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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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Copyright © 1997-2008 Provet I.T. Pty Ltd ("Provet IT") 
All rights reserved 

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

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

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

Provet IT 
PO Box 6026 BHBC 

Baulkham Hills NSW 2153 
Australia 

1300 650 468 
 

Website: www.provet.com.au http://www.provet.com.au/
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VisionVPM's in-built general ledger helps you track the performance of your business so you can 
quickly and easily see where your money is going. With the VisionVPM general ledger you can 
manage your business efficiently without having to reload information into other software 
products. 

�  Keep all your business details together by using the asset register.  

�  Complete your budget inside VisionVPM or outside using the link to Excel to import and 
export transactions. 

The General Ledger Chart of Accounts is the entry point for setting up all the general ledger 
accounts. These can be thought of as equivalent to the column headings of a manual cashbook.  

Some General Ledger accounts were put in place when your database was created. These are 
control accounts used within VisionVPM. Activity is automatically posted against these control 
accounts, for example, the GST control account. 

Can a clinic start using the General Ledger at any time? 

The answer to this is Yes. It just may take a little more effort than setting things up correctly 
from the start. 

First you need to address your opening balances, especially the 4 critical sub ledgers: 

�  Debtors 

�  Bank 

�  Creditors 

�  Stock 

��  Start with the year end figures supplied by your accountant. 

��  Do your Bank Reconciliation.  

What's the Secret to mastering the General Ledger? 

The Bank Reconciliation is the key to the General Ledger. 

To set up your bank reconciliation you will need the following: 

�  Current Bank Statement. 

�  Last Closing Balance. 

�  Debtors and Creditors reconciled. 

�  Good Eyesight & Sense of Humour 

Don’t limit reconciliations to the physical bank account. 
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The Chart of Accounts 

The Chart of Accounts is the structured set of accounts you will use to gather, record, report and 
analyse financial transactions. 

This area is used to enter, edit and maintain your General Ledger accounts and codes. The chart 
of accounts enables you to set up a structure for collecting, classifying, and reporting on financial 
transactions.  

Each general ledger account must have a description and an account type, for example, asset or 
liability. 

There are only 4 main categories of accounts in the General Ledger 

�  Assets – things you own or are owed - DR 

�  Liabilities – things you owe - CR 

�  Income – Money you have earned - CR 

�  Expenses – Money you have spent - DR 

Often these are broken down further into the following sub-categories 

�  100 – 199  Sales or Other Income 

�  200 – 299  Purchase or Cost of Sales 

�  300 – 399  Expenses 

�  400 – 499  Current Assets 

�  500 – 599  Current Liabilities 

�  600 – 699  Fixed Assets 

�  700 – 799  Long Term Liabilities 

�  800 – 899  Capital or shareholders funds  
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Control Accounts 

Control accounts are created when VisionVPM is initially set up. They should not be changed 
without advice from VisionVPM because the links between the various transactions and these 
control accounts may be affected. The accounts that are listed in Account Defaults are classified 
as control accounts. These can be viewed by going to Main menu > Maintenance module > 
Maintenance menu > Account Defaults. 

VisionVPM posts activity against control accounts each time a transaction occurs. For example, 
when a client invoice is created, an entry is posted to the Debtor Control and GST Control 
accounts. 

The following are the important VisionVPM control accounts: 

Debtor control Sales Control  Syndicate holding 

Creditor control Discount received EFTPOS holding 

Stock on hand  Interest Goods Receipt  

Cost of sales Unders & overs  Account Fees 

Default till Cash Sale Interest A/c 

Default safe Stock adj. Bad debt 

Default bank Stock Wastage GST control 
 

GL Opening Balances 

Unless you are starting a brand new practice there WILL be opening balances to establish. 

The most important opening balances are: 

�  Debtors 

�  Bank 

�  Creditors 

�  Stock 

These balances represent the 4 sub-ledgers that MUST balance with the General Ledger. 

We recommend that you consult your accountant regarding a General Ledger account structure 
that will work well for both your clinic's reporting requirements and your accountant's 
processing. Your accountant should be able to advise you regarding opening balances, if you do 
not already have that information. 
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To insert a new General Ledger account 

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

��  From the GL Account List window, click Insert. 

 

��  In the Account Code boxes, type a code or number and then name or description for your 
new account. 

�  Note: The general ledger account code or number must be unique. 

�  Do not enter a / as part of the account code. If you do include / in the account code, 
whenever you export GL codes to Excel, Excel treats any word with numbers and a / into 
a date format. For example, 23/12. This will be interpreted by Excel as  

��  Optional: Click the Subtotal To arrow, and select the account to which the new account will 
be subtotalled. 

�  Note: Subtotal To accounts are used to subtotal a group of accounts and will be displayed 
in the financial reports. For example, Eukanuba Sales, Hills Sales, Purina sales might all 
have their own sales accounts, but be subtotalled to the Food Sales account. Only the 
Food Sales total will appear in the financial reports. 

�  The accounts that have been subtotalled can be viewed in a separate report. These 
accounts can be of more than one type and a separate profit and loss statement can be 
produced for a subtotal group. 
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��  Select the appropriate account type.  

�  The type determines where balances of these accounts appear in the Financial Statements. 
During the set up procedure it is advised that the user either use an accountant or the 
previous year's financial statements to identify the required accounts and select the right 
types for those accounts. 

�  Optional: If the account will not include GST, select the Zero Rated for GST check box. 
For example, you would select Zero Rated for GST for wages and bank accounts. 

�  Optional: If the account will be reconciled, select the Bank Account check box. 

�  Optional: To mark the account as Subtotal Header Account only, select the Subtotal  
Header Account Only check box. If an account is marked as a Header account then you 
will not be able to post transactions to that account and is only used as a heading for all 
subtotal accounts attached to it. For further information please refer to the GL Header 
Accounts section in this manual. 

��  Click Save. 

You can now use the new general ledger account code. 
 

To edit an existing General Ledger account 

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

��  Double-click the General Ledger account you wish to edit. 

��  From the Account Details window, enter the required changes. 

��  Click Save. 
 

GL Header Accounts 

Go to: General Ledger menu > Chart of Accounts. 

If an account is marked as a Header account then you will not be able to post transactions to that 
account.  

Setting up Header accounts will produce a more concise Profit and Loss report. 
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As Balance Sheet items cannot be subtotalled, only the following Profit and Loss account types 
can be marked as subtotal header accounts: 

�  Sales 

�  Purchase 

�  Other Income 

�  Expense. 

If you attempt to mark a Balance Sheet account type as a subtotal header account, VisionVPM 
will display the following message: 
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For existing accounts that you want to mark as Header Accounts, and if those accounts currently 
contain transactions, when you select the check box, VisionVPM will display a message similar 
to the one below: 

 

You can decide whether you wish to leave the transactions in the GL account or transfer them to 
a sub-total account and whether to change the sales/purchase account on the affected stock 
records.  

The other option is to not adjust the existing accounts at all but to create a new General Ledger 
account and mark this as the Header account. You would then need to change the subtotal 
accounts to Subtotal To the new account. Please contact the Provet IT Service Desk for 
assistance if required. 

When you have marked an account as a Header Account, you will not be able to select these 
accounts when processing any transactions in VisionVPM. 

What does this mean to the Profit and Loss report? 

Looking at the Profit and Loss Report you are going to be able to more confidently know that the 
amount shown for header accounts is the total of all its subtotal accounts. Previously, when 
transactions where allocated to all accounts, you had to calculate from the subtotal report how 
much was in each account. 

Example 1: Profit and Loss Report with no subtotal accounts displayed. 
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Example 2: Profit and Loss report disabling subtota ls. The total of the subtotal 
accounts equals 651, the same amount as displayed a bove for the Header 
account. 

 

Example 3: Subtotal Report. Once again the total of  the subtotal accounts equal 
the amount of the Header account in the first examp le above. 

 

The same functionality will apply to the Monthly Profit and Loss report. 
 

GL Account Activity 

Go to: General Ledger menu > Chart of Accounts > select code > Activity > Print . 

For your reference, the Opening Balance and Closing Balance amounts of the selected general 
ledger account are displayed on the General Ledger Account Activity report. 
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Go to: General Ledger menu > Chart of Accounts > select code > Activity > Excel. 

There is also a Balance column on the Excel report. Opening Balance and Closing Balance 
amounts are also displayed on the spreadsheet. 
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Journal Entries 

Journal entries are used to enter opening balances into accounts and to transfer transactions from 
one account to another. The debit and credit totals in a journal entry must be equal. 

A journal cannot be saved if there is an imbalance between debits and credits.  

Entries are only allowed in the current or next financial year. 

Entries can be edited, for example if a General Ledger code is incorrect, or you have decided it is 
more relevant under a different account code. 

Entries cannot be edited once the period is closed. 
 

To insert a Journal Entry 

��  Go to: Main menu > General Ledger module > General Ledger menu > Journal Entries. 

��  From the Journal Entry List  window, click Insert. 

 

��  In the Code box, type a reference for the journal entry. This is used to identify the transaction 
and can be either letters or numbers. 

��  The default department code will be automatically displayed in the Department box. 

�  Note: You must enter a department code if you have selected the Analysis by 
Department check box in Maintenance module > Maintenance menu > System 
Defaults > System tab. 

��  In the Date and Name boxes, type the date and a description of the journal entry. 
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��  For each line of the journal entry, click the Account arrow, and double-click to select the 
general ledger account to which the journal will be assigned. 

