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DVMAX Practice v8.6. Fast. Smart. Integrated.

Put the new DVMAX v8.6 to work on the day-to-day management of your busy practice and
spend more of your time where it matters most — caring for your patients.

Get more done in less time with the most powerful, flexible and integrated veterinary practice
management system available. DVMAX v8.6 introduces enhanced VetConnect PLUS inte-
gration, Autobook quick boarding, a new Image Markup and Notation feature and an updated
database engine under-the-hood for improved speed and stability. Plus, find many user-requested
updates and additions, like new custom reports, improved label printing, and enhancements to
invoicing and the appointment scheduler.

DVMAX v8.6 introduces a number of key upgrades and features including:

e An upgrade to the background database engine that will improve processing
speeds

e A number of VetConnect PLUS workflow upgrades

o The ability to assign a Client to a Staff record for requisition discounts

o Backup Mirroring to an additional backup server

e Several new custom reports

o An upgraded Image markup tool that allows staff to edit images

e Annew Autobook feature that speeds up bookings in busy boarding sites
o Ability to set a default LIMS for Requisition orders

o Updated workflow for manual credit card processing
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Getting Started with DVMAX

Welcome to DVMAX, the complete Veterinary Practice Management solution for Windows and
Macintosh.

Conventions

o The documentation contains many Helpful Hints. These contain useful information that will
help you work more efficiently with DVMAX. Helpful Hints are indicated with an information
icon.

A Throughout the documentation you will also find Important Notes, which warn you of
actions that have potential consequences you should be aware of, such as data loss or changed
application behavior. Important notes are indicated with an exclamation point icon.

Other manual conventions:

o Names of menus, menu items, buttons, text enterable fields and checkboxes are
in bold.

o Keystrokes or keyboard shortcuts are in ALL CAPS.

¢ Directions to accomplish specific tasks are presented as bulleted lists.

About DVMAX Anywhere

The new DVMAX Anywhere is a flexible, responsive application that works where you do.
Whether you’re using a tablet, laptop or desktop device, Anywhere offers many of the powerful
features of your DVMAX client in a streamlined, web-based framework. With DVMAX Any-
where, you can work with patient or client records, complete scheduled To Do items, create
MREs, check the appointment Scheduler, review invoices, present consent forms for electronic
signature, view lab results and much more.

Many functionalities outlined in this Getting Started chapter work in very similar ways in
DVMAX and in Anywhere. For specific details on working with DVMAX Anywhere, refer to
the DVMAX Anywhere chapter in this user guide.

Starting DVMAX

Starting DVMAX for Windows
To start DVMAX for Windows:

o Double-click the DVMAX shortcut on your Desktop. If there is no DVMAX
icon on your Desktop, see Installation.

Starting DVMAX for Macintosh

e Double-click the DVMAX alias on your Desktop. If there is no DVMAX icon
on your Desktop, see Installation.
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Starting DVMAX Anywhere

The new DVMAX Anywhere is a flexible, responsive application that works on tablet, laptop or
desktop device. Anywhere offers many of the powerful features of your DVMAX client in a
streamlined, web-based framework. Refer to the DVMAX Anywhere chapter of this manual for
more information.

To launch Anywhere the first time:

¢ From the Special menu of the main screen of your DVMAX client, select
DVMAX Anywhere.

4D File Edit Section JJ.CEIN Help
0

Synchronize...

| S—

Write an OTC invoice 30
Enter Batch Payments ##T

Print a Custom Label...

DVMAY A

o From the DVMAX Anywhere dialog, choose whether to open Anywhere on
your current desktop machine or on a tablet. The URL for Anywhere will be
shown in the Enter URL on Tablet field. This URL can be used by desktop,
laptop or tablet. Bookmark Anywhere in your browser for quicker access the
next time you want to use it.

Logging in to DVMAX

When you start DVMAX, one or two dialogs appear, depending on which version of DVMAX
you have installed. The first sets up a network connection between your workstation and the
DVMAX server. The second provides the login window for DVMAX.

0 If you are using the single-user version of DVMAX, only the second of the dialogs below
will appear.
To log on to DVMAX:

¢ From the list of servers (if your display shows more than one), select the
location of DVMAX.

e Click OK. This will connect your station to DVMAX.

e A DVMAX Login dialog will open. In the User Name field, type your
assigned user name.

o In the Password field, type your assigned password. Your password can be
changed from the General Management option on the DVMAX Section
menu. See Change Your Password for more information.

e Click Connect or press ENTER.
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Lzer
Identification

User Mame: |John Smith

Password: I“‘*‘"‘“‘I

I~ Remember Passwaord

Cancel | Connect 5 I

Password Errors

If you type the incorrect user name or password, DVMAX will not launch. Try re-typing your
user name and password.

Changing Your Password

To change your assigned password after logging in the first time:
o From the Section menu, choose General Management.
o Select the Utilities tab.
o Select Set Passwords and Users and click OK.

o A warning dialog opens asking if you are attempting to change the Admin-
istrator password.

0 The Web server (Appointment Scheduler) must be closed before changes can be made to
the Admin password.

o Select Not Editing Admin User if you ARE NOT changing the Admin pass-
word.

o Sclect Stop Web Server if you ARE editing the Admin password. The Web
Server will close and you can then make changes to Admin passwords.

o The Passwords dialog opens.

o Seclect the User you wish to edit.

o The User screen displays.

o Select Edit to change the password, then type and confirm your password.

e Select OK.
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A Depending on your user configuration and level of system access, you may not have access
to this area of DVMAX.

A The Admin password cannot be changed while the web server (Appointment Scheduler) is
running. The web server must be closed before changes can be made to the Admin password.

Changing the User

Y ou can change users without logging out of DVMAX. From the File menu, select Change
User. The User Identification dialog opens to allow you to log in as a different user.

A You should close the Appointment Scheduler and Boarding facility before you change user
to be sure that the access restrictions for the new user are properly applied to those web-based
functions. If the appointment Scheduler or Boarding functionality is open when you select
Change User, DVMAX will prompt you to close and reopen them once you have entered the
username and password for the new user.

Quitting (Exit) DVMAX
To quit or exit from DVMAX:
o Choose Quit from the DVMAX File menu.

Show Window List
Preferences...
Setup Label Printers. ..

0 If you have difficulty quitting DVMAX, try closing all open DVMAX windows, then try
selecting Quit again.

o When you quit DVMAX, please also ensure that you close the appointment and boarding
schedulers. DVMAX may prompt you to close these browser windows if you have not done so
on Quit.

Logging In to DVMAX Anywhere

DVMAX Anywhere requires users to log in. For security reasons, each user is strongly rec-
ommended to log in with their own unique username and password. When you are finished with
your session, you should log out. For more on using DVMAX Anywhere, refer to the DVMAX
Anywhere chapter in this user guide.

e To log in, type your username and password in the respective fields. Click
or tap Login.
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'DVMAX

WA 101407

DVMAX Fundamentals

Each text enterable “box” of on the screen is referred to as a “field”. You can move from field
to field in a forward direction by pressing the TAB key. To move backward, use the SHIFT-
TAB key combination. You can also use your mouse to place the cursor in any field on the
screen.

The cursor will be an arrow unless you are in a field that accepts typed input, at which point the
arrow becomes an [-beam (typing) cursor.

The active field is highlighted on screen with a blue outline.

DVMAX will automatically capitalize names and addresses. For capital letters not at the begin-
ning of a word (e.g. McAllister) you will need to use the SHIFT key.

If a button is double-bordered by a bold-heavy line, you can either click on it OR use the
ENTER key to accomplish its task (this may not work on some laptop keyboards).

DVMAX assigns a unique Client ID Number to each client you add. Patients are assigned a
unique Patient ID number. You can use these numbers for your filing system. If you have
already assigned numbers in your current filing system, you can use these numbers in DVMAX.
For more information, see Clients.
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Date Format

DVMAX expects dates to be in MM/DD/YY format. A leading 0 is recommended but not nec-
essary. You must type / or - to separate components. If your computer’s date format is not
MM/DD/YY, DVMAX should work with it we recommend you test to see if your date format
causes any errors. The Calendar is also available in most places where a Date field appears.

Time Format

When asked to enter a time of day in a Time field in DVMAX, the standard format is HH:MM.
A 24 Hour clock is used. In most cases, seconds may be entered but will not display.

Using the Calendar

The Calendar allows you to quickly select a month, day and year. It appears in most places in
DVMAX where a date needs to be entered.

To use the Calendar feature to select a date:

e Click the Calendar icon.

Clinical Case nfarmation:
Title: [Clinical Case

Start Date/Time: [3/2/2004 T [11:08 PM
Framm: IAdministrator
Fricrity: |N0rmal LI

o From the Choose a Date window, click the left or right arrows beside the
Year to select the year. By default, the current year is selected.

@Ehoose a date: [ %]
Calendar 2422004

i< 2004 |3 5un ihon Tue e Th | Fri | Sat

an | Fafhy 1“3453

ok |
e From below the Year, select a month. The selected month will be high-
lighted.
Calendar 4172004

<| 2004 |3 sun ihon i Tue five Thu Fri | Sat

Jan | Feb “ 10213

har 4 i85 P 6 PT i@ a0

Wy | Junag 111 13T TR
Jul |aug i 18 18 P20 P fEEID 24
Sep et i25 P X6 LIV 2810
Mo | Dec

()3 | Cancel I

e The calendar corresponding to the month selected will be displayed to the
right of the Year and Month lists. Click to select a day of the month.
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@Ehoose a date: [ %]

Calendar 152004
Tue i Wie i Thu | Fri § Sat

B i7 8 9§10
T R i
fri R I i B iR

IR 29130

0K

o Click OK to accept the date. DVMAX will enter the date in the date field
beside the Calendar icon.

