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Module 2 — How to Set Reminders and Vaccination
Schedules

Index

1. Reminder Types

1.1 Adding a Reminder to a Service
1.2 Viewing Client/Animal Reminders

1.3 Adding/Maintaining Animal Reminders

2. Vaccination Types
2.1 Creating Vaccine Programs
2.2 Adding Vaccine Types to Products
2.3 Adding Vaccines to the Medical File
2.4 Rabies Tag Numbers

2.5 Viewing Animal Vaccination Schedules

3. Generating Reminders
3.1 Reminder Status Definitions
3.2 The “To Do” List

3.3 Reminder Batches
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1. Reminder Types

Reminder types are added to your software under: “Configuration” ... “Reminder
types” ... “Reminder type”.... The different reminder types are used to help you
manage your client communications. It is useful to have many reminder types
like: a vaccine reminder, a heartworm reminder, a courtesy call after surgery or a
reminder for the messages you want to send to your clients. For example: if you
want to inform your client that your clinic will be closed, etc. Having many
reminder types helps you manage them in your “To do” list. We will discuss this in

section 3.
Configuration | Boutigue  Window 7 Solutions Vet [p

GL accounts m=
Drawer: | Administrative (5371) v |/~

Documents and forms
animail...

General options...

Tables 3
Taxes
Reminder types J | | Rermninder type

Change reminder type communication preferences

Click on Add to add a new reminder type.

# Reminder type maintenance

e

[na> i~ Maocify

Delete

Save

Cancel
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It will open the “Reminder type maintenance” screen.

& Reminder type maintenance X

Selection
Add

[<rva> Madify

Delete

Description [Add]

French: | |
English: | |

Save

Sheduled number of days: I:I

Client confirmation required: () Yes (@) No

[Jinternal use only

Default animail template: |_Fleas, ticks and heartworm prevention P |
Default document to print: |<NIA> e |
The dient communication preferences will be generated according to this: Cancel
Assign all communication types e
Description:

Type in the name of this Reminder Type in the Description field (you must fill in
both French and English fields).

Scheduled number of days:

When you create a reminder you must select a due date. The scheduled number
of days is used to select a date by default. For example: if you create a reminder
the 1% of February with a scheduled number of days of 10, the reminder will be
scheduled for February 11'™. You will be able to modify this date when you create
the reminder.

www.solutionsvet.ca Revised September-14




Acadamy

Client confirmation required:

If the reminder will generate a client visit (vaccination, heartworm...) activate the
“Client confirmation required”. You will be able to follow the status progress in
the “Reminder batch” and the “To do list” windows when the client responds or
visits the clinic. In the “New visit” window under the “Answer to a reminder” tab,
the reminder will remain in the list after it has been set to “done”. You could then
assign the reminder as a reason for a visit.

Detail Referral
[Jurgent Reason: €9 | <N A v
Subjective:
Reminder response: [®] Due date Done date Reminder type Description
[ |014May-2020 Anti-parasite reminder
3 25-Jun-2020 Vaccine reminder

Internal Use Only

Reminders that are for “Internal use only” do not take into account the clients
communication preferences. They are used for letting an employee know that he
has to call back a client. For example: you can add a note for Dr. Dupont that she
has to call Mr. Smith to talk about Tobby’s medication. Then you could manage
this type of reminder in the “To do” list. -

Default animail template:

When sending emails for this type of reminder, you can select the default animail
template that will be used.

Default document to print:

When sending emails for this type reminder, you can select the default document
template that will be used.
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Note that for the 2 above functions, you will always be able to select another
option upon sending or printing the documents.

The last part of the Reminder type window is used to ensure that a reminder is
not sent to a client that doesn’t want it when you create a new reminder type.

The dient communication preferences will be generated according to this:

|Assign all communication types ~ |

For example, if a client does not want to receive heartworm reminder, their
communication preference will be noted like this:

& Communication preferences for: Mr John Smith (24954) - Selutions Vet Inc. TEST 5.7 O x
Email: smith_john@email.ca SMS phone: (514) 555-3333
Last update: 04-Jul-2019
Communication Accepts Preferences

Appointment confirmation: Cal () Email (") Printed (") Phone (®) SMS text
Invaice: Al (®) Email (") Printed
Statement: O al O Emai @ Printed
Eztimate: (all () Email (®) Printed
Message & information: (OF] (O Email (O Printed (O Phone (0 5Ms text
Reminders: (m]
Heartworm and parasites ® al () Email () Printed () Phone ~
| Heartworm reminder O JOan () Email () Printed () Phone
Internal reminder (@ al i) Email i) Printed (C)Phane
Mailing (® Al () Email () Printed (C)Phane
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Let’s say you want to create a new reminder type for a parasite campaign.
You can select to set up the same communication preference configuration as
another reminder type. In this case we could select the reminder type
“Heartworm”. Then all the clients that don’t want to receive heartworm
reminders will not receive the parasite campaign reminders.

& Reminder type maintenance X

Selection
Add

Parasite campaing Modify

Delete

Description [Add]

French: |Campagne parasite |

English: |Parasite campaing |

Sheduled number of days:
Client confirmation required: (C) Yes (@) No
[Jinternal use only
Default animail template: |Fleas, ticks and heartworm prevention e |

Default document to print: | <MNfA= e |

The dient communication preferences will be generated according to this:
Assign all communication types w
3 years vaccne booster ~
Annual vacdne booster

Anti-parasite reminder
Boutigue courtesy
Clinic courtesy

ites
Heartwarm reminder v

To Change the settings of a Reminder Type, select it from the drop-down menu
and click Modify.

