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Read This First!
There is no advice this manual can offer that is more important than the following:
Make frequent backups of your data files. We strongly recommend that you back up your data
files each day. We also strongly recommend that you cycle the media that you use for your
backups. (Maintain a different set of disks for each day of the week. Maintain an extra set of
disks for each month end.) By cycling the media you use in this manner, you lessen the risk that
you will inadvertently copy a damaged set of data over your only good backup.

NOTE:
Your data files are located in the directory you selected when you installed the software
(ALTA if you used the directory recommended by the installation program).
The data files are named:
DATA??.DBF
DATA??.FPT
DATA??.CDX
Where ?? is the number 1 through 99.
See Appendix A for more detailed information regarding your data file names and formats.
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AltaPoint Backup
In order to backup your files using AltaPoint Backup you must first close all open forms except
for the main, blank AltaPoint screen. If you have a network of computers (more than one PC
connected together) you must go out of AltaPoint on all of the computers except for the main PC
where the data files are located. Then the backup operation can be performed from the main,
blank AltaPoint screen.
To run the backup utility, select “Backup Data Files” from the “Utilities” menu. You will see the
following screen:

Enter the drive and directory of the location where you want your backup file to be placed. For
example, if you entered: D:\ the backup program would put your backup on drive D:. The drive
can be a zip drive, floppy drive or fixed drive. It is preferable to have your data backed up to a
removable type of storage media so that you can store your backup away from your computer.
Once you have entered the backup location and clicked the OK button, the system will start
making a backup of your files. You will know the backup is done when the hourglass icon and
backup screen have disappeared. The backed up file will be called ALTABACK and will use the
extension .001 for the first disk, .002 for the second disk and so on. The file(s) will be located in
the drive and folder you specified in the Backup Location box. The backup file format is an
AltaPoint proprietary format and must be restored using the AltaPoint Program.
Your AltaPoint software will also give you an opportunity to back up your data files each time
you exit the program (this option can be disabled by selecting “Disable Backup Reminders” from
the Options tab of the Practice Information file.) When you exit the program you will see the
following screen:
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From this screen you can, either begin the backup process, cancel and return to AltaPoint or exit
the program.
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Restoring Files Backed up by the AltaPoint
Program
To restore data from a recent AltaPoint backup, select the Restore Data Files option under the
Utilities menu. The following screen will display:

This screen allows you to select the files you would like to restore. Using the buttons at the right
side of the screen, you can select all or none of the files or you can individually select the files
you wish to restore.
***IMPORTANT NOTE:
It is generally advisable to select all files when restoring from a backup unless you are
very confident of the consequences in using the selective restore. You must use this
feature with care as many files within the system are related. For example, the “Billings”
file and the “Billing Item Detail” file comprise the transaction entry screen. If you
restore one without the other you will have mismatched data.
When you have selected the files you wish to restore, select the OK button. The following screen
will display:
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Insert your backup disk, then enter the letter of that drive in the “Backup Location:” box. For
example: If you put your backup diskette in drive A: you will need to type: A: in the box. Press
the OK button to begin the restore process. The restore program will restore your data in the
same folder from which it was backed up.
NOTE:
You must have the proper password access to use the restore command.
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License Agreement for AltaPoint Software
Carefully read the following license agreement before using this software product. By opening this envelope you
agree to the terms and conditions of this Agreement.
This agreement (this "Agreement") is a legal agreement between you and AltaPoint Data Systems, L.L.C.
("AltaPoint"). Use of this software product (this "Product") constitutes your acceptance of the terms of this Agreement.
If you do not agree to the terms of this Agreement, promptly return the product (including written materials and
packaging) within 30 days from the date of purchase to AltaPoint for a refund of the purchase price.
1.

2.

3.

4.
5.

6.

7.

8.

9.
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LICENSE. AltaPoint grants you a non-exclusive, non-transferable license to use the Product on a single
computer or a single network for network versions of the Product. Other than making one copy of the Product for
archive or back-up purposes, copying the software is prohibited. You may not translate, reverse engineer,
decompile or disassemble the Product. You may not rent or lease the Product. You may not copy the
accompanying printed materials.
COPYRIGHT. The Product is protected by United States copyright laws and international treaty provisions.
Copyright and all other rights in the Product shall remain with AltaPoint and its suppliers. No title or interest to or
in the Product is transferred to you.
LIMITED WARRANTY. AltaPoint warrants that the Product will perform substantially in accordance with
the accompanying written materials for the period of thirty (30) days from the date of purchase. Any implied
warranties are limited to thirty (30) days.
CUSTOMER REMEDIES. AltaPoint's entire liability and your entire remedy shall be the return of the
original purchase price of the Product.
NO OTHER WARRANTIES. ALTAPOINT DOES NOT WARRANT THAT THE PRODUCT IS ERROR
FREE. TO THE MAXIMUM EXTENT PERMITTED BY APPLICABLE LAW, ALTAPOINT DISCLAIMS
ALL OTHER WARRANTIES, EITHER EXPRESS OR IMPLIED, INCLUDING, BUT NOT LIMITED TO
WARRANTIES OF MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE WITH
REGARD TO THE PRODUCT AND ITS ACCOMPANYING MATERIALS. THIS LIMITED WARRANY
GIVES YOU SPECIFIC RIGHTS. YOU MAY HAVE OTHERS WHICH VARY FROM JURISDICTION TO
JURISDICTION.
NO LIABLILITY FOR CONSEQUENTIAL DAMAGES. IN NO EVENT SHALL ALTAPOINT OR ITS
SUPPIERS BE LIABLE TO YOU FOR ANY CONSEQUENTIAL, SPECIAL, INCIDENTAL OR INDIRECT
DAMAGES OF ANY KIND ARISING OUT OF THE DELIVERY, PERFORMANCE OR USE OF THE
PRODUCT. EVEN IF ALTAPOINT HAS BEEN ADVISED OF THE POSSIBILITY OF SUCH DAMAGES.
IN NO EVENT WILL ALTAPOINT'S LIABLILITY EXCEED THE ORIGINAL PURCHASE PRICE OF THE
PRODUCT, IF ANY.
U.S. GOVERNMENT RESTRICTED RIGHTS. If Customer is acquiring the Software, including
accompanying documentation, on behalf of the U.S. Government, the following provisions apply. If the Software
is supplied to the Department of Defense ("DOD"), the Software is subject to "Restricted Rights", as that term is
defined in the DOD Supplement to the Federal Acquisition Regulations ("DFAR") in paragraph 252.2277013(c)(1). If the Software is supplied to any unit or agency of the United States Government other than DOD,
the Government's rights in the Software will be as defined in paragraph 52.227-19(c)(2) of the Federal Acquisition
Regulations ("FAR"). Use, duplication, reproduction or disclosure by the Government is subject to such
restrictions or successor provisions. Contractor/Manufacturer is: AltaPoint Data Systems, L.L.C.
ENTIRE AGREEMENT. This is the entire Agreement between you and AltaPoint regarding the subject
matter of this Agreement and supersedes any other agreement or discussion. This agreement may only be
modified by a written agreement signed by you and AltaPoint.
GOVERNING LAW. This agreement shall be interpreted and governed by the laws of the state of Utah.
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Installing AltaPoint
AltaPoint Software requires Windows 98, 2000, NT or XP pro and 128 Mb of memory to run. To
install AltaPoint, following these steps:
1.

Insert the CD ROM disk into the CD drive of your computer. (The setup program should

2.

begin to run automatically. If it does not, run Setup.exe from the start menu.
Follow the instructions displayed on your screen.

Multi-User Installation of AltaPoint
If you have purchased a multi-user license of the AltaPoint system, follow these simple
installation instructions:
1. Insert the CD ROM disk into the CD drive of your computer. (The setup program should
begin to run automatically. If it does not, run Setup.exe from the start menu.

2. The installation program will create a program shortcut titled AltaPoint on your
Windows desktop.
3. With your mouse, right-click on the AltaPoint icon.
4. Select Properties.
5. From the AltaPoint Properties dialog, select the Shortcut tab.
6. Verify that the Target field contains the location that you installed AltaPoint ON
THIS MACHINE. For example, C:\ALTA.
7. Change the Start In field to identify the location on your network server where the
AltaPoint data files will reside. For example, F:\ALTA where F: is a shared drive
located on your network server. This drive should be available to all AltaPoint users
on your network. Note that the use of the F: drive here is for illustration purposes
only and may be different on your network. Contact your network administrator for
the appropriate server designation on your network.
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Client-Server Installation of AltaPoint
You will follow the same instructions as those given above for the Multi-User installation with 2
important additions:
1. You will have sent to you another software package that is the Client-Server database engine.
This additional software is called “The Advantage Database” by Extended Systems, Inc. This
engine should only be installed on the machine you are using as the server. In other words,
the database software from Extended Systems should not be installed on any machine other
than the main server. This server can act as a workstation if you would like or can act as a
file server only.

2. You will need to modify the AltaPoint program icon on each machine so that the
“Target” line includes the word “clientserver” at the end of the line. The “Target”
line will look something like this: “C:\Alta\Altamed.exe clientserver”

To make this change, right click on the AltaPoint program icon, select “Properties”
then the “Shortcut” tab. Then, you can make the change to the “Target” line.
8
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**Each machine on the network will need this modification.

Additional Client-Server Configuration Settings
Below are some recommended configuration settings for the Client-server database. Access this
program screen by selecting the “Start” button then “Programs,” then “Advantage Database
Server,” then “ADS Configuration Utility.”

Enter the numbers as shown above. These settings are a good default for up to a
10 user network license.
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Obtaining Program Updates
Program updates and bug fixes, for the version of AltaPoint you own, are available free of charge
and may be downloaded from our web site at any time. You can find our web site by typing
www.altapoint.com from your Internet browser. Make a practice of periodically checking our
web site to make sure you are always running the current update version of AltaPoint. We
recommend that you always make a backup of your data files prior to installing any update to
your system.
To download the current update for your version of AltaPoint, go to www.altadvm.com and select
the “Support / Updates” link on the left-hand side of the page. Then, scroll to the bottom of that
page and select the appropriate file to download and install.
NOTE:
Make sure you only download and install the version that you own. For
example, if you own version 3 of AltaPoint, do not download the version 4
update. If you install the wrong version number update you will likely
damage your data files.
To check which version you are currently running, open AltaPoint, select
Utilities, then select Display Version.

If you do not have access to the Internet, you can obtain program updates via mail directly from
AltaPoint for a small shipping and handling free. Call up at (888)258-2552.

***Program upgrades (new versions), which include new features and enhancements to the
product, are available at a reduced rate to existing customers. The cost of each program upgrade
is set at the time the upgrade is announced.
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Obtaining Support from AltaPoint
The AltaPoint technical support policy outlined below is subject to change at any time. For our
current technical support policy check our website at www.altapoint.com or call a customer
support representative at (888)258-2552.
AltaPoint Data Systems, LLC offers three levels of technical support for its products. These
levels are described below including pricing (pricing is subject to change at any time.)

Basic Telephone Technical Support
Basic Telephone Technical Support is charged at a fixed rate for either a six month or one year
period. During the support period, a customer can make an unlimited number of calls to (888)
258-2552. AltaPoint’s technical support staff is available from 8:00 a.m. to 5:00 p.m. Mountain
Time. For technical support pricing call us at (888)258-2552 or visit our website at
www.altapoint.com.
The scope of service provided by AltaPoint’s Basic Telephone Technical Support includes:
explanation of the software’s features and usage, and basic software trouble shooting. The
service does not include hardware trouble shooting or support, network trouble shooting or
support, forms or report creation, data manipulation or data corruption issues.

Custom Reports & Forms
An unlimited number of custom reports and forms can be designed by the user, free of charge.
AltaPoint will design custom reports for users at a rate of $100.00 per hour (1 hour minimum per
custom report.)

