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Version 3.0 
 

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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The software contains proprietary information of Provet IT; it is provided under a license 
agreement containing restrictions on use and disclosure and s also protected by copyright law.  
Reverse engineering of the software is prohibited. 

Due to continued product development this information may change without notice.  The 
information and intellectual property contained herein is confidential between Provet IT and the 
client and remains the exclusive property of Provet IT.  If you find any problems in the 
documentation, please report them to us in writing.  Provet IT does not warrant that this 
document is error-free. 

No part of this publication may be reproduced, stored in a retrieval system, or transmitted in any 
form or by any means, electronic, mechanical, photocopying, recording or otherwise without the 
prior written permission of Provet IT. 

Provet IT 
PO Box 6026 BHBC 

Baulkham Hills NSW 2153 
Australia 

1300 650 468 
 

Website: www.provet.com.au http://www.provet.com.au/
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This user guide reviews the Suppliers Module of VisionVPM where suppliers are created. Stock 
can be purchased through suppliers and supplier invoices, goods receipts and payments can be 
loaded through this module. 

Some suppliers offer electronic integration with VisionVPM. Both Provet e-Order and SVS Vet 
Channel can electronically receive your stock orders from VisionVPM. Provet e-Order also 
allows you to download supplier invoices directly into VisionVPM, saving considerable time in 
data entry. 

Autobanking can be set up to make paying your suppliers more efficient, saving you time. 

You also have the ability to send bulk emails, print supplier labels and create merge documents 
that you can send to your suppliers. 
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Supplier Details 

As with Clients, all Suppliers must first be entered into VisionVPM before they can be used.  

��  Go to:  Main menu > Suppliers module > Suppliers menu > Supplier Details. 

��  From the Supplier List window, click Insert. 

 

��  In the Code box, type a code for the supplier, then in the Name and Address boxes, type the 
supplier's name and address. 

�  Recommended: In the Phone and Fax boxes, type the supplier's phone number and fax 
number. 

�  Optional: In the Email Address and Web Address boxes, type the supplier's email 
address and website. 

�  If GST will not be calculated on transactions for this supplier, for example, an overseas 
supplier, select the Zero Rated for GST check box. 

��  For NZ clients to select the supplier's payment method, select Cheque, Direct Credit , or 
Credit Card . 

�  Note: If you select Direct Credit , type the supplier's bank account number in the Bank 
Account box. 

�  Optional: In the Particulars, Code, and Reference boxes, type the details that will appear 
on the supplier's bank statement. 
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��  For Australian clients, to select the supplier's payment type, select Cheque, Direct Credit , or 
Credit Card . 

 
�  In the BSB Number and Bank Account boxes, type the Supplier's BSB number and bank 

account number. 

�  In the Account Name box, type the Supplier's account name. 

�  If this field is left blank, VisionVPM will default the Account Name to the Supplier's 
Name and use this name in the autobanking file. 

�  In the Statement Reference box, type a Reference that you want to appear on the 
Supplier's statement. 

��  In the Notes box, type any notes about the supplier. 

	�  Click Save. 

The supplier will now appear in the selection list for Suppliers throughout VisionVPM. 

You can now enter invoices and payments relating to this supplier. 
 

To insert notes about a Supplier 

��  Go to: Main menu > Suppliers module > Suppliers menu > Supplier Details > Select 
Supplier. 

��  In the Notes box, type any notes about the supplier. 

��  Click Save.  

�  The notes will be displayed on the Supplier Details window. 
 

To make a Supplier zero-rated for GST 

This may be required for overseas suppliers, for example. 

��  Go to: Main menu > Suppliers module > Suppliers menu > Supplier Details > Select 
Supplier. 

��  From the Supplier Details window, select Zero-rated for GST.  

 

��  Click Save.  

�  GST will not be calculated on any invoices or payments relating to this supplier. 
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To insert the Payment Type for a Supplier 

��  Go to: Main menu > Suppliers module > Suppliers menu > Supplier Details > Select 
Supplier. 

��  To select the method of payment for the supplier, select Cheque, Direct Credit , or Credit 
Card in Payment Details.  

 
 

To send an email to a Supplier 

��  Go to: Main menu > Suppliers module > Suppliers menu > Supplier Details > Select 
Supplier. 

��  From the Supplier Details window, click the  button.  

 

��  Select whether to use VisionVPM email or Outlook email. Outlook email is sent and 
recorded through your normal Outlook software. VisionVPM email is saved within 
VisionVPM. 

 



55�
"�

�

��  From the Email Options window, type a subject for the email in the Subject box.  

�  The To box is automatically populated with the supplier's email address.  

�  Optional: To send an attachment with the email, click the Attachments button, browse to 
locate the file you wish to attach and click OK. 

��   In the text box, type the email message.  

��  Click Send to send the email.  

�  The email will be sent to the supplier. 
 

To view a Supplier's website 

��  Go to: Main menu > Suppliers module > Suppliers menu > Supplier Details > Select 
Supplier. 

��  From the Supplier Details window, click the  button.  

�  An Internet Explorer window will open and the supplier's website will be displayed.  
 

To view a Supplier's Aged Analysis 

��  Go to: Main menu > Suppliers module > Suppliers menu > Supplier Details > Select 
Supplier. 

��  From the Supplier Details window, click the Aged Analysis tab.  

 

�  The balances overdue for the current month, one month, two month, and three month 
periods will be displayed. 

 

To print a Supplier Label 

��  Go to: Main menu > Suppliers module > Suppliers menu > Supplier Details > Select 
Supplier. 

��  From the Supplier Details window, click the Label button. 

 

��  Select a report destination. 

��  Click OK.  

�  The label will print to the selected destination. 
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To print a Supplier Statement 

��  Go to: Main menu > Suppliers module > Suppliers menu > Supplier Details > Select 
Supplier. 

��  From the Supplier Details window, click the Statement button.  

 

 

��  Type the statement closing date into the available field in the Set Current Report Date 
window. 

��  Click OK.  

��  Select a report destination. 

��  Click OK.  

�  The statement will print to the selected destination. 
 

To view a Supplier's Balances 

��  Go to: Main menu > Suppliers module > Suppliers menu > Supplier Details > Select 
Supplier. 

��  From the Supplier Details window, click the Balances tab.  
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To transfer a Supplier Invoice 

��  Go to: Main menu > Suppliers module > Suppliers menu > Supplier Details > Select 
Supplier. 

��  From the Supplier Details window, click the Activity  button.  
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��  From the Supplier Activity  window, in the From and To boxes, type the date range that 
includes the transactions you wish to view, and click Rebuild.  