There are 4 ways to add a reminder for a client or an animal: by selling a service
from a file (section 1.1), manually (section 1.3), by selling a vaccine (section 2) or
by generating a reminder batch (section 3).
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1.1 Adding a Reminder to a Service
You can add a reminder to a client or an animal when you’re selling a service. For
example, you can add a courtesy reminder after surgery to call the client back and

ask them how their cat is doing now they’re back at home.

To do so:

Under: “Catalog” ... “Services” ... “Price Schedule” tab, you can allocate

multiple reminders to a specific service.

- Click on the Reminder field ... click on the drop-down arrow to open the
reminder screen.

- In the reminder grid, drop down the arrow under “Reminder” and select the
appropriate reminder.

- Indicate the number of days when the reminder is due.

- To add or delete reminders, clickon™ = T =1 When you are done click on
B to close it.

- Inthe example below, this service will generate a Courtesy call in 2 days, and

a Stiches removal reminder in 10 days.

Price schedule S0AP Applicable taxes

| Check/ Uncheck all species |

.f . Description {(English}) Price Vis. ... ... To .. .. Remlnder A C D F Ho H M z R
Il |0t 5ka 160,00 : 58| |~ L] H N N BN
2|, |6t 10kg 170,00 w5 0O Reminders days O d d, d
3|, 11to 20kg 180,00 v | 10| 20O » I] O o o5 d
4|, |21to 30kg 190,00 we | 20| 30 | Stiches wl|Olgd |
5.[31to 40 kg 200,00 w30 40|10 OO O O
6|.|41to 50 kg 210,00 .. | 40| 50 | 14 |gd g O
7|.|51to 60 kg 220,00 .. | 50| 60 | OO O O
&|. |Mare than 6 1kg 250,00 o | B0 L O 10O O O O
o O .. ] + I - ﬂ|] o oo 0O
E
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1.2 Viewing Client/Animal Reminders

There are many ways to view your reminders in the software. We will now see
how to view the reminders for a specific client and their animals. In section 3 we
will see how to view the reminders list for all your clients.

You can view a list of animal or client reminders from many screens, including the
following:

From the search screen: first select the client or the animal and then click on
“Reminders”.

|
[m}
*

% Search - Smith, Mr John [24954]

Search type

(@) Owner / Patient Phone: l:l I:I Fetentnene: | |
OCc!'npany Email: | | Patient #: I:I New patient
vt tdentficaton #: Refeence i [2| | pewenteefm[ | New vt

o
o
i

MNew person

9! i/ €]

Indude patients that are: Given Deceased 1 person found Admission
= 1 Smith, Mr John 1. 24954 -R213398 (514)555-3333 :
. ) ) Discharge
ﬁ"' Sonny 40255 Feline Sphirx

ES01Y Tobby A\ 40248 -R 1000012345 English Toy Spariel

Modify
Medical file
Vaccinations

Summary

Reminders

¥
bt

Client sale

History
Comm. log
Print
“« . " Ll
From the “Medical” file:
& Medical file - Tobby (4,54 kg/10 Ib] - [40248-2] 23-May-2019 - m} X
Visit summary - Client : Mr John Smith (24954) # CK
1 2 Save
Reason: Castration Veterinarian: |Mrs Maya Landry v|
Patient: Tobby (Male, Canine, Intact, English Toy Spaniel)
Weight: 4,54 ko / 10 Ib [BS:5] (05-May-2013) Status: |Externa| v‘ Department: ‘<N1n> V| | Client | Owner
Age: 6mths Room: |<N,f»'-\> v‘ Cage: ‘<N,JA> v| | Patient ” Visit ‘

(@ all (O To-do () Transactions

!

Weight

| DfS Date Init... Type Cat.. @@ Textfal) *
I e I
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From the “Animal” window:

0 Patient - [40248] - Solutions Vet Inc, TEST 5.7 - X
Owner T
MName Address
Primary -> » Smith, John |
Delete
Sex
MNames: | | |I'~J'Ialer Intact ~ |

werefes o [0 i coor
Date of birth: |06-Nov-2018 v| Age: | 7m |

secuncry:

Xray no.: | | Ref#: | |
Breed Behavior
Spedes: |Canir1e ~ | Delete picture
Breed: |Eng|ish Toy Spaniel e |
[] Mixed: Weight
Supplementary informations Regular veterinarian
G t L g
08S oUl Clinic: |<NJA:> ~ | 2 | @ complete list
[[] Goes out of the country T |<N.M> - | 7 () specificlist Attachment
[JHaz been in & kennel -
Add veterinarian to dinic Remove weterinarian from dinic Prab. list
e o
[ peceaszed
License number: | | Year: | |

If you selected a client and then clicked on “Reminders”, the screen will display all
reminders for all active animals in that file, as shown here:

>

& List of all reminders for a client

Mr John Smith (24954) English Cellular: (514) 555-3333 All active patients
R Wark: (450) 555-4087 [Deceased patients
[ Given patients

Todo Waiting for answer andjfor visit History

Patient Specie/Breed Due date Reminder type Message Add
Client reminder 19-Jul-2019 Boutigue courtesy Pick up his order
Sonny Feline, Sphinx 04-Jul-2020 Vaccine reminder
Tobby Canine, English Toy Spa... |01-May-2020 Anti-parasite reminder
[ Tobby Canine, English To ‘accine reminder
| Deete |

Delete
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You can remove the check mark from “All active patients” if you only wish
to display client reminders.