Data Corruption
AltaPoint software comes equipped with an advanced utility to rebuild the system’s data files in
the event of data damage. Data damage can occur for a number of reasons including: improper
program shut down, improper windows shut down, electrical power failure, static electricity, and
other hardware related problems. In a situation involving data-corruption, it is always best to
restore your data from a recent backup. If you do not have a recent backup, AltaPoint can attempt
to repair your data files at a rate of $100.00 per hour (1 hour minimum.) Data repair cannot be
guaranteed, however, AltaPoint will provide its best efforts to return to you the data in working
order and with all records that could be salvaged.
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General Program Notes & Tips
Backing Up Your Data
This has been mentioned before but is worth repeating. There is no advice this manual
can offer that is more important than the following:
Make frequent backups of your data files. We strongly recommend that you back up
your data files each day. We also strongly recommend that you cycle the media that you
use for your backups. (Maintain a different set of disks for each day of the week.
Maintain an extra set of disks for each month end.) By cycling the media you use in this
manner, you lessen the risk that you will inadvertently copy a damaged set of data over
your only good backup.

Starting the Program
Double click on the AltaPoint program Icon to enter the system. You will be asked to
enter an “Employee Code” and a “Location.” Press the lookup (magnifying glass) icon
or press the F5 key on your keyboard. This will let you select from a list of possible
employees and locations already in the system. The employee login is not a password,
although the system does have a password protection feature, which can be accessed from
the file menu. The employee code makes it easier for you to work in the system. Each
time the program asks you for an employee code it will automatically insert the code that
you selected when starting the system.
NOTE:
The first time you start the program after installation you will see the following
“Data files not found” message:

Click the OK button to create your new data files. However, if you are on a
multi-user program (more than one computer) and get this message after the first
time you enter the program, it means that the current machine is not finding the
path to the data files on the server machine. This is a network mapping problem
12
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and should be fixed by the person who established the network for you. Often
times rebooting the network will re-establish the links to the network drives so
that each machine can see the data files properly.

Temporary Log Off
You have the ability to log off of the program without exiting AltaPoint. This feature is
very helpful in controlling who has access to and can see the data in your program.
HIPAA guidelines mandate that you control who sees the patient information in your
practice. This feature helps you comply with that requirement.
To temporarily log off from the program, select the “Log off” option from the File menu
item or press the
icon on the main toolbar. This will temporarily log you off the
program. Generally you will want to use this in conjunction with the software’s
Password feature so that when you log back on you have to enter the correct password to
regain access to the system.

Main Program Icon Toolbar

Pass your mouse over any icon to see a description of that particular icon. Each of the
functions associated with an icon can be accessed through the menu options as well.

Lookup

Icon & the F5 Key

Many places throughout the system you will have the ability to lookup codes when
entering a specific patient, billing code, provider, etc. In most instances, you will see the
“magnifying glass” icon, which gives you the ability to lookup the specific code. You
can either click on the icon or press the F5 key on your keyboard to perform the lookup.

Moving from Field to Field
Your program comes with a feature that allows you to move from field to field within a
screen by using the “Enter” key on your keyboard. You can also have the system use the
“Tab” key, which is the Windows standard. It doesn’t matter which method you use, the
results will be the same. To choose between the “Enter” and “Tab” keys, select the
“Options” tab from the Practice Information screen from the File menu. Place a check
mark in the “Use Enter key for the next field” box to use the Enter key. (If this box is
checked, you will be able to use both keys.)
13
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Auto Fill
Your AltaPoint program comes with an advanced auto fill feature. Whenever you are
entering data in most fields that have a lookup
icon, the auto-fill feature will begin to
show you the closest match to your inputted characters. If the correct entry does not
immediately appear, press the F5 key on your keyboard to display a list from which you
can select the correct record. An example is shown below:

Notice that you have the ability to press the Enter key to select the input or to press the
F5 key to narrow your search from a list. This feature will save you valuable time.

Date Spin
In most date fields throughout the program you have the ability to advance the date
forward or backward by pressing the “+” or “-“ key on your keyboard. If a date field is
blank, pressing the “+” or “-“ key will input the current system date.

Convention for Setting up Codes
Your AltaPoint software is a system of codes. Each patient, contact, insurance company,
billing procedure and provider is identified by a unique “code.” These codes can be up to
10 characters in length using any combination of letters and numbers. The software can
sort these alphabetically and numerically. You must choose how these codes will be
entered. It is important to note that the system “reads” these codes from left to right.
This is important because numbers will display strangely if care is not taken to plan your
numeric codes.
Example: If you begin entering codes with the number 1 and go on sequentially, you will
see a strange result when you reach 11. The number 11 will display in the list after 1 and
before 2. Again, this is because the system reads the code from left to right.
1
11
2
3
4
5
6
etc.
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To avoid this you should use zeros as place holders if you use numeric codes. For
example:
00001
00002
00003
00004
00005
00006
00007
00008
00009
00010
00011
etc.
As an option, you can have the system automatically generate numeric codes for your
patients and contacts. You must activate this setting before you begin entering these
codes. Once you have entered your own codes the system will not generate codes
automatically. To have the system automatically generate codes, select the Practice
Information option from the File menu. You will see check boxes for enabling the Auto
Number feature.

Shortcut – Keys
There are a number of shortcut keys setup in the program for your convenience. These
shortcut keys will take you directly to certain functions in the software without having to
work through any menus. The Shortcuts are generally a series of keystrokes. These
Shortcut Keys are listed below for your convenience. (They are also listed throughout
the program next to their respective menu items.)

KEYSTROKES
Ctrl + A
Ctrl + B
Ctrl + C
Ctrl + E
Ctrl + O
Ctrl + P
Ctrl + R
Ctrl + T
Ctrl + V
Ctrl + X
Ctrl + Y

FEATURE
Appointments
Client Billing Screen
Copy
Billing Estimates
Address File
Patient File
Reminder File
Tasks
Paste
Cut
Batch Payments Screen
15
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Tutorial
Welcome!
Thank you for your interest in AltaPoint Veterinary Practice Management. We believe AltaPoint
to be one of the finest veterinary software packages available. This introductory tutorial will help
you become familiar with the basic workings of the system. We wish you success with your
practice and with our software.

Overview
The AltaPoint Veterinary Practice Management software program centers around the main
activities of entering client and patient information, client billing, patient reminders and
appointment scheduling. This tutorial is designed to give a general overview of the workings of
AltaPoint. Additional detail about other system functions can be found later in this manual.
In the following sections we will talk about the main functions listed above, giving examples
where practical.

Starting the Program
Start the program by double-clicking the AltaPoint icon on your desktop. You will be asked to
enter an “Employee Code.” Press the
icon or press the F5 key on your keyboard. This will
let you select from a list of possible employees already in the system. You can enter the system
without choosing an employee by hitting the Enter key on your keyboard or by clicking the OK
button. The employee login is not a password protection feature, although the system does have a
password protection feature, which can be accessed from the file menu. The employee code
makes it easier for you to work in the system. Each time the program asks you for an employee
code, it will automatically enter the code that you selected when starting the system.
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Navigating Throughout the System
¾ Alt Keys – Many menus, buttons and tabs have a caption with an underscored letter. For
example: File. This means you can select the “File” option by holding down the “Alt” key on
your keyboard while pressing the “F” key. Most menu options have a similar key that can be
used as an alternative to using your mouse.
¾ Tab, Shift-Tab & Enter Keys – Most windows programs use the “Tab” key to move
between fields. AltaPoint allows you to use the Tab key, the Enter key or the down arrow to
move to the next field. However, you must enable the “Enter” key option by selecting the
“Practice Information” option from the File menu. Then place a check mark in the
appropriate box.
¾ Function Keys – Throughout the system you can use the “F5” key on your keyboard any
time you have the option to “look-up” a code. Otherwise you can click on the look-up icon
next to the field.
¾ Mouse – You can click the left mouse button on any field or button in the system to help you
navigate through the program’s screens.

Entering Client Information
The system is designed to use “Client” and “Patient” files. “Clients” are the animal owners and
“Patients” are the animals that belong to the “Clients.” Each patient must be assigned to a client.
Therefore, it is easier to enter the client information first, then enter the client’s animals. The
following screen shows page 1 of the “Client” file. (The client file is easily accessed from the
icon or through the “List” menu as shown below).
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The Client file appears as follows:

Above, you can see page 1 of the Client file. To enter a new client, select the “New” button from
the bottom of the screen. Each client must be assigned a client number or code. The client code
is the unique code that distinguishes each client from all others in the system. The client code
field will accept letters and/or numbers. You can enter up to 10 characters in creating your own
codes. As an alternative, the system can automatically assign consecutive numbers if you desire.
This option can be selected by entering a check mark in the appropriate box in the “Practice
Information” screen under the “File” menu (This option is already selected in the Demo version,
but can be changed).

Step-by-step Instructions – Client File
¾ Select the Client file by pressing the “handshake” icon or selecting “Clients” from the “Lists”
menu.
¾ Press the “New” button or press Alt-N on your keyboard to add a new client.
¾ Enter up to 10 characters for the new Client Code (numbers and/or letters) or let the system
automatically assign a numeric code. You must select the “Auto Number Clients” box in the
Practice Information file to have the system generate automatic codes.
¾ Press the “Tab” key on the keyboard to move to the next field.
¾ Enter the Client’s last name.
¾ Press the tab key again to enter the first name.
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¾ Continue entering in relevant information in each field moving between the field by hitting
the tab key on your keyboard.
¾ Select the “Client Page 2” tab by clicking on the tab or by pressing the “2” key while pressing
the “Alt” key. Continue entering in the correct information for the client.
¾ Select the “Notes” tab to enter pertinent text for the client.
¾ The “Custom Fields” tab will not be discussed here.
¾ The “Ledger” and “Patients” tabs do not need to be used at this time, but will contain related
information as you add to the system.
¾ Go to the “Patient” tab for the next step or press the “OK” button to save the client record.

Entering Patient Information
After entering a client’s information you can begin entering patients or animals that belong to the
client. This can be done directly from the client screen by selecting the “Patient” tab and then the
“New” button. Otherwise the patient file can be accessed by selecting the
icon or through the
“List” menu. Below is the first screen of the patient file.

Much like the Client file above, you have the option to choose a unique “Patient Code” for each
patient (again you can select the auto number feature from the Practice Information screen).
Notice that the Client must be identified on the patient’s file. If you select the patient tab from
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the client file, then select “New” the client code will automatically be furnished. Enter in the
appropriate information for the patient on screens 1 and 2.
Step-by-step Instructions – Patient File
¾ Select the patient file by pressing the “paw print” icon, selecting “Patients” from the “Lists”
menu or by selecting the “Patients” tab from the appropriate “Client” file.
¾ Press the “New” button or press Alt-N on your keyboard to add a new patient.
¾ Enter up to 10 characters for the new Patient Code (numbers and/or letters) or let the system
automatically assign a numeric code. You must select the “Auto Number Patients” box in the
Practice Information file to have the system generate automatic codes.
¾ Press the “Tab” key on the keyboard to move to the next field.
¾ Enter the Patient’s name.
¾ Press the tab key again to select the animal’s owner (client). Press the “magnifying glass”
icon or press F5 on your keyboard to search for the correct client file (The correct client will
already be inserted if you entered the patient file from the client screen as noted above).
¾ Continue entering in relevant information in each field moving between the field by hitting
the tab key on your keyboard.
NOTE: Anytime you are required to look up a code in the system you can either click on
the lookup icon or press F5 on you keyboard to get a list of the relevant codes to
select from.
¾ Select the “Patient Page 2” tab to continue entering in the appropriate information for the
patient.
¾ Select the “Notes” tab to enter any notes for the patient.
¾ The “Vaccinations” tab does not need to be used at this time, but will display vaccination
information as you add data to the system.
¾ The “history,” “Recall” and “Split Billing” tabs will not be discussed here.
¾ Press the “OK” button to save the patient record.
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Entering Billing Codes
The “Billing Code” screen can be found under the “Lists” menu. Billing Codes should be set up
for all of the procedures that you perform in your practice. In addition to procedures, billing
codes should also be set up for payments, inventory items, vaccinations and any other code that
would be entered on a client’s bill. It is not necessary to enter every code in the beginning
because the system will allow you to enter additional codes “on the fly” when entering client
invoices.
When you select the “Billing Code” option from the “Lists” menu, you will see the following
screen:

From this screen you set up the billing codes that will be used throughout the system. Notice the
different tabs across the top of the screen. These options are available for each code, although
not every tab will be relevant for each code. For example, if you were inputting an “office
visit” code you would not need to enter any information in the “Inventory” tab, as an office visit
is not a product.
As with the Client and Patient files you must set up distinct codes for each billing code. Enter in
a code description and indicate whether the code is a charge or a payment. (99% of your codes
will be of the type “charge”) The General Ledger field can be filled out to correspond with a
QuickBooks category and is optional. The Graphics Category and Taxable fields are also
optional.
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AltaPoint includes a utility that allows you to post the transaction activity in AltaPoint to
QuickBooks, the popular bookkeeping software from Intuit, Inc. This feature provides a great
benefit to QuickBooks users by eliminating the need to enter transaction activity in both
programs. It is not necessary to purchase QuickBooks to use AltaPoint. The QuickBooks
feature is entirely optional.