The supplier activity is displayed. 

��  From the Supplier Activity  window, select the invoice you wish to transfer and click 
Transfer.  

��  From the Supplier List window, type the code of the supplier to whom the invoice will be 
transferred into the For box. 

��  Click Go.  

�  Optional: If you do not know the exact supplier code, in the Code box, type the first three 
letters of the supplier's code, press TAB, then click Yes to the message Supplier code not 
found. Would you like to find the closest match?  Click Next or Previous until you 
find the correct supplier. 

	�  Select the supplier, and double-click to transfer the invoice.  

�  The selected invoice will be transferred. 
 

To view the tax apportioned to each invoice 

��  Go to: Main menu > Suppliers module > Suppliers menu > Supplier Details > Select 
Supplier. 

��  From the Supplier Details window, click the Activity button.  

��  From the Supplier Activity  window, type the date range that includes the transactions you 
wish to view into the From and To boxes.  

��  Click Rebuild.  

The supplier activity is displayed. 

 
The supplier and the tax component of each invoice will be displayed in the Tax column.  

��  Optional: To sort invoices in ascending order by invoice amount, click the Invoice column 
header.  

�  To view the invoices in descending order, click the Invoice column header twice. 
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Stock ordering 

This section contains information about ordering stock using the automatic reorder and manual 
reorder functions in VisionVPM. 

If you use Provet as a supplier, you may wish to read the section on Provet e-Order Integration. 
 

Ordering stock automatically 

This section describes how to reorder stock automatically. The following 2 steps need to be 
completed in order to order stock automatically.  

��  Set up stock items for automatic ordering. 

��  Process order in VisionVPM. 
 

Step 1: Set up stock items for automatic ordering 

You can choose to set up individual stock items or multiple stock items for automatic ordering. 

Set up an individual stock item for automatic ordering 

��  Go to: Stock menu > Stock Details. 

��  Locate the Stock Item you wish to automatically reorder. 

��  Click Supplier to add/edit the supplier. 

��  Enter the Suppliers Product Code for the wholesaler you wish to use.  

�  The Supplier Name box will be automatically populated with the name of the supplier. 

�  For integration with Provet e-Order, your business account manager will assign these 
codes for you. 

��  In the Suppliers Product Code box, type the supplier’s code for this stock item. 

�  Optional: Enter the supplier's Barcode for this stock item. 

�  All other fields will be populated when you next purchase this item through a supplier's 
invoice. 

��  Click Save. 
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Do not use the Reorder Code field on the Stock Details window - this field has become 
redundant since the expansion of multiple supplier details. 

 

	�  From the Stock Details window, in the Reorder Qty box, type the number of units to be 
ordered automatically. 


�  In the Reorder Level box, type the level of stock you will have on hand when the stock is 
automatically reordered. 

�  For example, with a Reorder Level of five, the stock item will automatically be reordered 
when the Stock on hand falls to five or less. 

��  Click Save. 

�  This stock item will now automatically feed information through to the Stock Reorder 
system. 
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Department reorder levels 

If you use departments you can set up reorder levels per department enabling each department to 
use different reorder levels. 

��  From the Stock Details window, click Reorder Levels. 

 

��  You can then enter the Reorder Level, Reorder Qty and Dept details. 

�  You can also enter Optional Seasonal Levels if you know you use more of a stock item 
at a particular time during the year. 

 

��  Click Save. 
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Set up multiple stock items for automatic reordering 

Go to: Stock menu > Stock Ordering > Set Reorder Levels. 

Previous and Weekly Sales 

You can enter a date range to view the previous sales on stock records from the Stock Reorder 
Levels window. This will assist you in setting realistic stock ordering levels.  

If you use departments you can view previous sales by department by selecting the required 
department from the Reorder Level Type list. 

Enter the required date range and click Rebuild. 

Note: You cannot enter a date range that is less than a week. 

 

VisionVPM will display the previous sales and will also calculate and display the weekly sales 
figures based on the stock item's sales in the selected date range. You can now easily see how 
much of a product you are selling on a weekly basis. 

 

Automatic Levels 

There is also an Automatic Level/Qty button on the Stock Reorder Levels window. This enables 
you to set reorder levels based on the weekly sales on stock items. 

��  Select the items that you wish to calculate automatic levels and quantities for. 

��  Click the Automatic Level/Qty button 

The Automatic Reorder Calculation window is displayed.  

��  Enter the amounts to multiply the reorder level and reorder quantities by the weekly sales. In 
the example below, the reorder level will be set as the same amount as the weekly sales as 
1.00 has been entered and the reorder qty will be set as one and a half times the weekly sales. 
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��  Click Update. 

 

To update seasonal levels you must select a seasonal levels Reorder Level Type. In the screen 
shot below Standard Seasonal Levels has been selected. 
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��  Enter a start and end month.  

This can either be the name of the month, for example, February or its corresponding number, 
2. 

��  Click Update to save the changes. 

Please note: 

��  If you do not select any stock records in the window, VisionVPM assumes that you want to 
change all stock records and selects all stock records automatically. 

��  If you do not enter any figures in the reorder level or reorder qty fields, VisionVPM assumes 
that you wish to REMOVE all existing reorder levels and quantities. The following message 
will be displayed: 

 

��  Click Yes only if you want to clear all reorder levels from the selected lines, otherwise click 
No. 

 

Step 2: Process order in VisionVPM 

��  Go to: Stock menu > Stock Ordering > Stock Reorder. 

 

��  From the Stock Reorder Options window: 

�  To display the previous sales figures, in the Show Previous Sales and To boxes, type the 
date range for which you wish to view the previous sales. 

�  To view the previous sales for a selected Supplier, Sales Group, Analysis Group, 
Department or Clinic , select the corresponding check box and double-click to select a 
record from the list. 
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��  Select Maximum Reorder Qty or Standard Reorder Qty.  

�  Standard Reorder Qty is the default value as the majority of clients process automatic 
stock reorders using a standard reorder quantity.  

�  The Maximum Reorder Qty is calculated as the difference between the Stock Onhand 
amount and the Reorder Level plus the Reorder Quantity. 

�  You might choose this option if you have had a busy week and haven't had a chance to 
order. 

�  Optional: To include stock items with no reorder quantity in the order, select the Include 
stock with no reorder quantity check box. 

��  You can also order stock based on previous sales of a specified percentage. 

�  When you select Ignore Reorder Qty and Levels, VisionVPM will calculate the stock 
reorder quantities based on the previous sales, for the selected date range, minus the 
current quantity on hand. 

�  You also have the option to enter a percentage. The default is 80%. 

