The Jockey Club

INFORMATION
SIS YSTEMS

Veterinary Management
Software

WinVMS System - User’s Guide

Version 1.x.x

February, 2004

Copyright © 2004 The Jockey Club Information Systems, Inc.



TABLE OF CONTENTS

TABLE OF CONTENTS
AVAILABLE REPORTS

PROCEDURE REPORTS

MASTER REPORTS

Misc. REPORTS

A/R TRANSACTIONS REPORTS

MONTH END BILLING

MONTH END BILLING — CLOSING REPORTS
ADDITIONAL REPORTS

MENU OPTIONS

MASTER FILES MENU
PROCEDURES MENU
MONTH END BILLING MENU
REPORTS MENU
Master Reports
Miscellaneous Reports
Additional Reports
1. PRINT LABELS
A/R TRANSACTIONS MENU
SETUP/SUPPORT MENU
Administration
Billing Setup
Master Address Forms
Maintenance Menu
User Maintenance
About Veterinary Management
FIELD COLORS
GENERAL STEPS TO ADD INFORMATION INTO THE SYSTEM
GENERAL STEPS TO EDIT INFORMATION IN THE SYSTEM
GENERAL STEPS TO DELETE INFORMATION FROM THE SYSTEM
INACTIVE RECORDS

GETTING STARTED

GETTING STARTED — JUST THE BASICS
FIRST, SET UP YOUR PRACTICE

SET UP YOUR ORGANIZATION

REVIEW MASTER LISTS

BILLING PERIOD CONTROL

PAYMENT APPLICATION CODES
SERVICE CHARGE FORM

CLIENT FORM

HORSE TYPE

WWWWWWWwWwwWw W WWwwWwwWwWwwWwwWwWwWwWwWwWwWwWwWwWwWwWwww W Wwwwwww w N

Page 2 of 131



HORSE FORM

PROCEDURE CATEGORY
PROCEDURE MASTER

INITIAL A/R CLIENT BALANCES

DETAILED WALK THROUGH

LN~ WNE

9

SET UP YOUR PRACTICE:

SET UP YOUR ORGANIZATION

“CONFIG” BUTTON IN THE “ORGANIZATION ENTRY/EDIT” FORM
REVIEW ENTRIES IN THE “MASTER PICK LIST” FORM [OPTIONAL]
G/L ACCOUNT REVIEW [OPTIONAL]

PAYMENT APPLICATION CODES FORM

SERVICE CHARGE TYPE ENTRY/EDIT FORM [OPTIONAL]

HORSE TYPE ENTRY/EDIT FORM

CLIENT ENTRY/EDIT FORM

10. HORSE ENTRY/EDIT

11. PROCEDURE CATEGORY ENTRY/EDIT FORM
12. PROCEDURE MASTER ENTRY/EDIT FORM
13. INITIAL A/R CLIENT BALANCES FORM

HEALTH RECORD ENTRIES
PROCEDURES

©COoN~LNE

P

ADDING PROCEDURES THAT HAVE BEEN PERFORMED ON HORSES
ADDING MASS PROCEDURE ENTRIES

EDITING MASS PROCEDURES

DELETING A MASS PROCEDURE

SCHEDULE PROCEDURE ENTRY/EDIT SAMPLES

PROCEDURE CATEGORY ENTRY/EDIT

PROCEDURE MASTER ENTRY/EDIT

PURGE PROCEDURES PERFORMED

ROCEDURE REPORTS
1.
2.
3.
4,
5.

PROCEDURE CATEGORY LISTING
PROCEDURE MASTER LISTING
PROCEDURE PERFORMED REPORT
MASS PROCEDURE REPORT
PROCEDURE SCHEDULE REPORT

MONTH END BILLING
REGULAR BOARD BILLING

Processing the Billing

BILLING REPORTS
MONTH-END CLOSING
SAVING AND RE-PRINTING INVOICES

Saving Invoices
Retrieving Invoices

MAINTAINING CLIENT BALANCES
A/R TRANSACTIONS

1. Adding Direct Charges/Credits
2. Editing Direct Charges/Credits

WWW W WWWWWwwWwWw W WWwWwwWwWwWwWwWwWwWwWwWwWwWww W W0OWwwwWwwwwWwwwwwww w wwww

Page 3 of 131



3. Adding Receipts
4. Editing Receipts
A/R TRANSACTIONS REPORTS

REPORTS

MASTER REPORTS
Misc. REPORTS

SETUP/SUPPORT

ADMINISTRATION

BILLING SETUP

MASTER ADDRESS FORMS
MAINTENANCE MENU

USER MAINTENANCE

ABOUT VETERINARY MANAGEMENT

MAINTAINING DATA
OPTIMIZE DATAFILE
BACKING UP YOUR FILES
CREATING A BACKUP SET
HOW TO REACH US

W W W W W WWWWWWw W Ww wWw wWwww

Page 4 of 131



AVAILABLE REPORTS

Procedure Reports

Procedure Category Listing
Procedure Master Listing
Procedures Performed Report
Mass Procedure Report

Procedure Schedule Report
Scheduled Procedures Due Report

Master Reports

Misc

Horse Listing

Client Listing
Trainer/Farm Listing
Horse Type Listing

. Reports

Arrival Report

Departure Report

Print Departure Form

Health Records Report
Mini-Pedigree

Veterinarian Charges Report

A/R Transactions Reports

Direct Credit/Charge Report
Cash Receipts Report
Aged A/R Balance

Service Charge Listing

Month End Billing

Pre-billing Report

Monthly Direct Credit/Charge Report
Monthly Cash Receipts Report
Boarding Charges Report
Preliminary Aged A/R Report

Print Invoice

Closing Summary Report

Service Charge Report

Page 5 of 131




Month End Billing — Closing Reports

Board & Procedures Revenue Journal
Suppressed Revenue Journal

Cash Receipts Journal

Direct Credit/Charge Journal

Service Charge Journal

Closing Summary

Aged A/R Balance

Additional Reports

Print Labels

Page 6 of 131



MENU OPTIONS

Master Files Menu

VELENIIRTY IV dIEUENER Lo uVal e

i#] Master Files [ | TrainerFarm Ertry Edit
Procedures [ | Cliert et Entry /Eclit
honth End Billing [ |Hor=e Entry/Eclit
Repartz [ [Horze Type EntryEdit
AR Transactions [ | Procedure Category Entry/Edit
SetuprSupport [ | Procedure Master Entry/Edit

Lizt of forms that will allow the user to edit the "Master™ tables.

x| ?]

Exit Program Help

Procedures Menu

S Erins Er e ST SO AT E
VELETITIE Y AVIHTTHYENERLIS O] UVETE:
B | Master Files [ | Procedure Performed Entry/Edit =|Procedure Category Listing
P | Procedures Procedure Master Listing
B | Month End Billing = |Procedure Performed Repart
B | Reports =|Ma== Procedure Report
B | AR Tranzactions = |Procedure Schedule Report
P | SetuprsSupport = | Scheduled Procedures Due
Print a complete listing of all procedures that can be assigned to a horse(s). x ? |
Exit Program Help
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Month End Billing Menu

VeterinanManagement Seriware

[v|v|v[¥]v|v
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Reports Menu

Master Reports

VeterinanManagement Seriware

—
>
=5

[v|v|v|v|v]v
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Miscellaneous Reports

VeterinanManagement Seriware

—
>
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=
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Additional Reports

1. Print Labels

Veterinan MenadgementSenware

—

—
=

[v|v|v|v|v|v
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A/R Transactions Menu

VeterinanManagement Seriware

=
>
=
IS
¥
>

Setup/Support Menu

Administration

Veterinan MenadgementSenware

=
=
I
=
=
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Billing Setup

MainMenw
VEIETITEY A ATTHYENENIIS O UVl E:

B | Administration A% Billing Period Cortral
H Billing Setup A8 2R Aging Maintenance
B |Mazter Address Forms 28| Paymert Codes Ertry/Edit
B |Maintenance Menu A% Service Charge Type Entry/Eclit
B |Lzer Mairtenance A% Services Tax EntryiEdit
[ | About Weterinary Management

Mazter Files
Procedures
haonth End Billing
Reports

AR Transactions
Setup/Support

lems that help user set up billing system. Used mainly when the system is
firzt installed. x

?]

Exit Program Help

Master Address Forms

MainMenw
VELENII=RTY IV dIEUENER Lo uval e

haster Files B | Administration | Master StatesCounty Entry Bt
Procedures P | Billing Setup A% Master ZIP Code Entry/Eclit
Month End Billing i¥]Ma=ter Address Forms A% Master Country ErtryEcdit
Reports B | Maintenance Menu

AR Transactions B |Uzer Mairtenance

Setup/Support [ | About YWeterinary Management

Allow the user to make changes to the master lists used for address inthe
client and farm forms. x

?]

Exit Program Help

Maintenance Menu
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VeterinanMenagementSeiware

B
=

=
>
=
=
IS
>

User Maintenance

VeterinanManagement Seriware

[v|v|v|v|v]v

About Veterinary Management
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ManMenw
VEIETITEY A ATTHYENENIIS O UVl E:

Adminiztration

Billing Setup

Master Address Forms
Maintenance Menu

Us=ser Maintenance

About Veterinary Management

Mazter Files
Procedures
haonth End Billing
Reports

AR Transactions
Setup/Support

Displays information about this version of Horse Farm Management. x

?]

Exit Program Help

B3 About - Program Information |
The JDCkE‘F Club Veterinary Management
- Software e
INFORMATION | version: 1.0.4-
— ISYSTEMS
Copyright @ 2004 Warning: This computer program is protected by
The Jockey Club copyright ke and international tresties. Unauthorized \@
Infarmation Systems, Inc. reproduction or distribution of this program, or any
portion of it, may result in zevere civil and criminal
Phone: 1-800-333-1778 or penalties, and will be prosecuted to the maximum extert
(859) 224-2800 possible under sy,
FAX: (859) 224-2810
Computer's Mame: TJCI=31 JET Engine version iz 3.51 (Uzer: Admin)
UzerlD: alo (Metwark: alo) Current Code is CProgram FilesiThe Jockey
Procezzar Type: Pentium (# of CPLL 1) Clubdviny =i viny M= 32 . mde
05 Platform: Windowes MT Currert Code Size iz 25 604 416 hytes
0= wersion: 5.0 (Build 2195
Runtime: COProgram FilesWWocess 37 Runtimet, Current Databasze is COProgram Files\The
Screen Mode: 1,280 by 1,024 (Colar: Unk) Jockey CIthnVMSWetDatafihﬁi‘-.mdh\
Memory: 261 592K (37 024K Aval.) Currert Database Version is 212 ‘
Avgilable Memory Widual: 1,948 648K Mumbet of Concurtent users 1
Current Databaze Size is 1,605 632 bytes

Note: This is an informational page. You can check to see which WinVMS32
Version you are currently running (this example is Version 1.0.4) (A) or you can
verify the location of your datafile32.mdb (this example shows the Current
Database is located in

C:\ProgramFiles\The Jockey Club\WinVMS\Vetdatafile32.mdb) (B).
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General Information about Veterinary Management Software

Field Colors
Throughout the program you will see different colored fields for entry.

Yellow fields: Require information to be entered before the record can be saved.
Green fields: These fields appear in pairs and indicate that information must be
entered in either one or the other field (or both fields).

White fields: Indicate that the information is optional, but it would be in your best
interest to fill in as much information as you can.

Gray fields: Are “display only” fields and do not allow users to make any
changes.

Tip: To see when a record was updated and who updated it, look in the
“Last Update” field (at the bottom of the form) for the date and time and in
the User ID for the ID of the person that made the entry.

General steps to add information into the system
There are two basic ways to add information into the system. Most of the
entry forms have an ADD button that opens the form and allows the user
to enter the new information. On some forms, the information is presented
to the user in a list format. On these forms the last entry in the list will be
empty. As soon as the user enters any information in this empty line, a
new empty line will be created below that line.

General steps to edit information in the system
To edit existing information, the system has been designed to allow the
user to first “lookup” or find the record that needs changing. Once the
record has been located, most forms allow the user to directly change
values.

General steps to delete information from the system
The best way to delete a record is by using the DELETE button on the
listing forms. You first select the record you wish to remove and click the
DELETE button on the form. The system will prompt to double check that
you are sure you want to delete. After you confirm, the record will be
removed. Warning: Once a record has been removed, it cannot be
“undeleted”. The information would have to be re-entered by the user.
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Alternate ways to delete records currently being displayed:

o0 Select the current record by clicking the record selector (the bar on the
left most part of the form) (A), followed by the DELETE key on the
keyboard.

B3 Procedure Detail Entry

orse Hame: [Misti Moan d Savefiod |
..if? 4 TrainerFarm: |Covertry Farm ;l EilllFrEn Fe = e |
Performed Date: | 2/26/2004 Time: I
Performed By: [lones, & ;l Invoice Humber: I—
Procedure: |PAL - Palpate d
Override Desciption: ||

Unit Charge:l F20.00 Quantity:l 1 Charge:l F20.00

Appear on client invoice: [

Results:

Date Resuhts Reud: I

Future Scheduling: I Scheduling Comments:

Print comments on invoice? [~

Click for Comments: I

Last Update: I Us=er ID: I

Note: You can't delete an item if it is being used but you can mark it as
inactive.

Inactive Records
You have the option of marking records as inactive. Records that can be
marked as inactive are: Clients, Horses, Horse Types, Farms, Procedure
Categories and Master Procedures. To mark a record as inactive, open
the record and click in the box on the bottom right hand side of the screen
marked “Inactive”. When marked as inactive, that item will no longer
appear in pick lists. (A) See the examples on the next two pages.
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B Chent/Yet Entry/Edit

Name/Famm Last: (107 Prefix:
el | First: |Jim Middle: | Suffix:
Title: Farm Owner: ¥
Farm/Company Hame: |Bedfordzshire &bbey Stud Show Company Onhyi [V
Address: [521 Corporate Dr [~ Phone Humbere Frea Code: (259)
Main: |859-224-284D
City: |l exington p| cellular: - [[553-555-2752
State: |KY - -
e “eterinarian: [ * —l
— Zip: 40503 |
Fore untry: ;l =
Salutation: 0= b Carmick Maintain AR Balance: [
Tax 1D
* Spe. Sec. Ho. I— dard service charge code: |1 A5
) Fed. 1D Ho.
Trainer/Farm: |Eu:uventry Farrn =
Click for Comments: | [nactive: v
hailing Billing Chargn.as ! Receipts Horses Cther
Codes Infa. Credits Addresses
Last Update: 2I26/2004 21529 P User ID: Ialu:u
E3 Horze Entry/Edit =] E3
F Hc-rf: :ame | Horse Hame: |Misti Moon dd Mew Barn:
S Trainer/Farm Hame: |Ray Horn Racing Stahle Horze Stall:
Location: Field:
Horse Type: |Mare ;l Sex: |Ware 'I Color: [Ok B/Br ;l
Registration Ho: Tattoo HodD: (202554 Certif. Loc.:
Blood Type: - I State/Country Foaled: [FL
Date of Birth: 3MTHO96 Breed: IThorDughhred - I Deceased On:
Last Coggins: G 32003
Sire: [Formal Dinner Dam: M=z Galleria
P Grand Sire: |vwel Decorsted M Grand Sire: [Mazter Derby
P Grand Dam: |[Fartastic Flyer M Grand Dam: |Canyon Ride (GH) glnacti_\-'!e:é =
Exp. Arrival Date: I Exp. Depart Date: I Depart Hotice: I
HAmivals ! g Procedure Health
Owners Departures Boarding | Insurance Enttry | Records
Click for Comments: | /Lasrlﬁdate: | 11/13/2003 4:05:01 PM  User ID: |a|u:.

B3 Horze Type Entrv/Edit

De=cription: IMare

Daily Board Rate: |
Board G/L

$0.00

Billing System: IReguIar

Click for Comments: I

Last Update: |1 114520035 5:57:07 Ak

Uger ID: [alo
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B Trainer/Farm Entrp/Edit =[S

7 Loakup | Trainer/Farm Hame: |Covertry Farm Oowner: |Tony Citaiano

Manager: [Kevin Keegan Contact:  [Misti

Address: [112 Deer Haven Drive e Ll Frea Code: (259)

Main: |(859) 555-0697
b =l
@\ Cityz [Verszailes
—
State: [K% -
Zip: |40383
Country: ;I
Click for Comments: | Inamwg“ 7
Last Update: | 2I26/2004 22238 P User ID: |a|-:.

B2 Procedure Category Entiy/E dit =] E3

Category Hame: ILahratu:ur':.-'

F Departure Print: Mo -

G/L Account Ho: |3|:|n4|:u:|n

Click for Comments: |

Last Update: | 1172042 it 1 User ID: |a||:.

B Procedua Waster Entiy/E dit

Procedure Mastertame: IGEIV - Gentocin [V

ra Breeding Procedure:

Unit Price: I LA \w 1 Movement/ Transfer Procedure:
Health Type:

Proc. Categonys IRoutine Coggins Procedure:
ArrivalDepart Procedure:

Recurring Procedure:

O

Departure Print: I - I

Category G Acct.: |3006000
Querride G/L Acct.:

Click for Comments:

Last Update: 1M 302003 75215 AWM User ID:  [ojf
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GETTING STARTED

For this “Getting Started” section, all of the different methods of
entering/editing data are not covered. While the system can handle many
types of practices and operating styles, this section is meant to show the user
just one way of using the software. This “quick start” will give most users a
straightforward way to immediately begin using the system.

Getting Started — Just the Basics
After the Veterinary Management Software has been installed and you
have called The Jockey Club to complete the registration process, you
should take the following basic steps in order to begin setting up and using
the program. Please keep in mind that some steps must be completed
before you can continue to the next step. For example, you will need to
set up your client list before you set up your horses, because the system
requires that you enter the horse ownership before exiting the horse
master screen.

The following is the recommended order for entering your information.
This section also provides a brief overview. A detailed “How To”
follows this section.

First, set up your Practice
(Master Files > Client Entry/Edit)
Your practice will need to be listed as one of the available clients. On
the Client Entry/Edit form, enter your practice name, address and
phone number. You can also add any other trainers/farms that you will
be doing business with at this time.

Set up your Organization
(Setup/Support>Administration>0Organization Setup)

e Enter your company’s name and complete address as well as
your complete phone number, FAX number and E-mail address.

e Look for the box next to Print Organization Name on Invoices.
If you want your name, address, etc. to automatically appear as
the heading on your invoices, leave the “x” marked in the box. If
you are using pre-printed stationery and do not want the system
to automatically generate the heading, simply un-check the box
next to Print Organization Name on Invoices to remove the “Xx”.

e Close the Organization Entry/Edit Screen
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Review Master Lists
(Setup/Support>Administration>Master Lists Entry/Edit) (Optional)
No changes are needed unless your practice uses a different set of
terms. You should just review the categories and not make changes at
this time. This is the place to make a change if needed. If your practice
needs additional items other than those that are shown, they can be
added on the last blank line in the list. Note: The System Locked check
box is reserved for system use only. You are not able to check this box.

Billing Period Control
(Setup/Support > Billing Setup > Billing Period Control) (Optional)
The system has been preloaded with all necessary G/L codes. Only
if your practice uses specific G/L accounting codes will you need to
change them.

