Version 1.0

VisionVPM user documentation is continually being developed. For the most up-to-date
documentation please visit the VisionVPM website at
WWW.Visionvpm.com
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Before you start using this guide, it is importemtinderstand the terms and typographical
conventions used in the documentation.

The following kinds of formatting in the text idégtspecial information.

- #

. H#

Triangular Bullet( )

Special Bold

Emphasi

CAPITALS

KEY+KEY

Step-by-step procedures. You can
follow these instructions to complete a
specific task.

Items you must select, such as m
options, command buttons, or items in a
list.

Use to emphasize the importance i
point or for variable expressions such
as parameters.

Names of keys on the keyboard. for
example, SHIFT, CTRL, or ALT.

Key combinations for which the user
must press and hold down one key and
then press another, for example,
CTRL+P, or ALT+F4.



Marketing encompasses the many ways you can conaatenvith your clients to improve the
service you provide and increase sales.

Within VisionVPM there are several options for seevietters. These can be generated from
stock items or from the Client or Animal Detailsnddow. You can do this during the

consultation or invoicing process and give thesdiemts as part of the paperwork from their

visit. These documents can be combined with theicgzmessage system to enhance the value of
your professional service.

The VisionVPM reminder system is split into 2 pofuésections. Firstly, the monthly reminder
schedule generates monthly reminders for vaccingtioealth checks or any other procedure that
may be required after a period of time. Secondilg,daily reminder list allows you to manage
short term reminders for post treatment follow nd aompliance management.

There is also a Marketing Schedule available inovigPM designed to target groups of clients
or animals for communications or promotions. Tharkéting Schedule allows you to identify
the clients for your marketing activities. You ddentify your top clients, users of specific
products, owners of a specific breed of animal sdbgt haven't been microchipped - the list is
endless!

You can utilise the lists generated to contactalaients using the best method for your
marketing activity - by phone, personalised letteemail. The Marketing Schedule contains a
merge functionality to make the production of mergeailouts as seamless as possible. Most
importantly, once you have targeted a group ohtdigyou can easily apply a Client Marker that
will identify them in future searches.

A successful marketing campaign depends on a nuailfactors. Most importantly, don't forget
about your staff! Ensure they are aware of any didieg or promotions that are currently
running. All members of the veterinary care teawusth be on the same page. If you can't sell a
concept or offering to your staff, then you carjpect clients to buy into it either.



Client Information

Of utmost importance when considering embarking@ emarketing plan is ensuring you have
correct, up-to-date and relevant client contaairimfation. It is a complete waste of resources
attempting to mail or email information to incorrecldresses.

You may like to ask yourself the following quesson

What will be the best media to target my clients?

Do | check the client's name, postal address, phan#ers, email addreB¥ERY time the
client presents?

Do I check the client's animal liIEVERY time the client presents, so | know if the statas h
changed for any animal?

Are the client's markers correct for their situatio
Do all my staff have access to entering new anbregds?

Am | aware that we cannot market to the 'Cash Selieat?

Let's have a look at each of the questions in rdetail.

What will be the best media to target my clients?
Examples are phone, email, malil.

Emails: Am | in an area that doesn't have a fastmet connection, therefore, is it worth
emailing clients? What percentage of my clientsarseant to use emails?

Phone: What would be my success rate if | use phone
Mail: Cost considerations.
Fax: How many of my clients will have a fax?

You may target groups of clients differently foffdient reasons. For example, phoning
clients the day before their appointment, wouldrtmee effective than posting a letter.

You may have some clients who use email, so yoldagmail them their monthly reminders
and post the remainder.

VisionVPM will incorporate txt messaging functionalty in a future update, therefore,
ensure you capture clients' mobile phone numbers na

Do | check the client's name, postal address, phomeimbers, email address EVERY
time the client presents?

For every booked appointment, you can print a theformation sheet and have it ready to
be checked by the client when they arrive.

To print a client information report:
From the Appointment List window, select the clism@tppointment and clidklient.
Click theReportstab and then double-cligRlient Information.



Select where to print the report and click OK.
You will need to ensure that all changes are edt@rte VisionVPM.

Do I check the client's animal list EVERY time theclient presents, so | know if the
status has changed for any animal?

The list of client's animals in included on thesali information sheet (see above). Check the
list of the client's animals and make changesgtired.

For example, if an animal has been rehomed, eysurenark the animal dsactive and
remove all related reminders. Alternatively, iéthnimal's new owner is a client, you can
transfer the animal to the new owner by usingTtrensfer button on théAnimal Details
window for that animal.

Does the client have additional animals? Do yowehavinformation sheet that can be given
to clients with new animals to capture the anindd'&ils?

Are the client's markers correct for their situation?
Ensure all staff members are aware of your clieatkers and what they are used for.

For example, if a client no longer has any dogsats, ensure the appropriate marker is
removed from theiMarker field on the Client Details window.

Do all my staff have access to inserting new animaleeds?

If so, you're allowing everyone the opportunitycteate multiple names for the same breed.
This does not facilitate effective marketing, faaeple, sending information regarding
specific breed conditions to owners of those breeds

You may want to look at your breed listMaintenance > Codes and Descriptions>
Animal Breeds and check out how many different versions of Geri®@aepherd or
Rottweiler you have.

Am | aware that we cannot market to the 'Cash Saleglient?

The most frequent client you may have is the pevgom comes in once a week to buy food
for their animals on the way home from work. If yoare to enter these transactions under
Cash Sales you have lost the opportunity to caphaie contact details and the ability to
market to that person in the future.

Wherever possible, ensure you obtain the clieontisact details. On the front desk, place a
clipboard with a New Client Information sheet tiiati can give to your new clients to fill in.
If the client is hesitant, you may want to offeeith an incentive, for example, 20% discount
off next visit/purchase. Set up a Discount Groug arclient marker for a New Client. After
the 20% discount has been applied, remove thetcharker.



Markers

Client Markers are a way of grouping clients togettor a particular purpose. For example, you
may wish to send some information to all clientgwadogs over 7 years. In this instance you
would attach a marker to these clients denotingtttey have senior dogs.

Client Markers are created Maintenance> Codes and Descriptions> Client Markers.

A marker code can be any upper or lower case Jettgrnumber, or any mathematical character.
Clients can have multiple markers up to a maxim#éihso

The following table lists examples of markers yoaynind useful in your clinic.
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Description

Beef Farn
Calf Rearer
Dairy Farm
Equine

Dog Breeder
Lifestyle
Member

New Client
Sheeg|

Pig Farm
Deer Farm
Staff

Cat Breeder
Poultry
Grazier
Alpaca/Llama
bird

cat

dog

ferre

guinea pig
puppy class
rabbit

small animal client
turtle

farm worming programme
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Having a reminder process in your clinic should méweat reminders are generated automatically
and sent regularly from the clinic.

It is important to work through which proceduresl gmoduct sales should generate reminders
and how your reminder system is going to work. sTiithe main component of making your
reminder process as automated as possible.

Things to consider include:

Which procedures or products should have reminders?
Removal of reminders

Creating Reminder Letters

Regular use of the reminder schedule

Which procedures or products should have reminders?
Clients are usually sent reminders about vaccinatand / or health checks.

Should the reminders be attached to the procedureeqroduct? This will depend on how your
formulations have been set up.

Formulated Procedures

Hidden formulations

If you create a Hidden formulation, you must attdwh reminder to the formulation.
Reminders attached to products will not be gendrate

Displayedformulations

If the formulation has been marked as Displayed the reminders will only be generated if:
the header of the formulation is included (withtg) ¢n the formulation.

OR

the reminder is attached to one of the formulagimducts.

Other Examples of Reminders

You may wish to consider adding other remindersef@mple, a spey or neuter reminder to a
puppy or kitten vaccination procedure.

Dental, revisit, or blood test reminders could dded manually when required, or these
reminders could be added to the consultation pureeand thékeminder Prompt selected on

the Stock Details window. ™ FReminder Prompt



If this is in place, then when a consultation oiged, you would be given the option to apply
reminders:

Invoice Reminders

H_.-—"J Chonoze which reminders ta apply

Apply | Feminder Code Action Date Due Apirnal Stock Item

[ DEMTAL Add 0 APR 08 Geo Consultancy Fee J
[ FLEA, Add 31 MAaR 08 Geo Conzultancy Fee

O PaRAT Add 0 aPR 08 Gen Conzultancy Fee

[~

To apply the reminders, select the appropgiply box, and then clickpply the selected
reminders.

As shown in the example above, multiple remindeay tve attached to a single product. An
animal may also have multiple reminders in plaoegikample, a vaccination reminder and a
dental reminder.

Removing Reminders
Reminders can be removed in five ways:

Addition of a new reminder of the same code

When another product / procedure with the samen@enicode is sold, the original reminder
will be overwritten with the new reminder.

For example: Many clinics use the same remindee ¢oda cat vaccination regardless of
age. This way the old reminder is always remowethb new reminder.

Note: If the subsequent product or procedure safdehdifferent reminder attached, then a
new reminder will be added and the old one will agmin place.

Manually

1. Go toMain > Client > Client > Client Details > Select client.
2. From the Client Details window, clidReminders

3. Select the reminder you wish to remove, and thiek Elelete
By removing duplicates

1. Go toMain > Clients > Clients > Reminder Schedule



2. Click Remove Duplicates

Any duplicate reminders detected will be deletddB. VisionVPM will only detect
duplicate reminders with the same code.

By deceasing or inactivating the animal
1. Go toMain > Clients > Clients > Animal Details > Select animal.

o

Check theDeceasedr Inactive check box.
Click Save
Click Yesto the following message.

o

F Az vou have inactivated Barmey, Barmey's reminders will now be removed.
N Continue ?

Mo | Tes

The animal will be marked as deceased or inactiekadl reminders will be deleted.

Automatically, by using Remove Reminder.

Old reminders can be removed automatically by agldiRemove reminderto the relevant
stock.

For example, to remove DENTAL reminders, add a DENRemove reminder to a dental
equipment fee, or another item which is only usexind) dental procedures. Refer above for
guidance on how to apply reminders to formulatiand formulated items.

