The Vatbook

The ‘vatbook’ provides all the financial figures for the period, this are ‘core’ in that they are responsible for practice turnover, VAT figures, user breakdown and analysis, branch usage, monies received. 

The ‘vatbook’ is run at the end of a period, the periods could be:

· End of shift (Morning/Afternoon surgeries)

· End of Day

· End of Month

One thing – do NOT let the period span the end of a month.

Main Menu -> Vatbook (Classic Menu)
Main menu -> Reports -> End of Day (New Style Menu)

The options are:

· Vatbook

· Performs the main end of day/end of shift functions

· Payment Report

· Lists payments received in the period, the Surgery option limits the report to just the surgery you are at and will route it to the Point of Sale Printer.

· Transaction Listing

· Report sorted by time or animal listing the transactions. This report is generally only used if you have some weird problem that needs the audit trail options.

How does the vatbook work?

Work is entered onto a record card, it is stored in the main clinical file, and each line is allocated a transaction number.

	Transaction
	Animal
	Details

	 1224
	123
	Consultation …

	1225
	456
	Visit ….

	1226
	123
	Inj Synulox

	1227
	123
	Left leg a little sore


At the same time as the work is entered the transaction number is logged in the separate file based on animal type.


	1224
	A

	1225
	B

	1226
	C

	1227
	D

	1228
	E

	1229
	F

	1230
	G

	
	F


It is then up to the vatbook to get the transaction number from this file, look at the main clinical entry for the details of the work. The work itself is NOT stored in the Vatbook.

For a period reset, the system will start at the beginning (A) and go to the end (G), as it has to process all entries it need exclusive access - no one can add new work during a period reset.

With session resets, if the last reset was (D), then it will start at (E) and go to the end (G), making a note of the end, so next time it will start at (F). If 'Show full period work' the session will start at (A) rather than (D).

Session resets are 'snapshots', that is they look at the work added at the point the session was reset. Work can still be added, no locked is enforced.

Work is classed as 'current' if it is still to be processed by the vatbook e.g. it is in the vatbook file.

A new option in 2.19.05, is the ability to run the vatbook on a per location basis. In this case, the system keep a separate note of the last entry processed AT THAT LOCATION, the next session reset will start from that point onwards. When a period reset is run, it is run for all locations and all sessions will be reset to the start again.

The Vatbook Options

The main Vatbook menu has the following options:

	1
	Itemised Work Done
	Yes
	

	2
	Summary
	Yes
	

	3
	Analysis Breakdown
	Yes
	

	4
	Payment Breakdown
	Yes
	

	5
	Seen but not Paid
	Yes
	

	6
	PDSA Transactions
	No
	

	

	7
	Period Reset
	Yes
	9
	Session reset
	Yes

	8
	Month being reset
	Oct
	10
	Show full period's work
	Yes

	

	11
	Print/Display or Spool
	Spool
	14
	Sage Line 50 Account
	Vbook

	12
	Types Processed
	All
	15
	Nominal Account
	4001/1200

	13
	Vet's Processed
	All
	16
	Updated Last
	21-09-2001


	1 to 6
	Switch off/on the various sections of the report

	7
	Will the system update the Monthly/Yearly figures and clear down the vatbook

	8
	Which month is being reset - will default to the current month

	9
	Is this a session / shift end or not

	10
	If showing shift/session figures should it include everything since the last reset

	11
	Send the report to the Printer, Spooler or the screen

	12
	Restrict the report to Small/Farm or Equine records

	13
	Restrict the report to specific users (up to five)

	14
	If you are linking into Sage Line 50 what account code should the work be posted to

	15
	Which Sage nominal accounts (Work/bank)

	16
	When was the Sage Export file last updated?


Notes and Tips

· The top line of each page will show the line:

	Period reset on 25.10.01 - 14:57 by PVS 
	The PERIOD is being reset

	Session reset on 25.10.01 - 14:57 by PVS
	The SESSION is being reset

	Run on 25.10.01 - 14:57 by PVS
	Nothing is being reset


This enables you to check you are looking at the correct report. Some sites run the vatbook a few times to ensure everything is correct before resetting it; it can be very easy to file the wrong version. Only printouts with 'Period Reset' on them are important for historically purposes.

· When you are resetting the period this can only be done when no one is accessing any records, the menu will display a line 'Records Locked' (top right) to show that someone somewhere is still in a card. 

· Access permission - You can control which users can do what using the following access permissions:

	No
	Access
	What

	79
	VAT Book
	Can the user access the Vatbook option?

	80
	Vatbook Reset
	Is the user allowed to reset the session?

	102
	Vatbook Period Reset
	Is the user allowed to reset the period?


· You can get the system via cron, to run the vatbook automatically in the small hours removing any human error. Tip: Setting up cron to run on the last day off the month can be fun, the vatbook, if run on the 1st of the month before 3am will assume it is running the day before.