Payment Application Codes
(Setup/Support > Billing Setup > Payment Codes Entry/Edit)
Enter a payment application code for each of the billing

Service Charge Form
(Setup/Support > Billing Setup > Service Charge Type Entry/Edit)
(Optional)
If you charge late fees for overdue invoices, then enter codes for
each rate you plan to use.

Client Form
(Master Files > Client Entry/Edit)
Add yourself as a client (if you have not done so already) and then
add each of your clients, whether a person, farm, company, etc.
Enter as much information as you have on each client.

Horse Type
(Master Files > Horse Type Entry/Edit)
Add a “Horse Type” for each type of horse you will treat or board
and the board rate for each type. (Mare, Foal, Weanling, Yearling,
etc.)

Horse Form
(Master Files > Horse Entry/Edit)
Add all horses that are currently treating. You can add horses at
any time in the future also.

Procedure Category
(Master Files > Procedure Category Entry/Edit)

The Procedure Category serves as the parent of the procedure
master items. You can create as many categories as needed for
your practice. When adding procedure master items below, you will
be asked to select which category they are linked to. Add general
categories that your specific procedures will fall within such as:
Examinations, Vaccinations, Dispensed, and Surgery.
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Procedure Master
(Master Files > Procedure Master Entry/Edit)
Add each of the specific procedures that may be performed on a
horse and the standard charge if there is one. (Palpation,
Ultrasound, Coggins, X-Ray, Tetanus Vaccination, etc).

Initial A/R Client Balances
(Setup/Support > Billing Setup > A/R Aging Maintenance)
For each client listed, type in any outstanding balances from your
previous billing. For example if client John Smith had a balance
with you for $125.00. You would enter that amount here. Once
you generate the billing for the month. The $125.00 would show up
as the previous balance.

Page 20 of 131



DETAILED WALK THROUGH

The following section outlines the step-by-step process of setting up your
practice’s information and entering your horses’ daily activity into the Windows
Veterinary Management Software program.

1. Set up your practice:
0 Select “Master Files” from the menu
o0 Select the "Client/Vet Entry/Edit" menu item to open the form
o Click the “Add” button. First, add each Veterinarian in your practice

B Client/Yet Entry/E dit =] 3
Mame/Famm Last: |Jones (12
el | First: [2. Middle:l
Title: [Dr. Farm Owner: |
Farm/Company Hame: [Equine Yeterinary Aszocistes Show Company Onhs [
Address: [521 Corporate Drive [~ Phone Humbere Frea Code: (259)
Main: |(859) 224-2842
City: |Lexington Cellular: ~ [ra50) 5554265 -
State: WY - -
€ e “eterinarian: ¥ 4 —l
Zip: |40503 |
Foreign Country: | h
Salutation: [Dr. Jones Maintain AR Balance: [
Tax ID )
* Spe. Sec. Ho. I— Standard service charge code: | ;l
.} Fed.ID Ho.
Trainer/Farm: |Equine Yeterinary Azsociates | |
Click for Comments: | [nactive: r
hailing Billing Chargn.as ! Receipts Horses Cther
Codes Infa. Credits Addreszes
Last Update: 2I26/2004 35545 PM User ID: Ialu:u

o Enter as much information as you can on each trainer/farm including
the main phone number, person to contact.

0 Add any other trainer/farms that you will be interacting with.

0 Close the form and return to the Main Menu
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2. Set up your Organization
0 Select “Setup/Support” from the menu
o Select “Administration” and then open the “Organization Setup” form
o Input the name, address and phone number(s) of your organization as
well as your e-mail address.

E3 Organization Entrp/Edit =] B3
&

Hame: IEquine Veterinary Aszociates

Addre=ss: |521 Corporate Drive Phone: [(559)553-1212 Canfi
=uite: 921 Fax: [(559)555-1313 -

E-Mail: [billingi@yourpractice oo

Cityr [Lexington ~Logo

State: v~

Zip: W i
Countny [USA ;I Logoon Inupices: [
Click for

Invoice
Comments:

TIP:  If you enter text in the “Click for Invoice Comments” area such as Net 30,
Payable Upon Receipt or Happy Holidays, this message will appear on
all client invoices.

TIP:  If your company logo is available, you can copy it into the “Logo field” and
click the box next to “Logo on Invoices”. Your logo will then print out in
the heading on the top, right-hand side of your client invoices.

3. “Config” Button in the “Organization Entry/Edit” form
o Click on the “Config” button inside of the “Organization Entry/Edit” form

B3 Organization - Configuration

Organization Hame: IEquine “Yeterinary Associates

Print Organization

G Account: || Hame on Invoices: v
Default all reports to be
sent to the screen: [
Hon-US Only Default all horse names
Tax Hame: I d t0 uppercase: [
Tax A it Dizable the warnings
A ACCOount: I when removing bill option [
on procedure detail:

o Enter a G/L Account number for your Practice. It is not necessary to
enter information in this field. If you do not need to identify a G/L
Account number for your business, leave this field blank.

o]
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o0 For Non-US clients, identify the tax name you will be using and the
corresponding Tax Account Number.

o Look for the box next to Print Organization Name on Invoices. If you
want your name, address, etc. to automatically appear as the heading
on your invoices, leave the “Y" marked in the box. If you are using pre-
printed stationery and do not want the system to automatically
generate the heading, simply un-check the box next to Print
Organization Name on Invoices to remove the “\".

o If you want your reports to print to the screen first before printing to a
printer, check the box next to “Default all reports to be sent to the
screen”

o If you want to be able to type horse names in lower case and let the
system automatically convert them to uppercase, check the box next to
“Default all horse names to uppercase”

o If you DO NOT want the system to warn you that you have removed a
procedure from invoicing, check the box next to “Disable the
warnings when removing bill option on procedure detail”.

o0 Close the form and return to the “Organization Entry/Edit” form

o0 Close the “Organization Entry/Edit” form

4. Review entries in the “Master Pick List” form [optional]
No changes are needed unless your farm uses a different set of terms
1. Select “Setup/Support” from the menu
2. Select “Administration” from the menu
3. Select Master Lists Entry/Edit
4. Select the list category that you wish to review. This displays the
list of user choices for that category. Example: HorseBreed

B3 Master Pick Listing Entip/E dit A=]E

Pick a cateqory to edit.

Category: || -]
Address . system
ems in list: - = Locked
Billingy st u
}l BloodType e

BookStatus
Colar

FoalsSex
HorseBreed <

harelinfostatus *

La=st Update: User ID:
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B3 Master Pick Listing Entry/E dit

Pick a cateqory to edit.
Categony: [HorzeBreed| -] /@
System
ltems in list: LDM
b |2uarter Horse /r_ -
Standardired [
Tharoughbred . I
* [
Last Update: I User ID: I =

You should just review the categories and not make changes at this
time. Be aware that this is the place to make a change if needed. If your
farm needs additional items than those that are shown, they can be added
on the last blank line in the list. (A) Note: The System Locked check box
is reserved for system use only. You are not able to check this box.

5. G/L Account Review [optional]
Since the Veterinary Management Software uses General Ledger Account
numbers to allocate charges and payments appropriately, G/L Account
numbers should be identified prior to using the system.

Note: The system has been preloaded with all necessary G/L codes.
Only if your practice uses specific G/L accounting codes will you
need to change the preloaded codes.

0 Select “Setup/Support” from the menu
o Select “Billing Setup” from the second menu item
0 Select “Billing Period Control” menu item

B Biling Penod Controls M= E3
— Reqgular Billing Range:
'“rlﬂf'-'ﬂ' Starting Date
Day 2172004
- Week 4| p»
r-
-:‘:‘ BT Ending Date
FQ"““” 2/29/2004
Year
41/ r
Board Billing
Board AR Account Ho. |101
Service Charge Account Ho. 333'
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The G/L Account numbers are at the bottom of the form. Enter the Board
A/R Account Number and the Service Charge Account Number for the
Monthly Board Billing. You can leave the numbers that have been pre-
loaded or you can enter account numbers designated by your practice.

o Close the form and return to the Main Menu
6. Payment Application Codes form

Select “Setup/Support”

Select “Billing Setup”

Select “Payment Codes Entry/Edit”

Enter an Application Code (example shown is VS)

Enter a Description for the application code (can use Veterinary
Charges, Board, Board Billing, etc.)

O O0OO0OO0O0

The system is preloaded with a Default Debit and a Default Credit G/L
account number. Unless you want to use specific G/L Account numbers,
you do not need to do anything in these fields.

B Payment Application Codez Entiy/Edit A=]E

4 Application Code: IVS

Description: I‘-.feterinar':.f Services

Default Debit Account: 101

Default Credit Account: |333

Note: When you are entering your cash receipts on a daily/regular basis,
you will be selecting this payment code from a pull down list. Again, this
payment application code indicates to the system that the cash receipt will
be applied to your board billing.

Note: Your “Month End Billing”, or “Veterinary Services Billing” consists of
procedure charges as well as boarding charges. When a payment is
made, you will not be separating the payments into “Procedure Payments”
and “Board Payments”.

0 Close the form and return to the Main Menu.

TIP: Your Payment Application code for billing can be either numerical or
alphabetical.
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Note: When setting up your payment application codes, The “Default
Credit Account” number for Board Billing MUST match the “Board A/R
Account” number that you entered in the Billing Period Control screen.
This example uses 101 as the Board A/R Account No. and the Default
Credit Account Number. (A)

B Biling Penod Controls
—Regular Billing Range:

Interval Starting Date
¢ Day 11/2004

- Week 4| p»
ﬁgj‘;::r Ending Date
. Year 173172004

4[>

- 10] x|

Board Billing
Board AR Account Ho. |101 <

Service Charge Account Ho. 333

ES Payment Application Codes Entrp/Edit

»

Default Debit

Default Credit

Application Code: I'x-"EI

De=cription: I'x-"et Bil

Account: 102

= 10] x|

Account: [101 <
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7. Service Charge Type Entry/Edit Form [optional]

If you charge late fees for unpaid invoices, you will enter codes for each
rate you plan to use. The Veterinary Management Software will
automatically apply a “late fee” to any unpaid balances for those clients
that you specifically indicate should be charged late fees/service charges.
A client will never be charged late fees unless you specifically mark it as
such. To set up the Service Charges/Late Fees:

0 Select “Setup/Support” from the menu
0 Select “Billing Setup” from the second menu item
0 Select “Service Charge Type Entry/Edit” menu item

B Service Charge Entry/Edit Hi=]E

Enter the percentage rate for each service charge =
code which is to be uzed in aging accounts

Service Charge Code Rate Owver 30 Rate Over 60 Rate Over 90

o1 1.50% 1.50% 1 .50%
0z 1.00% 1.00% 1.00%
03 0.50% 0.50% 0.50%
> |] 0.00%, 0.00%, 0.00%

=

Each line can have a different Service Charge Code with different
percentages. Depending on your specific needs, you can enter just one
service charge type or several. The service charge code can be
alphabetical or numerical. First enter the Service Charge Code then enter
the rate in the 30, 60 & 90 columns.

Note: You can charge a minimum Service charge each month instead of
the percentage. For example a minimum Service Charge for $5.00 can be
set on any balances over 30 days past due. Once your selected
percentage rate exceeds that amount it will charge the higher amount.

Note: You will be shown how to attach a late fee to individual clients later
when we add clients.

o Close the form and return to the Main Menu.

8. Horse Type Entry/Edit Form
The Veterinary Management Software requires a defined horse type when
adding any horse to the system. Each horse type can have an associated
daily board rate.

Page 27 of 131



0 Select “Master Files” from the menu.
0 Select "Horse Type Entry/Edit" menu item

Page 28 of 131



0 Select “Add New” to add each horse type such as Mare, Foal,
Yearling, etc. Choose the Billing System of “Regular” for each type
and enter a standard board rate for each type.

B Horse Type Entrp/Edit - O
Horse Type: || ;I
Edit | Add Mew | Delete | Close |
B3 Horze Type Entry/Edit M=l E3
5 Description: IMarE
Daily Board Rate: | $0.00
Board G/L
Revenue I
Billing System: IReguIar j
Click for Comments: I Imactivez: [
Last Update: I 2R2E2004 222141 PM User lD: |alo

o [Optional] Although not required, the system allows you to identify a
G/L Account for each horse type. If each horse type has a unique G/L
Account Number, the system will summarize the boarding charges for
each horse type at Month End Billing.

o0 [Optional] Comments entered in the “Click for Comments” field will

appear on the Horse Type Listing report (Reports>Master
Reports>Horse Type Listing)

o0 Close the form and return to the Main Menu

9. Client Entry/Edit form

0 Select “Master Files” from the menu.

0 Select the "Client Entry/Edit" menu item

0 Select “Add” button to add each horse owner, client, billing entity,
etc. to the system.
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B Client/¥et Entry/E dit =] E3

Name/Famm Last: |Citaiano 117 Prefix:
Loakup | First: [Tony Middle:l Suffix:
Title: Farm Owner: r/
Farm/Company Hame: [Covertry Farm Show Company Onhs [
Address: [112 Deer Haven Dr [~ Phone Humbere Frea Code: (259)
Main: |(859) 879-9697
Ciy: |Versailles p| cCelular: - Jra50 539-1100 -
State: WY - -
€ e “eterinarian: [ * —l
Zip: |403583 |
Foreign Country: ;l =
Salutation: (Tony Maintain AR Balance: [v
Tax ID )
* Spe. Sec. Ho. I— Standard service charge code: |III1 ;l
) Fed. 1D Ho.
Trainer/Farm: |Eu:uventry Farrn =
Click for Comments: | [nactive: r
hailing Billing Chargn.as ! Receipts Horses Cther 1
Codes Infa. Credits Address
Last Update: 1M972004 10:56:22 &AM User 1D: Ialu:u

o If you have not already done so, add yourself as a client

o0 Next, enter all of your clients. You can enter just the last name and
first name and leave the farm/company name blank or you can
enter just the farm name or you can enter the last name, first name
and the farm name. Enter as much information on each client as
possible.

Note: The “Farm Owner” box is for your visual reference. If checked, it
indicates to you that the person listed (Last name, First name), owns the
Farm/Company that has been entered on this screen.

Note: The “Salutation” field is for your reference and does not appear on any
report. You can type in any salutation that you would like to make note of or
you can accept the default information that the system provides (information
that has been entered in the Prefix field and Last name field).

Note: The “Tax ID” area is for your reference and does not appear on any
report. It provides an area to note the Social Security Number of the client or
the Federal ID Number of the company that has been entered on this screen.

Note: The “Click for Comments” area is for your reference. These
comments do not print on any report.

Note: Later, when assigning ownership for horses you will be selecting clients
from this Client Table.

o Close the form and return to the Main Menu.
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Additional Notes:
Show Company Only. If the farm is the billing entity and not the client
name, then check the “Show Company Only” checkbox and only the
farm/company name will appear on the invoices and reports. (A)

Maintain A/R Balance always defaults to yes and is idicated with a check
mark in the box “¥”. This means that the system will automatically keep
track of all charges for this client and that the system will generate an
invoice for that client. If the “Y" is removed, this client’s billing becomes
suppressed.

Service Charge Code: Service charges are applied on an individual
basis. If you want the system to automatically calculate service charges
for a particular client, go to the service charge code field and select the
appropriate service charge code from the pull down menu.
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Additional Client Entry/Edit Screen Options

Mailing Codes: One or several mailing codes can be assigned to each
client. If a mailing code is assigned, you will be able to print labels
based on any of the pre-defined mailing codes. You can add as many
Categories and Sub-Categories as needed.

B3 Mailing Code Assignments

FY

Client: Coventry Farm

Category / Sub-Category

IChristmas JBusiness ;I

IF‘ru:umu:u Letter § Clients ;I

N [Falesi &l ]
agd | Delete | Close |

La=t Update: I 202712004 8:51:35 AW User ID: I El

Billing Info: This is a look-up screen only. It will show all current activity
for that particular client.

E3 Chent Balance Listing M=l

Coventry Farm

Base

Current: IW
Quer 30: IW
Over 60: IW
Ouer 90: IW

Suvc. Charges: IW
Closing Bince: IW
Receipts: Iw
Direct CC: [ 340500

Hew Balance: I F505.25
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Charges/Credits: Direct Charges/Credits can be entered or edited from
the Client Entry/Edit Screen

& Reqular Direct Charges/Credits Entrp/Edit Mi=]E
Client: ICDventry Farm ;I

Farm/Company: ICDventr'g.f Farm
Saveltdd New |

F G Account AR: [101 s iz

Invoice Comments: | |
Direct C/C Date:
Amount: F0.00

Account Distributions: G/ Account: G/L Amount:
3l $0.00

Applied On: I Total:

Click for Comments: I

Last Update: I Uszer ID:

Receipts: Receipts for a client can be entered or edited from the Client
Entry/Edit Screen

B Heceipts Entrp/Edit _ O] =]
Client: |Coventry Farm -]

Farm/Company: |[Coventry Farm

Savesidd |

5 Payment Date:

Fill Erarm Frewinus

=l

Applied To: I

Check Humber: I
Amount: I F0.00

Reference: I

Debit G/L Account: I

Applied On: I

Credit G/L Account:

Click for Comments:

Last Update: I User ID: I
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Horses: This is a look-up screen only. It will display all of the horses that
this client has ownership in either currently boarding or not. From
this screen you can look up health records on any of the horses or
select to look up teasing information.

B Chent Horze Information M=l E3

F

Coventry Farm

Percent Boarding I I All ‘

Horse Owned
P [zald Shiling | 100.00%|
M= Galleria | 100.00%|
[Crdeal is Cver | 50.00%|

Health Records Close |

=

Other Addresses: This screen provides a place to store any additional
addresses for this client. Select “Add New” when entering a new
address and then select the desired category from the pull down

menu.
B Other Addreszes Entiy/Edit =] E3
Category: || ~|
Edlit | Add Mew | [elete | Close |
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B Client Entiy/Edit [Other Addreszes] m=1Ea
Client: Coventry Farm

& Category: IEEE < I
Address:
Farm

City: Hame
Shipping

D Wiork

Zip: [TT530

Country: ;l
Click for Comments: |
Last Update: | 20272004 User ID: |

Note: If you select the category of “Billing”, the system will use this
address for this client’s invoices instead of the address entered on
the Client Entry/Edit screen. All other categories serve only to store
the additional addresses.

If you have entered any additional addresses for a client, the “Other
Addresses” button will reflect the number of additional addresses that
have been entered. (A)

B Chent/Yet Entry/Edit

Mame/Famm Last: |Ottaiano Prefix:
Loakup | First: [Tony Middle: Suffix:
Title: Farm Owner: |
Farm/Company Hame: [Covertry Farm Show Company Onhs [
Address: [112 Deer Haven Dr Phone Numbere Frea Code: (259)
Main: |(859) 879-9697
Ciy: |Versailles p[\ cellular: ~ Jrz50 539-1100 -
State: WY - -
€ “eterinarian: [ * \ —l
Zip: |40353 |
Foreign Country: | h
Salutation: (Tony Maintain AR Balance: [V
Tax ID )
* Spe. Sec. Ho. I— Standard service charge code: . ;l
.} Fed.ID Ho.
Trainer/Farm: |Eu:uventry Farrn =
Click for Comments: | \ [nactive: r
hailing Billing Chargn.as ! Receipts Horses Cther 1
Codes Infa. Credits Address
Last Update: 1M972004 10:56:22 &AM User 1D: Ialu:u

TIP: You can enter a client’s street or P.O. Box, skip the city and state, enter the
Zip code and the system will automatically enter the city and state for you.