If you selected an animal first and then opened the reminder list, the
software only displays reminders for the client and the selected animal by
default.

However, you can click on “All Active Patients” to show ALL reminders for
ALL active animals.

You can also select “Deceased Patients” and/or “Given Patients” to view
those reminders (“Given Patient” refers to the animal of an owner that has
been marked as “No longer owner” in the Supplementary Information
section of the Animal details window).

You can also change the order of the list by clicking on any of the column
headers (Animal, Species/Breed, Due date, etc.), which will sort the list by
the selected column header. First click = ascending order ... second click =
descending order.

To Do tab — Displays all outstanding reminders which have not yet been
processed by personnel (“Called”, “Printed” or “Sent by email”).

Waiting for Answer and/or Visit tab — Displays reminders that have been
processed by the personnel and currently flagged as “Done” or “Client
reply”. This means that the client has been contacted but they may or may
not have taken an appointment.

History tab — Displays all reminders that have been completed (set to client
visits) or cancelled.

Reminder statuses are defined later in section 3.1.
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13

Adding/Maintaining Animal Reminders

You can manually add reminders to accounts and/or animals.

To manually add a reminder to the system, simply click on the Reminders
command from any of the above locations.

Unless an animal is selected first, the new reminder will be set to the client.
When an animal is selected first, the new reminder will be set to that
animal.

Click on Add — In the example below, the animal Tigger was selected prior
to opening the reminder list.

The top of the screen confirms that we are about to create a reminder for
Tigger.

& Mew reminder for Tobby - Solutions Vet Inc, TEST 5.7 *

[ add a reminder for the dient

Reminder type: |Stid"|es v| Cancel
Days: | 10| Date:[15-Ju-2019 v]

Person responsible: |'I.|'v.=_~tI Mr Solutions e |
Contact: |Dwner - Smith, Mr John o |
Mate: |
[ ]oone
[ ] client reply
STATUS
[ ] client visit «
[ ]cancelled

Choose the reminder type from the drop-down menu.

Set the number of days when the reminder is due or enter the reminder
due date.

You can assign this reminder to an employee using the “Person
Responsible” drop-down menu or you can leave the reminder unassigned
(<N/A>).

Notes can be added.
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- If you want to set this reminder for the client and not for the specified
animal, select “Add a reminder for the client”.

- New reminders are typically entered without a status, thus leaving them as
“To Do” — although you can set a status using the check boxes at the
bottom.

To modify an existing reminder, simply click on the Reminders button from
one of the previous windows and then:
- Double-click on the reminder, or click on the reminder and then on

“ LN
Modify
5 List of all reminders for a client *
Mr John Smith (24954) English cCellular: (514) 555-3333 [ All active patients
, Worl: (450) 555-4087 [Joeceased patients
|:| Given patients
Todo Waiting for answer and/or visit History
Patient Specie/Breed Due date Reminder type Message Add
» Client reminder £19-Jul-2019 { Boutique courtesy Pick up his order
odi
Tobby Canine, English Toy Spa... |01-May-2020 Anti-parasite reminder
Tobby Canine, English Toy Spa... | 25-Jun-2020 Vaccine reminder

2. Vaccination Types

In addition to the reminder system, the software also allows you to create and
maintain the vaccination schedules for your patients. As previously discussed,
reminders can be linked to Services. Vaccination information is assigned to
Products, and specifically to your Vaccine Products. Once the software is set up
correctly, the software will create a reminder as you programmed it when you sell
a vaccine. You can also have a vaccine certificate which indicates diseases against
which an animal has been vaccinated and when their next shot is due.
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2.1 Creating Vaccine Programs

o Vaccine x
Selection
> e
<M A -
_ Delete
Calici Virus
Chlamydia
Corona
DHPP
Distemper
Hepatitis
Influenza
Leptospirosis Save
Leukemia
Lyme
Panleucopenia
Parainfluenza
Parvo
Rabies
RCP
Rhinotracheitis
test
z DHPP Lepto b
Cancel

You can create vaccine programs under “Configuration” ... “Tables” ... “Vaccine”

- Here you can define the specific diseases in vaccines that are administered to
your patients and create a program for the reminders.

- If a product includes multiple diseases, you can add these to one vaccine type
or create each disease individually.

- Examples of vaccine types: “Parainfluenza. Distemper, Adenovirus, Parvovirus’
etc. Some clinics prefer to use an acronym like: “DHPP”.

4

- Using the “Species” tab, you can define which species this particular
vaccine is relevant to with the @ . Select the specific species and click on | &
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8 Vaccine x
Selection
Add
DHPP “ Modify
Delete

Description [Modify]

French: |DHPP |
Engiish: | DHPP |

Spede  Program

0 Selected species bt
Available Selected
Aviary
Feline
Other

N

Under the “Program” tab, you can define when the next reminders are due. By
setting up various items, you can even distinguish between a reminder date for a
puppy for his first vaccination or a reminder for an adult dog.