Corrections

People do make mistakes sometimes and corrections need to be made. The system has a range of access permission to allow staff to edit: These are:

	No
	Access
	What

	29
	Clinical recs (Edit)
	Is the Clinical Edit option available to the user or not

	37
	Clinical edit (Not Curr)
	The work is current if it has not been processed via the vatbook. 
Work out with this cannot be edited.

	91
	Clinical Edit (ALL)
	The user can edit any clinical line.

	93
	Delete Clinical Lines
	Can the user Delete clinical lines


If work is edited (or deleted) and it is not currently in the Vatbook then a correction record is added. These corrections will appear as per:

	Client 666
	Record 27.05.98 30 x Zenecarp 20mb Tabs
	Deleted

	
	Drugs decreased by
	-7.96

-1.27
	

	
	VAT Decreased by
	
	

	Client 88
	25.11.93
	25.11.93 Consultation repeat

	
	Fees decreased by
	-3.09

-0.54
	

	
	VAT Decreased by
	
	


This shows two corrections, one where a record from 1998 has been deleted and the record from 1993 has had its fee's reduced by £3.09. You should know the reason these records have been changed. Make a note on the Vatbook printout incase there is a query from the vat man or another member of staff.

Itemised Work Done

Please note, some VAT inspections want to see the itemised work done, some don't - make sure your VAT office is happy with the reports that are generated. This section forms the bulk of the printout. It lists all the work done (in alphabetical order), the fees, drugs and Vat (inc Tax band), the user ID and surgery where the work was done. 

	Client
	Animal
	Ref
	Date
	Work
	Fees
	Drugs
	VAT
	
	ID
	S

	Addamson,Mr
	William
	7448
	15.10.01
	CONSULTATION repeat 
	10.21
	0.00
	1.79
	B
	CB
	1

	
	Inj 0.50 mls Dexafort inj             
	0.00
	1.71
	0.30
	B
	CB
	1

	
	Inj 0.50 mls Baytril inj 2.5% 
	0.00
	1.68
	0.29
	B
	CB
	1

	
	4 x Baytril 50mg tabs 
	0.00
	3.79
	0.66
	B
	CB
	1

	
	@ half tab/s every 24 hrs             
	0.00
	0.00
	0.00
	
	CB
	1

	
	AG - both the same this time - 
	0.00
	0.00
	0.00
	
	CB
	1

	
	more watery but infected.             
	0.00
	0.00
	0.00
	
	CB
	1

	
	Paid by Cash 
	(20.43)
	0.00
	3.04
	B
	SB
	1

	
	Sub-total                            
	10.21
	7.18
	3.04
	
	
	

	Ager, Mrs
	Fred
	11100
	15.10.01
	VACCINATE Adult dog BOOSTER 
	18.72
	0.00
	3.28
	B
	PB
	1

	
	O worming - see Sam 
	0.00
	0.00
	0.00
	
	PB
	1

	
	Paid by Cash 
	(22.00)
	0.00
	3.28
	B
	SB
	1

	
	Sub-total                            
	18.72              
	
	3.28
	
	
	

	Ainscough, Mrs               
	Fido
	9999
	15.10.01
	Metacam 100ml (LARGE) 
	0.00
	25.77     
	4.51
	B
	CB
	1

	
	@ 30kg dose every 24 hrs 
	0.00
	0.00
	0.00
	B
	CB
	1

	
	VACCINATE Adult dog BOOSTER 
	18.72
	0.00
	4.51
	B
	CB
	1

	
	Batch: L12006/5 
	0.00
	0.00
	0.00
	
	CB
	1

	
	3 x Drontal Plus tabs 
	0.00
	5.95
	1.04
	B
	CB
	1

	
	@ 3 tab/s all on one occasion 
	0.00
	0.00
	0.00
	
	CB
	1

	
	R stifle a little swollen compared 
	0.00
	0.00
	0.00
	
	CB
	1

	
	to L, but only a little stiffness
	0.00
	0.00
	0.00
	
	CB
	1

	
	Drug collection OK re ex Apr 2002     
	0.00
	0.00
	0.00
	
	CB
	1

	
	Paid by Plastic (T) 
	(59.27)    
	0.00
	8.83
	B
	SB
	1

	
	Sub-total                            
	18.72
	31.72
	8.83
	
	
	


Switch to show/hide un-priced work: 

Gen Apps -> Params -> Field & Defaults -> Options  (Classic menu)
System Management -> Setup -> Params -> Fields -> Options (New Style)

Number 13 'Ignore zero items' this will suppress all the zero figures from this section of the report. 