J | X

Save F7 | Cancel F8 | Delete/D

Code |DENTAL -
Maonths | 1]

Action ¢ Add the reminder
(v Remove reminders of this type

Clinics which use different codes for reminderdiéferent stages, for example, a Kitvax
reminder at 1 month and a Catvax reminder at oaeweél need to have a procedure in place
to remove the Kitvax reminders. One way of doimg ts to attach a Kitvax Remove
reminder and a Catvax reminder to the Catvax pnaesd



To ensure reminders are sent out regularly, a stafhber should ideally be given the
responsibility of regularly going through the rehén process. This could be on a weekly or a
monthly basis, depending on the number of remindedsthe clinic workload.

This procedure should be done on a regular badisas@eminders are sent in a timely fashion
and no reminders are missed because a date inteagadmitted.

You can see at a glance on your Navigator panerhamy reminders are due:

This week
Last week
Next week.

Specific | General r@

[+ 14 items on loan.

If for some reason it is not known when the lastirelers were sent, clickin@pen List on the
Reminder Schedulewindow will display the previous list. The dat@s this list should provide
the required information.

Regular Reminder Process

Go toMain > Clients > Clients > Reminder Schedule



Select the required reminder types for the letidre sent. For example, you may wish to run
dog and cat vaccination reminders separately @they.

Enter the date range. These are the dates betweeh the reminders will fall due. If the
first field is left empty and a current date isesetl into the second field, all overdue
reminders of that type will be listed.

Click Run to display the list of clients with reminders due.

Click Merge and proceed to merge the reminder list to the apaie letter or email as
described in the Merge section.

Repeat steps 1 — 4 for each sort of reminder shsent.

Using the Reminder list:

If you usually use postcard reminders, clicbels to generate address labels to stick on the
postcards.

If you usually phone your clients regarding remirsdelick Print to print the list of clients with
phone numbers.

If you wish to send personalised reminder letteentclickMerge to access the merge letter
options.

Vaccination/Reminder Adhoc reports

Vaccination Certificate andVacc & Reminder List adhoc reports are available in VisionVPM.
These reports can replace the Microsoft word docusngs reminder letters. The content of
these documents can be edited. Refer to the a@iotiors for information on editing these
documents.

Paths:



Clients > Reminder Schedule> enter search criteriaRun > Adhoc.
Clients > Client Details > select client -Reminder > Adhoc.

Clients > Animal Details > select animal Reportstab.

To print an adhoc reminder letter

From the Reminder List window, cliekdhoc.

From the External Adhocs Report window, seMatc & Reminder List.ahr and click
Print.

Select your report destination and cliok .
How to produce a list of animals without reminders:

This helps you identify animals which may benefinh vaccination and be targeted by a
vaccination campaign.

Go toMain > Clients > Clients > Reminder Schedule
Enter a species if required or leave blank foaalmals

Click Animals without reminders.

Enter a date range or leave blank to display athals without reminders.
Click OK.

A list of animals without reminders will be dispkd.

How to print next month's reminders

Go toMain > Clients > Clients > Reminder Schedule

Select the appropriate reminders.



Enter the dates for the next month.

Proceed as for regular reminders.
How to exclude clients with a certain marker from a reminder list

Go toMain > Clients > Clients > Reminder Schedule
Enter a date range and then select a reminder code.

Select the marker you wish to exclude from thedrsd check th&xclude marker tick box

Click Run.
Adding/Editing/Deleting Reminders
Path:Clients > Animal Details > select animal Reminderstab.

Reminders can be added, edited or deleted frorRémeinderstab on theAnimal Details
window.

To edit a reminder double-click the reminder, mtdeenecessary changes and claveTo add
a reminder, click the pencil, add the details ditkSave To delete a reminder, double-click the
reminder and then click tHeeletebutton.

Removing reminders from deleted invoices

Path:Clients > Client Details > Select client FActivity > Select invoice Edit > Commands>
Delete

When you delete an invoice which had remindershéd, VisionVPM will provide a prompt
with associated reminders from which they can betdd.

Select the reminders you wish to remove and dielete



Manual Reminders

Reminders can be inserted automatically througltlihecal records and use of stock items.
Reminders can also be inserted manually for exanggatients new to the clinic with an
existing vaccination history.

Inserting Manual Reminders

Go toMain > Clients > Clients > Client Details > Select Client
From theClient Details window, right-click the animal's name, and seldetv Reminder.

From theClient Reminder window, click theReminder Codearrow, and select the type of
reminder you wish to insert.

Note: The reminder code must have been alreadyedéy going to the Stock module and
selecting Reminder Details.

In theDate Duefield, type the date that the reminder is due.

In theQty boxes, type the quantity of the selected remifaiewhich the animal is due.
Note: TheReference StatusandUser Codefields can be left empty.

Click Save

Outcome: The reminder for the selected animalbégldisplayed in the Client Reminders
window with the specified due date.



Automatic Reminders

Automatic reminders are linked to the animal's re@utomatically when a stock item with an
attached reminder is sold, for example a vaccinatio

How to Create Automatic reminders

Setup reminder message

1. Go toMain > Stock > Stock> Reminder Details
From theReminder Detail List window, clickInsert.
In the Code box, type the reminder code.

Select either Monthly or Daily.

ok~ 0D

In theDescfield, type the reminder description

A reminder letter can be typed in the Text boxesihg merge fields from the Field List
button or a letter can be created through the ReéeniSchedule using either Word or
Wordpad.

6. Click Save

Attaching reminders to stock items
1. Go toStock > Stock Details
Find the required stock item

w N

From theStock Detailswindow, click theReminder button and then clickhsert.

B

From theStock Reminderwindow, click theCode arrow to display the list of all
available reminders and then double-click to sdleetrequired reminder.



5. Select whether sale of this stock item will caus=reminder to be added or removed.

Automatic reminder generation through invoicing

When you are processing invoices check that theecbAnimal Name is selected.

A reminder will be generated for that animal foy @tock code invoiced which has a reminder
attached to it.

Any stock code which has been marked to removenaens will only remove the stipulated
reminder type and only if present.

How to check for reminders
Go to Main > Clients > Clients > Reminder Schedule

From theReminder Schedulewindow, in theFrom andTo boxes, type the date range.
The date range would normally be the following nfont

Select the required reminder, and then click Run.



The Reminder List will be displayed.

Adding Notification Date to Bulk reminders

This allows you to mark reminders with the date pboned/emailed/sent reminder information
to the client.

Go toClients > Reminder Schedule> select criteria *Run > Merge.

The option tcSet the notified date as [today's datels available from the Merge Options
window.

When this is selected, VisionVPM will add todayaelto theNotified column for each
reminder in thdReminder List window.



The Notified field is also displayed on tiieeminderstab of the Animal Details window.

Using Notified button on the Reminder List window

This allows you to select reminders and add a itaiiethe selected clients were notified of this
reminder. Today's date is the default.

Go toClients > Reminder Schedule> select criteria 3Run

Click Notified from theReminder List window.



Daily Reminders

Reminders which are marked as "Daily" can be useg@dst-operative surgery checks, bandage
checks, sympathy cards, any client follow up resplir

Following is an example of a Sympathy Daily Reminde

Please note that, for this reminder, you wouldwant to display this reminder on the Client
Details window, therefore, you would sel@xn't display these reminders on the client
details screen

To make sure these happen, assign responsibiléystaff member to check daily reminders each
morning. Daily Reminders can be viewed from the édippment List window.



Click the  button and then selebiaily Reminders.

Enter the date range , and clioK .
If you wish to display reminders for a selectedrusater theitJser codebefore clicking
OK.
The Reminder List window will be displayed, from where you can piamtmerge the list
to MS Word.



Merging Reminders

Once the list of clients with reminders has beamegated using the reminder schedule, these
clients can be reminded about the procedure tlthtesn several ways. Postcards, customised
letters, or emails might be sent, or the clinic Imighoose to phone the clients. The client
information in the reminder list, together with sionVPM merge facility, make any of this
possible.

Make use of th&Reminder Scheduleoptions:Target email clientsor Target non-email clients
to tailor your reminder lists to the channel yoa asing:

To Merge reminders

From theReminder List window click Merge.

To send a single letter containing all the animadshes to each client (rather than one letter per
animal), selec€onsolidate the animal names and reminder informatin for each client

To add a notified date to the reminder record,cs&et the notified date as [today's date]

To merge to a Word document, chédicrosoft Word is selected and then cli€hK .



The Document window will be displayed:

If the letter you require has previously been aéat will be displayed in the list.

If you wish to edit or check the document, ensheAutomatically Merge Documentcheck
box has not been selected and double-click thanejdocument.

If you select thedutomatically Merge Documentcheck box, then double-click the required
document, Word will open the document displayirg itirerged information.

To create a New Document
The first time the MS Word merge is used you neectéate a new document.

To do this, type the name of the letter in fronthe .doc in the Document Name box. Then click
OK to open a blank document in Word.

If MS Word does not open with any of the above stgqur will need to check tieath to MS
Word in Maintenance> Computer Defaults.

Full details on the merge to word process are pexvin the Merging to Word Section.

To create mailing labels

Once the reminder list has been generated, thdielsto create mailing labels for the clients on
the list. Options for label setup can be foundt@Client tab inMaintenance > System
Defaults.



Click theCut Sheetoption to open further label options:

Labels can be viewed before printing by selectiabels, thenScreenas the Report Destination.

To create a phone list
Once the reminder list has been generated, Blick to create a phone list of clients.

This provides a list displaying the client codemesand phone number, the animal name, and the
type and date of the reminder.

Merging Reminders to Email

Create your reminder list through tReminder Schedulewindow. Select the reminder
codes, enter dates, aRdn.

From the Reminder List window, clidlerge.

To send a single letter containing all the aninm@dshes to each client (rather than one letter
per animal), selectonsolidate the animal names and reminder informatin for each

client.

To add a notified date to the reminder record,cs&et the notified date as [today's date]
To merge to email, seleEmail then clickOK .

The VPMMail main window will be displayed.



Click the Options button to access letters that have already begrapad, or type into the
existing screen utilising the merge fields on tightrto create a new letter.

Refer to the Merging to email section for more deta the use oWPMMail .

Merging

Once a client list is created through use of\tagketing schedule or theReminder Schedule
those clients can then be included in a merge.

The media you choose will be critical in helpingiyonessage hit the mark. If you choose to use
email, will it land in the junk email folder andvex get read? Are Word documents simply
opened to languish in the 'in tray'? Postcardeasy to stick on the fridge door, but restrict the
content of your message. If you are serious atmniacting each client, you may decide that a
phone list might be helpful to follow up on somtdes that were mailed out.