TIP: If you select a foreign country, the country code for that country will
automatically appear above the main phone number.
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TIP:

TIP:

When entering phone numbers, type in the number without spaces or
dashes and the system will automatically format it for you. For example,
8592242800 = (859) 224-2800.

Enter any additional phone numbers for each client in the area below the
main number (fax, home, cellular etc.). Simply select the phone type from
the pull down menu and enter the number.

e If you want to add a phone number and a description only for that
client, type in a description and hit “Enter”. The system will ask you if
you want to add this as a new category. If it is specific only to this
client, select “No”.

If you want to enter a full description for any particular phone number,

double-click on the phone number and type in your description in the

space provided. This description will appear in your tool bar on the
bottom left.
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10. Horse Entry/Edit

o Select “Master Files” from the menu.
o Select “Horse Entry/Edit” menu item
o Select “Add” button to add each horse to the system.

B Horse Entry/Edit | [O] x|
F Horioeo:(\lua;we | Horse Hame: W 2dd Haw | Barn: [
= Trainer/Farm Hame: [Ray Horn Racing Stable Horze Stall:
Location: Field:
Horse Type: [Mare | Sex: m Color: |Dk B/Br =
RegistrationHo: [  TattooHoAD: [z02584  Certif. Loc.:
EBlood Type: ﬁ State/Country Foaled: FL—
Date of Birth: | 3/17/1996  Breed: IW Deceased On: [

Last Coggins: GM352003

Sire:  |[Formal Dinner Dam: (s Galleria
P Grand Sire: [well Decorated M Grand Sire: [viaster Derby
P Grand Dam: |Fantaztic Flyer M Grand Dam: |Canyon Ride (GB)
Exp. Arrival Date: I Exp. Depart Date: I Depart Hotice: I
Amivals f . Procedurs Health
Owners Departures | Boarding | Insurance Ertry | Records |
Click for Comments: | Last Update: I 212652004 219: 20 PM User ID:  Jalo

o Enter horse’s name

o Enter the horse type

o Enter all of the basic information about this horse.
o Next, you must assign an owner to this horse.

When adding a horse to the system, you are required to identify the
owner of the horse for billing purposes. While you are still on the
"Horse Entry/Edit: screen...

o Click on the "Owners" button located at the bottom left of the
screen.

o Enter the “Effective date of the ownership” (this is usually the first
day that the horse is treated). (A)
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Add Effective Date |

Enter a new effective date

| 2/25kz004 «—

o The Client Lookup screen will open after you have entered an
effective date. Select the current owner of the horse from the list.

Client/¥et Lookup

Enter filter information to limit list. |
Clear Last Mame/Farm: | Advanced |
_Fiter | Firstbame: [
TrainerFarm Mame: |Ray Horn Racing Stable ;I
Client Hames Vet Farm/Company Location Trainer/Farm Inactive
[ 2 |O‘l‘taian0, Tany Coventry Farm “ersailles, KY Ray Horn Racing Stable [ 15

|Falter, Gary Red Fox Stakle Yerzailes, KY Ray Horn Racing Stahle O =
Fowvler, Robkie Manchester, KY Ray Horn Racing Stable [0 w8
artin, Susan SEM Stable Lexington, Ky Ray Horn Racing Stable ] (E)

oK | Delete | £dd | Close | Empty | EI

B Horse Ownership Entrp/E dit x|

Horse Hame: |Sk3-' Blue City | Type: |In Training | Reset |
Effective Trainer/Farm Hame: |Ra\,f Horn Racing Stable | =
) Main Exception Messaging
Client Percent  Contact Board Rate Via
b [[Robhbie Fowler | 100.00% Iv Haone
* E
Add New | Bemaove Total Percent: | 100.00% -
Last Update: I 20272004 916534 AW User ID:  |alo

o If more than one person owns the horse, click on the “Lookup
Key” located on the next line (under the Client column) and select
the next owner. Each owner is entered on a separate line, so be
sure to indicate the correct ownership percentages for each client.
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5 Horse Ownership Entry/E dit

Horse Mame: [Sky Blue City |  Twpe: [inTraining | e |
1 " r
Effective Date: Trainer/Farm Hame: |Ra\,f Harn Racing Stable | o
) Main Exception Messaging
Client Percent contact Board Rate Via
Rokbie Fowvler I =000 ¥ Hone
b [[Coventry Farm 50.00% b= Hane
* =
Add Mew | Remove Total Percent: | 100.00% -
Last Update: I 2272004 91713 AWM User ID:  |alo

o All board and procedure charges will be billed to owners of horses
based on the percent of ownership. Once ownership information
has been entered (and ownership percentage totals 100%), close
the form and return to the "Horse Entry/Edit" screen.

Note: Total Percent must always equal 100%

TIP: Effective Dates: The system will store all history ownership changes and will
process billing based on any combination of ownership percentages. When
ownership changes, click on the “Add New” button and enter the new “Effective
date” and select the new owner(s). Do not delete prior ownership dates/clients.

TIP: Exception Board Rate: If the owner (s) is to be charged a boarding rate
different from what you have established as standard, enter that rate in the
Exception Board Rate column. For example, if your standard rate for a mare is
$18.00 per day and you want to charge a client $15.00 per day, enter $15.00 in the
Exception Board

Rate column. If you don’t want to charge a client anything for board, enter $0.00 in
the Exception Board Rate column. If your standard rate is $18.00 per day and you
want to charge a client $22.00 per day, then enter $22.00 in the Exception Board
Rate column.

If you are boarding horses at your facility, you must let the system
know that the horse has arrived on your location if you want the system to
calculate the daily boarding charges. While you are still on the "Horse
Entry/Edit" screen...

o Click the "Arrivals/Departures” button on the bottom left to open
the Arrival/Departure form.
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B Amval/Departure Form _ O] x|
Horse Hame: IMisti hoan Horse Lookup | 1=

Departure Hotice: I

Type Actual Date Arrived To:
| Arrival 3172004 |Equine eterinary Associates

Vanned By IFarm WaEn ;I Phone: [(359) 555-5987
Arrived From: |[Ray Horn Racing Stable ;I Boarding Type: [Boarder- Observatiu:ur;l
2} Standard Rate: F35.00
3 Exception Rate:
4)

Click for Comments: I

La=t Update: I 252004 33318 PM User 1D: I :l
-

o Enter the arrival/departure date in the yellow field in the Actual
Date column.

o Enter who vanned the horse and where it arrived from (departing
to)

0 Select a different “Boarding Type” from the dropdown list only if
the horse is arriving as a different horse type.

o Daily board charges for each horse will begin accumulating based
on the arrival/departure date.

0 Close the form and return to the "Horse Entry/Edit" screen.

TIP: Exception Rate: If the owner (s) is to be charged a boarding rate
different from what you have established as standard, enter that rate in the
Exception Rate field under the Standard Rate. An Exception Rate entered
in the Arrival/Departure screen will also appear on the Boarding Screen and
will charge the exception rate only when the horse is at this specific “Horse
Type”. If a horse is “Broodmare” with the exception rate of $10.00 and then
changes to “Sales Prep”, the owner will be charged the standard rate for
“Sales Prep” and the Exception Rate for “Broodmare” will no longer apply.
An Exception Rate entered in the Arrival/Departure screen will create a
corresponding record in the Boarding screen.

TIP: If you have entered an Exception Rate in the Ownership screen
(Exception Board Rate) and an Exception Rate in the Arrival/Departure
screen, the Ownership Exception Board Rate will be the controlling rate.
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TIP: The arrival/departure screen will store all of the history of the horse’s
arrivals and departures. When making a new entry, do not

type over or remove the existing dates. Always enter the new information in
a blank yellow field (Always located at the bottom of the list). To see a new
yellow field, simply use the scroll bar on the right side of the screen to scroll
down or up.

TIP: The “Click for Comments” field on the Arrival/Departure form is for
your reference and does not appear on any report.

TIP: The system will charge one day’s board on the day the horse
arrives on the farm and will continue through the day the horse departs the
farm (inclusive).

TIP: Exp. Arrival Date on the Horse Form is the date that you Expect the
horse to arrive on your farm — NOT the actual arrival date. This field is
optional and can be left blank.

TIP: Exp. Departure Date on the Horse Form is the date that you Expect
the horse to depart from your farm — NOT the actual departure date. This
field is optional and can be left blank.

TIP: If you type a comment in the Depart Notice field, that comment will
appear on your departure form.

TIP: The “Click for Comments” field on the Horse Entry/Edit form is for your
reference and does not appear on any report.

TIP: Double clicking on the Sex, Color, Blood Type or Breed on the Horse
Master Screen brings up the Master Pick Entry/Edit Screen

Additional Options on the Horse Master Entry/Edit Screen

o Insurance — Enter and store current insurance information on
each horse (Agent, rate, expiration date, what type of coverage,
etc.)

o0 Procedure Entry — Enter procedures that have been performed to
this horse either from here or from the Procedures button
(Procedures Performed Entry/Edit)

0 Health Records — A look-up screen for all of the health records for
the horse

o Close the “Horse Entry/Edit” form and return to the Main Menu.

11. Procedure Category Entry/Edit form
Each specific procedure that is performed on a horse falls into a general
“Procedure Category”. This allows procedure category totals to appear on
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your clients’ invoices (i.e. Total Examinations Charges, Total Vaccination
Charges, etc.)

O 00O

Select “Master Files” from the menu.

Select "Procedure Category Entry/Edit" menu item

Select “Add New” to add each Category

Enter a category name. It should be a descriptive name such
as Examinations, Dispensed, Surgery, etc.

B3 Procedure Category Entrp/E dit M=l E3

Category Hame: IExaminatil:uns

Departure Print: |Mo -

GiL Account Ho: |3|:|nzuun

Click for Comments: | EInamive:g r

Last Update: | 11/20/2003 §20:54 AM  User ID: Ialu:u

(0]

Select whether or not you want items in this category to print on
your departure form (No, Yes, Last). If you select “No”, the
procedures that have been performed in this category will not
print on the departure form, if you select “Yes”, the procedures
that have been performed in this category will print on the
departure form. If you select “Last”, only the last occurrence of
the procedures that have been performed in this category will
print on the departure form.

[Optional] Enter a G/L Account number for this category. If a
unique G/L Account number is assigned to each category, the
system will summarize charges for each category at Month End
Billing.

o [Optional] Select an appropriate billing category.

o Close the form and return to the Main Menu.

Note: The “Click for Comments” area is for your reference. These
comments do not print on any report.

12. Procedure Master Entry/Edit form

O 00O

Select “Master Files” from the menu.
Select "Procedure Master Entry/Edit" menu item
Select “Add New” to add each individual procedure

Procedure Master Name: Enter the name of each specific

procedure that may be performed on a horse (X-Ray, Bloodwork,

Palpation, Ultrasound, etc.).
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B Procedure Master Entry/E dit =13

Procedure Master Hame: IPAL - Palpate

ra Breeding Procedure: [
it Price: IW VBT ES |—1 Movement/Transfer Procedure: [

Health Type: v

Proc. Category: IRepdeudive ;l Coggins Procedure: [
ArrivalDepart Procedure: [

Recurring Procedure: |_

Departure Print: IND - I

Category G/L Acct.: [3005000

Ouerride G/L Acct.: I

Click for Comments: | Inactive: [

Last Update: | 114202003 2.59:38 P User ID; Igjf

o Standard Charge: Enter the Standard Charge for each procedure if
there is one.

o0 Proc. Category: Select the corresponding Procedure Category for
that procedure from the pull down menu.

o0 Departure Print: Select whether or not this procedure will print on
your Departure Form (No, Yes, Last). If left blank, it will default to
whatever you selected when you set up the Procedure Category.
Whatever is selected in the Procedure Master Entry/Edit form will
take precedence over what is entered in the Procedure Category
Entry/Edit form.

o [Optional] Override G/L Acct: You can enter a General Ledger
Account number for this specific procedure that will override the
General Ledger Account number in the Procedure Category
Entry/Edit screen. For example, you might set up the
category”Vaccinations” with a General Ledger number of 3000.
Procedures that fall within that category such as Rabies
Vaccination would have an Override G/L Account Number of
3000.10, Tetanus vaccination would be 3000.11, Strangles
vaccination would be 3000.12, etc.

Additional Options
o [Optional] Breeding Procedure: Enter a procedure called “Bred or
Breeding or Breeding Dates” and check the box “Breeding
Procedure”. This will enable the system to automatically create a
procedure in the horse’s health record stating that the mare was
bred to a particular stallion on a particular day. This procedure will
also automatically appear on the client’s invoice.
0 You can have only one procedure marked as your Breeding
Procedure
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o [Optional] Movement/Transfer Procedure: If a procedure is

marked as the “Movement/Transfer Procedure”, additional fields will
be available for input on the Procedure Entry/Edit screen. When
entering this procedure for a horse you will be able to change the
Farm, Location, Barn, Stall and Field from the Procedure Entry/Edit
screen and this information will automatically be updated in the
horse’s master file.

[Optional] Health Type: When entering procedures you can mark
several procedures as “Health Type”. If marked as a Health Type,
you will have the option to show only records that are a “Health
Type” when you print a horse’s Health Record (Reports>Misc.
Reports>Health Records Report). For example, you might mark
the procedure “Rabies Vaccination” as a Health Type but you
would not mark the procedure “Vanning” or “Neck Strap” as a
“Health Type”

o0 Close the form and return to the Main Menu.

Note: The “Click for Comments” area is for your reference. These
comments do not print on any report.

Note: After you have finished setting up the program, you will be entering all
of the daily procedures that have actually been performed on your horses. At
that time, you will be selecting one of these procedures from a master listing
in the procedures performed entry/edit screen.

13. Initial A/R Client Balances Form

o
o
o

Select “Setup/Support ” from the menu
Select “Billing Setup” from the second menu item
Select the “Initial A/R Client Balances” menu item

A list is displayed with all of the clients that you have entered into the
system.
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B AR Balance Initial Setup

Accumulated

Client Hame Trainer/Farm Current Ouer 30 Quer 60 Ouer 90 Service
n hark Adkins Greg Begley, Trainer F200.00 $0.00 $0.00 $0.00 $0.00
Bedfordshire Abbey Stu (Coventry Farm
Todd Brovwn Greg Begley, Trainer F1E87.00 F$&3.00 $0.00 F0.00 $9.35
Dr. John Cazh Ecjuire Weterinary &5
Coventry Farm Coventry Farm
(Coventry Farm Ray Horn Racing Sta F197.00 $125.00 $0.00 $0.00 $6.25
Cary Falter W Smith Racing Stabl
Gary Falter Fiay Horn Racing Stal F325.00 F0.00 $0.00 $0.00 F0.00 1
Fiobbie Fowler Fiay Horn Racing Stal |
Steve Gilispie (Covertry Farm $79.00 $11.00 $22.00 $0.00 $0.00
Dr. AJ Jones Ecjuine Weterinary &4
SEM Stable F:zy Horn Racing Stal F150.00 F0.00 $0.00 F0.00 F0.00
Take Five Stable F:zy Horn Racing Stal F122.00 Fa7.00 $0.00 F0.00 F0.00

L

0 Add the ending balances for each client from your previous billing.
(You can put the full amount in the current column or you may want to
break down the amount owed into Current, Over 30, Over 60, Over 90
and Accumulated Service Charges in order for the Aged A/R Balance
Reports to be correct.)

Note: The amounts entered in this table will be reflected as the beginning

balance on the first billing run performed on VMS.

o Close the form and return to the Main Menu.

Important: You should only edit A/R balances in this manner during your
initial install/configuration process. The system will adjust (age) these
entries in a normal fashion during the closing of each monthly billing cycle.
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HEALTH RECORD ENTRIES

Procedures

1. Adding Procedures That Have Been Performed on Horses

o
(0}

@]

@]

Select “Procedures” from the menu.

Select the "Procedure Performed Entry/Edit" menu item

(You can also get to this screen by clicking the “Procedure Entry”
button in the “Horse Entry/Edit” form)

Select a horse name from the dropdown box and press “ADD”
Performed Date: Enter the date that the procedure was performed
[Optional] Time: Enter the time that the procedure was performed.
Entering a time will prompt the system to list procedures
chronologically on the pre-billing report and on the invoices. If no time
is entered, the system lists procedures by date but in a random order.
Performed By: Enter the name of the Vet that performed the procedure
[Optional] Invoice Number: Enter the invoice number.

Procedure: Pick the name of the procedure that was performed from
the pull down list.

[Optional] Override Description: You can enter an “Override
Description” for the procedure that was performed. For instance, you
might have “lvermectin” as the procedure and want to type in an
Override as “lvermectin Double Dose” (A)

[Optional] Charge: You can change the amount in the “Charge” field if
the amount charged for the procedure is different than the standard
charge that you have set up. For example, the standard charge for a
single dose of Ivermectin is $12.00 but since a double dose was given,
you want the charge to be $15.00. You can highlight “$12.00” and type
in $15.00 and the client’s invoice will reflect the $15.00 charge. Or just
change the quantity and the amount will automatically changed to
reflect the correct charge. (B)
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Override Desciption:

Unit Charge:

E3 Procedure Detail Entry M =] E3
Horse Hame: [t Moon =] Saveitd |
TrainerFarm: [K. Keegan Racing Stakle ;l il B Eresias: |
Performed Date: | 2i27/2004 Time: I
Performed By: |Jones, AdJ ;l Invoice Humber: I—
Procedure: [D: Bute Paste -]
Override Desciption:
Unit Charge: IW Quantity: I 1 Charge: I F15.00
Appear on client invoice: [
Results:
Date Results Reud: I_[
Future Scheduling: I— Scheduling Comments:
Print comments on invoice? [
Click for Comments: |
Last Update: Uzer ID:
ES Procedure Detail Entry =] 3
Horse Hame: [pistihoon ] Saversad |
TrainerFarm: | Keegan Racing Stable ;I EilllFreen Fe = ieE |
Performed Date: |  2/27/2004 Time: I
Performed By: [lones, &.J ;I Invoice Humber: I—
Procedure:

D Bute Paste | /
| 31500 | Quantitys | 2

Appear on client inuuice:§

Charge: | $30 .DI:N\
v

Results:

Future Scheduling: I

Print comments on invoi

Date Results Reud: I

Scheduling Comments:

ce? [

Click for Comments: I

Last Update: I User ID: I

© ©

o Appear on

This indicates that this procedure and the amount charged will appear

client invoice: This box always defaults with a V in the box.

on the client’s invoice. If you un-check the box, this procedure and the

associated

When you

Applied On:

charge will not appear on the client’s invoice.
The system will automatically enter this information.
close a billing period, the ending date in the billing range

that you selected will appear here if the procedure has been included
in the billing.
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o [Optional] Results: Enter any additional information regarding the
procedure that has been performed. This information will appear on
the departure form and the procedures performed report.

o [Optional] Date Results Received: Enter the date that you received the
results. Information entered in the Date Results Received field does
not appear on any report.

o [Optional] Future Scheduling: If you would like to schedule this
specific procedure to be done again to this particular horse on a
particular date in the future, enter the date in this field. Procedures
that are scheduled will be printed on the Scheduled Procedures Due
Report (Procedures>Procedure Reports>Scheduled Procedures Due).