Pick Lists

When you are in a field which requires you to choose from a predefined list of choices (such as
Bill Item Codes or Species) you can use BACKSPACE-TAB (DELETE-TAB on Macintosh) to
bring up an on-screen list. You can then pick from the list by clicking on your choice with the
mouse, or by using the arrow keys to highlight your choice and then pressing ENTER.

The DVMAX Main Screen or Work Area

When you have successfully logged into DVMAX, you will see the main screen or work area,
sometimes called the DVMAX Splash Screen.

E

Hrd

LR R R

O DVMAX

Veterinary Practice Management Software
Betier Animal Care through Better Software

o The Window List allows you to see open windows at a glance, and switch
between them.

e The Command Palette provides convenient one-click access to the areas of
DVMAX you will use most frequently.

o The Menu Bar is located at the top of the screen, and provides access to
DVMAX commands. The contents of the Menu Bar will change depending
on the task you are performing.
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e The Section menu in the Menu Bar is the most frequently used menu in
DVMAX. It is the starting point for most of the work you will do.

o For details on working with DVMAX Anywhere, refer to the DVMAX Anywhere chapter
of this user guide.

The Window List

The Window List allows you to see which windows are currently open, and how each of those
windows is currently being used.

The Window List shows the headings of all of open windows. It may also show available win-
dows not currently open (e.g. the “OTC Invoice” window).

Each item in the Window List reflects information about each open window. For example, if
you are viewing a client record for John Doe, then the Window List will display “(Client) John
Doe”.

You can jump to any window in the Window List by clicking on that item on the list. This will
bring the window to the front and allow you to work with it. The only time it is not possible to do
this is during the display of a dialog window, when you must provide the requested information
before proceeding.

Two exceptions to the above:

e The OTC Invoice option always shows up in the Window List even through
no OTC Invoice may be open. It is used to bring up an OTC invoice for
invoicing non-clients as quickly and easily as possible. See Invoicing for
more information.

¢ You will not see Appointments in the Window List with DVMAX 7.6 and
higher, where the Appointment scheduler is web-based. The Scheduler is
not running in a 4D process, so it will not show up in the Window List. See
the Appointments chapter for more information.

A You will not see Appointments or Boarding in the Window List with DVMAX 7.6 and
higher, where the Appointment scheduler is web-based. See the Appointments chapter for more
information.

Hiding & Showing the Window List

You can hide the Window List at any time by clicking on the close box in the corner of the win-
dow. You can also move the Window List to a more convenient location, as it “floats” above all
other windows.

If the Window List has been closed, you can show the Window List by choosing Show Win-
dows List from the File menu.

Show Window List

Preferences...
Setup Label Printers. ..

License...

Page Setup...

Quit CrlQ
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o The Display Window List at Startup preference controls whether the Window List is dis-
played when DVMAX starts.

o Each datafile in use at a practice can have a label that will be displayed as part of the Win-
dow List. This is helpful if different practices (e.g. a Small-Animal & an Emergency practice)
share the same facility but use different databases for business purposes. The label is set in Sys-
tem Constants.

The Command Palette

A 9 1 0SS B a6

Clients Patients Labz Reports  Pending Appts Boarding

The Command Palette gives you one-click access to:
o Clients
o Patients
e Labs
e Reports
o Pending Items such as To dos and Treatment Plans
¢ Appointments
¢ Boarding

For more information on most of these topics, see The Section Menu.

The Section Menu

faner——
it | Section Special Help

BN clienis & Patients Chrl40

DY

Inventory Management  Chrl+3
Patient Codes Chrl+4
Syskem Conskants Chrl+5

aeneral Management  Ckrl+6

Log Records Chrl+7

Boarding Chrl+5

reatrment Plans

Reminders

The Section Menu consists of the following items:

-10 -
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Clients & Patients gives you access to Client and Patient records, along with several other key
items such as Invoicing, Transactions (payments, etc.), Referral Sources, and Word Processing
(Letters).

Inventory Management gives you access to Inventory, Bill items, Item Categories, Payment
methods, etc.

Patient Codes takes you to the code system used for defining patient related items such as
Reminders, Recalls, Treatments, Diagnoses, Staff, Rabies Info, etc.

System Constants controls the behavior of various aspects of DVMAX. All users of DVMAX
at your practice share these settings.

General Management contains management and financial routines and reports.

Log Records gives you access to the various log records that DVMAX keeps as part of its oper-
ations.

Boarding gives you access to the boarding schedule for your clinic.

Treatment Plans provides a list of all treatments or medical procedures due or pending for
patients of the clinic.

Reminders allows you to generate and send Reminders to your clients.

How to Perform a Search

All searches in DVMAX are conducted the same way, regardless the type of search. When you
need to perform a search, you will use the Find dialog. The exact contents of the Find dialog
are context-dependent.

To search for one or more records:

o From the Find dialog, select what you are searching for from the Search
For drop-down menu. For example, to search for Clients after choosing
Clients and Patients from the Section menu, you would choose Clients
from the Search For drop-down menu. Note that this step is not always nec-
essary.

|=d|Find... E

Search for M[@
B Patients —
¥ Zip Code Lookup :

Refemal Source
Stables
Trainers

Letters

Images

Last Name, Firs

Search... | All records | Add new... | Close |

o From the Find dialog, select your search criteria from the By drop-down
menu. For example, if searching for clients, you may choose to search By

-11 -
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name or by those who have unfinished invoices.

By Last name, First Name > I
Telephone Mumber
Client File number
Client 1D number —
Last Name, Firs  |voice Mumber
Uniinizhed Invoices [no input]
Overdue [start, end days ie. 30,60] k
Mew Clhent [start, end date]
Occupation
Keyword in Dccupation

Search... | All records ] Add new... ] Close ]

e Provide additional information on the selected criteria as needed. For exam-
ple, if you chose to search for Clients By name, you will need to type in the
client’s name.

e Click Search.

o A list of all records matching the criteria you defined is generated. If you
chose to search for all Clients with unfinished invoices, then the search will
return a list of every Client with an unfinished invoice.

e Select one or more records from the records list.
o Click Show to see the record(s).

Refer to the appropriate sections of this documentation for information on searching for specific
types of records.

Sorting a Search Result

Every list of records list is sorted according to a specific default selection. This default selection
is indicated by an upward or downward-facing triangle in the heading. Typically, you can re-sort
the list by any of the column headings on the list, although there are occasional exceptions.

To sort the list of records:

¢ From the list window, click on the column heading by which you would like
to sort the list. The list will be sorted according to that heading in ascending

order.

Iltem code I Description ] Quantity | Cost | On Dldell
CNMcDCOTE | CNM DCO Canine 108 0.0 Case/dBags $3496 | No
CNMcDCO20 | CNM DCO Canine 20 0.0 Bag $1499 | No
CHNMcen1D | CNM EN Canine 108 0.0 CaseiS Bags $53.10 Mo
CNMcENZ20 | CNM EN Canine 204 7.0 Bags $22.25 Mo

e Click the heading again to sort in descending order.

Sorting Lists in Appointments and Boarding

Sorting lists under Appointments and Boarding looks slightly different, but lists can still be sorted
by any of the column headings on the list.

To sort a list from Appointment or Boarding:

-12 -
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o From the list area, click on the column heading by which you would like to
sort the list.

e From the drop down menu, choose to sort the list by the column heading in
Ascending or Descending order by selecting SortAscending or Sort
Descending from the menu.

Selecting Multiple Records

Once you have generated a list of records matching your search criteria, you may want to select
a group of those records to view in a new window, hide a set of records from the list, or select a

group of records to which to apply a specific action.

Patients (165 of 165):

| v

Species - Bieed Oner name Telephone

Canine - Mined breed M. Finkle Dart
Canine - Greyhound Kane & Lucy Morris 32z-201

Canine - Blue Heeler
Rachael & John Acs
Feline - Domestic Shart Hair | Mr. Manuel Urban

Feline - Domestic Shart Hair

Feline - Domestic Shart Hair | Tina & Dante Moravek
T. lzaaczon & M. Smith

Bandit Canine - Terier Mix

To select a set of records:

o Select a record; hold down the shift key while clicking on the last record.
This will highlight all the records between the first selected and last
selected.

-OR-
e To select several records are not sequential on the records list, press and
hold the CTRL key as you click each record you want to select.
Patients {165 of 165):
Species - Breed Owner name I Telephone =
Caning - Mirked breed Mr. Firkle Dart
AC 2589 Abby Canine - Greyhound Kane & Lucy Morriz 322.2011
Alex MM Caning - Puli A alland
454 gel FS Canine - Labr: ever | Sandra & Jimm
11 | Fem Canine - P ‘
Canna_Labiado tiever
4540 Ca 2 Heeler
Feling - Domestic Short Hair | Tina & Dante Moravek
Caning - Termier Mix T. lzaacson & M. Smith
Subset/Selection

To view a selected group of records in a separate window:

-13 -
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o Highlight the records you want to include in the new list.

o From the records list select the Show button at the bottom of the window. A
new list window will open containing only those records you selected.

Exclude Subset

To remove selected records from the list:
o Highlight those records you want to exclude (hide) from the list.

e From the records list window, click Exclude button. The selected records
will be hidden from the list.