Below is a partial list of sample billing codes. Notice that the “Billing Codes” have been entered
using alphanumeric characters. You can use numeric codes if desired.

BILLING CODE
EXB
EX1
AMOX50
AMOX100
AMEX
VISA
MASTERC
CASH
CHECK
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DESCRIPTION
Exam Brief
Exam Complete
Amoxicillin 50 mg Tablets
Amoxicillin 100 mg Tablets
Payment – Amex
Payment – Visa
Payment – MasterCard
Payment – Cash
Payment – Check

CODE TYPE
Charge
Charge
Charge
Charge
Payment
Payment
Payment
Payment
Payment

Tutorial

Setting up a Billing Code’s Price
Select the “Fee Schedule” tab to enter the default fee for the billing code. The screen looks as
follows:

Notice that this code has been set up as a $75.00 charge. Fee schedule #1 is the dollar amount
that the system will use as the default amount for this billing code. You can change which fee
schedule a specific client should use by putting a number 1-10 on the client file page 2 under “Fee
Schedule.”
Each time this “Farm Call” code is used, $75.00 will automatically be charged to the client if his
fee schedule is left blank or set to Fee Schedule #1.
You can experiment with the other tabs of the “Billing Codes” file to become familiar with how
they work for each code.

Entering an Invoice
Once you have entered some of your client and patient demographic information and some basic
billing codes, you can begin entering in new invoices or entering in history information for a
given patient. Invoices are entered through the “Client Billing” screen or from the ledger tab on
the patient form.
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The “Client Billing” Screen can be accessed from many places within the program. Two basic
ways to reach the billing screen are from the
icon and from the “Charges and Payments”
option under the “Activities” menu. The Client Billing form is where a practice spends much of
its time when in the AltaPoint program. This is because all charges, payments, patient history,
and procedures are entered from this form.
The billing in AltaPoint Veterinary software is designed as an invoice style accounting system.
This means that you will usually create a different invoice for each client visit (you can combine
charges for multiple patients on a single client invoice). A given client can have an unlimited
number of invoices. Each invoice is totaled separately and is combined to compute the client’s
total balance. Statements can be printed that reflect the balance of multiple visits with multiple
pets or animals for a given client.
To create a new invoice select either the
icon or select “Charges and Payments” from the
“Activities” menu. The following screen will be displayed:

Select the “magnifying glass” or press the F5 key on your keyboard to look up the client code for
the client you are creating the invoice for. Once you do this, the “Invoice:” field will
automatically bring up the next available Invoice number (The invoice number increments by 1
for each new invoice). To move between the fields select the “Tab” key on you keyboard or
click a box with your mouse.
Today’s date will automatically appear in the “Date:” box. This date can be changed if needed.
Anytime the system asks for a date, you can advance the date by one day by pressing Shift+Up
Arrow (the up-arrow key while pressing and holding the “Shift” key). The down-arrow key can
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be used to go to the previous day. If a date field is blank, you can press Shift+Up Arrow or
Shift+Down Arrow to enter the current date.
Press the tab key again to move to the tax rate box. The tax rate that was entered in the “Practice
Information” file will show up in the “Tax Rate:” box.
Press the tab key one more time or click your mouse in the white box in the center of the screen.
Now you can enter the date for the transaction, the patient for who the service was rendered, the
employee who performed the service and the billing code that was administered. Note also that
there is a “Units” box that indicates the quantity of the billing code entered. *Remember that
anytime you need to look up a code of any sort you can press F5 on your keyboard or select the
lookup icon in the current field. To move between lines in the Invoice form you can press the up
or down arrows on your keyboard or press the “Tab” key at the end of a line.

Entering an Animal’s History
The above screen is where an animal’s history can also be entered. Create an invoice as
described above inputting the past dates to show the animal’s past transactions. When inputting
past history for an animal, make sure to enter the transactions as a $0.00 amount so that the client
is not billed incorrectly. Any time a transaction is entered, the information will show up in the
“History” tab on that patient’s Patient File.

Creating Reminders
There are two ways to generate reminders. You can have the system create an automatic
reminder for you based on the use of a specific billing code or you can create individual
reminders manually. Generating reminders in your system is a two-step process. First, you must
create the reminder in the program, then you print the reminder(s). Generally, you will want to
print a batch of reminders for a specific range of dates.
To have the system generate an automatic reminder when a specific billing code is used, select
the particular billing code from the “Billing Code” option under “Lists.” Once selected, press the
“Reminders” tab to view the following information:
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You must click on the box next to “Generate Reminder” to activate the reminder. Then, place the
number of recurring frequency in the box and indicate whether the unit is in days, weeks, months
or years. For example, if you wanted to see an animal 6 weeks after having performed this
procedure you would input a 6 in the box, then click on the “Weeks” button and select OK.
Next time the code is used, a reminder will be generated in the reminder file. The following
screen illustrates the reminders file:

The reminder file can be accessed by clicking on the
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icon or by selecting “Reminders” from
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the “Activities” menu. From this screen a manual reminder can be created by selecting the
“New” button.
Once a reminder has been created it can be printed by selecting “Print custom reports” from the
“Reports” menu. The screen that appears will ask you for a report code. Press F5 on your
keyboard or click on the look up icon to select a “reminders” report. The system comes with two
reminder templates that you can use or modify. The “POSTCARD” report code is designed to
print a 4”x 6” postcard. The “LETTER2” report code will produce an 8.5 x 11” reminder letter.
Select the “LETTER2” report code from the list and select “OK.” The following screen will be
displayed:

You can enter “Filters” to select which records will print. In the above example, only the
reminders that fall within the month of June, 2004 will be printed. You could print reminder
postcards similarly by using the “POSTCARD” report instead. You can print reminders anytime
for virtually any range of dates.
NOTE: There are many, many more features available in AltaPoint that are discussed in
detail in this AltaPoint reference manual. We hope that this brief introductory tutorial has
given you a feel for the power and ease of your AltaPoint software.
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Passwords
Your AltaPoint software has a password protection feature. The password feature allows
your practice to have distinct levels of security for each employee and provider.
To set these password levels go to the “System Security and Passwords” option under the
“FILE” menu. The following screen will display:

Select the Employee or user for which you will be creating or changing the password settings.
You will see the following screen:
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Employee
You must first select the Employee (or provider) that you wish to set up password
clearance for.
Password
Type in the password for this employee.
Verify Password
Verify (re-type) the password to ensure that the password was typed correctly.
Check the checkboxes for each item that you would like the employee to have access to
when working in the program. At least 1 employee must have access to the Password
Maintenance feature under the File option.

NOTES:
1. VERY IMPORTANT: At least 1 employee must have access to the Password
Maintenance feature under the File option. Otherwise the password feature will
not work. (This is a safety feature so that you do not accidentally lock yourself
out of the password maintenance feature indefinitely.)
2. If you have elected to use passwords, you will see the following screen each time you enter
the program:

The asterisks in the Password field are inserted by the program and do not indicate
the presence of a password. Enter your Employee Code and Password in the
appropriate fields to gain access to the program.
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Practice Information
Enter your Practice's information by selecting Practice Information from the File menu. The
following form will display.

The following is a description of each field on the Practice Information form.

Practice Name
Enter up to 40 characters for practice name. The practice name will appear on most
reports as well as client statements.

Address1, Address2
Enter up to 40 characters for the Practice's address lines 1 and 2.

City
Enter up to 20 characters for the city.

State
Enter up to 4 characters for the state or province.
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ZIP
Enter up to 15 characters for the ZIP or postal code.

Phone
Enter the phone number with area code.

Fax
Enter the fax number with area code.

Local Area Code
Enter the area code for your local calling area. This information is used by the speeddialer. The speed dialer will omit the area code of phone numbers that have the same
area code as that entered in this field.

Outside Line
Enter the number(s) if any that must be dialed to get an outside phone line. This
information is used by the speed-dialer.

Sales Tax Rate
Enter your local sales tax rate in the format of 99.999. For example, you would enter
6.250 for six and one quarter percent.

Inventory Costing
Indicate whether you would like the system to calculate inventory based on the Standard
or Average cost.

Auto Number Clients
Check this box if you would like the system to automatically generate a sequential
numeric code each time you create a new client.

Auto Number Patients
Check this box if you would like the system to automatically generate a sequential
numeric code each time you create a new patient.

31

AltaPoint Veterinary Practice Management

Serial Number
See your original invoice to obtain your product serial number. The serial number is
required in order to use the system. If you have lost your invoice, call AltaPoint at
(888)258-2552 to obtain your product serial number and activation key.

Activation Key
See your original invoice to obtain your product activation key. This key is required in
order to use the system. If you have lost your invoice, call AltaPoint at (888)258-2552 to
obtain your product serial number and activation key.

Custom Fields
Custom Fields are a powerful feature that let you customize the type of information you
track for each client, patient, contact, and employee. To create a custom client field:
1. Select the Client Fields tab.
2. In the column titled "Description," enter up to 40 characters to describe the custom
field. The description entered here will appear with the custom field on the client
form.
3. In the column titled "Data Type," select the type of data to be stored in the custom
field. Valid selections are: Text; Number; and Date. If you are creating a field with a
data type of Number, specify the number of decimal places to use in the column titled
"Decimal Places."
You can create up to 20 custom fields for clients, contacts and employees.

Statement Messages
You can select the Statement Messages tab with the mouse or by pressing [ALT+S].
The statement messages tab allows you to customize the standard message and any
dunning messages you would like printed on client statements. For more information
regarding dunning messages on client statements see the section titled Client Statements
in this manual.

Graphics Categories
You can create up to 20 different categories for graphing the procedures you perform.
Sample categories could include: Examinations, Radiographs, Laboratory, Procedures,
Surgery, Anesthesia, Supplies, etc. These categories can later be used in the graphing
capabilities of the program.
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Options Tab
Select the Options tab to view the following Screen:

Laptop Sync ID
If this is a laptop that is taken off the network, enter the laptop sync ID number in this
field. Multiple laptops may be synced with the master set of data on the network using
this field. See the Laptop Synchronization Setup topic for more information on setting up
this feature.

Select Modem
Select the modem your computer should use with the program. (The list should be
populated by the Windows operating system.)

Use Enter Key for next field
This feature allows you to enable an option to use the “Enter” key to move between fields
within the program as well as the “Tab” key, which is the default for a Windows
program.
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Automatically Delete Reminders
Selecting this checkbox will remove any existing reminders in the system for a particular
patient for a particular procedure when a new reminder is put in the system for that
patient and that procedure. In other words, when this option is selected, any duplicate
reminders will be removed in favor of the most recent entered for a specific patient and
procedure.