0 [Optional] Scheduling Comments: Enter any comments pertaining to
the procedure that has been scheduled in the future. These comments
will appear on the Scheduled Procedures Due Report.

o [Optional] Print comments on invoice? If checked, any comments that
have been entered in the “Click for Comments” area will appear on the
client’s invoice.

o [Optional] Click for Comments: Type in comments pertaining to the
procedure that has been performed. These comments will appear on
the departure form and on the procedures performed report.
Additionally, these comments will appear on the client’s invoice if the
“Print comments on invoice” box has been checked.

0 To enter the same (or similar) procedures on multiple horses do the
following:

e Enter the first procedure as listed above.

e Single-click the “Save/Add New” button to save the current
procedure and activate a new record.

e Select the next Horse from the list box located next to the Horse
field.

e Single-click the “Fill From Previous” button to populate all other
fields with the previously entered data (Farm, Performed Date,
Time, Performed By, Invoice Number, Procedure and Charge).

e Edit any of the fields that need to be changed and repeat these
steps

o0 To enter multiple procedures on a single horse do the following:

e Enter the first procedure as listed above.

e Single-click the “Save/Add New” button to save the current
procedure and activate a new record.

e Single-click the “Fill From Previous” button to populate all other
fields with the previously entered data.

e Edit any of the fields that need to be changed and repeat these
steps

When editing a procedure that has already been entered:
e Select “Procedures” from the menu.
e Select the "Procedure Performed Entry/Edit" menu item
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e (You can also get to this screen by clicking the “Procedure
Entry” button in the “Horse Entry/Edit” form)
e Select a horse name from the dropdown box and press “Edit”

B Procedure Entry/Edit _ O] x|

Trainer/Farm: |K. ¥.eegan Racing Stable ;I

Horse: |r-.-1isti i ululy] ;l

e From the Procedures Lookup screen select the procedure you
want to edit and select “Ok” or double click on the selected
procedure to open up the record.

Procedure Lookup
Horze Mame: IMisti hdon 1=

Clear Performed Date: |
Filter

Performed On Description Billed ?
202712004 D Bute Paste

202652004 PAL - Palpate
205/2004| [TETY - Tetanus
20302004 [ULTF - Utrasound Fetal Sex
172004 [T - Witamins W
172004 [T - Witamins I
1152003 [BCP - Blood Chemistry Profile
111552003 [EE - Endozcope Exam
111452003 MIT - Witamins I
114702003 [EQEY - Equine Enceph Yacc
11252003 |[BLC - Blood Chemistry

\_JDEIEIEIEIEIEIEIEIEIEI

ok Delete Elose j
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B Procedure Detail Edit M =] 3

Horse Hame: IMisdi hoon Delete |

2 TrainerFarm: |Ray Horn Racing Stable ;I
Performed Date: 252004 Time: [
Performed By: [Jones, A - | Invoice Humber: |
Procedure: [TETY - Tetanus ;l
Override De=sciption:
Unit Charge: R Quant'rty:l—S Charge: IW

Appear on client invoice: [V Applied On: I

Results:

Date Results Reed: I

Future Scheduling: I Scheduling Comments:

Print comments on invoice? [

Click for Comments: |\,-'gE\,-'fifi3.-'tf

Last Update: | 21572004 5:51:06 FM  User ID: Ialo

e After editing the procedure, close the form and return to the
Main Menu.

TIP: All procedures automatically become part of the horse’s health
record and the monthly billing. All procedures entered will appear on the
client’'s invoices unless either the “Appear on client invoice” option was
unchecked (on the Procedure Performed Entry/Edit form) or the "Maintain
A/R Balance" option was unchecked (on the Client Entry/Edit" form) for
the owner of the horse.
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2. Adding Mass Procedure Entries
0 Select “Procedures” from the menu.
0 Select “Mass Procedure Entry” menu item

MainMens
VELENIIRTY IV dIEUENER Lo uVal e

B | Master Files [ | Procedure Performed Entry/Edit
P | Procedures m Masz Procedure Entry

B | Month End Billing [ |Mazz Procedure Entry Edit

¥ | Reports [ | Schedule Procedure Entry/Edit
B | AR Tranzactions B |Frocedure Reports

P | SetupiEupport [ | Procedure Categary Entry/Edit

[ | Procedure Master Entry/Edit
Z|Purge Procedures Performed

Allows the user to add a single procedure for mukltiple horses.

X

?]

Exit Program

Help

o Click on “Boarding” to view a list of horses that are currently
“Boarding” or click on “All” to view a list of the horses whether
they are currently boarding or not.

B Maszz Procedure Generator | x|

Horse Filter:

Boarding |

Horse List:
Fateful
Birdie
Beach Rain

TrainerFarm: |

Lady Liangs
Reine Maid

Horse Type: |

hajestic Love

Barn: |

Destiny's Duke

Fielct |

Affirmlode
Misti Moon

Locstion: |

Mz Galleris
Sky Blue City
Ordeal iz Over
Gold Shilling

Ll Lef Lef Lef e

Horzes in Mass Group:

Apply Eilter |

[{Ext |

Close |
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o To generate a Mass Procedure for one particular group of
horses, select the Trainer/Farm from the pull down menu.

o Click “Apply Filter”. When you click “Apply Filter”, the system
searches through the entire horse list shown and returns with
only horses of the type you have selected.

E Mas: Procedure Generator

Horse List:

Horse Filter:
Boarding | Al
TraineriFarm: |Cwer|tr3f Farm ;l
Harze Type: | ;l
Barn: | ;l
Fielct | =1
Location: | ;l

Cestiny's Duke
Gold Shilling
s Galleria
Ordeal iz Over

Horses in Mass Group:

[t |

Cloze |

o If all horses shown in the Horse List are to be included in the
Mass Procedure, click the third arrow from the top (this arrow
points to the right and has a “shadow”) Clicking on that
particular arrow will place all of the horses from the Horse List

When the horses in Mass

Group List correctly shows all of the horses you want to include

in the mass procedure, click on “Next” (A)

into the “Horses in Mass Group”.
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E Mas: Procedure Generator

Horse Filter:

Boarding |

All

Horse List:

Trainer Farm; |Cwer|tr3f Farm

Harze Type: |

Barn: |

Fielct: |

Location: |

L L Lef Lef L]

()

Apply Filter |

Cestiny's Duke
Gold Shilling
s Galleria
Ordeal iz Over

Horses in Mass Group:

Destiney's Duke
Gold Shilling
Wiz Galleria
Ordeal iz Over

B Maszz Procedure Generator

Print Comments
on Inyvoices?

Mass Procedure Details:

=l

Procedure: [ARY - WiEst Mile Vacc
Owverride Description:
Uit Charge: W
Cantity: 1
Perfarmed Date: w
Performed By: [Cazh, John ;l
Invoice Mumber: ||
Amount Charged: W
Caomment:

Appear an client
imvoice’? o

-

W Print Wiork Sheet

Previous |

Finished |

Selected Horses:

Destiny's Duke
Gaold Shilling
W= Galleria
Ordeal iz COwer

Cloge |

the pull down menu.

[Optional] Enter an override description.

On the next page select the procedure that was performed from

o Enter the date on which the procedure was performed.
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o [Optional] Enter who performed the procedure.

o0 [Optional] Enter the Invoice Number.

o Amount Charged is the standard charge that you originally set
up — change the dollar amount only as necessary.

o [Optional] Enter any comment regarding this procedure. This
comment will appear on the Procedures Performed Listing,
Health Record Report and the Departure Form.

0 [Optional] If you want the comments to appear on your
invoices, click in the box “Print Comments on Invoices”.

o Click “Finished”

o System will give you the message that the Mass Procedures
have been saved.

o Click “Ok”

o Click “Close”

x|
ey — e
Orverrice Description: ACTll
Performed Date: 21452001 PEACH
Performed By: [Bill the Blacksmith @ Procedures have been saved, SURE (58)
Inwoice Number: IEILK 29647 SAIN
Amourd;or::ng:: F15.00 ESTNER
Print Comments: POCAHONTAS
on Invoices? [ GH G0 GO GIRL
QUID's TURMN
TIMELY AYRE
¥ Print work Sheet
Save Completed
Previous | ,WI Close |

(0]

Exit Program Help

If the box next to “Print Work Sheet” is checked, the system will
automatically print a worksheet of the mass procedure that you
have just entered. If you un-check the box, no worksheet will
print.

NOTE: The procedures that are created using “Mass Procedure
Generator” are just like the procedures that are entered one at a
time.
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3. Editing Mass Procedures
0 Select “Procedures” from the menu.
0 Select “Mass Procedure Entry/Edit” menu item

starinog AHacdamant Sofhaare
VELENIIRTY IV dIEUENER Lo uVal e
B | Master Files [ | Procedure Performed Entry/Edit
P | Procedures =|Mazs Procedure Entry
B | Month End Billing Mass Procedure EntryEdit
¥ | Reports [ | Schedule Procedure Entry/Edit
B | AR Tranzactions B |Frocedure Reports
P | SetupiEupport [ | Procedure Categary Entry/Edit
[ | Procedure Master Entry/Edit
Purge Procedures Performed
Allows the user to edit existing procedures that where created via "Mas=s
Procedures™ x ? |
Exit Program Help

o0 Select the Mass Procedure that you want to edit and click “Ok”.

E Mass Procedure Selector M=l

Performed Procedure Entered
Date Performe OverRide Description Performed By Date User ID T
p| 11652003 [JFLT - Flost Teeth 11652003 foif
110552003 | OO0 - Coggins 110652003 foif
11172003 JCO0G - Coggins 11062003 foif
ok | £dd | Deiste | Clase | El

o0 When you click “Ok”, the list of all horses included in the Mass
Procedure will open. From here you can select any individual
horse name and view and/or edit just one horse’s record at a
time.
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B Procedure Detail Edit M =] 3

Horse Hame: IHeine Mzicl Delete |

2 Trainer/Farm: |Greg Begley, Trainer ;I
Performed Date: 1182003 Time: [
Performed By: [Jones, A - | Invoice Humber: |
Procedure: [FLT - Flost Teeth |
Override De=sciption:
Unit Charge: [ soo0 | Quant'rty:l—1 Charge: IW

Appear on client invoice: [V Applied On: I

Results:
Date Results Rcvd: I
Future Scheduling: I Scheduling Comments: | ﬂ
Print comments on invoice? [ LI

Click for Comments: |

Last Update: | 11/6/2003 311:08 P User ID: Igjf

o Once you have selected a horse and have opened up the
Procedure Detail Edit screen, you will be able to make any
necessary changes to this record.

o The procedure can also be changed through the regular
“Procedure Entry/Edit” form.

NOTE: The Mass Procedure Entry/Edit screen will display Mass
Procedures for one year from the current date. The procedures
that have been created will always be shown in the Procedures
Performed Entry/Edit and can always be accessed via the same.
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4. Deleting a Mass Procedure
0 Select “Procedures” from the menu.
0 Select “Mass Procedure Entry/Edit” menu item

starinog AHacdamant Sofhaare
VELENIIRTY IV dIEUENER Lo uVal e
B | Master Files [ | Procedure Performed Entry/Edit
P | Procedures =|Mazs Procedure Entry
B | Month End Billing Mass Procedure EntryEdit
¥ | Reports [ | Schedule Procedure Entry/Edit
B | AR Tranzactions B |Frocedure Reports
P | SetupiEupport [ | Procedure Categary Entry/Edit
[ | Procedure Master Entry/Edit
Purge Procedures Performed
Allows the user to edit existing procedures that where created via "Mas=s
Procedures™ x ? |
Exit Program Help

0 Select the Mass Procedure that you want to delete and click
“Delete”. (A)

B Masz Procedure Selector

Performed Procedure Entered -

Date Performe OverRide Description Performed By Date User ID T
WY 11502003 JFLT - Float Teeth | 11642003 Juit
117352003 |JCOG - Cogdins \ 11852003 aif
11142003 [COE - Cogins | 110602003 foif

ok | 2dd | v Delet= | Close | -

0 When you select “Delete”, that specific procedure is deleted
from all horses that had been included in that specific Mass
Procedure.

o If you want to delete just one horse from the “Mass Procedure”,
select the specific mass procedure and click “OK”. All of the
horses in that mass procedure will be displayed. Find the one
horse’s name, click on the name and select “Delete”.
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5. Scheduling Procedures to be Performed
0 Select “Procedures” from the menu.
0 Select “Schedule Procedure Entry/Edit” menu item.

ManMenw
VEIETITEY A ATTHYENENIIS O UVl E:

Master Files [ | Procedure Performedd Entry Eit

Procedures *+=|Magzs Procedure Entry

haonth End Billing [ | Mazs Procedure Entry Edit

Reports Schedule Procedure EntryEdit

AR Transactions B |Procedure Reports

SetupsSupport [ | Procedure Categary Entry/Edit

[ | Procedure Master Entry/Edit
=|Purge Procedures Performed

procedures will appear on the "Scheduled Procedures Due™ report when it is
time to perform that procedure. HOTE: This will not enter a procedure, only
remind the user that the procedure needs to be performed.

Allows user to set up a group of procedures for scheduling. These x

?]

Exit Program Help

B Procedure Schedule Entiy/Edit =] B2

Schedule: || ~|

[Edit | Add Close |

o Click “Add” to schedule a new procedure

NOTE: Scheduling a procedure will not add a procedure to the system. If
you want the procedure to show up in the horse’s health record, you will
have to add the procedure that has been performed using Procedure
Performed Entry/Edit or Mass Procedure.

NOTE: When the ending date in the Procedure Schedule Entry/Edit
screen has passed, that scheduled procedure will no longer appear
in the drop down list.
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B Procedure Schedule Entry/E dit

=10] x|

i  Date Due On
Interval Starting Date Trainer/Farm: I ;l
 Day 2172004 Horse Type: | [
- Week 4|
* P d B -
?M“"‘“ Ending Date TE L | =l
¢ Quarter 21292004 Horse: | ]
Year K'E »
Frequency Code: I vI Interval: I 1
Frequency of "Event" onhs
Hay= Betweern: 0
Procedure (Event Baged|Omnj: ;I
Click for Comments: I
Last Update: I User I0:
Or you can
0 Select an existing procedure from the pull down menu and
select “Edit”.
B Procedure Schedule Entry/Edit _ O] =]
Schedule: [COG - Cogains -
Edit Add Close |
B Procedure Schedule Entry/Edit M= E3
o i Date Due On
Interval Starting Date | Trainer/Farm: [Covertry Farm| =
[
o Day 2472004 Horse Type: I k|
Week 4|
g Month T Procedure: ICOG - Coggins B
~ Quarter IJ”TI;—I Horse: I ;I
Year PEEN

Frequency Code: I‘r‘early vI Interval: I 1

Frequency of "Event™ onhrs

Day= BetwWeeTn: 0
ProceduneEvent Baged o) ;I

Click for Commenits: |

Last Update: I User ID:
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6. Schedule Procedure Entry/Edit Samples

o To schedule one specific procedure to take place on one
specific day on one particular horse, select the following:

o Starting Date: Enter the date that the procedure is
scheduled to begin (Example — 3/11/04)

o Ending Date: Enter the date that the procedure is
scheduled to end (Example — 3/11/04)

0 Horse: Select correct horse name from the pull down list

o Procedure: Select the specific procedure from the pull
down list.

o0 Frequency Code: Select “Single” from the pull down list.

B Procedure Schedule Entry/Edit M= E3
o i Date Due On
Interval Starting Date Trainer/Farm: “

. =]
Day 0 -
P 39113'2:“4 Horse Type: | ]

Procedure: [IMN= - Insurance Exam -
* Month Ending Date I [

" Quarter 31172008 Horse: [uisti Moon =
" year 4|r

Frequency Code: ISingIe vI Interal: I 1

Frequency of "Event™ onhrs

Day= BetwWeeTn: 0
ProceduneEvent Baged o) ;I

Click for Commenits: |

Last Update: I User ID: I

o This will schedule an insurance exam to be performed on the
horse “MISTI MOON” on March 11, 2004.
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o0 To schedule a procedure to take place once per month on a
particular day of each month for a particular horse type, select
the following:

o Starting date: Enter the date the procedure is scheduled
to begin (Example - 01/01/04)

o Ending date: Enter the date the procedure is scheduled
to end (Example - 12/31/04)

0 Horse Type: (Example — Mare)

o Procedure: (Example — Flu & EWT)

o Frequency Code: Select “Monthly” from the pull down

list.
B Procedure Schedule Entry/Edit M=l E
&  Date Due On

Interval Starting Date Trainer/Farm: “

~
~ Day 14,2004 Horse Type: Ir-.ﬂare =1
Week 4| p

Procedure: |FLEY - Flu & BAT -
" Month Ending Date I [

€ Ouarter 12/31/2004 Horse: | -]
o~
Year PREN

Frequency Code: Il'l.l'll:ll'lthl":.-' vI Interval: I 1

Frequency of "Event™ onhrs

Day= BetwWeeTn: 0
ProceduneEvent Baged o) ;I

Click for Commenits: |

Last Update: I User ID: I

o0 This will schedule all Mares to get Flu & EWT once per month
on the first of each month beginning January 1, 2004 and
ending on December 31, 2004.
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o To schedule a specific procedure to take place on one specific
horse type once per year for a selected number or years, select
the following:

o Starting Date: Enter the date the procedure is scheduled
to begin (Example - 01/15/04)

o Ending Date: Enter the date the procedure is scheduled
to end (Example - 01/15/10)

0 Horse Type: (Example — Mare)

0 Procedure: (Example — Float Teeth)

o0 Frequency Code: Select “Yearly” from the pull down list.

B Procedure Schedule Entry/E dit =] 1
i  Date Due On
Interval Starting Date Trainer/Farm: I

r
r Day 11572004 Horse Type: [mare =1
Week 4| p

Procedure: |FLT - Float Teeth -
? e Ending Date I =l
TR 1152010 Horse: | ]
o Year 4 H

Frequency Code: I‘r‘early vI Interval: I 1

Frequency of "Event" onhs

Hay= Betweern: 0
Procedure (Event Baged|Omnj: ;I

Click for Comments: I

Last Update: I User I0: I

o This will schedule all mares to have their teeth floated once a
year on January 15™ starting on January 15, 2004 and ending
on January 15, 2010.
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o To schedule a specific procedure to take place after a given
number of days has passed since an initial procedure was

performed, select the following:

o Starting Date: Example - 01/011/04

O O0O0O0O0O0

Ending Date: Example - 06/30/04

Horse Type: Example - Foal

Procedure: Select the specific procedure
Frequency Code: Event

Days Between Example - 30

Procedure (Event Based On) Select the specific

procedure from the pull down list.