Display/Hide Columns from Lists in Appointments or Boarding

The lists you find from the Appointment Scheduler or Boarding display with a set of default col-
umns. It is possible to hide the display of columns. To display or hide columns from the list:

o From the records list, move your pointer or “mouse over” the heading of a
column on the list.

o Note that there is an arrow on the right side of the column heading. Click on
the arrow to display the drop down menu.

e Click Columns from the menu to see the list of columns that can be dis-
played or hidden.

e Click on an item to select it and have it appear on the list. An item is
selected if there is a checkmark in the box beside the column name.

o To hide a column so that it does not appear on the list, click the associated
checkbox to remove the mark from the box. An item is hidden or deselected
if there is no checkmark in the box beside the column name.

Getting Started with Clients and Patients

Creating a New Client Record
To enter a new client in DVMAX:

e Choose Clients and Patients from the Section menu

-OR-
Click Clients on the Command Palette

The Find dialog opens.
Click Add New at the bottom of the Find dialog.

A New Client record window opens. Fill out as many fields as necessary.

-14 -
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General info for <new client>:

General Information | Finarices| ‘word Pracsssing E
Dlisrt
Title: First N st B
Hame 1:
Name 2 | [ I [
 Contact Informeatiors sount Informatiors

Address: | File Mumber: 3502

[ 1D Number: 4475
ity [Carolton [6a | e — 00

Harme# @) Client aci Label T =

ok 10 Ext
I I Fist visit: [47472012

otk 2 Ext
I I Last Activiys R

DLk |
Oecupatior | — Relerred by
E-Mail Address: | =] a|A|= @l
[ E-hd il Reminders I~ D Mot Send Remindsrs
I E-hdil Statsments
- Patients: ~Mates
Status |Name Sex | Species [Next Due - B
Prow Nt ok | K & Wt Clit Cancel | =
| [z

e Click OK to save the new client.

Creating a New Patient Record
To enter a new Patient into DVMAX:
o Locate the client who owns the patient from the Clients list.

e From the Client record, choose Add Patient from the Patient menu, or dou-
ble-click in a blank area of that client record’s Patient List (in the lower
left quadrant of the Client screen).

General info for Dr. Benji Franklin:

General Information |F|nan|:as| word Processing] =)

Client:

First M ame:
[Beni

Title: Last Mame:

Mame 1: lg [Frarkin
NomeZ | | I I

r-Contact Information;

rAcoount Information:

Address: [44 Lightring Fey

File Mumber: 3496

1D Mumber: I 44100

City: [Carroliton [Ga [a0178
Homet: [ @) Clent acir Label
work 1| Eat |
whork 2: [ Ext: [

DLt |

Occupation |Eardlologlst

E-Mail Adchess: | =
™ E-Mail Reminders I Do Not Send Reminders
™ E-Mail Statements

NTD: $0.00

Balance: $0.00
First Visit |1 /6202
1/6/2012

Last Activity:

— Referred b

PR — A P L

Chateau Animal Haspital

Patients: e = Motes:
T
sﬁ&s |Name |5eu|5pecies |Next Due \f_l LI
N
\ A =
oK OK & Next Client Cancel |

— e
= E—_’—’,
7]

-15 -
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¢ A new patient record window opens. Fill out as many fields as necessary.

o Click OK to save the patient record.

A A new patient record can only be created from a client record. A patient must be associated
with a client.

Creating Appointments

The Appointment Scheduler lets you create, view and modify appointments for new or existing
clients and patients. You can “click and drag” on the scheduler to create appointments or you
can choose Set Appointment from a Client record (under the Client menu) or Patient record
(under the Patient menu).

Beginning with DVMAX v7.6, the Appointment Scheduler is entirely web-based, adding further
flexibility. In addition to the functionality you’re used to, the new scheduler gives you features
like patient/client Check In, expanded reporting and the ability to copy, cut and paste appoint-
ments. Refer to the Appointments chapter in this manual for more details.

o In Day View, select a start time for the appointment by clicking and drag-
ging on time on the Appointment Scheduler for the day you have selected.
Release the mouse when the appointment box is drawn. Alternatively, dou-
ble click on a time block.

o An Appointment Detail window opens.

e You will need to identify the Client/Patient for whom you want to create the
appointment using the Client and Patient fields and/or the pick list. If you are
creating an appointment directly from a client or patient record, the name of
the client/patient will already be filled in.

e Use the Client and Patient fields to filter the Client/Patient list.

o Define appointment details, including type of appointment, and enter com-
ments if desired.

e Click Save to confirm the appointment.

¢ Enter your Staff ID if required.

Using the Contextual (Right Click) Menu: A Summary

Cut Appointment works in combination with Paste Appointment to allow you to quickly move
an appointment anywhere using the same cut and paste method familiar to many applications.
Clicking Cut Appointment removes the appointment. Find the date where you wish to move the
appointment, right click and select Paste Appointment.

Copy Appointment allows you to create a copy or duplicate of an existing appointment and
place it in another location. Right click on an existing appointment, click Copy Appointment
and then select Paste Appointment.

-16 -
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Double Book lets you quickly create a new appointment beside an existing appointment. Right
click on a selected appointment and choose Double Book. An appointment is created beside the
existing appointment. The appointment is the same type and length as the original appointment,
but there is no associated client or patient.

Find Next Appointment locates the next scheduled appointment for the patient or client. If
there is no future appointment, a dialog displays indicating this.

The Go To Record option in the pop up menu opens the associated Client record (if the appoint-
ment is a Client only appointment) or Patient record (for Patient appointments).

Selecting a Check-In lets you mark an appointment as “checked in”. This marks the start of a
patient or client visit. You must choose a reason for the visit from a predefined list of options.
The status of the appointment will change to Checked In and this will be noted by a check mark
in the top right corner of the appointment, depending on how you have configured the Check In
Status Value.

Selecting Set Status will bring up a Status drop-down menu that will allow you to express the
current status of the appointment, along with a visual marker on the appointment to allow for a
quick, at-a-glance view of where a patient or client is in the appointment process. Status values
are defined under Appointment Setup. These values also permit you to track the amount of time
a patient spends at each stage of their visit.

Keyboard Shortcuts

The following table lists the most commonly-used keyboard shortcuts (or “hotkeys”) in
DVMAX. You activate a keyboard shortcut by simultaneously pressing the CONTROL key
(Windows) or COMMAND key (right beside the spacebar on Macintosh) and the identified
number or letter.

Press Control/Command To achieve this:
and this key...
1 Search for clients and patients. When the

search box appears, you can change what you
are searching for by using the up and down
arrow keys. You can change how you are
searching for something by using the left and
right arrow keys.

Add new — If you are at the client search box,
you have searched for the client and he/she is not
in the system, you can use ctrl-N to add a new
client. If you are in the client screen and you
need to add a new patient, Ctrl-N will work to
add a new patient.

From a client screen -
Brings you to that client’s financial infor-
mation.

-17 -
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Tz <m A

—

In a client or patient screen -
Brings you to the Word Processing tab.

In a client screen - Add a new transaction.
In the patient history screen — Add a new MRE

In a client screen - Create an estimate.

In a client or patient screen — Create an Alert
In a client or patient screen — Create a Memo
In a patient screen —

Brings you to patient History

In a patient screen — Jumps back to owner
screen

In a patient screen —

Set/Find Appointment for that patient

In a patient screen —

Set/Find Boarding for that patient

From a client or patient screen —

Creates an invoice, or will bring up an open
(invisible) invoice.

There are many more keyboard shortcuts in DVMAX. Each is listed next to its corresponding

task in the pull-down menus.

o These shortcuts will not work from the Appointment Scheduler in DVMAX v7.6 or higher.

Creating an Appointment: A Quick Summary

Use the following process to create an appointment for an existing Patient or Client. If you want
to make an appointment for a new Patient or Client (one who does not yet have a record), refer
to the Appointments chapter for details.

Creating an Appointment from a Client or Patient Record

If you are creating an appointment from a Client or Patient record, the steps are the same for
both. The process can be summarized as follows:

o Open the record for the Client or Patient for whom you want to make the
appointment.

o Sclect Set Appointment from the Client or Patient pull-down menu. This
will open the Appointment Book to Day View, and the next created appoint-
ment will be for the client or patient whose record you were just viewing.

o By default, the Scheduler opens to the current date in Day View. Select a
different date, using the Date Picker or the Date field, if needed.
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From the appointment grid, choose a start time for the appointment by click-
ing and dragging on time on the Appointment Book. Release the mouse
when the appointment box is drawn.

An Appointment Detail window opens. Define appointment details and
enter comments if desired.

Enter your Staff Initials, if requested.

Click Save to confirm the appointment, or click Cancel to return to the
Appointment Book.

Creating an Appointment from the Appointment Book

If you are creating an appointment directly from the Appointment Book:

From Day View, select a start time for the appointment by clicking and drag-
ging on time on the Appointment Book for the day you have selected. Alter-
natively, double click on the appointment block where you want to create the
appointment.

An Appointment Detail window opens.

Type a Client or Patient name in the appropriate field. Depending on the
way your Appointment setup is configured, you may need to TAB out of the
field to get the list of Clients and Patients below the Client/Patient fields to
refresh.

Select the Client or Patient from the list.
Define appointment details and enter comments if desired.
Enter your Staff Initials if requested.

Click Save to confirm the appointment, or click Cancel to return to the
Appointment Book.

0 Deceased patients are indicated in grey font in the patient listing below the Client/Patient

fields.

Help and Technical Support
To access help for DVMAX:

Select About DVMAX from the 4D menu on the DVMAX main screen.
Click DVMAX Help from the About DVMAX dialog.

