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Module 6 — How to Manage your Payments
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IMPORTANT NOTICE

It is possible that some graphics and descriptions presented in our online training modules differ
from your software version.

The Solutions Vet Academy regularly updates its modules; however, the software is in
continuous development.
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1. Cash Drawers

1.1 Configuration

Your software supports the use of multiple cash drawers. This enables each
computer to be “associated” to a specific cash drawer, allowing the staff to be
responsible for individual shift reconciliation. You can balance your cash
drawers by shifts or by separate cash drawers. Cash drawers are set up under:
“Configuration” < “Tables” < “Cash Drawer” < “Cash Drawer”.

Configuration | Boutique  Window 7
GL accounts =
Drawer: |Boutique #1(3373) ~ | =

Selutions Vet [pp]

Documents and forms
animail...

General options...
Tables 4 Cage

Taxes SOAP categories

Reminder types 14 Behavior

Color

Department

Species

SMH 4
Warning message
Payment mode

User profile

EBreed

Visit reason

K-ray 3
Recommendations
Room

Cash drawer 3 | |

Cash drawer |

Types 4 Workstations assignation

To add or delete cash drawer, use the button @ L-@J

0 Cash drawer maintenance

Description {French) 7 Description (English)
p  Administratit Administrative

Boutigue %1 Boutigue #1

Boutigue #2 Boutigue #2

Hépital Hospital

Save

Ok
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You can also assign cash drawers to the workstation(s) of your choice. Go
under “Configuration” < “Tables” < “Cash drawer” < “Workstations
assignation”.

1. Select a cash drawer from the drop-down menu.

2. From the “Available” field, select the workstation(s) authorized to use

this cash drawer, then click on the button .~ totransfer these
workstation(s) in the “Selected” field.

@ Cash drawers workstation assignment — O X
Establishment: |50Iuh’0ns Vet Inc. TEST 5.7 | oK
Cash drawer: |Hc-5|:-ital | | Cancel |

Available Selected

DOM7 PC1112

PC1939 PC1115

PC1949 PC1126

PC1950 PC1909

hca0

SOLVETWIN10-MG E

The workstation(s) under the “Selected” field will be those that have access to
the selected cash drawer. The other(s) workstation(s) will not be able to open
or use this cash drawer.

To set up the different payment modes accepted at your clinic, click on
“Configuration” < “Tables” < “Payment mode”.

& Payment mode maintenance O bt
I EEEEEEEEEEEEE——S—SS——————————m——m——§—m——————§—§—§—m——m——_—_———_______——_—_—_—_—_,"y
GL account Description (French) 7 Description (English)
p Bank 1 Carte Debit 1 Debit Card

Cash 2 Chégue 2 Check
Cash 3 Comptant 3 Cash
Bank 4 Master Card 4 Master Card
Bank 5 Visa 5 Visa
Bank Gift Cert. 6 Certificat cadeau 6 Gift Certificate
Bank Accord D Accord D
Bank Amex Amex
Bank Test Test

Save Ok
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1.2 Managing Cash Drawers

Once the desired number of cash drawers have been configured in the
software, you will begin each day or shift by opening the appropriate cash
drawer(s) and linking them to the appropriate computer where payments will

be received.
A=
First, you need to open a cash drawer. You do this with the “Shifts” icon =~
in the top right toolbar of the main screen:
M Cash drawer — O >
o
Available drawers  Shifts
Shift Cash drawer Shift period Open by
Administrative <MfA=
Boutigue #1 <NfA=
Boutigue #2 <Az
3 1 | Hospital <NfA
Opening amount: | 2 100,00 $| | Open drawer |3 F
1. Click on the Cash drawer you wish to open
2. Enter the opening amount (your float)
3. Click on “Open drawer”
4. Click on “Close” to exit the “Cash Drawer” window

Once the cash drawer is open, it becomes available from any computer
selected (see point 1.1). To associate a computer with a cash drawer, select

the appropriate drawer from the drop-down menu:
Drawer: | Hospital (5374) v|

<M A |

Every time you open a cash drawer, a shift number is assigned to the session.
In this example, we have linked the computer to a drawer called “Hospital”,
which is number 5374.
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1.3 The Administrative Cash Drawer

Users can also see a cash drawer called “Administrative”, depending on their
security profile permissions. Access to the administrative cash drawer is set up
by selecting “Configuration” < “Tables” < “User profile” under the
“Functions” tab.

& Security profile K

Functions Catalog Reports General options Tables

ook

Printing of reminders batches Client history [ client discounts
Generation of reminders batches Invoices
Invoice list Payments
Visit list Prescriptions
Prescription list Estimates
Counter sale sales transactions
Shift Client summary

[ Access to the administrative cash drawer

[JUnrestricted access to shifts [ Tools
[J&L accounts
Documents and forms [] Exporting accounting data. ..
[Jtaxes [ animail

The Administrative cash drawer can be used for corrections or other
adjustment entries that a user may need to make without impacting the shift
totals for the cash drawers currently in use.
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2. Counter Sale/Client Sale

The “Counter sale” and the “Client sale” functions enable the staff to sell
products™ outside of the medical file.