�  In the example below, VisionVPM will calculate the reorder quantities as 80% of the total 
sales amount between 1 June 2009 and 31 October 2009 less the current quantity on hand 
amount. 

 

��  In the Order Details box, type any notes you wish to communicate to the supplier. 

��  In the Order Number box, type an order number, or leave empty if you want VisionVPM to 
automatically create an order number. 

�  If you are using e-Order and the stock item you are entering has Provet as its Preferred 
Supplier, you can only enter a numerical order number. If you enter a letter as part of the 
order number, VisionVPM will display the following message: 
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�  You will have to remove the letters from the field in order to continue processing the 
stock order. 

	�  In the User box, type the code of the user who is reordering the stock. 


�  Click OK. 

�  The Reorder List window will display the selected stock items. 

�  Stock Codes which have a Provet product code will be flagged as Provet e-Order 
products. 

�  Stock Codes which have a SVS product code will be flagged as SVS products. 
 

Save an automatic order 

To save an automatic order 

��  Go to: Stock menu > Stock Ordering > Stock Reorder. 

��  Enter the reorder details as described above, and click OK. 

 

��  From the Stock Reorder List window, click Save. 

��  From the Ordering Options window, select the Do not send the order through the internet 
check box. 
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�  Optional: To print an order for the products, select the Print an order form for the 

remaining products check box. 

�  Click OK. 

�  If you are using e-Order and you have selected Provet as the supplier, VisionVPM will 
check that the order number does not contain letters. 

 
�  If letters are detected, VisionVPM will display the following message:  

 
�  You will have to remove the letters from the field in order to continue processing the 

stock order. 

�  When you have corrected the order number, click OK. 

��  From the Set report destination window, select a report destination and click OK. 

�  The reorder will print to the selected destination. 

�  The stock items will be displayed in the Goods on Order window. 
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Ordering stock manually 

This section describes how to reorder stock manually. 

To insert goods to order 

��  Go to: Stock menu > Stock Ordering > Stock Reorder > Goods on Order. 

 

��  For each stock item you wish to order, in the Stock Code box, type the first few characters of 
the code, and click the Stock Code arrow, and then select the stock item that you wish to 
order. 

�  The Description and Pack Size boxes are populated automatically when a Stock Code is 
selected. 

��  In the Dept box, type the department code to which the stock item relates, then in the User 
box, type the code of the user who is entering the goods on order. 

�  The Supplier box is populated automatically with the Preferred Supplier code. This can 
be overwritten if required. 

��  In the Order box, type an order number for the goods, then in the Date box, type the date of 
the order. 

�  If you are using e-Order and the stock item you are entering has Provet as its Preferred 
Supplier, you can only enter a numerical order number. If you enter a letter as part of the 
order number, VisionVPM will display the following message: 

 
�  You will have to remove the letters from the field in order to continue processing the 

stock order. 
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��  In the Qty (pks) box, type the number of packs you wish to order, and press ENTER. 

��  The Qty (units) box is populated automatically with the number of units. This amount is the 
sum of the stock item's pack size multiplied by the number of packs you entered in the Qty 
(pks) box. 

�  Note: To print the goods on order list, click Print List . 

�  Note: To print the order, select the stock items that you wish to print, and click Print 
Order . 

�  Note: To delete a stock item that is no longer required, select the stock item and click 
Delete. 

�  Note: To recalculate the Backorder Qty field on the Stock Details window for all stock 
items on the Goods on Order window, click Recalc Backorder. 

�  Note: To send an e-Order to Provet or an order to SVS, click eSend Options. 
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Inserting a Goods Receipt 

Create a goods receipt when you have received the goods and a packing slip (but not an invoice). 
This allows you to update your stock levels without affecting your pricing structure. Goods 
Receipts are also used for Forward Ordered product, where the invoice needs to be created later 
to forward date. 

To insert a goods receipt 

��  Go to: Main menu > Suppliers module > Suppliers menu > Goods Receipts.  

��  From the Goods Receipt List window, click Insert.  

 

��  Type the goods receipt number and date from the supplier's packing slip into Goods Receipt 
No and Date boxes. 

��  Enter a Description for the Goods Receipt. 

�  Dept will automatically be populated with the default department code. This can be 
changed if required. 

��  Use the list arrow to select Supplier Code. 

��  For each line on the goods receipt, type the first few characters of the stock code into Stock 
Code and click the list arrow to view items matching the search then double-click to select 
the stock item. 
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	�  Tab through to populate the associated GL A/c code, stock Description, Packsize, Dept and 
Price. Change the Dept if required. 

�  Note: To view details of the selected stock item, click Stock. 


�  In the Qty box, type the quantity of the stock item, which is displayed on the supplier's goods 
receipt and press TAB. 

�  The Total amount is calculated automatically.  

�  If the calculated GST amount is different to that displayed on the goods receipt, overtype 
the GST amount. 

�  To clear a line from the goods receipt, select the line and click Clear Line.  

�  To clear all lines from the goods receipt, click Clear All . 

��  To enter freight onto the goods receipt, in the GL Code box, type the freight GL code, and 
click the GL Code arrow, and then from the GL Account List window, double-click to select 
the general ledger code for freight. 

���  When all items on the goods receipt have been entered, click Save. 

�  The goods receipt will be displayed on the Receipts button of the Supplier Invoice 
window. 

�  The goods receipt will be displayed on the Goods Receipt report, which can be printed by 
going to the Suppliers module, clicking the Reports menu and then selecting Goods 
Receipts. 

 

To create a Goods Receipt from Goods on Order 

��  Go to: Main menu > Stock module > Stock menu > Goods on Order.  

��  From the Goods on Order window, select the stock items that have been received, and click 
Create Goods Receipt.  

�  Important: Select all stock items that have been delivered, irrespective of whether you 
have received the correct amount. 

�  A goods receipt will be displayed, listing the items selected from the goods on order. 
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�  Edit the stock quantities in the Goods Receipt to tally with what has been received. 

��  Click Save. 

�  If you did not receive the entire amount of an order and you have altered the stock qty, the 
stock item will be remain on the Goods on Order window with the remaining qty to be 
received. 

 

To print an existing Goods Receipt 

��  Go to: Main menu > Suppliers module > Suppliers menu > Goods Receipt. 

��  From the Goods Receipt List window, search for the goods receipt using any of the available 
parameters or using dates.  

�  Note: A goods list will be displayed if you only type part of the goods receipt code. 

��  From the Goods Receipt List window, double-click the receipt you wish to print.  

��  Click Print .  

��  Select a report destination, and click OK.  