Having selected the clients who are to receive goanmunication, you can now start a merge.



To Start the Merge

On theMarketing Search Resultswindow or theReminder List window click Merge. This
opens a window with merge options:

Select the option you wish to use and proceed ukmgnstructions given.

Note: If you want only one communication to go &zle client regardless of the number of
animals or reminders included in the search resiiésn selecConsolidate the animal names
and reminder information for each client When this is selected, only one communication,
containing all of the animals' names will go outhe client. If this option is not selected, the
client will receive one letter for each animal eminder that met the search criteria.



Merging to Word

To merge to a Word document, selbitrosoft Word in the Merge options window then click
OK.

The Document Name window will be displayed:

If the letter you require has previously been aéat will be displayed in the list.

If you wish to edit or check the document, makeghatAutomatically Merge Documenthas
not been selected then double-click the documejutimed.

If you selectAutomatically Merge Document, then double-click the required document, Word
will open and the merged document will be displayed

To create a new document
The first time Word merge is used you need to eraatew document.

To do this, type the name of your letter in frohtdoc in theDocument Namefield. Then click
OK to open a blank document in Word.

If Word does not open with any of the above stepswill need to insert the correct path to
Word inMaintenance > Computer Defaults.

Among the Word tool bars, merge tool bars will spthyed.



These are the tool bars (or similar) that will bgpthyed if you are using Word 2000:

|[™)Ete Edt vew pnsert Famat Tooks Table Window Help
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These are the tool bars (or similar) that will lgpthyed if you are using Word 2002/3:

These are the tool bars (or similar) that will epthyed if you are using Word 2007:



Type your letter and use tlhesert Merge Field button to choose the different fields available
from VisionVPM, for example, Firstname, Lastname, e

Once you have completed the letBaveit. You are now ready to merge it with the listrfro
VisionVPM.

Merging the document

Click theMerge button in the Word Merge Tool bar. Word will opgmew document that
combines the letter you have written and the VigBN list. For example:

Scroll down to check the letter is well positior@dthe page and reads well. Now you are ready
to print.

Hints

Always remove people you do not want to includéhemmerge. This can be done by
selecting the lines (use Ctrl or Shift to selectesal lines at a time) and clickir@gjear while
you are still in theMarketing Search Resultswindow.

Check your letter sits nicely on the page befone p@rge it to a new document

When merging a reminder list always i&emAnimalNameinstead of AnimalName. This
selects animals with reminders.

You need to create your document through a VisidW\liBt to create the correct links and
have access to the correct merge fields. Dont,ogdit or create a letter directly from Word.
It will not work.



Reminder Merge Fields

These are the Merge Fields available when creatMéprd Document from a Reminder

Schedule.

Merge Field Description Merge Field Description

Code Client Code Number Client Number

Title Client Title Firsthname Client Firstname
Lastname Client Lastname Company Client ComparmeNg
Street Client Address Line 1 Street2 Client Addreise 2
Suburb Client Suburb City Client City

Postcode Client Postcode JoinDate Date of Firsit Vi

EmailAddress

Client Email Address|

ClientCustom1

ie@ Custom Field 1

ClientCustom?2

Client Custom Field 4

ClientCustom3

Client Custom Field 3
(on the settings tab)

ClientCustom4

Client Custom Field4
(on the settings tab)

ChargingDistance

The number of Km
from the Client's
Address to the clinic

WrittenOff The total amount that CurrentDue The clients current
has been written off for balance due
the client
OneMonth Clients one month TwoMonth Clients two month
balance due balance due
ThreeMonth Clients three month CreditLimit Client Credit Limit
balance due
LastActivityDate Date of the last AnimalName Name of Animal
payment received by
the client
AnimalDesc Colour AnimalNumber Microchip No.
Species Animal Species Breed Breed of Animal
AnimalDOB Birth Date AnimalAge Age of Animal
AnimalSex Sex AnimalNeuter Neuter
AnimalsWeight Current Weight OptimalWeight Optinvilkight
AnimalPhoto Will display the animal | EquinelLocation Location
photo if one is loaded
EquineSire Sire EquineDam Dam
AnimalCustoml1 Custom Field 1 AnimalCustom?2 Custanid 2
AnimalCustom3 Custom Field 3 AnimalCustom3 Custanid 4

ReferralVetName Referral Vet's Full ReferralVetFirstName Referral Vet's First
Name Name
ReferralVetHospital| Referral Vet Hospital| | ReferralVetStreet Referral Vet Street

Name

Address




ReferralVetSuburb | Referral Vet Suburb Referral\vigtC Referral Vet City &
Postcode

ReferralVetPhone Referral Vet Phone ReferralVetFax | Referral Vet Fax

BodyScore Animal Body Score DentalScore Animal aeScore

ReminderCode Reminder Code ReminderDesc Remineseription

ReminderDate Reminder Date RemAnimalName RemiAdénal
Name

ReminderQty Qty of stock invoiced ReminderStatus Status - used for

for reminder. adding a client marker

Merging to Email

Before you can merge to email, you must have magcand compatible versions of Word and
Outlook for the HTML merge; i.e. you can use Wofi2 and Outlook 2002 but not Word 2002
and Outlook 2000.

VPMMail is an add-on component of VisionVPM which allovesiyto send and save HTML
(rich text) emails for either individual clients as a marketing/reminder schedule mail merge
option. You can also save letter templates andsestiem later. This means that you can
generate much more interesting looking merge emaitsachments can also be added using the
attachment field.

Click on the + sign to locate the files you wishattach.

VPMMail Setup

For VPMMail to work you need to have the .Net framek 2.0 installed on the computer that is
sending the email. You can check whether this hraady been installed through the
Add/Remove Programsoption in the Control Panel in Windows. It will bsted asMicrosoft
.Net Framework 2.Q If it is not listed you can download it from thésionVPM ftp site. Call

the support desk if you need assistance.

It is recommended that you set the default fonhwwitnternet Options térial . To do this,
complete the following:

Start > Control Panel > Internet Options > Fonts > selectArial from theWebpage fontlist.
Click OK.

To set up in VisionVPM
Path:Main > Clients > Email Options > Email Setup.

The Email Setupwindow allows the user to choose between usindgoOkior VPMMail when
sending individual emails from the client detailsidow as well as providing setup options for
SMTP Server and reply email addresses.



Please note that while the default option for segdhdividual emails i©utlook, merging to
email through the Marketing or Reminder scheduléalways use/PMMail .

When usingPMMail the following options need to be set:

SMTP Server: This is the name of the server through which talserur emails. If you use a

mail server on your network you would enter the aanIP address of that server here.

Otherwise, if you send emails out through an IrgeB8ervice Provider (ISP) such as Xtra or
Telstra Clear you would use their SMTP details.ekample for accounts with Xtra would be

send.xtra.co.nz
Default reply email address:This is the main email address for your clinic vwhieill be

sent with each email. This address can be charmgeokt of the 'extra’ reply addresses at the

time of sending an email.

Extra Reply Addresses:A list of alternative reply addresses can be edtbere and they
will be selectable from a drop down list when segdan email. The addresses should be
entered on a separate line with just a carriagenmdietween them.

To create a client email list
From theMarketing Search Resultswindow, clickMerge.

From theMerge Optionswindow, selecemail, then selec€onsolidate the animal names
so that each owner receives only one email rattaar bne email per animal.

Click OK.
TheVPM Merge Editor window will be displayed.

Click on theOptions tab to access previous letters if required.



Following is an example of an email template.

VisionVPM merge fields can be added to the bodghefemail from the panel on the right.
From this window you can:

Type in the body text of an email

Add merge fields if required

Apply text formatting such as bold, italics, fostses and type, background and foreground
colours, text justification etc

Add bullets, indenting, and even pictures
Add multiple attachments
Load previous letters or save the existing emad kster under the 'Options' button.

Advanced users can view the HTML code or even gastéher HTML code to add tables
and other types of formatting

Preview the resulting mail merged email
Send the email or batch of emails off.
Open the 'Outbox’ under the 'Options' button tavy@elete, or resend previous emails

When the email is completed, click tResview tab to view how it will appear to the client.
Click Options if you wish to save the email

Once your email is completed and ready to go, diekd



To view previous emails sent through VPMMalil
Path:Main > Clients > Email Options > Open Email Outbox.

Previous emails that are pending or sent can lveeddy opening the email outbox. A window
similar to the following will be displayed:

From this window the user can:

View the pending or sent emails, grouped by thatednd subject
Delete previous emails
Resend previous emails

Note: Replies to emails that are sent from VisioWRill appear in the Inbox of your normal
email program.

Merging Photos

Animal photos can be merged into MS Word docum#mtsugh VisionVPM from the Reminder
Schedule or Marketing Schedule.

To merge animal photos to MS Word:

Attach the required photos to the animal in thet®l@b of the Animal Details window.
Setup the merge template to include animal photos.

Merge the template to Word.

To setup the merge template to include animal photo s



From the Word Merge Documents window in Reminddre8iale or Marketing Schedule,
double-click the document that you wish to merge elick OK.

EnsureAutomatically Merge Documentis unselected.

Select the position in the document where you waaphoto to be displayed and press
CTRL+FO.

TypeINCLUDEPICTURE followed by a space, and press CTRL+F9.
Type AnimalPhoto, and clickSave

To merge the template to Word

From the Word Merge Documents window, sekegtomatically Merge Document
Double-click the document that you created to mewye clickOK.
PressCTRL+A and then preds9.

The animal photo will now be displayed in the doewmt
You will need to resize the photos to the corrést 0 be displayed in the document.

Note: Microsoft Word will display the following nssage if there is no photo attached to the
animal, "Error! Filename not specified.” This mesgs is not required in the document and
should be deleted.



TheMarketing Schedulefunction allows you to use multiple search criteneuding Client,
Animal, Clinical and Invoice information to targgtecific customers.

This can be used, for example, to produce a ligllaflients with animals of a certain breed and
age who have purchased a particular product orerahgroducts during a specified date range.
You can search invoice details by date, stock iteohd and how much the customer spent. By
searching clinical records you can identify aninvailh specific health problems.