Disable Backup Reminders
Select this checkbox to have the backup warning / reminder removed when exiting the
system.
NOTE:
AltaPoint can not stress enough how important it is for your practice to
create new backups daily. This feature should be used with caution, as it
will disable the reminder to back up when exiting the system.

Path for Documents
Specify a path for documents used by AltaPoint for clients and patients.

Next Document Number
Specify the next document number to be used when creating documents for client and
patient records.
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Logo Tab

Practice Logo
The options tab allows you to input a practice logo. Select the Load Logo button to
identify to the system which file you would like to display as the Practice Logo.
NOTE:
The practice logo must be a bitmap image. These images use the file extension
“.bmp”
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The Employee File
Use the employee file to store all of your employee information. To access the employee file,
select the Employee button from the command window. Or choose Employees from the File
menu. The following form will display.

The following is a description of each field on the employee form.

Employee Page 1
You can select the Employee Page 1 tab with the mouse or by pressing [ALT+1].

Employee Code
Enter up to 10 alphanumeric characters (A-Z, 0-9) to uniquely identify the employee in
the system.

Title
Enter the employee’s full title including designations.

First Name
Enter up to 15 characters for the employee's first name
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Middle
Enter the employee's middle initial. The Employee File

Last Name
Enter up to 15 characters for the employee's last name

Address1, Address2
Enter up to 40 characters for the employee's address line 1 and address line 2.

City
Enter up to 20 characters for the employee's city.

State
Enter up to 4 characters for the employee's state or province.

ZIP
Enter up to 15 characters for the employee's ZIP or postal code.

Work, Home and Mobile Phone
Enter the work, home, and mobile phone numbers with the area codes in the fields
provided.
If you have a modem connected to your computer, you can select the dial button
displayed to the right of each phone number field to "speed dial" the number. If the
area code shown is the same as the "Local Area Code" field in the Practice
Information file, the area code will not be included when the Speed Dial button is
selected. For more information about speed dialing and the local area code, refer to
the section titled Practice Information in this manual.

Employee Page 2
You can select the Employee Page 2 tab with the mouse or by pressing [ALT+2].

Birth Date
Enter the employee's birth date.

SS#
Enter up to 15 characters for the employee's social security number.
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License
Enter up to 20 characters for the employee's license.

Fax
Enter the employee's fax number with area code.

E-mail
Enter up to 60 characters for the employee's Internet E-mail address.

Custom Fields
If you have defined any custom fields for your employees, these fields will also be
displayed on this tab. For information on defining custom employee fields refer to the
section titled Practice Information in this manual.
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Navigating through the Employee File
Select the appropriate button to move through the employee file:

Finding an Employee
Select Search to quickly find a specific employee. The employee lookup form will display. You
can search by last name or employee code.

Adding a New Employee
To add a new employee, simply press the New button on the employee form. A blank record will
be inserted into the file that can then be edited with the appropriate employee information. Press
OK to save the new employee or Cancel to exit without saving the new employee.

Deleting an Employee
To delete an employee from the file select the Delete button from the employee form. Press OK
to confirm that you wish to delete the employee.
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Including an Employee Photo
You can include a photo to be displayed as part of the employee file screen. There are two
methods of in including a photo into your AltaPoint software. The first method is to save a photo
to your computer’s hard drive, then “Insert New Photo from File” (this is a two step process.)
The second method is to use AltaPoint’s TWAIN interface to directly access the photo from a
camera device attached to you computer. This means that do not need to save images to a file and
later import them into AltaPoint in the two-step process described above.
Both of these options can be found by selecting the “Photo” button at the bottom of the employee
page 1. The screen appears as follows:

Method #1 – Two Step Process
You can include a photo to be displayed as part of the employee file screen. To import a
photo, the photo must first be scanned and converted to a Windows Bitmap (.bmp) file - approximately 240 x 220 pixels in size. To include the Windows bitmap image on the
employee screen, select the Photo button, then select the “Insert New Photo from File”
option. You will be prompted to find and select the Windows bitmap file name. Select
the appropriate file name and click OK to save or Cancel to exit.
Once you have entered a photo for a employee you have the option to insert a new photo,
save the photo or delete the photo from the record.
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Method #2 – TWAIN Interface Direct Connection
As mentioned earlier, your AltaPoint software has been equipped with a TWAIN
(standard imaging protocol/API) Interface. This TWAIN interface allows you to directly
access the photo from a camera or scanner (device) attached to you computer. Note: you
must first install your camera, scanner and any software as directed by your device’s
manufacturer. Once your device is installed correctly, you are ready to identify the
device to the AltaPoint software. To do this you must first click the “Select Source”
button from the “Photo” button on the Employee file, to select the device that has been
connected to your PC. When you click this button a list will appear with any camera or
scanner devices detected by Windows. Select the proper device by highlighting it, then
click the “Select” button. Once you have done this you should be ready to begin
acquiring photos from your camera or scanner.
To acquire a photo from your attached camera or scanner (device), select the “Acquire
Photo” button from the “Photo” button on the Employee file. This will call up your
device’s software that will allow you to operate your device. Your device’s software will
allow you to “capture” or “save” an image. This image will then be saved in the
employee’s file. Consult your device’s documentation for specific information about
working with the device and its software.
NOTE:
The photo must be a Windows Bitmap (.bmp) file -- approximately 240 x 220
pixels in size to be used in the employee file page 1.
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Employee Notes
You can select the employee Notes tab with the mouse or by pressing [ALT+E]. The text you
enter is stored in a "Rich-Text" format so that you can use a variety of fonts throughout. The
options available from the Notes tab include:

Change font.

Bold text.

Italicize text.

Underline text.

Print Notes. You are given the choice of printer and other printing options.

Import from file. This feature allows you to import text from an external file. The
external file must be either plain text or "Rich Text" (.rtf) format. Most of today's
popular word processors including Microsoft Word and WordPerfect have the
ability to Import/Export "Rich Text" documents.
Export to a file. This feature allows you to export notes to an external file. The
text is saved in a "Rich Text" (.rtf) format. Most of today's popular word
processors including Microsoft Word and WordPerfect have the ability to
Import/Export "Rich Text" documents.
Spell correction. The system includes powerful spell correction capabilities
including the option to add your own names and terms to the dictionary files.
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Billing Codes
Use the billing code file to set up all accounting codes. Billing Codes should be set up for all of
the procedures that you perform in your practice. In addition to procedures, billing codes should
also be set up for payments, inventory items, vaccinations and any other code that would be
entered on a client’s bill. It is not necessary to enter every code in the beginning because the
system will allow you to enter additional codes “on the fly” when entering client invoices.
Each time you enter a fee or payment you will assign the entry a billing code. Billing codes are
used to classify each entry in the system. Access the billing code file by selecting Billing Codes
from the Lists menu of the command window. The Billing Codes form will display:

For additional Billing Code information, see the Tutorial at the beginning of this manual.
The following is a description of each field on the Billing Codes form.

Code
Enter up to 10 alphanumeric characters (A-Z, 0-9) to uniquely identify the billing code in
the system.

Description
Enter up to 40 characters to describe the billing code.
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General Ledger
This is an optional field that allows you to assign a general ledger number to each billing
code.

Graphics Category
You can organize your billing codes into 20 different graphics categories. This allows
you to print charts or graphs to help you analyze your practice income.
Graphics categories are defined in the Practice File. Sample categories could include:
Examinations, Radiographs, Laboratory, Procedures, Surgery, Anesthesia and Supplies.
For more information on graphics categories, see the section titled Practice File in this
manual.

Code Type
Indicate whether the code is a charge (fees, services, products, supplies, etc.) or payment
(cash, check, credit card, etc.).
NOTE: IF you wish to create a code for a “Discount,” it is best to set it up as a charge
type. When the code is used, input the amount as a negative amount (for example, $10.) By doing this, your reports will subtract the discount from your charges and not
include it as a payment.

Taxable
Check this box if the code being entered is for a taxable product or service.

Print on Certificates
Check this box if the code being entered should be entered on a certificate in the future.

Fee Schedule
You can select the Fee Schedule tab with the mouse or by pressing [ALT+F].

Standard Fees
You can set up to 10 different fee schedules for each Charge code. This allows you to
bill different rates for the same procedure based on the client. When you set up each
client code, you have the option of specifying which fee schedule (1-10) you would like
the client billing at. For more information on fee schedules, see the section titled The
Client File in this manual.
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Dispensing Fee
If you would like a fixed amount added to each invoice item for a particular billing code
(regardless on the number of units billed), enter this amount in this field.

Inventory
You can select the Inventory tab with the mouse or by pressing [ALT+I].

Inventory item
Check this box if the billing code is for an inventory item or product.

Standard Cost
Enter the standard cost to you for this item.

Average Cost
Enter the average cost for the product on hand. This field will be updated by the system
automatically as you receive new inventory for this product.

General Ledger Accounts
Inventory Asset
This is an optional field. Enter the General Ledger number for the Inventory Asset
account for this item.

Cost of Goods Sold
This is an optional field. Enter the General Ledger number for the cost-of-goods-sold
account for this item.

Inventory Levels
Quantity on Hand
Enter the initial quantity on hand for this product. The system will automatically
maintain this value as you buy and sell this product.

Reorder Point
Enter the item count that you would like to maintain in inventory for this item. Print the
Inventory Reorder Report for a list of items that are at or below the reorder point.
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Invoice Text
You can select the Invoice Text tab with the mouse or by pressing [ALT+T].
When entering invoices, you have the option to include an unlimited amount of instructions or
other notes for each item on the invoice. If you would like a set message to appear each time you
enter a specific billing code, enter the message here. You can edit or remove the message if you
wish when you select the billing code from the invoice form.

Prescription Label
You can select the Prescription Label tab with the mouse or by pressing [ALT+L].
If you would like a prescription label associated with this billing code, check the “Prescription
Label” box. Enter any default text in the provided field that you would like to have appear on the
label. (You can always modify this text before printing the actual label.)
Select the Print button to print one or more general prescription labels for this item.
Note: You can also print patient specific prescription labels directly from the Client Billing
screen.
For more information on printing prescription labels, see the section titled “Prescription Labels”
in this manual.

Vaccination
You can select the Vaccination tab with the mouse or by pressing [ALT+V].
If the billing code you are working on is a vaccination, you must place a check mark in the “Print
on Certificates” box on the main billing code screen, in order for the system to recognize that this
billing code should be included on a certificate. Without this checkmark a certificate will not be
printable, nor will the procedure list under the Vaccinations tab in the patient’s file.
Enter the following default information to be used on certificates each time you enter a
vaccination using this billing code.

Manufacturer
Enter up to 20 characters for a product manufacturer if needed.

Type
Enter up to 20 characters for the product/procedure type if needed.
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Serial No.
Enter up to 20 characters for a product serial number if needed.

Next Tag No.
Enter up to 20 characters for the next available tag number if needed.

Expires
Enter the Date when the vaccine expires.

Auto Increment
Check this box if you would like the system to automatically increment the Next Tag No.
field above each time this code is used on an invoice.
For more information on printing vaccination certificates, see the section titled Client Billing in
this manual.

Reminders
You can select the Reminders tab with the mouse or by pressing [ALT+R].
Use this tab to have the system generate a reminder each time the billing code is used.

Generate Reminder
Check this box to have the system generate a reminder each time the billing code is
entered on an invoice.

Followup Procedure
Enter the procedure that the patient should be recalled for, if other than the original
procedure.

Recall After
Specify the number of days, weeks, months, or years in the future to when the patient
should be seen again.

Compound Codes
You can select the Compound Codes tab with the mouse or by pressing [ALT+M].
The Compound-Codes tab allows you to combine any number of different service codes using a
single billing code.
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With this feature, you can create a single code that when entered on an invoice, will "explode" to
several other service codes.
If you would like to create more than 5 billing codes under a single compound code, you can do
so by creating a compound code that calls other compound codes.