	�  In the Debit or Credit box, type the amount of the journal entry. 


�  When you have entered all journal items and the journal balances, click Save. 
 

To edit a Journal Entry 

��  Go to: Main menu > General Ledger module > General Ledger menu > Journal Entries. 

��  Search and locate the journal entry to be edited. Double-click to open. 

��  Make the necessary corrections. 

��  Click Save. 

Note: Journals cannot be edited if the period is closed. 
 

Debit or Credit? 

In double-entry accounting (used in VisionVPM) two columns are used for each account. 
Whether the entry increases or decreases the account is determined by the column it is entered in. 
(Left = Debit, Right = Credit). 

There are always two accounts affected by any transaction and one entry must be a debit and the 
other a credit of an equal amount. There can be more than two accounts involved, provided the 
total debits equal the total credits for the transaction. 

The double entry accounting system provides a system of checks and balances enabling detection 
and correction of many common types of bookkeeping errors. 

Whether a debit or credit increases or decreases an account balance depends on the type of 
account. Asset and expense accounts are increased on the debit side. Liability, equity and 
revenue accounts are increased on the credit side. 

The following chart may assist you in deciding which account should be debited and which 
should be credited: 

To Increase GL Account 
DEBIT  CREDIT  
Profit and Loss 
Debtors Creditors 
Expenses Sales 
Balance Sheet 
Assets Liabilities 
Drawings Ownership 
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Cashbook Deposits 

Cashbook Deposits may be entered for money coming into your bank account, for example: 

�  Rebate cheques. 

�  Refunds or payouts from insurance companies. 

�  Bank interest. 

�  Sale of assets. 

Cashbook Deposits should NOT be used for: 

�  Monthly invoices/statements from a supplier (use Suppliers) 

�  Reducing the amount of money you owe a supplier (use Suppliers) 

�  Money to reduce a client's account (use Clients). 

Cashbook deposits can be edited or deleted until they have been reconciled on the bank 
statement, provided the period has not been closed. 
 

To enter a Cashbook Deposit 

Cashbook deposits can be edited or deleted until they have been reconciled. 

��  Go to: Main menu > General Ledger module > General Ledger menu > Cashbook 
Deposits. 

��  From the Cashbook Deposit List window, click Insert. 
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��  In the Number box, type a reference for the cashbook entry. 

��  The default department code will be automatically displayed in the Department box. 

Note: There must be a department code if  the Analysis by Department check box has been 
selected in Main menu > Maintenance module > Maintenance menu > System Defaults > 
System tab. 

��  The default bank account will be automatically displayed in the Bank A/c box. 

To select a different bank account to where the deposit will be made, click the Bank A/c 
arrow, and double-click the bank account. 

��  The Date box will automatically display today's date, however this can be over-typed. 

Optional: Click the Name arrow, and then from the Payee/Drawer List window, select the 
drawer for the deposit or simply type the drawer name into the long box if they have not been 
loaded. 

	�  For each line of the deposit, click the Account arrow, and double-click to select the 
appropriate general ledger code for the deposit. 

The Description box will automatically display the name of the general ledger code. 


�  In the Dept box, type the department number to which the current line of the deposit relates. 

Note: You do not need to enter a department code on each line unless you are spreading a 
single cashbook deposit over multiple departments. 

��  In the Nett or Amount box, type the amount of the deposit. 

���  Click Save. 
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Cashbook Payments 

Cashbook Payments can be made for any money going out of your bank account, for example: 

�  Petty Cash 

�  Donations 

�  Cheques to a one-off supplier for a special order 

�  Bank fees. 

Cashbook payments should NOT be used for: 

�  Monthly invoices/statements from a supplier (use Suppliers) 

�  The same amount coming out of your bank account each month (use Automatic Payment). 

Some clinics enter their credit card statements as a supplier invoices and also pay these through 
Suppliers. Some clinics enter cashbook payments and then split the payment between various 
expense accounts. Either way is acceptable. 

Cashbook payments can be edited or deleted until they have been reconciled on the bank 
statement, provided the period has not been closed. 
 

To enter a Cashbook Payment 

��  Go to: Main menu > General Ledger module > General Ledger menu > Cashbook 
Payments. 

��  From the Cashbook Payment List window, click Insert. 
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��  In the Number box, type a reference for the cashbook entry. 

��  The default department code will be automatically displayed in the Department box. 

Note: There must be a department code if  the Analysis by Department check box has been 
selected in Main menu > Maintenance module > Maintenance menu > System Defaults > 
System tab. 

��  The default bank account will be automatically displayed in the Bank A/c box. 

To select a different bank account from which the payment will be taken, click the Bank A/c 
arrow, and double-click the required bank account. 

��  The Date box will automatically display today's date, however, this can be overtyped. 

Optional: Click the Name arrow, and then from the Payee/Drawer List window, select the 
payee for the payment, or simply type the drawer name into the long box if they have not 
been loaded. 

	�  For each line of the payment, click the Account arrow, and double-click to select appropriate 
general ledger code for the payment. 

The Description box will automatically display the name of the general ledger account. 


�  In the Dept box, type the department number to which the current line of the deposit relates. 

Note: You do not need to enter a department code on each line unless you are separating a 
single cashbook deposit to multiple departments. 

��  In the Nett or Amount box, type the amount of the payment. 

���  Click Save. 
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Budgets 

The VisionVPM budget allows you to enter estimates of expected income and expenses for a 
selected period. This section shows how to enter monthly budget figures. 
 

To insert Budget figures 

��  Go to: Main menu > General Ledger module > General Ledger menu > Budgets. 

 

��  In the Date Selection window enter the budget date into the Date box. 

��  Where Use Department Budgets has been selected in Main menu > Maintenance module > 
Maintenance menu > System Defaults > Financial tab,  enter the appropriate department 
code for the budget in the Dept box. 

��  Click OK. 

��  From the Budget window, click Insert, and then from the General ledger List window, 
double-click the account that you wish to insert into the budget. 

�  Note: To insert multiple GL accounts, press the CTRL key while you select the accounts, 
and click OK. 

The general ledger account will be displayed in the Budget window. 

��  To insert figures into the budget, click Edit , and type the budget figure. 

	�  Click Save. 
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Optional Functions:  

������� �������

 

Fill - Takes the amount entered in the first column and enters the 
same amount in every month. 

 

Split - The amount in the first column is divided by 12, and this 
amount is entered for each month. 

 

 

Report - To print the budget. 

 

Excel - To export the budget to Excel. 

 

Save - To save changes in the VisionVPM Budget that you have 
made in Excel. 

The budget figures will be displayed on the Profit and Loss report. 

��  Go to: Main menu > General Ledger module > Reports menu > Financial Reports. 

��  Enter required date range. 

��  Select Profit and Loss.  

��  Click OK. 

An example displaying the Budget figures on the Profit and Report below: 
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To export the Budget to Microsoft Excel 

Important:  To export the budget to Excel, you must first have the Path to Excel set up in 
Maintenance module > Maintenance menu >Computer Defaults. 

The budget will remain linked to the budget in VisionVPM and the VisionVPM budget can be 
updated from the Excel spreadsheet provided both remain open and the changes are saved in 
VisionVPM. 

��  From the Budget window, click Excel. 

�  Excel will open and the budget will be displayed. 

��  Adjust the budget as necessary, and then from VisionVPM, click Save. 

�  Note: When saving changes to the budget, do not close the budget in Excel. 

�  The budget in VisionVPM will be updated. 
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Automatic Deposits and Payments 

Automatic Deposits and Payments are used for fixed amounts that are deposited into or 
withdrawn from your bank account on a regular basis, for example, weekly, fortnightly, or 
monthly. For example: 

�  Eftpos rental 

�  Insurance 

�  Rent 

�  Rates 

�  Lease payments 

�  Loan repayments 

�  Monthly transfer from one bank account to another. 
 

To set up an Automatic Deposit or Payment 

Go to: Main menu > General Ledger module > General Ledger menu > Automatic Deposits 
and Payments. 

��  Click Insert. 

 

��  Type a reference for the automatic deposit or payment in the Code box, for example, RENT. 

��  Click the Account Code arrow, and double-click to select the appropriate General Ledger 
code for the automatic deposit or payment. 
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��  The default bank account will be displayed in the Bank Account box. 

�  Optional: To select a different bank account for the automatic deposit or payment, click 
the Bank Account arrow, and double-click the bank account. 

��  In the Description box, type a description of the automatic deposit or payment. This is what 
will appear on your bank reconciliation. 

��  Click the Department box, and then double-click the department code related to the 
automatic deposit or payment.  

	�  In the Amount Received or Amount Paid box, type the amount that will be deposited into or 
withdrawn from your bank account. 


�  Select the Frequency of the automatic deposit or payment. 

��  In the Next Due Date and Last Due Date boxes, type the date that the automatic deposit or 
payment is next due and the last payment date (if applicable). 

���  Click Save. 
 

To edit an Automatic Deposit or Payment 

Go to: Main menu > General Ledger module > General Ledger menu > Automatic Deposits 
and Payments > Select entry 

��  From the Automatic Entry window, enter the required changes. 

��  Click Save. 
 

To update Automatic Deposits and Payments 

Automatic deposits and payments can be manually updated, entering them into the default bank 
account. 

VisionVPM can also automatically update deposits and payments through the Bank 
Reconciliation. 