* This excludes products that are set up in the Catalog as
“Group use only”, “Prescription required” or “Controlled substance”.

’

Note that you can require the use of a scanner for counter sale and client sale
applicable for products with UPC code. This function will prevent you from
manual entry errors during sale. Go under “Configuration” < “General
options” < “Other”. You must enable this feature on the workstation(s) you

want.

% General options

Installation File location Email Limits Printers Printing Files Appointment book Integration

Catalog mode of operation:  |Standalone

Option code:

Start of the active period:  |01-Oct-2018

Mumber of days of history on the account:
Mumber of days for shift history:

Number of expiry days by default:

QI! N
H HII
<

AMPM time split: 12:00

[ Activate monthly service charges of after ljl days

Warn user if patient is still here
Warn user if dient has appointment(s) when creating a new one

|:| Display statement as seen on invoice

Confirm invoicing
[ Automatically search addresses with the same postal code

Force the usage of the bar code scanner when selling products with a UPC code from this station |

* UPC bar code scanner is configured for VetWare / LogiVet

[secure the report "Sales summary per employee regular dinic™

Force the person email address confirmation

0K | | Cancel
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2.1 Counter Sale

The “Counter Sale” function allows the clinic to sell products to non-clients,
meaning the sale will not be tied to any file. We recommend the use of the
“Client Sale” function as much as possible (as seen in point 2.2). Click on
“Function” < “Counter Sale”, or use the “Counter sale” icon in the toolbar. -

& Counter sale - Solutions Vet Inc. TEST 5.7 — O X
Client Options
Effective date: |30-Aug-2019 of
Counter sale Ve dats: 19 hl
Print invoice automatically © Coupan
|OneNobe | (O Letter format
Sale
Product UPC Qty Description Flatcharge Disc.%  Unit price Total price
P
|1
Description Qty  Flatcharge Unit price
} Prescription Diet Canine t/d Bag/15 Ib. 6 0,00 § 63,59 §
Prescription Diet Canine t/d Bag/25 |b. 15 0,008 89,89 5

Prescription Diet Canine tfd Bag/5 b, 0,008 27,298
Prescription Diet Canine tfd Pro Pack Bag/25 b 0,008 52,595
Prescription Diet Canine t/d Small Bites Bag/15 |b. 0,008 63,59 §

7
2
4
Prescription Diet Canine tfd Small Bites Bag/s bb. 10 0,008 27,298
12
5

Payment
Prescription Diet Feline tfd Bag /8.5 |bs 0,00 % 60,99 §
Mode Preseription Diet Feline t/d Bag/20 Ib. 0008 1m0
* Prescription Diet Feline t/d Bag/4 |b. 7 0,008 31,998
Prescription Diet Feline tfd Pro Pack Bag/20 |b 1 0,008 67,018

- Initially, the cursor is in the “Description” field.

- Enter the product description or scan the item with your barcode scanner.

- For a manual entry, type the general description and your software will find
all products with this description. For example, “T/D” will return all
products with the letters “T/D” anywhere in the description.

- The products found will be displayed. Select the appropriate product.

- The cursor will be in the quantity (Qty) field.

- Enter the quantity. The total price will be adjusted.

Sale

Product UPC Qty | Description Flat charge Disc.%  Unit price Total price
052742401300 pRibL Prescription Diet Canine tfd Bag/5s b 0,00 27,79 % 54,58 §
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- If desired, you may enter a discount percentage. Taxes and totals will be
adjusted automatically.

Sale

Product UPC Qty Description Flat charge |Disc.% |  Unit price Total price
[} 052742401300 2,00 | Prescription Diet Canine t/d Bag/5 Ib WM 10,00 27,29% 49,12 %

- To add more items to the invoice, use the “Tab” key to advance to the
description field on the following line or click in the “Description” area
below the last item.

Sale

Product UPC Qty Description Flat charge Disc.%  Unit price Total price
052742401300 1,00 Prescription Diet Canine t/d Bag/s Ib 0,00 § 27,29 % 27,29 §

749531652356 Collar BeOneBreed - Buffalo Medium 0,00 § 13,09 § 13,09 §

- Note that when using a barcode reader, the cursor position is not
important. Assuming the barcode reader is properly configured in your
software, the product can be scanned regardless of where the cursor is
located. The appropriate product information (UPC and description) will be
loaded automatically.

- Also, if multiple items are scanned, the system will auto-fill the field
“Quantity” with a “1” for each item, enabling fast and efficient product
sales without using the keyboard or the mouse.