For DVMAX technical support, please call 1-800-950-5455. Please have your DVMAX User

ID ready.
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Quick Reference Guide

Generating an End of Day Report

To generate a End of Day report:

Clients Patients

Standard:

Transaction Summary Report (Complete Audit Trail - all Transactin:l

Detailed Sales Report
Feceivables Report

Unfinished Invoices Report First Test Custom Report
Unfinished Invoices by Doctor Report

(Outstanding Invoices by

Average Invoice per Dockor Report
Invoice Share by Provider Report
Revenue Referral Report

Referral Source Ranking Report

Hospital Census Repart

The Transzaction Surimary

a user-defined period of time, End of Cay, Full details, Daily tatals or Tatals anly
options are available, An option to export this report is also awvailable,

Click the Reports button on the Command Palette.

&@5@@3 B a

Labs  Reports  Pending Appts  Boarding

Custom:

Frice IncreasefRevenue Projection
Gen Man and PF Report

Dockor Repc

= =

Repart function will create a printed transaction listing for

Close Reports =

Summary Options; -

Double-click Transaction Summary Report.

Enter the range of dates and times for the summary.
Start date: l‘l 0/31 /2003 Skait time: [1:01 PM
End date: 1?;’?4’2004 End time; | 11:37 AM

Report Types:

Dutput Options:
W "Smart" summaty

A If you are using DVMAX’s integrated credit card processing feature and are an X-Charge
client, you must run the X-Charge/DVMAX EOD Comparison as part of your EOD process.

(* End of day report
C Full details
C Daily totals
C Totals only

™ New page for each type

The Start and End dates & times will automatically default to the LAST EOD
report run to the current time. Change if necessary.

See Integrated Credit Card and Debit Card Processing.

o In DVMAX, date fields — type in just the day and DVMAX will know you mean ‘this
month’. (eg; If it’s February and you type in “21” and hit tab, DVMAX will assume you mean
February 21st of the current year and fill in 2/21/07 automatically.) Type in a month and day and
DVMAX assumes you mean this year. (eg; Type in 4/21 and hit tab and DVMAX will fill in

4/21/07 automatically)
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e Choose End of Day in the Transaction Summary report type.

o Smart Summary is automatically selected to tell DVMAX to remove corrected transactions,

or other transactions that cancel each other out, from the report. For more information, see 7he
Smart Summary Option.

e Click OK to generate the report.
o Click Print to print the report.

¢ If you chose End of Day as your report type, DVMAX will ask you to update
the timer for the next end of day report.

o Before choosing Yes or No from the Print confirmation dialog, reconcile the printed report
to the payments you have on hand. If everything is correct, click Yes. If there is an error, click
No, exit General Management, correct the error, then come back to rerun the report. (If you

choose Yes, then recognize a mistake, the report can be rerun, you will just need to manually
enter the dates in Step 3)

G I the report has printed comectly, do you want to update to be ready for
tomormow's report?

Na I

X

o Clicking Yes resets the current date, time and current receivables total for use

in the next end of day report. For more information, see Transaction Summary
Report Types in the main Manual.

End Of Month Reports

Generating an End of Month Report
To generate a End of Month Report:

o Click the Reports button on the Command Palette. The Report List appears.

&%ﬂﬁi’éﬂ@ﬁ

Clients Patients Labs  Reports  Pending Appts  Boarding
Standard: Custom:

(Complete Audit Trail - all Transactiu;l
Detailed Sales Report Frice IncreasefRevenue Projection
Feceivables Report Gen Man and PF Report
Lnfinished Invoices Report First Test Custom Feport
Unfinished Invoices by Doctor Report
(Outstanding Invoices by Doctor Repe
Average Invoice per Dockor Report
Invoice Share by Provider Report
Revenue Referral Report
Referral Source Ranking Report
Hospital Census Repart i ;I

The Detailed Sales Repaort requests Provider specification, a date and time range, and
a chaice of report type,  This report is used to generate Provider Production
infarmation for a specified time period, An option ta export this report is also
available,

Close Reports =
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e Double-click Detailed Sales Report. The Sales Summary Options screen
appears.
Sales Summary Options:
Doctar: 1AII L’

Enter the range of dates for the sales summary.

Start Date: [7/7/2004 End Date: [7/7/2004
Start Time: [00:00:01 End Time: [23.53.59

Sales Types:

@' D1 & Category C' Dr& Item C Category & ltem
C Dr & Patient C' Categoty

Report Sales for particular Bill Code{z] only:
Bill Cade: 1
|

e Choose a Doctor to report on from the Doctor drop-down list at the top of the
Report Options screen or leave the field as it is defaulted. This will print the
EOM report for ALL doctors in your practice.

e Type the time period you wish to include in the report into the Date Range
Entry boxes. The format for all dates in DVMAX is MM/DD/YYYY. So, for
example, to generate a report for June 2004, type 06/01/2004 into the Start Date
box and 06/30/2004 into the End Date box. (Or 6/1 and 6/30 - DVMAX will
assume you mean the current year and fill in the dates for you.)

e Choose a Sales Type by clicking the appropriate radio button. (The most com-
mon report is the Dr. & Category)

o Click OK to generate the Detailed Sales report. DVMAX will begin compiling
the report. The time it takes to generate the report depends on the amount of data
DVMAX needs to sort through and the speed of your computer.

¢ Click Ok to print the report.

Printing and Exporting Reports
You can print all financial reports in DVMAX. You can also export some reports to a text file

that you can then open in a spreadsheet application such as Microsoft Excel. The reports avail-
able for export are:

o Full Details Transaction Summary
o Daily Totals Transaction Summary
e Totals Only Transaction Summary
e Detailed Sales

e Receivables

e Sales Tax Collected
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A setting in System Constants (Main Constants tab) controls whether DVMAX gives you the

option to export reports. Then, each time you print a report, DVMAX will ask if you want to
Print or Export the report.

Receivables Report

The Receivables report gives you a snapshot of what is owed to you by your clients (Accounts
Receivables), and what you owe them (Credit Balances) at the time you run the report.

Generating a Receivables Report

To generate a Receivables report:

¢ Click the Reports button on the Command Palette. The Report List appears.

——EI
A 2 1 0 & B ¢

Clients Patients Labs  Reports  Pending Appts  Boarding
Standard: Custom:

Transaction Summary Report | [|Complete Audit Trail - Al Transactiu;l
Detailed Sales Report

Frice IncreasefRevenue Projection
Gen Man and PF Report
First Test Cuskom Report

Receivables Report
Unfinished Invoices Report
Unfinished Invoices by Doctor Report
(Outstanding Invoices by Doctor Repe
Average Invoice per Dockor Report
Invoice Share by Provider Report
Revenue Referral Report

Referral Source Ranking Report
Hospital Census Repart _LI ;I

The Receivables Reports function reparts on all outstanding receivables, The user
must choose between a Totals Only, Full Repart ar Pravider Breakdown report
Farmat option.

Mote that the tatal For this report reflects the receivable amount, not the full invaice
amounts,

Close Reports =

o Double-click Receivables Report. The Receivables Report Options screen
appears.

e Choose a Receivables report type (Totals Only, Full Report or Provider
Breakdown) by clicking the appropriate radio button. For information on the dif-

ferences between types of Receivables reports, see the following section,
Receivables Report Types.

- Receivables Report: 1 Details:

Display only the totals for the 3 selected
receivables records

C Full report

C Provider breakdown

0K g Cancel |
o Click Print to print the report.
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Receivables Report Types

DVMAX can produce three variations on the Receivables report: a Full Report, a Totals-Only
report, and a Provider Breakdown report.

The Full Report

The Full Report is the most comprehensive Receivables report type. For each receivable and
credit balance, DVMAX lists:

o The client’s name and ID
o The amount and date of the client’s last payment
o The client’s telephone number

o Subtotals of the client’s total balance by age (current, 30 days, 60 days, and 90+
days)

e The total amount due from this client

DVMAX also totals receivables and credits, and combines the two for an overall total. The per-
centage of your balances at each age (current, 30, 60 and 90+ days) is also calculated.

The Totals-Only Report

The Totals-Only Receivables report is a summary of your Accounts Receivables and Credit Bal-
ances. For both Receivables and Credits, DVMAX shows aged amounts (current, 30 days, 60
days, and 90+ days) and the percentage of the total balance at each age. Overall totals are also
provided.

The Provider Breakdown Report

The Receivables By Provider report type lists the total receivables produced by each provider
in your practice. The percentage accounted for by each provider is also calculated, as is a total
for your practice as a whole.

Any receivables not attributed to a provider are also listed on the report. Finally, totals for sales
taxes are also provided.

0 The Provider Breakdown report type is useful if you pay your providers based on pro-
duction.

Calculation of Staff Compensation based on a % of collected revenue

This calculation is used when a staff member is to be compensated based on a % of collected
revenue rather than on a % of 'Billable Amounts’.

To calculate a % of billable amounts:
e Produce a Detailed Sales Report listing the DR. and Category.
o Enter the date range for the current month and choose OK.
This report provides production values for each Provider over the chosen period.

e Produce a Receivables Report listing Provider Breakdown.
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A It is not possible to enter a date range when printing a Receivables Report. It is important
that you print and or export Receivable Reports each month for comparison purposes.

o Compare the current receivables to the previous month value.

o If the receivable difference has increased over the previous month, the dif-
ference is added to the Total sales

o If the receivable difference has decreased from the previous month, the dif-
ference is subtracted from Total Sales.

o Calculate the new Total Sales value and multiple by the commission rate.

Printing Reminders

A reminder is a notice that is sent to a client indicating that a patient is due for a specified pro-
cedure or set of procedures. DVMAX’s Reminders function lets you identify all patients need-
ing reminders for procedures due within a specified date range, and allows you to create and
send reminder notices via email or standard mail.