Manual Update 

��  Go to: Main menu > General Ledger module > General Ledger menu > Update AP's. 

��  Click Yes to the message, Update Automatic Payments? 

All deposits and payments which are due will be entered into the bank account in VisionVPM 
ready for reconciliation. When you go into the bank reconciliation these transactions will be 
displayed in the Unreconciled list of the Bank Reconciliation window. 
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To enable automatic updating of deposits and paymen ts 

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

��  Select Check for automatic payments on a bank reconciliation. 

 

��  Click Save. 

The next time you reconcile a bank statement you will receive the message: 

 

Click Yes. 

The automatic deposits and payments that are due to be deposited into or withdrawn from your 
bank account will be displayed in the Unreconciled list of the Bank Reconciliation window. 
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Bank Reconciliation 

Performing a bank reconciliation allows you to verify that your bank account balances with the 
VisionVPM general ledger. This is done by comparing entries on your bank statement and 
ensuring that they agree with the VisionVPM general ledger. 

VisionVPM must be set up for bank reconciliations if this facility has not been used before 

A bank reconciliation involves: 

�  Using VisionVPM to reconcile items on the Bank Reconciliation window. 

�  Adding entries that appear on the bank statement but are missing from the Bank 
Reconciliation window. 

 

Setting up for a first Bank Reconciliation 

If you have been using VisionVPM without using the bank reconciliation facility the first step is 
to clear all old transactions from the Bank Reconciliation window and create a starting point 
(opening balance). 

Clear Unnecessary Items 

This example uses a first reconciliation date of 1 June 2007, however you may use any date you 
wish – just substitute it where this example refers to 1 June 2007. 

Before you start you will need to have the physical bank statements up to and including 31 May 
2007. 

��  Go to: Main menu > General Ledger module > General Ledger menu > Bank 
Reconciliation. 

 

��  The default bank account will be displayed. To select a different bank account, click the 
Account arrow and double-click to select the required account. 

��  In the Statement No. box, type 99999. 

This number will be the statement number for your junk statement. 

��  Click OK. 
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��  Select all items that have been presented on your previous bank statements, up to and 
including 31 May 2007. 

��  Click the Reconcile button. 

Any items with a date prior to June in VisionVPM that have not been presented on any of 
your bank statements to the end of May, will need to remain on the Unreconciled list. 

��  When the only items on the Unreconciled List are ones that have NOT appeared on any 
Bank statement prior to 1 June, click Save. 

��  Click YES to the message: Do you want to print this statement?  

This will give you a hard copy of all the transactions processed prior to starting to use 
VisionVPM for bank reconciliations. Note: This can be very large. 

��  Click YES to the message: Do you want to print the Unpresented List? 

This list should contain only items that are yet to be presented after 31 May 2007. 
 

To enter an Opening Balance Journal 

The printout of the junk statement will provide a Reconciled Balance.  

You now need to enter a journal for the difference between the Reconciled Balance on the Junk 
Statement and the Opening balance of the Bank's statement for 1 June 2007. 

��  Go to: Main menu > General Ledger module > General Ledger menu > Journal Entries 

��  Create a journal entry to give the correct opening balance as follows: 

�  The two sides of the entry will be the Bank Account GL Code, and Retained Earnings. 
The Retained Earnings account should be the account that is listed in Main menu > 
Maintenance module > Maintenance menu > Account Defaults. 
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For example, if the difference between the reconciled balance on the junk statement and 
the opening balance on the bank statement was $1234.65, the Journal Entry window will 
be similar to the following: 

 

��  Click Save and Close. 
 

First Bank Reconciliation 

Go to:  General Ledger module > General Ledger menu > Reconciliation 

 

��  Click the Account arrow and double-click to select the general ledger account for the bank 
account, if it is not already displayed. 

��  In the Statement No. field type the statement number of the bank statement for 1 June. 

VisionVPM will then generate statement numbers that match your Bank statements. The next 
time you go into the Reconciliation window the bank statement number showing will be the 
next consecutive number. 
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��  The opening bank balance journal will be displayed on the Unreconciled side. Reconcile this 
item first by double-clicking to move it across to the Reconciled side. 

��  Check that the Closing Balance on the window is the same as the opening balance of the first 
physical statement you wish to reconcile. 

��  Reconcile all items on the physical bank statement against the items on your VisionVPM 
statement. 

��  Click Save when the Closing Balance in VisionVPM is the same as the closing balance on 
your physical statement. 

 

To perform a Bank Reconciliation 

After you have entered your first bank reconciliation, following the instructions below to perform 
further bank reconciliations 

Ensure that every item from the debtor and creditor module that appears on your physical bank 
statement also appears in the Unreconciled side of the Bank Reconciliation window.  

If there are items missing that relate to clients or suppliers, you need to leave the Bank 
Reconciliation window and enter these items through the appropriate module. 

Once all client and supplier items have been entered: 

��  Go to: Main menu > General Ledger module  > General Ledger menu > Bank 
Reconciliation. 

��  Where Check for automatic payments on a bank reconciliation has been selected in 
Maintenance module > Maintenance menu > System Defaults > Financial tab, the 
following prompt will be displayed: 

 

��  Click Yes to process automatic payments. 

��  The Bank Account Selection window will be displayed: 

 

��  The Account field displays the default bank account.  

To select a different bank account, click the Account arrow and double-click the appropriate 
account. 
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VisionVPM automatically displays the next statement number in the Statement No box. If 
this number is incorrect it can be overtyped, but first check you have not missed a statement. 

��  Click OK. 

�  Optional: To display a previously reconciled bank statement, select the Previous 
Reconciliation check box, click OK, and then in the Enter statement opening balance 
box, type the opening balance of that statement. 

 

��  Reconcile an item by double-clicking the item in the Unreconciled list that matches the bank 
statement item. 

�  The line item will move to the Reconciled list of the Bank Reconciliation window. 

��  Add entries that appear on the bank statement but are missing from the Bank Reconciliation 
window by inserting Cashbook Deposits or Cashbook Payments, for example, bank fees, 
cheque transactions. 

1. Click Insert, to open the Cashbook window. 

2. Select either Deposit or Payment. 

3. Click OK. 
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1. Enter the details of the Cashbook Payment or Deposit. 

2. Click Save and Close. 

��  Entries on the Unreconciled list that are incorrect can be edited by selecting the item, and 
clicking Edit .  

Note that not all types of entries can be edited. For example, if you attempt to edit an Eftpos 
or Bank Deposit, the following message will be displayed: 

 

��  When all items on the bank statement have been reconciled and the Closing Balance amount 
equals the closing balance on your bank statement, click Save. 

��  Click Yes to the message Do you want to print a copy of the statement? 

��  Click Yes to the message Do you want to print a list of outstanding items? 

We recommend that you always print the statement and list of outstanding items after saving and 
attach both to the physical bank statement. It is very useful to have these for reference if any 
subsequent problems with the bank reconciliation arise. Your accountant will also need this 
information to complete your End of Year accounts. 
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How to correct Bank Deposit and Eftpos entries 

Eftpos and Deposit to Bank entries cannot be edited. If the Eftpos Deposit or Deposit to Bank 
amount in VisionVPM is different to your bank statement, you will need to go back to that day's 
banking and find out why using the following tools: 

�  Client Audit report 

�  Till Audit. 

And then make the necessary adjustments. 

For example, if a client's cheque amount was entered incorrectly, you will need to process a 
negative cheque payment for the incorrect amount and a positive cheque payment for the correct 
amount on the client's account.  

As the original payments has already been processed in a previous banking, any corrections you 
make will be on a different banking. The next time the banking is processed, the Till Balance will 
be incorrect due to the corrections you have made. Save the Till Balance and save the Bank 
Deposit as you normally would.  

When you do your next bank reconciliation there will be two deposits with incorrect amounts, 
but added together they will have the same total as the two deposits on the bank statement. If 
reconciled together, the total banking for the two deposits will be correct. 

If the deposits fall on different statements, you can enter a cashbook deposit or payment for the 
difference to the Unders and Overs account to correct the deposit. On the next statement you will 
need to do the opposite cashbook deposit or payment from the Overs and Unders account to 
balance the deposit. 
 

To unreconcile a Bank Statement 

A bank statement can be unreconciled if for some reason it has been saved with incorrect opening 
or closing balances. You will need the original bank statement. 

��  Go to: Main menu > General Ledger module > General Ledger menu > Bank 
Reconciliation. 

��  The Account field displays the default bank account. A different bank account can be 
selected by using the list arrow and double-clicking to select. 

��  From the Bank Account Selection window, in the Statement No box, type the number of the 
bank statement. 

��  Select Previous Reconciliation. 

��  Click OK. 

��  Type the Opening Balance from the Bank Statement. 

	�  Double-click all items from the Reconciled list. 

�  This "unreconciles" the items and allows you to re-reconcile the items correctly. 
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Asset Register 

The asset register in VisionVPM is used to maintain a list of fixed assets in your clinic, together 
with information about those assets such as the depreciation rate, purchase date, and purchase 
price. 

To enter an Asset Record 

��  Go to: Main menu > General Ledger module > General Ledger menu > Asset Register. 

��  From the Asset List window, click Insert, and then in the Description box, type a 
description of the asset. 

 

��  Select a Depreciating Type, and then in the First Year Rate box, type the depreciation rate 
that will be used. 

�  The Standard Rate box will automatically display the percentage entered in the First 
Year Rate box. Refer to your accountant for Depreciation Rates. 