- Use the symbol Ef?i to delete the selected item.
- Change “Effective date” if required.

- If you would like to print a copy of the invoice, place a checkmark in the
“Print invoice automatically” box.
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- Because
the user

counter sales are not linked to a client, they must be paid in full. If
clicks on “OK” without entering payment details or entering a

partial payment, the following message will be displayed:

VetWare / LogiVet X

Saving is impossible until all errors are corrected.

The remainder must equal 0. Another payment is required to
complete the transaction.

- From the “Payment section” at the bottom left of the screen, select the

payment

mode from the drop-down menu.

- By default, the total amount to be paid will be loaded in the “Amount”

field, but

you can edit this amount.

- Use the next “Payment mode” drop-down menu to enter any additional

payment
invoice.

. There is no limit to the number of payments you can enter for an

- Use the ' licon to clear all payment information and start over.

- Click on “OK” to complete the sale and process the invoice.
- Click on “Cancel” (or X) to close the “Counter sale” window without
processing the transaction.

@ Counter sale - Solutions Vet Inc. TEST 5.7 - [m]
Client Options
Effecive doe: [ogom ]
Counter sale Ve cats: v -
Print invoice automatically (®) Coupon
[oneNote | O Letter format
Sale
Product UPC Qty Description Flat charge Disc.%  Unitprice Total price
052742401300 | 1,00 Prescription Diet Canine t/d B2g/5 b | 0,00/ | emesg 27,298

743531652356
N ccz578212609 Bowl Concrete BeOneBreed - Medium 750 ml

1,00 Collar BeOneBreed - Buffalo Medium 13,09 §

Payment

www.solutionsvet.ca

Mode Amount Izl To pay: 6147 %
} 3-3Cash | maos Paid: 20,00 Sub-total: 53,476
GST (5 %): 2,678
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Remainder: 41,47 % el Get
Total: 61,47 §
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2.2 Client Sale

The “Client sale” function allows the clinic to sell products to a client without
using the medical file. These sale items are displayed in the “History” screen
but are not found in the animal’s medical file. This allows a clinic to keep a
clean medical file without having multiple entries for food sales, accessories,
etc.

& Search - Smith, Mr John [24054] - o X
Search type
Phane: ] Patient name: Close
(@ Owner | Patient |:| ‘ ‘ @ ‘ |
e e (Y e
visit
Identfication =: | 24954| Reference Paientrefs:[ |
etcation Rl
Indude patients thatare: [/ Given [ Deceased 1 person found []show summary Admission
5L Smith, Mr John b, 24954 -R2183%8 (514)555-3333 Westmount, QC
: arge
{4 Sonny 40255 Feline Sphinx i
e Tobby /b 40246 -RI000D12345  Canine Englih Toy Spaniel
|- ) [a0248-005 Dr John Dlitte 27-Aug-2019 External - Test P
2] 40248-004 Dr John Dolitte 23-hug-2019 External - Castration —
) 40248002 Mme Maya Landry 23May-2019 Closed - Castration
2] 40248-001 Dre Nadine C5t& 054ay-2019 Closed - Hit by car

Notes
intment
inder:

= ¢

B Medical file - Tobby (5,9 kg/13 Ib) - [40248-5] 27-Aug-2019 - [m] X

i

Visit summary - Client : Mr John Smith (24954) E3

1 2 4 5

oK
Save
Reason: Test | Veterinarian: [Dr John Dolittie ~] Close

Patient: Tobby (Male, Canine, Unknown, English Toy Spaniel)

Weights 5,5 ko / 13 b [5:5] (27-Aug-2015) Status: |External | Department: [<nyja> ~] e
Ager 9mihs v Room: [<ti/Ax> ~] Cage: [<N/A> ~] | patient | wisit |
4 Problems st
I Htems to display Vaccinations
®al O Todo (O Transactions
Weight
/s Date Initi... Type Cat.. @& Text(al) inder

> |Aug 27 2:42PM |pp Assigned veterinarian: Dr John Doltte No. 1998

History

Aug 27 Z:42FM |pp

s
B Exam

> |Aug 27 2:43PM B X-Ray first projection - Standard Price
B
B

analyse de la radio et
X-Ray, other projection - Standard price

Comm. log

> |Aug 27 2:43PM

> |Aug 27 2:44PM IDEXX Blood tests - IDEXX Biochemical EXT1 (With SDMA)
» * Recommendations

Treatment plan

Group/Serv/Prod
Presaription
Estimate

Admission

i el

Discharge

The button “Client Sale” is found in the main “Search” screen and in the
medical file itself:

- Tolink a client sale to an animal, click on the animal before clicking on
“Client sale” in the Search screen.

- You can also click on “Client Sale” from the animal’s medical file.
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- By linking a client sale to an animal, you will be able to find a list of animals
for which a product was sold using the “Reminder Batches” function.