User Breakdown

This is a mandatory section; it shows all the users and breaks the work done by:

	Fees
	All work done appearing in the 'Fees Column'

	Drugs
	All work appearing in the 'Drugs Column'

	Other
	All work under analysis code 240

	T. Work
	The sum of the above three

	ATV
	Average Transaction Value for user based on the work done in the period

	Payment
	Total payments logged against this user.

	Seen
	Number of animals this user has seen in the period


e.g.

	I.D.
	Name
	Fees
	Drugs
	Other
	T. Work
	ATV
	Payment
	Seen
	

	PB
	Pauline Bloggs
	68.85
	608.81
	0.00
	677.66
	2.26
	3226.06
	300
	

	CB
	Chris Black
	3274.39
	2192.80
	0.00
	5467.19
	19.18
	2663.19
	285
	

	SB
	Steve Brown
	2141.71
	1265.09
	0.00
	3406.80
	16.95
	1538.47
	201
	

	..
	..
	
	
	
	
	
	
	
	

	
	Totals
	15164.20
	10807.25
	0.00
	25971.45
	10.83
	3255.16
	2398
	(897)


This is followed by a breakdown by animal type e.g. Small Animal, Farm and Equine as per:

	I.D.
	User
	Small
	Farm
	Equine

	
	
	Fees
	Drugs
	Others
	Fees
	Drugs
	Others
	Fees
	Drugs
	Others

	PB
	Pauline Bloggs
	68.85
	608.81
	0.00
	0.00
	0.00
	0.00
	0.00
	0.00
	0.00

	CB
	Chris Black
	3274.39
	2192.80
	0.00
	0.00
	0.00
	0.00
	0.00
	0.00
	0.00

	SB
	Steve Brown
	2141.71
	1265.09
	0.00
	0.00
	0.00
	0.00
	0.00
	0.00
	0.00

	…
	….
	
	
	
	
	
	
	
	
	

	
	Totals
	15164.20
	1265.09
	
	
	
	
	
	
	


Summary Page

· The columns 1 . 9 are based on the Branch number on the management record, NOT where the work was done. 

· The total column does contain any corrections (shown on next page).

· Shop sales are from the 'Over the Counter' sales option that will be being discontinued shortly.

	
	Total
	1
	2
	3
	4

	Total Fees
	15164.20
	14099.71
	1064.49
	
	

	Total Drugs
	10807.25
	10249.84
	557.41
	
	

	Total Shop
	0.00
	0.00
	0.00
	
	

	PDSA PetAid
	0.00
	0.00
	0.00
	
	

	Total Work
	25971.45
	24349.55
	1621.90
	
	

	

	Payments
	3255.16
	1320.19
	1934.97
	
	

	Shop
	00.00
	00.00
	00.00
	
	

	Donations
	00.00
	00.00
	00.00
	
	

	Total Paid
	3255.16
	1320.19
	1934.97
	
	

	

	Loyalty/Transfer
	00.00
	00.00
	00.00
	
	

	

	Vat on Payments
	    484.94

	Vat work done
	4543.85
	4260.11
	283.74
	
	

	Vat shop
	00.00
	00.00
	00.00
	
	

	Vat PetAid
	00.00
	00.00
	00.00
	
	

	Vat Total
	4543.85
	4260.11
	283.74
	
	


Payment breakdown

This page is in three sections:

a) Payment Summary - The totals for each payment type:

	Cash
	1345.23

	Cheque
	1675.70

	Plastic
	234.23

	…
	

	
	

	Donations
	0.00


The total for all the payments will equal the 'Total Payments' column on the summary page.

b) Vat/Tax Summary - This is the breakdown into the different tax rates in force of the work done.

	Rate
	Work Down
	Tax on Work Done
	Payments
	Tax on Payments

	A
	0.00
	0.00
	0.00
	0.00
	0.00

	B
	17.50
	25971.45
	4543.85
	3255.16
	484.96

	C
	0.00
	0.00
	0.00
	0.00
	0.00

	D
	0.00
	0.00
	0.00
	0.00
	0.00

	E
	0.00
	0.00
	0.00
	0.00
	0.00

	F
	0.00
	0.00
	0.00
	0.00
	0.00

	?
	????
	
	
	
	

	Totals
	25971.45
	4543.85
	3255.16
	484.96


c) Corrections - Any corrections that have been made to work outside the current period. This will summarise the entries at the top of the report.