��  In the Purchase Date and Depreciation Date boxes, type the date the asset was purchased 
and the date it will be depreciated. 

��  In the Purchase Price and Current Value boxes, type the price paid and the current value of 
the asset. 

��  Click the Depreciation A/c and Asset Account arrows, and double-click to select the code of 
the general ledger accounts to which the asset relates. 

�  Note: If the asset has been sold, type the date when the asset was sold and the sale amount 
in the Sale Date and Sale Price boxes. 
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	�  Click the Department arrow, and double-click to select the code of the department to where 
you want the depreciation amount to be accumulated. 


�  Click Save. 

To Edit an Asset 

��  Go to: Main menu > General Ledger module > General Ledger menu > Asset Register > 
Select Asset. 

��  Make necessary changes if incorrect. 

OR 

��  Enter Sale Date and enter Sale Price 

��  Click Save. 
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Depreciate Assets 

Depreciation of Assets should be an annual routine, as part of the preparation of annual accounts. 
In VisionVPM, Assets can be depreciated either individually or all together. 

To Depreciate Assets 

��  Go to: Main menu > General Ledger module > General Ledger menu > Depreciate Asset 

 

��  From the Depreciate Assets window, in the Depreciate To box, type the date for when you 
wish to depreciate the asset(s). 

��  Click OK. 

�  Note: To select an asset to depreciate, select Selected Asset, and then from the Asset List 
window, double-click the asset. 

�  Note: Clear the Write Depreciation to General Ledger check box if you do not want a 
depreciation journal to be posted to the general ledger. 

As a result, all assets, or the selected asset will be depreciated. 

The Current Value on the Asset Register window will also be reduced. 

Assets may require manual adjustments at time, for example the record needs to be changed at 
time of sale. 
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Payee/Drawer Codes 

Payee and Drawer codes can be used to attach a creditor to a cashbook deposit or payment when 
that creditor is not entered as a supplier. The codes entered on this screen can be used when 
entering a cashbook entry to record the full drawer name. 

��  Go to: Main menu > General Ledger module > General Ledger menu > Payee / Drawer 
Codes 

 

��  From the Payee/Drawer List window, click Insert, and then in the Code box, type a 
reference for the payee or drawer. 

��  In the Name and Address boxes, type the payee or drawer's contact details. 

��  Click Save. 

The payee/drawer code can now be selected when inserting cashbook deposits and payments. 
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General Ledger Graphs 

The General Ledger Graphs displays sales, expense, gross profit and net profit totals within the 
selected date range. 

��  Go to: Main menu > General Ledger module > General Ledger menu > General Ledger 
Graphs. 

 

��  In the Set Current Report Date window, in the From and To boxes, type a date range for 
the general ledger graph. 

��  Select the transactions that you want displayed on the graph. 

��  Click OK. 

�  The graph will be displayed on the window. 
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The toolbar on the Graph Display offers several different options. 

��		�� � ��	��� �

 
3D Bar Graph 

 
Bar graph (default) 

 
Pie Chart 

 
Line Graph 

 
View and Print in full colour (including 
coloured background) 

 
View and Print in semi-colour (coloured 
graph, white background) 

 
View and Print in greyscale 

 
Swaps the x axis objects 

 
Flips the graph on its side 

 
Displays full graph options 

 
Prints the graph as it is displayed 

Click on Graph Options to display a drop down list of options for saving the graph. 
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Click Graph Lines to choose which lines you wish to have removed from the display. 

 

The graph display can also be adjusted by double-clicking on parts of the graph and selecting 
options from the screen displayed: 

Click Apply  to apply the selected option. 

 



66�
(/�

�

The Special FX button gives access to further display options: 

 

The graph will print as it is displayed. 
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Merge Accounts with Excel 

This facility provides a monthly breakdown for the selected period of income and expenditure. 

��  Go to: Main menu > General Ledger module > General Ledger menu > Merge Accounts 
with Excel. 

 

��  In the From and To boxes, type a date range for the report. 

��  Select the report you wish to export. 

�  Optional: If you do not wish totals to be included, unselect Include Totals. 

�  Optional: If you wish to display all accounts including those accounts with no activity for 
the selected date range, select the Include accounts without activity check box. 

�  Optional: If you wish to display the report in GL account code order, select Account 
Code. 

��  Click OK. 

The report will be exported to Excel. 
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General Ledger Reports 

General Ledger Reporting is in place to offer reports on all General Ledger activities. These 
reports can be printed direct to printer, or produced on the screen for a quick reference. There are 
also options to send to Excel or to merge to Excel. 
 

Transactions 

With Transactions reporting you can generate lists of all transactions or specific types of 
transactions. Individual transactions can be viewed and edited if they have not yet been 
reconciled. The list can be printed or sent to Excel.  

��  Go to: Main menu > General Ledger module > Reports menu >  Transactions 

 

��  From the Transaction Selection window, select the type of transactions that you wish to 
include in the report, and click OK. More than one transaction type can be selected. If none 
are selected, all transaction types will be printed. 

��  The GL Transaction List window is displayed with default dates of the current month. 

�  Optional: To display transactions in a different date range, in the From and To boxes, 
enter the dates, for when you wish to view the transactions, and click OK. 
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��  Click Print . 

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

The report will print to the selected destination. 

Following is an example of the Transaction report: 
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Chart of Accounts 

The Chart of Accounts report displays a list of all the accounts that have been set up in the 
General Ledger. It can also show the subtotalling general accounts if that option is selected. 

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

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

�  Optional: To display each level of subtotal accounts in the report, click Yes to the 
message: 

 

The report will print to the selected destination. 

 
 

Financial Reports 

The Financial Reports facility produces financial accounts for a specified period. This includes 
the Trial Balance, Profit and Loss Report, Balance Sheet, and GST Report. These reports can 
be selected and run individually, or all selected and run together. 
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To Generate Financial Reports 

��  Go to: Main menu > General Ledger module > Reports menu > Financial Reports. 

 

��  In the Financial Report Selection window, in the From and To boxes, type a date range for 
the report. 

�  The Year Begins box automatically displays the first day of the current financial year. If 
you wish to run a report for a different year, type the appropriate date in this field. 

��  Select the check box for the required report(s). 

�  Optional: If you wish to subtotal by department, by clinic or by account (where 
applicable), check the appropriate box and select the department, clinic or account from 
the list provided. 

�  Optional: Subtotalling can be disabled on the Profit and Loss Report by selecting Disable 
Subtotalling. 

�  Optional: To specify how you wish to sort the report, select either Sort by Name or Sort 
by Code. 

�  Optional: To send the report to Excel, select the Send Results to Excel check box. 

�  Optional: To email the reports to your accountant or someone else, select the Email 
Results check box. The report will be printed to a PDF document. 

��  Click OK. 

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

�  The report will print to the selected destination. 
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Trial Balance 

The Trial Balance displays a listing of your general ledger accounts and their balances for 
specific dates selected and for the year to date.  

 

A trial balance is usually produced at the end of an accounting period and is used to prepare 
adjusting entries and the financial statements. The total of the debit side should always be equal 
to the total of the credit side, which proves the arithmetic accuracy of the ledger entry. 

If, at the end of the report an Out of Balance warning is displayed, you will have to run some 
checks to determine which account is out of balance. You can run the Check Entries routine from 
Maintenance > Database Maintenance > Check Transactions to determine where the problem 
is. 

  
 

Profit and Loss Report 

The Profit and Loss report indicates how revenue is transformed into net income. Revenue is 
money received from the sale of products and services before expenses are taken out, also known 
as the "top line". Net income is the result after all revenues and expenses have been accounted 
for. This can also be referred to as the "bottom line".  

The Profit and Loss report shows whether the company made or lost money during the period 
being reported. The values for the same period last year and year to date for last year are 
included, as are budget figures, where entered. 

The options for this report include: 

�  by Selected Department,  

�  by Selected Clinic,  

�  Disable Subtotalling. 
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Subtotal accounts are used to group smaller accounts. Only the total will be displayed on the 
Profit and Loss Report, unless Disable Subtotalling is selected.  

 
 

Subtotals Report 

The Subtotal report display the subtotals that contribute to the totals on the Profit and Loss 
report.  

The options for this report include: 

�  by Selected Department 

�  by Selected Clinic 

�  by Selected Account. 
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Balance Sheet 

The Balance Sheet is a summary of the value of all assets, liabilities, and ownership equity for 
the organisation on a specific date. It is often described as a "snapshot" of a company's financial 
condition on a given date. 

This report can be run for a Selected Clinic, if required. 

 
 

GST Report 

GST is calculated on either an invoice basis or a payments basis. You can find out which method 
your clinic uses by going to Main menu > Maintenance module > Maintenance menu > 
Company Information. 

The VisionVPM GST report will produce the correct information for you to pay the taxation 
office, providing you use the Clients module and either the Suppliers module or General 
Ledger cashbooks for ALL deposits and withdrawals to your bank account. 

Before printing your GST report you should always run the GST Reconcile procedure to ensure 
your GST is correct. 
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The following items can cause your GST to be incorrect: 

�  Entering data into a previous period 

�  Forgetting decimal points when entering cheques 

�  Forgetting something that should be zero rated for GST 

�  Entering an item against the wrong general ledger code. 

�  Posting an entry directly to the GST control account. 