These search criteria can be saved and the sedretiided to run on a regular basis in order to
constantly update your client sales informatiorr. &ample, schedule a search for all those
people who have had pets with dental problems ineelast month — run this every week or
fortnight to offer continuing treatment.

Path:Main > Client > Client > Marketing Schedule

The Marketing Schedule window will be displayed:

Toolbar

Items on the Marketing Schedule Toolbar are asvia!

Button Action

Click Insert [F5] to create a new marketing seargh.

Click Edit [F6] to edit the selected marketing
search.




When an item in the list is selected, cliRkn
[CTRL+R] to run the search query.

Open List [CTRL+QO] opens the last saved mailipg
list.

Info [CTRL+I] displays the search criteria for the
selected item.

Print [ CTRL+P] prints the Marketing Schedule
List and search details.

Close[F9] closes the Marketing Schedule windoyv.

Allows access to the following ree-to-run
searches:

Top Sales

Client Inactivity
Equipment on loan
Clients without animals
Customised fields
Syndicate Members
Voucher cards.

Extra Searches

Searches that are already created can be accessethéExtra Search button:

Top Sales

Vision VPM gives you the power to analyse and rgmiltr clients by their financial spend.
You can set the parameters for the analysis parmadurther subdivide by using client
markers and analysis groups.

Path:Clients menu > Marketing Scheduler > Extra Searchebutton > Top Sales

Select a suitable date range for calculation. firay be based on financial year or longer,
depending on your business cycle. 18 months gives walued clients a chance to return to
your practice. Any of one of your client markeasde used to restrict the search. You may
wish to establish your top 100 equine clients Vsryop 100 small animal clients.

You are by no means restricted to the top 100 tdierou may decide to view the top 10 or
the top 1000.



You can use this tool to permanently rank the tdidound in the search results. The results
can be used as the basis of a targeted newslat®mply to help identify your more
valuable clients.

¢
-
~

Your best clients will show a yellow star and thainking in the bottom right corner of their
Client Details window.

You can apply new client markers to the resultiafy br remove any exceptions before
mailing correspondence.

NB. You will need to set up the number of StarmiéeinMaintenance > System Defaults >
Client Detail Settings

To run a Top Sales search on all products

In theFrom andto boxes, enter the date range for the selection.
In theList No field, enter the number of clients you want inéddn the report.

Optional: To reorder the client's ranking seleetRiecalculate the client ranking from the
results list check box. The new client rankings are displayedhe Client Details window
and in the Settings tab.



Click OK.

The search can be further refined by selectingcdiniye other selection check boxes.
The results from this search display the clientkees, client name, street, suburb and sales
value. They are ranked by value, but the listloasorted by other items by clicking the

column header.

Client Inactivity Search

This search identifies clients who have had norfona transactions at the clinic within the
selected date range. This is useful for identdyitients who can be inactivated or deleted from

VisionVPM, or perhaps targeted in an amnesty.

Equipment on Loan Search

This search lists the equipment out on loan asfeeified date.



Clients without Animals Search

Selecting Clients without animals generates afisiients who do not have any animals. Note:
Clients who only have deceased animals are naided in this list.

Customised Fields

Allows you to search on customised fields that haeen setup for each species. For Example
Flea Prevention = Frontline. You can also searchesults that do not match the criteria by
checking the Excludes button.

This feature is also replicated in the animal dearteria, so it can be combined with other
search parameters.

Syndicate Members

This feature displays all syndicate members in akiting Search Results window, ready for
any marketing activities.

Voucher Cards

This feature enables you to issue Voucher cardBents based on a minimum level of spend
over a set period. The voucher value can be amsetint or a percentage of the client's spend.
Further detail on the Voucher cards is includethaloyalty programme section.



New Marketing Search

A new marketing search can be started from sciattly editing an existing search to change
some of the parameters. Once changed, the neshseam be saved under a different name.
Any marketing search can be run at scheduled iakeriResults can be exported to letters, labels,
email, excel or printed reports.

Client records can be easily tagged and identifigld a Client Marker. These markers can be
used to further refine a second marketing seartb belp evaluate the effectiveness of a
marketing campaign.

Go to:Client > Marketing Schedule> Insert OR Client > Marketing Schedule> Select item
> Edit

Settings

The toolbar on the Marketing Search Window contéesfollowing three buttons:

Button Action

Save Click Saveto store a new record in the database. AlsdSaseto
accept and store any changes made when editirgpedreThe
Search Details window gives further search options:

Cancel | Click Cancelto discard an entry when inserting a record iné th
database. Also uggancelto discard any changes made when
editing a record. This brings up the prompt:

Run Clicking Run displays the option to save the marketing search:

Click Yesto save oiNo to run the search, generating a list of clients
or animals matching the search criteria.




There are 5 different areas of the marketing seaffeling different search option€lient,
Animal, Clinical, Invoice andOptions. Each window is accessed using the appropriate ta

The options available in each search window candeel singly or in combination. Examples of

searches using some of these parameters are pitdwdtev. These are only a few suggestions
as there are many possibilities.

The Client Tab

You can select many of the items from the Clientald® window on this tab. To select a
parameter, enter a value in the appropriate fetlterwise, leave the field empty.

This Tab gives the options of searching for clidoytstreet, suburb, city or marker. These will
be used if you want to list or target clients witli certain area, for example, all the farmers on a
single road, all clients in a certain suburb.

The Marker field allows selection of one or sevenalrkers (Hold down the CTRL key while
you select several markers). The options offecedhfe selected group of markers are:

Match Any will select records that have one or more of #leted markers.
Match All will select only records that have all of the sedel markers.

Exclude Matcheswill exclude all records that have any of thesekees.



You can also search for specific information in @ent Notesfield, for example, in the Client
Details window, you may have entered notes reggrtiia use of a wheelchair. By entering
wheelchair into théotes containbox you could send those clients a letter infogrtimem about
a new wheelchair access to your clinic. N.B. Theeeno wild characters available for this
search.

The amounSpent Betweertwo dates can be used to identify top spendergpirtcular time
period.

TheFirst Visit dates allow you to identify all clients new to tlmic within a certain period.
You may wish to know how many there are or senchtha introduction leaflet.

TheDistance >field allows you to select clients beyond a certdistance from the clinic. You
may have some clients who are not local to whommay wish to send special information or
exclude from certain promotions.

The following fields are all Yes / No fields whicélate to the fields on the Settings Tab of the
Client Details window. To include a parameter etypin the box; to exclude typ in the box.
If you do not wish to use the parameter simply éstine box emptylnactive has an N value by
default. Unless you change this, inactive clievitsnot be included in your search results.

Uses email
Inactive
Bad Debtor
Account Fee
Add Interest
Syndicate
Zero Rated GST
Never send account
Always send account
Star Client.

The Custom Field boxes are for selection of clients with any of pflagameters created in your

Client Custom Fields — two on the Main tab of tHe Details window and two on the
Settingstab of the client details window.

The Aged Analysisfields allow you to choose the age of debtors (fthelist fields) who owe >
(more than) amount at the date specified, for examibthe debtors who are one month overdue,
owing more than $100 at 31 Dec 2007.

Checking theCalculate Balance Duebox will include the current balance of theserdfiein the
report.

&&



The Animal Tab

You can select many of the parameters fromAthienal Details window on this tab. To use any
of the parameters, enter a value in the appropiiglte otherwise leave empty.

Animal records can be searchedBrged or Speciesausing the lists provided as the breeds and
species should be standardised.

The contents of thBotesor Colour fields on theAnimal details window can be searched by
entering information in thBlotes containor Desc containdoxes respectively.

Born betweendate fields allows you to find animals of a certagre, for example all animals
over 10 years old.

Choosédgnore the year of the birthdayto select for example all animals born in the Vasek
of January. This can be used to send birthdaysdardelected animals.

Click theSexarrow to select the animal's sex.

Type N in the appropriate box to select animals llaae not beeNeuteredor madelnactive or
have naVlicrochip No.

Only one of the four values f@urrent Status can be selected at a time. The default status is
Alive.

Valid Weight, Body ScoreandDental Scoreentries must contain <, >, =, >= or <= and a weight
or score.



The Current Weight can be used on its own, or with tRelative Weightto find animals within
a certain weight range.

The Animals with Referrals check box can be selected to identify animalstiase been
referred through VisionVPM. Referral searcheslarfurther defined using the additional
Referral Search field&/ets Name Hospital, Suburb andCity at the bottom of the window.

The Custom Fieldsare for selection of animals with any of the partarsecreated in your
Custom Fieldson theAnimal Details window. Lists assist with selection of these pariamse

Clients who are zero-rated for GST may be locatednecking th&Zero-rated for GST box.
This can be one way of identifying overseas clients

The lists available frorkquine Location and Sire can be used for selecting groups of horses.

The Clinical Tab

Searches for animals can be based on the contiethiesiioclinical records or laboratory records.

TheClinical Analysis Groups are created iMain > Maintenance > Maintenance > Codes
and Descriptions> Clinical Analysis Groups.

They are linked to an animal's clinical record tlgle theGroups tab in the Clinical Records
window for the animal. This field may be useddentify the records that are involved in a study
for example, Elbow dysplasia.

The list options for Lab Results are H, L or HL.



The Invoice Tab
Thelnvoice tab is activated by selecting tBearch Invoice Detailcheck box.

This window provides a search for animals or chdrdsed on a Stock Code (product used), the
stock analysis group, the vet seen or the totaltdpetween specified dates.

Example: all cats that have been speyed duringtims this time last year, by vet JJ could be
searched for using the following parameters.

The stock Analysis Groups are createil@n > Stock > Stock menu > Analysis Groups

The Options Tab

The Options tab provides some useful additionatlgqaearch options. The number of the
required time interval on the right side of theeser should be typed into the box for the required
search.



Any of theExtra options can be selected by checking the appropriate box.

Use 'or' searcheanakes the search parameters exclusive of each othe

One record per clientmeans that each client is reported only once.ekample, this could be
useful if you want a list of all clients who haveught dog food in the last 6 months as many of
them are likely to have purchased more than once.

Display records not matching the current searchnverts your search. This is useful when it is
easier to choose parameters for exclusion thansiari.

Marketing Search Results



When youRun a new search ddpen List for an existing search,Marketing Search Results
window will display your results.

