OK to apply. The fee will be added to the selectezhts’ activity as an invoice on the date
entered.

Select Clients for Interest

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Client Maintenance > Select Clients for Interest.

When this routine is run, all clients with an acebfees marker will also be marked for interest
fees. Contact Provet IT before running this routine




Move Company Name

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Client Maintenance > Move Company Name.

This was a routine for those who used VisionVPMobefaCompany Field was available on the
client window.

First specify theCustom Field where the Company names are located, then Visithvdh
transfer them.

When clinics enter data directly into t@@mpanyfield there should be no requirement for this
routine.

Set Client Discounts

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Client Maintenance > Set Client Discounts.




This procedure will set thBiscount Multiplier in the Settings tab of the Client Details window,
to 1, for those clients where tBescount Multiplier was 0.

Update Animal Codes

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Client Maintenance > Update Animal Codes.

This procedure will change any animal codes thataalready fit the format: First 4 letters of
the animal's name and first 6 letters of the ckelast name (or Company name). All codes will
be unique.




Link Animals to Reminder

IT Go to:Main menu >Maintenance module >Maintenancemenu >Database Maintenance
> Client Maintenance > Link Animals to Reminder.

This procedure will attach unlinked reminders te tiorrect animal. This procedure should only
be run as directed by the Provet IT Service Desk.

Delete Duplicate Reminders

Go to:Main menu >Maintenance module >Maintenancemenu >Database Maintenance>
Client Maintenance > Delete Duplicate Reminders.

This procedure will delete all duplicate animal neders.

Note: VisionVPM will only delete duplicates wheteetduplicates have the same reminder code.

Add Groups to Clinical Records

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Client Maintenance > Add Groups to Clinical Records.




Duplicate PARs

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Client Maintenance > Duplicate PARs.

This procedure will create copies of PAR authasifier all existing PAR authorities within a
specified date range.

The new PAR authorities will have a start and eai# @ne year on from the original PAR start
and end dates.

This might be used for updating seasonal PAR ailtb®where there is little or no change.

Note: this routine does not give the opportunityiew or check the PAR authorities before
updating.

Check Estimate Types

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Client Maintenance > Check Estimate Types.

This procedure will check and update estimateschedking that the estimate totals are correct.
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Remove Speech Marks

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Client Maintenance > Remove Speech Marks.

Speech marks in the name or address fields cantisoeseinterfere with the merge functionality.
This routine was put in place to search for speealks in these fields and remove them.

When the routine is run, the following prompt isnhdisplayed:

Click Yesto correct any duplicate client codes.

Delete Duplicate F_Dr_Entry

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Client Maintenance > Delete Duplicate F_Dr_Entry.

This procedure will delete all duplicate clientrisactions. This should be done in conjunction
with advice from VisionVPM.

Convert eWizard letters to VPMMail

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Client Maintenance > Convert eWizard letters to VPMMail.

This routine was made available when VPMMail wasoauced to convert existing email letters
to VPMMail letter format.




Validate email Addresses

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Client Maintenance > Validate email Addresses.

This routine in VisionVPM will check and print amyvalid email addresses in your database.
VisionVPM will check your email addresses agaihst fiollowing criteria:

No Spaces allowed.

Must contain an @ symbol.

Must be a full stop in the 2nd part of the addedtsr the @ symbol.

Must be a name before the @ symbol.

First character cannot be a full stop.

Last character cannot be a full stop.

Length of the 2nd part of the address after they@bs| must be greater than 1.

An example of the report is below.

You should then change any incorrect email address the Client Details window.

Split out Postcodes

Go to:Main menu >Maintenance module >Maintenancemenu >Database Maintenance>
Client Maintenance > Split out Postcodes.




This routine helps you move postcodes from othdress fields to the post code field.

Note: After you have run this procedure you wiledeo add the post code field to and merge
documents or adhoc files you use.

Clear Custom Fields

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Client Maintenance > Clear Custom Fields.

Clinics may choose to utiliseustom Fieldsfor a different data set. However, the data loaded
under the previou€ustom Fieldremained, when th€ustom Field name was changed, even
though it may have been irrelevant.

This routine allows you to remove data from a deléclient, animal or equine custom field.

When theCustom Fieldis required for a different data set, this routta@ be used to clear any
existing data from th€ustom Field on theClient Details or Animal Details windows.

Select theCustom Field.




If it is an Animal Custom Field, make the requisedmal selections.
All Animals - will remove data from selected custom field.
Equine Only - will remove selected custom field data from eguiecords only.

All Animals excluding Equine - will remove selected custom field data fromaadlmals
records except equine.

Selected Specieswill only remove data for the selected custoetdiwith the selected
species.

Click Clear Data.
Click Close

Stock Maintenance

The Stock Maintenance options assist with stock.dEttese options enable you to work with
many stock items at once rather than using thevichaal stock detail windows.

Increase Stock Prices

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Stock Maintenance> Increase Stock Prices.

Click Yesto continue.

This option enables you to adjust the prices afiralmer of stock items at once. A percentage
increase can be applied to the Mark-up or thezade.

Any prices changes will only be applied to stoekris - not professional fees. The prices
changes can also be applied to stock componeffidsrobilations.




Alternatively a set markup percentage can be agppleeoss a number of products selected by
either sales code or analysis group.

Select whether you want tdse a percentage increasar Use a set markup percentage

Use a percentage increase
In thelncrease byfield, enter the percentage by which you want tlaekups or sales
prices increased.

Selectincrease Markupsor Increase Sale Price (exc GST).

Optional: Use the list arrow to select lBe Sales Groupor Analysis Group to which
you want this price increase applied.

If you do not select a sales group or an analysisthe percentage increase will be
applied to all stock items.

Use a set markup percentage
In the New Markup Amount field, enter the new markwu want to be applied.

Use the list arrow to select tkel Sales Groupor Analysis Group to which you want

the new markup applied.