- Tolink a client sale to the client and not to a specific animal, simply select
the client from the “Search” screen and click on “Client Sale”.

- The following example shows how the history is displayed.
- The first two lines show sales linked to each animal.

- The following line does not show any animal name, meaning this sales

was only linked to the client.

@ Client history [Smith, Mr John] - Solutions Vet Inc. TEST 5.7 O X
|

Invoices Payments Prescriptions Estimates Sales transactions Client summary

BFeb019 | To:[0Aug2019 | |@ ]

Prod'uds Category: |<N/A> v | e
[Jservices
Patient Date v Qty Description Visit No. Suggested ... Discounted... Sale price
Tobby 30-Aug-2019 1,00 Prescription Diet Canine t/d Small Bites Bag/5 Ib 27,29 % 27,298 27,2 ¢
Sonny 30-Aug-2019 1,00|RC Vet. Diet Feline Dental Bag / 1.5 ka 26,998 26,99 26,99 ¢
30-Aug-2019 1,00 Bowl Concrete BeOneBreed - Medium 750 ml 13,098 13,09 ¢ 13,09 §

The “Client sale” screen is very similar to the “Counter sale” screen, as
discussed earlier, with a few notable exceptions:

& Client sale [24954] - Solutions Vet Inc. TEST 5.7 O X
Client Options
ffective date: £
. e
123 Main Street Go to the diient's account Close

Westmount, QC, HOH 0HO

Sale

Tabby | sy | @9
Product UPC Qty Description Flat charge Disc.%  Unit price Total price
1 E———E. v
Sub-total: 0,008
GST (5 %): 0,00$
QST (9,975 %): 0,00
Total: 0,008
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- There is no payment section in the lower left section of the screen. Because
client sales are financially linked to a client, immediate payment is not
required.

- Instead, you will find a checkbox at the top of the window called “Go to the
client’s account”.

- If the box is checked, the “Account” screen will open after you click on “OK”
after entering the sales items. However, if you have opened the “client
sale” window from the medical file, you will be redirected into the medical
file and not to the “Account” screen.

- The “History” button provides immediate access to the previous sale
transactions for the client.

- It defaults to the Sales transactions/Products tab to allow you to quickly
view what kind of food the client has previously purchased.

& Client histery [Smith, Mr John] - Selutions Vet Inc. TEST 5.7 O *

Invoices Payments Presciptions Estimates | Sales transactions |Client summary

[ Products From: [28Feb-2019 | To:[30-Aug-2019 |
Categary: |<:NfA:> |

Patient Date Qty Description Visit Mo, Suggested ... Discounted... Sale price
» 30-Aug-2019 1,00 Bowl Concrete BeOneBreed - Medium 750 ml 13,09 § 13,09 § 13,098 A

11-Jun-2019 1,00 RC Vet. Diet Canine Adult Bag / 10 kg 75,09 % 76,99 & 76,99 &
Tobby 30-Aug-2019 1,00 | Prescription Diet Canine t/d Small Bites Bag/5 b 27,298 27,298 27,298
Tobby 24-1ul-2019 1,00 | RC Vet. Diet Canine Adult Small Dog Bag / 1.5 ka 15,99 § 15,99 § 15,99 §
Tobby 22-Jul-2015 1,00 | RC Vet. Diet Canine Adult Small Dog Bag f 4 kg 35,99 % 3599 & 3599
Tobby 04-Jun-2019 1,00 | Prescription Diet Canine t/d Bag/15 |b 63,59 % 63,59 & 63,59 &
Tobby 23-May-2019 1,00 | RC Vet. Diet Canine Adult Bag [ 4 kg 35,995 3599 % 3599
Tobby 21-May-2019 1,00 | idexx lab dema - chem (internal) 1 75,008 75,00 & 75,00 &
Tobby 21-May-2019 1,00 | IDEXX Blood tests - IDEXX Biochemical EXT1 (With 5... 1 115,00 % 115,00 & 115,00
Tobby 21-May-201% | 1,00 IDEXX Blood tests - IDEXX Biochemical EXT1 (With 5... 1 115,00 § 115,00 § 115,00 §
Tobby 21-May-2019 | 1,00 IDEXX Blood tests - IDEXX Biochemical EXT1 (With 5... 1 115,00 § 115,00 § 115,00 §
Tobby 16-May-2012 1,00 | idexx lab dema - T4 {external) 1 80,008 20,00 & 20,00 &
Tobby 15+May-2018 | 1,00 IDEXX Blood tests - IDEXX Biochemical EXT1 (With 5... 1 115,00 § 115,00 § 115,00 §
Tobby 0&8-May-2019 1,00 | X-Ray first projection, Standard Price 1 78,008 73,00 & 78,00 &
Tk No_KA. AN 1 nnl o A LidH, 1 an_nn & b T W a Ta Ol e Tu a T