Reminders: A Quick Overview

To create a list of patients requiring a reminder notice:

o From the Section drop-down menu, choose Reminders.

|§ection Special Help

i Clients & Patients Ckrl+0
b

Inventary Management  Cerl+3
Patient Codes Chrl+4
System Conskants Chrl+5

General Management  Crrl+6

Log Records Chrl+7
Boarding Chrl+&
Treatment Plans Ckrl+9

e From the Reminders window, select a Date Range, or use the default range as
listed. (The default Date Range is determined by the Reminder Setup button.)

@Reminder: _ O]

Date Range:

Statt Date: [EIEANN 75  ErdDate [3/2472004 | 7o

e Choose the procedures for which you would like to create reminders from the
Types area of the Reminders window. By default, all procedures are selected.
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- Types:
Code Description
« AnPHEx  Annual Physical Exam =
Baord Bordatella Vaccine

Corona  Corona Vius Vaccine

Dental  Dental Cleaning

Code Description

DHFP  DHPP Booster

Dists  Distemper/Measles -
Fecal Fecal 5Sample %
FelV Feline Leukemia Vaccine

FIP FIP IntraN asal Vaccine

FleaTo  Flea Control Topical Refill

FYRCP  FVYRCP Vaccine

Giard Giardia Vaccine

HwTst  Heartworm Test

- Lab Laboratory Test 1.
4 »
Remove All I Select All I

Procedures can be added/deleted from the default procedures list:
o Click Select All to include all Types.
¢ Click any item to select it, click again to deselect the item.

o Click Remove All to deselect all Types.

Once desired Reminders are selected:

¢ Click OK to produce a list of all patients requiring reminders.

@Reminder Lisk: [_ (O] x|
Client _[Patient | Patient ID |
Fotter Tigger2 539 ;I
Bechtold  Oliver 433
Bechtold Harley =]

Ewanz Frizco 432

Bazz Mr. Ed B13

Goode Toni 452 _I

Gamgee CARROT 460

Gamgee  Horzey g09

James Marcy 4

Ewvanz Toby 496

Dancer  Peter Pan BE7

Greenman Flutfy 533

Jores Medio o=t

Moravek  Tour 424

Sigter Carmichas! 451

Highliner FPopeyped 445 _Iﬂ

L] »

Exclude | Canicel | ak. |

The list of patients generated by the Reminder function is color-coded to indicate that the
patient is due to receive either a first, second or third reminder. For each patient, all procedures
due within the specified date range will appear on the same reminder notice. Depending on how
you have set up the Reminder function (see Reminder Setup, patients can be sent up to 3
reminder notices.

e Green indicates first reminder.

e Blue indicates second reminder.
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e Red indicates third reminder.

e From the Reminder List window, click OK to generate the reminder notices.
The kind of reminder notice created (email or standard mail) will be determined
by the selection you have made in the client record.

Where the Email Reminder box is checked on the Client record, an email reminder will be
sent. For those clients where the Email Reminder option is not selected, a regular mail notice
will be prepared.

Excluding Patients from the Reminder List

Y ou can choose not to generate a reminder for any patient on the Reminders list.
To exclude a patient:
o Click to highlight a patient from the list.

-OR-
o Click and drag to highlight a group of patients from the list.

¢ Click Exclude. The selected patients will be removed from the list.

o Excluded patients may be used for an owner that you know has called to schedule on their
own already, or if a new staff member’s pets are listed and that staff member has not been
marked as “Do Not Send Reminders”

i=d| Reminder List: Hi=]

Client |Patient | Patient ID I_ll
Bechtold Harley BOE -
Evanz Frizco 432

Bazz kr. Ed B13

Goode Tani 452

Greenman Fluffy h93
Jones Medio had
Moravek  Tour 424
Sigter Carmichael 451
Highliner Fopeye3 445
Tracy Skittes 450
Sizter Sharky 464

4

Esclude [ | Cancel | k.

_ e
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Reminder Setup

The Reminder Setup determines the format of the reminder notice, as well as the default
Date Range.

To configure the Reminder function:

¢ From the Section menu, click Reminders. The Reminders window opens.

~Date Range:

Stat Date: [EEEENDE | 5| Erd Date: [2/23/2008 |

~Types

Code Description
* AnPhEx  Annual Physical Exam
= Bord Bordatella Vaccine
* Corona  Corona Wirus Vaccine
* Dental  Dental Cleaning
* DHRP DHPP Booster
* DistMs  Distemper/Measles
* eggl00  Eggplant 100 Reminder il

| v

*  Fecal Fecal Sample
= Fel¥ Feline Leukemia Yaccine
= FIF FIP IntraMasal Yaccine

* FleaTo  Flea Control Topical Refill
* FYRCP FYRCP Yaccine

® Giard Giardia Vaccine

= HWTst  Heartworm Test

= Lab Laboratory Test -
4 ¥
Remove Al | Select Al I

Setup... | Qg | Cancel |

¢ From the Reminders window, click Setup. The Reminder Setup window opens.
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@Reminder Setup: _ O]
—5end Reminders:
OMDI"IthL',' ¥ Semi-tdanthly 0 weekly
Reminders To Send: IE
—Mail: ~Details:
Fomt [l =] Felarem b ot
13t; [Buitin set. | S
2nd: |Bui|t-|n Set.. |
3rd: [Built-n Set...
—E-Mail: ~Dretails:

_I The Built-in farmat iz a standard reminder that
o comes wWith Dk as. This iz the same for 1st, 2nd
and 3rd reminders.

Format: |Built-|n

1zt |Bui|t-|n Set

I

2nd: |Bui|t-|n Set

nd: |Bui|t-|n Sel..

¥ Multiple cards on a page

OF. I Cancel

e From the Send Reminders area, choose how often you wish to generate
reminder notices (Monthly, Semi-monthly or Weekly). The default value is
semi-monthly. This will determine the default Date Range used in generating
the Reminder List. (DateRange, including Start Date and End Date ficlds,
appears on the main Reminder window.)

Send Reminders:

&+ Semi-Manthly 0 Weekly

Fieminderz To Send: |3 vl

o The Monthly default Start Date will be the first day of the month following the current
month (current date is the first of the month). Semi-monthly will default to the first or middle of
the month, depending on the current date. For example, if the current date is May 5, the default
date for Semi-monthly will start at May 15. For Weekly, the default Start Date will be the Mon-
day of the week following the current date.
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e From the Reminders to Send menu, select the number of reminder notices to

send to each client and associated patient. You can send a single reminder, or
choose to send second and third reminders.

Reminders To Send:

H il:

=

{9 [T

e From the Format drop-down menu, select Built-In (default), 4D Write or

Semi-Custom. Follow the same process for Mail and E-mail reminders. You
cannot send reminders by both mail and e-mail to the same client, and you must
have a valid e-mail address in the client’s record in order to send an electronic
reminder.

If you choose a format other than Built-In, click Set to select the format for
reminders.

Set...

Set...

Setf...

Repeat the format setup for First, Second and third reminders as applicable.
You will only see second and third reminder options if you have chosen 2 or 3
from the Reminders to Send menu.

If you are sending mail reminders, you can choose to include more than one

reminder card per printed page. Click Multiple Cards on a Page to include
more than one reminder on a page. (Helpful Hint — if you are using the rec-
ommended 3-up Laser cards — you should check this setting.)

o Only one reminder per patient will be sent out at any one time. All procedures for which a
patient is due within the selected Date Range will appear on the same reminder notice. If the
patient comes in they will be marked as complying with the reminder and will be sent no further
reminders for the procedures listed on the last reminder sent. If the patient does not present, the
patient may appear on the Reminder List the next time Reminders is run. In order for a patient
to receive a second or third reminder, the specified time between reminders (as set up under Sys-
tem Constants) must have lapsed, and you must have indicated under Reminder Setup that you
wish to generate second and third reminders.
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Adding a New Transaction

Payment Information

DVMAX provides multiple methods to pay for treatment and services and also allows the client
to split the payment into two types of methods on an invoice.

You may specify up to two methods of payment per invoice on the payments area of the invoice
screen.

'y method 1.'|

Pay note:[
Pay method 2 =] Amount[ $0.00
Pay nutr'

~Motes -

In most cases, only one will be needed.
To add payment information:

o Sclect a pay method from the Pay Method 1 drop-down list. For more infor-
mation on using DVMAX integrated credit and debit card processing (pay meth-
ods cCard and Debit), refer to Integrated Credit Card and Debit Card

Processing.
Pay method | (N ) Amount $0.00
IR AmEx Q
Pay method 2{ Cash Amount: $0.00
CCoa
Pay note:| Ci.
Debit
Disc
ViMc

o The full amount owing on the invoice may automatically appear in the first
Amount box, depending on the Suppress Auto-entry of Payment Amount Sys-
tem Constant (see System Constants that Affect Invoicing for more information).
You can edit the contents of the Amount box at any time while the invoice is
unfinished.

o The Pay Notes box will fill in automatically when you supply a pay method.
You can edit the Pay Notes if necessary and your changes will appear on the
printed invoice.

Py vt Q) ot [T |

Pay note:[Cash
Paymethod 2[ ] Amount[ 000
Pay note:; [

o Repeat the steps above for Pay Method 2 if necessary.

e The combined total of the values in the Pay Method 1 and the Pay Method 2
boxes will appear in the Payments box.
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o Type CONTROL+P (COMMAND+P on Macintosh) to jump to the payments area from any
other part of the invoice. This will bring you to the first payment method field.

Credits

Credits are used when you would like to make a credit on a clients account but don’t want to
change your revenues for the day. Credits are put forward against future changes and or pur-
chases.