To set a markup percentage you must select ag@ep or analysis group.
SelectUpdate formulations/ estimate types when a componéincreasesif you want the
prices of components within formulations to be @ased.

This will only happen when the individual formulati also hag&\utomatically update when
component price changeselected. This will only increase the price of sheck items
within the formulations, not the professional fees.

Click OK to apply the price changes.




Increase Professional Fees

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Stock Maintenance> Increase Professional Fees.

Click Yesto continue.

Professional fees are those stock items that dbanat a pack cost.

Enter the percentage by which you wishrioreasethe professional fees.

Enter the code for &L Sales Groupor Analysis Group if you only want the increases to
apply to a single sales group or analysis group.

Tick Update formulations / estimate types when a componeincreasesif you wish your
formulations to be updated automatically. This willy increase the professional fees within
those formulations, but not if the professionalifea component of its own formulation.

If the price update for professional fees withimfialations is to occur, theutomatically
update when component price changesheck box in the stock formulation window must

ALSO be selected.

Click OK to apply the fee changes.




Calculate Average Stock Purchase

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Stock Maintenance> Calculate Average Stock purchase.

This procedure will update the average cost pocall stock items from a selected date.

Dept/Overall Stock Differences

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Stock Maintenance> Dept/Overall Stock Differences.

This routine searches for any stock items havepardment total which does not match the
overall total in the system.

Select the date for your report.

If there are any stock items where these totalsalanatch, a prompt will be displayed and
VisionVPM can display a list of the stock items wdh@roblems exist.




These can then be corrected manually through ok shodule.

Calculate Bar Codes

Go to:Main menu >Maintenance module >Maintenancemenu >Database Maintenance>
Stock Maintenance> Calculate Bar Codes.

This is the procedure used for VisionVPM to gerefsrcodes for stock items.

Click Yesto proceed.

The following prompt will then be displayed:

SelectNo if you only require barcodes for items that do yetthave a barcode.

SelectYesto create barcodes for all stock items.

Mark Formulated Stock Items

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Stock Maintenance> Mark Formulated Stock Items.

This procedure will mark all formulation componeatsmembers of a formulation.




Average Cost Differences

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Stock Maintenance> Average Cost Differences.

This procedure will display stock items where therage cost on th8tock Detailswindow is
different from the calculated average cost.

Delete Update Stock on Hand Journals

Go to:Main menu >Maintenance module >Maintenancemenu >Database Maintenance>
Stock Maintenance> Delete Update Stock on Hand Journals.

This procedure will delete the stock adjustmenigeations in a specified date range. This
should only be done in conjunction with advice frima Provet IT Service Desk.

Packsize Changes

Go to:Main menu >Maintenance module >Maintenancemenu >Database Maintenance>
Stock Maintenance> Packsize Changes.

This procedure identifies and displays any produttsre there have been packsize changes.




Calculate Stock Codes

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Stock Maintenance> Calculate Stock Codes.

You can quickly generate new codes for all youclsitems using this procedure. The new codes
will be based on the first four characters at thet ©f the description and characters at the end.

This will overwrite all existing codes and is irergible.

Unique Stock Codes

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Stock Maintenance> Unique Stock Codes.

This procedure is a check for any stock items wdémtical stock codes. The routine will identify
the duplicate codes and add an extra number terti®f each of these codes so they become
unique.

Delete Duplicated Stock Reminders

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Stock Maintenance> Delete Duplicated Stock Reminders.

Occasionally reminders may be added to a stockmeme than once. This routine will search
for those duplications and remove them.

Note: This routine will only remove the duplicateken they have the same code and the same
frequency.
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Round Stock Prices to 2dp

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Stock Maintenance> Round Stock Prices to 2dp.

Rounding of prices to three decimal places canediscrepancies in the totals of different
reports. If all sale prices are rounded to 2 detpteces, this should eliminate differences in
reports due to rounding.

Round Sale Prices to nearest 10c

Go to:Main menu >Maintenance module >Maintenancemenu >Database Maintenance>
Stock Maintenance> Round Sale Prices to nearest 10c.

VisionVPM uses the Swedish rounding system wheieeprending in 1 to 4 cents are rounded
down and prices ending in 5 to 9 cents are roungbed his routine will apply the rounding to all
non-formulated stock items.

Stock Control Check

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Stock Maintenance> Stock Control Check.

This procedure checks for any stock entries thebat of balance.




Click Yesto continue, then enter the required date range.

Click OK.

Average Cost - Current Cost Differences

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Stock Maintenance> Average Cost - Current Cost Differences.

This routine identifies stock items where the agerprice stored for the item is higher than the
current cost.

Click Yesto continue, theienter the percentage difference

The report generated can be sent to the printioptigour choice.




Fix Incorrect Stock Amounts

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Stock Maintenance> Fix Incorrect Stock Amounts.

Click Yes to correct any stock quantities or valthed are incorrectly displayed.

Mark Stock Items as Consumables

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Stock Maintenance> Mark Stock Items as Consumables.

This routine will mark the nominated stock recardan analysis group as consumable products.

It will automatically create a stock adjustment ong the stock onhand amount from the stock
record.

If the stock on hand is a positive amount, thelstmjustment journal will decrease your
stock control account by the value of the stockand and increase your Cost of Sales
account by the same amount.

If the stock on hand is a negative amount, theksaojustment journal will increase your
stock control account by the value of the stockand and decrease your Cost of Sales
account by the same amount.

Note: Depending on the size of the stock adjustimbig may cause an increase or decrease in
your Cost of Sales in the month that you turn sfg@ducts into consumables. Therefore, this
may then result in a higher or lower profit figdoe the month.

If you wish to use your consumables for automaardering you will need to stocktake your
consumables in order to enter the correct stockidilamounts.

You can choose to attach a particular purchas&perese general ledger account to each stock
item.

You can also choose to allow VisionVPM to:




calculate thé>ack Costfrom the last supplier invoice.
apply $1.00 to th@ack Cost if there are no previous supplier invoices ondtuek record.