M Vaccine X
Selection
Add
[pHeP | .
Delete

Description [Modify]

French: [DHPP |
Engiish: [DHPP |
Item French description English description Period  Min wk Max wk Reminder days Mextitem
3 1| ler rappel mensuel 1st monthly booster 30 & 999 | Monthly boo... 30 2
2| 2e rappel mensuel 2nd manthly bosster 30 10 999 | Maonthly boo... 30 3
3| rappel annuel Annual booster 365 14 999 | Annual vacdi...| 385 4
4|rappel 3 ans 3 years booster 1095 52 9993 years vac... | 1055 4
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When selling a vaccine (Product), the system will refer to the vaccine information
displayed here to suggest which scheduled vaccine to give. The suggestion is
based on the species, age and previous vaccine history. We will see how to
configure the product in section 2.2.

- Description — Displays the type of vaccine within the series. This description
can also be displayed on the vaccine certificate.

- Period — How many days the vaccine is valid for.
- Min & Max — Age range of the animal, in weeks, that qualifies them for this

item. In the example above we cannot use item number 1 on a puppy
under 6 weeks.
- Reminder — Type of reminder generated by the system. Typically, clinics use

a vaccination reminder to simplify the categorization.

- Days — Number of days when the reminder will be due. It is often the same
as the “effective” period.

- Next Item — Once the animal has received this item, which item in the
series should be next?

2.2 Adding vaccination types to products

Here we will see how to set up a product to identify the diseases present in the
vaccine.

Detailed information about adding items to the product catalog is discussed in
Module #3 “Catalog”; here we will just review the vaccine products.

@ Product Maintenance - O X
Product explorer  Incomplete products Product description Invoice description
[include invalid products French: Nobivac canin DAPPY + L4 1 dose | [Mobivac canin DAPPY +14 1 dose |
Descripton: [ [[& Engiish: Mobivac canin DAPPY + L4 1 dose | [mobivac canin DAPRY +14 1 dose |
Revenue category: b1
Classification: Revenues category: UPC: l:l [wiif | [J1nvalid [ Prescription required
Planogram: Classification: DIN: l:l [ &roup use only Exdude prescription fee
Supplier: Manufacturer: ‘<Nfﬂ> Vl Logs: |<N;‘A> vl [Jshow on recommendations [ controlled substance
Stock: Planogram: Track inventary by lot
swpbercoces [ |
Search results: 18 Unit cost: Flat charge: Note:
Product description | Cat... | Supplier... |Qty | Markup: Fixed price: []

Bronchicine Borde...
Defensor 3Rage | Biol
Nobivac carin DA. . |
Nobivac Lepto
Nobivac Leucémie | Biolo...| 9550 25

- [ 109831 47 - Round to: Sale price: 13,14

Order points Suppliers Vacdnes Label configuration Applicable taxes

Nobivac PRC Biolo... | 13828 248 Available Selected
Nobivac PRC +Le... |Biolo... | 13829 50 DHPP
SNAF 40X Flus Biolo... | 114793 23 > Leptospirosis
SNAP cPL Biolo... | 104779 2
SNAP FIV/FeLy Biolo... | 13520 23 o
SNAF fFL Biolo... | 110684 11— =
SNAP Giardia Biolo... | 103865 0
SNAP Parvovirus | Biolo... | 19334 16 <
Vanguard Bordet... |Biolo...|120116 40
Vanguard Bordet... |Biolo...| 119527 9% v|
Add Delete Inventory Usage Print UPC Hext Save Close
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Under: “Catalog” ... “Products” ...

- Select the product you want to set up.

- From the “Vaccines” tab, select the appropriate disease that this product
contains.

- This will link your vaccine schedule to the item when the product is sold
(created under “Vaccine types” in the previous section.).

2.3 Adding a vaccine to the medical file

- When you sell a vaccine product, the animal’s vaccination history screen (as
below) will open automatically.

- The upper section (in blue) shows the vaccinations already received. You
can see when they were given and when the next one is due. The reminder
date will show in red (as in our example) when this date is reached or past
(late). In our example Tobby should receive his kennel cough vaccine and
his basic vaccine.

- The bottom section (in red) shows in the medical file the vaccines that were
just sold. In our example below a group was created with 1 vaccine
products: Vanguard Plus DHPP. The system will automatically suggest which
item should be selected according to the program you have established.
This suggestion is based on the vaccination history and the age of the
animal.

% Patient - [40248] - Solutions Vet Inc. TEST 5.7 *

Tobby, Male, Intact oK

Canine, English Toy Spaniel, Blond
06-Nov-2018, 7 mths 4,54 Kg/10 Lb

f\acdnation history Ny
Last vaccinations Since: |IE-Jul-2014 ~ For: |AJI wvaccnes ~ |
Vaccne Vaccnation sche... Date given Due date Year Rabie tag no. Product: Serial no.
} Bordetela | manthly |05Feb2019  |05Mar-2019 | | | |
DHPP |2r|d monthly bos... |l]5-Feh-2D 13 ||:|5-Mar-zu 19 | | | |
Vacdnations to generate
D Do not generate vacdnations
Product Vaccine Program Due date Reminder type  Due date Year Rabies no. Serial no.
» Vanguard Plus ... DHPP Annual booster | 04-Jul-2020 Annual vacdn,.. | 04-Jul-2020
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Then, click on a vaccine to open the screen and add the pertinent information.
The following window will be displayed:

Vacdnations to - DHPP: |Annua| booster v| Annual vaccne booster: |365 | | OK |
acdnations to genera
[[J Do not generate vaccinations T I:I Rabies no: l:l Serial no.: | | | Close |
Product Vacdne Program Due date Reminder type  Due date ‘fear Rabies no. Serial no.
» Vang..lardPt.ns...|Dl—PP Annual booster |04—1.i—2020 |Arnual vacdn. .. |04—1.i—2020 | | |

{

To open this window, click on a vaccin line

- You canfill in the year, the rabies tag number and the vaccine serial number

- You can always change the reminder suggested by the system by clicking on
the drop-down menu and selecting the appropriate reminder.