Navigating through the Billing Code File
Select the appropriate button to move through the billing code file:

Finding a Billing Code
Select Search to quickly find a specific code. The Billing Code lookup form will display. You
can search by description or billing code.

Adding a New Billing Code
To add a new billing code, simply press the New button on the Billing Codes form. A blank
record will be inserted into the file that can then be edited with the appropriate code information.
Press OK to save the new code or Cancel to exit without saving the new billing code.

Deleting a Billing Code
To delete a billing code from the file select the Delete button from the Billing Code form. Press
OK to confirm that you wish to delete the code.
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The Client File
Use the client file to store all of your client information. To access the client form, select the
Client button from the command window. Or choose Clients from the Lists menu. The Client
File form will display.

The following is a description of each field on the Client File form.

Client Page 1
You can select the Client Page 1 tab with the mouse or by pressing [ALT+1].

Client Code
Enter up to 10 alphanumeric characters (A-Z, 0-9) to uniquely identify the client in the
system.

First Name
Enter up to 15 characters for the client's first name

Middle
Enter the client's middle initial.
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Last Name
Enter up to 15 for the client's last name

Company
Enter up to 40 characters for the client's employer.

Address1, Address2
Enter up to 40 characters for the client's address line 1 and address line 2.

City
Enter up to 20 characters for the client's city.

State
Enter up to 4 characters for the client's state or province.

ZIP
Enter up to 15 characters for the client's ZIP or postal code.

Work, Home and Mobile Phone
Enter the work, home, and mobile phone numbers with the area codes in the fields
provided.
If you have a modem connected to your computer, you can select the dial button
displayed to the right of each phone number field to "speed dial" the number. If the
area code shown is the same as the "Local Area Code" field in the Practice file, the
area code will not be included when the Speed Dial button is selected. For more
information about speed dialing and the local area code, refer to the section titled
Practice Information in this manual.
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Client Page 2
You can select the Client Page 2 tab with the mouse or by pressing [ALT+2].

Doctor
Enter the doctor or employee assigned to this client.
To view a list of employees, select the lookup button displayed to the right of this
field or select this field and press [F5].

SS#
Enter up to 15 characters for client's social security number.

Birth Date
Enter the client's birth date.

E-mail
Enter up to 60 characters for the client's E-mail address.

Fax
Enter the client's fax number with area code.
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Client Category
This field is provided for any use that you find helpful. It allows you to assign a category
code to each client.

Client Type
Like the Client Category field, this field is provided for any use that you find helpful. It
allows you to assign a type code to each client.

Fee Schedule
You can set up to 10 fee schedules for each billing code in the system. This features
allows you to bill the same procedure at different rates depending on the client. Identify
the fee schedule (1-10) at which you would like this client billed. For more information
on fee schedules see the section titled Billing Codes in this manual.

First Visit
This field will populate automatically on the Client’s first visit if the field is blank.
Otherwise, you can enter the first visit date based on your historical records.

Referred By
Enter the doctor, patient, media, or other source of referral for this client.
You can select the client Custom Fields tab with the mouse or by pressing [ALT+F].

Custom Fields
If you have defined any custom fields for your clients, these fields will be displayed on
this tab. For information on defining custom client fields see the section titled Practice
Information in this manual.

52

The Client File

Client Ledger Tab
You can select the client Ledger tab with the mouse or by pressing [ALT+L]. The client ledger
tab displays all billing detail on file for the selected client. The Client Ledger screen appears as
shown below:

To edit or add billing charges or payments to an existing Invoice, select the Edit Invoice button.
To create a new invoice for this client, select the New Invoice button.
Notice the Show Archived checkbox. If you have archived paid billings, selecting this checkbox
will allow you to view those archived records on this screen. The archived records are not
modifiable.
You can also Print a Patient Ledger from this screen. If you are viewing archived records at the
time that you select the Print button, the ledger that is produced will be of the archived records
and not of the current transaction records.
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Patients
You can select the Patient tab with the mouse or by press [ALT+P]. Use this tab to view, edit, or
add patients for the client.

Appointments
You can select the Appointments tab with the mouse or by press [ALT+A]. Select this tab to
view all appointments for the client Ledger Tab
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Documents Tab
AltaPoint gives you the unique ability to store documents that are associated with a particular
client. When you select the Documents Tab from the Client File you will see the following
screen:

Creating a new Document
Selecting the “New” button from the “File” button allows you to create a new document
to associate with the currently selected client. Document types that can be created from
this option are Microsoft Word, Microsoft Excel, Open Office (or Star Office) documents
& spreadsheets, and WordPerfect documents. When you press the New button you will
be offered the following screen:
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The Document ID will be incremented automatically as you create new documents. You
can modify the initial number used in the Document ID by going to the “Practice
Information” File located under the “File” menu option, then select the “Options” tab and
modify the value in the “Next Document Number” field. The system will left-fill the
numbers with zeros up to 8 characters.
NOTE:
Documents created from this screen will be stored in a folder called
“Documents” in your main AltaPoint directory.
As mentioned above, the document types that can be created from this option are
Microsoft Word, Microsoft Excel, Open Office (or Star Office) documents &
spreadsheets, and WordPerfect documents.

Author
Identify the Author from the list of employees existing in the system.

Description
You can add some text to describe the document for future retrieval.

Client
Identify the client from which the document will be accessed.
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Date Created
The current date will be used as the creation date.

Attaching an Existing Document
Although you can only create documents of certain types from within AltaPoint, you can
reference documents of virtually any file type within the program. To attach (reference)
an existing file to a particular client, select the “Attach Existing…” button from the
“File” button at the bottom of the Documents screen. You will be given a Windows
Browse screen whereby you can select the desired file to associate with the selected
client.
NOTE:
Files associated using this method are not moved on your computer, they are
simply referenced for future retrieval.

Editing an existing document
Select the “Edit” option from the “File” button to modify an existing document. The
application used to create the document will be launched if it is accessible and
recognizable from the computer attempting to edit the document.

Details Button
The Details button will show you information about a particular document. You can
modify many of the fields of this screen. See the section “Creating a New Document”
above for information regarding the fields of this screen.

Deleting a Document
By selecting the Delete button, you will be deleting the reference to the document on the
client file only. The original document will not be deleted.
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Navigating through the Client File
Select the appropriate button to move through the client file:

Finding a Client
Select Search to quickly find a specific Client. The Client lookup form will display. You can
search clients by individual's last name, organization's name, or client code.

Adding a New Client
To add a new client, simply press the New button on the Client form. A blank record will be
inserted into the file, which can then be edited with the appropriate client information. Press OK
to save the new client or Cancel to exit without saving the new client.

Deleting a Client
To delete a client from the file select Delete from the Client form. The system will only allow
you to delete Clients with no active transaction history. Press OK to confirm that you wish to
delete the client. The client record will be deleted.
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Including a Client Photo
You can include a photo to be displayed as part of the client file screen. There are two methods
of in including a photo into your AltaPoint software. The first method is to save a photo to your
computer’s hard drive, then “Insert New Photo from File” (this is a two step process.) The
second method is to use AltaPoint’s TWAIN interface to directly access the photo from a camera
device attached to you computer. This means that do not need to save images to a file and later
import them into AltaPoint in the two-step process described above.
Both of these options can be found by selecting the “Photo” button at the bottom of the client
page 1. The screen appears as follows:

Method #1 – Two Step Process
You can include a photo to be displayed as part of the client file screen. To import a
photo, the photo must first be scanned and converted to a Windows Bitmap (.bmp) file - approximately 240 x 220 pixels in size. To include the Windows bitmap image on the
client screen, select the Photo button, then select the “Insert New Photo from File”
option. You will be prompted to find and select the Windows bitmap file name. Select
the appropriate file name and click OK to save or Cancel to exit.
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Once you have entered a photo for a client you have the option to insert a new photo,
save the photo or delete the photo from the record.

Method #2 – TWAIN Interface Direct Connection
As mentioned earlier, your AltaPoint software has been equipped with a TWAIN
(standard imaging protocol/API) Interface. This TWAIN interface allows you to directly
access the photo from a camera or scanner (device) attached to you computer. Note: you
must first install your camera, scanner and any software as directed by your device’s
manufacturer. Once your device is installed correctly, you are ready to identify the
device to the AltaPoint software. To do this you must first click the “Select Source”
button from the “Photo” button on the Client file, to select the device that has been
connected to your PC. When you click this button a list will appear with any camera or
scanner devices detected by Windows. Select the proper device by highlighting it, then
click the “Select” button. Once you have done this you should be ready to begin
acquiring photos from your camera or scanner.
To acquire a photo from your attached camera or scanner (device), select the “Acquire
Photo” button from the “Photo” button on the Client file. This will call up your device’s
software that will allow you to operate your device. Your device’s software will allow
you to “capture” or “save” an image. This image will then be saved in the client’s file.
Consult your device’s documentation for specific information about working with the
device and its software.
NOTE:
The photo must be a Windows Bitmap (.bmp) file -- approximately 240 x 220
pixels in size to be used in the client file page 1.
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Client Notes
You can select the client Notes tab with the mouse or by pressing [ALT+E]. The text you enter is
stored in a "Rich-Text" format so that you can use a variety of fonts throughout The options
available from the notes tab include:

Change font.

Bold text.

Italicize text.

Underline text.

Print Notes. You are given the choice of printer and other printing options.

Import from file. This feature allows you to import text from an external file. The
external file must be either plain text or "Rich Text" (.rtf) format. Most of today's
popular word processors including Microsoft Word and WordPerfect have the
ability to Import/Export "Rich Text" documents.

Export to a file. This feature allows you to export notes to an external file. The
text is saved in a "Rich Text" (.rtf) format. Most of today's popular word
processors including Microsoft Word and WordPerfect have the ability to
Import/Export "Rich Text" documents.

Spell correction. The system includes powerful spell correction capabilities
including the option to add your own names and terms to the dictionary files.
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Species Codes
Each patient must be assigned a species code. Use the Species Profile form to identify each
species. To access the species profile form, select Species from the List menu. The following
form will display.

The following is a description of each field on the species profiles form.

Species Code
Enter up to 10 alphanumeric characters (A-Z, 0-9) to uniquely identify the species in the
system.

Description
Enter up to 40 characters to describe the species.
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Custom Fields
You have the option of creating up to 20 custom fields to be used in conjunction with
each species code. This feature allows you to store different types information in the
system for each patient -- depending on the patient's species code. For each custom field
(up to 20) you can specify the following:
Custom Field Description

Enter up to 40 characters for the field description.

Data Type

Select between: Text, Date, and Numeric data types.

Decimals

For Numeric data types, select the number of decimals
(if any) to be used for the custom field.
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Navigating through the Species File
Select the appropriate button to move through the species file:

Finding a Species
Select Search to quickly find a species. The species lookup form will display. You can search
by name or species code.

Adding a New Species
To add a new species, simply press the New button on the species form. A blank record will be
inserted into the file that can then be edited with the appropriate species information. Press OK
to save the new species or Cancel to exit without saving the new species.

Deleting a Species
To delete a species from the file select the Delete button from the species form. Press OK to
confirm that you wish to delete the species.

64

Breed File

Breed Codes
Use the Breed List form to view, select, edit, and add breeds. To access the breed list, select
Breeds from the List menu. The following form will display.

You can search for a breed by entering search criteria in the Find field. To limit the search to a
specific species, select the desired species in the field provided.
To add a new breed, press the New button and enter the appropriate description and breed.
To edit an existing breed, simply highlight the desired breed and edit the description and breed
information as needed.
To delete a breed, highlight the breed and select the Delete button.
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The Patient File
Use the patient file to store basic information for each patient in the system. To access the patient
file, select the Patient button from the command window. Or choose Patients from the List
menu. The Patient File form will display.

The following is a description of each field on the patient form.