0 A credit is only used if no money was received. There is no connection with payments
made with credit cards.
To make a credit on a Client’s account:

o Seclect the Client you would like to add a credit

o Sclect Add new transaction from the Client menu

o The Transaction window opens

o Select Credit in the Transaction Type drop-down menu

e Add Transaction amount (credit)

o Add Notes to clarify why the credit was made

e Select OK

Non-Sufficient Funds (NSF) and Chargebacks

In cases when a check comes back with non-sufficient funds you will need to edit the original
invoice to reflect a new payment and or enter a charge for the NSF.

To edit the original invoice to reflect the new payment arrangement:
¢ Open the Client screen for the client who wrote the NSF check
¢ Click the Finances tab
¢ Select the payment made with the NSF check
o Sclect Add new Transaction from the Client menu
o The Transaction Report screen appears
e Select Chargeback from the Transaction Type menu.
o Enter the date of the original NSF payment

o Enter the amount of the original NSF check in the Transaction amount entry box.
Y ou will be recharging for the original NSF amount.

¢ Add a note stating this is a Chargeback for a NSF, with date, type and amount
¢ Click OK

If you wish to make an additional charge for the NSF, repeat the Add New Transaction process
above. This time however the Chargeback will be for the NSF fee charged.
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o Enter the Transaction Type as Chargeback.

Enter the original Date, Transaction amount and notes.

Click OK

Editing, Correcting or Voiding Finished Invoices and Payments

AEditing or correcting a finished invoice can have unintended consequences on your practice’s
financial records. If you are uncertain how to correct an error on a finished invoice, or if you are

uncertain of the effects your correction might have on your financial records, please contact
DVMAX Technical Support before proceeding.

Editing or Correcting a Finished Invoice

To edit a finished invoice:

Locate the client for the invoice.

Locate the invoice you wish to edit on the Client Finances screen.

Double-click the invoice you wish to edit.

Choose Edit This Invoice from the Invoice menu on the DVMAX main screen.
DVMAX will ask you to confirm that you wish to edit the invoice. Click Yes.

DVMAX will ask you to confirm again that you wish to edit the invoice. Click
Yes.

DVMAX may ask you if you wish to keep any payments originally made on this
invoice:

e Choose Keep Pmnt (Keep Payment) if you have already deposited the payment
originally made on this invoice. Choosing Keep Payment will reverse the invoice
only, not the payment. The payment will stay on the client’s account.

A If you choose Keep Payment, do not enter the payment again when editing the invoice.

-OR-

Choose Enter Again if you have not deposited the payment originally made on
this invoice. Choosing Enter Again will reverse both the invoice and the
payment. Behavior will be different for transactions involving the integrated
credit and debit card processing. Refer to Integrated Credit and Debit Card
Processing for more information.

A If you choose Enter Again, make sure to enter the payment again while editing this invoice.

DVMAX will create a new invoice with the same line items, patient and staff
as the original. Make the necessary changes to the invoice.
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¢ Click OK to save your changes. Your changes are recorded on the Client
Finances screen, creating a “paper trail” that allows you to track altered trans-
actions.

Voiding an Invoice

If an entire invoice is incorrect or unnecessary you may void or cancel the invoice. When you
void an invoice, DVMAX creates an Edit Credit on the Client Finances screen to ‘zero’ the bal-
ance due for the line items on that invoice.

DVMAX also creates an Edit Charge on the Client Finances screen to remove any payment(s)
made on the voided invoice. DVMAX also stores a note as to the date the void was performed.

A Depending on your payment processor, you may not be permitted to void an invoice on
which a credit or debit card transaction has been processed using the integrated credit and debit
card feature.

To void an invoice:
e Locate the client for the invoice.
¢ Locate the invoice you wish to void on the Client Finances screen.
o Double-click the invoice you wish to void.

e Choose Void This Invoice from the Invoice menu on the DVMAX main
screen.

e DVMAX will ask you to confirm that you wish to void this invoice: Click Yes.

e DVMAX voids the invoice and returns you to the Client Finances screen.

Voiding a Payment

DVMAX creates an Edit Charge on the Client Finances screen to remove any payment(s) made.
DVMAX also stores a note as to the date the void was performed.

A When you try to void a credit card (cCard method) payment, DVMAX tries to perform a
refund first, then do a return afterward. If both fail, however DVMAX lets you know you need
to run the void manually. DVMAX assumes you wanted to perform the void regardless of the
method, and will post the refund/return transaction as Echg in DVMAX Client Financials to
reflect the refund you process.

A Depending on your payment processor, you may not be permitted to void a debit card
transaction. You will have to use the credit card (cCard) method to issue a refund instead to try
to have funds returned to the client’s credit card, or issue a refund or return in the same way you
would for a cash transaction. If you try to void a Debit transaction with a processor that does
not permit this transaction (processed using DVMAX’s integrated credit and debit card feature),
you will get an Alert notice from DVMAX indicating that you cannot perform the void.

To void a Payment:
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e Locate the client for the payment.

e Locate the payment you wish to void on the Client Finances screen.

¢ Double-click the payment you wish to void.

e Choose Void this Entry... from the Transaction menu.

o DVMAX will ask you to confirm that you wish to void this payment: Click Yes.

e DVMAX voids the payment and returns you to the Client Finances screen.

Batch Payments

Batch Payments allows you to enter more than one payment in one simple screen. This saves
you the time of having to enter multiple payments.

To make a Batch Payment:

¢ Select Enter Batch Payments from the Special menu of the main screen.

Export remote recards.,

Import remote records. ..

Write an OTC invoice Chrl+C
Enter Batch Payrgnts

Print & Custom Label...

Backnp BT,

o The Batch Payment Entry screen appears.
o Add the Client ID or last name
If you need a list of all clients select (/ tab) to bring up a list of all clients.

o If there is an outstanding balance for this particular client it will be posted in
starting balance.

o Enter the payment amount you wish to make in the Transaction amt box. The
New Balance will then appear.

e Add Payment method and add General notes

Batch Payment Entry: k

~Transaction:

Client File # or Last Name: || | Date: | 1/24/2008

Mew balance:

Payment Method: ICk

General nates: [Checks

ok I Cancel

e Click OK
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Barn Billing

Barn Billing applies a single invoice to a group of patients. DVMAX will generate an identical
invoice for each patient in the group and apply the history to each patient and invoice to each
individual client. Barn Billing is used mostly in equine practices.

To use Barn Billing, your DVMAX datafile must be labeled Equine in System Constants.

A DVMAX recommends you do not leave barn-billed invoices unfinished.

To barn bill you’ll first need to create an Invoice:
e Search for a patient in the barn/stable.
o Seclect patient by double clicking on the Patient’s name.

e Create an invoice,

o The Invoice screen will appear and will be titled “Invoice xxx for Client Name”,
where xxx is a unique invoice number generated by DVMAX and Client Name
is the name of the client you are billing.

Piimaty Provider: [B08 - 608 *] Das [ZrGS Hatier, Anchess
Oty Date Stall Patient Code Dezeription Price Ext Tax Erp!ad-'l
100|w0zrz0s |eoe B | ety $0.00 $0.00) Dispersed
100\ w2705 |B08 [ |Buty
100{ 10272005 |B08 =
100107272006 (BOB B | By
Lmjivzras (eoe B
1.00) 10/27/2006  (BOB  [=] | Bulty
100) 107272006 (808 [ | Butty
100 10/27/2005 |B0E )
1000107272005 |BOB E][suly
ai

HEEEEEEEE

1.00{10/27/2005 |BOB

Addlne | Edilee | Deltelre | @

Pay method 1.[— - Amoure [ 000

Paymathod2[ =]  Amort| W00 L

Noles

¥ Frished I Pint FﬂunBﬁnh ok | oxunes | Cacel |

o The current date will be in the Date box. Type a different date in the date box if

needed.
| Invoice #100071 for Mr. Andrew Hartlen:
Pr'lmryP:cm'der:IBUB -BOB | Dae [10/27/2006 Hartlen, Andrew
Oty Date Staff Patient Code Description Price Ext Tax Disp/Admin
1.00]10/27/2005 |KPD (= |Buity = |Rx2125 Agtificial Tears 15 ml $1893 $5000| x| Dispensed [= ;I
1.00{10/27/2005 [BOB (= |Buify = % $0.00 $0.00 Dispensed [

o Type the details of the product or service you are selling in a Line Item row.
Include the Quantity of the item sold, Date (if different from the current date),
Staff (if different from the Primary Provider), and Item Code. Each product or
service uses one line item row. To add a line item row, click the Add Line but-
ton.
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o Before clicking OK to post or save the invoice, click once to select the Barn Billing
checkbox.

¥ Finished I Pit ¥ |BamBiling

A The Payment Fields are removed. You do not want to add a payment to this invoice, as it
would apply the payment to each client record. If an owner paid you onsite — you’ll need to “Add
New Transaction” (see above) to enter the payment as its own entry.

e Click OK.

e You are returned to the original patient history.

¢ Perform the same search for the Patients associated with the barn/stable.

e You are returned to your original list of Patients from the stable.

o Highlight the patient you just invoiced and exclude this patient.

o Exclude any other patients that did not receive these services
0 You can select multiple patients by holding the CONTROL key (COMMAND on Mac-
intosh) while clicking.

¢ Click Add Patients on the Barn Billing window. The Barn Billing window will
update to reflect the number of patients you selected.

e When you have finished adding patients, click Apply to Patients on the Barn Bill-
ing window.

Barn Billing with Inv# 27000: B
~&pply Invoice Options:

Select the Patient(s) for whom the invoice will
apply, then click the “Add Patientfs)..." button
below.

Add Patient(s)

There is 1 Patient selected.

