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What does it do? m Vet Space®

AmerisourceBergen
Health Care Plan accounting is separated from day to day accounting.

A Health Care Plan Accounts Screen has been introduced to the system which separates Health Care Plan

transactions from the Clients Account. In addition, the Daily Cash Screen has been modified to allow filtering
between HCP transactions and normal day to day transactions.

Health Care Plan Accounts

To access a Client's HCP account, search for the client in Reception and go to their Accounts screen.

Reception [ User - pdsa]

Clear bﬁ Save Modify & Delete ‘ I;:j New Document g Accounts a Payments @ Appointments & Print Labels - E Send Text | 2| Send Email

l % Client Details Additional Info. I "~ Motes T [ ] Documents ] &2 Communication ] @ Advanced Search ]

- Client E
a Title | [~][Patient|| chin ]| 1o | stante| Reg.Date  |28120015 (] :id; DEHS Delxete Cliﬁer Tl'ec'%ent mc-.Elppt c:-gant 3 Jc-iﬁcp
Surhame % Smith Patient |:| [ Patient Name Species
Firstname S, Kellie Category S RC ~] cery SEIIE
- Address Tel and email
[+]Home ) Home %. |oooononas
Mame/hNo 112 @ Business
Address % Ringwoad Highway Mo hohile B%_
| | @ Faw
Tawn %|Coventry El Mo Email E]%_I:I
Camiiy Warks S | Introduced By | [~]
Postote  “lovazor [ [ | ContactlD 2631407 |
[ This is the mailing address ShowDeleted [ Site: ’m

If the Client has any animals joined to a HCP, you will see a green button called 'HCP Accounts'.

Accounts [ User - pdsa]

= = > > > =] = el'-.
2 F & & @ A& = - I
List All Payments Refunds Discounts Credits Return Money Surcharges Motes Statements
= =
S | € A o v X B .
Print Receipts Opening Balance  Bounce Chegue Write Off Apply Reversal Celete Print Multi-Invoice
| Showliems || Showcomments || Invaice Totals ony | Site Al [~] Show Patient Activities |[Al]
[T mmT -1 ot 1mim m Fymdm | YT T | [T . I P i ki e I

This will load the Clients HCP accounts. You can select the HCP you wish to view from the drop down highlighted
below:

Accounts [User - pdsa]

List Al Payments Refunds Discounts Credits Return Money Surcharges Motes HCF Accounts Statements

[Popmyl - Dog Plan 2016 | Patient: Poppy | Client  Kellie Smith |

l HCP Payment ] ’ Statement ] ’ Write Off ] ‘ Reverse End Plan | ’ End Plan ] ’ Return Money ]
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D Vet Space

AmerisourceBergen
Once you have selected a Plan from the drop down list, the Health
Care Plan Account will load.

Accounts [ User - pdsa]

# e ek & &

ListAl | Payments Refunds Discounts

=

Statements ‘

Credits Return Money Surcharges

Notes HCP Accounts
IPopRyl - Dog Plan 2016 [+] Patient  [Ponpy client.  [Kellie Smith
[ HCP Payment ] [ Staternent ] [ Wyrite OfF ] ‘ Reverse End Plan ‘ [ End Plan ] [ Return Maney ]
Items
Date | Descri | Gty | et | wat | Receipts | Sales | Running Balance | Site
TBI01/2016 ‘Anivac Vel 10d (Discount) T 0.00 000 0.00 784 784 Pasa Head Ofice
18001/2018 Bronchi-shield Ke (Discount) 1 0.00 0.00 0.00 163 9.47|PdsaHead Ofice
Gutstanding Direct Debit Payments Plans Balance
5 Kellie Smith, 113 Ringwood Highway, Coventry, Warks, C¥2 2GT, 000000099 Cash Only Chatity ("0 YATY  Charity (no VAT on stock) | Balance
Id: 12320771, Poppy, Canine, Shih-tzu, 3 Years 21 Days, 7.800kg[29-Dec-15], Neut Female, No Chip Id, No Conditions, Uninsured Draft
The HCP screen has the following functionality:
[Rosie] - Large Dog Plan 2016 |*] Patient Rosie Client  MrR Adamson

A
4

[ HC:F'1F‘aﬁ,rmenl l | SIalemenl l | ".-'drllgon ] Reverse End Plan I EndElan ] [ Rewmﬂﬂuney
£ o J 4]

(1) HCP Payment - this is used to record HCP payments.