�  The goods receipt will print to the selected destination. 
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To print a list of Goods Receipts 

��  Go to: Main menu > Suppliers module > Suppliers menu > Goods Receipt.  

��  Click Yes to the message This will print a list of the goods receipts currently in the 
system awaiting invoicing. Continue?  

��  Select a report destination, and click OK.  

�  The report will print to the selected destination. 
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Inserting a Supplier Invoice 

Use the Supplier Invoice window to insert the stock or expenses and services that you purchase 
from suppliers.  

To insert each stock item on the supplier invoice, use the corresponding Stock Code in 
VisionVPM.  

To maintain accurate stock levels, you must pay attention to the Pack Size when inserting 
supplier invoices. For example, if you purchase boxes of syringes where the pack size is 100, the 
quantity on the invoice must be the number of boxes, not the number of syringes. 

To insert an expense or service item onto a supplier invoice, use the corresponding GL A/c in 
VisionVPM. For example, to enter your monthly telephone bill, find the general ledger account 
for Telephone Expenses, and then in the Total box, type the GST exclusive amount from the 
supplier invoice. 
 

To create a Supplier Invoice for stock 

��  Go to Main menu > Suppliers module > Suppliers menu > Supplier Details > Select 
Supplier > Invoice. 

��  Type the Invoice number in the Invoice No box. 

��  Type the date of the invoice and your user code into Date and User. 

��  Tab through to automatically populate Department with the default department code. 

��  For each line on the invoice, in the Stock Code box, type the first few characters of the stock 
code, and click the Stock Code arrow, and then double-click to select the stock item. 

�  The associated GL A/c code, stock Description, Price, and Packsize boxes are 
automatically populated. 

��  In the Dept box, type the code of the department to which the item relates, if different to the 
Department box above. 

	�  In the Qty box, type the quantity of the stock item, which is displayed on the supplier's 
invoice and press TAB. 

�  The Net, GST, and Total amounts at the bottom of the invoice are calculated 
automatically.  

�  Note: If the calculated GST amount is different to that displayed on the invoice, overtype 
the GST amount. 

�  Note: To clear a line from the invoice, select the line and click Clear Line.  

�  Note: To clear all lines from the invoice, click Clear All . 


�  To enter freight onto the invoice, click the GL Code arrow, and then from the GL Account 
List window, double-click to select the general ledger code for freight. 

��  When all items on the invoice have been entered, click Save. 
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�  The invoice will be displayed in the supplier's activity. 
 

To create a Supplier Invoice for services 

��  Go to Main menu > Suppliers module > Suppliers menu > Supplier Details > Select 
Supplier > Invoice. 

��  In the Invoice No box, type the number of the supplier invoice. 

��  In the Date and User boxes, type the date of the invoice and your user code. 

�  The Department box is automatically populated with the default department code. 

��  For each line on the invoice, in the GL A/c box, type the first few characters of the account 
code, and click the GL A/c arrow, and then double-click to select the account code. 

�  The Description box is automatically populated. 

��  In the Dept box, type the code of the department to which the item relates, if different to the 
Department box above. 

��  In the Qty box, type 1. 

	�  In the Total box, type the GST exclusive amount for the item. 

�  If the calculated GST amount is different to that displayed on the invoice, over type the 
GST amount. 

�  To clear a line from the invoice, select the line and click Clear Line.  

�  To clear all lines from the invoice, click Clear All . 


�  When all items on the invoice have been entered, click Save. 
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�  The invoice will be displayed in the supplier's activity. 

 

To create a Supplier Invoice from Goods on Order 

Goods on order is populated from the Stock Reorder system, but can also be used for creating 
manual stock orders. It is used to maintain a list of stock that is on backorder from suppliers. 
Create a supplier invoice when the goods have been received, inserting any additional charges; 
for example, freight. 

��  Go to: Main menu > Stock module > Stock menu > Stock Ordering > Goods On Order.  
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��  From the Goods on Order window, click Select Lines. 

  

��  From the Order Selection window, click the Order Number list arrow, and select the order 
number which you wish to view. Click OK.  

�  To view all items currently on order from a selected supplier, from the Supplier Code 
box, select a supplier. 

��  From the Goods on Order window, select all the line items you wish to include on the 
invoice and then click Create Supplier Invoice.  

�  The Supplier, and Date boxes will be populated automatically with the supplier code and 
name, and today's date. 

��  Type the invoice number and date from the supplier's paper invoice into Invoice No. and 
Date.  
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��  Click the User arrow, and then double-click to select your user code. 

�  The Department box is automatically populated with the default department code.  

�  The Net, GST, and Total amounts are calculated automatically.  

�  If the calculated GST amount is different to that displayed on the invoice, in the GST 
box, overtype the GST amount.  

�  To clear a line from the invoice, select the line and click Clear Line.  

�  To clear all lines from the invoice, click Clear All . 

	�  To enter freight onto the invoice, in the GL Code box, type the freight GL code, and click the 
GL Code arrow, and then from the GL Account List window, double-click to select the 
general ledger code for freight.  


�  When all items on the invoice have been entered, click Save. 
 

To create a Supplier Invoice from a Goods Receipt 

When you do not receive a supplier's invoice with your goods and you have created a goods 
receipt, once you receive the invoice you need to turn the goods receipt into a suppliers invoice. 

��  Go to: Main menu > Suppliers module > Suppliers menu > Supplier Invoice > Insert. 

 



55�
1,�

�

��  From the Supplier Invoice window, click Receipts, and then click Yes to the message:  

 

��  In the Goods Receipt List window, double-click the goods receipt that you wish to turn into 
a supplier invoice. 

 

��  The Invoice No and Date boxes will be populated with the goods receipt number and today's 
date; however, these should be overtyped with the invoice number and date from the 
supplier's invoice. 

��  Click the User arrow, and then double-click to select your user code. 

��  From the Supplier Invoice window, click the Supplier arrow and then double-click to select 
the supplier.  

�  The Department box is automatically populated with the default department code. This 
can be changed. 

	�  To change the quantity received or purchase price of an item, double-click the stock item, and 
then in the Qty or Price box, type the correct quantity received or price.  


�  To add any additional stock items to the invoice, in the Stock Code box, type the first few 
characters of the code, and click the Stock Code arrow, and then select the stock item that 
you wish to purchase. 

�  The associated GL A/c code, stock Description, Price, and Packsize boxes are 
automatically populated as you Tab through. 
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�  The Net, GST, and Total amounts are calculated automatically as you Tab through.  

�  If the calculated GST amount is different to that displayed on the invoice, in the GST 
box, over-type the GST amount. 