B Procedure Schedule Entry/Edit

b

 Date Due On
Interval Starting Date
£ Day 1412004
- Week 4|
¥ Month

Ending Date

" Ouarter 6/30,2004
- Year 4/»

=10] x|

TrainerFarm: |

Horse Type: IF::uaI

[
[

Procedure: IDEWDrm- Strongid B

Frequency Code: IE\-.-'ent vI Interal: I 1

Frequency of "Event™ onhrs

Day= Between:
Procedure (Event Based On):

30

Foaling

|

Click for Commenits: |

Last Update: |

User ID: I

o This will schedule all foals to be Dewormed with Strongid Paste
30 days after the procedure of “Foaling” has been entered into

the system.

0 This type of scheduling is particularly helpful when you need to
schedule procedures based on the event of “Foaling” or
“Breeding” since the dates that these procedures are performed
can be different for each individual in the group.
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o While you are in the “Procedure Entry/Edit” screen you can
schedule the same procedure to be done to the same horse on
a particular day in the future.
0 Select “Procedures”

0 Select “Procedure Performed Entry/Edit”

0 Select the horse and the procedure that was performed

o Enter a date for future scheduling and any comments

pertaining to the procedure to be done.
B3 Procedure Detail Entry A =] E3
Horse Hame: IMS Galleria d Savefiod |
..if? TrainerFarm: |Covertry Farm ;l EilllFrEn Fe = e |
Performed Date: | 3/17/2004 Time: I
Performed By: [lones, & ;l Invoice Humber: I—
Procedure: <R - X-Rays d
Override Desciption:

Unit Charge: I F100.00 Quanﬁty:l 1 Charge:l F100.00

Appear on client invoice: [

Results: |Suspicious area- LF canon
Date Resuhts Reud: I
Future Scheduling: I 393152004 Scheduling Comments: [Re-check LF canon.

Print comments on invoice? [~

Click for Comments: I

Last Update: I Us=er ID: I

0 This example shows that the horse “MS. GALLERIA” had
the procedure “X-Ray” done on 3/17/04 and is scheduled
to have another “X-Ray” done on 3/31/04. The
Scheduling Comments will appear on the Scheduled
Procedures Due report.

7. Procedure Category Entry/Edit
e Procedure Categories can be entered or edited from this menu option or
from (Master Files > Procedure Category Entry/Edit)

8. Procedure Master Entry/Edit
e Procedure Master can be entered or edited from this menu option or from
(Master Files > Procedure Master Entry/Edit)
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9. Purge Procedures Performed

B Purge Old Procedures _ O] x|

Purge All Procedures Priar to: |:|

Purge | Close |

Warning: The system is designed to hold all of the procedures that your farm
will ever need. This option should not be selected without first speaking with a
Customer Support Representative at The Jockey Club Information Systems.
Once Purged, the records cannot be retrieved.
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1. Procedure Category Listing

B Print Procedure Category Lizting

Outpt tor:
" Printer
% Screen

Close |

Prints an alphabetical list of the categories that have been entered into the
system.

Run Date: 3/7/2004 Procedure Category Listing Page: 1 of 1
Time:7:15:50 PM User: ai0
Print on G/ Revenue
D escription D eparture Form? Account
Anesthesis Mo 3001 000
Examinations Mo 002000
Jaint | njections Ma 003000
Labratary Ma 004000
Reprodudtive Ma 005000
Fioutine Ma 006000
Surgery Ma Foayooo
“acdrations Mo 00000
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2. Procedure Master Listing

B Print Procedure Master Listing

& Sott By Categary

Output to—————
= Printer
*  Screen

Prints a list of procedures that have been entered into the system either sorted

by category or not.

Run Date: 542004 Procedure Master Listing Page:? of 2
Times 1:27:13 2 User: aio
Std. Prirt on GiL

Categony Description Charge Depart From Aocourt
Reourtin: BA- Banamine W F0.00 2006000
Labratory BALC- Bacterial Cut & Sen F20.00 11022
Reourtin: BAY - Bauril M F15.00 2006000
Routine BCF - Blood Chemistry Profle F30.00 3006000
Routine BLC- Blood Chermistry F25.00 3006000
Routine BU - Bute b F10.00 3006000
Surgeny CA% - Caslick F20.00 2007000
Routine CBE - Complete Blood Count F25.00 3006000
Reourtin: COG- Coggins F50.00 La=t 2006000
Reourtin: COL- Coliz Bam F50.00 2006000
Routine CUL - Bacterial Cuture & Sens F30.00 3006000
Reproductive Cutture {Lkerine) F30.00 3005000
accingionz Deworm- Stongid oo 3008000
Anesthesia OlAM- Diagnostic Merve Block F50.00 3001000
Anesthesia OIJB - Diagnostic Joint Block F50.00 3001000
Rioutine [ Banamine F35.00 3006000
Reourtin: Do Ao Tab F25.00 2006000
Reourtin: D Banamine Pastz F20.00 2006000
Routine O Bute Paste F15.00 3006000
Routine O Bute Tahs F35.00 3006000
Routine Do EPl hfed F00.00 2006000
Routine Do Flic: Acid 50.00 2006000
Routine O Regurmate F50.00 2006000
Rrurina FF- Frdnzrnne Fvam FAN NN I A=t SNAARMIN
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3. Procedure Performed Report

B Print Procedures Performed

Interval

p Starting Date
Day | 3472004
. Week q I .,I
ﬁ ':““:t“ Ending Date
uarter
I 3312004
- Year 4 I .'I
Zearch in:

¥ Performed Date
" Ertered Date

TraineriFarm; |

;l Haorse Type: |

Haorse; |

Barn: |

Uzer |0 |

;l Procedure: |

Petformed By: |

Inwoice # | =]

~Eroup By
& TrainerFarm

' Perfarmed By
T Mone

~=ort By
¥ Performed Dete

T Horze Mame
" Order Entered

[ Boarding Only
¥ Oy with Activity

Outpt tor
= Printer

G Screen

Category: |

== =

Close |

Prints a report of the procedures that have been performed based on the criteria
selected. This report groups horses by farm first and then sorts by the field (s)

selected.

You can select any date range, sort the report by Performed Date, Horse Name,
Order Entered, search either in the Performed Date or the Entered Date, select
horses that are boarding or not or with activity or not.

You can also select by the “Trainer/Farm”, “Farm”, “Horse”, “Barn”, “User Id”,
“Invoice #”, “Horse Type”, “Procedure”, “Category” or “Performed By” field. The
report will show amounts charged and totals based on what you have selected to

print.

Page 69 of 131



Run Date: 57/2004 Procedures Performed Listing Page: 7 of 4
Time: 7.24:03 PM Date Range: 11152003 thru 11/30/2003 User: aio
TrainerFamm: Greg Begley, Trainer

Date Procedure Amount Invoice Results

Performed HorseHame Description Charged Humber Performed By Bill Comments
11252003 Reine Maid BU - Bute 1% §10.00 Dr. John Cash W

114352003 Birdie ELI% - Electrolvtes I $75.00 Dr. John Cash W

115452003 Reine Maid EE - Endoscope Exam F50.00 Dr. John Cash b

1162003 Beach Rain FLT - Float Teeth $75.00 Dr. &) Jones Ay

116/2003  Birdie FLT - Float Teeth $75.00 Dr. &A1 Jones W

1162003 Reine Maid FLT - Float Teeth $75.00 Dr. &) Jones Ay

11172003 Beach Rain COG - Coggins F50.00 b

11172003 Beach Rain HR - ¥-Rays $100.00 Dr. &A1 Jones W Right front ankle
11 M7i2003  Birdie EE - Endoscope Exam F50.00 W Entrapped E piglotis

Tatal: $560.00

TIP: To print a report to double-check your day’s entries, click the
“Interval” as “Day” and Search In as “Entered Date”. Enter the specific
date you want to see. Next, Sort By “Ordered Entered” and submit the
report either to the printer or the screen. This report will show you all of
the procedures that have been entered for that particular day.
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4. Mass Procedure Report

0 Select “Procedures” from the menu
0 Select “Procedure Reports” from the menu
0 Select “Mass Procedure Report” menu item

E Print Mass Procedures El
Petfarmed Procedure Ertered &
Date Performed CwetRide Description Performed By Date User D
RETRas)| [FLT - Flost Teeth Dr. &J Jones 110642003 [oif
11ER2003] [COG - Coggins Dr. &J Jones 11652003 ot
T1M 2003 [COG - Coggins Dr. &J Jones 11/62003] ot
— Booked Date: Qg to:
Interval Starting Date " Printer
ﬁnw I 3M /2004 Farm: I | % Soreen
Week 4 I .,I
= Month - Harse: | = _
s Guarter Ending Date oubmit |
~ ?““ [ 33172004
ear 4] Close | =
-

Prints a report showing the detail of the mass procedure that has been
selected.

e Select a procedure.
e Select the date range you want to print.

e Select a specific farm from the pull down menu or leave “Farm” blank to
see all farms.

e Select a specific horse from the pull down menu or leave “Horse” blank to
see all horses

e Output the report either to the Printer or to the Screen

e Click on the Submit button to print the report.
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5. Procedure Schedule Report
o Select “Procedures” from the menu

0 Select “Procedure Reports” from the menu
0 Select “Procedure Schedule Report” menu item

B3 Print Scheduled Procedures

Output o
" Printer
% Sereen

Run Date: 3/7/2004 Procedure Schedule Listing Page: 70r7
Time: #:27:05 PM User. &io
Horse Base
Procedure Farm H ame Type Horse Start Date Freq. Procedure Day Termn Date C
BAC - Bacterial Cult & Mare 302003 Weekly 1M0/2009
Sen
COG - Cogging Coventry Farm 2172004 Yearly 20152010
COG - Coggins In Training 1452003 Event COG-Cog 350127312003
Dewortn- Strongid Foal 141152004 Event  Foaling 30 63052004
Desaorm- Strongic Foal 17i2004 Event 613042004
FLT - Float Teeth Mare 112004 Yearly 6/30/2004
HR - ®-Rays M= Galleria 343152004 Single KR - X-Ray 5i31/2004 Re-check LF canon.
HR - X-Rays M= Galleria 302452004 Single KR - X-Ray 302452004 Re-check LF canon
¥R - ¥-Rays M= Galleria EM3/2004 Single MR - H-Ray EM3/2004 Resxheck LF canon.

Prints a list of all of the scheduled procedures that have been entered into the
system.
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6. Scheduled Procedures Due Report
o Select “Procedures” from the menu

0 Select “Procedure Reports” from the menu
o Select “Scheduled Procedures Due” menu item

& Print Scheduled Procedures Due Report Ei

i Date Due On O}npm tq:
Inrie;ual Starting Date | TrainerFarm: | = |7 . Printer
- wa:Ek I w Horse: | B Screen
?: ::;:tttr Ending Date Horse Type: | ]
" vear W Procedure: | B
Al Category: | =]

[ Only "InFoal" Marez?

SEASONI I 2004 - I

0 Select a date range to print. You might want to see what
procedures have been scheduled for one day, one week, one
month or even one year.

o Once you have selected a date range, you have the option to
further limit the report by selecting other criteria.

e If you want to see everything that is scheduled for “In-Foal”
mares only, check the box next to “Only In-Foal Mares?” and
leave the other fields blank.

e If you want to see everything that is scheduled for all horses
on one particular farm, select the specific farm name from
the pull down menu and leave the other fields blank.

e |f you want to see everything that is scheduled for one
particular horse, select the one horse’s name from the pull
down menu and leave the other fields blank.

e If you want to see everything that is scheduled for one
particular horse type, select that particular horse type from
the pull down menu and leave the other fields blank.

e If you want to see all horses that have been scheduled for a
particular procedure, select the specific procedure from the
pull down menu and leave the other fields blank.

e If you want to see all horses that have been scheduled for all
procedures in a particular category, select the specific
category from the pull down menu and leave the other fields
blank.

e If you want to see all horses of one horse type that have
been scheduled for a particular procedure, first select the
specific horse type from the pull down menu and then select
the specific procedure from the pull down menu and leave
the other fields blank.
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Note: The Schedule Procedures Due Report will provide you with a list of what
should be done to your horses based on what has been entered in the Schedule
Procedure Entry/Edit screen. Because it has been scheduled does not mean
that the procedure has actually been performed on a horse or a group of horses.

Note: The Schedule Procedures Due Report does not keep track of whether or
not a procedure has been performed. It will not remind you that you have not
performed a scheduled procedure. For instance, if you have an X-ray scheduled
on August 10, 2004 but run the Schedule Procedures Report for August 11, 2004
through August 17, 2004, the X-Ray scheduled for August 10, 2004 will not
appear on the report.

NOTE: When the ending date in the Procedure Schedule Entry/Edit screen has
passed, that scheduled procedure will no longer appear on the Scheduled
Procedures Due Report.
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MONTH END BILLING

Regular Board Billing

Processing the Billing

To start the billing process, the system needs to calculate board and
procedure charges for each horse and allocate all charges to the
appropriate owner based upon arrival and departure dates; percentages of
ownership and dates the charges were incurred. All of this is done in a
single process.

0 Select “Month End Billing” from the menu

0 Select "Generate Bllling”

o Select the billing range by entering a “Starting Date” and the “Ending
Date” for the billing you are going to process.

B3 Generate Basze Billing Bun
—Billing Range:

'“r‘_‘_ﬂf““' Starting Date
Day 111/2003

- Week

& 4| p

()

- M““:t“ Ending Date

~ Quarter 11/30/2003
Year

4| P

o Click “Submit” to begin the processing.
Processing takes only a few minutes depending on the size of the farm
(most practices take only 1-2 minutes)

o After the Generation process is complete, select “Pre-Billing Report”
and review it carefully.

Note: The Billing Generation process may be done as many times as
necessary. If you generate, review the pre-billing and then find something
that needs to be corrected and/or changed (adding procedures, payments,
receipts; changing ownership, board rates, board types, etc), simply make
the necessary changes and generate again. This generation process
simply allows the system to sort through all of the records to see what
should be included in the billing date range you have selected as well as
to pick up any changes you have just made.

Network Users: The generate will make a copy of all the billing
information to local PC. Only that PC should run the billing reports and
close. In other words, if you generate on one particular machine, make
sure you run your billing reports including invoices from that machine and
then make sure you close from that same machine.
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Once you are satisfied that the Pre-billing is correct, continue the billing
process by printing or viewing the billing reports. These reports will be
used to verify the billing charges and may be run as many times as
necessary. In order for these reports to print accurate up-to-date
information, remember that if you have made any changes, you must first
“Generate Board Charges” before running the reports.

TIP: The generate process will pick up all procedures that fall within the selected
date range as well as any procedures that were performed prior to the selected
date range. For example, a vet ticket might get turned in after you have already
closed a billing period. You enter the charge on the date it happened last month
and when you generate for this month, the system will see that the procedure
has not yet been billed and it will pick up the procedure and include it in the
current billing. The generate process will never pick up procedures that have
been performed beyond the selected date range.

TIP: The generate process will pick up and include all Direct Credit/Charge
entries that fall within the selected date range as well as those that were entered
prior to the selected date range.

TIP: The generate process will pick up all cash receipts, regardless of the
payment date and include them in the current billing.

Billing Reports

0 “Monthly Direct Charge/Credit List” is a report that shows a complete
listing of any direct Charges or Credits you have entered for this billing
cycle.

0 “Monthly Cash Receipts Report” is a report that shows a complete
listing of all of the cash receipts you have entered for this billing cycle.
This list should always reconcile to your bank deposits.

o0 “Boarding Charges Report” is a report that lists only boarding charges
for each horse. It will show the horse’s type, boarding dates, rate, total
amount charged and a grand total of horse days for the billing cycle.

o “Preliminary Aged A/R Report” shows what your client balances will
look like after this billing cycle is closed.

o Print Invoices — Select this option when you are ready to print your
invoices.

o “Closing Summary” is a one-page report summarizing your clients’
Beginning Balances, Cash Receipts, Direct Charges/Credits,
Procedure Totals, etc.

0 “Service Charge Report” lists late fees that are going to be applied to
individual clients for this billing cycle.

o Month End closing is the final step in the billing process. Do NOT
select this option unless you are satisfied that your billing is correct and
that your Invoices have been printed.
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NOTE: If you have selected to not Maintain the A/R Balance on any of
your clients, their billing is considered “Suppressed”. (A) & (B)

B Client/¥et Entry/E dit =] E3

Name/Famm Last: |[Fowwler (181 Prefix:
el | First: |Rokhie Middle:l Suffix:
Title: Farm Owner: |
Farm/Company Hame: Show Company Onhs [
Address: [7 Maine Rd [~ Phone Humbere Frea Code: (GOE)
Main: |
City: |Manchester H ;l
State: WY -
€ “eterinarian: [
Zip: 40701
Foreign Country: ;l
Salutation: |Fouwler | Maintain AR Balance:: I_k
Tax ID )
* Spe. Sec. Ho. I— Standard service charge code: |III1 ;l
) Fed. 1D Ho.
Trainer/Farm: |F|a_l,l Hom Racing Stable =]
Click for Comments: | [nactive: r
hailing Billing Chargn.as ! Receipts Horses Cther
Codes Infa. Credits Addresses
Last Update: 2027/2004 %0718 AW User ID: |a|.:. \
o
Maintain Balances |

Wharningl Turning off maintain A/ balance will keep this client from receiving any new charges during billing. Are pou
zure you wizh ta turn aff the maintaining of A/8 balances?

- —®
If you have any clients who'’s billing has been suppressed, you can print
several reports to see what the suppressed charges are for that billing
period. You can print a pre-billing report (A) just for Suppressed Billing,
you can print Boarding Charges (B) just for Suppressed Billing, and if
there are any Suppressed Charges in the current billing, the total amount
of suppressed charges for the current billing will appear on your Closing
Summary Report (C).
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B Print Pre-Billing

Outpt tor:
™ Prirt Suppressed Elihg\ " Printer
r Group by Client % Screen

Horze: | ;l
Trainer/Farm: I | [~
Owner: | =] @

NOTE: During a typical billing cycle you would generate board and
procedure charges, then using the monthly billing reports you would verify
all information. After you have made all necessary changes, it is a good
idea to generate again, verify that all of the information will be invoiced
correctly and then print your invoices.

NOTE: A/R Aging Files are not updated until the closing process is
performed.

Month-End Closing

To make the billing process final, the system must update tables to reflect
the current billing balances, record aging balances, flag procedures as
having been invoiced, etc. This process is accomplished when you select
“Month End Closing”.

NOTE: The closing process has to take place on the same computer
that the invoices were generated on!

0 Select “Month End Billing” from the menu
0 Select the "Month End Closing” menu item
o0 The “Posted-Journal” reports that print during closing are listed.

B Close Current Baze Billing Period | x|

— Reports to be produced:
Fevenue Journal
Suppressed Revenue Journal
Cash Receipts Journal

Direct Charge/Credit Journal
Service Charge Journal
Closing Summary

Adged &F Balance

KR E R EEE

Close

o0 Click “Submit” to begin the processing.
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o During the printing phase, the system will ask you if the reports have
printed correctly. If so, select yes and the system will finalize the
closing process. If you select no, the system halts the closing process
and you have the opportunity to correct whatever it was that kept you
from closing (paper jam, out of ink, noticed an error on an invoice, etc.)