	Fees
	-11.05
	Drugs
	0.00
	Vat
	-1.81

	Paid
	        0.00


Branch 'Actual' work done summary

If you have work being added at different surgeries this section will appear automatically. It breaks the work done by the surgery the work was entered. This may be different to the surgery the animal is registered at (shown on the summary page).

	
	Total
	1
	2
	3

	Fees
	323.89
	223.89
	100.00
	

	Drugs
	1701.93
	1701.93
	
	

	VAT
	355.12
	355.12
	
	

	Payments
	1486.78
	1462.44
	24.34
	


Analysis Code Usage

The Analysis code section is in two:

a) Codes used and amount. - This shows each time an analysis code has been used; this also includes any credits and the amount of income from that code.

	Analysis Code
	Number
	Amount

	1
	Consultation (Basic)
	198
	2324.40

	2
	Cons. Repeat
	94
	939.32

	3
	Routine rep. Inj.
	2
	0.00

	4
	Consultation OOH
	4
	136.16

	..
	..
	
	


b) Analysis code credits - If any credits were issued this sections lists those.

	Analysis Code
	Number
	Amount

	3
	Routine rep. Inj.
	1
	(8.51)

	25
	Vacc Dog Booster
	1
	(18.72)


Note: The totals include the number of time used, so looking at analysis code 3 above, it has appeared twice (once for the work and once as the credit) - the total is zero 8.51 - 8.51 = 0

Payments

Any payments on the system, broken down by animal. There is an option:

Gen Apps -> Params -> Field & Defaults -> Options  (Classic menu)
System Management -> Setup -> Params -> Fields -> Options (New Style)

Number 7 'Separate Payments' this, if set, will print each payment type on it's own sheet of paper.

The Animal, Client, User who took the payment, type, and surgery are listed along with the amount. If you are using cash accounting (this example does) they vat content of the payment will be listed.

If in the details column you see (T) then this indicates it was a payment made via the TreeView, and may be apportioned between different animals.
	Animal
	Client
	Date
	User
	Type
	Surg
	Details
	Total
	VAT

	15300 
	Jones, Mrs
	25.10.01
	RSH
	1
	1
	Cash
	32.89
	4.90

	23865
	Melvin, Mrs
	25.10.01
	RSH
	1
	1
	Cash (ref 1234)
	18.11
	2.70

	..
	..
	
	
	
	
	
	
	

	
	Surgery 1
	2345.12
	

	
	Total for cash
	2345.12
	

	

	23698
	Jones, Kirsteen
	25.10.01
	GR
	5
	1
	Plastic (T)
	22.00
	3.28

	27429
	Smith, Mrs
	25.10.01
	GR
	5
	1
	Plastic 828234567123
	11.70
	1.74

	
	Surgery 1
	33.70
	5.02

	27808
	Jennings, Paul
	25.10.01
	AS
	5
	2
	Plastic
	125.01
	18.62

	
	Surgery 2
	125.01
	18.62

	
	TOTAL for Plastic
	158.71
	23.64

	

	…
	…
	..
	


This report is very important, as this list should agree with the till.

Clients seen but not paid

The system will scan all animals that have been seen in the period, if the balance on the record card is not zero then it assumes the client left without paying. This section lists all those records.

Separate totals are given for Small, Farm and Equine records.

	No.
	Client Name
	Type
	Amount

	16
	Jones, Mrs
	SA
	12.23

	36
	Williams, Tom
	SA
	123.34

	52
	Dalkeith Health Shop.
	SA
	-12.5

	54
	Haynes, Mr Modem
	SA
	0.26

	257
	Smith
	SA
	20.04

	..
	…
	
	

	
	Total for Small Animal
	2438.59


PDSA PetAid

If you are involved with PDSA PetAid and enter the PDSA work on screen three then this will be included. 

Currently the way Premvet 5 handles PDSA PetAid is under review so this section may change in the future.

a) Work done
	Ainsworth, Mrs
	12345
	INJECT DELVOSTERONE1 
	23.00
	Z

	
	29.09.01
	INJECT DELVOSTERONE1 
	23.00
	Z

	Lawson, Mr
	7778
	INJECT DELVOSTERONE1 
	23.00
	Z

	O'Connell, Mrs
	12
	DEFENCAT (150ml) 
	8.52
	Z

	Ward, Mr
	66
	DOCK TAIL PUP 
	12.80
	Z

	
	Donation made  (Cash) 
	(20.00)
	Z

	
	Donation made  (Cheque) 
	5.00
	Z


b) Donations Received
	Ward, Mr
	08.10.01
	Z
	Donation made  (Cash) 
	20.00

	Ward, Mr
	08.10.01
	Z
	Donation made  (Cheque)
	5.00