�  To clear a line from the invoice, select the line and click Clear Line.  

�  To clear all lines from the invoice, click Clear All . 

��  To enter freight onto the invoice, click the GL Code arrow, and then from the GL Account 
List window, double-click to select the general ledger code for freight. 

���  When all items on the invoice have been entered, click Save. 

�  The invoice will be displayed in the supplier's activity. 
 

Delayed Charging 

Suppliers will sometimes invoice clinics for goods, but allow the clinics to pay for those goods 1, 
2 or 3 months later. There are several considerations in processing delayed payments including 
keeping stock levels accurate, paying GST in the correct period and paying the supplier in the 
correct period. 

The following processing methods are suggested. Please also seek advice from your accountant. 

Maintenance Setup 

Set VisionVPM to use Delayed Charges option in Maintenance. 

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

Select the Supplier Invoices option in the Delayed Charges Usage area. 

 

If you are going to use delayed payments for clients as well, select the Client and Supplier 
Invoices option. 

When the invoice is forward dated 

For example, you receive the goods 10 January, but the invoice date is 1 March, payment due 20 
April. 

When you receive the goods (10 January), create a Goods Receipt (or convert the Goods on 
Order to a Goods Receipt) to enter the stock into your system.   

This enters the stock into your inventory at the date you receive it, updating stock levels. 
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Step 1: Goods on Order 

 

Step 2: Converting from Goods on Order to Goods Receipts 

 

��  When you receive the invoice (received 12 January, dated 1 March), convert the Goods 
Receipt to an Invoice with the invoice date as printed on the invoice (1 March). 

��  Stock levels will remain correct from date of Goods Receipt entry. 
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��  The Supplier Invoice will be available for payment in the Supplier Payment Run  

��  The purchase and GST amounts will be in the period appropriate to the Invoice (or Payment).  

��  Enter the Charge Date as 20 April 2010. 

Step 3: Converting from Goods Receipts to Invoice 
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Step 4: Payment of Invoice re Charge Date 

 

When the invoice has a current date, but payment du e date is deferred 

For example, if you receive the goods 10 January, and the invoice date is 10 January, but 
payment is not due until 20 April. 

When you receive the goods, enter invoice as per sample below.  Date invoice / goods received, 
note the Charge Date: enter the date this invoice is due to be paid. 
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Step 1: Creating Invoice 

 
Step 2: Creating Payment dated 20.04.10 

 



55�
1"�

�

Supplier Invoice with Split Payments  

For example, you receive the invoice and goods dated 10 January but 2 payments of equal 
amount due March and April. 

You will need to set up a Deferred Payment general account if this is not already done.  

To create this account: 

��  Go to: Main menu > General Ledger module > General Ledger menu > Chart of 
Accounts > Insert. 

��  Enter the general ledger Account Code and Description. 

��  Mark the account as a Current Liability  and Zero Rated for GST. 

Step 1: Enter the supplier invoice to receipt goods and charge the Deferred Payment account. 

��  Select the Supplier and click Invoice. 

��  Enter Invoice No, User Code and invoice Date. 

��  Enter all stock items received. 

��  To enter the Deferred Supplier Payments account, tab to GL A/c and enter the general ledger 
code for Deferred Supplier Payments. 

��  Tab to Description and enter the Supplier name and the products.   

��  Tab through to Total and enter the total including GST amount as a negative amount. 

	�  Click Save. 
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�  The Total of the invoice should be 0.00. 

 

Step 2: Enter invoices to cover the split deferred amounts 

You will need to enter a delayed charge invoice for each month that the payment will be split. 

In this example, payment is to be split over two months; March and April, therefore two invoices 
are required. 

��  Enter the invoice number with a D at the end to identify it's a delayed charge invoice. 

��  Enter the Charge Date as the beginning of the 1st payment month. 

��  Tab to the GL A/c field and enter the code for the Deferred Supplier Payment. 

��  Enter the Total as the amount of the payment split over the number of months. 
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In the screenshot below, the Charge Date is 1 March 10 with the Total of 967.50, being half of 
the original invoice. 
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You would then need to enter another invoice with a Charge Date of 1 April 2010 as shown 
below: 

 

As each of above invoices became due, you would receipt payment either through Supplier 
Payment Run or on the individual supplier. 
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To download an Invoice from e-Order 

��  Go to: Main Menu > Suppliers Module > Suppliers menu > Provet Options > Check for 
new invoices. 
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The e-Order Pending Invoice List 

��  Go to: Main Menu > Suppliers Module > Suppliers menu > Provet Options > Open 
Pending Invoice List. 

Invoices downloaded electronically through e-Order are saved to a Pending invoice List and are 
not automatically applied to the supplier. Once downloaded, the pending invoice list will be 
displayed automatically but it can also be displayed at any time by clicking in the Open Pending 
Invoice List option as seen below: 

 

Please note: Downloaded invoices will only be displayed on the Pending Invoice List if you have 
selected the Added to the Pending invoice list option in Main menu > Stock module > Stock 
menu > eSend Options > Provet > Provet - Setup. 

 

Pending invoices will not affect supplier or stock balances or be displayed on an activity window 
until they have been edited and an invoice date has been applied to them. 



55�
�1�

�

Clicking the Open Pending Invoice List will display a window, similar to the one below: 

 

From this window you can see the date the invoice was downloaded, the invoice number and 
total. Double clicking an invoice will open the Supplier Invoice window.  

Once the invoice has been checked against the paper invoice, and you have verified that the 
products have arrived, enter the date and order number from the paper invoice and Save the 
invoice. 

You can make modifications and save the invoice changes without entering a date if required. 
This will leave the invoice on the pending invoice list until a date has been added to it. 
 

To insert a Credit Note for stock 

You would insert a credit note when you return stock to a supplier and receive a credit note for 
the returned stock. 

��  Go to: Main menu > Suppliers module > Suppliers menu > Supplier Details > Select 
Supplier > Invoice. 

��  In the Supplier Invoice window, type the credit note number in Invoice No. 

��  Type the date of the credit note and your user code into Date and User. 

��  Tab through to automatically populate Department box with the default department code. 
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��  Use the list arrow to select the Stock Code of the item for which you have received the 
credit. 

��  Tab through to automatically populate the GL A/c, Description and Price. 

	�  In the Dept box, type the code of the department to which the item relates, if different to the 
Department box above. 


�  In the Qty box, type the negative quantity of the stock item, which is displayed on the 
supplier's credit note. 

��  The Net, GST, and Total amounts at the bottom of the window are calculated automatically.  