- You can double-click on an item to add it to the “Client sale” window.
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2.3 Account Screen

The “Account” screen is where you will find a list of all transactions that have
not yet been paid for, as well as outstanding invoices, down payments, or
post-dated cheques:

& Account- MrJohn Smith 24954 / R218398 - Solutions Vet Inc, TEST 5.7 O x
Date Qty Description Unit price Line total Close
“Brom 0
| | 30-Aug-2019 | 1,00 | Bowl Concrete BeOneBreed - Medium 750 ml | 13,09 $| 13,09 §
- it S 4259
|/ 30-Aug2018 | 1,00 RC Vet Diet Feline Dental Bag / 1.5 kg | %998 26,99 §
1= [] Animal: Tobby (40248)
| 30-Aug-2015 | 1,00 Prescription Diet Canine t/d Small Bites Bag/5 Ib | 27,298 27,29 §
Print invoice

Total 3 transactions: 774 s

Effective date: |30-Aug-2013 w

Payment

d To pay: 7746%
X Mode 5 |Arnount paids 000¢

Remainder: 7746 %

Pay Down payment

- Transactions that have not been invoiced are displayed in the top section.

- Check boxes are displayed to the left of each transaction, allowing the user
to select which specific item they wish to invoice.

- By default, all items are selected.

- By removing the checkmark next to the animal’s name, all items for the
animal will be unselected.

- When you select or deselect transactions, the amount owed is updated
immediately. It is shown next to “Total transactions”.

www.solutionsvet.ca
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The “Payment mode” section is the same as the “Counter sale” section.

The software does not allow you to “overpay” an invoice. For example, you
cannot receive a payment of $50 for an invoice of $45.

If the client wishes to keep the balance of the payment as a credit on their
account, you will need to put a checkmark in the “Use balance as down

4
payment” boX.  Effective date: [30-aug-2013

~ |

Payment

Mode

Amount Iil T":: ]:;;i :

Remainder: (22,54 %)

| Fay || Down payment |

IUse balance as down payment

When the payment will be made, the remaining amount will be put in the

down payment section.

Effective date: |30-Aug-2018  ~

Payment

Made Amount To pay: 0,00 5
" | Paid: 0,00%
Remainder: 0,00%

Pay Down payment

Deposit
Total 1 down-payment 22,548

Entry Effective Payment mode Dep. Amount
b 30-AUg-2019  30-Aug-2013  4MasterCard | V| 22,548

Should more transactions be added to the medical file while another user is
accepting a payment, the following message will be displayed on the

“Account” screen:

VetWare / LogiVet

! 1 added transaction
0 modified transaction
0 deleted or invoiced transaction

During this invoicing transaction, there have been:

Your request will be cancelled and the information refreshed.
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Adjustment:

- You can use the “Adjustment” function for the purposes of issuing a credit
for an item that cannot be put back for sale (eg: opened food bag). You can
enter the original purchase invoice number as a reference.

0 Adjustment transaction et
Adjustment
Date: |30-Aug-2018 v|
Description: |Crn.=-_dit: Hill's T/D feline 4bs (Invoice 123458) | IW'
Products: | (29,99 $}|| Services: | |

For any other refund, we suggest to do an inverse sale (quantity -1). This
will restore your inventory and will not distort your GL accounts.

- You can also apply discounts to the selected transactions.

- To apply a discount:

- Select one or all transactions, then click on “Adjustment”.
- Type in the discount percentage and click on “Generate”.

- Modify the description (if desired) and then click on “OK” to apply
the discount.

& Adjustment transaction X
I ——————
Transaction total
on products |:| o Services

| Discount: | 10,00 %) Total: (6,74 8)

Adjustment
o (g
Description: |D|scour1t on product | cancel
Products: ®,748) Services:

*** We suggest to always apply the discounts at the sale
without going through the adjustment button.
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Delete:

- Used to cancel the charges for one or more transactions.

- Select the transactions you wish to cancel and then click on “Delete”.

- Transactions will be removed from the “Account” screen, but they will
remain in the medical file (flagged with an “X” as shown here):

Dfs Date Initi... Type Cat.. @ Text{all)
=>  |Aug 27 2142PM | pp 5 Assigned veterinarian: Dr John Dolittle No, 1998
Aug 27 2:142PM | pp P Exam
¥ Aug 27 2:43PM P ¥-Ray first projection - Standard Price
analyse de la radiio et diagnostique:

- If the products or services were not actually sold or rendered, they must be
deleted from the medical file.

Taxes:

- Use the “Taxes” button if you need to review or adjust the taxes.

® Tax breakdown b
Use the person's residence (QC) for applying taxes ' oK
Sbtotal: 67,376 | Cose |
GST (5 %): 3,378
QST (8,875 %): 6,728
Total: 77,46 8
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Invoice notes:

- Here you can review or modify the invoice notes.