The following message will be displayed when you the procedure:

Click Yesto the above message and the following window lvelidisplayed:

Click the Selected Analysis Grouparrow to select the Analysis Group which contdives
stock records that you wish to mark as consumables.

Optional items:

1. Click theChange the purchase group tarrow and double-click to attach a purchase or
an expense general ledger account.

2. Select theCalculate the cost from the purchase activity fortems without a costcheck
box.

3. Select theCalculate the cost as $1 if there is no purchasetadty check box.

If you choose to leave the last two fields blahieRack Costwill remain as it was prior to
running this procedure.

Click OK.
VisionVPM will:
run through every stock item in the selected aigmyoup,
mark them as consumables,
remove any stock on hand,
apply any of the optional items you have selected.

You can display a list of your consumable stoclords by going tdMain menu >Stock
module >Reports menu >Stock List > seleciConsumable> OK.




Check Stock Transfer Links

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Stock Maintenance> Check Stock Transfer Links.

This procedure should only be used in conjunctigh advice from the Provet IT Service Desk.

Supplier Maintenance

The Supplier Maintenance options assist with thppber data. These options enable you to
work with many supplier items at once rather thaimgi the individual supplier detail windows.

Reverse Goods Receipts

Go to:Main menu >Maintenance module >Maintenancemenu >Database Maintenance>
Supplier Maintenance> Reverse Goods Receipts.

This facility is available for when received itetmsve been loaded through a goods receipt and
also loaded again from the invoice when it is reeei Reversing the goods receipt that is still in
VisionVPM will remove the stock double-ups that accurred.




Goods Reversal Dates

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Supplier Maintenance> Goods Reversal Dates.

This procedure enables you to change the dated@sgeoeipt was reversed to match when the
invoice was loaded into the system to keep youwkskevels correct.

Rebuild Supplier Activity

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Supplier Maintenance> Rebuild Supplier Activity.

This procedure should be used in conjunction withige from the Provet IT Service Desk.

Change Supplier Account Nos

Go to:Main menu >Maintenance module >Maintenancemenu >Database Maintenance>
Supplier Maintenance> Change Supplier Account Nos.

This routine allows you to enter or change the basdount numbers of a number of suppliers on
one window.

First you are given the option of listing all criexls or only those set up for Direct Credit
payments




Change or enter the required account numbers.

Click Save

Calculate Stock Supplier

Go to:Main menu >Maintenance module >Maintenancemenu >Database Maintenance>
Supplier Maintenance> Calculate Stock Supplier.

This routine updates the Stock Supplier record wtbrmation from supplier invoices for a
given date range.




VisionVPM generally does this automatically, sesttoutine should be used only in conjunction
with advice from Provet IT.

Delete Duplicate F_Cr_Entry

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Supplier Maintenance> Delete Duplicate F_Cr_Entry.

This procedure will delete all duplicate suppli@nisactions. This should be done in conjunction
with advice from Provet IT.

General Ledger Maintenance

The General Ledger Maintenance options assisttiwélGeneral Ledger data. These options
enable you to work with many GL items at once rathan using the individual GL account
windows.

Check Bank Reconciliation

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
GL Maintenance > Check Bank Reconciliation

This report shows the opening and closing balafares selected sequence of statements. It is
useful for helping to find where problems with ractiations started when used in conjunction
with printed statements.




Enter the numbers of the statement range you wisbview.
Enter theOpening Balancefrom the first statement of the selected series.
Click OK.

A report displaying the statement numbers and igpbalances for each statement will be
generated.

Update GL Levels

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
GL Maintenance > Update GL Levels.

Click Yesto proceed.

GL List

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
GL Maintenance > GL List.




This routine allows you to enter or correct pagmber and SUDbtotal information for your GL
accounts from a single window.

Click OK to accept the changes.

Bank Rec Problems

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
GL Maintenance > Bank Rec Problems

Where there is a problem with a bank reconciligttbrs routine will help identify entries that
might have the potential to cause a bank recotioitigoroblem.
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Update Bank Rec Link

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
GL Maintenance > Update Bank Rec Link

This procedure checks the bank rec links to thaulebank account. It will update any that are
missing. This procedure should be run in conjumctiith advice from Provet IT.

Write Department Budgets

Go to:Main menu >Maintenance module >Maintenancemenu >Database Maintenance>
GL Maintenance > Write Dept Budgets

This routine allows you to add a department to yaurent budgets.

Enter the code of the department you wish to adtdadudget.

The following prompt will be displayed when the tioe has been completed.




Transfer Accounts

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
GL Maintenance > Transfer Accounts

This routine can be used when you want to trariefeentire contents of one GL account to
another. It is very important that you know whatiyare doing.

First you are given the option of automatic transied deletion of 'tildered' accounts (accounts
containing the tilder symbol). This is relevanteéominal server clients only, where each branch
has its own accounts related to the main onegxample 351~1, 351~2 for the different till
accounts or 401~1, 401~2 for the different cursartounts.

If you selectYes this routine will commence and the following preimvill be displayed when
completed.




If you selectNo to transfer and deletion of the tildered accouthis following window will be
displayed.

Optional: SelecDelete accounts after transfeif you want the accounts to be deleted.

Double-click the account the entries will be tramsfd from on the left then double-click the
account the entries will be transferred to on tgbtr A prompt, checking if you wish to proceed
will be displayed:

Click Yesto transfer the accounts.

Payroll Maintenance

The Payroll Maintenance options assist with Paytath. These options enable you to work with
many items at once rather than using individuat@ayindows.

Rebuild Holiday Entitlements

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Payroll Maintenance > Rebuild Holiday Entitlements.




This routine will rebuild the holiday entitlemeritem the information available for each
individual.

Recalculate Holiday Accrued

Go to:Main menu >Maintenance module >Maintenancemenu >Database Maintenance>
Payroll Maintenance > Recalculate Holiday Accrued.

This routine recalculates holidays accrued baseehgployees' entitlement dates.

Click Yesto proceed.