�  If the calculated GST amount is different to that displayed on the credit note, in the GST 
box, over type the GST amount.  

�  To clear a line from the credit note, select the line and click Clear Line.  

�  To clear all lines from the credit note, click Clear All . 

���  When all items on the credit note have been entered, click Save. 

 
 

To insert a Credit Note for expenses or services 

��  Go to: Main menu > Suppliers module > Suppliers menu > Supplier Details > Select 
Supplier > Invoice. 

��  In the Supplier Invoice window, type the credit note number in Invoice No. 

��  Type the date of the credit note and your user code into Date and User. 
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��  Tab through to automatically populate Department box with the default department code 

��  For each line on the credit note, in the GL A/c box, type the first few characters of the 
account code, then click the GL A/c arrow and double-click to select the general ledger 
account to which the expense or service relates.  

��  Tab through to automatically populate the general ledger account Description or over type 
with the information on the expense or service purchased. For example, A4 envelopes. 

	�  In the Dept box, type the code of the department to which the item relates, if different to the 
Department box above.  


�  In the Total box, type the negative GST exclusive amount for the item and press ENTER.  

�  If the calculated GST amount is different to that displayed on the credit note, in the GST 
box, over type the GST amount.  

�  To clear a line from the credit note, select the line and click Clear Line.  

�  To clear all lines from the credit note, click Clear All . 

��  When all items on the credit note have been entered, click Save. 

 
 

To insert a Prompt Payment Discount 

Some suppliers offer incentive discounts if their customers pay their account before a specified 
date.  

To insert a prompt payment discount onto a supplier invoice, use the Discounts Received general 
ledger code and insert a negative amount exclusive of GST. The Discounts Received general 
ledger code should be an Other Income account type and NOT zero-rated for GST. 
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��  Go to: Main menu > Suppliers module > Suppliers menu > Supplier Details > Select 
Supplier > Invoice. 

��  In the Supplier Invoice window, type the credit note number in Invoice No. 

��  Type the date of the credit note and your user code into Date and User. 

��  Tab through to automatically populate Department box with the default department code. 

��  Click the GL A/c box, and double-click the Discount Received general ledger account.  

��  Tab through to automatically populate Description with the description of the selected 
general ledger account. 

	�  In the Dept box, type the code of the department to which the prompt payment discount 
relates, if different to the Department box above.  


�  In the Total box, type the negative GST exclusive amount of the prompt payment discount 
and press Enter.  

�  If the calculated GST amount is different to that displayed on the invoice, in the GST 
box, over type the GST amount.  

�  To clear a line from the invoice, select the line and click Clear Line.  

�  To clear all lines from the invoice, click Clear All . 

��  When all items on the invoice have been entered, click Save. 
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To print Barcode Labels 

This feature allows you to print barcode labels for stock items on the supplier invoice. This is 
particularly useful if you have received new stock items. 

��  Go to Main menu > Suppliers module > Suppliers menu > Supplier Details > Select 
Supplier > Invoice. 

��  Click Edit .  

��  From the Supplier Invoice window, click Barcode.  

 

��  From the Print Barcodes window select the stock item for wish you to print a barcode, and 
click Print .  

�  To edit the quantity of barcodes to print, select the stock item and click Edit  and type the 
number of barcodes you wish to print in the Qty column.  

�  To remove the stock price from the barcode, select the Don't Print Price  check box. 

��  Click Save.  

��  Select a report destination, and click OK.  

�  The barcode labels will print to the selected destination.  
 

To view Supplier Activity from an Invoice 

��  Go to: Main menu > Suppliers module > Suppliers menu > Supplier Details > select 
Supplier > Activity  

�  The supplier's activity will be displayed.  

�  Optional: To view the items on an invoice, select the invoice and click Edit . 
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To place Stock on Backorder 

You need to place stock on backorder when you have not received the full quantity of stock that 
you ordered. You can do this by changing the quantity received once you have created the 
supplier invoice. 

��  Go to: Main menu > Stock module > Stock menu > Stock Ordering > Goods On Order.  

��  From the Goods on Order window, click Select Lines.  

��  From the Order Selection window, click the Order Number arrow, and select the order 
number you wish to view, and click OK.  

�  Note: To view all items currently on order from a selected supplier, from the Supplier 
Code box, select a supplier. 

��  From the Goods on Order window, click Create Supplier Invoice.  

�  The Supplier and Date boxes will be populated automatically with the supplier code and 
name, and today's date. 

��  In the Invoice No. and Date boxes, type the invoice number and date from the supplier's 
paper invoice.  

��  Click the User arrow, and then double-click to select your user code. 

	�  Tab through to automatically populate Department box is automatically populated with the 
default department code. 


�  For each stock item that you need to change, double-click the stock item and then in the Qty 
box, over type the quantity with the correct quantity received. 

��  The Net, GST, and Total amounts at the bottom of the window are calculated automatically.  

�  If the calculated GST amount is different to that displayed on the invoice, in the GST 
box, over type the GST amount.  

�  To clear a line from the invoice, select the line and click Clear Line.  

�  To clear all lines from the invoice, click Clear All . 

���  To enter freight onto the invoice, in the GL Code box, type the freight GL code, and click the 
GL Code list arrow, and then from the GL Account List window, double-click to select the 
general ledger code for freight.  

���  When all relevant items on the invoice have been changed, click Save. 

�  The difference between the quantity ordered and the quantity received will be displayed 
on the Goods on Order and Stock Details windows and the Overall Stock Levels report. 
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To print a Supplier Invoice 

��  Go to: Main menu > Suppliers module > Suppliers menu > Supplier Details > Select 
Supplier > Activity  

��  In the Supplier Activity  window, in the From and To boxes, type the date range that 
includes the transactions you wish to view, and click Rebuild.  

The supplier activity is displayed. 

��  From the Supplier Activity window select the invoice that you wish to print and click Print .  

��  Select a report destination, and click OK.  

�  The invoice will print to the selected destination. 
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Inserting a one-off Supplier Payment 

You would insert a one-off payment for a supplier when, for example, you use a supplier 
irregularly and do not receive invoices and statements from the supplier or you are making an 
additional payment to a supplier. For your regular suppliers you would use the Supplier Payment 
Run to insert your payments. 

��  Go to Main menu > Suppliers module > Suppliers menu > Supplier Payment > Insert. 

��  From the Supplier Payment window, type the code of the supplier for whom you are 
inserting a payment into Code, or click the Code list arrow to select a supplier code. 

��  Tab through so that the Name, Address, and Balance Owing boxes display the supplier 
details and the amount they are owed. 