8 [nvoice note(s) for client: Mr John Smith(24954) - Solutions Vet Inc, TEST 5.7 O

|
Date Done by Animal Visit no.
; 30-Aug-2019 04:03 « M. Solutions Vet | | |

Make an appointment in 1 month for a weight loss follow-up

* I l

Invoice:

- This button is used to generate an invoice for the selected transactions
when no payment was received.

- Outstanding invoices will be displayed in the middle section of the
“Account” screen.

- When a payment is received, select the invoice, and proceed with the
payment entry.

- You may also double-click on the invoice to see the details or to print a
copy of the invoice.

& Account- Mr John Smith 24954 / R218388 - Solutions Vet Inc, TEST 5.7 [m] X
[0 Dpate Qty Description Unit price Line total Close
Delete
Print transactions
Total 0 transaction: 0,008
[ 1nvoice Date Total ¥ Lastpayment Other charges Amount due Service fee
(I S LL s
n 1t
Options
Total 0 invoice: 0,00
S =
Payment
Mode Amount oy 0,005
, | Paid: 0,00%
Remainder: 0,00%
Pay Down payment
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Print transactions:

- This option generates a print-out of all transactions that have not been

invoiced.
e 2999 boul. Choquette
gff St-Hyacinthe, QC J2S 7C2 Date: 30-Aug-2019
Phone: (877)636-5999

This document is not an invoice
GST:816030298 QST:1214988484

Mr John Smith 24954 /| R218398
123 Main Street
Westmount, QC HOH OHO

Date Qty Description Amount
Sales
30-Aug-2019 1,00 Bowl Concrete BeOneBreed - Medium 750 ml 13,098
Tobby 40248 -
30-Aug-2019 1,00 Prescription Diet Canine t/d Small Bites Bag/5 Ib 27,29%
Sonny 40255
30-Aug-2019 1,00 RC Vet. Diet Feline Dental Bag / 1.5 kg 26998
Sub-total: 67,37 %
GST (5,000%): 3,378
QST (9,975%): 6,728
Total: 77,46 $

Service Fee:

- Allows to invoice service fee to the client’s account. These will be visible
under “Other charges”.

Taxes

0 Service fees x
pate: [30ug 208 - _
Invoice
Description: |r\"lt:n1i'|I5-I service charges |
Print transactions
(oEriE L50¢ Total 0 transaction: 0,00 §
[ 1rvoice Date Total #  Lastpayment Other charges Amount due I Service fee I
273067 30-Aug-2019 7746 a 0,00 77,496
L 6§ 004 %64 Print statement
[]| 273068 30-Aug-2018 1,508 0 1,50 € 1,50 &
Print invoice
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Print statement:

- Generates a statement summary for the client, showing all invoices and
payments that have occurred since the last statement date.

- The last statement date is found on the Person details screen.

B Person - [24954] - Solutions Vet Inc, TEST 3.7 —

| (®) Person () Company |
Person
Salutation: Reference no.: o cheques
Last name: |5n'|iﬁ'1 | Language:
First name: |J0hr1 | Init., | | Prefered establishment

ILast statement: |Z3-May—20 19 W |

- The software updates this date every time a statement is generated for the
client, but the user can manually change this date if required.

Print invoice:

- Will print a copy of the selected invoice.

Options:

- Here you can override the default settings for processing individual
invoices.

Print invoice automatically

@ Receipt coupon
|GneNn:|te | (O Letter format | Service fee |
Indicate departure Print the patient's picture | Print statement |
Close visits ] show as seen on invoice T e
|:| Print notes
Print reminders [ Options 1

- Print invoice automatically: Select the printing format (Receipt coupon or
Letter format), then select printer for “Letter format” printing.
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- Note that when you “Invoice” or “Pay” an invoice a communication
preference window will be displayed to select shipping method for the
invoice:

e None
e Print (Preview document)
e Email

- By default, it will be checked according to the communication preference of
the client, but you can modify it if necessary.

- You will also have opportunity to enter the client’s email address and/or his
SMS on file from this window.

5 Use the client's communication preferences X
|

Confirm the choice of communication preference for this operation:

ONone | Cancel |
O Print Preview document
@ Email [ Comm. pref. ‘]

Confirmation of dient information
Email: lsmith.john@email.ca Refused

sws: [(514)555-3333 v | |@)

- Indicate departure: If this box is checked, it means the animal is leaving the
clinic.

- Close visits: If this box is checked, the visit status is set to “Closed”.
- Print notes: If this box is checked, the invoice notes will be printed.

- Print reminders: If this box is checked, the animal’s reminder(s) will be
displayed on the invoice.

- Print the patient’s picture: If this box is checked, the animal’s picture will be
printed next to the animal’s name. Only when printing is made on “Letter
Format”.
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Show as seen on invoice: If this box is checked, the items will be visible in

the account window as they will be displayed on the client’s invoice. That
is, if in @ group you have items that are not visible to the client on their
invoice, you will not see them in the account window.