(2) Statement - Prints a Statement for the HCP Account.

(3) Write off - Writes off the Client's account consequently setting the balance to zero.

(4) Reverse End Plan - Re-joins a previously ended HCP.

(5) End Plan - Ends the animals HCP.

(6) Return Money - Returns money for a HCP payment.

The HCP Accounts Screen will also give you the details on the Client's Outstanding Direct Debit Payments and the
Plans Balance.

Qutstanding Direct Debit Payments: |EI.EI | Flans Balance:
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Direct Debit Import m Vet Space®

AmerisourceBergen
The Health Care Plan module does not send information to your direct debit company, this also includes registering

a client with the company to setup the Direct Debit Agreement.
You must register the customer with the Direct Debit company from the practice directly.

You will need to provide a list of essential information to your Direct Debit company for them to feed received
payment details into the system.

Exporting Client Details fo CSV

In order for the Direct Debit companies to update their records for your client's active plans, a CSV file is required
from the system. This can be extracted from Utilities > Health Care > Reports > All Active Members. From here click
the 'Export to CSV' button.

| Flans Litilities Reports DirectDebitImpUrt|

Client Site: |l (]

| All Active Members [ Suspended Animals |

' | Exportto cav

Anirnal | Anirmal D | Client | Client D | _Plan Description_| Plan D | Join Dats | Ren
MHelson 16807 Lynn Watson 4903 Cat Adult Health PI... 3 z2anorzon 2810021
Ben 18269 J Lack 3073 Large Dog Plan 20... S 11012016 1101721
Fudge 53188 A Smith 16222 Large Dog Plan 20... 5 08012016 a2
Rosie 70163 R Adamson 9506 Large Dog Plan 20... 18012016 1801721
Cane 265298 Smith 2170480 Large Dog Plan 20... 110172016 1101121
Paoppet 8E5511 Emith 217050 MNational Plan 6 11/01/2016 1101721
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Importing Direct Debits m Vet Space®

. o AmerisourceBergen
After taking the first initial payment, all subsequent payments are taken

by direct debit. The direct debits are imported from a CSV file which is sent to you by your direct debit company. Or
if you are collecting the direct debits yourself we can provide you with the required CSV template.

Example content of the CSV file is shown below.

A B C D E F G H 1 1 K L M N
Customer Customer PetName CollectionDate Amount PaymentStatus Addresslinel AddressLi Town County PostCode Jupiter_Animalld Jupiter_HealthPlanid jupiter_Contactld
Adamson R Rosie 18/01/2016 10 Receipt Harepath Road Virginiz Surrey GU13 BAU 70163 5 9506
The required fields are as follows:

Jupiter_Animalld = Patient ID (Obtained from the Reception Screen)

I | Patient Mame | Species | Breed | Gender | DOB | Id |

k7] Feline Birrnan

Meut Male
Canina Sheltie (Shetland 5... 05i1 072009
@E Meg Canine Sheltie (Shetland ... |Meut Female 231081999 arrar
Jupiter_HealthPlanld = Health Care Plan ID (Obtained from the Health Care Plan Screen)

HCP [ User - jupiter ]

[ Plans [ Utilities ] Repors ] Direct Dehit Import ]

Add Plan Save As Mew Edit Active Only Delete Plan

Health Plan Id | Daesctiption |
Cat Adult Health Plan
Cat Kitten Health Flan
Diog Adult Health Plan
Diog Puppy Health Plan
Large Diog Plan 2016
Hational Plan

[ ) S T S

Jupiter_Contactld = Contact ID (Obtained from the Reception Screen)

rClient
™ Titla hr Fatient|| Chi D Stahle | Red. Date 1041142008 |:|
8 [~][Fatient]_crip [ 10| stabte] -
Surname S Adarmson Patient
First name R Category S5 SA E
rAddress rTel and email

% []Home & Home 55241
Mameito T

E:-IE_!] Business

Address %, |Harepath Road Moh.Persanal

'@ Fax
Town 3, Wirginia water ||| Email Private E]
oy Stz Introduced By (]
Postcode W lGuU13sau | | | contact ID 3505

If you have any further issues importing the CSV file, contact support@vetspace.com for further assistance.
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To import your CSV file, navigate to the Health Care Plan and select A !I V 't S ®
the 'Direct Debit Import' tab. e pace
Select the required file type from the drop down menu, then click 'Select AmerisourceBergen

File' button and find the CSV file to import for the specified month. Once
happy that the correct file type and file has been selected, Click the Save button.

| Plans | Utiliies | Reports | DirectDebitimport |
Impart Type: |Jupiter Health Care DirectDeb..E Year: 2016 Manth: 1 Select File

Import Results

Once the file has been imported, you will see rows of successfully imported Direct Debit Payments.