‘when you've finished selecting Patients click the
"Apply to Patients" button below, o click

"Cancel".
Apply to Patients [:

Cancel

e DVMAX will ask you to confirm that you wish to apply the invoice to this group of
patients.

Etonﬁrm: [ x|

%‘:‘S: Are you sure you want to apply the invoice to these Patients?

No

o Click Yes to invoice the group of patients.
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Using DVMAX on the Remote Terminal

Ensure that you have followed the steps in Setting Up For Remote Processing. Not setting up
properly will cause the remote processing procedure to fail, and can cause serious damage to
your data. For more information on using DVMAXSync (Remote Processing), please refer to the
chapter DVMAXSync and Remote Processing.

A If a DVMAX Trainer has not recently set up this routine during a personal visit, you must
call Technical Support and schedule a time for this procedure. Please call DVMAX Technical
Support. Remote Processing has changed. Ask Technical Support about the new DVMAXSync
introduced in DVMAX v7.5

Users and Groups

To create new Users and Groups for your office you will need to open up the Tool Box. This
screen will list all current Users and Groups and will allow you to create and edit Users and
Groups.

To open the Tool Box:
o From the Section menu select General Management.
o The Management Functions screen appears.
o Select the Utilities tab.
o Select the Set Password & Users radio button and click OK.

o The Tool Box appears.

T Tool Box k [_ O] x|
8 Users
Users 5. Administrator _‘J Reference: |2
- é ajh User Kind: |Administrat0r
- E
@ ﬁ: pauli Password;: nane Edit... |
Groups Paull3
p ? A Startup Method: I@
% test
& eer 2 Lask Use: [Thu, Jan 24, 2008
& User 7 Murnber of Uses: | 23133]
& userll
Default Owner of Objects created by this User:
IAII groups 'i
!
| Member of Groups | Cner | Member =

Batch

Clients & Patients

M Admin

CM Tech

Delete Clients & Patients
Edit & Void Invoices & Trans

General Management
Inventory Management
;! Log Records

SRR R
SRR EIGIE s
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o The relationship between the Users and Groups is that Users are assigned to a
Group while Groups are assigned privileges. With this structure a User must
be part of Group to gain the privileges associated with that group.

T Tool Box k S[=]
s Groupg
Pz 22 Batch _AJ Reference: | -15024
- % Clients & Patients Group Kind: IAdminist_rator group
% 2= M admin i | Administrator |
Groups = MTech
Z= Delste Clients & Patients | | User { Group [ Member |+
2= Edit & Yoid Invoices & Trans a | Administrator =
Z= General Management a ajh |- o
5 Inventory Management a |Andress | B
% Log Records a Batch | v
% Mailings & Contacts a Eill (B
g Manager Supervisor a David | [0
= Mas.s Change & Delete i ? |Larry [
Z= patient Codes a8 |New user1 B .'_I
=
== Practice Financials Plug-in | ACCESS l i
Pref &
g rel Ierences COEsS LicenceMar r
Replication
g 4D View [ -
= scheduling Access T
e 4D Write —
g Syshem Administrator
AictivedD v4 [
% System Constants T
3 Arealist Pro —
5 Testing
= Time limited financial access j ART Piack |
Canvas Pluain I |
@ o= & o
. 4

Adding a new User

To Add a new user:
o Click the plus sign under the Users list.

o Type a name for the user. Click Edit and type a password. Confirm your pass-
word. Click Change.

Change of Password k

Mew Password: I""‘m
Confirm Password: I""""""""""‘I
Cancel I Change I

« In the Member of Groups area, select the groups to which this user will belong.

Deleting a User
Only the Administrator has the ability to delete a User. Contact your System Administrator.

Security Groups

To view security groups, click the Groups button at the left of the Tool Box. Groups display in
the Groups list on the left, and Users display in the User / Group list in the upper right. In the
Members column, click to select which users belong to the group.
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1 ! Tool Box

8

Users

Groups

x =
Groupg
Z= gatch _AJ Reference: | -15024
g Clients & Patients Group Kind: IAdminist_rator group
2= M admin Owner: | Administrator |
£ (M Tech
Z= Delete Clients & Patients | | User { Group | Member |«
2= Edit & Yoid Invoices & Trans a | Administrator |-
Z= General Management a ajh |- o
5 Inventory Management a |Andress | |
= Log Records a Batch |~
Z= Mailings & Contacts a Bill |
g ManagerSupervisar a David | I
Z= Mass Change & Delete i a |Larry I=i
Z= patient Codes ~ & iz = ___I
=En
== Practice Financials Plug-in e l ~
Pref t
g rel Ierences COEsS LicenceMar r
Replication
= e 40 View [l =

= scheduling Access T
= ol 40 Write |5
== System Administrator

AictivedD v4 [
% System Constants : T
5 Testing Arealist Pro L
Z= Time limited financial access ;I ARIPeick |

Canvas Pluain I |

W owm & o
4

DVMAX Practice provides the following default security groups:

Animal Husbandry
Batch

Clients & Patients

CM Admin

CM Tech

Delete Clients & Patients
Edit & Void Invoices & Trans
General Management
Inventory Management
Log Records

Mailings & Contacts
Manager / Supervisor
Mass Change & Delete
Patient Codes

PI

Practice Financials
Preferences Access
Replication

Scheduling Access
System Administrator
System Constants
Testing

Time Limited Financial Access
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Tox Tech

User Site Access

o Veterinary

Word Processing Access

Saving and Restoring Users and Groups

When the DVMAX server shuts down, it automatically writes its Users and Groups to a file
location on the server machine.

If you need more information on this, please contact DVMAX Technical Support.

Manually Saving Users and Groups

To manually save your current users and groups configuration to file, click the Save Users and
Groups icon below the Groups list in the Tool Box.

1T Tool Box Bl
3 Groups
LUsers £ animal Husbandry LI Reference: | slalin
= g Batch Group Kind: IAdministrator group
@ Z= Clients & Patients T [Administratar ]
Groups = oM admin
5 M Tech | | User | Group I Member | e
Z= Delete Clients & Patients a | Administrator |~
2 L
2= Edit & Yoid Invoices & Trans (& ajh \r
Z= General Management @ |Andrew -
5 Inventory Management 3 |Batch | r
Z= Log Records & JEill |~
Z= Mailings & Contacts | 3 |David \r
§ Manager [Supervisor ‘ i a Larry | =
= Mass Change & Delete & NETEER (E hd|
Z= patient Codes
5 PI Flug-in | Access | i
Z= Practice Financials 4D View '
5 Preferences Access 4D Wit I
tite
= Replication i
= : ActivedD v4 ||
= scheduling Access r
Arealist P
= system Administrator ressthe
APT Pack IS
5 Syskem Constants r
22 Testing 'I Carrvas Plugin
=
biectTools | i il
o - i @
4

o A Save dialog box displays. Specify a file name and location for the file. Click
OK.

Manually Loading Users and Groups

To load saved users and groups from file, click the Load Users and Groups icon below the
Groups list.
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; T Tool Box Hi=

8 Groups

Users Z= animal Husbandry =] Reference: | -15026

~ g Batch Group Kind: iAdministrator group
% Z= Clients & Patients e | Administrator |
Groups £ oM admin

£ (M Tech | User | Group | Member |
Z= Delete Clients & Patients
2= Edit & Yoid Invoices & Trans
g General Management

| Administrator
|ajh

| Andres
|Batch

il

|David

2 Inventory Management
£ Log Records

Z= Mailings & Contacts
§ Manager/Supervisor ‘ ‘
Z= Mass Change & Delete

Z= patient Codes
=

Z= Practice Financials
2 Preferences Access
Z= Replication

= scheduling Access
= system Administrator
5 Syskem Constants
g Testing LI Canvas Plugin

ObiectTools
S
4

A dialog box displays. Locate your users and groups file, and click OK.

|Larry

Bo| 09| Do) Bo| o) B bo) Do
ElElElE ==

Mew userl

Plug-in | Access |~

40 View
40 Wirite
ActivedD va

Arealist Pro
API Pack

1 i

Quitting and Force Quitting DVMAX

Quitting or Exiting from DVMAX
To quit or exit from DVMAX:

e From the DVMAX main window, choose Quit from the File menu.

o If you have difficulty quitting DVMAX, try closing all open DVMAX windows,
then try selecting Quit again.

Force Quitting

If you cannot quit DVMAX in the usual way you will need to force quit the program. Force Quit-
ting is used on the Mac while CTL+ALT+DEL is used on the PC.

0 If DVMAX appears to be ‘locked’ and won’t let you do anything, or if the cursor looks ‘dif-
ferent’ —one black and one white box — try hitting the spacebar. This will often bring a window
to the front that must be dealt with before DVMAX will allow you to proceed.

A A Force Quit should always be your last resort. Unsaved changes in your open applications
will be lost when force quitting.

Force Quitting In the PC

If you cannot quit an application you will need to Force quit by:

o Selecting CTL+ALT+DEL on your keyboard while the program is running in the
foreground.

e Choose the DVMAX program and click “End Task”
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Force Quitting on the Macintosh

If you cannot quit an application you will need to Force quit by:

e Choosing Force Quit from the Apple menu (or press ALT + Apple/Option Key +
ESC),

o A dialog box will appear,
e Select the unresponsive application and click Force Quit.

¢ Say yes to the Confirm box that will appear.

Adding Alerts vs. Memos
DVMAX now has two ways to provide patient or client notes to other staff members.

The first option is to place an Alert note in the Command Palette when the patient or client
screen is opened. The second option is to create a Memo note that appears on screen when the
patient or client screen is opened.