Down Payments and Post-Dated Cheques

*** Note that the “Check” payment mode will be
unavailable in the drop-down menu if the “No cheques” box
in the “Person” window is checked. ***

To receive a down payment, enter the payment mode, the amount and
click on the “Down payment” button.

To receive a post-dated cheque, change the effective date to the actual
date of the cheque. Enter the payment mode (cheque) and amount, and
then click on the “Down payment” button.

Down payments and post-dated cheques are displayed in the lower right
corner of the “Account” screen.

Deposit
Total 2 down-payments 150,00 §
Entry Effective Payment mode Dep. Amount
p 03-Sep-2019 03-5ep-2019 4 Master Card v 50,00 ¢
03-Sep-2019 15-Sep-2019 2 Check 100,00 &

Apply Bank Delete
To apply a down payment, select the transaction or the invoice.

Click on the “Down payment” button and then click on “Apply”.

To apply a post-dated cheque, select the cheque and click on “Deposit” to
indicate that it will be deposited to the bank.

Once you have confirmation that the cheque has been cleared, apply the
payment as you would do for a down payment.
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3. Invoice List

- The “Invoice list” screen is displayed by clicking on “Function” <
>

“Invoice List” or by clicking on the toolbar icon

'da

- Here you can search, view or reprint previous invoices.

® Invoice list * |
Invoices
Ot |[or 1 Flosnsess P —
O Paid =
Oal [effectivedate From: [01-Aug-2018 |  To: [o3sep2018 |  |€]
Client Invoice Date Total #... Amount due
View invoice | Refresh ‘ ‘ Close

e Effective Date: Enter the invoice date range you wish to search.

e Automatic refresh: If this box is checked, the invoice list will refresh
automatically.

e Receivables: Displays unpaid or partially paid invoices in the selected
date range.

e Paid: Displays invoices that were paid in full in the selected date range.
e All: Displays all invoices in the selected date range.

e Counter sales: Displays all counter sales in the selected date range.

¢ Invoice #: Enter a specific invoice number and click “Search” Q)

e Use theicon 2 to clear your search criteria and start over.

e To view an invoice details, double-click on it or select it. Then click on
“View”.
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End-of-day Reports

The software offers simple and concise reports to help the staff when
balancing their cash drawer at the end of the shift or at the end of a day.

===}
A3

Click on the “Shifts” icon = to access these reports.
Click on the “Shifts” tab and click on the appropriate cash drawer.

Typically, staff will use the “Summary” report to balance their cash

drawers. 5 Cosh drawer T
Avaiable drawers
Shift Cash drawer Shift period Open by
» 5374 |Hospital 30-Aug-2019 10:26 - <NjA> Solutions Vet S
5373 Boutique 1 28-Aug-2019 11:59 - 30-Aug-2019 10:22 Solutions Vet
5372 Hospital 28-Aug-2019 11:58 - 23-Aug-2019 11:58 Solutions Vet
5371 Administrative 27-Jun-2019 10:07 - 23-Aug-2019 11:58 Solutions Vet
5370 Boutique #2 21-Jun-2019 15:32 - 27-Jun-2019 10:07 Solutions Vet
5369 Boutique #1 21-Jun-2019 15:32 - 27-Jun-2019 10:07 Solutions Vet
5368 Administrative 21-Jun-2019 15:32 - 27-Jun-2019 10:07 Solutions Vet
L3587 H, ital 10 oN10 1N.E2 _ 97 % 010 00T Cnliaki Aot T TECT E T 2
| Detailed ‘ I Summary I | Close ‘

The “Summary” report indicates the total number of invoices and the total
amount received for each payment type.

It includes a section that the staff can fill out to total up the cash, as in the

example below. | snsumay
Shift Cash drawer Responsible Date: Amount
B nospnE . Soutons Vat 30-Aug-2019 102525 100,00 §
Closing:
Payment mode Number of Amount __ Rounding Terminal/count Difference
1 Debit Card 3 155423
2Check. ]
3Casn o
4&Master Card s 8,8
5Visa 1 TTES
S Gift Cortificate 0
Accord D o
Amex 0
Test o
2-Rabale Manufacturier o
438808
Postdated
2Check 1 100008
100.00§
‘Totaifor the shirt: 538808
Cash drawer content
x 001 Comments
'S 0.05
___x 010
—x 025
__x 100
___x 200
. x 500
__ x 1000
X 2000
_ x 5000
_ x100.00
"
Total:
03-Sep-2019 11:23 Solutions Vet Inc. TEST 57 Page:1/1
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If there is a discrepancy, the detailed report may be useful.