(A)

winiFM X

Did the reparts
Board and Procedure Revenue Journal

Receipks

Direct Charges and Credits
Service Charges

Clasing Surmmary Journal
print correctly?

wintiM =

Closing has been suspended. Please Fix the problems that occured during
printing, then issue the close command again,

—t ®

o If you select “Yes” when asked if the reports printed correctly, the
system continues the closing process. One final message will appear:
“Did the Aged A/R Balance report print correctly?” Select yes and the
system closes the current billing.

TIP: Be sure to print two copies of your invoices or select to have an
invoice log created during the billing closing (Setup/Support > User
Maintenance > Change Preferences). If an invoice log is created
during the closing, you will be able to re-print invoices from this file
at any time in the future. (A) see next page
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B User Preferences Entrp/Edit =] E

User Preferences Entry/Edit =
[SCE,F:EL:D-:&I 2 Glabal | Category: IStandard ;l

MWax. days to record audit information

Uze Board Type Description on Invoices

Will an invoice log file be crested during the hiling clozing?w
Equineline Phota Upload Site

Auto-Print Equineline Listing after transmizsion

Diay= a mare should foal after LOB.

Internet address used to check for WinHFM Updates
Avtomatically populste the standard service charge code.
The minimum service charge amount.

Value for Log Invoices: v

Last Update: 1152003 User ID: I El

NOTE: The “Month End Closing” option should not be selected until
the invoices have been printed and you are satisfied that they are
correct.
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Saving and Re-Printing Invoices

Saving Invoices
If you have turned on the option in User Preferences, “Will an invoice log
file be created during the billing closing?”, note the following steps to save
your invoices and then retrieve them.

Close hilling for cument period? |

& Clozing billing can not be undone! Are pou zure you wish bo proceed?

k. I Cancel

e If you are ready to close, click “OK”

WinVMs |

[id the reports
Board and Procedure Revenue Journal
Receiptz

Direct Charges and Creditz
Sermvice Charges

Clazinig Summary Jourmnal
print correcty?

Tez Mo |

e As the closing process continues, the next message you see will ask if the
various reports have printed correctly.

| :printing x|

Mow oukputking page S of
"Print: Imvoice’ ko the

File 'Z:\Program

Zancel |

e If the reports have printed correctly and you select “Yes”, the next
message will indicate that your invoices are being copied to a file. If you
select “Cancel”, your invoices WILL NOT BE SAVED. Again, the invoices
are being printed to a file, NOT the printer.
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WinvMs |

Did report
Aged AR Balance
print corecty?

ez Mo |

o After all of your invoices have been copied to a file, the final closing
message will appear.

Retrieving Invoices
e To open up the file where your invoices have been saved you can select
“Tools” and then “Open Saved Invoices” (A)

¥ '¥eterinary Management Software - Equine Veterinary Associates

” Save/Exit Cancel | Frint | “ Q 143414564 - Print | Send as E-mail Export Repart | Cloge |

|| Eile Edit Wiew [ Tooks Window Help
————————————

Main Monu [N

Trangfer Datafile

NEUERIZ NSO SOl E S

Optimize D atafile

Mazter Files

L3 Open Saved Invaices

b | Procedures =

» | Month End E E2 Bebuild Sort Fields e
P | Reportz Maorthly Cash Receipts Report
P | AR Tranzactions oarding Charges Report

P | SetupiSupport reliminary Aged AR Report

rint Invoices

Claging Summary

= | Service Charge Report
[#2] Month-End Closing

Closes or locks the current billing period. This will keep your billing
information afe from accidental changes. x | ? |

Exit Program Help
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e Or you can open up Windows Explorer; select “Program Files”, then
“WinHFM32” and then open up the folder “Reports”.

Mame / | Size | Tvpe | Modified |
@RB-ZDUIU”@D.RTF 1,841 KB Rich Text Format 512512001 9:05 AM
RB-ZDUIUESI .RTF 2,640 KB Rich Text Format af152001 12:20 PM
RB-2|:|E|1|:|831 .RTF 233 KB  Rich Textk Formak a10/2001 4:45 PM <

e The invoices are named according to the billing system and the ending
date range for each billing. For example, the regular board billing for
August 1, 2001 through August 31, 2001 has been closed. The name of
the file would be RB-20010831.RTF.

e When you find the file you want to open, double click on the name. The
file will open up using the word processing program that is installed on
your computer.

e Once the file is opened you can re-print all of the invoices or select only
one particular invoice to print.
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MAINTAINING CLIENT BALANCES

A/R Transactions

1. Adding Direct Charges/Credits

Select “A/R Transactions” from the menu

Select the “Direct Credit/Charge Entry/Edit” menu item
Select the client’'s name from the pull down menu

Click “Add” if you are entering a new Direct Credit/Charge for
that client or click “Edit” if you want to change or review an
existing entry for that client

B3 Regular Direct Charge/Credit Enk - |I:I|5|

Client Hame: |[Brown, Todd ~|

O O0OO0OoOo

Edit | Add | Close

0 To Add a Direct Credit/Charge, enter the date that the
adjustment is to occur on.

o Enter the amount of the adjustment (the system will
automatically fill in the G/L Account Number, the G/L Amount
and the Total)

B Regular Direct Charges/Credits Entry /Edik - |EI|E|
Client: [Brown, Todd -]
Farm/Compamy: IEIedfcnrdshire Ahbey Stud
Saveiadd New | Deiete |
» G Account AR: [101 Eill From Previous |
Direct C/C Date: 341512001
Amount: 25.00
mou ¥ .
Account Distributions: G/L Account: \G{ Amount: .|
25002 \($\25.nn)
2 mk

mppliedon: [ Total: | (§25.000

Invoice Comments: |Derby Glass

Click for Comments:

Last Update: | 12/21/2000 23541 F - User ID: Il:ec

Note: A positive number entered in the Amount field such as $25.00 (A) will add
a charge to the client’s next invoice and a negative number such as -$25.00 or
($25.00) will deduct the amount from the next invoice. (B)
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B Regular Direct Charges,Credits Enkry/Edit - |I:I|£|
Client: IEIru:-wn, Todd -]
Farm/Company: IEIEderdshire Abbey Stud

Saveltdd New | Delete |

» G Account AR: [101 il Fram Previous |
Direct CiC Date: | 2282001 /
Amount: [F25.007

Account Distributions: G/ Account: G/L Amount: =
28002 F25.00
| $0.00

Applied on;l Total: 2500 T

Invoice Comments: |[Credit for postage

Click for Comments:

Last Update: | 12/21/2000 2:36:58 FM  User ID: Icec

0 Add the optional “Invoice Comment” which will show the
explanation for the adjustment on the client’s invoice. This
Invoice Comment will also appear on the Direct Credit/Charge
Report.

o The “Click for Comments” field is for your reference and does
not appear on any report.

o0 Close the form and return to the A/R Transactions Menu

NOTE: The “Applied On” field is automatically filled in during month end
closing. (A) The system will drop in the Ending Date that was entered on
the Generate Base Billing Run to indicate that the entry was picked up and
included on that particular billing. (B)
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B Regular Direct Charges/Credits Enkry/Edit - |I:I|£|

Client: Ir-.ﬂs. Caren Callahan

Farm/Company: IElennigan's Bounty

Deiete |
» GIL Account AR: [101
Direct C/C Date: | 12151999
Amount: m
Account Distributions: G/ Account: G/L Amount: = /@
25002 £32.00 |
T|| seam

Applied on: [ 112000 | Total: | 3200

Invoice Comments: [Yet charge correction

Click for Comments: [Click here to enter any additional comr

Last Update: | 1/26/2000 318:22 &M User ID: Icec

Ed Generate Base Billing Run x|

—Billing Range:
Interval

Starting Date

 Day 11/2000
- Week 4| p
* Month

Ending Date olnr—

If--t;!uartﬁ!r
| 1/31/2000 |4
* Year 4r Close |

2. Editing Direct Charges/Credits

o To edit an existing entry, select “A/R Transactions” from the
menu

0 Select the “Direct Credit/Charge Entry/Edit” menu item

0 Select the client's name from the pull down menu and click
“Edit”

o Click on the entry that you want to edit and select “Ok” or double
click the entry to open up the record

NOTE: In the Direct Charge/Credit Lookup screen you can select to look
at entries that have not yet been billed (Click on the “Un-billed” button) or
you can select to look at all entries whether they have been billed or not
(Click on the “Both” button).
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Reqular Direct Charge/Credit Lookup
FY

Client: Connie Broomhsll
Enter filker information to limit list. | Un-Billzd I Buth

Clear Bayment [ate; I
Filter

Applied On Amount

Invoice Comments

1273111999 $25.00 ||Fed-Ex Charges
142472000 ($85.007 | |Credit for vitamins
[ 3 2000 [F36.007 [|Credit for supplements|

¥ ] e | =

0 Make any changes or adjustments as needed
o0 Close the form and return to the A/R Transactions Menu

3. Adding Receipts
0 Select “A/R Transactions” from the menu

0 Select the “Receipts Entry/Edit” menu item
o0 Select the name of the client that has made a payment

B Receipts Entry/Edit =]

Trainer/Farm: |E|:|\-'entr_l,l Farm ;l
=

Client Hame or Client Ho: |Gillispie, Steve

Edit! Add Close

o0 Click “Add” to enter a new receipt (or “Edit” to change an
existing entry)
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B Receipts Entrp/Edit m=]E
Client: [Gilizpie, Steve -]

Farm/Compamy:

Saveshdd |

v Payment Date: Im il FEra Presinu s
Applied To: IVet Bill -]
Check Humber: IW
Amount: IW
Reference: W

Debit G/L Account: |1 02 Applied On: I
Credit G/L Account: |1 01

Click for Comments: IF‘ar‘tiaI payment of last morth's invoice

Last Update: I User ID: I

Payment Date: Enter the date that the payment was made on
Applied To: Select Board Payment in the “Applied To” field
Check Number: Enter the check number

Amount: Enter the amount of the payment

OO0O0OO0O0

These notes appear on your Receipts Lookup form. (A)

Receipts Lookup

Client: Steve Gilispie 1=
Enter filter information to limit list. | | Unpited | Both |
Clear Paymert Date: |
Filter
Applied On Applied To Amount PReference
3 102712004 (et Bill Fr4.50
31352004 et Bill $122.74 |[Jan 04 Inv w

oK | Delete | tose | =

0 Click for Comments: [Optional] Enter any further comments
regarding this payment. These comments will appear on the
Receipts Report.

[Optional] Enter any reference notes pertaining to that payment.
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o0 Close the form and return to the Main Menu

All cash receipts entered in this option will appear as payments on the
corresponding client’s invoice.

NOTE: The “Applied On” field is automatically filled in during month end
closing. The system will drop in the Ending Date that was entered on the
Generate Base Billing Run to indicate that the entry was picked up and
included on that particular billing.

4. Editing Receipts
0 Select “A/R Transactions” from the menu
0 Select the “Receipts Entry/Edit” menu item
0 Select the client's name from the pull down menu and click
“Edit”
o Click on the entry that you want to edit and select “Ok” or double
click the entry to open up the record

NOTE: In the Receipts Lookup screen you can select to look at entries
that have not yet been billed (Click on the “Un-billed” button) or you can
select to look at all entries whether they have been billed or not (Click on
the “Both” button).

Receipts Lookup

Client: Steve Gillispie 1=
Enter filter information to limit list. | [ Ungiled | Both |
Clear Payment Date: I
Fitter
Applied On Applied To Amount Reference
[ 3 12712004 et Bill F74.50
332004 et Bill F122.74 |[Jan 04 Inv

ok | Delete | cose | =

0 Make any changes or adjustments as needed
o Close the form and return to the A/R Transactions Menu

Note: Once a payment has been picked up and included in billing and that billing
has been closed, you cannot make any changes to the dollar amount that has
been posted.
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A/R Transactions Reports

1. Direct Charge/Credit Report

B3 Print Direct Charge/Credit

Citpt to:
" Printer

(O SCreen

— Charge/Credit Date
Interval Starting Date
" Day 11/1/2003
" Week
g ::::t';r Ending Date
 vour [11:30/2003
4 | Il
Search in:
' Applied Date
" Entered Dste

Orly un-billed entries? W

Trainer/Farm; |

Cliertt: |

_ Subrit_|
Close |

Submit

Prints a report of Direct Charges/Credits that have been entered into the system.
You can select any or all clients, any date range and include only those entries
that have not been billed or all entries for that date range including those that

have already been billed.

Run Date: 332004 Direct Charge/Credit Report Page: 7orf2
Time: 75749 FPM Date Range: 11152003 thru 11/302003 User: aio
Date Hame Comments Amount AR Account Offset Account OffSet Amount
114752003 Take Five Stable Fed ExCharges $3z00 1M 101 3200
11192003  Robhbie Fowler Sept charge correction (F42.00) 101 101 F4200
1113002003 Take Five Stable Credit for Dispensed Viaming [§1200) 101 101 $1200
($22.00) $22.00

NOTE: The comments shown on this report are those comments that were
entered in the “Invoice Comment” field on the Direct Credit/Charge Entry/Edit

form.
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2. Receipts Report

B Print Receipts

. Date Range
'“rlﬂf'-'ﬂ' Starting Date
Day | 114 /2003
. Week 4 I .,I
ﬁ ET Ending Date
~ f“““er [11:30/2003
ear ‘ I PI
Search in:
* Payment Date
" Ertered Dste

Ot to:
= Printer

G Screen

Close |

Trainer/Famn; |

Client; |

Orly un-billed reciepts? W

Prints a report of the receipts that have been entered into the system based on
the criteria selected. You can specify any date range, a specific client or all
clients and include only those receipts that have not been billed or show all
receipts for that date range including those that have already been billed.

NOTE: All reports can be exported to a Text, Word or Excel file. First select to
send the report to the screen and then select “Export Report” from the toolbar at

the top of the screen.

Run Date: 532004
Time: 20206 PM

Cash Receipts Report

Page: 7 of 2

User: aio

Payment Client

Date Hame i

Applied To

Check

Humber Reference Amount

Debit
Account

Credit

Account

Closed?

110202003
Covertry Farm

11442003
Gary Falter

111752003
Take Five Stable
Robbie Fower

Wet Bill

Wet Bill

Wet Bill
Wet Bill

2385 $12200

= Daily Tetal:
696 $400.00
* Daily Total: $400.00
&7 9541 $17500
59574
= Daily Total: $276.74
** Report Total: $798.74

$122.00

102

102

102
102

101

101

101
101

Mo

ko

Mo
Mo

NOTE: The comments shown on this report are those comments that were
entered in the “Invoice Comment” field on the Receipts Entry/Edit form.
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3. Aged A/R Balance

B Print Aged A/R Balance Ed

Output o
" Printer
& Soreen

Trainer/F arm; |

Prints a report showing what your client balances were after the last closing and
any Payments or Direct Credit/Charges that have been entered since the last
closing along with the new (Adjusted) balance.

Run Date: 32004 Page: 4 of 4
ime: 7 e User aio
ULLLS ZeT R Aged A/R Balance Listing
Accumulated Interim — Inferim Direct Adjusted
Client - TrainerFarm Client 1D Total Balance Current Over 30 Days Over 60 Days Over 90 Days Senice Payments _Credit/Charges Balance
Coventry Farm - Ray Hom 15 1,004 75 §941.50 35200 $0.00 $0.00 §11.25 | $000 $0.00 ¥1,004.75
Racing Stable
Gary Falter - Ray Hom 3 $162.00 §162.00 $0a0 $0.00 $0.00 5000 | $000 $0.00 §162.00
Racing Stable
SEM Stable - Ray Hom 6 $81 .50 §61.50 $000 $0.00 $0.00 5000 | 3000 $0.00 $61.50
Racing Stable
Take Five Stable - Ray H $179.00 $0.00 §12200 $57.00 $0.00 $0.00 | §178.00 $20.00 $21.00
Horn Racing Stable
Trainer/Farm Tatal: $1,407.25 $1,165.00 $174.00 $57.00 $0.00 $11.25
Grand Total: $2,505.60 $1,870.00 $440.00 $153.00 $22.00 $20.80

Page 92 of 131



4. Service Charge Listing

B Print Service Charge
. Otpt
Trainer/F arm: | | ,r-p F‘ﬁnter
Owner: | = % Soreen

Prints a report showing the services charges that will be applied for the selected
billing date range. This report lists each client that will be getting a Service
Charge (late fee) and the amount of the Service Charge.

Run Date: 3/3/2004 Service Charge Listing Page: Tof 2
Time: 2:06:52 P User: alo
Billing Range: 11172003 - 1173002003
Amount of
Client Hame Semvice Charge
Beddfordzhire Aabey Stud F2.00
Covertry Farm F14.90
Steve Gillizpie F5.00
SEM Stable $5.00
Totals: $29.90
Run Date: 3/3/2004 Service Charge Listing Page: Zof 2
Time: 2:08:24 P11 User: aio
Billing Range: 11172003 - 11/730/2003
Amount of
Client Hame Semvice Charge
G/L Summary
Account Debit Crexdit
101 $29.90
333 $29.90
Totd=s $29.90 $29.90

NOTE: The account numbers shown on the Service Charge Listing G/L
Summary page are set up in “Billing Period Control” (Setup/Support > Billing
Setup > Billing Period Control > Service Charge Account No.) (A)
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1. Horse Listing

B Pnint Horse Listing Ed |

ot By Output to
i TrainerFarm Name ' Printer
o Haorse Mame O Screen

[ only Currently Boarding

Haorse Type: |

[

Prints a list of horses that have been entered into the system. You can
create the report based on a combination of options: Sort by Farm Name
or Horse Name, show only those horses currently boarding, or print the list
based on a particular horse type.

Sort by: Select “Farm Name” and the report will print each farm on a
separate page. Select “Horse Name” and the report will alphabetically
print a list of all horses regardless of the farm.

Run Date: 332004 Horse Listing Page: 70f3
Time: 2:77:09 P User. aio
TrainerFamme Coventry Farm
Arrival Departure Percent
Horse Hame Type Sex Color D.0.B. Sire Hame Dam Hame Trainer Farm H ame Date Date Ownens) Owner
Affirmlode In Training Colt Bay Coventry Farm Bedford shire Abbey Sty 100.00%
Desiny's Duke In Training Colt Bay Covertry Farm Falter, Gary 50.00%
Gillispie, Steve 50.00%
Gold Shilling Unidentified Coventry Farm Coventry Farm 100.00%
Lady Lianga In Training Mare Gray Secretariat Lianga Covertry Farm Gillispie , Steve 100.00%
M= Galleria Mare Chestnut M aster Derby Canyon Ride Coventry Farm Coventry Farm 100.00%
Crdeal is Over Unicentified Coventry Farm Covertry Farm 50.00%
Gillizpie, Steve 50.00%
Haorse Count: B
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2. Client/Vet Listing

B Print Client Listing

[ Include only boarding?

Ogtpt o
™ Print Address " Printer
O SCreen

Prints a list of clients that have been entered into the system. You can print
just the clients’ names or include their address. You can also select to show
only those clients whose horses are currently boarding with you. If the box

“Include only boarding?” is blank, the report will list all clients even if they no
longer are boarding horses with you.