A diverse range of printing options is offered,lumkng:

Labels (for mailing)
Custom (content of lists) - also offers export to Excetiop.
Print - to a printer, screen or file.
Merge
Microsoft Word
Email

Text File

This window is also a powerful tool for tagging addntifying clients that meet your search
criteria. Once you assignGlient Marker to your search results, you can then include/ebeclu
them in subsequent searches very easily.

You can even measure your success by comparinggafunarked clients over different
periods of time. For example, you may run a manietiampaign on 8 year old dogs that have
not had a dental procedure. Place a suitable Mag@inst each matching client at the beginning
of your campaign. Then run the same search atti@®your campaign. You can now compare
the results to the number of previously Markedrtse

&5



Toolbar

The Marketing Search Results window has severabbsiion the toolbar:

Button

Action

Click Merge to access merge options for your market
list.

Click Markers to enable editing of markers on selec
individuals or groups of clients.

Click Print to access print options for the list from the
Marketing Search. If lines are selected from tsie the
option to print only selected lines is offered.

Click Labelsto print address labels for the clients on |
list. The option to use the animal's name is efler

Click Customto access additional fields and the optig
to export the list to Excel.

Click Clear to remove selected lines from the search
Note that these lines will be removed from thisduaw.
If the window is closed and opened again, thesslin
will reappear unless the list was Saved.

Click Letters to open the Letters window. New lett
can be created by usimgsert.

Click Client to access the details screen of the select
client.

ng

he

Click Animal to access the details screen of the sele¢

animal.

ted

Click Closeto close the current window. You will |
prompted tdSaveany changes that have been made t
the record in the window.

Adds the selected marker to the selected list mesnbe

Clears the selected marker from the selected list

members




Prints the letter selected from the Letter buttorite
tool bar

Saves the current list

Shows the selected Marker +/- Letter

Shows the number of lines in the current list.

Other Options

Other options available from the Marketing Searelsutts window are as follows:

How to add a Marker to multiple clients

Go toMain > Clients > Clients > Marketing Schedule

Use a Marketing Search based on some common atritbthose clients (for example,
suburb, product purchase) to generate a list entdi

Select client then clicKlear to remove any clients you do not want to applyrtteeker to.
Select all clients in the list.

Click theMarkers button.

Double-click the marker you wish to apply.

Click Add Marker .

The selected marker will be applied to all selectezhts.

How to remove a Marker from multiple clients

Go toMain > Clients > Clients > Marketing Schedule

Use a Marketing Search to generate a list of digvith that marker.
Click Clear to remove any clients that should retain the marker
Select all clients.

Click Markers.

Double-click the marker you wish to remove.

Click Clear Marker .

The selected marker will be removed for all selgcigents.
How to save a search

Go toMain > Clients > Clients > Marketing Schedule.

Click Insert to create a new search or highlight a line arck&idit to use an existing
search.



Once the search criteria are entered cBakethe search to display the Search Details
window offering options for saving the search sa gan use it again at a later date. The
options to save is also offered when you ckukn.

In theSearch Namebox, type a name that identifies the criteria yo@ searching on.

Optional: If you wish to schedule the search toureat a given date, enter the number of
weeks after which you wish it to be run, or enker next due date.

Click Save
Outcome

The new search will be displayed on the main Mamke®chedule list.

How to run an existing search
Go toMain > Clients > Clients > Marketing Schedule
Select the line you wish to run, and then chukn
A list of all clients/animals that currently fitéhsearch criteria will be displayed.

From this window you can merge to Word, print atGosReport, print letters, lists and
labels etc.



Marketing Suggestions

Below is a list of suggestions to help you gettsthrYou are only limited by your imagination,
so add a few ideas of your own.

Geriatrics — dental, diet, laboratory, wellnessokise

Dental —Dental last done OR target Dental Score > X

Weight — target last Weight score > X

Patients not microchipped

Arthritis — target last products sold, or diagnasiges — for arthritis care.

Neutering — target age and neutered status foxohese

Existing Products — target reduced usage of egisirnduct sales

Existing Services — target reduced usage of cusemnices

New Products - target usage of similar productssale

New Services - target usage of similar services

Seasonal Changes and problems associated with.

Seasonal product availability & promotions

Lifestage Changes — target age bracket changesifiotion and wellness checks

Breed Dispositions — target specific species byfag&boratory and wellness checks

Newsletters — What's happening this month at thetjme

Invitations to a seminar or educational meeting.

Christmas cards to respected Clients

Sympathy cards to owners of deceased patients

Patients referred by clinic/doctor

Identify clients by region and do a fax out indingtyou will be in the area for appointments.



Search Examples

To create a template for A4 sheets of address label s

NB: This template has been set up using Microsaitd\2003. If you have Microsoft Office
2007 please call our Support desk for assistance.

This is an alternative way of setting up VisionVRduse sheet labels.

This method allows you to use the label setup in\M&d to define the label dimensions, simply
by entering the label code. You can use diffesezgs and shapes of labels on A4 sheets and you
can do more with the label font and layout.

To create a template for A4 label sheets

Run a marketing or reminder search to displaytafislients.
Click Merge and select Microsoft Word and cli€kK .

In the Document Namebox, type a name for this template and cliik.

Note: Ensure there are no spaces in the documarg.na

MS-Word will open.



Click Tools > Letters and Mailings > Mail Merge.

On the right-hand side of the screen you need toagé to step 1 of the Mail Merge Wizard.

SelectlLabels, and then clickNext.

From the Mail Merge Wizard, clickabel Options.
Select the type of label you are using, and thiek K.



Click Next until you get to Step 4 of the Mail Merge WizarArrange labels.
Click Insert Merge Field.

Select each field that you want displayed on tbelland clickinsert.

When you have finished inserting your merge figldsr label should look similar to the
screen shot below:



From the Mail Merge Wizard, clickipdate all labels
You will now have a sheet of address labels, sintddelow.

Click File and therSave

Close MS-Word.

The Word Merge Documents windows will be displayed.
Click Close

You will be back at your results list.

To merge your marketing list to the labels templaliek Merge > Merge to Microsoft
Word > OK.

From the Word Merge Documents window, selectAhtomatically Merge Documents
check box.

Double-click your address labels document.



Outcome

A sheet of address labels ready for printing.

Once this template has been set up it can be osedlarketing mail outs and also for reminders.

To find out how many clients are in your database

Sometimes you want to know how many clients argoiur database for statistical or valuation
reasons or for where the whole database might bacted as part of a marketing initiative.

Go toClients > Marketing > Marketing Schedule> Insert.
Do not fill in any criteria.
Click Run.



Result:

The names and addresses of all clients are digplayeMarketing Search Resultswindow.

At the bottom right corner of the Marketing SeaR#sults window is th&otal Lines count.
This is the total number of results for this MamkgtSearch.

To send to Excel or get more information:

Click on theCustom button to get access to more information aboutlieats on the list or to
send the list to excel.



To list all clients with senior cats

Go toMain > Client > Client > Marketing Schedule
Click Insert.

Click the Animal tab, then click th&peciesarrow and double-click to select your clinic's
feline code.

In theBorn betweenfield enter the date as 01.01.80 (or some dateetti@eds the lifespan
of most cats). In thand field, enter the date of seven years before todates.

Click Run.
To save the search and run the search in the fienter a name for the search.
VisionVPM will display a list of all clients withats older than seven years.

To display a list of herd sizes

There are 4 steps to this process. You may hawe@omore of them already in place, for
example, the bovine customised field.

Set up a customised field on the Animal Detailsdeww for your Bovine species.
Run a marketing search to list all your bovine aign
Enter a custom report.

Send custom report to Excel.



Step 1: Set up a customised field for your Bovine s pecies.

Go toMaintenance> Codes and Descriptions> Custom Fields
Click Insert.

In the Field Namefield, typeNo in Herd.

Select theAnimal Field option.

In theField Nofield, enterl.

Click the Speciesarrow and select your species code for Bovine.

Click Save

This will display a Custom Field callédo in Herd in theAnimal Details window for all
Bovine animals.

Step 2: Run a marketing search to list all your bov  ine animals.

Go toMain > Client > Client > Marketing Schedule.
Click Insert.

Click the Animal tab, then click th&peciesarrow and double-click to select your clinic's
Bovine code.

In thelnactive field, typeN.
Click Run.

To save the search and run the search in the fugnter a name for the search.
Step 3: Enter a custom report

From theMarketing Search Resultswindow, click theCustom button.

Enter the field numbers that you wish to displayhie report, as per the example below.



Click Save Setupo save this custom report format.

You can then choose to send the report to Exceel print.

To find dog-owning clients who don't buy dog food

There are 6 steps to this process. You may haeeomore of them already in place, for
example, a Sales Group (rather than analysis grfoulog foods or a search for dog owners.

Create a temporary marker.

Create Analysis Group for dog foods.

Attach analysis group to dog food stock items.
Search for dog owners who buy dog food.

Put temporary marker on clients.

Search for dog owners who do not have the tempaonarker.
Step 1: Create a temporary marker

Go toMain > Maintenance > Maintenance> Codes and Descriptions> Client Markers
Click Insert.

In the Code andDescription fields, type a code and a useful description.

Click Save



Step 2: Create Analysis Group for dog foods

Go toMain > Stock > Stock > Analysis Groups.

Uselnsert to create a new analysis group, Description: Dogds.

Click Save
Step 3: Attach analysis group to dog food stock ite ms.

Go toMain > Stock > Reports > Stock List.

SelectSales Groupthen double-click to select the sales group comtgidog food products.
From theStock List window, select all your dog food stock items.

Click Add Analysis Group then double-click to select the dog food analgsip.

All the dog food stock items are now attached &odhg food analysis group.

Step 4: Search for dog owners who buy dog food

Go toMain > Client > Client > Marketing Schedule
Click Insert, and then click th&nimal Tab.

Type N in thelnactive box, and then click thEpeciesarrow and double-click to select your
canine species.

Select theSearch Invoice detailscheck box, and then click thevoice tab.
In the Analysis Group field, select your dog food analysis group.

In theFrom date andto fields, enter the date range for your search.



Click the Options tab, and then select tk@ne record per clientcheck box.
Click Run.

To save the search and run the search in the fuigoter a name for the search.

A list of all clients who have purchased dog fondhe specified date range will be displayed.

Step 5: Put temporary marker on clients

From the Marketing Search Results window, clickMeakers button, and the double-click
the temporary marker.

