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Introduction

Penciledin Pets is a software application for thet care professional. It coulte used by a dog walker,
pet sitter, trainer, or groomer. The application features are:

Stores client and pet information

Schedule clientfor daily appointments, vacationsr one-shotappointments.
Createsvaries 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 altly.

=4 =4 =4 4 -4 -4

General Information

Entering Information on forms
Many of the screenso¢ forms) allow for datato be entered about your businessr clients. | will use the
Y{ SNIBAOS ¢eLlSa IyR CSSaqQ aONBSy G2 LRAyd 2dzi O02YY

=T —————
-
E Main Menu @ Service Types and Fees

Service Types and Fees

Service Type: Fee: Effective Date:
] room $55.95 7/1/2009
Long Visit $15.00 7/1/2009
Short Visit $10.00 7/1/2009
| Ishortvisit $12.00 8/10/2009
M Frrain $40.00 7/1/2009 m
10/5/2009

=
—

On the left gde 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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¢ K S indi¢pté3the next new line where you can enter additional information. To do thiscyou
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:

=i

y —
-2| Main Menu Z_Ei Service Types and Fees

Service Types and Fees

Service Type: Fee: Effective Date:
"] [6room $55.95 7/1/2009
o Long Visit 515.00 7/1/2009
| [shortvisit $10.00 7/1/2009
| shortvisi $12.00 8/10/2009
| frain $40.00 7/1/2009
7| new service 10/5/2009
E 10/5/2009

Entering Date fields
With date fields you haviwvo choices.

1) When you clik or tab to a date field a small calendar will appear to the right of the field. If you
click on the calendahe following will be displayed where you can select your date.

‘-J/‘

E Main Menu EI Service Types and Fees |

Service Types and Fees

Service Type: Fee: Effective Date:

"] [room $55.95 7/1/2009
o Long Visit $15.00 7/1/2009
| [shortvisit $10.00 7/1/2009
| [shortvisit $12.00 8/10/2009
| [reain $40.00 7/1/2009
7| new service $20.00
|| 4 October, 2009

* Su Mo Tu We Th

1
478 6 7 8
1 12 13
18 19 20
25 26 27 28 29

2) You can enter a date in the format mm/dd/yyyy.
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Entering money amounts
Fieldswith 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.

-

I—) t@ Main Menu..{_g Reparting e IE Invoicing Menu 1@ Client Information [E Pets

Pets belonging to Sandy Beach View another client ? [-]
Pet Name: Pet type: Breed: Birthday: Pet Notes: Delete??
L4 \Whiskers| dog mutt 9/1/2005 likes to run on the beach
Fuzz Ball dog mutt 9/1/2005 likes to swim in the ocean Yes
E Yes
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Main Menu
When the application opens the Main Menu will be displayed:

Cmewe
>

- S€ d U
Backup

‘ Close

Main Menu

Update

Select existing client or enter a new Client id: Company Info

Open Client Form
Client Id
7E] Open Schedule Form
Open Pets Form

Scheduling Reports (date will default to current date if not entered):

Update Service
Types and Fees

Birthday
Reminders

# of Days \ El Date | 11/1/2009| Create Detail Create Create 7 Day
. Report Summary Report Quick View

Invoicing Proceed to the
Invoicing Menu

Reports Procegd to the
P Reporting Menu

Database

What should I do first?
2 KSy @2dz FANRG -AYir NSO AARYEHIREBFORAKSRA/ 2YLI ye LyF2
G{ SNBAOS CcSSa IyR ¢elLlSa¢ aONBSyao CKAA gAff GF AT

Update Company Info
When you pres this button a screen will be displayed where you can enter information relating to your
business.
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Penciled-In Pets

‘ E Main Menu ( j Invoicing Menu

‘ j Company Information \

Company Information

Close

Company Name:
Company Address 1:
Company Address 2:
Company City:

Company State:
Company Zip:

Company Phone:

Tax Rate:

Email Address:

Starting Invoice Number:

Barking Sound:

# of months to keep Invoice
detail:

Pam's Pet Sitting Service
55 Main St
Invoice Picture
Glastonbury
CcT
06033
(555) 555-5555
0
pamim@pamim.net
100

On E’

6

Form View
—_—

You will need to enter the following

(£ powered by Microsoft Office Access

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

invoices.

Tax Rate

=A =4 =4 =

Starting invoice number.

You can turn the dog bark sound on or off. This only plays wheopemor 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 stdfgau do not
want to delete invoice detail entea large number, such as 99€so, once the detail is deleted,
the Amount Paid by Service Typeport will not cover this period. So, for example, if you want

this report to pint Service Type totals for the past year, you might wargdbthe # of months
02 Utis suQgested that you do delete the detail. This will keep the data base at an efficient
aAl So 2 KSy 2LISyAy3

Gt Sy OAt SR detaibwvill?bé deléteéddz ¢ A
You will have the option to bypass deleting the detail.

1 You can change the invoice picture, or kee@dia my Portguese Waterdog. To change,
double click on the picture:
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Attachments

Attachments (Double-click to open)

@ justya'sou.jpg

Eemaove

Open

Save All...

OK Cancel

9 Highlightjust yaou.jpg and clickemoveQ
1 ClickdddQand locate your file.

I Choose File

Favorite Links Name Date taken Tags =
== bettyjpg
': Documents % dogLgif
& Recently Changed & fadoukie & ya'soujpg  6/17/2006 7:53 PM =
More »* & fadoukie and me.bmp
& fadoukie and mejpg
Folders :—' hmldaygii;gAKSH_
L . L || e iMAges Jpg
b ‘ my g'g'ta:' E;'g“’”i = imagesCATXMLUC,jpg
;’f My Moog € hadgets &= Justya'soujpg
l' M; PitL:JtSLIJ:es logo.companylogo
! &% me and my dogs.bmp
. My Received Files — - .
e %= pamim logo.gif
‘l My . %= PamIm logo 1.gif
E‘ P'y 1aeos %= PamIm logo 2.gif
ictures = 7
B Saved Games v |« i | r
File name: - |AllFiles ) -
Tools - [ Open ] ’ Cancel I
L
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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 scheduled afsbprint on

invoices. The following are examples of services.
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