To Reconcile GST 

��  Go to: Main menu > General Ledger module > Reports menu > GST Reconcile. 

��  In the Date Selection window, in the Date boxes, type a date range for the GST reconcile 
and click OK. 

�  Transactions that have an imbalance between the GST portion of the entry and the GST 
control account will be displayed. 

 

�  If you have paid GST to the Inland Revenue Department by a Cashbook payment to the 
GST Control Account, this transaction will appear in the list, as above. This transaction is 
not a problem and can be ignored. 

�  If you post into a separate GST paid account then this entry will not be displayed in the 
GST reconcile report. 

�  If other entries are displayed you need to investigate and if you are unable to find the 
discrepancy you are looking for, click Print List , and call the Provet IT Service Desk for 
assistance. 

Once your GST has been reconciled satisfactorily, you can proceed to printing the GST Report. 
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To Print a GST Report 

��  Go to: Main menu > General Ledger module > Reports menu > Financial Reports > GST 
Report. 

��  In the Date Selection area of the Financial Report Selection window, enter the required 
dates for the report in the From and To boxes. 

 

��  Select GST Report and select Invoice or Payment, depending on which method the clinic 
uses to pay its GST. 

�  Optional: To print a GST report for an individual clinic, select the Selected Clinic check 
box and then double-click to select a clinic. 

 

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

�  Optional: To print a full audit trail of all transactions that include GST, click Yes to the 
message 

 
�  Click No to display only the totals of GST that have been collected and paid. 

The report will print to the selected destination. 
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Account Activity 

The Account Activity report displays a full audit trail of activity for a selected period. An 
account activity report can be produced for a selected general ledger account or for multiple 
accounts. 

��  Go to: Main menu > General Ledger module > Reports menu > Reports > Activity . 

 

��  From the Date Selection window, in the Date boxes, type a date range for the activity report. 

�  Optional: To view account activity for a selected department, select the Select 
Department(s) check box, and then double-click to select a department. 

�  Optional: To view account activity for a selected general ledger account, select the Select 
Account Code(s) check box, and then double-click to select an account code. If you want 
to view more than one account, hold the CTRL  key while you click on the required 
accounts. Then click OK. 

�  Optional: To send the report to a text file, select the Export to a tab-delimited file check 
box. 

�  Optional: To send the report to Excel, select the Send to Excel check box. 

��  Click OK. 

The account activity report will print to the selected destination. 
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Asset Register 

The Asset Register report displays all assets and the depreciation details relating to those assets. 

��  Go to: Main menu > General Ledger module > Reports menu > Asset Register 

 

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

�  The Asset Register report will print to the selected destination. 
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Fixed Assets Depreciation 

The Fixed Assets Depreciation report produces a list of assets, and calculates the depreciation on 
those assets for the selected date. This report can be produced to verify the figures prior to 
running the depreciation on the asset register. 

��  Go to: Main menu > General Ledger module >  Reports menu > Fixed Assets - 
Depreciation. 

 

��  From the Date Selection window, in the From Date and To Date boxes, type the dates 
which will apply to the report.  

�  Optional: Choose Select Department(s) to display a list of departments from which you 
can choose one or more departments. 

�  Optional: Choose Select Clinic(s) to display a list of departments from which you can 
choose the required clinic. 

��  Click OK. 

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

The report will print to the selected destination. 
 

Fixed Assets Sales 

The Fixed Assets Sales report displays the asset sales from the start of the current financial year 
until the selected date. 

��  Go to: Main menu > General Ledger module >  Reports menu > Fixed Assets - Sales. 

 

��  In the Date Selection window, in the Date boxes, type a date range for the report and click 
OK. 

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

The report will print to the selected destination. 



66�
�'�

�
 

Monthly Profit and Loss 

The Monthly Profit and Loss report displays twelve months of your income and expenditure. 

��  Go to: Main menu > General Ledger module >  Reports menu > Monthly Profit and Loss. 

 

��  From the Date Selection window, in the Date box, type the month end date. 

Note: The income and expenditure is displayed for the twelve months ending with the date 
shown in the Date box. 

�  Optional: Click Select Department to display a list of departments from which you can 
chose the required department. 

�  Optional: Click Select Clinic to display a list of clinic from which you can chose the 
required clinic. 

�  Click Subtotal Header Accounts Only if you would like a summary report.  

�  To send the report to Excel, select the Send to Excel check box. 

��  Click OK. 

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

��  If you want the report to be sorted by account code click Yes, otherwise it will be sorted 
alphabetically. 

 

The report will print to the selected destination. 
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Monthly Budgeting 

The Monthly Budgeting report displays twelve months of your budgeted income and expenses. 

��  Go to: Main menu > General Ledger module >  Reports menu > Monthly Budgeting. 

 

��  From the Date Selection window, in the Date box, type a date for the budgeting report, and 
click OK. 

The Dept box will be populated with the default department code, which can be overwritten. 

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

The report will print to the selected destination. 
 

Automatic Deposits and Payments 

The Automatic Deposits and Payments report displays a list of APs that are regularly being 
deposited into, and withdrawn from, your bank account. 

��  Go to: Main menu > General Ledger module >  Reports menu > Automatic 
Dep/Payments. 

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

��  The report will print to the selected destination.  
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Petty Cash and Floats 

Some amounts of money are not managed within VisionVPM on a daily basis. These include 
petty cash and the till float.  

Petty Cash 

Petty cash is an amount of cash that is kept available for small day-to-day expenses, for example, 
milk, tea, postage and taxi fares. Petty Cash should be kept separate from the money in the till so 
that bankings are not affected by petty cash transactions. 

You should keep records (and receipts) to show how the Petty Cash has been spent.  

Float 

A float is the amount of cash that is kept in the till in coins and notes for giving change to clients. 
For accuracy when counting receipts, the float should be a set amount, for example, $200.  

The float is generally NOT included in the VisionVPM till balance. It should remain a constant 
amount. The only entry required in VisionVPM is when the float is initially set up, or any time it 
is increased. 
 

How to set up the Petty Cash 

��  Establish an amount for petty cash, for example, $100.00. 

��  Set up a General Ledger Control Account for Petty Cash.  

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

�  Set up a Petty Cash GL account similar to the illustration below: 
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��  Cash a cheque for $100.00.  

�  If you use a cash cheque for $100.00 for the petty cash, this will only work if, on the day 
you are given it, you have receipted at least $100.00 in cash.  

�  In this case you will still enter the cashbook payment to the petty cash GL code and do 
your banking as per normal, but you will need to manually alter the bank deposit 
summary to reflect $100.00 less in cash and the $100.00 cash cheque on the report. 

��  In VisionVPM enter a Cashbook Payment to the Petty Cash General Ledger code. 

 
 

How to run your Petty Cash 

��  Keep Petty Cash receipts and manually note every deduction from Petty Cash. 

��  Reconcile Petty Cash on a weekly basis (daily if necessary). 

��  For example: 

1. Count money in petty cash tin ($32.50). 

2. Tally petty cash receipts. (67.50). 

3. 1. (32.50) and 2. (67.50) from above should equal $100.00. 

4. Record the expenses as payments from Petty Cash in VisionVPM.  
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Posting Petty Cash Expenses 

�  Use a Cashbook Payment to record the Petty Cash expenditure from the Petty Cash Control 
account. 

�  Remember to change the Bank A/c to the Petty Cash Control A/c. 

�  Remember to account for GST correctly on each item entered as per the expense receipt. 

 

Using the above example the Petty Cash float will now be reduced from $100 to $32.50 which 
will need to be reimbursed to the Petty Cash float to keep it at $100.00. 

Reimbursing the Petty Cash Float 

��  Cash another cheque for $67.50, to bring the Petty Cash float back to $100.00. 

��  In VisionVPM prepare a Cashbook Payment to the Petty Cash General Ledger account. 
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Both your Petty Cash Float and your General Ledger account for the Petty Cash Control account 
should now be back at $100.00. 
 

Working with a Float 

The float should be a set amount, for example, $200. It is the amount of cash (coins and notes) 
kept in the till for giving change to clients. 

Each time the till is balanced, remove the float, count the cash and cheques and remove from till 
and then replace the float in the till. 

Sometimes additional coins will be needed for the float or a surplus of coins may be exchanged 
for notes. This should be kept separate from the banking and will have a zero transaction value. 
This is not recorded in VisionVPM. 

Procedure 

��  Establish an amount for the float, for example; $200.00. 

��  Cash a cheque for $200.00. 

��  Enter a cashbook payment to the Float account for $200.00. 

�  This account should be marked as a Current Asset type and zero-rated for GST. 
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��  Before you start your banking, count $200.00 float (in change) out of the cash drawer. 

��  Proceed with the banking as described in the Client manual. 
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End of Month procedures 

There are several activities that should be completed on a monthly basis. They give the 
opportunity to check that your financial system is in balance, and if not, to correct it. Once you 
are satisfied that all transactions are complete, you can close off the month to prevent further data 
entry in periods where all statements, invoices have been printed. 

At the end of the month you should complete: 

�  Check Entries 

�  A Debtor Reconciliation 

�  End of Month charges and Discounts 

�  Aged Debtors Report 

�  Printing Client Invoices or statements 

�  Updating the Close period for Debtors 

�  A Creditor reconciliation 

�  Updating Stock on hand 

�  Updating Close period for Creditors and General Ledger. 
 

Check Entries 

The Check Entries function will detect problems with transactions in a given date range and 
should be run on a monthly basis to highlight any problems so they can be corrected. 