��  The supplier's payment method is automatically selected (from the Supplier Details) however, 
you can select a different payment method if necessary. 

��  In the Amount Paid box, type the amount you are paying the supplier. 

��  Tab through to automatically populate the GST. 

	�  If you are sending the supplier a hand-written cheque, type the cheque number in Cheque 
Number. 


�  In the Date box, type the date that the supplier is being paid. 

��  Click the User box, and double-click to select your user code. 

�  The Bank Account box displays the bank account from which the supplier payment is 
being made; however, this can be over typed if you wish to pay from a different account. 

�  The Department box displays the default department; however, this can be over typed. 

���  Click Save. 
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�  The supplier's Balance Due will decrease by the amount of the payment. 

�  The payment will be displayed on the Unreconciled side of the Bank Reconciliation 
window. 

 

Supplier Payment Remittance Report 

A Remittance report can be printed from the supplier payment window once a payment has been 
saved. This is a simple report similar to a client payment report displaying the amount paid for a 
supplier and any outstanding balance. 

The balance owing field on the supplier payment window will be recalculated when a payment is 
saved.  

��  Go to: Main menu > Suppliers module > Suppliers menu > Supplier Payment > Insert / 
Select payment > Edit > Remittance. 

 

��  Select a report destination, and click OK.  
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To Delete a One-off Supplier Payment 

��  First locate the payment, either on the Supplier Payment window or through the supplier 
activity: 

�  Go to Main menu > Suppliers module > Suppliers menu > Supplier Payment 

�  Go to Main menu > Suppliers module > Suppliers menu > Supplier Details > Select 
supplier > Activity  

��  Use the date range to assist with locating the Supplier payment.  

��  Double-click the payment you wish to delete.  

��  Click the Commands menu, and then select Delete. 

��  Click Yes to the message Warning, this will delete this payment. Continue?  

�  You will only be able to delete supplier payments that have not yet been reconciled. 

�  The payment will be removed from the supplier's activity and the Balance Due will be 
increased by the amount of the payment. 
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Performing a Supplier Payment Run 

Use the Supplier Payment Run to produce a list of suppliers who are due to be paid. The 
Supplier Payment List displays the total amount owing to each supplier, and this is separated 
into the current, one month, two month, and three month periods. It also displays the date the 
supplier was last paid. 

You can view the method that will be used to pay each supplier, or edit the amount that you will 
pay a specific supplier. When the Supplier Payment Run is updated, you can display all direct 
credit payments as one amount on the bank reconciliation. 

Before you can pay any Suppliers by the Credit Card payment type, you must first ensure you 
have a General Ledger account code that is appropriate to use. For example: 

 Credit Card Holding – Suppliers 

�  Current Liability  

�  Zero rated for GST 

Enter this code in the Credit Card Holding Account box in Main menu > Maintenance 
Module > Maintenance menu > Account Defaults. 

To Perform a Supplier Payment Run 

��  Go to Main menu > Suppliers module > Suppliers menu > Supplier Payment Run. 

 

��  From the Set Current Report Date window, type the closing date for the month you are 
paying suppliers into Enter closing date for Supplier Payment Run, for example, 31 
December 07  

��  Type the next available cheque number from your cheque book into Next Cheque No. 

��  In Payment Date, type the date you are making the payments, for example, 20 January 08. 

��  Click OK. 

��  The Bank Account box displays the default bank account code; however, this can be over 
typed. 
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	�  Type your user code In the User Code box. 


�  The Payment Dept box displays the default department code; however, this can be over 
typed. 

�  Optional: To only display supplier invoices for a particular clinic, select the Show 
Balances For check box, and then double-click to select the clinic. 

 

��  From the Supplier Payment List window, select the suppliers you do not wish to pay, and 
click Clear Lines.  

�  This would include those suppliers that you pay by cheque. 

�  Note: To edit the amount you are paying a supplier, double-click the supplier, and then in 
the Total column, over type the payment amount and press Tab. 

���  To Print Chqs, a DC List, Chq List, or CC  List (credit card), click the corresponding 
button, and then ensure that the printed reports are correct. 

���  Click Save, and then click Yes to the message, If you want cheques printed make sure you 
print them before running this procedure. Continue? 

 

���  From the Supplier Payments window, select from the following options: 

�  Update Suppliers Using Cheque Payments. 

�  Update Suppliers Using Credit Card Payments. 

�  Update Suppliers Using DC Payments.  

Supplier payments will be displayed individually on the bank reconciliation unless the 
Batch DC Payments on the bank Rec. option is selected. 
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�  Selecting Batch DC Payments on the Bank Rec displays the all the direct credit 
payments as a single amount on the bank reconciliation. In the Optional Batch No box, 
type a number which will be displayed on the Bank Reconciliation window.  

 

���  Click OK. 

Optional: To display the direct credit payments on the autobanking list, click Yes to the 
following message. 

  
�  The supplier payments will be displayed on the Unreconciled side of the Bank 

Reconciliation window for the specified Payment Date. 

�  If  Yes was selected in the step above, the direct credit payments will be displayed in the 
Autobanking Entries window. 

�  For each payment that is entered, the supplier's Balance Due will decrease by the amount 
of the payment and can be viewed on the Suppliers Activity window. 
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Autobanking for Suppliers 

Autobanking gives you the ability to use desk-top banking to pay your Suppliers. The 
transactions are put into an Autobanking file which you can then pick up using your banking 
software, meaning they do not have to be entered again. The transactions will go through to your 
bank reconciliation. 

You will need to: 

��  Set up Autobanking. 

��  Set up Bank Accounts for Suppliers. 

��  Process your supplier payment run. 

��  Check and process the Auto banking. 

��  Send the Autobanking file to your bank. 
 

Autobanking set up for NZ clients 

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

��  Click Insert. 
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��  Select I want to use autobanking for my supplier payments. 

��  Select the appropriate bank format for the bank account you will use for your autopayments. 

��  Enter Your Company Name, the GL Code for your Bank Account and Your Bank 
Account Number. 

��  In the Default Output file name box, enter the name of the autobanking output file and the 
path (location). 

	�  Click Save. 
 

Set up Bank Accounts for Suppliers - NZ clients 

Every supplier you wish to pay using the Auto banking method must have a bank account 
number loaded in their Supplier Details window. 

��  Go to Main menu > Suppliers module > Suppliers menu > Supplier Details > Select 
Supplier. 

��  From the Supplier Details window, in the Payment Details section, select Direct Credit . 

 

��  In the Bank Account box, enter the supplier's bank account number. 

�  The number should be 16 digits unless using Westpac which has 18 digits. There should 
be no spaces between the digits. Tab to move between the fields. Enter any particulars, 
codes or references you want to appear on the Supplier's statement. 