HCP [User - jupiter ]

Plans | Utiities | Reports | Direct Debitlmport |

Import Type: Jupiter Health Care DirectDeb...E Year, 2016| Month: 1 Select File

Import started on Mon Jan 18 19:32:11 GMT 2016

Loading CEY file.

Farsing CEv file..

Completed Parsing CSY file.

Processing payment records..

Fayrment successtully imparted: Contactld: 9506, Anirmalld: 70163, Planld:A, Date: Mon Jan 18 00:00:00 GMT 2016, Amount10.0
Impaort campleted.

These payments are imported to the Client's HCP Account for the animal.

Accounts [ User - jupiter]

> = = = - & =) ¥ 2
P $F 6 & &5 6 & I
List All Pay ts Refund Discounts Credits Return Money Surcharges Motes HCP Accounts Statements
[Fosie] - Large Dog Plan 2016 E Fatient: Client: |Mr R Adamson |
[ HCP Payment ] [ Statement ] [ Wirite Off ] | Reverse End Flan | [ End Flan ] [ Return Maney ]
Date | Description | Oty | Met | Wat | Receipts |
|18ID1IED16 |DirectDebitpaymentfr0m CEY import 1 8.33 1.67 10.00

Any errors will be shown in the grid such as the image below:

Impott Results

Import started on Won Jan 18 19:25:50 GMT 2016

Loading CEV file,

Parsing CEY file..

Completed Parsing CSV file.

Frocessing pavment records..

Failed t0 save payment, invalid payment data for contactld: 419932, Animalld: 49201
Import completed.

Upon errors, these must be attended to otherwise the payment information will not be imported for the affected
records. The first step is to check the CSV file details are correct. If a record is incorrect, correct the problematic
record and remove any successfully imported records from your CSV before re-importing to ensure that the
successful records are not imported twice.

If you require assistance, please contact Support.
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Suspending a Plan m Vet Space®

AmerisourceBergen
When a Client has not successfully paid the Direct Debit, the HCP administrator can suspend the plan for the
animal. When the plan is suspended, the Client will no longer receive discounts on dispensed items from the Health
Care Plan for that particular animal.

To Suspend a Plan, Enter the Accounts screen for the Client and select ‘HCP Accounts’.

Accounts [ User - jupiter]

P I e e B o6 & -

List Al Payments Refunds Discounts Credits Return Money Surcharges Notes

Here you will see a 'Manual Suspend' button. Select this button to suspend the plan.

Accounts [ User - jupiter]

¥ I o b 6 &|°

List Al Payments Refunds Discounts Credits Return Money Surcharges MNotes HCP Accounts

[Rosie] - Large Dog Plan 2016 Joined: 14-Ju...E] Patient: |Rnsie | Client.  |Mr R Adamsan

[ HCF Payment H Write Off H Return Money l[ManuaISuspend][ Staternent H Set Direct D

Once suspended the patient will not be entitled to any discounts and the Patient will display in yellow to indicated a
suspended plan.

Reception [ User - jupiter ] &

cear | | save [} wosry G petere (2 PrintLabels - ¢ 5] sendEmai

| & clentpetails | [3] Additional info. | * Notes | [ Documents | &3 Communicaion | < Advanced Search |

[ NewDscument 585 accounts. Sk payments () apponments

Client
& e e []Fatent]| chip || 10 |[stavie| Reo. Date  [10711/2008 =]

Sumame %, Adamson Fatient
Firstname %, R Category A =1
"Admess

) @ [)Home

Ereed

Species

Canine Sheltie (Shetiand Sheepd... Female 0511012008 70163

Tel and email
[@ Horme 5524133

Canine Sheltie (Shetiand Sheepd... |Neut Female 23/08/1993 3r7s7 100.00/%

To re-activate the suspended plan, go back to the HCP Accounts screen.