Set 2% Employer Kiwisaver Contribution

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Payroll Maintenance > Set 2% Employer Kiwisaver Contribution.

Click Yesto proceed and all employer contributions curreatly% will be changed to 2%.

This routine is used to update the employer peacgst in KiwiSaver when required.

Add Salary Sacrifice Item

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Payroll Maintenance > Add Salary Sacrifice Item.

This routine is available to assist with establishtrof Salary Sacrifice in relation to KiwiSaver.
This should be used only in conjunction with adviimen Provet IT.




A salary sacrifice GL account must first be erddrethePayroll Company Detailswindow.

Custom Routines

This menu gives access to routines built for ciidat individual clinic situations.

Set Up Datafiles

This menu item gives access to a number of routimegscan change many records at once. Care
must be taken if using any of these routines becthey cannot be reversed.

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Setup Datafiles.

To gain access to this area o f the program, yost call Provet IT for the daily password.

The selecNew Datafile Routineson the top menu bar to gain access to the availgttions.

Change Stock Prices

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Setup Datafiles> Enter daily password New Datafile Routines> Change stock prices.

This option allows you to change Pack Size, pask,ddarkup or sales price on multiple items
from a single window. You can choose to view algirsgles group or all items. Enter tBede
of the required sales account or leave blank tecselll.




On theStock Code Changesvindow select one or more fields that you wisledit: Pack Size
Pack Cost Markup , Sale Price.

Optional: SelecKeep Sale Price the sam&henever you do not want the sale price to change
when adjusting other items.

Note: You will be unable to zero pack costs for @agns with previous activity unlegdlow
cost changes for products with activityis selected.

If you try to zero a pack cost on a product witeyious activity, without selecting this option,
the following prompt will be displayed:




If you selectAllow cost changes for products with activitythe following prompt will be
displayed:

You will need to contact Provet IT to obtain thaspword.
Make your required changes.

Click Saveto proceed.

Click Yesto accept your changes.

Import Client Balances

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Setup Datafiles> Enter daily password New Datafile Routines> Import Client Balances.

This routine allows debtor balances to be impoméad VisionVPM.

Insert Client Aged Balances

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Setup Datafiles> Enter daily password New Datafile Routines> Insert Client Aged
Balances.

This procedure is for adding an aged analysisientd to a new datafile or for adjusting the
aging of existing clients.




Enter the date the analysis will apply.

The following prompt will be displayed.

SelectYesto retain any existing clients balances.

If you selectNo, all balances for all clients will be zeroed.

Select the fields you wish to ed&:Mth, 2 Mth, 1 Mth or Current.




Enter or correct the existing balances.

If you wish to delete any clients, cliédlow Deletes The following prompt will appear and the
other buttons will become active.

Once you have entered your information, cl8aveto save the information and close the
window.

Another prompt will ask if you are sure you wanste. Clickyesto confirm.

Mixed Case Names

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Setup Datafiles> Enter daily password New Datafile Routines> Mixed Case Names.

This routine will change the entries in many of tieéds to mixed case - starting with a capital
letter.

Change Stock Codes

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Setup Datafiles> Enter daily password New Datafile Routines> Change Stock Codes.

This routine enables you to change multiple staxkes from a single window.




Click Edit Codesto allow changes in thdew Codecolumn.

Click Closeto close the window and accept your changes.

Enter Stock Sales/Purchase Groups

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Setup Datafiles> Enter daily password New Datafile Routines> Enter Stock
Sales/Purchase Groups.

Click Yesto Continue.

This routine allows the sales or purchase groupsuifiple products to be changed quickly from
a single window.
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In theStock Group Changeswvindow, select items in the left window by cliclirthen double
click on a Sales Code or purchase code in the wisdm the right side to reallocate the items to
that code.

Each time you double-click on a sales code or msgeltode, a prompt will be displayed.

Click Yesto continue.

If you do not wish to see these prompts, sdbent't prompt at the bottom of the window.

Note: When you clickindeletethe selected stock item will be removed completely.




Change Client Names

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Setup Datafiles> Enter daily password New Datafile Routines> Change Client Names.

This routine offers a quicker way to check and titly name and title fields of your clients, for
example for mailings.

Select the check boxes of the fields you wish &nge.
Make the required changes.

Click Save

Change Client Case

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Setup Datafiles> Enter daily password New Datafile Routines> Change Client Case.

This routine makes sure all the client name andesddfields are mixed case and that the City
and code fields are upper case.

Change Equine Details

Go to:Main menu >Maintenance module >Maintenancemenu >Database Maintenance>
Setup Datafiles> Enter daily password New Datafile Routines> Change Equine Details




This allows you to change several fields on mudtiptjuine records from a single window.
You can click on any of the headers to sort by fiedd.

Check the box(es) of the fields you wish to edit.

Click Saveto close the window and save the changes.

Delete Accounts

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Setup Datafiles> Enter daily password New Datafile Routines> Delete Accounts.




Click Yesto continue.

Highlight the unwanted account and clidklete Accountsto permanently remove that GL
account.

The following prompt will be displayed:

Click Yesto proceed.

Add Stock Discounts

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Setup Datafiles> Enter daily password New Datafile Routines> Add Stock Discounts.

Multiple stock discounts can be added from a simgielow.




Click Yesto continue.

Data can be sorted by clicking any of the columadees.

SelectAuto tick Prompt to place a tick in the prompt box for all stocknite
SelectAuto tick Incentive to place a tick in the incentive box for all stotsms.

Type a marker into th8et Default Marker field for it to become the default marker.
Percentage discounts can be quickly viewed anddatdder changed.

Click Saveto close the window and save your changes.

Unique Stock Codes

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Setup Datafiles> Enter daily password New Datafile Routines> Unique Stock Codes.

This routine checks that every stock item has gusmstock codes and will generate a new code
for any duplicate items by adding a number to tie @ the existing code.




Click Yesto continue.