Select all lines in the list, and then clidkd Marker .

The temporary marker will be attached to all ckeintthe list.
Step 6: Search for all dog owners who do not havet  he temporary marker

Go toMain > Client > Client > Marketing Schedule
Click Insert to start a new search.

From the Marketing Search window, on tbkent tab, click theMarker arrow, select
Exclude matchesand then double-click to select the temporary nrarke

Click the Animal tab, and type N in thimactive box.

Click the Speciesarrow and double-click to select your canine sgeci



Click the Savebutton. Type a new search name for example, Dod fmn-buyers and then
click Run.

Outcome

Running this new search will produce names ofreldlients who own dogs but who have not
bought dog food from the clinic in the last 12 mwnt

To display a list of dogs under 10 kg, over 5 years old that have
not had a dental procedure in 2 years

There are 6 stages to this search. They are:
Create a temporary marker.
Create Analysis Group for dental procedures.
Attach analysis group to dental stock items.
Search for dogs older than 5 and under 10kg that had a dental in the past 2 years.
Put temporary marker on clients.

Search for clients with dogs older than 5 and ud@éyg that do not have the temporary
marker.

Step 1: Create a temporary marker

Go toMain > Maintenance > Maintenance > Codes and Descriptions> Client Markers
Click Insert.

In the Code andDescription fields, type a code and a useful description.

Click Save

Step 2: Create Analysis Group for dental procedures

Go toMain > Stock > Stock > Analysis Groups.

Uselnsert to create a new analysis group, Description: Osnta

Click Save

Step 3: Attach analysis group to dental procedure s tock items.



Go toMain > Stock > Reports > Stock List.

SelectSales Groupthen double-click to select the sales group comtgidental procedures.
From theStock List window, select all your dental procedure stock gem

Click Add Analysis Group then double-click to select the Dentals analysisip.

All the dental stock items are now attached toDketals analysis group.

Step 4: Search for dogs older than 5 and under 10kg that have had a dental in the
past 2 years

Go toMain > Client > Client > Marketing Schedule
Click Insert, and then click th&nimal Tab.

Type N in thelnactive box, and then click thBpeciesarrow and double-click to select your
canine species.

In theBorn betweenfield enter the date as 01.11.95 (or some dateette@eds the lifespan
of most dogs). In thand field, enter the date 5 years before today's date.

In the Current Weight field, enter <10.

Select theSearch Invoice detailscheck box, and then click thievoice tab.
In the Analysis Group field, select your Dentals analysis group.

In theFrom date andto fields, enter the date range for your search.



Click the Options tab, and then select tl@ne record per clientcheck box.
Click Run.

To save the search and run the search in the figoter a name for the search.

A list of all clients who have purchased dentalthie specified date range will be displayed.

Step 5: Put temporary marker on clients

From the Marketing Search Results window, clickMekers button, and double-click the
temporary marker.

Select all lines in the list, and then clidkdd Marker .
The temporary marker will be attached to all ckeintthe list.

Step 6: Search for clients with dogs older than 5a  nd under 10kg who do not have
the temporary marker

Go toMain > Client > Client > Marketing Schedule
Click Insert to start a new search.

From the Marketing Search window, on fDkent tab, click theMarker arrow, select
Exclude matchesand then double-click to select the temporary nrarke

From theAnimal tab, type N in thénactive box, and then click thBpeciesarrow and
double-click to select your canine species.

In theBorn betweenfield enter the date as 01.11.95 (or some dateetteeeds the lifespan
of most dogs). In thand field, enter the date 5 years before today's date.



In the Current Weight field, enter <10.

Click theSavebutton. Type a new search name for example, Nomatteand then click
Run.

Outcome

Running this new search will produce names oftedidlients who own dogs who are over 5
years old, under 10kg who have not had a dentakgiare performed in the last 2 years.

Farm worming programme

In some rural areas vet clinics offer a farm womgnimogramme. At regular intervals worm
treatment is sent out to the clients for their aignin VisionVPM, you can set this up using the
Custom fields on the Animal Details window. There @ stages to setting up this search.

Set up two animal Custom Fields. One each for ganine and your feline species.
Create a reminder code for your Worming Program.
Attach the reminder code to the stock items youlilvélusing to send out to your clients.

Run a Marketing Schedule search for your WormirggRamme marker to add the custom
field and reminder.

Run the Reminder Schedule to send client wormingnder letter or email.
Set up a Custom Report.

Invoice your clients for the worming treatment.
Step 1: Set up animal Custom Fields

The example below sets up a custom field for dogs.

Go toMaintenance> Codes and Descriptions> Custom Fields
Click Insert.

In theField Namebox, typeWormPG Dogs

SelectAnimal Field.

In the Field No box, typethe number of the custom field.
Note: You can use any Animal custom field not ie.us

Click the Specieshox and double-click to select your canine speciete.

In the Add to list box, enter the type of worming treatments yougaiag to supply to your
farming clients.



Click Save
Step 2: Create a reminder code for your Worming Pro  gramme

Go toStock> Stock Reminders and clickinsert.
In the Codefield, type a code for the worming program.

In theDescfield, type a description for the program.

Click Save

Step 3: Attach the reminder code to the stock items you will be using to send out
to your clients.

Go toStock> Stock Details> select your stock item.

From the Stock Details window, cli¢gkeminder, and then clicknsert.
Click the Codebox and select the reminder for your worming progree.
In theMonths box, type the frequency for the worming programme.
Click Save



Step 4: Run a Marketing Schedule search for your Wo  rming Programme marker to
add the custom field and reminder

Go toClients > Marketing Schedule> Insert.

From the Marketing Search window, click thiarker arrow and select the client marker for
the worming programme.

Click Run.

Once you have your list double-click each clierd #ren select each animal on the worming
programme.

From theAnimal Details window, select the appropria@istom Field option.

Click theReminderstab and add a manual reminder for the next due wgrtneatment
date.

In theQty field, type the quantity of drug required for thisimal.



Step 5: Run the Reminder Schedule to send clientwo  rming reminder letter or
email
Go toClients > Reminder Schedule
From the Reminder Schedule window, select the rdeminode for the worming programme.

In theFrom andTo boxes, type the date range for the reminders.

Click Run.
You can then merge to either email or MS Word.

Step 6: Set up a Custom Report

Once you have completed your merge, you can sataystom report to assist with invoicing
clients for their worming treatment.

From the Marketing Search Results window, clitkstomand add the following fields to
your report:

Reminder Animal name
Animal Custom Field 3
Animal Custom Field 4
Reminder Qty.



This report can be sent to Excel, as displayedaelo

Step 7: Invoice your clients for the worming treatm ent

Go toClient > Client Details > select client 3nvoice.

From the Client Invoice, to select multiple anim@i$e invoiced, click thé&nimal arrow
and then press CTRL and click on each animal that appear on the invoice.

Click Add Selected



To attach the correct reminders to the animals thelétock item for the first animal on the
invoice, and continue adding the drugs in ordetlierother animals on the invoice.

Click Save

If you have selected tHRisplay the reminder window when new reminders arereated
check box ilMMaintenance> System Defaults> Financial tab, the Client Reminders
window will be displayed, similar to the screen tshelow.

Outcome

Worming treatment reminder notification has beert s clients.
Treatment has been invoiced.
New reminders added to animals.



To find out how many live animals are in the databa  se

Sometimes you want to know how many animals ag@ur database for interest or for statistical
or valuation reasons.

Go toClients > Marketing > Marketing Schedule> Insert > Animal.
Do not fill in any criteria.
Click Run.

Results:

The names and addresses of each client are digplaite each animal's name on a separate line.

The total number of animals is the same asl'thtal lines displayed at bottom right of this
window.

To send to Excel or get more information:

Click on theCustom button to get access to more information aboustiimals on the list or to
send the list to excel.

The Custom Report Optionswindow is displayed allowing selection of furtheformation
about the animals from tidarketing Search Resultswindow.



EnsureSend to Excels selected if you want this information sent tspacadsheet. If this is not
selected, the information will be presented in@orewhich can be printed.

Once the list is in Excel, you can use Excel fuoraiity to work with the data in the list.



To track out of town work

In VisionVPM you can set up Clinical Records AnadySroups. These could be used to track
the details of out of town visits to a certain area

To do this, you need to set up a clinical analgswip for this area and assign a clinical analysis
group to the clinical records. You would then b&eab do a marketing search by Clinical record,
by Clinical Analysis group to produce a list ofipats seen by a particular vet, for a specific
period.

To Set up a Clinical Analysis Group

Go toMaintenance> Codes and Descriptions> Clinical Analysis Groups > Insert

Type the name of the area.

Click Save

To attach a Clinical Analysis Group to an animalre  cord

Go toClients > Animal Details > Select Animal> Record

Click on theGroupstab.



Select the appropriat&vailable Group and double click. This will add the Clinical Analg
Group to the record.

Enter the detail on the clinical record.
Click Save

To list all patients seen by a certain vetinaspe  cific month

You may want to find out all the patients seen logdain vet over a certain period at a certain
branch.

Example: All patients seen by Vet Jenny Jones avislinganui during October.
Go to:Clients > Marketing > Marketing Schedule> Insert > Clinical
Enter dates ifRecords from dateandto.
Use the drop down list to select tiet Code.

Select theequiredAnalysis Group.

Click Run.



Results

The results list contains all the animals seendiyJenny Jones in October at Mount Maunganui.

To record details on how new client found the clini C

There are many ways that clients can potentiafigt but about veterinary clinics where they
become new clients. Identifying this for each raents can help build information about the
effectiveness of your advertising and promotion pravide guidance on how much value you
get from each of these channels

This can be done by setting uChent Custom Field called (for examplentroduction then
entering the options. eg: Word of Mouth, Interretyertising, Walk in. Yellow pages could be
another.

To set up a Custom Field

Go toMain > Maintenance> Codes and Descriptions> Custom Fields> Insert
Enter theField Name (e.g. Introduction)

SelectClient Field

SelectField No (1-4)

Enter the options for the dropdown list in thed to list field.



When a new client is entered into the databaseubksm field (on th&ettingstab in this case)
asks for the Introduction.

Once selected, the appropriate reference is disglaytheClient Custom Fieldand is available
for Marketing Searches.