To run the check entries routine 

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

��  From the Database Maintenance window, click Check Entries. 

��  From the Set Current Report Date window, in the From Date and To Date boxes, type the 
date range that you wish to use. This would normally be the previous month. 

��  Click OK. 

The Database Maintenance window will display any transactions that need to be fixed. For 
assistance with fixing these entries, please phone the Provet IT Service Desk. 
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Debtor Reconciliation 

The Debtor Reconciliation checks that the total of all the debtor accounts is in balance with the 
Debtor control account. The reconciliation identifies any problem transactions and gives you the 
opportunity to correct them.  

To perform a Debtor Reconciliation 

��  Go to: Main menu > Clients module > More Reports > Debtor Reconciliation. 

 

��  In the Date Selection window, in the To Date box, type the date for which you wish to run 
the report. 

Note: The From Date will display your Year Begins date. This should NOT be changed. The 
Year Begins date can be checked by going to Main menu > Maintenance module > 
Maintenance menu > Company Information. 

��  Click OK. 

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

�  The Debtor Reconciliation report will print to the selected destination. 

�  If any amounts are displayed in the Differences column please contact the Provet IT 
Service Desk for assistance in correcting these amounts. 

 
 

End of Month Client Charges and Discounts 

Any changes to account fees or incentive discounts should be made prior to the end of month 
accounts being run. 

Account fees and interest charges are set up by going to Main menu > Maintenance module > 
Maintenance menu > Account Defaults. 



66�
�#�

�

Incentive Discounts are set up by selecting the Incentive Discount check box in the Discounts 
tab of the Stock Details window. 

As part of the end of month procedures the options to Add Account Fees, Overdue Interest or 
Apply Incentive Disc. may be selected prior to running the statements. 

To add account fees, overdue interest or apply ince ntive discounts 

��  Go to: Main menu > End of Month Procedures. 

 

��  In the Current Period boxes, type the From date and To date for when you want to charge 
interest, account fees and apply incentive discounts. 

��  Select from the following options: 

If you... Then... 

Charge account fees to all clients Select the Add Account Fees check box. 
You can enter your own wording to 
appear on the invoice for this charge in 
the Invoice Desc field. 
The default wording is Account Activity 
Fee. 

Charge account fees to selected clients Select the Add Account Fees check box. 
Insert a marker in the Optional Marker  
field and select Match to charge account 
fees to clients with a specific marker. 
Select Exclude to exclude specific clients 
with a marker from being charged account 
fees. 
 

Charge overdue interest to all clients Select the Overdue Interest check box. 
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Charge overdue interest to selected 
clients 

Select the Overdue Interest check box. 
Insert a marker in the Optional Marker  
field and select Match to charge overdue 
interest to clients with a specific marker. 
Select Exclude to exclude specific clients 
with a marker from being charged 
overdue interest.  

Offer an incentive discount to all clients Select the Apply Incentive Discount 
check box and in the Discount % box 
enter a discount percentage. 

Offer an incentive discount to selected 
clients 

Select the Apply Incentive Discount 
check box, insert a client marker in the 
Optional Marker  field, and then enter a 
discount percentage in the Discount % 
box. 

Click OK to run the end of month procedures for the period.  

Click Yes to the following message: 

 

Invoices generated for the account fees and overdue interest will be displayed on the Client 
Activity window. 

NOTE: Do not run the End of Month Procedures more than once for the same date range and 
selected options. If the End of Month Procedures are run again, you will receive a warning 
message. If you choose to ignore the warning message client invoices for the selected options 
will be generated again, resulting in multiple transactions for each client. In this case please 
contact the Provet IT Service Desk for assistance. 

The options in the lower section of the End of Month procedures window can be used if you wish 
to print basic reports. However, additional functionality for these options is available from the 
following areas: 

�  Print Aged Debtors - Go to: Main menu > Clients module > Reports menu > Aged 
Debtors. 

�  Print Invoice/Statements - Go to: Main menu > Clients module > Reports menu > 
Invoice/Statement Run. 

�  Print Statements - Go to: Main menu > Clients module > Reports menu > Statement Run. 
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Aged Debtors report 

The Aged Debtors report lists all clients owing money to the clinic and displays how long the 
money has been outstanding (Current, 30 days, 60 days, 90+ days). It provides a useful summary 
of the money that is owed to the clinic and how long it has been outstanding. 

To print the Aged Debtors report 

��  Go to: Main menu > Clients module > Reports menu > Aged Debtors. 

 

��  In the Set Current Report Date window, in the Date From and Date to boxes, type a date 
range for the report. 

�  Optional: You can include and/or exclude specific client markers in the report by using 
the Marker Options  and 2nd Marker Options fields. Click the Select button to the right 
of the corresponding field to choose the markers you wish to include or exclude. 
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�  Note: Select the Save Analysis to Client Records check box to save the debtor analysis 
to the client record. This can then be an option for selection in the Marketing Schedule. 

�  Note: You can export the Aged Debtors report to Excel by selecting the Send to Excel 
check box. 

��  Click OK. 

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

�  The Aged Debtors report will print to the selected destination. 

 

The client's aged amounts will be updated, and can be displayed by clicking the Settings tab on 
the Client Details window. 
 

Printing Client Invoice/Statements 

Statements for individual clients can be generated at any time by clicking Statement from the 
Client Details window for the selected client. 

Printing all statements or invoice/statements should be a regular end of month activity.  

Some clinics may choose to do this more frequently (for example fortnightly). If statements or 
invoice statements are run at any time other than month end, this must be set up in maintenance. 
Go to: Main menu > Maintenance module > Maintenance menu > System defaults > 
Financial tab. 

In the Client Financial area select the following option: 

 

Before statements or invoice/statements can be printed, the report format must be selected from 
Main menu > Maintenance module > Maintenance menu > Report Formats. Separate options 
are available for Statements and Invoice/Statements. 
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To print statements or invoice/statements  

Go to: Main menu > Clients module > Reports menu > Invoice/Statement Run or Statement 
Run. 

  

��  In the Current Period boxes, type the date range for when you want to print your 
invoice/statements. 

��  To print invoice/statements for selected clients, select Selected Clients. The following 
additional fields will be displayed. 

 
�  In the From Client Lastname and To Client Lastname boxes, type the client last name 

range for whom you wish to print invoice/statements. 

�  Click Select to the right of the Client Marker field to include or exclude clients with a 
selected marker from the invoice/statement run. 

�  Click Select to the right of 2nd Marker Option  field for an additional client marker 
selection. 

��  To print a Clinic Based Copy (multiple invoice/statements per page) or a Client Order list 
(lists the debtors, with markers and addresses in alphabetical order by code), select either of 
these options. 

��  To exclude clients with a credit balance or balances below a certain amount, check the 
Exclude clients in credit or under check box and enter the amount in the field provided. 

��  To save the aged analysis to the client record, select the Save aged analysis to clients record 
check box. 
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��  To sort the invoice/statements by client marker, select the Sort by client marker check box. 

	�  To print a statement message for clients with overdue balances of 1, 2 and 3 months, click the 
1 Month, 2 Month and 3 Month list arrows, and select the statement messages. These 
messages are set up in Main menu > Maintenance module > Maintenance menu > Codes 
and Descriptions > Invoice messages.  


�  Click OK. 

�  The invoice/statements will print to the selected destination. 
 

Updating the Close Period for Debtors 

When you enter a closing date for debtors no further invoices or payments can be dated prior to 
the date you enter. 

This is important because when you next print your Invoice/Statements they will be in a new 
period and any transactions that were entered in the previous period will be missed.  

You should enter a close period date for debtors immediately after you print your 
invoice/statement run. 

To update the close period for Debtors 

��  Go to: Main menu > Maintenance module > Maintenance menu > Close Period. 

 

��  In the Period Closing Date window, type the last day of the month for which statements 
have been run in the Debtors Closing Date box. 

��  Click OK. 

Only client transactions dated after the Debtors Closing Date can be entered into VisionVPM. If 
a transaction with an earlier date is entered, the following message will be displayed: 

 

The date on the item will need to be changed to a date after the Debtor Closing Date, for 
example, 1 Feb 09. 
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Creditor Reconciliation 

The Creditor Reconciliation checks that the total of all the creditor accounts is in balance with 
the Creditor control account. The reconciliation identifies any problem transactions and gives 
you the opportunity to correct them.  

To perform a Creditor Reconciliation 

��  Go to: Main menu > Suppliers module > Reports menu > Creditor Reconciliation. 

 

��  In the Date Selection window, in the To Date box, type the date for which you wish to run 
the report. 

��  Note: The From Date will display your Year Begins date. This should not be changed. The 
Year Begins date can be checked by going to Main menu > Maintenance module > 
Maintenance menu > Company Information. 

��  Click OK. 

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

�  The Creditor Reconciliation report will print to the selected destination. 

 

�  If any amounts are displayed in the Difference column please contact the Provet IT 
Service Desk for assistance in correcting these amounts. 
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Stock Control Check 

This procedure will find transactions that may adversely affect the Stock Adjustment journal and 
should be completed prior to running the Create COS Journals. 

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

�  Check any entries that are displayed and rectify. 

�  If you need assistance with correcting the entries, please contact the Provet IT Service 
Desk. 

 

Updating Stock on Hand 

The update stock on hand routine provides a means of generating cost of sales for the items that 
have been sold. This routine should be run on a monthly basis.  