Run Date: 3/3/:2004
Time: 2:73:04 P

Client’Vet Listing

Client/Vet Hame

Farmn / Company Hame

vet TrainerFam Tax ID /S5H

859-224-2840
Celldar 559-505-2752

Y Equine Yeternary
Azmocistes

(55997 6799697
Cedlular: (539) 338-1100

$99-346-95313
Celldar: 321-2160

Fed Fox Stable §39-346-9512
Cedlular: 2242803

Page: 1 of 1
User: alo
Maintain Fam

AR Balance Owner
Yes Mo
ez Yes
ez o
Wes Mo
Wes Mo
Yes Yes
ez Mo
ez o
Wes Mo
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3. Trainer/Farm Listing

B Pnnt Trainer/Farm Lizting

Output to:
= Printer
% Sereen

Close |

Prints a list of trainers/farms that have been entered into the system. The list
includes Trainer/[Farm Name, Address, Owner, Manager, Contact, Vet and any
phone numbers that you entered in the Trainer/Farm Master File Entry/Edit form.

Run Date: 3/3/2004
Time: 21457 P

Trainer/Farm Listing

Page: 1 of 7
User: aio

TrainerTamm Hame Address

Coventry Farm 112 Deer Haven Drive
Yersailles, Ky 405333

Owner Tony Ottaiano
Manager: Hevin Keegan
Contact: Misti

Vet:

Main Phones

(859) 5550697

Equire Yeterinay
Azsncistes

JJ Smith B acing Stable

Main Phone:
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4. Horse Type Listing

B Pnnt Horze Types | %]

Output to
' Printer
' Screen

Close |

Prints an alphabetical listing of all of the horse types that you have set up for your
farm/company. Comments that were entered in the Horse Type Entry/Edit form
appear on this report.

Run Date: 3/3/2004 Horse e Listin Page: 7 of1
Time:2:76:40 P User: alo

Standard G/ Account Billing

Horse Type Board Rate Humber System Comments

Boarder- Observation ¥35.00 R egular

Fos F0.00 Regular

In Trairing $0.00 Regular

Mare 0.00 Regular

Stallion 0.00 Regular

Unidentified F0.00 Regular

Wesnling $0.00 Regular

Yearling 0.00 Regular
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1. Arrival Report

B3 Print Ammival Report
—Date Applied Output 1o:
'“rlﬂf“ﬂ' Starting Date ™ Printer
Day [ 112004 o
" Week 4 I .’I | *  Screen
& Month Ending Date :
 Quarter Submit |
' v I 153172004
e [ » ]| Close |

Prints a list of horses that have an arrival record within the date range that
has been selected.

Run Date: 3/3/2004 Amival Regort Page: 1 of 1
Time: 2:26:53 PM TraineriFarm: Equing Yeterinary Associates User: alo
Date Range: 14072004 Thng 173172004
Date Horse Hame Armived From Vanned By Time
1idi2004 Gad Shilling Coventry Fam Farm “an
10952004 Affirm lode Greg Begley, Trainer Farm “an

The information on this report is pulled directly from the Arrival/Departure

screen. (Master Files > Horse Entry/Edit > Arrivals/Departures).
See Example (A)

Example (A)

B Arival/Departure Form M= B
Horse Hame: IG-::Id Shillirg Horze Lookug | =
Departure Hotice: I
Tvpe Actual Date Arrived To:
2 Arrival 10452004 |Equine Yeterinary Associstes
= [
Vanned By: [Farm ‘an =] Phone:
Arrived From: [Coventry Farm LI Boarding Type: |Boarder- Observatiu:ur;l
2} Standard Rate: F35.00
3) Exception Rate:
4)

Click for Comments: I

La=t Update: SA52004 2226242 P User ID:  [alo -

=
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2. Departure Report

B Print Departure Report
— Date Applied Ot':-.'tp"'t tq:
Interval Starting Date FHREED
:: Day I 142004 & Soreen
Week 4 I .,I !
* Month

Ending Date Submit
. Guarter J

" Year I 14 Close |

Prints a list of horses that have a departure record within the date range that
has been selected.

Run Date: 3/3/2004

Departure Report Page: 1 of 1
Time: 2.37.01 P TrainerFarm: Equine vieterinary Associstes User: aio
Date Rangs: 152004 Th 15312004
Date Horse Hame Shipped To Vanned By: Time
1M 42004 God Shilling Covernitry Fanm Farm “an
142212004 Affinm lode Greg Begley, Trainer Farm “an

The information on this report is pulled directly from the Arrival/Departure
screen. (Master Files > Horse Entry/Edit > Arrivals/Departures).
See Example (B)

Example (B)
B Amval/Departure Form — O] =]
Horse Hame: I.&ffirmln:nde Horze Lookug | 1=

Departure Hotice: I

Type Actual Date Ship From:

Artival 1852004 |Equine Veterinary Associates

i Depatture 172272004 |Equine Yeterinary Associates

vanned By: IFarm Wan ] Phone:

Ship To: |Greg Begley, Trainer ;I
2)
3)
L |
Click for Comments: I

Last Update: 3352004 User ID: I :l
-
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3. Print Departure Form

B Print Departure Form
. Departure Date
'“riﬂf““' Starting Date
b= Day [ 312004 M Print Owner and
o Week 4] Inzurance information
r: i Ending Date | | 1ze. [Geidt Shilling -]
~ ?"'“"E' [ 33172004 '
ear 4 I "I
—Procedure Date Range: Ciugtp tq:
Interval Starting Date " Printer
rl week ‘ ’ |
" Month LU0 :
Ending Date Subrnit |
0 Quarter I— —
- Year
illl Close |

For horses that are scheduled to leave the farm or have already left the farm,
you can print a report that shows selected procedures that have been
performed for any date or date range, for any group of horses that have
departed the farm or for a single horse that has departed the farm or is
scheduled to depart the farm.

NOTE: The procedures that appear on this report are based on the criteria you
selected when you originally set up your Categories and your Procedure Master
Entries. If you are not satisfied with the procedures that are or are not appearing
on this report, go back to the Procedure Category Entry/Edit and the Procedure
Master Entry/Edit and re-select either “No”, “Yes” or “Last” in the “Departure

Print” field. Remember that whatever has been selected in the Procedure Master
Entry/Edit form will take precedence over what has been entered in the
Procedure Category Entry/Edit form.

NOTE: The “Results” column shows information that has been entered in the
“Results” field and/or the “Click for Comments” field that have been entered in the
procedures performed form.

NOTE: Comments entered in the “Depart Notice” field on the Horse Master form
will appear on the Departure Form. (See Horse Entry/Edit)
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Run Date: 53/32004 Equine Veterinary Associates Page: 2of2
Time: 2:39:42 PM Phone: (B59) 5551212 Fax (B59)555-1313 User: aio
Departure Form
Horse: Gold Shilling
Crepature Date Rancge: 1M2004 Theu 10312004
Sires Shrike Gold Tatoo#: Departure Date: 1142004
Dame Ms Gallerda Horse Type: Boarder- Observation Date of Birthe
Color: Dk BiBr
Owner: Ship To: Coventry Farm Sexn: Mare
Address:
Coventry Farm
112 DeerHaven Dr
Versailles, KY 40363 Ll ANl
Phone:
Phone: (559) 5799897
Health Record
Date
Pesformed Procedure P aformed By Results
1/452004 EX - Exam Dr. &) Jones
sore RF leg
10472004 ¥R - ¥-Rays Dr. A Jones
negative RF ankle
1/452004 BU - Bute Y Dr. &l Jones
10542004 BU - Bute % Dr. &) Jones
1642004 BU - Bute % Dr. &) Jones
1552004 Bl - Bute I Dr. &) Jones
14242004 FLT - Float Teeth Dr. &l Jones

Remarks:

Signed By:

Date:
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4. Health Records Report

B Print Health Beport

. Date Performed
Interval Starting Date
" Day 11/2004
. Week 4 I .,I
ﬁ :':::t';r Ending Date
 vear | 1/31:2004
4 | I'*I

Currently Boarding Only? r

Include Qnly Health Type'? [ ||

TrainerFarm: I

Hor=e: I

Horze Type: I

Category: I

1

Output o
Printer

*  Srreen

Prints a comprehensive list of procedures that have been performed on a single
horse or a group of horses. You can select any given date range, include only
those horses that are currently boarding, include only the procedures you have
marked as “Health Type”, all procedures in all categories or only procedures in

one category.

Run Date: 3/4/2004
Time: 70:73:04 AM

Horse: Gold Shilling

Health Record Report

Date Range: 1/1/2004 thr 1/31/2004

Page: 30f5
User: 2o

Strike Gold

Gaold Shilling —

M= Galleria

Master Dery

Canyon Ride

Owmner(sp: Covertry Farm

TrainesrFarme Equine Veterinary Associates

Horse Type: Boarder- Ohservation

Color: Dk B/Br

Sex: Mare

Birth D ate:

Date

Time

Procedure Description

By

1442004
Ti4r2004
14452004
14552004
162004
14652004
1M 22004

BU - Bute IV

HR - HRays

EX - Exam

BU - Bute IV

BU - Bute IV

BU - Bute IV
FLT - Float Teeth

Dr. & Janes
Dr. &) Janes
Dr. &J Jones
Dr. &) Jones
Dr. & Janes
Dr. &J Jones
Dr. &J Jones

sare RF leg

negative RF anklz

NOTE: The “Results/Comments” column shows information that has been
entered in the “Results” field and/or the “Click for Comments” field that have been
entered in the procedures performed form.
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5. Mini-Pedigree

B Print Pedigree Report
. Ottt to
Horse Name: -
orse Name: | =] fait
Harse Type: | R o

Based on the information that has been entered in the Master Files > Horse
Entry/Edit screen, this report prints a 2 Generation Pedigree.

e Horse Name: Select one specific Horse from the pull down menu or leave
“Horse Name” blank to include all Horses

e Horse Type: Select one specific Horse Type from the pull down menu or
leave “Horse Type” blank to include all Horse Types.

e Output the report either to the Printer or to the Screen

e Click on the Submit button to print the report.

Run Date: 3/4/2004 Horse Pedigrea Listing Page: 7 of 1
Time: T0:15:74 AMf User: alo
Well Decorated DOB: 3741996
Formal Dinner Typer Mare
Fantastic Flyer i
Misti Moon Master Derkry Color: Dk B/Br

Wz Gdleria

TrainerFarm Ray Hom Radng Stable

Canyon Ride (GB) c ot:
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6. Veterinarian Charges Report

B3 Yeterinarian Charges Report |

Interval Starting Date

 Day | 14,2004 Output to:

::WEEK 4|r] " Prirter
-
Month Ending Date o

- Quarter
r Tear |1— I

Performed By: | ;I S bt |

Category: | -] Cloze |

Based on the procedures that have been entered in the Master Files >
Procedure Entry screen, this report prints a summary of charges by
Procedure Category for each vet in the practice.

Run Date: 3/4/2004 Veterinadan Charges Report Page: 7 of 7
Time:70:48:75 Al Dete Range: 1/ /2004 thu 163172004 User: 2o
Al Yeterinarians
Al Categories
Procedure Cateqory Procedure Veterinarian Charges Procedure Count
Labratory
BAC - Bacteral Cut & Sen
Jones, A FE0.00  100.00% 1 100.00%
Cateqory Total: ( Labratony )
Jones, &) $60.00 100.00% 1 100.00%
Labratory Tatal: FE0.00  100.00% 1 100.00%
R.outine
B4 -Banamine 1%
Jones, A $10.00 100.00% 1 100.00%
BU - Bute |V
Jones, Ad $40.00 100.00% 4 100.00%
Tatal: $40.00 100.00% 4 100.00%
Ex - Exam
Jones, Ad F2000 100.00% 1 100.00%
FLT - Flast Teeth
Jones, AJ F7500 100.00% 1 100.00%
=4 - Zalixnto train
Jones, &) $25.00 100.00% 1 100.00%
AT - Yitamins 1Y
Jones, &) $20000 100.00% 2 100.00%
Total: $20000 100.00% 2 100.00%
HR - ¥-Rays
Jones, A F100.00  100.00% 1 100.00%
Cateqory Total: | Routine )
Jones, &) $47000 100.00% 11 100.00%
Routine Total: F470.00 100.00% 11 100.00%
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7. Print Labels

B Pnnt Mailing Labels

Filter:
Billing System | ||~ Data Group —; —Sort
Category: | =l ¥ clert ™ Name
Sub-Category: | =l [ Farm V¥ Zip Code
Include only boarding ? r
Avery Label | =
Label Type - [ Printer Paper Type
& English 1 Cortti
el SHNHEUE Start on label # [1
O Metric % Shest

Qutput to:
" Prirter
% Soreen

Submit

_ Submit_|
Close |

e Billing System: If you have generated monthly billing and want to print
labels for those clients that will be getting an invoice, select “Regular”

B Pnnt Mailing Labels

Label Type -
& Engish!
0 Metric

Printer Paper Type
' Continuous
% Sheet

Filter:
Billing Sy=tem IReguIar ;l Data Group — —Sort
Category:| | ¥ ciiert [T mMame
Sub-Cutzyory: | ;I [ Farm ¥ Zip Code
Include onhy boanding 2 r
Avery Label [5162 ]

Start on label # |1

Output to: ———
" Printer
& =oreen

Subimit |
_ Close_|

Close

e Category: If you want to print labels for those clients that have been
assigned to a particular Category/Sub-Category (Master Files > Client
Entry/Edit > Mailing Codes), select the Category and then the
corresponding Sub-Category from the pull down menu.

B Pnnt Mailing Labels

Sort
|_ Mame
V¥ Zip Code

Filter:
Billing System | ||~ Data Group —
Categony: - ¥ Cliert
Sub-Categonye I R
Include onty boarding? Christmas
| Promo Letter I '
=al
Avery Label [5162 e -]
Label Type - [ Printer Paper Type
& Englizh 1 Cortti
el SHUELS Start on label |1
O Metric % Shest

Qutput to:
" Prirter
% Soreen

Submit |
_Glose_|

Close
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B3 Print Mailing Labels

X

Filter:

Billing S].rsteml Data Group — —Sort

;I : Orl._l_tput to: ——
= Prirter
Categony: |Chrlstmas ;I ¥ cClient [ Mame |7 &
= *  Screen
Sub-Category: [| I~ Farm W Zip Code

Include onhy boarding?

Avery Label |51l32 Perzanal ﬁ -
ose
Label Type - [~ Printer Paper Type C
% English  Conti
e FTTHELS Start on label & |1
 Metric &+ Shest [

Business i ' Subimit |
_ Close |

Data Group: If you want to print labels for all clients that have been
entered in the system, leave “Billing System”, “Category”, and Sub-
Category” blank and click in the box next to “Client”. If you only want to
see clients that are currently boarding, click in the box next to “Include
only boarding?” If the box next to “Include only boarding?” is blank, all
client names will be included on the list whether or not they are currently
boarding.

Data Group: If you want to print labels for all farms that have been
entered into the system, click in the box next to “Farm”.

Sort: Select to sort the report either by “Name” or by “Zip Code”

Avery Label: Select a pre-defined Avery Label from the pull down menu
Label Type: Select whether your labels are “English” or “Metric”

Printer Paper Type: Select whether your labels are “Continuous” feed or
single “Sheets”.

Start on Label #: Select which label to start on (For example, if you have
used the first 3 labels on a sheet, you can tell the system to start printing
labels on the 4" label).

Output the report either to the Printer or to the Screen

Click on the Submit button to print the report.
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Setup/Support

Administration

1. Organization Setup

0 Select “Setup/Support” from the menu
0 Select “Administration” and then open the “Organization Setup” form

o

well as your E-Mail address

B Orgamization Entrp/Edit

F

Hame: IEquine Veterinary Associates

Address:

City:
State:
Zip:
Country:

Click for
Invoice
Comments:

521 Corporate Drive Phone:

=uite: 921 Fax:
E-Mail:

Lexington

b -

40503 |

Lsa, -]

Input the name, address and phone number(s) of your organization as

=10] x]

(559) 555-1212

(659 555-1313

hillingriZyour practice corm

Logo on Invoices: v

Met 30 days. Thank you.

TIP:

TIP:

If you enter text in the “Click for Invoice Comments” area such as
Net 30, Payable Upon Receipt or Happy Holidays, this message
will appear on all client invoices.

If your company logo is available, you can copy it into the “Logo

field” and click the box next to “Logo on Invoices”.

Your logo will

then print out in the heading on the top, right-hand side of your
client invoices.

A. “Config” Button in the “Organization Entry/Edit” form
o Click on the “Config” button inside of the “Organization Entry/Edit” form
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E3 Organization - Configuration

Organization Hame: |Ec:|uine Yeterinary Associates

Print Organization
G/L Account: I Hame on Invoices:

Default all reports to be

<

=ent to the screen: [
Hon-U5 Only Default all horge names

Tax Hame: I d to uppercase: [
Dizable the warnings

UEE EECILTIE I when removing bill option [
on procedure detail:

o Enter a G/L Account number for your practice. It is not necessary to
enter information in this field. If you do not need to identify a G/L
Account number for your farm, leave this field blank.

o0 For Non-US clients, identify the tax name you will be using and the
corresponding Tax Account Number.

0 Look for the box next to Print Organization Name on Invoices. If you
want your name, address, etc. to automatically appear as the heading
on your invoices, leave the “Y" marked in the box. If you are using pre-
printed stationery and do not want the system to automatically
generate the heading, simply un-check the box next to Print
Organization Name on Invoices to remove the “\".

o If you want your reports to print to the screen first before printing to a
printer, check the box next to “Default all reports to be sent to the
screen”

o If you want to be able to type horse names in lower case and let the
system automatically convert them to uppercase, check the box next to
“Default all horse names to uppercase”

o If you DO NOT want the system to warn you that you have removed a
procedure from invoicing, check the box next to “Disable the
warnings when removing bill option on procedure detail”.

o Close the form and return to the “Organization Entry/Edit” form

0 Close the “Organization Entry/Edit” form
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2. Registration
0 Select “Setup/Support” from the menu
0 Select “Administration” and then “Registration”

B2 Enter Registration Information M= E3

ID Code: 233 366 44

Registration Mumber: [0 <[00 - [0 |- oo

CCERL E Eraluatian |

This screen identifies the Registration Number that The Jockey Club has
assigned to your farm/business. If this screen appears when you first start
the program, please call The Jockey Club Information Systems for
assistance.
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Master Lists Entry/Edit

No changes are needed unless your farm uses a different set of terms
e Select “Setup/Support” from the menu

e Select “Administration” from the menu

e Select “Master Lists Entry/Edit”
[

Select the list category that you wish to review. This displays the list of
user choices for that category.