Change Stock Types

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Setup Datafiles> Enter daily password New Datafile Routines> Change Stock Types.

This procedure allows you to quickly sort your by Type. These types can be viewed on the

Stock detailswindows and are utilised in the Vet Stock Type Amsal report available under
reports in the stock module.

Click Yesto continue.

Select the stock items you wish to change and dioeible-click on the appropriate stock type.

Click Closeto save your changes and close the window.




Attach Reminders

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Setup Datafiles> Enter daily password New Datafile Routines> Attach Reminders.

This procedure enables you to quickly find and geareminder codes when you need to do a
rationalisation.

Change Animal Breeds

Go to:Main menu >Maintenance module >Maintenancemenu >Database Maintenance>
Setup Datafiles> Enter daily password New Datafile Routines> Change Animal Breeds.

This procedure enables you to scan through thedbrieeyour database and quickly change any
duplicate or incorrect breeds.




Click Yesto continue.

Select the items on the left so that they are fggkéd and then double click on the required
breed on the right to change the breed.

Click New Breedto add a new breed to the existing list.

Click OK to save the new breed and return toBreed Changeswvindow.

Click Closeto close the window and save your changes.

Swap Reminders

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance>
Setup Datafiles> Enter daily password New Datafile Routines> Swap Reminders.




This procedure helps you to quickly change one tfpeminder to another.

Select the reminder which you wish to change franthe left and the reminder you wish to
transfer to on the right and then clitkansfer. A prompt will be displayed:

Click Yesto complete the transfer.




Procedures

Departmentalising an Existing Clinic

There are several steps to departmentalising yoic.c
Steps 1 to 5 need to be completed before youlstarty departments.

For financial reporting it would be advisable tarsusing departments at the start of a month.
Therefore, set up (including a physical stock takejls to be completed at the end of the
previous month .

Setting up for Departments

Go to:Main menu >Maintenance module >Maintenance menu >Codes and Descriptions
> Departments.

Create department codes for your departments.

Go to:Main menu >Maintenance module >Maintenance menu >System Defaults>
Systemtab.

Tick Use Analysis by Department
Go to:Main menu >Maintenance module >Maintenance menu >Computer Defaults.
Type the default department in tbefault Dept box.

This needs to be entered on each workstation amtbwmrmally be your head
office/clinic department number (dept 1).

Stock transfer.

All stock will currently be sitting in department 0

All stock must be transferred into department thermain clinic department. This is done in
Main menu >Maintenance module >Maintenance menu >Database Maintenance> General
Maintenance > Write Non Dept Entries.

This will load all stock into department 1 as waslall other financial transactions, which
are currently entered as department O.

A physical stock take will need to be done for ¢méire clinic (including all vets' cars).
Entering Stock into the New Departments

When entering the stock take for the first time degoartments:

1. Go to:Main menu >Stock module >Stock menu >Stock Taking > Stock Taking
Options.

2. Selectinclude Products without Activity so that all stock items are displayed.
3. Enter the stock quantities from the physical cdanthat department.

OR
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1. Transfer the stock quantities counted at stock takéhe vets' cars, from dept 1 to the
corresponding vet's dept.

2. This way the stock take list will show only thetsms.
Maintaining Department Stock Levels

When vets take stock from the clinic, enter stoakdgfer journals ilMain menu >Stock module
> Stockmenu >Stock Transfer.

These can be done on a daily or weekly basis, d#pgon volume.

Default Departments

When departments are set up, the default departwitie displayed on client/supplier
invoices, General Ledger journals and cashbook sitgfpayments. The default department can
be set up for each individual computeMain menu >Maintenance module >Maintenance
menu >Computer Defaults.

To Clear out Old Transactions

After the End of Year rollover has been done yoy mish to clear old transactions from your
system prior to a certain date to reduce the digeur database.

This should be performed after hours as it wiletakbme time and would significantly impair the
performance of computers accessing VisionVPM (iweyld be extremely slow).

To Clear Transactions

Go to:Main menu >Maintenance module >Maintenance menu >Database Maintenance
> General Maintenance> Clear Old Transactions

Click Yesto continue.




Type start date in therom Date box and finish date in thEo Date box, then clickOK.

Click Yes to continue.
The procedure will then delete the data. If thera ot of data, this will take some time.

Merging Duplicate Clients or Animals

If you discover that you have created duplicatents or animals in VisionVPM you can transfer
the details from one client to another and deleg¢esurplus client or animal. There are several
different situations that can arise.

Duplicate client with no animals and different fina ncial activity on each client.

Take a note of the sequential number of the clientwant to keep. This is found on the
client details window, in the box to the right bEtNotes and Finance Tab.

Go to theClient Details window of the client yowon'twant to keep.

Click More Commands> Transfer Info.




Click Yesto continue.

If you are not logged on asdmin you will need to enter call Provet IT and asktfoe daily
password.

Enter the sequential number of the client fromidd\e.

We recommend that you do not selBetlete the current client... once the transfer has
completedunless you are absolutely certain that everythmgryeed will be transferred. For
example, client notes are not transferred and sartteese may be important to the client
information.

Click OK.

Click Yesto continue.

Click OK.

Once you have checked that everything has beesféraed correctly, find the client you
transferred the information from and delete thertli

Click Commands
Click Delete
Click Yesto continue.

Duplicate client with same animals and different fi nancial and/or clinical activity
on each client.




Follow all the steps above.

You will now be left with one client with duplicasnimals. If there are different clinical history
items for each of these the animals, you will neetlansfer the history from one animal to the
other animal and delete the animal the history tnaassferred from.

Rename one of the animals and call it, for exanfl&fyl. You will now have a Fluffy and
a Fluffyl. This will help to distinguish betweerettwo animals.

If there are reminders on this animal, the follogvyprompt will be displayed.

Click Yesto continue.

Go to theHistory tab for Fluffyl and select all clinical records ddicking and dragging until
all lines are highlighted.

Click More Commands

Click Transfer History.

Click Yesto continue.