Run the Update Stock on Hand routine when all supplier invoices that relate to the previous 
calendar month have been entered.  

If you electronically download invoices, ensure that all invoices have been downloaded, checked 
and saved for the period when you are creating the cost of sales figures. 

For example, if the current month is July, you should not run this procedure until you have 
entered all supplier invoices for June. You will usually have completed entering supplier invoices 
by the 20th of the month. 

There are two steps in the Updating Stock on Hand process:  

��  Create COS Journals. 

��  Print the COS breakdown report. 

Update stock on hand 

��  Go to: Main menu > Stock module > Stock menu > Update Stock on Hand > Create COS 
Journals. 

 

��  Click OK.  
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��  In the Update Stock on Hand window, check the From and to dates for when you wish to 
create the cost of sales figures. This would normally be the previous month. 

�  If you are using departments, select the Calculate cost of sales for each department 
check box. 

��  To ensure that your Stock Control account displays the correct balance at the end of each 
period, select the Create G/L entries for any purchase price variations or rounding 
adjustments check box. 

NOTE: If this is the first time that you are selecting Create G/L entries for any purchase price 
variations or rounding adjustments, a full stock take should have been competed and entered 
into VisionVPM. 

What happens when I select Create G/L entries for any purchase price variations or rounding 
adjustments? 

VisionVPM checks that the total of all the stock item accounts balances with the Stock 
Control account. 

There are three steps to this process: 

1. Stock Valuation calculation = stock on hand quantity (for each item) * average cost of 
stock item. For example, $26,740. 

2. Stock Adjustment calculation = Stock Valuation - Stock Control account balance. For 
example, $26,740 - $25,000 = $1,740. 

3. In this example, the difference of $1,740 is credited to the Stock Adjustment account and 
debited to the Stock Control account. 

Result: The Stock Control account balance is now $26,740. 

Stock Adjustment account 

The Stock Adjustment account is a General Ledger control account and should be set up as a 
Purchase type and zero-rated for GST. 



66�
�$�

�

Average Cost 

The average cost for each stock item is calculated on the total purchase amount / total 
quantity of items purchased. 

VisionVPM calculates the average cost from the later of: 

�  Year Begins Date in Maintenance > Company Information  

OR   

�  Average Date in Maintenance > System Defaults > Stock tab. 

Why wouldn't my stock accounts be in balance with the Stock Control account? 
The following items can result an inbalance: 

�  Purchase price variations (purchase price is different from average cost). 

�  Posting an entry directly to the Stock Control account. 

�  Changing the date from when you calculate your average cost. 

�  Deleting stock items if you are looking at a prior date. 

��  Click OK. 

To print the COS Breakdown Report 

��  Go to: Main menu > Stock module > Stock menu > Update Stock on Hand > COS 
Breakdown Report. 

 

��  Type the end date you ran Update Stock on Hand into the available field.  

��  Click OK. 

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

�  The COS Breakdown Report will print to the selected destination. 
 

Bank Reconciliation Check 

If you are using the General Ledger module in VisionVPM you should run the Bank 
Reconciliation Check for the previous 10 statements, to ensure your bank statements are correct. 
This report shows the closing balances for the selected sequence of statements. 

��  Go to: Main menu > Maintenance module > Maintenance menu > Database Maintenance 
> GL Maintenance > Check Bank Reconciliation. 
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��  Enter the numbers of the statement range you wish to review.  

  

��  Enter the Opening Balance from the first statement of the selected series. 

��  Click OK. 

�  A report displaying the statement numbers and closing balances for each statement will be 
generated, similar to the one below: 

 

You should check the closing balances of each statement against your printed statements and if 
you find that a Closing Balance in VisionVPM does not match the printed statement you will 
need to go back into that statement number, as a previous reconciliation, and resolve the issue. 
This may require unreconciling the entire statement and re-reconciling again. If you require 
assistance please contact the Provet IT Service Desk. 
 

Reversing incentive discounts 

Incentive discounts are meant to be an incentive for clients to pay promptly. If the date the 
payments were due has passed and a payment has not been made, these incentive discounts 
should be reversed. This should ideally be done as soon as the payments are overdue, but must be 
done before the next batch of invoice/statements are sent out at the end of the month. 

��  Go to: Main menu > Clients module > Reports menu > Check Expired Discounts. 

 

��  Click Yes to proceed. 
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��  Enter the statement date when the discounts were applied in Month Closing Date. 

��  Enter the date that the reversals will be shown as invoiced in Entry Reversal Date. This 
should be the first day that payments were no longer eligible for the incentive discount. For 
example, if payment was due by 20 February 2009 to be eligible for the incentive discount, 
the Entry Reversal Date should be 21 Feb 2009. 

The Prompt Discount List window will be displayed. 

 

��  To leave the discount applied, click into the Reverse column and delete the *. 

��  To print the list of incentive discounts click Print List .  

��  When all required changes have been made, click Update. 

VisionVPM will create negative invoices for those lines where there is a * in the Reverse 
column and these invoices can be viewed from the Client Activity window. 
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Updating the Close Period for Creditors and General  Ledger 

When you enter a closing date for Creditors and General Ledger no further transactions can be 
dated prior to the dates you enter. 

This is important to ensure that no transactions are entered in previous periods after final reports 
have been run. Entering transactions into a previous period could have implications for GST, for 
example. 

You should enter a close period for Creditors after you have entered all supplier invoices for the 
month. This would usually be completed by the 20th of the month. 

You should enter a close period of General Ledger  

To update the close period for Creditors and Genera l Ledger 

��  Go to: Main menu > Maintenance module > Maintenance menu > Close Period. 

 

��  In the Period Closing Date window, in the Creditors Closing Date and the General Ledger 
Closing Date boxes, type the last day of the previous month. 

��  Click OK. 

Only transactions dated after the Closing Dates can be entered into the Suppliers, General 
Ledger, Stock or Payroll modules. If a transaction with an earlier date is entered, the following 
message will be displayed: 

 

The date on the item will need to be changed to a date after the end of the current close period. 
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End of Year procedures 

There are several activities that should be completed before, on and after the financial year.  

These procedures should be run prior to the end of year stock take: 

�  Department/Overall Stock Differences 

�  Date for calculating average stock cost 

�  Average Cost Differences 

�  Stock Control Check. 

These procedures should be run at the end of year: 

�  Creditors Management 

�  Stock Take. 

These procedures should be run after the end of financial year: 

�  Check Entries 

�  Debtors Management 

�  Update Stock on Hand 

�  Stock Variance 

�  Payroll Management (if applicable) 

�  General Ledger Management 

�  End of Year Rollover. 
 

Prior to End of Year Stock Take 

These procedures should be run prior to the end of year stock take: 

�  Department/Overall Stock Differences 

�  Date for calculating average stock cost 

�  Average Cost Differences 

�  Stock Control Check. 

Department/Overall Stock Differences 

��  If you are using departments run the Department/Overall Stock Differences report. 

��  This will display a list of those stock items where the on hand quantity does not equal the 
total of all the departments on hand quantities. 

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

�  Print this report if there are any differences.  

�  To rectify the differences, for each stock item on the list, go to Main menu > Stock 
Module > Stock menu > Stock Details > select stock item > More Commands > Dept 
Overall Differences. 
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Date for calculating average stock cost 

It is advisable to update the date from when the average cost is calculated in Main menu > 
Maintenance module > Maintenance menu > System Defaults: 

 

This date should be the same as your Year Begins Date in Main menu > Maintenance module > 
Company Information. When the cost date is more current, the average cost will remain more 
current.  

Average Cost Differences 

This will display a list of stock items where the Average Cost on the Stock Details window is 
different to the calculated average cost.  

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

��  Enter your Year Begins Date from Main menu > Maintenance module > Company 
Information.  

��  You should correct any differences on each stock item by going to Main menu > Stock 
module > Stock Details > select stock item > Commands > Calculate Average Stock 
Purchase. 

Stock Control Check 

This procedure will find transactions that may adversely affect the Stock Adjustment journal and 
should be completed prior to running the Create COS Journals. 

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

�  Check any entries that are displayed and rectify. 

�  If you need assistance with correcting the entries, please contact the Provet IT Service 
Desk. 
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At End of Year 

These procedures should be undertaken at year end: 

�  Creditors Management 

�  Stock Take 

�  Stock Variance Report 

Creditors Management 

��  Ensure all suppliers invoices dated up to and including the end of year date are entered.  

��  If goods have been received with no invoices up to and including the end of year date, enter a 
Goods Receipt for these items. 

��  If you electronically download supplier invoices check the e-Order pending Invoice List has 
been cleared for goods received up to and including the end of year date. 

��  Perform Creditor Reconciliation. 

��  Update Close Period for Creditors. 

Stock Take 

Ideally, the stock take should be done on a single day, the last day of the financial year. The data 
can be entered at a later time if necessary, but all the data entry must use the date of the stock 
take. 

Check stock take settings in Maintenance 

��  Go to: Main menu > Maintenance module > Maintenance menu > System Defaults > 
Stock tab > Use a zero stock take. 

�  If you wish to process a zero stock take, make sure this option is selected and follow the 
Zero Stock Take instructions 

�  If you wish to use your existing stock levels as a guide, do not select the above option. 