To run the Marketing Search

Go toClients > Marketing > Marketing Schedule> Insert > Client > First Visit Field
Enter the date range you require.
Click Run.

Results

The results are displayed on tiarketing Search Resultswindow.

Click Customto access more information on these clients amcport the information to Excel.



If you choose the above options and do not s&lend to Excel a report showing the join date
and the information you require showing how therdi'found' your clinic can be printed or
displayed.

To find out how many Bovine PDs were done last year

This can be done by creating a Stock Analysis gfougcow Pregnancy Diagnosis, then running
a marketing search by analysis group for a specdate range.

Within this analysis group you would include alluyd°rofessional Fees associated with Cow
Pregnancy Diagnosis.

To Set Up a Stock Analysis group

Go toStock> Analysis Group > Insert.
Insert the name of this group.
Click Save.



To add the stock items to the Analysis Group

Go toStock> Reports > Stock List > All

Hold down theCTRL key and click on each stock item. All selecteaktibtems should be
highlighted.

Click Add Analysis Group.
SelectAnalysis group by double-clicking.

Close
To Run the Marketing Report

Go toClients > Marketing Schedule> Insert > Client
SelectSearch Invoice details> Invoice

SelectAnalysis Group and enter ®ate Range



Results

To find the number of cow PDs, click @ustom report and add an extra fielttem Qty to this
search.

Remember that this will only carry through the dfitgnf the number of PDs per visit has been
included in theQty on the invoices.



Result

This report can also be sent to Excel by sele@eigd to Excel If sent to Excel, the Sum
function in Excel can be used to calculate thd tmianber of PDs.



There are 4 main types of documents which can bd tsgive information to clients. These
are:

Clinic Documents
Stock Letters
Adhoc Reports
New Documents.

Clinic Documents

Clinic Documents are standard non-mail merge docisitbat can provide information on
internal clinic procedures or information for clienThese documents should be stored in a
folder on your server.

This feature of VisionVPM provides a quick linkyour policy and procedure documents.
Handouts and other practice information can beedtbere and accessed by all members of staff.

A clinic document can be prepared in any programwyish, for example, Word, Publisher or
Excel. A path to this folder must be inserted witfisionVPM.

Procedure

Insert a folder on your server to store your Clidimcuments.

Enter the path to your clinic documents foldeMain > Maintenance> Maintenance>
Computer Defaults> Path to Clinic Docs

This will need to be done for all computers aceessisionVPM.
The Clinic Documents are accessed through:

Help > Clinic Documentsor
VPM Navigator > Specific> Open Clinic Documents.



Stock Letters

These letters can be customised to include aninththent fields. They should be attached to a
stock item and automatically generated when thekstem is sold. For example:

Post surgery care instructions attached to a gasmmesthesia stock item.
Vaccination Certificate attached to a vaccinatitotls item.
Information on how to apply or administer a medmaattached to that medication item.

Note: Currently there is no text formatting avhai&in these letters.

Procedure

Check settings in Maintenance.
Create a stock letter.

Attach the letter to a stock item.
Check settings in maintenance

Go toMain > Maintenance > Maintenance> System Defaults
Select thePrompt for stock letter printing checkbox.
Click Save

When a stock item with an attached after surgerg tedter is sold, VisionVPM will prompt the
user to print the letter.

Create stock letters

Go toMain > Maintenance > Maintenance> Codes and Descriptions> Stock Letters.

From the Stock Letter List window, clidksert, and in theCode box, type the code for the
after surgery care letter.

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

In theLetter box, type the details of the letter.

Optional: Merge fields can be added to the leti@ouble-click the required field in the
Merge Field area to insert the field into thedett

Click Save



Attach letter to a stock item

Go toMain > Stock > Stock > Stock Details.

From the Stock List window, type the particulardhed stock item that you are searching for
and clickGo.

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

Click Save
When the stock item is sold, VisionVPM will promyaiu to print the after surgery care letter.






Adhoc Reports

These are existing reports that you can open, &éand save. VisionVPM was designed to
allow document creation without having to rely oicMsoft Word. Hence these documents are
created and edited using the tools in Omnis7. Ageable level of computer skill is needed to
create or edit these, so you should contact sujfpat feel unsure about making any
alterations.

These forms include consent forms, client and ahliaeels, PAR authorities and can be printed
from the following windows:

Reports tab of the Animal Details window (animdddhand consent forms)

Reports tab of the Client Details window (cliertidd).

PAR List window on the Client Details window (PARthorities)

Hospital Admission List. (consent forms)

Admission List (Consent forms)
The path to your adhocs folder is seMaintenance> Computer Defaults > Path to Adhocs
Ideally, this folder should be located on your senso if you are changing an adhoc you only
have to change it once. If your adhoc files areestdocally, after you have made changes on one

computer you will either have to change the adliecmh all other computers or copy and paste
the altered adhoc file to each computer.

Editing Adhoc reports

Go to File > Adhoc reports.
An additional Reports menu will be displayed to léf¢ of the Main menu.

Note: This is a toggle option so clicking Adhoc Bep again will remove the extra
Reports menu.

Click the Reports menu and then select Open.
Locate and double-click the Adhocs folder in ther@s¥ or VisionVPM folder

Select the report you wish to edit and click Open.
Click Yesto any conversion request.

When you are finished, make sure that no fieletiseded, close the file and sel&@sto the
prompt to save changes.

The following diagrams explain the fields on thénacl screens.



Editing Window

Report Icons

Field Options

Field

This popup menu contains options for adding fieldd calculations as well as formatting the
field.

Add field brings up a list of the files and their fieldsouible clicking will add the field to the
report.

Add calculation allows a calculated field to be added. See 'Agldirtalculation’ for more
details.



Invisible omits a field from the report outcome but is stithilable for queries
Totalled includes the field in the totals section.
Format allows the user to select how they would likede the field displayed.

Sort

This allows sorts to be applied to different fielddultiple sort fields are allowed.

Descendingcauses the field to be sorted in descending order.
Upper caseconverts the field's values to upper case fostred field.
New Pagestarts a new page when the sort field value clange

Subtotalstriggers a subtotal section when the field's valu@nges. (It must be marked as
totalled.)

Query
Provides options for related queries between diffefiles.

Automatic connectionsdetermines whether to use the Omnis links betwleefiles.
Distinct Rows Only deletes identical rows from the output table.
Maximum Table Rowssets the maximum number of rows allowed. Defdiilf,000

Adding a field

Click theField popup menu.

Click Add Field.

Click once on the file that contains the field yeqguire (this is the top list)
Double click on the field name (This is from thetbm list)

Repeat 3 — 4 for any other fields you need, and thiek onFinished.
Operator icons

The field operators are used to add a query fetected field. This is the backbone on which
your reporting results will be based, so it is impot to be familiar with each of the options.
Examples of each are below.

Design

Text and Shapes



Text, squares, ovals, circles and lines can adldzked to your report to produce a more
professional result. These are all used in cotjonavith theFormatting andColours &
Shadingfunctions described below to produce the bestitesu

Formatting
Through theText popup menu you have access to the following faingatools:

Font: Choose a font from the list or cli€khange Font Tableto add another font loaded on your
computer

Size: Change the size of your font
Style: Change the style of your text / field. OptionslidePlain, Bold, Italics, Underline.

Justification: Choose whether the field selected is to be lgfaitror centre justified. Other
options includeextending which determines whether the field extends tongéimum number
of characters (which can sometimes lead to ovengritf other fields or is chopped to the size
indicated.

Colour and Shading

Any text or field can be displayed and printed ichaice of 256 different colours. Any shapes
that you include can also have different backgropaitierns and shading added to them. Other
options include changing the thickness of lines strape edges.

Inserting graphics

Even bitmap files can be inserted into your adeport. This can be useful for inserting your
letterhead design at the top of the page if yolehias a bitmap file. Here's how to do this:



Click on an empty space where you want the graipisierted.
Click on the edit menu and select paste from file
Change the file type to bitmap (bmp) if it is nbtady on this

Change the directory to the location where youplieal file is stored. Double click on the
file.

The bitmap will now be inserted into your adhocarp The graphic can be resized by clicking
any of the corners of the graphic and moving thesado adjust the size.

Inserting New Adhoc reports

Using Windows Explorer (Right-clictart > Explore), find the Adhoc folder. This should be
found in the VisionVPM (or Omnis7) folder which shd be located on your server. Copy and
paste an existing Adhoc document to use as a téenfjolathe new one.

Rename the document using the naming conventi@wsraports for clients should start with
CLI, for animals should start with ANI or CON (C@m) so that the reports appear for selection
on the correct window in VisionVPM.

The new Adhoc document must be now be accessedgthidisionVPM and edited from there
(see procedures above for editing adhoc reports).



New Documents

New Documents are Word templates for documentsiwaitomatically include the client and
animal details. These can be created within ViR,

The documents are merged to Word from eitheCient Details or Animal Details windows
and are then saved in the client or animal's doouifodder. Ideally these documents should be
stored on the server so that only a single tempéaiaires updating with any clinic changes.

Procedure

Check your Docs folder.
Insert the path to Docs.
Check path to MS Word.
Create your document.
Merge your document

Locate documents previously created for clientaromals
Check your Docs Folder
On your server, right-click the Windo$tart button and seledExplore.

Locate and open your Omnis7 or VisionVPM.

If there is no Docs folder, click tH&le menu, point to New and select Folder. Name theefold
Docs.

Insert the Path to Docs

Go toMain > Maintenance > Maintenance > System defaults
From the System Defaults window, in the Documentserver box, type the path to docs.

Example below:

Click Save
Check Path to MS Word

You need to check every computer that is going éogm to MS Word from VisionVPM to
ensure the correct path to MS Word is set.

Go toMain > Maintenance > Maintenance > Computer defaults.



The Computer Defaults window will be similar to tteélowing:

If the Path to MS Word box is empty, click the Bsmabutton to locate the
WINDWORD.EXE file in Program Files > Microsoft Office > Office.

As the Office folder name depends on the versioM $fOffice installed, at the time of
writing, the Office folder will have one of the folving names:

Office

Officel0
Officell
Officel2

Where MS Word is not available, Wordpad can be usé¢8 Word gives more formatting
and document options, so where available, MS Whadllsl be the application of choice.
Insert the path to either MS Word or Wordpad, itboth. If using Wordpad select the
check box:

Click Save
Create your Document using Word

If you want to create a letter which includes thareal's details you must go to Amimal
Details window to click theNew Documentbutton.