- In Tobby’s example, the system based its suggestion on the history. Last month
Tobby received a DHPP vaccine that generated a 2" monthly booster
reminder. In our program it is item 2. We stated that after giving item 2 we
must use item 3. So the system has selected an annual reminder for Tobby.

Specie  Program

Item French description English description Period  Min wk Max wk Reminder days Mextitem
» 1 1er rappel mensuel 1st monthly booster 30 3 999 Monthly boo... 30
2| 2e rappel mensuel 2nd monthly booster 30 10 995 Monthly boo... 30 I 3
3| rappel annuel annual booster 385 14 999 | Annual vacd...| 365 4
4| rappel 3 ans 3 years booster 1095 52 999 | 3 years vac.., | 1095 @

If there is no vaccine history, the system will base its selection on the first
vaccination program and on the age of the animal. You should then select the
appropriate vaccination program in the drop-down menu.
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2.4 Rabies Tag Numbers

- As mentioned before the vaccine serial number and rabies tag information
can be filled by clicking on the line and adding the information.

Vaccinations to generate

|:| Do not generate vaccinations

Product Vaccine Program Due date Reminder type  Due date ‘Year Rabies nao. Serial no.
» Defensor 3Rage |Rabies |vearly 04202020 |Annual vacdn... |04-ul2020 | |
Rabies: |Yearly v| |365 | Annual vaccine booster: |365 | OK |
IYEEH 2013 Rabies no: 1562011 | Serial no.: [A5446934 | cancel |

2.5 Viewing Animal Vaccine Schedules

The vaccination schedule for an animal can be reviewed by clicking on the
“Vaccinations” command displayed in either the Search window, the Animal
window, the Medical file or in the Visit List.

& Patient - [40248] - Solutions Vet Inc. TEST 5.7 X

Tobby, Male, Intact
Canine, English Toy Spaniel, Blond
06-Nov-2018, 7 mths 4,54 Kg/10 Lb

& Vaccination - Solutions Vet Inc. TEST 5.7
Vacdnation history

[ Last vacdnations Since: For: [All vaccines S ——
Vacdne Vacanation sche... Date given Due date Year Rabic tag na Bordetella monthly
» Bordetells ‘mmllﬂy ‘us-ﬁd:—zm} ‘ust—zma |
DHPP \an monthly boo... ‘OS-Feh-anQ ‘DS-MEr-ZDlQ | |

Effective date: |05Feb-2013 - Next vaccnation: [05-Mar-2013 “
Generate reminders Reminders: [Monthly booster vaccnation Due date: [0544ar-2019 ][22 |
=

If there was a mistake, you can modify this information (serial number, tag P
number, etc.) by clicking on the vaccinations button. You have to double- | C@U@
click on the vaccine to modify.

Useful when an
animal loses his
rabies tag!

www.solutionsvet.ca Revised September-14




Acadamy

3. Generating Reminders
3.1 Reminder Status Definitions

Here we will discuss how the reminder status classification is handled in the
window “List of all reminders for a client” (see below).

@ List of all reminders for a client X

Mr John Smith (24954) English Cellular: (514) 555-3333 [ Al active patients
. Wark: (450) 555-4087 [JDeceased patients
D Given patients
I Todo Waiting for answer andfor visit History I
Patient Specie/Breed Due date Reminder type Message Add
» Client reminder £ 19-Jul-2019 { Boutique courtesy Pick up his order
Tobby Canine, English Toy Spa... |05Feb-2015 Monthly booster vacdn... |DHPP, 'ist monthly boes...
Tobby Canine, English Toy Spa... |05Mar-2015 Monthly booster vaccn... |DHPP, '2nd monthly boss...
Tobby Caning, English Toy Spa... |05-Mar-2013 Monthly booster vacdn... |Bordetella, 'monthly’
Tobby Canine, English Toy Spa... | 01-May-2020 Anti-parasite reminder
Delete
|:| Done
[ ] client reply
] client wisit

No Status: There was no action on the reminder;
reminder is “To Do”.

Done: The clinic handled the reminder — client was called/reminder was
mailed or emailed. It will be displayed in the “Waiting for answer and/or
visit” tab if the reminder requires a client confirmation. If not it will be
displayed in the “History” tab.

[ ]cancelled

% Reminder type maintenance X
e
|Vacane reminder ‘ Modify
Delete

Description [Modify]

French: |Rappe| vacan ‘

English: |Vamne reminder ‘

Save

Sheduled number of days:

I Client confirmation required: (®) Yes () No I

[internal use only
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Client reply: The client responded, the appointment has been booked. The
reminder will be in the “Waiting for answer and/or visit” tab.

Client visit: The animal was seen. When the visit was created, the reminder
was assigned. The reminder is “closed” and does not require further action.
It will be in the “History” tab.