The search window is then displayed. Use then Ahinisa window in the usual way to find
and select the animal you wish to transfer theohygo, for example, Fluffy.

Check that all Fluffyl's records have been tramsteto Fluffy. If they have been transferred
correctly you can delete Fluffyl.:

Click onCommands
Click onDelete Animal
Click Yesto continue.

Duplicate client with same animals and same financi al or clinical activity on each
client.

Select the activities that are the same and dfeta. You will then have duplicate clients with
the same animals and different financial and dihactivity and can follow the steps listed in
scenario 2 above.




To Check and Standardize Breeds and Species

Go to:Main menu >Maintenance module >Maintenancemenu >Codes and Descriptions>
Animal Breeds

To check that the species are standard, click epegisort by species. The species entries that do
not conform will be easy to locate and change.

The easiest way to check through the species wwoloiably be to sort by species and then
export to Excel or print.

Note: that this gives you a new page per speci@snsay be quite long. Review the list. Decide
how you you will standardise, then edit details reheecessary.

IMPORTANT. If you decide that you are going to cdatply delete some Breeds, this will
delete the breed details in the animal records eindf those animals presently assigned with
that code.

There are two ways of working with this:

Use theMarketing Scheduleto obtain a list of animals presently assigned Brated code.




Go to:Main menu >Clients module >Clients menu >Marketing Schedule> Insert >
Animal tab.

Click Breed, then double click to select the breedn the search.

This will give you a list of the animals presendiiyached to that breed. Once the breed is
deleted you will need to go back into each of thersienals and assign them a new breed.

UseNew Datafile Routines

Go to:Main menu >Maintenance module >Maintenancemenu >Database
Maintenance > Setup Datafiles> Enter daily password New Datafile Routines>
Change Animal Breeds.

This procedure enables you to scan through thalbrieeyour database and quickly
change any duplicate or incorrect breeds.

Click Yesto continue.

Click theBreed header on the left to sort by breed then scrdb¢ate the breed you are
planning to delete.

Select all the animals with that breed on the te#n double-click on the required breed
on the right to change the breed.

Once the animals have been listed or those animaaks been allocated a new breed, the
unwanted breed can be deleted.







This part of the program contains functions andedures to assist with maintaining your
database and to optimise how VisionVPM runs.

There are several options available from the mbtast of these should not be run without prior
consultation with Provet IT.

Database Ultilities

Go to:File menu >Utilities module >Utilities menu >Database Utilities




Defragmentation

It is beneficial to defragment your VisionVPM inadexon a regular basis, for example each
month. This may help if you notice the programuisiing slowly.

Note: It is important not to interrupt this proceelwvhile it is running.

Ensure everyone is out of VisionVPM.
Run a one off backup.
The following should be performed on your SERVER:
Go to:File menu >Utilities module >Utilities menu >Database Utilities.
In thePerformance box selecDefragment Indexesand keep the percentage at 10%.
Do not make any other selections.
Click OK.

Leave this to run. We estimate it will take 5 —dihutes depending on the size and
fragmentation level. It will take longest the fitshe it is run.

When it has finished Resultsdialogue box will be displayed. ClidBK, thenCloseto close
out of theDatabase Utilitieswindow. You are now able to carry on using Visié¥ as
normal.

Scanning Data for Faults

This procedure scans for data faults on your VigRK database.

Note: It is important not to interrupt this proceelwvhile it is running.

Ensure everyone is out of Vision VPM.
Run a one off backup.
The following should be performed on your SERVER:
Go to:File menu >Utilities module >Utilities menu >Database Utilities.
In theDatabase Integrity box selecScan for Data Faults
Leave the selection &epair Fast No Data Loss
Do not select any other options.
Click OK.

Leave this to run. We estimate it will take 2 —8ihutes depending on the database size and
speed of your server.

When it has finished Batabase Error Detailswindow will be displayed. If there are any
allocation errors, a report should be printed bthe bottom of the window and faxed to
VisionVPM.




Reindexing

Database tables have indexes to help speed upatzdas. If there has been database corruption,
it is advisable to reindex these tables. To dq thisk Reindex Tablesin the Database
Integrity box.

Shrink Database File

Shrinking a database file is not recommended. Hteldse performs better when expanded.

Database Settings

Go to:File menu >Utilities module >Utilities menu >Database Utilities.

The Database Settings window is where you can miséthe database to best suit your
hardware and operating environment. The settings $teould allow you to get the best
performance from your database.

Several options for database settings are offemetiie window. AUse Recommendedutton,
offered in each section, will automatically seldet settings recommended by VisionVPM.

There are 4 sections on this window:

The first section is a display of basic databasg@@nties such as its name, size and the specific
version of SQL Server that you are using.
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Database Properties

The second section groups together database setitiagtell your database how to behave.

Auto update statistics: Checked, this will enable the database to remot@bdate
statistics that it may have collected. This wiltiopse its queries. It is recommended that this
should be selected.

Auto create statistics:Checked, this will enable the database to aut@aliticreate missing
optimisation statistics. Missing statistics neetlgd query for optimisation are automatically
built during optimisation. It is recommended thHastshould be selected.

Full Mode Recovery (enables transaction logging)Jnchecked, this will disable the

creation of transaction logging. The transactianriequires additional space and
maintenance. The transaction log file is greatdaoge sites that demand a high level database
recovery model as it allows for data recovery gpacific date and time.

To achieve this, the database must also be bagkedaivery specific way and restoring to a
point in time must also follow strict guidelines.

Typically this adds a complexity that is best teftarge sites that employ database
administrators. It is recommended that this shooldbe selected.

Auto Shrink: Checked, this will allow the database to recoversena space. While this
sounds like a good idea, the database works best wihas free space within its data file. It
is recommended that this should not be selected.

Auto close: Checked, this tells the SQL server to shut domahfeee resources for the
database after the last user exits. Whato closehas been enabled you may experience
slight delays as the database re-opens and akogeurces for itself. If you rarely use the
database then you may decide to enable this ogiidrhaving the database on and ready will
give you a much snappier performance. It is reconttad that this should not be selected.