Patient Page 1
You can select the Patient Page 1 tab with the mouse or by pressing [ALT+1].

Patient Code
Enter up to 10 alphanumeric characters (A-Z, 0-9) to uniquely identify the patient in the
system.

Name
Enter up to 40 characters for the patient's name
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Client
Enter the client code for the patient's owner. Once the patient has been set up in the
system, you cannot change this code. To transfer a patient to a new client, see the section
titled Transferring a Patient to another Client at the end of this section.
For a new patient, select this button view a list of clients, select the lookup button
displayed to the right of this field or select this field and press [F5].
For an existing patient, select this button to jump to the patient’s client file.

Species
Enter the patient species code.
To view a list of species, select the lookup button displayed to the right of this field
or select this field and press [F5].

Breed
Enter the patient breed.
To view a list of breeds, select the lookup button displayed to the right of this field
or select this field and press [F5].

Color
Enter the patient color.

Sex
Use this drop-down control to select the appropriate sex code:
M
- Male
F
- Female
MN
- Male/Neutered
MC
- Male/Castrated
FS
- Female/Spayed

Weight
Enter the Patient weight.
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Date of Birth, First Seen, Last Seen
Enter the appropriate dates in the fields provided. The Last Seen field is updated
automatically each time you enter a new transaction for the patient.
Use the "Spin" button to advance the date forward (Up) or backward (Down) one
day from the dated entered in this field. As a keyboard alternative, you can use the
[Shift-Up Arrow] and [Shift-Down Arrow] keys to change the date forward and
backward respectively. If the date is blank, selecting this control will set the date to
today.
Use the date lookup button to display a calendar window to select a desired date. As
a keyboard alternative, you can press [F5] from this field to display the calendar
window.
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Patient Page 2
You can select the Patient Page 2 tab with the mouse or by pressing [ALT+2].

On this page you can indicate a patient’s Date of Death or date the animal was
euthenized.

Custom Fields
If you have defined any custom fields for the species selected for this patient, these fields
will also be displayed on this tab. For information on defining custom species fields,
refer to the section titled Species Codes in this manual.
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Navigating through the Patient File
Select the appropriate button to move through the patient file:

Finding a Patient
Select Search to quickly find a specific patient. The patient lookup form will display. You can
search by name or patient code.

Adding a New Patient
To add a new patient, simply press the New button on the patient form. A blank record will be
inserted into the file that can then be edited with the appropriate patient information. Press OK to
save the new patient or Cancel to exit without saving the new patient.

Deleting a Patient
To delete a patient from the file select the Delete button from the patient form. Press OK to
confirm that you wish to delete the patient.
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Including a Patient Photo
You can include a photo to be displayed as part of the patient file screen. There are two methods
of in including a photo into your AltaPoint software. The first method is to save a photo to your
computer’s hard drive, then “Insert New Photo from File” (this is a two step process.) The
second method is to use AltaPoint’s TWAIN interface to directly access the photo from a camera
device attached to you computer. This means that do not need to save images to a file and later
import them into AltaPoint in the two-step process described above.
Both of these options can be found by selecting the “Photo” button at the bottom of the patient
page 1. The screen appears as follows:

Method #1 – Two Step Process
You can include a photo to be displayed as part of the patient file screen. To import a
photo, the photo must first be scanned and converted to a Windows Bitmap (.bmp) file - approximately 240 x 220 pixels in size. To include the Windows bitmap image on the
patient screen, select the Photo button, then select the “Insert New Photo from File”
option. You will be prompted to find and select the Windows bitmap file name. Select
the appropriate file name and click OK to save or Cancel to exit.
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Once you have entered a photo for a patient you have the option to insert a new photo,
save the photo or delete the photo from the record.

Method #2 – TWAIN Interface Direct Connection
As mentioned earlier, your AltaPoint software has been equipped with a TWAIN
(standard imaging protocol/API) Interface. This TWAIN interface allows you to directly
access the photo from a camera or scanner (device) attached to you computer. Note: you
must first install your camera, scanner and any software as directed by your device’s
manufacturer. Once your device is installed correctly, you are ready to identify the
device to the AltaPoint software. To do this you must first click the “Select Source”
button from the “Photo” button on the Patient file, to select the device that has been
connected to your PC. When you click this button a list will appear with any camera or
scanner devices detected by Windows. Select the proper device by highlighting it, then
click the “Select” button. Once you have done this you should be ready to begin
acquiring photos from your camera or scanner.
To acquire a photo from your attached camera or scanner (device), select the “Acquire
Photo” button from the “Photo” button on the Patient file. This will call up your device’s
software that will allow you to operate your device. Your device’s software will allow
you to “capture” or “save” an image. This image will then be saved in the patient’s file.
Consult your device’s documentation for specific information about working with the
device and its software.
NOTE:
The photo must be a Windows Bitmap (.bmp) file -- approximately 240 x 220
pixels in size to be used in the patient file page 1.
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Patient Notes
You can select the patient the Notes tab with the mouse or by pressing [ALT+E]. The text you
enter is stored in a "Rich-Text" format so that you can use a variety of fonts throughout. The
options available from the Notes tab include:

Change font.

Bold text.

Italicize text.

Underline text.

Print Notes. You are given the choice of printer and other printing options.

Import from file. This feature allows you to import text from an external file. The
external file must be either plain text or "Rich Text" (.rtf) format. Most of today's
popular word processors including Microsoft Word and WordPerfect have the
ability to Import/Export "Rich Text" documents.

Export to a file. This feature allows you to export notes to an external file. The
text is saved in a "Rich Text" (.rtf) format. Most of today's popular word
processors including Microsoft Word and WordPerfect have the ability to
Import/Export "Rich Text" documents.

Spell correction. The system includes powerful spell correction capabilities
including the option to add your own names and terms to the dictionary files.
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Patient Vaccination Information
From the Patient File, you can select the Vaccinations tab with the mouse or by pressing
[ALT+V].
Use this form to view the patient’s current vaccination information -- and to print out certificates
for vaccination, neutering, etc. Anytime a transaction is entered using a vaccination billing code,
the vaccination information will automatically appear on this form. (For information to show up
on this screen, the billing code used must have a check mark in the “Vaccination” box in the
billing code screen.) For more information regarding vaccination billing codes refer to the
section titled Billing Codes in this manual.

Include Expired checkbox
Check the “Include Expired” checkbox to have the list include those vaccinations that
have expired.

Show Archived checkbox
Select the “Show Archived” checkbox to show only those vaccinations that have been
archived previously. (Archived files reside in a completely separate file from the regular
billing files.)
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Printing a Vaccination/Neuter Certificate
Certificates can be printed from: 1) the patient form; 2) the client billing form; or 3) the reports
menu. To print a vaccination/neuter certificate from the patient form, select the button titled
Print Certificate from the Vaccinations tab of the patient file.
The screen will appear as follows:

You can use the report format called “CERT.” This form is a customizable form that you can
modify to meet your needs. If you choose to make modifications to the Certificate format that
comes with AltaPoint, we recommend you make a copy of the form and modify the copy. That
way you can always look at the original Certificate format that shipped with the product. (To
learn more about customizing reports in AltaPoint, see the section entitled “Custom Reports” later
in this manual.)

Include Archived checkbox
Select the “Include Archived” checkbox to have the certificate include vaccinations that
have been archived previously. (Archived files reside in a completely separate file from
the regular billing files.)
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Looking up Vaccination Tag Numbers
You can easily look up the owner of a particular vaccination tag by using the “Certificates” report
from the Reports menu. When this report is selected, the following screen will appear:

Select the “CERT” report format. Input the Tag number in both “Range of Tag No’s:” fields,
then select the “Preview” button to view the report. If the vaccination tag number is in the
database, the certificate for that vaccination will display. The certificate will display the owner’s
name, address and phone information as well as information on the animal.

Include Archived checkbox
Select the “Include Archived” checkbox to have the system also search your archived
records for the tag number. If you have previously archived transactions, you will
usually want this checkbox checked. (Archived files reside in a completely separate file
from the regular billing files.)
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History Tab
From the Patient file you can view other important information about the Patient. The History tab
displays each procedure performed on the animal.

While viewing the animal’s history, you can go directly to a specific transaction by highlighting
the transaction, then selecting the Edit Invoice button at the bottom of the screen. This action will
take you directly to the Client Billing screen, where you can modify, delete or print the specific
bill.

Show Archived checkbox
Select the “Show Archived” checkbox to show only those history items that have been
archived previously. (Archived files reside in a completely separate file from the regular
billing files.)

77

AltaPoint Veterinary Practice Management

Reminders Tab
The reminders tab from the Patient file will list each appointment pending for the animal. You
can view past appointments by checking the Include Past Dates checkbox at the bottom of the
screen.

From this screen, you can edit an existing reminder for the patient or create a new one by pressing
the appropriate button at the bottom of the screen.
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Appointments Tab
The Appointments tab from the Patient file will list each appointment pending for the animal.
You can view past appointments by checking the Include Past Dates checkbox at the bottom of
the screen.

From this screen, you can edit an existing appointment for the patient or create a new one by
pressing the appropriate button at the bottom of the screen.
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Split Billing Tab
The Split Billing tab allows you to indicate up to 10 partial owners for a particular animal. As
illustrated below, select the client and indicate the percentage of ownership for that owner. Also
indicate whether or not to bill the client. For more information on split billing see the section
entitled “Split Billing Statements” in this manual.
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Storing Images
Images Tab
On this screen you can save an unlimited number of images for each patient. Each image is
stored in a numbered sequence, which grows as you store additional images. You can also
include notes about each image in the Notes section.
NOTE: The images stored in this tab must be “JPEG” files. A jpeg file is a common type of
digital image file that has a file extension “.jpg” (This image type is different than the .bmp type
of image that the patient’s picture requires on Patient Page 1.) If the image you are trying to
insert into this screen is not a jpeg file, you must convert the image to a jpeg file. There are
programs available that convert images from one file format to another. Contact your local
vendor to acquire such a program.

Pressing the Image button gives you the option to Import, Export or Delete an image. The Zoom
button enlarges the image to a greater size.
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Documents Tab
AltaPoint gives you the unique ability to store documents that are associated with a particular
patient. When you select the Documents Tab from the Patient File you will see the following
screen:

Creating a new Document
Selecting the “New” button from the “File” button allows you to create a new document
to associate with the currently selected patient. Document types that can be created from
this option are Microsoft Word, Microsoft Excel, Open Office (or Star Office) documents
& spreadsheets, and WordPerfect documents. When you press the New button you will
be offered the following screen:
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The Document ID will be incremented automatically as you create new documents. You
can modify the initial number used in the Document ID by going to the “Practice
Information” File located under the “File” menu option, then select the “Options” tab and
modify the value in the “Next Document Number” field. The system will left-fill the
numbers with zeros up to 8 characters.
NOTE:
Documents created from this screen will be stored in a folder called
“Documents” in your main AltaPoint directory.
As mentioned above, the document types that can be created from this option are
Microsoft Word, Microsoft Excel, Open Office (or Star Office) documents &
spreadsheets, and WordPerfect documents.

Author
Identify the Author from the list of employees existing in the system.

Description
You can add some text to describe the document for future retrieval.
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Patient
Identify the patient from which the document will be accessed.

Date Created
The current date will be used as the creation date.

Attaching an Existing Document
Although you can only create documents of certain types from within AltaPoint, you can
reference documents of virtually any file type within the program. To attach (reference)
an existing file to a particular patient, select the “Attach Existing…” button from the
“File” button at the bottom of the Documents screen. You will be given a Windows
Browse screen whereby you can select the desired file to associate with the selected
patient.
NOTE:
Files associated using this method are not moved on your computer, they are
simply referenced for future retrieval.

Editing an existing document
Select the “Edit” option from the “File” button to modify an existing document. The
application used to create the document will be launched if it is accessible and
recognizable from the computer attempting to edit the document.