Detail Referral

|:| Urgent Reason: |Vaccnation b

Subjective:

Reminder response:

®] Due date Dane date Reminder type Description

[]|o5Feb-2013 Monthly booster vacdnation | DHPP, '1st monthly booster'

[| 05-Mar-2019 Monthly booster vacdnation | DHPP, '2nd monthly bosster'
» 05-Mar-2019 Monthly booster vacdnation | Bordetella, ‘monthly'

[ lo1Mayv-2020 Anti-parasite reminder

Cancelled: The reminder is suspended, usually at the request of the client —
pet was not seen, but the reminder will be closed. The reminder stays on
file, cancellation date is noted. It will be displayed in the “History” tab.

3.2 The “To do” list

The “To do list” is your number one tool to manage the telephone reminders.
You can view all the reminder types in your system or select only the ones you
want to handle.

& Reminder List Maintenance = O X

I Todo Done Allreminders Waiting for reply Waiting on visitl

frvpe: [ < | Assigned to: [al

~| From:[08-Jan-2019  ~| To:[15au2018 | I

Due date Days Type Client L Patient Media 3
05-Mar-2019 -125| Annual vaccine booster | Lamothe, Mme Josée (12746/R2976) Fr | Abygail Any ]
05-Mar-2019 -125| Annual vaccine booster | Lamothe, Mme Josée (12746/R.2976) Fr |Abyss Any
05-Mar-2019 -125 Annual vaccine booster | Rheault, Mme Christiane (5697/R7948) Fr |Tealk Any
05-Mar-2019 25| Monthly booster vacdn... | Smith, Mr John (24954)
05-Mar-2019 -125 Monthly booster vacdn... | Smith, Mr John (24954) En | Tobby Any
05-Mar-2019 -125| Annual vaccine booster | Waterloss, Mme Alexandra (180/R4575) Fr |Raja Any
06-Mar-2019 -124 Annual vaccine booster | Anderson, M. Yves (24748/R.3245) Fr |Aby Any
\_ 06-Mar-2019 -124| Annual vaccine booster | André, M. Yves (24739/R7324) Fr | Alfred Any Jv
Type: |I'~"Ionﬂ'1|\-I booster vaccnation ~ IAssigned to: |Unassigned HPP, "2nd monthly bosster’
Days: Date: [05-Mar-2019 ~ INext appt.:
Owner: |Mr John Smith{24954) [oone
Patient: |chb\«I (Male, Canine, English Toy Spani |} [ client replied
|
Contact: |Mr John Smith En [ client visit
Cellular: |(514)555—3333 [ cancelled
I Owner | | Contact | | Patient | | Medical file | | Appointment |
Work: | (450)555-4087
Mext reminder Save | Comm. log | | Delete | | Print | | Close |

Total reminders: 14444 -l
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The red section displays the search results according to the criteria entered in the

green and purple sections.

- You can expand or shrink all the sections Due Date, Days, Type ... to have all
the information displayed

- When you select a line you will view more information about a particular
reminder in the orange, blue and pink sections.

The purple section is used to refine your search.

- You can select a Reminder type, a Responsible Person and Due Dates to
perform your search. If you do not select any Reminder type or Responsible
Person, all reminders will be displayed within the selected dates (see our
example).

The orange section shows more information about the owner and their animal,
such as their phone number.

- You can modify the reminder type as well as the due date.

The pink section shows the reason for the reminder.

- If the reminder was created by a service, the service name will be displayed in
this window.

- If the reminder was manually created, the added note will be displayed in this
window.

- If the reminder was added by a vaccine, the associated disease and the
program description will be displayed in this window (see our example).

- If the reminder was created with a reminder batch (see section 3.3), there will
be no message in this window.

- You can add a note in this box. For example, you can type that on July 28" you
left a message on the client’s voicemail.

- These notes will be displayed on the reminder’s message box and on the
medical file when this reminder is selected as the reason for the visit.
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The blue section shows who is the person responsible for the reminder, the
appointments associated with this animal and the reminder status.

- You can change the person responsible for the reminder by using the drop-
down menu.

- When this animal has an appointment in the appointment book, the
appointment will be displayed. You can view the appointment list for this
client using the “Appointment” button.

- The reminder status is also displayed. When you handle a reminder, you can
update the status appropriately (as shown in section 3.1) by using the boxes
“Done”, “Client reply”, “Client visit” or “Cancelled”. Notice that if you choose
“Client reply” it sets automatically to “Done”. The same thing applies for
“Client visit”.

The green section offers you many tabs to display your reminders according to
their status.

The “To do” tab displays the reminders that have no status. They have not been
handled.

The “Done” tab displays the reminders that have a “Done”, “Client reply” or
“Client visit” status.

The “All reminders” tab displays all reminders no matter what their status is.
The “Waiting for reply” tab only displays the reminders with “Done” status. The
client was contacted once but they did not schedule any appointment. You can
use this list to contact these clients again.

The “Waiting for visit” tab display the reminders that have a “Done” and “Client

4

reply” status.

In the bottom left part of the window (red arrow) the number of reminders in the
tab you had selected is displayed. You can then see how efficient your reminders
are.

The black section gives you quick access to other windows that contain additional
information about the animal, the owner, the appointments, etc. Therefore, you
do not have to leave this window to get the information you need.
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3.3

Once the desired criteria are entered, use the search command to generate
your list. <

You can print a reminder list, although you can do all required work directly
from the “To Do” list.

If the contact for this reminder is set to a client other than owner, the
contact name is displayed in the lower left and the contact command
becomes available (opens to the contact’s account information screen).
Reminders can also be purged completely using the “Delete...” command.
*** If deleted, these reminders will no longer be displayed in the Animal’s
Reminder History ***. This function should only be used to delete a wrong
reminder, not when a client does not want to set up an appointment.
When you are finished with processing a reminder, save your changes and
click “Next reminder” to continue along the list.