B3 Master Pick Listing Enktry /Edit - | I:Ilil
Pick a cateqory to edit.
Cotogory: | ]
System
Hems= in list: .ﬂ..d.dress = Locked
BillircyCat n
» I BloodType e
BookStatus
Calar
Foal=ex
HorzeBreed
MarelnfoStatus i
Last Update: User ID:
B3 Master Pick Listing Enktry /Edit - | I:Ilil
Pick a cateqory to edit.
Categony: [HorzeBreed -]
System
Hems= in list: Locked
Angio-Arak [ - |
Guarter Horse [
Thoroughbred [
» [
Last Update: I User I0: I =

e If your practice needs additional items than those that are already set
up, those items can be added on the last line in the list (it will be
blank).

e Close the form and return to the Main Menu.
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4. Mailing Codes Entry/Edit

Select “Setup/Support” from the menu
Select “Administration” from the menu
Select “Mailing Codes Entry/Edit”

ol x|
mh-l:a‘tegnw [=
Christinas Buziness
Christinas Persanal
Promo Letter Client=
=ales el
~essonsl Boarder 2001
2l
=

One or several mailing codes can be assigned to each client. If a
mailing code is assigned, you will be able to print labels based on any
of the pre-defined mailing codes. You can add as many Categories
and Sub-Categories as needed.
To add a new Category and Sub-Category, enter the information in a
new blank field (the last line on the form will be blank). If the form is
completely full, use the scroll bar on the right-hand side of the form to
scroll to a new line.
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4. Audit/Error Log Report

e Select “Setup/Support” from the menu
e Select “Administration” from the menu
e Select “Audit/Error Log Report”

B2 Audit,/Error Log Report x|

Currently should anly be used when |":"-“F'Ut to

talking to support from TJCIS " Printer

*  Soreen

User: | =1
Category: | ]
Action: | |

Close |

e This is used as a debugging tool by TJCIS.
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Billing Setup

1. Billing Period Control

Select “Setup/Support” from the menu

Select “Billing Setup” from the menu

Select “Billing Period Control”

Since the Veterinary Management System uses General Ledger
Account numbers to allocate charges and payments appropriately, G/L
Account numbers should be identified prior to using the system.

Note: The system has been preloaded with all necessary G/L codes.

Only if your farm uses specific G/L accounting codes will you need
to change the preloaded codes.

B Biling Penod Controls M= E3
— Reqular Billing Range:
'“rlﬂf'-'ﬂ' Starting Date
Day 11172003
- Week 4| p»
T
r:al.'!'!'.'.'.?'..'.'.'ﬂ'.'. ..... Ending Date
ﬁ"““er 11/30/2003
ear 4|r
Board Billing
Board &R Account Ho. |101
Service Charge Account Ho. 333

The G/L Account numbers are at the bottom of the form. Enter the
Board A/R Account Number and the Service Charge Account Number
for the Monthly Board Billing. You can leave the numbers that have
been pre-loaded or you can enter account numbers designated by your
farm.

Close the form and return to the Main Menu

2. A/R Aging Maintenance

Select “Setup/Support” from the menu

Select “Billing Setup” from the menu

Select “A/R Aging Maintenance”

A list is displayed with all of the clients that you have entered into the
system.
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B A/R Balance Initial Setup (O] =]

Accumulated

Client Hame Trainer/Farm Current Over 30 Ower 60 Over 90 Service

p ||Mark Adkins Greg Begley, Trainer &1 0250 F0.00 F0.00 F0.00 F0.00
Bedfordshire Abbey Stu |Coventry Farm F110.00 $0.00 F0.00 $0.00 F0.00
Todd Browwn Greg Begley, Trainer F2r2.50 F157.00 F55.00 F0.00 $9.35
Dt John Cash Eqjuine “eterinary As
Covertry Farm Coventry Farm
Covertry Farm Ray Horn Racing Sta 341 .50 F52.00 §0.00 F0.00 F11.25
(Gary Fatter LI Simith Racing Stakl FE7 .50 F0.00 F0.00 F0.00 F0.00
(Gary Falter Fay Harn Racing =ta F1E2.00 $0.00 F0.00 $0.00 F0.00
Fobkie Fowler Fiay Horn Racing Stal
Steve Gillizpia Coventry Farm 15250 7900 $11.00 F2z2.00 F0.00
Dr. AJ Jones Equine “eterinary As
SEM Stakle Fiay Horn Racing Stal FE1.50 F0.00 F0.00 $0.00 F0.00
Take Five Stable Fay Harn Racing Sta 0000 F22.00 F57.00 F0.00 F0.00

=

e During initial set up, the ending balances for each client were entered
in this screen. The amounts entered in this table will be reflected as
the beginning balance on the first billing run performed on WinVMS.

Important: You should only edit A/R balances in this manner during your
initial install/configuration process. The system will adjust (age) these
entries in a normal fashion during the closing of each monthly billing cycle.

e Close the form and return to the Main Menu

3. Payment Codes Entry/Edit
e Select “Setup/Support” from the menu
Select “Billing Setup” from the menu
Select “Payment Codes Entry/Edit”
Enter an Application Code (example shown is BD)
Enter a Description for the application code (can use Veterinary
Services, Board, Board Billing, etc.)

The system is preloaded with a Default Debit and a Default Credit G/L
account number. Unless you want to use specific G/L Account numbers,
you do not need to do anything in these fields.
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ES Payment Application Codes Entrp/Edit _ O] x|

7 Application Code: I'x-"S

Description: I'x-"eterinar'f Services

Default Debit Account: 101

Default Credit Account: [333

Note: When you are entering your cash receipts on a daily/regular basis,
you will be selecting this payment code from a pull down list. Again, this
payment application code indicates to the system that the cash receipt will
be applied to your board billing.

Note: Your “Month End Billing”, or “Veterinary Services Billing” consists of
boarding charges as well as procedure charges. When payment is made,
you will not be separating the payments into “Board Payments” and
“Veterinary Service Payments”.

e Close the form and return to the Main Menu.

TIP: Your Payment Application code for Veterinary Services Billing can be
either numerical or alphabetical.

Note: When setting up your payment application codes, The “Default
Credit Account” number for Veterinary Services Billing MUST match the
“Veterinary Services A/R Account” number that you entered in the Billing
Period Control screen. This example uses 101 as the Board A/R Account
No. and the Default Credit Account Number. (A)

& Billing Period Controls Mi=]E
— Reqular Billing Range:
Interval Starting Date

1142003

4 »
Ending Date

11/30/2003
4|k
Board Billing

Board AR Account Ho. [101 < @
Service Charge Account Ho. 333
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ES Payment Application Codes Entrp/Edit _ O] x|

7 Application Code: I\-"SI

Description: I'x-"eterinar'f Services

Default Debit Account: 101

Default Credit Account: [333 < @

4. Service Charge Type Entry/Edit

If you charge late fees for unpaid invoices, you will enter codes for each rate
you plan to use. The Veterinary Management Software will automatically
apply a “late fee” to any unpaid balances for those clients that you specifically
indicate should be charged late fees/service charges. A client will never be
charged late fees unless you specifically mark it as such. (Master Files >
Client Entry/Edit > service Charge Code)

e Select “Setup/Support” from the menu
e Select “Billing Setup” from the menu
e Select “Service Charge Type Entry/Edit”

B Service Charge Entry/Edit _ O] x|
Enter the percentage rate for each service charge -
code which is to be used in aging accounts

Service Charge Code Rate Over 30 Rate Over 60 Rate Over 90

[ 2 Yl 1.50% 1.50% 1.50%

0z 1.00% 1.00% 1.00%

0z 0.50% 0.50% 0.50%

* 0.00% 0.00% 0.00%
&

Each line can have a different Service Charge Code with different
percentages. Depending on your specific needs, you can enter just one
service charge type or several. The service charge code can be
alphabetical or numerical. First enter the Service Charge Code then enter
the rate in the 30, 60 & 90 columns.

e Close the form and return to the Main Menu.
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5. Services Tax Entry/Edit
e Select “Setup/Support” from the menu
e Select “Billing Setup” from the menu
e Select “Services Tax Entry/Edit”

B Service Tax Entrp/Edit Hi=]E

Enter service tax code, percentage and G/L
account no which are used for calculation.

Service Tax Code Service Tax Rate Services Tax G/L

b [

Note: international clients use this feature. It allows the entry of a service
tax such as GST, VAT, etc. to be charged on Invoices.
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Master Address Forms

1. Master State/County Entry/Edit

No changes are needed unless you find it necessary to update this list
Select “Setup/Support” from the menu
Select “Master Address Forms” from the menu
Select Master State/County Entry/Edit

B3 Master State Code Entry/Edit =] 3

State Code Hame -
p[ [eB lberta —

A Alaska

AL Alabama

AR Arkansas

A American Samos

LT Arizonz

B Britizh Columbia

oF18 Californis

] Colorada

CT Connecticut

i Diztrict of Columkbiz

CiE Delaware

FL Florick

A0, Georgis

=L GLIAM

HI Harovaii ;I

Review the entries and update as needed
Close the form and return to the main menu

2. Master Zip Code Entry/Edit
No changes are needed unless you find it necessary to update this list

Select “Setup/Support” from the menu

Select “Master Address Forms” from the menu

Select Master ZIP code Entry/Edit

B Master ZIP Code Entry/Edit m=1Ea

ZIP Code: |4I3383|

Area
City State Code
[versailes e =1 Jess

Review the entries and update as needed
Close the form and return to the main menu
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3. Master Country Entry/Edit

No changes are needed unless you find it necessary to update this list

e Select “Setup/Support” from the menu
e Select “Master Address Forms” from the menu

e Select “Master Country” Entry/Edit

B Master Country Entip/E dit Mi=]E

Country Hame Dial Prefix &
b | [2LcERIA] 13

AMERICAN SAMOL 54

L MDORRA 33623

S MGLILLA

AMTIGUL, 1

L RGENTINA 54

S RMENI, 374

e 297

BSCENSION ISLAND 247

SUSTRALLA B1

LUSTRIA 43

& TEREALAN HE

BaHAMAS 1

BAHRAIN 973

BAMGLADESH 50

BARBADDS 1

BEL&RUS 375

BELGILIM 52

BELIZE 501

BEMINM 2249

BERMUDA 1

BHUIT &0 975 =]
Record: M4« [[T 1 v |wi]ws|oF1mr

e Review the entries and update as needed
e Close the form and return to the main menu
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Maintenance Menu

TN R A BT A T et TRty e
VELENIIRTY IV dIEUENER Lo uVal e

b | Master Files Acdministration %3] Rebuild Sort Fields
P | Procedures Billing Setup +=| Rollback Last Closing
B | Month End Billing Master Address Forms
¥ | Reports Maintenance Menu
B | AR Transactions User Maintenance
P | Setup/Support [ | About YWeterinary Manasgement

Re-builds some sort fields that are kept by the system. x ? |

Exit Program Help

1. Rebuild Sort Fields

Before selecting this option, please call The Jockey Club Information
Systems first and a customer support representative will walk through
the process with you.

e Select “Setup/Support” from the menu

e Select “Maintenance Menu” from the menu
e Select “Rebuild Sort Fields”

E3 Aebuild Sort Indexes _ O]

e Select “Yes”
e This process will close when completed

2. Rollback Last Closing
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Before selecting this option, please call The Jockey Club Information
Systems first and a customer support representative will walk through
the process with you.

B3 Rollback Last Clozing _ O] =]

Thiz wvill rollback the last closing.
Biling =y=tem: Regular

Range: 114520035 thew 11 £530/2003
Clozed By:  "alo" on 30302004 11:40:53 AW

Close |

This screen will show you what Billing System has been closed, the date
range of the billing and the person that closed it along with the date and
time.

User Maintenance
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1. Change User ID

This option is selected when you wish to change your User ID. This ID
appears in a form when a user creates a record or edits an existing record.

e Select “Setup/Support” from the menu
e Select “User Maintenance” from the menu
e Select “Change User ID”

VELETIRTY IV ETIEEENER LG iVl

hiaster Files
Procedures
haonth End Billing
Reports

AR Transactions
Setup/Support

reports).

Allows the current user to change their default user 10 (shown on forms and x

Administration Change User ID
Billing Setup [ | Change User Password
Master Address Forms A% Change Preferences
haintenance Menu

User Maintenance
About Wetetinary Management

?]

Exit Program Help

e Enter your new User-ID and select “Accept”. This ID appears
on most screens at the lower right-hand corner along with the
“Last Update” field.

Change Uszer ID

User-1D: |alo

Accept | Cancel |
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2. Change User Password

B Change Pazsword

Hew Password: |

Confirm Hew Password: |

Enter your Old Password

Enter your New Password

Re-Enter your New Password

Close the form and return to the main menu.

3. Change Preferences
There are several options that are available depending on your personal

preferences.
e Select “Setup/Support” from the menu
e Select “User Maintenance” from the menu
e Select “Change Preferences”
e “Scope”: Local indicates that the preferences will be set on the

local machine only. Global indicates that the preferences will be
set for the local machine as well as all machines that are using
WIinVMS in a network environment.
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4. User Preferences Entry/Edit

STETING AR ET R En =St A TE
VEIETITEY A ATTHYENENIIS O UVl E:

Master Files Administration [ | Change Lser ID

Procedures Billing Setup [ | Change User Passwoard

haonth End Billing Master Address Forms Change Preferences

Reports Maintenance Menu

AR Tran=sactions Uzer Maintenance

Setup/Support About Wetetinary Management

Allows the user to change how some areas of the software works. x ? |

Exit Program Help

e Allows you to review each item on the form and select which
option you want to turn on or off.

B User Preferences Entrp/Edit - O] x|

FS

User Preferences Entry/Edit =

[Scupe:

) Local ) Global Category: [Stancard] ]

p | Enshle Lookup AutoSearch

Auto Expand Horze Mames

Force wzer Click for menu changes
Auto-Open Comment Zoom

Zhowy the "Tip of the Day" form at startup.
Shoves the "Cantral Tip" text

Fecord program starting times

The method uzed to find uszer's ID

Yalue for Lookup AutoSearch: v

Last Update: User ID: I ]
-
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About Veterinary Management

B About - Program Information |

The Jockey Club Veterinary Management

- Software To]’¢
INFORMATION | version: 10.4- '
—— " ISYSTEMS

Copyright & 2004 Wiarning: This computet program is protected by

The Jockey Club copyright lave and international tresties. Unawthorized
Information Systems, Inc. repr.cuduu:tlf:un ar dlstrlbut.u:un of thiz p.:ur!:gram, Fur .any
portion of it, may result in severe civil and criminal
Phone: 1-300-333-1778 or penatties, and will be prosecuted to the masdmum extent
(859) 224-2800 possible under lawy.
FAX: (859) 224-2810
Computer's Mame: TJCI=31 JET Engine version is 3.51 (User: Admin]
U=serlC: alo (ketwark: ala) Currert Code iz C:'Program Files\The Jockey
Processar Type: Pentium (2 of CPLE 1) Clubviny b =0vin'y M= 32 mode
0= Platform; Windows MT Current Code Size is 29,134 5848 hytes
0= wersion: 5.0 (Build 2195) I
Runtime: C:'"Program FilesWeooess 87 Runtime? Currert Database is CProgram FilesiThe
Scresn Mode: 1,280 by 1,024 (Color: Unk) Jockey Clubbyint MW etDatafile32 mdk
Memory: 261 592K (45 558K Aval.) Current Databaze Yerszion iz 2.12
Available Memory Yirtual: 1,933 050K Mumbet of Concurrent users 1
Currert Database Size iz 2,232 320 bytes

Note: This is an informational page. You can check to see which
WinVMS32 Version you are currently running (this example is Version
1.0.4) (A) or you can verify the location of your Datafile32.mdb (this
example shows the Current Database is located in C:\ProgramFiles\The
Jockey Club\WinVMS32\VetDatafile32.mdb) (B).
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MAINTAINING DATA

Optimize Datafile
The “Optimize” option should be used when any PC running the
Veterinary Management Software is shutdown without closing the
software first (Power outage, PC turned off, PC locked up, etc.)

Another use for the “Optimize” option is to rebuild internal indexes in
the database. This will help the software find and use the farm’s data
as quickly as possible. Optimizing the database can be done as often
as the user wishes and will not hurt the data if there is nothing to
optimize.

¥ Veterinary Management S oftware - Equine Yeterinary Associates

Save/Exit Cancel | Frint | “ Q + Print | Send az E-mail Export Report | Lloze |
File Edit “iew | Tools Window Help

i e |

Transzfer Datafile

Vg agENENLSGIWETE:

Optimize [ atafile

[#] Master Files
. Open Saved [nvoices

Marith End Bil B2 Bebuild Sort Filds
Reparts

AR Tranzactions
SetupiSupport

Horse Type Entry/Ecit
[ | Procedure Category Entry/Edit
[ | Procecure Master Entry/Edit

List of forms that will allow the user to edit the "Master"” tables. x | ? |

Exit Program Help

o Click on the Tools button at the top of the screen to get the drop
down menu.

0 Select Optimize Datafile

0 This process will close when the Optimize has completed

Optimize Complete B |

Optimizing of datafile ["'C:YProgram FilezhThe Jockey Clubswfintkd S etD atafileds. mdb''] has been completed
succeszsfully,

Alternate Method to Optimize Datafile
0 Close the Veterinary Management Software (on all PC’s using
this database)
0 Select “Start” button from Window’s Taskbar
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Select “Programs” menu

Select “Veterinary Management Software” group menu
Select “Optimize Database” from the menu.

This process will close itself when it has completed
Re-open Veterinary Management Software

OO0O0OO0O0

BACKING UP YOUR FILES

Creating a backup set

e The practice is responsible for creating backups of the “datafile32.mdb”
file stored on their system. This file holds ALL of the farm’s information.
If this file gets lost or damaged then ALL of the farm’s information will be
lost or damaged.

e To find out where your datafile32.mdb is, go to the Help button and
select “Information For Backups”

*: Windows Horse Farm Management - TICIS Thirty-Two

“ Save/Exit Cancel | Print ‘

“ File Edit Yiew Tools Window | Help

K2 \what's This? -
nagement

Tip of the Day

¥ | Master Files Information For Backups

P | Procedures

» | Marth End Biling ahout Program

¥ | Report= B [Maintenance Menu

B | &R Transactions B |User Maintensnce

P | hiare Information Abowut Horge Farm Management
¥ | Setup/Support

Displays information about this version of Horse Farm Management. x | ? |

Exit Program Help

[Menu Object T M T
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B Support Information _ O] x|
Veterinary Management Software

“ou can protect your wark by saving & backup copy of the your data on a daily (or an a regular routine)
baziz. All of the Farm Management data is stored in a single file. To backup your data save the file displayed
below to another media (tape, diskette, another computer, etc). Also, &t least one backup set should be
stared off zite.

To recover wark after a dizaster occurs, you must have created a backup copy before the prokblem
happened. Al of the information in the backup copy will only be current as of the time the backup was
crested!

It wou should find yoursetl in a dizaster recovery mode and need assistance, please dont hesitate to call
The Jockey Club Information Systems.

The name and location of the datafile in use is:

WProgram FilestThe Jockey ClubWyinWMSWetDatafile22

2 08 |
L=

0 Note the location and name of your Datafile32.mdb so that you
are sure it is included in your daily backups.
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HOW TO REACH US

The Jockey Club Information Systems, Inc.
821 Corporate Drive
Lexington, KY. 40517

Phone: 1 (800) 333-1778

(859) 224-2800
Fax: (859) 224-2810
E-Mail: vetsupport@tjcis.com

Regular business hours:
8:00 am — 5:00 pm (EST) Monday — Friday

Web Address for More Information

WWW.t|CiS.com
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