How To Create an Alert Note

For a Patient:
¢ Open the Patient record to which you wish to attach the Alert note.

o When the Patient screen is open select Set Alert Message from the Patient
Menu.

o A window named Alert note for this record will appear.
¢ Add your note to the Window and click OK.
o The note displays in red at the bottom of the Command Palette.

For a Client:
¢ Open the Client record to which you wish to attach the Alert note.

e When the Client screen is open, select Set Alert Message from the Client
Menu,

o A window named Alert note for this record will appear
¢ Add your note to the Window and click OK
e The note will then appear in the Command Palette.

A Client Alerts will show up whether you open the client or any of the client’s patients.
Patient Alerts only appear when you open the specific patient record.

How To Create a Memo

From a Patient record:
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¢ Open the Patient record you wish to attach the Memao to.

o When the Patient screen is opened, select Create a Memo from the Patient
menu. A window named Enter your memo below will appear.

e Add your memo to the window and click OK.
A memo window will come to the forefront of DVMAX the next time this record is opened.

From a Client
¢ Open the Client record you wish to attach the Memo to.

e When the Client screen is opened, select Create a Memo from the Client
menu.

¢ A window named Enter your memo below will appear.

e Add your memo to the Window and click OK.
A memo window will come to the forefront of DVMAX the next time this record is opened.
o You are able to delay the time of a Memo. For instance, if a client drops off a cat for a
spay in the morning and ask you to remind them to buy a bag of food when they pick the cat up

that afternoon — Enter a Memo, but delay the time until 4pm (or whatever your pickup time
begins) — then you don’t have to see or possibly delete the Memo for the rest of the day!

A Memos show up in a client or patient record regardless of whether it was originally added
to the client or patient record.

Clearing the Cache (For Advanced Users Only)

In order to optimize performance, DVMAX stores certain application elements fetched from the
server (such as the user interface) on your local hard disk. Over time, it is possible for this
cache to become outdated or corrupt. If you notice odd behavior on your DVMAX workstation
that does not occur on other workstations in your practice, you may need to clear the application
cache.

Clearing the Cache on Mac OS X
o In the Finder, navigate to /Library/Application Support/4D Folder
o Delete the 4D Folder
e Relaunch DVMAX
o If the message "Duplicating Resources Locally" appears, the process has been

done correctly.

A DVMAX must now rebuild a few files so the login process may take 2-3 minutes.

Clearing the Cache on Windows

e Select Search form the Start menu

o Search for files and folder
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Search for files and folders containing 4D
o Locate the folder named 4D
o Delete this folder

Relaunch DVMAX
o If the message "Duplicating Resources Locally" appears, the process has been
done correctly.

A DVMAX must now rebuild a few files so the login process may take 2-3 minutes.
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DVMAX Anywhere

The new DVMAX Anywhere is a flexible, responsive application that works where you do.
Whether you’re using a tablet, laptop or desktop device, Anywhere offers many of the powerful
features of your DVMAX client in a streamlined, web-based framework. With DVMAX Any-
where, you can work with patient or client records, complete scheduled To Do items, create
MRE:s, check the appointment Scheduler, review invoices, present consent forms for electronic
signature, view lab results and much more.

Using Anywhere on Desktop and Tablet

DVMAX Anywhere runs on tablet, laptop or desktop. There are a few differences between the
available features in Anywhere when running in your browser on a desktop machine and when
running from a tablet, but most of the functionality is the same.

Key differences include:

The desktop application has a sidebar menu that includes the additional options
of a To Do by Patient list view and an Appointments list view.

There are some additional filters for patient searches in desktop view.
The Labs tab from a Patient record offers a hierarchical view under desktop.

Because most of the general functionality in Anywhere is the same as in DVMAX, you should
already be familiar with the basics of working with patient records. For more details on working
with DVMAX functionality, like creating and editing MREs, adding MRE Findings, working
with lab requisitions, viewing lab results and more, refer to the specific chapters in the DVMAX
user guide.

Launching DVMAX Anywhere
You can use Anywhere from you tablet, laptop or desktop. To launch Anywhere the first time:

From the Special menu of the main screen of your DVMAX client, select

DVMAX Anywhere.
4D File Edit Section J.E4ElS Help
(8] Synchronize... -

Write an OTC invoice 280
Enter Batch Payments 3T

Print a Custom Label...

VAX Anvw

From the DVMAX Anywhere dialog, choose whether to open Anywhere on
your current desktop machine or on a tablet. The URL for Anywhere will be
shown in the Enter URL on Tablet field. This URL can be used by desktop,
laptop or tablet.
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Open Anywhere on Desktop or Laptop
To open the desktop version of Anywhere:

From the Special menu of the main screen of your DVMAX client, select
DVMAX Anywhere.

Click Launch Anywhere on Computer or copy and paste the URL from the
Enter URL on Tablet field into your browser on your desktop.

DVMAX Anywhere

Enter URL on Tablet: http://192.168.1.34:8080/anywhere/index.html

Enter email on Tablet

Send URL Email Launch Anywhere on Computer k ‘

Cancel

Anywhere will open in your default browser.

Bookmark Anywhere in your browser for quick access in the future.

For iPad users: To be sure you can access all of the features of Anywhere on your iPad, you will
need to use Anywhere directly from your browser, not from a link saved on your home screen.
Safari does not support the ability to open multiple tabs for links placed on your home screen,
a feature important for viewing images, attachments or WP documents.

Open Anywhere on Tablet
To open DVMAX Anywhere on your tablet:

From the Special menu of the main screen of your DVMAX client, select
DVMAX Anywhere.

You will need to send a link via email to your tablet, then simply click the link in
the email to open Anywhere.

If email is enabled in DVMAX, you will see a Send URL Email button on the
dialog.

Type an email address that can be opened on your tablet in the Enter Email on
Tablet field, then click Send URL Email.

DVMAX Anywhere

Enter URL on Tablet: http://192.168.1.34:8080/anywhere/index.html

Enter email on Tablet: your_email@email.com

Send URL Email k Launch Anywhere on Computer |
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If you do not have email enabled in DVMAX, copy and paste the URL from the
Enter URL on Tablet field into an email on your email client and send it to
your tablet.

Click the Anywhere URL link in the email you sent to your tablet. Anywhere
will automatically launch in the default tablet browser.

Bookmark Anywhere in your tablet’s browser for quick access.

i ]

For iPad users: To be sure you can access all of the features of Anywhere on your iPad, you will
need to use Anywhere directly from your browser, not from a link saved on your home screen.
Safari does not support the ability to open multiple tabs for links placed on your home screen,
a feature important for viewing images, attachments or WP documents.

Logging In to DVMAX Anywhere
A

DVMAX Anywhere requires users to log in. For security reasons, each user is strongly rec-
ommended to log in with their own unique username and password. When you are finished with
your session, you should log out.

To log in, type your username and password in the respective fields. Click or tap
Login.

DVMAX

To log out, click the Logout (“X”’) icon.
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A B = @

Carrolitan Animal Hospital

About the Anywhere Home Page

The Anywhere homepage title bar provides some at-a-glance information about the clinic, includ-
ing clinic name, number of pending To Dos on the Whiteboard for the current day, number of
appointments on the Scheduler for the current day, the current date and time. Below the title

bar, there are 4 tabs. Two of the tabs are customizable URLSs set by your clinic (see Customize
the Home Page), one tab lists Lab results, and one tab takes you to a web page that provides
general information and news about Anywhere.

Latest Lab Results  DVMAXNews  Current Visit List  Appointments

Date Patient Instrument

Automatically Refresh: O

The Labs tab provides a list of lab result records. The default number of days of results shown is
7. This can be adjusted under Advanced Settings. Double click or touch on a result to view
details.

The customizable, clinic-defined tabs ship with default URLs from DVMAX, but you can
change the URL to a link of your choice by clicking the Customize button. For example, you
could use the URL for one of the custom report in DVMAX, like the Visit Report or Appoint-
ments by Staff Report.

Customize the Anywhere Home Page
You can customize 2 of the 4 tabs on the Anywhere Home page using the Customize button.

To customize the tabs on the Home page:

From the Home page, select a tab. If there is a Customize button, you can cus-
tomize that tab. The Lab Results and News tabs are not customizable.

Click Customize.

In the Title field, type a short name for the tab.
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In the URL field, type the address to which you would like to direct this section
of the page.

2. 168.1.34:80B0/customReports/ApmByStafifindex shim

=]

Click OK to save.

Refresh the Anywhere Home Page Content
Information on Home screen automatically refreshes every 60 seconds when Automatically
Refresh is selected. You can choose to manually refresh the page using your browser’s reload
option. Automatically Refresh is located at the bottom of the Home page.

ODVMAX

About the Anywhere Main Menu

The main menu for DVMAX Anywhere looks different depending on whether you are using
desktop or tablet mode.

Anywhere Main Menu from Desktop or Laptop
The DVMAX Anywhere desktop menu includes Appointments, Scheduler, Patients and To
Dos.
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DVMAX Anywhere

¢ Home N

Appointments
9 Scheduler

i Patients

Settings

You can view the menu as text and icons or as icons alone by clicking the hamburger icon at the
top left corner of the screen to hide/reveal text on the menu.

Menu items with multiple options, such as Patients or To Dos, can have the sub menu hidden by
clicking the white arrow to expand or collapse the view.

Anywhere Main Menu on Tablet

The menu bar when working with Anywhere on a tablet, like an iPad, consists of several icons
along the top part of the window, including Home, Scheduler, Whiteboard and Patients.

f O

Carrollton Animal Hospital
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Navigating the Anywhere Main Menu
To navigate DVMAX Anywhere from the Menu bar on tablet or desktop:
Select Home to return to the Home page.
Select the Schedule