Use RecommendedThis will enable and disable the settings to \iMM@M
recommendations.

Database Size

The third section is for increasing the amountiofgical hard drive space the database will use.
The database will perform better when it has pleftyee space to write to. If the database is
low on space it will attempt to grow. This may sldewn performance or result in a fragmented
database file which will also slow performance. Weommend that the database is set to a
reasonably large size. The maximum size of a databaries between SQL Server versions.




Typically for the following versions these sizetretions apply:
MSDE 2000: max database size is 2GB (2048MB)
SQL Express 2005: max database size is 4GB (4096 MB)

If you have enough free hard drive space then wemenend you set the database to its
maximum size but not exceeding 4GB unless you amralarge site. If you are using a version
with the size restrictions then you may use themenended button to make the adjustment.

Server Memory

The fourth section is for setting the amount ofgpbgl memory that SQL server will use.

Min Memory allocated to SQL (MB) is the minimum amount of RAM that SQL Server will
use. When SQL server starts up, it will securedhi®unt of RAM.

Max Memory allocated to SQL (MB) is the upper limit of RAM that SQL Server will use
If SQL Server is low in RAM it will attempt to acgqea more RAM but will not exceed thdax
limit.
There are generally 2 scenarios for adjusting timeand max limits:
Dedicated SQL Server computer

A computer that is only used to run SQL Server.

Min memory is set to about 1/3 of the total physRAM.

Max memory is set the total amount of physical RA%Ailable.

This allows SQL Server to automatically use as nfiRéM as it needs.

SQL Server on a computer with other applications
Min and Max memory are set to the same amount.

This is done so that SQL Server is guaranteed &M Before another application takes it
for its own needs. Guidelines for the min max valaee calculated as follows:

< 3GB of physical RAM. Min max: 1/3 of theysdical RAM
3GB-4GB of physical RAM. Min max: 1/4 of the hgal RAM
> 4GB of physical RAM. Min max: 1GB.

You can use either of thédse Recommendeduttons to adjust the min max memory
values.




Backups

SQL 2005 Express Manager is provided with your i8IPM Software. This tool can be used
to run one-off or scheduled backups of your datab#su should use this tool in conjunction
with your operating systems backup program and vaie media to create a high availability
backup procedure.

Recommendations for backing up data

By creating three backup jobs and having a locay@nd an off-site copy you will have more
options when and if you are required to restoredtitebase. Create three scheduled backup jobs
for:

A daily backup

A weekly backup

A monthly backup
Each of these backups should have its own directorthe server's hard drive. For example, on
the server's hard drive create a folder catl®8ackupsand in this create three folders called

Daily, Weekly andMonthly . Use the backup tool to schedule the three baghgto be backed
up into the appropriate directory.

Note: You do not need to shut down any VisionVPMgrams in order to backup.

Always take a backup home or off-site. Use the ey system's backup program to create a
backup routine that will backup the contents ofdb8ackup folder onto your removable backup
media. Removable backup media could be a re-weit@i), Tape, Memory stick, etc. This way
you will protect your valuable data from hard drfedure, fire, theft, etc.

Test backed up data to ensure that it will resémiek that it is current.

Before you begin

SQL2005 Express Manager must be run from the sémag¢is running SQL2005 Express.

Data can only be backed up to computers 812005 Express ManageandSQL2005
Expressinstalled and their associated removable mediaeffample, memory sticks and re-
writable CDs).

For a backup procedure to run the following requeats must be met:

The server must be on at the time the backup isdadld to run. For example, if you
scheduled a backup job for 1:00 AM and you turnryaamputer off between 5:00pm and
8:00AM, the backup will not work.

SQL Server 2005must be running when the backup is scheduledrto ru
To Perform a One-Off Backup
To perform a one off backup of your VisionVPM SQatabase you need to.
RunSQL2005 Express Manageand select thBackup tab.




Select the database to backup.

Enter the location to back up to or use the Brolusgéon to find the location for the backup.

Click Backup Now.

The selected database will be backed up immediately
To Perform an Automated Backup

To schedule an automated backup you need to:

Setup the backup in the SQL Express Manager
Create a new Scheduled Task using the Windowsstastduler

To setup the backup in SQL Express Manager:
Go to: Start menu >Programs > Vision > SQL-Tools > SQL 2005 Express Manager.

From theSQL 2005 Express Managewindow, click theBackup tab.
In theDatabasebox, select the database you want to backup.
Browsefor the location to backup to.

Click Save as Scripto save the backup job as a batch file and saltmtation to save the
batch file to. This batch file will be used by t&ndows Scheduled Tasks program to
perform the backups.

Click Close

To create a new scheduled task

Go to:Start menu >Program Files> Accessories> System Tools> Scheduled Tasks>
Add Scheduled Task

From theScheduled Task Wizardwindow, clickNext then clickBrowseand locate the
batch file you previously saved.

Assign the task a recognisable name and set thedney for the task to run, then clislext.
Set a time, frequency, and date that you wishdhble to start, then clickext.

Enter the user name and password, confirm the paidsand then clicext.

The user setting up this task must hbegon as a serviceselected as part of their user
rights.

Click Finish.

Updating VisionVPM

When VisionVPM updates are available, VisionVPMIwibtify you by email. The email will
contain a link to the ftp site from where the ugdatavailable, instructions on the updating
process and a copy of the relevant release notes.




Installing an update is a technical procedure &gdu are not comfortable with basci windows
functions such as copying and pasting files ortiogathe server across the netword, you should
ask an IT technician to perform this procedure.

Before you begin
Before you install the update, you must do theofeihg:

Backup your VisionVPM database.

Close VisionVPM on the server and on all workstagio
To Download the Update

Double-click on the link in the update email.
Click Saveto save the file to your hard drive.

From theSave Aswindow, locate th®©mnis7 folder (or the folder that VisionVPM has been
installed in) on your server.