Counting the stock take 

There are several ways a stock take can be done. It can be done using the e-Order integration 
with or without a handheld scanner, or by just using VisionVPM: 

��  Go to: Main Menu > Stock module > Stock menu > Stock Taking > Stock Taking Options 
> Print the stock report. 

��  Select the required options. 

Entering the stock take count into VisionVPM 

If the stock take has been processed using the e-Order integration with VisionVPM the 
information can be transferred from e-Order to VisionVPM. 

If a non e-Order stock take has been processed the information needs to be entered manually: 
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��  Go to: Main Menu > Stock module > Stock menu > Stock Taking > Stock Taking Options 
> Edit the stock take. 

��  Select the required options. 

Stock Variance Report 

��  Go to: Main Menu > Stock module > Reports menu > Stock Variance Report. 

��  Enter the stock take date. 

��  Select required options. 

��  Click OK. 

Further information on stock taking is available in the Stock manual. 
 



66�
�/�

�

After End of Year 

These procedures should be run after end of year: 

�  Check Entries 

�  Debtors Management 

�  Update Stock on Hand 

�  Stock Valuation 

�  Payroll Management (if applicable) 

�  General Ledger Management 

�  End of Year Rollover. 

Check Entries 

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

��  From the Database Maintenance window, click Check Entries. 

��  From the Set Current Report Date window, in the From Date and To Date boxes, type the 
date range that you wish to use. This would normally be the previous month. 

��  Click OK. 

The Database Maintenance window will display any transactions that need to be fixed. For 
assistance with fixing these entries, please phone the Provet IT Service Desk. 

Debtors Management 

��  Perform a Debtors Reconciliation 

��  Apply necessary fees and discounts. 

��  Check all Debtor statements are in order. 

��  Print Aged Debtors report. 

��  Print client Invoice/Statements or Statements. 

��  Update Close Period for Debtors. 

	�  Review Aged Debtors for problem accounts that should be written off. 

Update Stock on Hand 

This should only be done when the full stock take for the end of year has been entered into 
VisionVPM. 

��  Go to: Main Menu > Stock module > Stock menu > Update Stock on hand > Create COS 
Journals. 

��  Check the dates are for the previous month. 

�  If you are using departments, select the Calculate cost of sales for each department 
check box. 
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��  Select Create G/L entries for any purchase price variations or rounding adjustments. 

�  VisionVPM will calculate the cost of sales for the month as displayed above. 

�  A COS Breakdown report can be printed. 

Stock Valuation report 

��  Go to: Main menu > Stock module > Stock menu > Update Stock on Hand > Stock 
Valuation. 

 

��  Enter the date to which you want the stock to be valued. 

��  Click OK. 

�  VisionVPM will display the value of your stock and the total of your stock control 
account. 

�  A stock valuation report can be printed. 

Payroll Management (NZ clients only) 

The Payroll is selected by date range, so it is not closed off at the end of the financial year. 

Employee information and transactions can still be accessed prior to the end of the financial year.  

Entitlements will also remain on the records for holiday and sick pay.  

Following are suggested reports to print, so a hard copy can be kept on file for the year. Select 
the beginning and end of year as the date range. 

Company 

�  Pay Totals 

�  Go to: Main menu > Payroll module > Reports menu > Pay Totals 

�  Leave Totals 

�  Go to: Main menu > Payroll module > Reports menu > Leave Totals 

�  Holiday Entitlements 

�  Go to: Main menu > Payroll module > Reports menu > Holiday Entitlements 

Employees 

�  Employee Pay Records 

�  Go to: Main menu > Payroll module > Payroll menu > Employee Records > Select 
Employee(s) > Print > Employee Pay Records 



66�
/$�

�

�  Employee Leave  

�  Go to: Main menu > Payroll module > Payroll menu > Employee Records > Select 
Employee(s) > Print > Employee Leave Records 

Allowances and Deductions 

�  Allowances and Deductions Report 

�  Go to: Main menu > Payroll module > Payroll menu > Allowances and Deductions > 
select Allowances(s) / Deduction(s) > Print > Allowance Pay Records. 

�  Allowances and Deductions Totals 

�  Go to: Main menu > Allowances and Deductions > select Allowances(s) / Deduction(s) 
> Print > Allowance Pay Totals. 

Inactive Employee Records 

�  Employee Pay Records 

�  Go to: Main menu > Payroll module > Payroll menu > Inactive Employee Records > 
Select Employee(s) > Print  > Employee Pay Records 

�  Employee Leave Records 

�  Go to: Main menu > Payroll module > Payroll menu > Inactive Employee Records > 
Select Employee(s) > Print  > Employee Leave Records 

Enter Close Period for Payroll. 

�  These reports can be printed at any time and do not have to be printed before the first pay run 
of the new financial year. 

General Ledger Management 

��  Check all bank reconciliations are complete and in order. 

��  Perform a GST reconciliation: Go to: Main menu > General Ledger module > Reports 
menu > GST Reconcile. 

�  If you have paid GST to the Inland Revenue Department by a Cashbook payment to the 
GST Control Account, this transaction will appear in the list. This transaction is not a 
problem and can be ignored. 

�  If you post into a separate GST paid account then this entry will not be displayed in the 
GST reconcile report. 

��  Run financial reports: Trial balance / Profit and Loss / Balance Sheet.  

�  Go to: Main menu > General Ledger module > Reports menu > Financial Reports.  

�  Check these reports and make any corrections required before proceeding. 

��  Update the Close Period for General Ledger. 
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��  Hand over reports to external accountant. Many accountants have fairly specific requirements 
regarding annual reports, but generally the following are considered useful: 

�  Aged Debtors for every month of the financial year 

Main menu > Clients module > Reports menu > Aged Debtor. 

�  Aged Creditors for every month of the financial year 

Main menu > Suppliers module > Reports menu > Aged Creditors 

�  Stock Valuation (following stock take) 

Main menu > Stock module > Stock menu > Update Stock on Hand > Stock Valuation 

�  Financial Reports including Trial Balance, Profit and Loss, Balance Sheet and GST report 

Main menu > General Ledger module > Reports menu > Financial Reports 

�  Account Activity reports for every GL account from beginning of financial year to end of 
financial year. 

Main menu > General Ledger module > Reports menu > Reports > Activity  

��  Input journal entries for adjustments that accountant makes. You will have to remove the 
Close Period Dates for the modules that you wish to access. 

	�  Ensure that General Ledger reports balance with the accountant's reports. 
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End of Year Rollover 

VisionVPM offers the option to roll over at the end of a financial year. End of Year Rollover 
should only be performed when your General Ledger reports balance with your accountant's 
reports.  

It is not mandatory in VisionVPM that an End of Year Rollover is done. However, an increasing 
number of Accountants are asking their clients to perform an End of Year Rollover. 

This rollover will close off the financials and create new opening balances for your balance sheet. 
A rollover prevents any accidental posting of information back into a period that has already 
been filed with the taxation department.  

A rollover does NOT remove any records from VisionVPM. 

NOTE: A special backup that is retained for reference should be generated before the rollover 
takes place. This backup should be stored separately from your normal backup system as this is 
an annual backup that may have to be referred back to. 

Prior to processing an End of Year Rollover  

��  Ensure that all General Ledger reports balance with your accountant's reports for the number 
of financial years that you are going to roll over. 

��  Go to: Main menu > Maintenance module > Maintenance menu > Database Maintenance 
> Check Transactions to perform the Check Entries routine for the entire year. There 
should be no transactions listed. 

��  Go to: Main menu > Clients module > More Reports menu > Debtor Reconciliation to 
perform a Debtor Reconciliation. This should be in balance. 

��  Go to: Main menu > Suppliers module > Reports menu > Creditor Reconciliation to 
perform a Creditor Reconciliation. This should be in balance. 

��  Perform a One-off Back up of your Database. 

To perform an End of Year Rollover 

��  The End of Year rollover MUST be done on the SERVER and all other workstations must be 
OUT of VisionVPM 

��  Go to: Main menu > Maintenance module > Maintenance menu > End of Year Rollover. 

 
The rollover can only proceed if you click Yes to the Backup message. 
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��  The Current Year Begins Date is loaded automatically and should be the date displayed in 
Main menu > Maintenance module > Maintenance menu > Company Information. 

�  It is advisable to retain 2 years concurrent information. So during 2009, your Year Begins 
date will be, for example, 1 April 07. 

��  Check the New Year Begins Date is correct.  

When the rollover proceeds, it will automatically update the Year Begins date in Main menu 
> Maintenance module > Maintenance menu > Company Information. 

��  Click OK. 

Note: The Year Begins Date should ONLY be changed through performing an End of Year 
rollover. This date should not be changed manually, except where there are multiple clinics as 
described in the end of year rollover procedure for multiple clinics. 

 

Data Transfer Clinics - End of Year Rollover 

The EOY Rollover procedure is performed ONCE ONLY at the Main Clinic. 

Follow the procedures in End of Year Rollover. 

You will need to advise your other clinics of the new Year Begins date. This must be changed 
AFTER a successful data transfer, and BEFORE the clinic commences work the next day. 

To change the Year Begins Date: 

��  Go to: Main menu > Maintenance module > Maintenance menu > Company Information 
> Year Begins. 

��  Change the date to the new Year Begins date as advised above. 

��  Click Save. 

On saving the following prompt will be displayed: 
You have changed the financial year begins date. This should only be done if advised by 
VisionVPM staff to do so, and a password will now have to be entered. Continue? 

�  You will need to call the Provet IT Service Desk for this password. 
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