When only the client's details are to be used yuuse thélew Documentbutton on the
Client Details window.

From either the Client Details window or Animal Bi#$ window, click theNew Document
button.
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Select thenew.docdocument in théetter Templates column, and then in thidamebox,
type the name of the document you wish to create.

CheckCreate a client letter templateand clickOK.

For example, if you wanted to create a vaccindetter you would go to the Animal Details
window, clickNew Document select new.doc, type Vaccination letter, seleetdheck box
and clickOK.

Microsoft Word will be displayed.

Type your letter, including any merge fields thatiyequire by clickingnsert Merge
Fields.

Below is the Mail Merge toolbar showing the Ineréide Fields button for Word 2003.

When you have completed the letter, cl@&veand then exit MS Word.
Available Merge Fields

These are the available Merge Fields when mergindS Word usingdNew Document

Merge Field Description Merge Field Description

DateTime Current Date/Time when | ClientSeq Client Sequence Numbar
merge gets populated

ClientCode Client Code ClientNumber Client Number

ClientTitle Client Title ClientFirstname ClientrBtname

ClientLastname Client Lastname ClientCompany Clieompany Name




ClientAddress1 Client Address Line 1 ClientAdd&ss$S| Client Address Line 2
treet
ClientAddress2 Client Suburb ClientAddress3 Clieny
ClientPostCode Client Postcode ClientPhone Chimane
ClientEmail Client Email Address ClientCustl Cli€@ustom Field 1
ClientCust2 Client Custom Field 2 ClientCust3 Gti€ustom Field 3 (on
the settings tab)
ClientCust4 Client Custom Field4 AnimalName Name
(on the settings tab)
AnimalNumber Microchip No. AnimalDesc Colour
AnimalBirthdate Animal Birth date AnimalBreed Brke
AnimalSpecies Animal Species AnimalCurrentWeturrent Weight
ght
AnimalOptimalWei | Optimal Weight AnimalPhoto Will display the animal

ght

photo if one is loaded

AnimalCustom1

Animal Custom Field 1

AnimalCustom1

Animal Custom Field 2

AnimalCustom3

Animal Custom Field 3

AnimalCustom4

Animal Custom Field 4

AnimalSex

Sex

AnimalNeuter

Neuter

EquineLocation

Location

AnimalAge

Age

AnimalBodyScore

Animal Body Score

AnimalDentalScoAnimal Dental Score

e
AllVaxDue All Reminders Due AllVaxOverDue All Randers Over Due
AllVaxCombined All Reminders Over Dug | RemCode Reminder Code
& Due
RemDesc Reminder Animal RemQty Qty of stock invoiced for
Colour reminder.
RemLastDate Last date of reminder RemNextDate Natd due for
reminde
RemAnimalName Reminder Animal Name RemStatus Stamised for adding &
client marker
ReflVetName Referral Vet's Full Name RefFirstName | Referral Vet's First Name
RefHospital Referral Vet Hospital RefStreet Referral Vet Street
Name Address
RefSuburb Referral Vet Suburb RefCity Referral Céy &
Postcode
RefPhone Referral Vet Phone RefFax Referral Vet Fa
Merge your document

Go toMain > Client > Client > Animal Details > Select an animal.

From the Animal Details window, clidMew Documentand select the required letter.

In theNamebox, type a name for the letter.

Click OK.



Example: To create a vaccination letter for Fluffy.

This will automatically open Word and merge thédefor you.

Locating documents previously created for clients o r animals.

When you wish to look at existing documents folmaaimal, go to thé\nimal Details window
and clickDocuments

When you wish to look at the documents createa@ fdient, go to th€lient Details window
and clickDocuments

Using Wordpad for Merges

Wordpad

Where MS Word is not available, Wordpad can be ud¢8 Word gives more formatting and
document options, so where available, MS Word shbalthe application of choice.

When setting up paths Main > Maintenance > Maintenance > Computer Defaults, insert
either thePath to MS Word or Wordpad, but not both.

Setting up for Wordpad

Ensure the path is insertedNfain > Maintenance > Maintenance> Computer Defaultsand
select the check box:

Click Save



To create a Wordpad merge document:
Go toMain > Clients > Clients > Select Client (+/- Select Animal)

Where animal information is to be used in the metige document should be created from the
Animal Details window. Where only client informatti is used, the document can be created
from the Client Details window.

Click New Documentto open the Document Options window

Select the new letter template already in place.
Type the name of your new document in lf@mefield.
SelectCreate a letter template

Click OK.

PressCTRL+V to insert all available merge fields.



Edit the Wordpad document as required. Copy astepa drag and drop to move selected
merge fields round the document.

Delete remaining merge fields listed that are rquired.
Click Save

Merge animal and client information to a Wordpadgeedocument the same way as you would
merge to a Word document: from the New Documenttobwn the Client Details or Animal
Details screen or via the Marketing or Reminderesicites.

55



There are two methods of rewarding client loyaltthim VisionVPM.

Voucher System.

Client Loyalty Scheme.

Voucher System

Voucher System
The Voucher system helps you reward clients basdi@amount they have spent with you.
PathMain > Clients > Clients > Marketing Schedule> Extra Searches> Voucher Cards

The voucher system can be used to reward cliehteitbher a set $ amount or a percentage of the
amount they spent.

In theFrom andTo boxes, type the dates.
For example, the dates of the promotional periotherdates of the previous year.

In theEnter the amount the clients had to spendield, type the amount the clients had to
spend to be eligible for their voucher.

In theUse a set voucher dfield, type the voucher amount OR in e calculate voucher
as % of their amount spentfield, type the percentage amount.

Click OK.



In addition to the usual Merge, Labels and Letggiams from this window, there is also the
option to printVouchers

Voucher Redemption

When Vouchers are presented for redemption, paystentld be processed by invoicing the
client for a negative value using a General Ledgales) codeMain > General Ledger>
General Ledger> Chart of Accounts > Insert). The system should be in place and staff
informed before the Vouchers are issued.



Use of Vouchers can then be tracked and the vouedemptions will be deducted from the
value of sales in the General Ledger.



Client Loyalty Scheme

VisionVPM has a client loyalty scheme function whienables you to flag a stock item as part of
a loyalty scheme and track the quantity of thatlsitem that each client has purchased.

When the client reaches the specified threshodutier will be prompted to add free items to the
invoice.

You can either offer a loyalty scheme to all clgerr those with a specific marker. If you use a
marker-based loyalty scheme, only clients with ggacific marker will be eligible to receive
free stock.

Setting Up a Loyalty Scheme

Go to: Stock menu >Stock Details

From theStock Detailswindow, find the stock item that is part of thgdtty scheme and
click theDiscount tab.

Click Edit.

In theQty Threshold box, type the quantity of stock that the clientstnpurchase before
they are entitled to free items.

In theFree Qty box, type the quantity of stock that the clienll waceive when they reach
the threshold amount.

To offer the loyalty scheme only to clients witls@ecific marker, in th&larker (Optional)
box, type the marker code.

You can only enter one marker code.
Click Save

Rewarding loyalty scheme clients

Go to:Clients menu >Client Details > select client 3nvoice.
OR
Go to: Clients menu> Batch Invoice.

When you sell a loyalty stock item and the cliez@iahes the quantity threshold (as specified
on theStock Details> Discountwindow), a message will be displayed to promptuber to
add the free stock items to the invoice. For exampl

This client has now purchased a total gty of 6 Hifl Canine 1.5kg and has met the
threshold limit of 5. Do you want to add the 2 freetems to this invoice?

Clicking Yesto this message will add the free stock item&éoinvoice. On this line item,
the stock description will be preceded with "FRE&Y the price will be "0.00".



Clicking No will not add the free items to the invoice. Theefitems will be available to the
client next time they purchase the stock itemhdf tlient chooses not to take the free items,
the number of free items will increase each tineedlient reaches the threshold quantity.

Note: VisionVPM will calculate the number of freems that the client is entitled to. For
example, if the loyalty scheme is one free itenhweitery 10 purchased, if a client purchases 20
items, they will receive an additional two itemsatcharge.

After receiving free stock

When you add free stock to an invoice, the clidoyalty scheme balance for that stock item will
return to zero. You can view a client's loyalty estie balance at any time.

Changing Clients’ Loyalty Balances

To change the balance of a client's loyalty scheme

Go to:Clients menu >Client Details > select a client.

From the Client Details window, click tidore Commandsmenu and sele€@hange
Loyalty Balances

Note: A list of all stock items that are attacheatloyalty scheme will be displayed.

In the Qty Purchasedbox for the stock item for which you wish to endéeropening balance,
type the quantity of stock that the client has mesly purchased.

For example, if the stock loyalty threshold is feved the client has previously purchased
two, the Qty Purchased is 2.

Click Update, and then click¥esto the messagthis will save any changes made to the
opening balances and close the window. Continue?

The client's loyalty scheme balance will be updated

Loyalty Reports

Client loyalty scheme report
Go to:Clients > Client Details > select a client Reportstab >Client Loyalty Report.
This report displays all loyalty schemes in whibh selected client is participating.

The following details will be displayed for eacloait item:

The column... Is the...

Code Stock code.

Description Stock description.

Target Threshold Number of items that the clierdseto
purchase before they are entitled to free
stock.




Qty Free Offered

Number of free items the clierdgnstled
to.

Free Items Last Taken

Date the client was lastrgikee stock.

Qty Purchased Since Le
Taken

Number of items that the client h
purchased since they last received free
stock.

Qty Remaining Until Free
ltems

Number of items that the client needs to
purchase before they are entitled to free
stock.

Stock loyalty report

Go to:Stock> Stock Details> select stock item Reports tab> Loyalty Report.

This report displays all clients who are participatin the loyalty scheme for the selected stock
item. That is, if you offer a loyalty scheme topesific client marker, only those clients with that
marker will be included in the loyalty scheme repor

The following details will be displayed for eacloait item:

The column... Is the...
Client Code Client code.
Name Client name

Free Items Last Tak Date the client ws last given free stoc

Qty Sold Since Last Taken Number of items thatclient has
purchased since they last received free

stock.

Number of items that the client needs to
purchase before they are entitled to free
stock.

Qty Remaining Until Free
ltems
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