Ensure the file name is VPMUpdate.exe.

Click Save
The file VPMUpdate.exe has been saved in the Onfoidér on the server and you are ready to
install the VisionVPM update.

To Install the VisionVPM Update on your Server

Check that VisionVPM has been closed down on yewes.

On the server, find and open the Omnis7 folder,thed double-clickyPMUpdate.exeto
begin the installation. If VisionVPM has been inista in a different folder you will need to
locate and open that folder.

In the Setup - VisionVPM Updatewindow, clickNext.
In thePasswordbox, type 0077. Clickext.
The destination directory displays c:\Omnis7 orftider where VisionVPM is installed.

Click OK then clickFinish.

The server will be updated to the new version clidfiVPM.

To Update the Workstations

Check that VisionVPM has been closed on the wotkstaou are updating.
Double-clickNetwork Neighbourhoodand locate the server.
If you are running Windows 2000 you should douldlekeMy Network Places

Find and open the Omnis7 folder on the server hed tlouble-click/yPMUpdate.exeto
begin the installation. If VisionVPM has been itigt@ in a different folder you will need to
locate and open that folder.




In the Setup - VisionVPM Updatewindow, clickNext.
In thePasswordbox, type 0077. CliclNext.
The destination directory displays c:\Omnis7 orftiider where VisionVPM is installed.

Click OK then clickFinish.

The workstation will be updated to the new versidW¥isionVPM. This procedure needs to be
repeated on each workstation.

Note: If theVPMUpdate.exefile is copied to a memory stick, this can be iearbetween
computers for installation of the update rathenthaving to locate the server from each
workstation.

Using the VisionVPM Update
Do not open VisionVPM until the update has beetsited on the server and all
workstations.
Open VisionVPM on the server first and answesto the two pop-up messages that are
displayed.

The server and the workstations must all run tinees@ersion of VisionVPM. You can check
the VisionVPM version number by reading #eild No on theVisionVPM splash screen
when the program opens or frafielp menu >About VisionVPM .

Accessing VisionVPM Support

VisionVPM is serviced by the Provet IT Service Degkch has a number of software support
and technical support staff to assist with yoursgjoas.

User Manuals and online help are available fromviseonVPM website: www.visionvpm.com
- click the VisionVPM Support button on the leftlsiof the website to access information and
options. The on-line help can be accessed dir&cthy VisionVPM on any computer with
internet access by going lttelp menu >VisionVPM Help (F1). The VisionVPM website can
also be accessed from tHelp menu >VisionVPM on the Web > VisionVPM Web Site.

Premium support clients can access VisionVPM suppotoll free numbers: 0800 847 876 for
New Zealand clients and 1800 150 264 for Austratigents.

The Provet IT Service Desk can also be contacted

by email: Support@visionvpm.com
by fax on (NZ) 07 927 5740 (Aus) 02 9894 5298

Sometimes your questions are most easily answeveel ¢gan see what you are doing and what is
happening as you are doing it.

Provet IT (with your permission) can access younpoter remotely from our office and view
what you are seeing on your computer screen.




Note: This can only be done if you log on to thieinet AND follow the instructions given by
Provet IT. Provet IT cannot access your computstesy without your knowledge and
cooperation.

To Permit Remote Access from Provet IT

For Provet IT to provide remote access supportctimputer you are using must have access to a
broadband internet connection.

Before trying to access the VisionVPM remote suppabsite, first contact Provet IT by phone
to confirm that remote access is needed and thes ik an operator available.

Once it is agreed that Provet IT will access yammputer remotely, you can access the remote
support from either

The Help menu
Go to:Help menu >VisionVPM Remote Support

The VisionVPM website:
Go to www.visionvpm.com
Click on the large question mark at the bottomtrigftthe window.




Both options will take you to the HelpBeam website:

Provet IT will then supply you with a 12 digit nuettthat you will enter. Please note that these
numbers change on a regular basis.

Enter the number you are given and cliagt Help.




Click onClick Here to Download the HelpBeam Application

Click Run to run the application.

Click Run to continue.

Click Yesto allow the operator to have remote access to goonputer.
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A disconnect prompt will be displayed in the cemfgour screen. Minimise this prompt. If any
any time you wish to or need to disconnect, maxentiee prompt again and click disconnect.

The connection can also be terminated by VisionVIPMs will happen at the end of the support
call or when the issue is resolved.

Very occasionally, because of firewalls, virus paiion or the way clinic computers are setup,

VisionVPM will be unable to access your computerghie above way. There are alternative
access solutions available for most, but not ahacios.

Database Copies

Sometimes if a computer cannot be accessed renuatelyroblem is particularly involved or
may require considerable investigation or testifigionVPM may ask for a copy of your
database. These copies may be sent via CD (thaumé are now getting too large for a CD) or
can be uploaded to VisionVPM's ftp server. Youmrdatl only be accessed by VisionVPM staff
and only for providing solutions to the questionsi yrave asked.

Run a one-off back up and copy it to a CD or uplivdal the ftp server.

Uploading to the ftp server
(ftp means file transfer protocol)

You will need to compress the datafile file for agdl to reduce the time and cost of
transferring the file to the ftp site.

Please use either WinZip or WinRAR to compresdtttafile. These programs can be
downloaded for evaluation or use if you have nataly installed them from:

WWW.winzip.com

www.rarlab.com
You will now have a *.zip or *.rar file. Right clicand take a copy of this file.
Transfer the compressed datafile to our FTP site.

Go to:VisionVPM > Help menu >VisionVPM on the Web > Open ftp Uploads Folder
You are now accessing a folder on our ftp site etbe Internet.

Right click and paste (or Edit menu and paste fangthe compressed file into a new folder
created for your clinic.

This will start copying the file. The time takenlvdepend on the file size and your internet
connection speed.

Transfer Notification.

When this is complete, please send an email coimfgitine upload has been completed to
support@visionvpm.com with the subject title "Uploc@omplete”
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