Details Button
The Details button will show you information about a particular document. You can
modify many of the fields of this screen. See the section “Creating a New Document”
above for information regarding the fields of this screen.

Deleting a Document
By selecting the Delete button, you will be deleting the reference to the document on the
patient file only. The original document will not be deleted.
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Transferring a Patient to another Client
To transfer a patient to another client in the system, select Transfer Patient to New Client from
the Activities menu. The following form will display:

You have the option to transfer the patient with or without history. You can also transfer future
appointments, tasks, and reminders to the new owner.
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The Contact File
Use the contact file to store all of your non-client contact information. To access the contact file,
select the Contact button from the command window. Or choose Contact File from the List
menu on the command window. The Contact File form will display.

The following is a description of each field on the contact form.

Contact Page 1
You can select the Contact Page 1 tab with the mouse or by pressing [ALT+1].

Contact Code
Enter up to 10 alphanumeric characters (A-Z, 0-9) to uniquely identify the contact in the
system.

Title
Enter up to 30 characters for the contact's title.

First Name
Enter up to 15 characters for the contact's first name
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Middle
Enter the contact's middle initial.

Last Name
Enter up to 15 for the contact's last name.

Company
Enter up to 40 for the contact's company.

Address1, Address2
Enter up to 40 characters for the contact's address line 1 and address line 2.

City
Enter up to 20 characters for the contact's city.

State
Enter up to 4 characters for the contact's state or province.

ZIP
Enter up to 15 characters for the contact's ZIP or postal code.

Work and Home Phone
Enter the work and home phone numbers with the area codes in the fields provided.
If you have a modem connected to your computer, you can select the dial button
displayed to the right of each phone number field to "speed dial" the number. If the
area code shown is the same as the "Local Area Code" field in the Practice file, the
area code will not be included when the Speed Dial button is selected. For more
information about speed dialing and the local area code, refer to the section titled
Practice Information in this manual.

Contact Page 2
You can select the Contact Page 2 tab with the mouse or by pressing [ALT+2].

Fax, Mobile Phone
Enter the contact's fax and mobile phone numbers with area code.
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E-mail
Enter up to 60 characters for the contact's Internet E-mail address.

Birth Date
Enter the contact's birth date.

Employee
Enter the Employee that corresponds to this contact. This field can be left blank if the
contact is used for multiple employees.

Custom Fields
If you have defined any custom fields for your contacts, these fields will also be
displayed on this tab. For information on defining custom contact fields refer to the
section title Practice Information in this manual.
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Navigating through the Contact File
Select the appropriate button to move through the contact file:

Finding a Contact
Select Search to quickly find a specific contact. The contact lookup form will display. You can
search by last name or contact code.

Adding a New Contact
To add a new contact, simply press the New button on the contact form. A blank record will be
inserted into the file that can then be edited with the appropriate contact information. Press OK
to save the new contact or Cancel to exit without saving the new contact.

Deleting a Contact
To delete a contact from the file select the Delete button from the contact form. Press OK to
confirm that you wish to delete the contact.
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Including a Contact Photo
You can include a photo to be displayed as part of the contact file screen. There are two methods
of in including a photo into your AltaPoint software. The first method is to save a photo to your
computer’s hard drive, then “Insert New Photo from File” (this is a two step process.) The
second method is to use AltaPoint’s TWAIN interface to directly access the photo from a camera
device attached to you computer. This means that do not need to save images to a file and later
import them into AltaPoint in the two-step process described above.
Both of these options can be found by selecting the “Photo” button at the bottom of the contact
page 1. The screen appears as follows:

Method #1 – Two Step Process
You can include a photo to be displayed as part of the contact file screen. To import a
photo, the photo must first be scanned and converted to a Windows Bitmap (.bmp) file - approximately 240 x 220 pixels in size. To include the Windows bitmap image on the
contact screen, select the Photo button, then select the “Insert New Photo from File”
option. You will be prompted to find and select the Windows bitmap file name. Select
the appropriate file name and click OK to save or Cancel to exit.
Once you have entered a photo for a contact you have the option to insert a new photo,
save the photo or delete the photo from the record.
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Method #2 – TWAIN Interface Direct Connection
As mentioned earlier, your AltaPoint software has been equipped with a TWAIN
(standard imaging protocol/API) Interface. This TWAIN interface allows you to directly
access the photo from a camera or scanner (device) attached to you computer. Note: you
must first install your camera, scanner and any software as directed by your device’s
manufacturer. Once your device is installed correctly, you are ready to identify the
device to the AltaPoint software. To do this you must first click the “Select Source”
button from the “Photo” button on the Contact file, to select the device that has been
connected to your PC. When you click this button a list will appear with any camera or
scanner devices detected by Windows. Select the proper device by highlighting it, then
click the “Select” button. Once you have done this you should be ready to begin
acquiring photos from your camera or scanner.
To acquire a photo from your attached camera or scanner (device), select the “Acquire
Photo” button from the “Photo” button on the Contact file. This will call up your
device’s software that will allow you to operate your device. Your device’s software will
allow you to “capture” or “save” an image. This image will then be saved in the
contact’s file. Consult your device’s documentation for specific information about
working with the device and its software.
NOTE:
The photo must be a Windows Bitmap (.bmp) file -- approximately 240 x 220
pixels in size to be used in the contact file page 1.
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Contact Notes
You can select the contact the Notes tab with the mouse or by pressing [ALT+E]. The text you
enter is stored in a "Rich-Text" format so that you can use a variety of fonts throughout. The
options available from the Notes tab include:

Change font.

Bold text.

Italicize text.

Underline text.

Print Notes. You are given the choice of printer and other printing options.

Import from file. This feature allows you to import text from an external file. The
external file must be either plain text or "Rich Text" (.rtf) format. Most of today's
popular word processors including Microsoft Word and WordPerfect have the
ability to Import/Export "Rich Text" documents.

Export to a file. This feature allows you to export notes to an external file. The
text is saved in a "Rich Text" (.rtf) format. Most of today's popular word
processors including Microsoft Word and WordPerfect have the ability to
Import/Export "Rich Text" documents.

Spell correction. The system includes powerful spell correction capabilities
including the option to add your own names and terms to the dictionary files.
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Task Management
Use the Tasks form to record and track all time-critical tasks relating to clients and patients. To
access the Tasks form, select the Tasks button from the command window. Or choose Tasks
from the Activities menu. The Tasks form will display.

You can view tasks by client, patient, employee, date, or any combination of the above.

93

AltaPoint Veterinary Practice Management

Search Fields
In the heading portion of this form are displayed four fields: Client, Patient, Employee, and Date.
Use these fields to limit the tasks displayed on this form.

Client
Enter the client code.
To view a list of clients, select the lookup button displayed to the right of this field
or select this field and press [F5].

Patient
Enter the patient code.
To view a list of patients, select the lookup button displayed to the right of this field
or select this field and press [F5].

Employee
Enter the employee assigned to this task.
To view a list of employees, select the lookup button displayed to the right of this
field or select this field and press [F5].

Date
Enter the task due date.
Use the "Spin" button to advance the date forward (Up) or backward (Down) one
day from the dated entered in this field. As a keyboard alternative, you can use the
[Shift-Up Arrow] and [Shift-Down Arrow] keys to change the date forward and
backward respectively. If the date is blank, selecting this control will set the date to
today.
Use the date lookup button to display a calendar window to select a desired date. As
a keyboard alternative, you can press [F5] from this field to display the calendar
window.
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Task Fields
Use the detail portion of this form to enter or edit specific task information.
Note: If you enter a task with information outside the search criteria entered in the heading
fields of this form, once the task has been entered, it will no longer appear on the form.

Date
Enter the task date. You can use the [Shift-Up Arrow] and [Shift-Down Arrow] keys to
move the date forward and backward respectively.

Task Description
Enter up to 40 characters to describe the task.

Employee
Enter the employee code associated with this task.

Client
Enter the client code associated with this task.

Patient
Enter the patient code associated with this task.
When entering an employee, client, or patient, you can select the "Show More"
button to display a window listing all employees, clients, and patients respectively.

Show Completed
Check this field to display completed tasks. Otherwise only non-completed tasks are
displayed.

95

AltaPoint Veterinary Practice Management

Client Billing
The Client Billing form is used to enter client charges and payments. To access the Client Billing
form, select the Billing button from the command window. Or choose Client Billing from the
Activities menu. The Client Billing form will display.

The follow is a description of each field on the Client Billing form.

Invoice Fields Defined
Invoice Heading Fields
Client
Enter the client code.
To view a list of clients, select the lookup button displayed to the right of this field
or select this field and press [F5].
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Invoice
The next available invoice number will automatically be displayed.
To view a list of existing invoices for the client entered above, select the lookup
button displayed to the right of this field or select this field and press [F5].

Date
Enter the invoice date. Today's date will automatically be displayed for new invoices.
You can use the [Shift-Up Arrow] and [Shift-Down Arrow] keys to move the date
forward and backward respectively.

Tax Rate
The tax rate entered as the Sales Tax Rate on the Practice Information form will
automatically be displayed in this field. You can change the tax rate on a per-invoice
basis.
Remember:

Only billing codes flagged as taxable will be charged sales tax.

Invoice Detail Fields
Date
Enter the date of the charge or payment. You can use the [Shift-Up Arrow] and [ShiftDown Arrow] keys to move the date forward and backward respectively.

Patient
Enter the patient code.
Select the "Show More" button to display a form listing all patients associated with
the client selected. You can search patients by code or name. As a keyboard
alternative, you can list patients by pressing [F5] from the patient column.

Employee
Enter the employee code.
Select the "Show More" button to display a form listing all employees. You can
search employees by code or name. As a keyboard alternative, you can list all
employees by pressing [F5] from the Employee column.
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Billing Code
Enter the billing code for the charge or payment.
Select the "Show More" button to display a form listing all billing codes. You can
search billing codes for this invoice line by code or description. As a keyboard
alternative, you can list all billing codes by pressing [F5] from the Bill Code column.

Amount
Enter the billing rate or payment amount.
Note: It is not necessary to enter a negative amount for billing codes set up as type
Payment. The system will automatically compute a minus extended amount for
you.

Units
Enter the number of units

Extended
This is a display-only field and is calculated by the system by multiplying the Amount
column by the Units column.

Description
This field shows the full description of the billing code entered on the selected invoice
line.

Notes
Use this field to attach a note to the selected invoice line. With the invoice line
highlighted you can access this field with the mouse or by selecting the Notes button.
You can return to the invoice line by selecting the Detail button.
Tip: You can simply toggle between the invoice line and note by pressing the Alt-E
key.

Charges
This field shows the total charges for the invoice displayed.

Payments
This field shows the total payments for the invoice displayed.

98

Client Billing

Tax
This field shows the total tax for the invoice displayed.
Remember: Only billing codes flagged as taxable will be charged sales tax. For more
information on billing codes see the section titled Billing Codes in this
manual.

Invoice Balance
This field shows the sum of all charges and payments for the invoice displayed.