Reminder Batches

You can manage your reminder batches under “Function” ... “Reminder
Batches” ... You can print your reminders to be sent by mail or send them
by email using this window. You can also create new reminder batches
based on certain criteria. This function is very useful if you want to send a
reminder to several clients, for example, for heartworm or to announce
changes in the clinic.

First we will look at the “Management/printing of batches” tab and the sub-tab
“List by reminder type”.

% Reminder batch / Mail merge X

Management /printing of batches| Patient batch generation
Mot sent [[IMo answer
[sent [ Mo visit Date from: |08-1ul-2013 | To: [15-0ul-2019 -

List by generated reminder batch

Reminder type Batches  Number  Sent
b Annual vacdine booster | 1 1) 0
Monthly booster vacdnation | 1 1 0

a

[[] Group reminders for a dient (@) splitby languages View deleted reminders View Divide batch Delete
[ Group reminders for a patient () splitbyspedes, languages

Printng  Sending by email Exporting

Document: €3 ] Start at ast name): |

Sorted by: [Client name, patient name ]

Printer (server): [Mirosoft XP5 Document Writer ~| Print Close
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- When the window opens, the reminders to be done (“To Do”) will be
displayed for the following week. You can change this date range in the
right upper section of the window. Click on the “Search” button to update
the window.

- Reminders are grouped by reminder types.

- You can also display the reminders that have been sent. This option gives
you access to two additional buttons “No answer” and “No visit” to filter
the list. As soon as a reminder is printed or sent, this status changes to
“Sent”.

- To see the details of a reminder type lot, click on the reminder type you
want to see and then click on View or double-click on it. This window will
open:

@ List of reminders not printed from 06-5ep-2019 to 13-5ep-2019 - Solutions Vet Inc. TEST 5.7 %

» =** Landry, Mme Maya (24881) |Ted'|. support Logivet |Furklf |Canine ‘Bichun | |08-Sep-2019 |25-Ju\—2019 {18} |maya‘\andry@a:|mv.cnm
Picard, M. Samusl (24353/R2) |1234Colley, Lachine, QC H2H 2C2 |GarﬁEId |Fehne ‘Dnmesh: | |09-5ep-zu19 |[]6-Sep—2019 (18) |5‘p<mrd@hatma|\‘mm

@ **= According to the communication preferences, this dient does not accept to receive this type of reminder. Delete Print Close

Warning: The delete command will permanently delete the selected
reminder from the animal’s file.

You can view this list before handling these reminders. The reminders at the
top of the list marked with *** note clients that have declined this reminder
type in their communication preference. These reminders will not be handled.
To avoid calling these clients by mistake, you could delete these reminders so
you will not see them in the client’s file.

To print this list and view it later, click on the “Print” button”.

www.solutionsvet.ca Revised September-14




Acodariy '

The bottom section in the reminder batch window is used to print the
reminders to be mailed, to send reminders by email or to export them in
another format.

[ Group reminders for a dient (® Splitby languages View deleted reminders View Divide batch Delete
[ Group reminders for a patient () splitbyspecies, languages

Sending by email Exporting

Document: €3 | w | Start at (Jast name): |

Sorted by: |Client name, patient name w |

Printer (server): |Miu’osof‘t ¥PS Document Writer - | Print Close

When you manage your reminders, you can apply a grouping to avoid sending
several reminders to the same client.

To print your reminders, select the Reminder type you wish to handle.

- In the “Printing” tab, use the Document drop-down menu and select the
appropriate Mail Merge document (to create documents, see Module 7 or
Module 13) you wish to print. Then click on the “Print” button. You can also
choose within the following options:

- Group reminders for a client: This option will generate only one reminder
document per client. If a client has several animals associated to this
reminder, only one document will be printed.

- Group reminders for a patient: If an animal has several reminders of the
same type, this option ensures that only one reminder is printed for that
animal. For example, a dog might be due for DHPP and Rabies, each of
which has generated a vaccine reminder.

- Split by language: Selecting this option prints reminders in groups based on
the clients language. This warns the user before he goes from one language
to the other.

- Split by species, language: Selecting this option prints reminders in groups
based on species and clients language. It warns the user before continuing
from one species/language to the next.

- Sorted by: This option allows you to select the print order, i.e.
alphabetically by last name, by postal code, by identification number or by
reference number.

- There is no option that allows you to pick several reminder types from
different reminder groups to create one mailing for the client (for example:
group vaccine reminders to heartworm reminders. If an animal is present in
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two different reminder groups, there would be two reminder documents
printed.

- Start printing at: Type in the client’s last name. This function can be useful if
the original print job was interrupted.

To send your reminder by email: Select the reminder type that you want to send

and then:

- In the “Sending by email” tab, click on the “Rmd. animail template” drop-down
menu and select the appropriate email document you want to send. Then click
on “Send”. You can choose the same grouping option as described before. To
find out more about setting up an animail document, see Module 16: Animail
Communications.