��  Click Save. 
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Autobanking set up for Australian clients 

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

��  Click Insert. 

 

��  Select the I want to use autobanking for my supplier payments check box. 

��  In the Bank Code and User (APCA) Number boxes, enter the appropriate information to 
use for your autopayments. 

��  In the Your Company Name, Your GL Bank Account Code, Your BSB Number and 
Your Bank Account Number boxes, enter the relevant details. 

��  In the Default Output file name box, enter the name of the autobanking output file and the 
path (location). 

�  Note: The output file must be saved with a file extension of .aba. As in the example 
above: autobank.aba. 

	�  Click Save. 
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Set up Bank Accounts for Suppliers - Australian cli ents 

Every supplier you wish to pay using the Auto banking method must have a bank account 
number loaded in their Supplier Details window. 

��  Go to Main menu > Suppliers module > Suppliers menu > Supplier Details > select 
Supplier. 

 

��  From the Supplier Details window, in the Payment Details section, select Direct Credit . 

��  In the BSB Number and Bank Account boxes, type the Supplier's BSB number and bank 
account number. 

��  In the Account Name box, type the Supplier's account name. 

�  If this field is left blank, VisionVPM will default the Account Name to the Supplier's 
Name and use this name in the autobanking file. 

��  In the Statement Reference box, type a Reference that you want to appear on the Supplier's 
statement. 

��  Click Save. 
 

Process your Supplier Payment Run 

��  Go to Main menu > Suppliers module > Suppliers menu > Supplier Payment Run. 

��  Process the Supplier Payment Run as per normal. 

��  Click Save. 

 

��  From the Supplier Payments window, select from the following options: 

�  Update Suppliers Using Cheque Payments. 

�  Update Suppliers Using Credit Card Payments. 
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�  Update Suppliers Using DC Payments.  

�  Selecting Batch DC Payments on the Bank Rec displays the all the direct credit 
payments as a single amount on the bank reconciliation. In the Optional Batch No box, 
type a number which will be displayed on the Bank Reconciliation window.  

��  Click OK. 

  

��  Click Yes. 

	�  The direct credit payments will be displayed in the Autobanking Entries window.  

�  The supplier payments can be viewed on the Autobanking Entries window from Main 
menu > Auto Banking. 

 

Check and Process the Autobanking 

This process creates an autobanking file which you can pick up using your banking software. 

��  Go to Main menu > Auto Banking. 

 

��  Double-click to select the company for which you wish to process the autobanking. 
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��  Select any lines that you do not want to go to your bank account and click Delete. 

 

��  Click Yes to continue. 

��  Click Print and select report destination. 
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��  Click Update. 

 

	�  Click Yes. 


�  Click Yes to Do you want to clear these entries? 

�  This will remove the lines of the autobanking and leave the window clear for the next 
autobanking. 

 

Send the Autobanking File to your Bank 

You will have an icon on your desktop, and instructions from your Bank on how to operate your 
banking software.  

The autobanking file you will need to send to the bank is located in the path you specified in the 
Bank Setup window ( Main menu > Maintenance module > Maintenance menu > Codes and 
Descriptions > Autobanking Setup.)  

Proceed using your bank's instructions. 
 

Regenerating Autobanking Payments 

If you accidentally delete the autobanking payments from the Autobanking Entries window, 
before you have created the autobanking file there is a procedure in Maintenance that will 
regenerate the entries and display them in the Autobanking Entries window again. 

Please note that this procedure will not enter a duplicate payment on the Supplier's account but 
will only generate the autobanking entries enabling you to create the autobanking file for 
inclusion in your banking software. 
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��  Go to: Main menu > Maintenance module > Maintenance menu > General Maintenance > 
Recreate Autobanking APs. 

��  Click Yes to the following message: 

 

��  Enter the date that you originally ran the Supplier Payment Run. For example, if you ran the 
Supplier Payment Run today, you would enter today's date. 

 

��  Click Yes to the following message: 
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�  When you go back to the Autobanking Entries window in Main > Auto Banking, the 
entries will be displayed again, ready for you to update and create the autobanking file. 
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Performing a Supplier Mail Merge 

The Supplier Mail Merge function allows you to merge your suppliers to Word or Excel enabling 
you, for example, to print labels for your suppliers. VisionVPM will list all suppliers on the 
Supplier Mail Merge List window. If you select mail merge VisionVPM will use the same 
facility as the Marketing Word mail merge to list documents and create new ones.  

There is an optional date field at the bottom of the window for including aged creditor and 
balance due fields to the mail merge. 

You also have the ability to send a bulk email to those suppliers who have email addresses. To 
enable emailing you must initially set up this functionality in Main menu > Clients module > 
Clients menu > Email / SMS Options > Email Setup. Please call the Provet IT Service Desk if 
you require assistance. 

Go to: Suppliers menu > Supplier Mail Merge. 

A window listing your suppliers will be displayed, similar to the one below: 

 

To remove suppliers from the merge, select the required suppliers and click Clear. 
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Merging to Word 

When you click Merge the following window will be displayed: 

 

VisionVPM automatically creates two documents; a new suppliers document and a Supplier 
Labels.doc. You can use these documents to build your merge templates and merge the 
documents to Word or you can create new documents. 
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The following fields are available in Word for merging: 

 

For further information regarding merging to Word in VisionVPM please refer to the Marketing 
User Guide. 
 

Merging to Excel 

When you click Excel VisionVPM will send the contact details for suppliers on the list to Excel.  

Please refer to the following spreadsheet: 

 
 

Emailing 

Before you attempt to email your suppliers you should run the Validate Email Addresses 
procedure. This procedure will check to see if all your supplier email addresses are valid. 

To run this procedure go to: Main menu > Maintenance menu > Database Maintenance > 
Supplier Maintenance > Validate Email Addresses. 
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Click Yes to the following message:  

 

If VisionVPM detects invalid email addresses, a report similar to the one below will be printed: 

 

You should correct all invalid email addresses. 

To email your suppliers 

1.   Clear all suppliers that do not have an email address.  

�  The easiest way to do this is to click the Email column which sorts the list by email 
address, select all suppliers that do not have an email address and click Clear. 

�  If you have any incorrect email addresses, VisionVPM will display the following 
message: 

 
�  Click Yes and VisionVPM will display the incorrect email addresses: 

 
�  You should correct the email address(es) and run the procedure again. 

2.   When you have corrected the email addresses, click Email. 

�  The following window will be displayed: 
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3.   Enter the details and click Send. 
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