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Introduction  
 

Penciled-in Pets is a software application for the pet care professional.  It could be used by a dog walker, 

pet sitter, trainer, or groomer.  The application features are: 

¶ Stores client and pet information 

¶ Schedule clients for daily appointments, vacations, or one-shot appointments. 

¶ Creates varies schedules that vary by degree of detail. 

¶ Creates invoices and stores them in history. 

¶ Prints client, pet, scheduling and financial reports. 

¶ Birthday reminders 

¶ Ad hoc reporting ability. 

General Information  
 

Entering Information on forms  
Many of the screens (or forms) allow for data to be entered about your business or clients.  I will use the 

Ψ{ŜǊǾƛŎŜ ¢ȅǇŜǎ ŀƴŘ CŜŜǎΩ ǎŎǊŜŜƴ ǘƻ Ǉƻƛƴǘ ƻǳǘ ŎƻƳƳƻƴ Řŀǘŀ ŜƴǘǊȅ ǘŜŎƘƴƛǉǳŜǎΦ 

 

On the left side of the screen is a record selector panel.  Above you see that the fifth line has a pointer 

with indicates that this line has the focus and can be edited.   
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¢ƘŜ ΨϝΩ indicates the next new line where you can enter additional information.  To do this you can 

either use the tab key, or click on the new line.  When you do this and start typing the record selector 

panel will display a little pencil to show you are editing the record: 

 

Entering Date fields  
With date fields you have two choices. 

1)  When you click or tab to a date field a small calendar will appear to the right of the field.  If you 

click on the calendar the following will be displayed where you can select your date. 

 

2) You can enter a date in the format mm/dd/yyyy. 
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Entering money amounts  
Fields with money amounts will automatically print with the dollar sign.  If a decimal and cents are not 

entered, then .00 cents will print.  So, if 20 is entered it will automatically be changed to $20.00. 

Tabs for Multiple Screens  
You can have multiple screens open and available.  They can be displayed by clicking on the tabs.  
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Main Menu  
When the application opens the Main Menu will be displayed: 

 

 

What should I do first?  
²ƘŜƴ ȅƻǳ ŦƛǊǎǘ ǎǘŀǊǘ ǳǎƛƴƎ άtŜƴŎƛƭŜŘ-ƛƴ tŜǘǎέ ȅƻǳ ǎƘƻǳƭŘ ǳǇŘŀǘŜ ǘƘŜ ά/ƻƳǇŀƴȅ LƴŦƻǊƳŀǘƛƻƴέ ŀƴŘ ǘƘŜ 

ά{ŜǊǾƛŎŜ CŜŜǎ ŀƴŘ ¢ȅǇŜǎέ ǎŎǊŜŜƴǎΦ  ¢Ƙƛǎ ǿƛƭƭ ǘŀƛƭƻǊ άtŜƴŎƛƭŜŘ tŜǘǎέ ǘƻ ȅƻǳǊ ōǳǎƛƴŜǎǎΦ 

  

Update Company Info  
When you press this button a screen will be displayed where you can enter information relating to your 

business.   
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You will need to enter the following: 

¶ Name, address, telephone number and Email address of your company.  This will print on your 

invoices. 

¶ Starting invoice number. 

¶ Tax Rate 

¶ You can turn the dog bark sound on or off.  This only plays when you open or close the software. 

¶ Number of months to keep invoice detail.  The invoice total line will still print on the Invoice 

History screen, but the actual invoice with the details will no longer be stored.  If you do not 

want to delete invoice detail enter a large number, such as 999. Also, once the detail is deleted, 

the Amount Paid by Service Type  report will not cover this period.  So, for example, if you want 

this report to print Service Type totals for the past year, you might want to set the # of months 

ǘƻ ΨмнΩΦ  It is suggested that you do delete the detail.  This will keep the data base at an efficient 

ǎƛȊŜΦ  ²ƘŜƴ ƻǇŜƴƛƴƎ άtŜƴŎƛƭŜŘ tŜǘǎέ ȅƻǳ ǿƛƭƭ ƎŜǘ ŀ ǿŀǊƴƛƴƎ ǘƘŀǘ ƛƴǾƻƛŎŜ detail will be deleted.  

You will have the option to bypass deleting the detail. 

¶ You can change the invoice picture, or keep YaΩsou, my Portuguese Waterdog. To change, 

double click on the picture: 
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¶ Highlight just yaΩsou.jpg and click ΨremoveΩ. 

¶ Click ΨaddΩ, and locate your file. 
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Update Service Types and Fees 
When you press this button a screen will be displayed where you can enter the services your business 

performs and the fee.  These services will be available when you create schedules and will also print on 

invoices.  The following are examples of services. 
















