You will notice the 'Suspend' button now reads 'Re-Activate'.
Accounts (Cash Only Client) [ User - jupiter ]

¥ = 4 = 4 ~ =\ 3
P F e & EH & & °

List All Payments Refunds Discounts Credits Return Money Surcharges Notes HCP Accounts

[Rosie] - Large Dog Plan 2016 Jained: 14—..Iu...|3 Patient: |Rosie | Client.  |Mr R Adamsan

[ HCF Payment H Write Off H Return Money ]l[ Re-Activate ll[ Staternent H Set Direct Dehit ]

To un-suspend the plan select 'Re-activate'. Once the plan has been re-activated the HCP will continue to discount
as before suspension and the patient will display in green.

In order to suspend plans, users will need to have the HCP — Suspend Plans permission assigned (Utilities >
System > Security > Roles).

Available Actions Selected Actions
=

EMAIL - Send Email To Client
EMAIL - Send Marketing Ermails
EMAIL - Send Recall Emails
HCF - Payment - Retrye

HCP - Plan Amount - Edit Active O
HCFP - Subscription - Cancel

HCFP - Subscription - Create

HCFP - Subscription amount - Edit

HCFP - Subscription months - Edit

HCF - Suspend Plans

HCP - Unsuspend Plans

HCF Direct Debit- Payment - Refund

Health Care - Add i IIFJ

SEEE
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Ending a Plan m Vet Space®

AmerisourceBergen
To end a Health Care Plan, the Plan's balance has to have a zero

balance, this either needs to be done by a 'Final Payment', 'Return Payment' or by performing a 'Write Off' to
eliminate the remaining balance.

Once the plans balance is zero, you can end the plan. Enter the Client’'s Accounts screen and select ‘HCP
Accounts’. Here you see the 'End Plan' button.

P JF 3 & 5 3 ~ e ¥7 v

¥ FF @ @ B & 12 aF 2 -
List all Payments Refunds Credits Return Money Surcharges Motes HCP Accounts Statements Re-Allocate Paymer
[Rosie] - Large Dog Plan 2016 Joined: 1 4-Ju...E Patient: Rosie Client:  |Mr R Adamsan | End Plan

You need to manually notify your direct debit company of the plan ending so that they stop taking payments.

If you are ending the plan to join a different plan (Before the end of the current plan), then the current plan needs to
be ended, (as described above). in addition to this, you need to start the animal on the new plan. The new plan will
start from the beginning; it is not possible to push a start date to a past date.

If your direct debit company stores the contact ID, animal ID and plan ID, you must update your direct debit
company of the new plan id, this also applies if you manually maintain the CSV import file (you must update the plan
id in the CSV file). If the plan ID is not updated, the wrong plans balance will be updated monthly.

If you would like to re-join the ended plan, go to the Reception Screen, select the Client, Select the Animal and
select 'Join HCP'. Once you attempt to join the previously joined Plan, you will see the following message:

Confirmation [ﬁj

e

-l

This animal was previoushy joined to this plan.
Would yvou like to continue the old plan or start a neww plan’?

Cantinue Plan H Start new Plan H Cancel

L.

Select 'Continue Plan' to re-join the previously ended Plan. If you wish to start a new plan, select 'Start new Plan'.

You can also re-instate a HCP from the HCP accounts screen as mentioned earlier in the document.
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Cashing up HCP Payments m Vet Space®

AmerisourceBergen
Health Care Plan financial transactions are separated from normal

transactions. Therefore, when running daily cash, you have three different filter options under the filter ‘Account
Type’ highlighted below.

L Print Detailed 4 Print Summary [ Print Payment Type E\j Refresh lfd Export -

| P DailyCash [ 3 cCashingUp |

Fram To Payment Tvpe Client Category Work, (Payment) Site: Client Site:

18/01/2016 00:00:00  [~) 18012016 19:55:38 (=] fam [=] e [+] Esher [=] A [~]

| Register Last Date ] | Start From Last Run ] Cash hook histony E Account Type |HCP E
()] Date | Client [ Address | cash | cheque [ Debitcard | CreditCard | voucher | Other
&. 1870142016 00:00 Adamsan, R Harepath Raoad 0.0o 0.00 0.00 0.an 0.on 0

If this is set to ‘All’ all financial transactions will display, both HCP transactions and Non-HCP.
To run Non HCP transactions only select ‘Non HCP’.

To run for HCP transactions only, select ‘HCP’.
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