& Cash drawer - O =
Available drawersl Shifts I
Shift Cash drawer Shift period Cpen by
p 5374  |Hospital 30-Aug-2019 10:26 - <NfA> Solutions Vet "
5373 Boutique #1 28-Aug-2019 11:59 - 30-Aug-2019 10:22 Solutions Vet
5372 Hospital 28-Aug-2019 11:58 - 23-Aug-2019 11:58 Solutions Vet
5371 Administrative 27-Jun-2019 10:07 - 28-Aug-2019 11:58 Solutions Vet
5370 Boutique #2 21-Jun-2019 15:32 - 27-Jun-2019 10:07 Solutions Vet
5369 Boutique #1 21-Jun-2019 15:32 - 27-Jun-2019 10:07 Solutions Vet
5368 Administrative 21-Jun-2019 15:32 - 27-Jun-2019 10:07 Solutions Vet
C2ET H. ital 10T 010 1062 0 3 F om0 1007 Calubinne Vet Tn- TECT G 7 hd
I Detailed | | Summary | | Close

- This report shows the payment details for all invoices and indicates the
client name, ID number, reference number, invoice number and amounts.

Shift detail
Shift Cashdrawer Responsible Date: Amount
5374 Hospital Opening: Solutions Vet 30-Aug-201910:26:25 100,00 $
Closing:
Payment mode Client Amount paid __ Rounding Invoice Amount applied
1 Debit Card Smith, John 24954/R218398 77465 [] 273061 77,468
Smith, John 24954/R218398 77,465 [ 273066 77468
Smith, John 24954/R218398 15058 [] 273065 1508
Sub-total: 156,42 § 0,008
4 Master Card Smith, John 24954/R218398 77,465 [] 273082 77,468
Smith, John 24954/R218398 225458 []
Smith, John 24954/R218398 (22,543) []
Smith, John 24954/R218398 77,465 [] 273063 77.46%
Smith, John 24954/R218398 50,008 [
Sub-total: 204,92 § 0,008
5 Visa Smith, John 24954/R218398 77,465 [ 273084 77465
Sub-total: 77468 0,008
Sub-total cashable: 438,808

- Itis also suggested that the clinic regularly reviews the daily “Transactions
Not Invoiced” report, available from the menu “Reports” < “Transactions”
< “Daily transactions not invoiced”.

- This report is useful to find overages (whereby there is more money in the
cash drawer than on the shifts balancing reports) by showing all
transactions that have not yet been invoiced.
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- Once the cash drawer is balanced, go back to the “Available Drawers” tab,
select the cash drawer and then click on the “Close Drawer” button.
0 Cash drawer — O b4
- |
Available drawers | Shifts

Shift Cash drawer Shift period Open by
Administrative <A
Boutique #1 <A
Boutique #2 <A

Hospital 30-Aug-2019 10:26 - <NfA= Solutions Vet

5. Accounts Receivable Report

- This report shows a list of all accounts whose current balance is different
than $O.

- ltis accessible by selecting “Reports” < “Receivables” < “Receivables as
of”.

& Report parameters - Receivables as of X

Printer: OneNote v ]

Period and dates

(O Last year
Current year

@i ast month! To:  |31-Aug-2019 v ]

(O Current month
(O Last quarter
) Last 12 months

Last 12 full months Keep the window opened: [

- Select a parameter or a precise date.
- Click on “Preview” or “Print” to generate the report.

- This report shows the total receivables in the last column and indicates
when the balance was accrued (i.e. 0-30 days ago, 31-60 days ago, etc.).
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Preview - Receivables as of — O
ER=EW LN NN = NN =R N R RO R RS LU INCY P W NEERAC - =W

Acounts receivable as of 30-Apr-2020

Client type 0-30 3160 61-90 91180 180+
Client days days days days days Total

Clients
Asselin, Alain (24525/R9651) 0,005 0,005 0,005 0,005 16,495 16,495
Aubg, Véronique (2457 1/R13125) 0,005 0,005 0,008 0,008 584085 584085
Auger, Valérie (24454/RE311) 0,005 0,005 0,00S 0,008 45895 45895
Benoit, Jeanne (23838/R12847) 0008 0,008 0,008 0,008 247348 247348
Benoit, Val érie (24238/R2424) 0,005 0,005 0,008 0,008 (7,365) (7365
Benoit, Vanessa (24404/R7851) 0,008 0,008 0,008 0,008 802725 802725
Bibeau, Stéphane (23246/R12570) 0,005 0,00S 0,00S 0,008 196,66 5 196,66 5
Blanchard, Sergio (23008/R12384) 0,008 0,008 0,008 0,008 477835 477835
Blanchard, Suzanne (22802/R12297) 0,005 0,005 0,00S 0,008 (3215) (3215
Blanchette, Marie-&ve (22864/R12287) 0,005 0,005 0,005 0,005 188,795 188,795

0,008 0,008 0,008 0,008

Boivin, Alvin (22703/R12185)
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