[ Group reminders for a dient (® Splitby languages View deleted reminders View Divide batch Delete
[ Group reminders for a patient () split by species, languages

Printing| Sending by email | Exporting

Rmd. animail template: |\c'aocinah'on reminder email 1 w

Send Close

To export your reminders: Select the reminder type that you want to process and
then:

- Inthe “Exporting” tab, select the format that you want (Excel or Text), then
click on browse to determinate where to save your document by entering the
name you want to give it. Finally click on “Export”

[ Group reminders for a dient (® Splitby languages View deleted reminders View Divide batch Delete
[ Group reminders for a patient (7 split by species, languages

Printing Sending by email| Exporting

(® Excel format () Text farmat (Tab separated)

|C:\J..lsers\philippep\,[leskhop‘\\c‘aodn reminder, xlsx Browse

Change the status to: Sent

Export Close
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Animal batch generation tab:

Used to create new reminder batches such as Heartworm, Geriatrics, etc. You can
perform searches based on criteria (Species, Age, Sex, and/or by specific Products
or Services sold to the patient).

& Reminder batch / Mail merge *

Management/printing of batches | Patient batch generation

Indusions | Exclusions Other criteria

Spedies: Breeds: DLast visit
p Aviary A p Abyssinian -~
Canine Affenpinscher
Dinosaure Afghan Hound
Feline v African Grey Parrot w age Mixed breed
Products: O Yes
» 21 jours pour dresser votre chien - Ono
6 Volt Alkaline battery
A.C.T.H. inj. 80 IU fau ml @®n/a
A.0.E serviettes humides pour animaux 7 x 8 po boite/80 W Sterile Sex Deceased
Services: O Yes O Male O Yes
) Abcess ~ I No () Female (® No
Abdominal ultraseunddddddddddddd ® NjA ® NjA O Nja
Allergy test (Spot Test Central Sales) 91 allergens Excude the patient if other regular dinic [] Excude dients without emais
Amputation (finger) ¥ Preferences will be set the same as the following
Sold between: [08-Jul-2017 v|  and: [08-lul-2019 |
AN Description:
@ | Exclude | | Remove | @ ’ | |
Indusions | Exdusions chosen: Bz Esaiim e
§n Exd. batches: | |
I : Type: Q‘ hd |
Indude product: *
Include service: = Count | | Generate | | Close |

In the left section:

- Inclusions/Exclusions: Click on desired Species/Breeds/Products/Services
and use the Include or Exclude commands at the bottom.

- For Products & Services, indicate the “Sold between” date range that you
wish to search.

- You can select several products. The software will select all the animals for
which you sold at least ONE of the products. You can do the same thing for
the services.

- If you select products and services in the same query, the software will
select the animals for which you sold both items.

- If you do not select any species, breed, products or services, then all your
clients will be selected.
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In the right section - Other Criteria:

These are extra criteria you can add up to your selection in the left section.

Last Visit: You can specify whether a client has or has not been seen since a

certain date.

Vaccination — You can search for animals that have or have not been

vaccinated since a certain date.

Age: You can select animals “Younger than” or “Older than” a certain age.

Other optional criteria include Sex/Sterility/Mixed Breed

Once you select your criteria, type in a meaningful Description for this batch

(i.e. Geriatric Dogs).

Due Date: Indicate a due date and then select a reminder type for this batch.

Distribute on: This option divides the batch in a number of specified days if

there is a lot.

Exclude batches: Used to exclude previously created batches. For example,

when you create a batch of heartworm reminders, you could generate a batch

for all dogs that visited the clinic in the past 4 weeks (for example, batch 1).

Then when you create the larger batch for heartworms, you could exclude

batch 1 from your search.

When excluding several batches, enter the batch numbers separated by a

comma without spaces (i.e. 1,2,3, etc.).

- Count: This option indicates the number and the percentage of animals
found.

- Generate: This option creates a batch for printing and adds these reminders
to each animal’s file.

- Return to the Management/printing of batches tab to continue with your
mail merge.
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Now let’s see the other sub-tab, “List by generated reminder batch”:

% Reminder batch / Mail merge x

Management/printing of batches  Patient batch generation

Mot sent D Mo answer
[Clsent o visit Date from: [08-1ul-2013 | To:[15-3u-2019 v]
List by reminder typel List by generated reminder batch |
Reminder type Batch# Description Mumber Sent
» | Parasite campaing 126 Canine parasite reminder 571 0
Parasite campaing 127 |Feline parasite reminder 209 1]
Vacdne reminder 12-8 Feline vaccine 6-9 0
Vaccine reminder 129 |Feline vacdne 100 0
Vaccine reminder 130 | Feline vacdne 100 0
Vaccine reminder 131|Feline vaccine 100 1]
Vacdne reminder 132 |Feline vaccine 100 i}
[ Group reminders for a client (® Splitby languages View deleted reminders | | View | I Divide batch I | Delete

[[] Group reminders for a patient (7 Split by spedes, languages

Printing Sending by email Exporting

Rmd. animail template: |§\|'aocine reminder P

Generation completed: Batch no: 128 (Feline vaccing)

As previously explained, only the generated reminders will be displayed in this
window. The description entered when creating the batch is displayed. If you
created several lots for the same reminder type, you can see the details here. In
our example, you can see: Parasite campaign lot # 126 and lot # 127.

You can print the reminders or send them by email directly from this window.

- Since these batches might contain a high volume of reminders, you can use
the “Divide Batch” command to divide the printing job or email sent into
smaller groups. (As in our example : Vaccine reminder lot #128 to 132)

*
This operation will divide the batch 126 into
several batches. This applies to the entire batch
regardless of the dates or the status . Specify the
maximum number of reminders in each batch:

[100 |
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