Client Balance
This field shows the sum of all charges and payments for all invoices associated with the
client displayed.
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Working with Invoices
When an invoice is created or being edited it appears as follows:

Some considerations when working with the Client Billing screen. In order to save the current
line of transaction information you are working on, you must tab through the end of the line and
begin a new line. You do not have to complete the new line, but this action will save the line
above. When editing an existing line, you can also use the down arrow key to move to the line
below and thus save the changes to the line above. If you close out of the window before moving
through the end of the current line, your changes will not be saved to the current line.
Print
From the Client Billing screen you can perform several operations. You can print an invoice, a
certificate or a prescription label by selecting the Print button at the bottom of the screen.
Delete
From this screen you can delete a single line of transaction or you can choose to delete the entire
bill by selecting the Delete button.
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Vaccination
Pressing the Vaccination button will show you all of the details about the selected line of
transaction, provided the transaction is a vaccination.
Discount
The Discount button will allow you to enter a discount on the current line of transaction. Pressing
the Discount button will display the following screen:

Enter the percent discount you want to apply to the current line. The “On Charges of” box will
already show the charge for the current line. (You can modify this amount if you choose.) The
discount amount will display in the “Calculated Discount Amount” line. You can apply the
discount by pressing the OK button. The discount amount will show up as its own transaction
line. You will need to have created a billing code for “Discount” and enter it in the Billing Code
box to complete the transaction line. (See “Billing Codes” in this manual for more information
on how to create billing codes.
Recall
Pressing the Recall button will take you directly to the Reminders file where you can create a
manual reminder for the patient listed on the current line of transaction.
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Patient’s Weight on an Invoice
You can track a patient’s weight each time the patient comes in for a procedure or checkup. To
do this, enter the weight of the animal in the “Notes” field of the invoice. Enter the weight in the
following manner: [Weight = 34 lbs.] You must use the square brackets and enter the
information accordingly. However, anything after the = sign is modifiable by you. For example,
you can use “lbs” for pounds, kg for kilograms, or any other weight designation.
NOTE: You must enter the weight note while you are creating the line of transaction for the
animal. In other words, editing an existing line with the weight information will not update the
patient file properly.
You can use the Transaction Journal report if you want to see a progression of an animal’s weight
over time. Select the Transaction Journal report from the Reports menu, then select the Report
Options tab, the following screen will display:

Enter the word “Weight” in the “Notes Contain” field, then on the Select Ranges tab input the
patient’s code in both patient code ranges. Printing or Previewing the report will yield a list of
transactions for that patient that includes the patient’s weight for each item.
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Batch Payments
You can enter payments by directly entering an entry on an existing bill or you can use the Batch
Payment routine. Using “Batch Payments” allows you to enter a payment that covers several bills
from a single screen. Select the Batch Payments option from the Activities menu and the
following screen will display:

Enter the Client, Employee, Payment Code, Date and Payment Amount in the boxes above. You
can use the Reference box to enter a check number or any other note to reference the payment.
Once these items have been entered, press the “Tab” key one more time and the screen will
populate with all of the bills, that have a balance, for the specific client. The following screen
illustrates how this will look:
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In the example above, this client has billing numbers 5002 and 5003 that belong to her. Notice
that she is making a $50.00 payment. At this point you can choose to apply the $50.00 any way
you would like. Generally you will want to zero out the bills in order of the oldest bill first. With
the oldest bill highlighted on the screen, select the “Apply” button. The following screen will
display:

If the payment amount is more than the selected bill balance, the total bill balance will
automatically appear in the “Payment Amount” box. In this example, the payment amount is
equal to the selected bill so the entire payment amount shows up in the box. Select the OK button
to confirm the amount to apply to the bill. You can modify the amount if you would like. The
system will allow you to put a credit balance on a bill if you would like. However, as mentioned
before, the best method is to zero out bills as payments are made. Continue applying payments to
other open bills until the entire payment amount is assigned to a bill(s). Then select the Post
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Payments button to have the payments saved to the client record. From this screen you can also
select the New Payment button to begin entering a payment for another client.
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Estimates
Your AltaPoint software comes with an Estimate module so that you can give a client a printout
of services you are recommending for an animal. These estimates in no way affect your actual
accounting but are for demonstration purposes only. If a client decides to have the services
performed you will need to enter the services through the “Client Billing” screen.
Select Estimates from the Activities screen to generate an estimate for a client. The following
screen will display:

Notice that this screen is basically identical to the Patient Billing screen discussed in previously
in this manual. Follow the instructions for the Patient Billing screen as outlined previously.
Estimates are kept completely separate from the system’s “real” bills.
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Client Statements
Use the Print Invoices & Statements form to produce professional, laser-quality statements and
invoices for your clients. Access this form by selecting Print Statements from the Billing menu
of the command window. The Print Invoices & Statements form will display:

The “STATEMENT” format is the standard statement that is provided with the system for your
use. You can modify this format if you wish or create new formats in the Design Statements &
Invoices facility from the Reports menu option.
NOTE: If you have included a logo in the Options tab of the Practice Information screen, that
logo will appear on your statement (when the “STATEMENT” format is used.)
The following is a description of the fields on the Print Invoices & Statements form.

Statement Format
Enter the desired Invoice or Statement format
To view a list of existing forms, select the lookup button displayed to the right of
this field or select this field and press [F5].
Note: All statement and invoice formats can be modified by you. You can create as many
different forms as you like. For more information on creating a custom statement form
see the section titled Custom Reports in this manual.
107

AltaPoint Veterinary Practice Management

Effective Date
Enter the effective date to be used when calculating client aging and delinquency.
Use the "Spin" button to advance the date forward (Up) or backward (Down) one
day from the dated entered in this field. As a keyboard alternative, you can use the
[Shift-Up Arrow] and [Shift-Down Arrow] keys to change the date forward and
backward respectively. If the date is blank, selecting this control will set the date to
today.
Use the date lookup button to display a calendar window to select a desired date. As
a keyboard alternative, you can press [F5] from this field to display the calendar
window.

Balance Forward Date
Enter the date to be used as the "Balance Forward" or previous statement date.

Client Category
To limit the statements to a specific client category, enter the client category to print in
this field. For more information about client categories, see the section titled The Client
File in this manual.

Client Type
To limit the statements to a specific client type, enter the client type to print in this field.
For more information about client types, see the section titled The Client File in this
manual.

Minimum Balance
To limit statements printing to only those clients with a specific minimum balance, enter
the minimum balance in this field.

Balance Forward Format
Check this option to have the statement print in a "balance forward' format. The balance
forward format will summarize unpaid billing detail from earlier statements to a single
amount labeled "Balance Forward." Leave this option unchecked to print the detail of all
unpaid bills on the statement.
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Include Dunning Statements
Check this option if your would like dunning statements to print on client statements.
You select the dunning messages to correspond with each delinquency category. You
enter the specific dunning messages on the Practice Information form.

Ranges to Print
Select the Ranges to Print tab with the mouse or by pressing the Alt-R. You can limit
the transaction detail printed by selecting a range of clients, invoices, employees and
transaction dates. Leave these fields blank to include all transactions.

Split Billing Statements
You can print Split Billing statements if you are a practice that has animals that belong to more
than 1 owner. To print these correctly, you must first indicate on the Patient file - Split Billing
tab the percentages owned by each owner (See Patient file for more information.)
You will want to print statements as indicated in the previous section, however, you will use the
“SPLIT” format rather than the “STANDARD” statement format.
The “SPLIT” statement format will put all of the charges for the animal on each of the Owner’s
statements. The bottom portion of the statement will include a statement that says: “If you have
already paid your portion of this bill, please disregard this notice.
The statement will also include a message that says: “Your portion of the total charges on this
bill:” The resulting amount is calculated by taking the animal’s total charges then multiplying the
total by the percentage owned by the owner.
We include all of the charges and payments on each owner’s statement so that each owner can see
what is happening on the account. (It is a good idea to indicate which owner makes a particular
payment for the animal. You can use the Notes field of the payment to do this. By doing this, the
statement will indicate which owners have made the correct contribution for the animal. It also
allows the owners to keep each other in check.)
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Receiving Inventory
Your AltaPoint software gives you the ability to maintain and track inventory. The Receive
Inventory feature is the method you should use to update your inventory information when
receiving new product. Before you can use the Receive Inventory option, you must first set up a
billing code for the inventory item in question. (See the section entitled “Billing Codes” for more
information.) When inventory is received using this feature, the “on hand” and “average cost”
fields in the billing code file will be updated.
To access the Receive Inventory feature, select Receive Inventory from the Activities menu. The
following screen will appear:

Item
Enter the Billing Code of the inventory item to be received.
To view a list of existing forms, select the lookup button displayed to the right of
this field or select this field and press [F5].

Quantity
Enter the quantity of the item being received.

Cost
Enter the total cost of the items being received. This should be the total amount for the
order and not the amount for each individual item.

After entering this information, press the Post button to update the inventory information. The
information in the Billing Code file will be updated. If you want to change the information on the
screen you can press the Cancel button to clear the screen or you can press the Close button to
exit without posting.
110

Finance Charges

111

AltaPoint Veterinary Practice Management

Finance Charges
AltaPoint allows you to automatically process finance charges on selected past-due accounts.
Access the Process Finance Charges form by selecting Process Finance Charges from the
Activities menu. The following form will display:

The following is a description of each field on the process finance charges form.

Billing Code
Enter the Billing Code to be used for finance charges accessed to client accounts. This
billing code will appear on the transaction detail for each client account charged. You
should have already set up this code in the system. For more information on creating
billing codes see the section titled Billing Codes in this manual.
To view a list of billing codes, select the lookup button displayed to the right of this
field or select this field and press [F5].
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Effective Date
Enter the effective date to be used when processing finance charges. This field will
default to today’s date. The date entered will appear as the date for each finance charge
placed on client accounts.
Use the "Spin" button to advance the date forward (Up) or backward (Down) one
day from the dated entered in this field. As a keyboard alternative, you can use the
[Shift-Up Arrow] and [Shift-Down Arrow] keys to change the date forward and
backward respectively. If the date is blank, selecting this control will set the date to
today.
Use the date lookup button to display a calendar window to select a desired date. As
a keyboard alternative, you can press [F5] from this field to display the calendar
window.

On Charges Through
Enter the date to be used for determining delinquency of unpaid charges. This date will
default to 30 prior to today's date. Only charges made on or prior to the date entered in
this field will be considered when assessing finance charges. All payments made through
the effective date entered above will be applied to the client balance prior to accessing a
finance charge.
Use the "Spin" button to advance the date forward (Up) or backward (Down) one
day from the dated entered in this field. As a keyboard alternative, you can use the
[Shift-Up Arrow] and [Shift-Down Arrow] keys to change the date forward and
backward respectively. If the date is blank, selecting this control will set the date to
today.
Use the date lookup button to display a calendar window to select a desired date. As
a keyboard alternative, you can press [F5] from this field to display the calendar
window.

Client Category
To limit the finance charges to a specific client category, enter the client category in this
field. For more information about client categories, see the section titled The Client File
in this manual.
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Client Type
To limit the finance charges to a specific client type, enter the client type in this field.
For more information about client types, see the section titled The Client File in this
manual.

Periodic Interest Rate
Enter the periodic interest rate to by used for calculating the finance charge. If you wish
to apply finance charges on a monthly basis, the periodic interest rate would be one
twelfth the annual interest rate. For example, if you wanted to accessed a periodic rate
based on an 18% annual percentage rate, you would enter 1.5 (18 / 12 = 1.5) in this field.

Minimum Balance
To limit finance charges to only those clients with a specific minimum balance, enter the
minimum balance in this field.

Range of Clients
Enter the range of client codes to process. Leave these fields blank to include all clients.

Range of Employees
Enter the range of clients to process by employee. In the client file, you can specify a
default employee (doctor). Leave these fields blank to include all clients.
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Reminders
There are two ways to generate reminders in the system. You can have the system create an
automatic reminder for you based on the use of a specific billing code or you can create
individual reminders manually. Generating reminders in your system is a two-step process. First,
you must create the reminder in the program, then you can print the reminder(s). Generally, you
will want to print a batch of reminders for a specific range of dates.

Creating Automatic Reminders
To have the system generate an automatic reminder when a specific billing code is used, select
the particular billing code from the “Billing Code” option under “Lists.” Once selected, press the
“Reminders” tab to view the following information:

You must click on the box next to “Generate Reminder” to activate an automatic reminder. If the
followup procedure is different than current procedure being edited, place the followup procedure
in the “Followup Procedure” box. Then place the number of recurring frequency in the box and
indicate whether the unit is in days, weeks, months or years. For example, if you are creating an
automatic reminder for a rabies vaccination, but you want to recall the animal in 6 weeks for a
booster shot, you would enter the code for the booster shot in the Followup Procedure box, then
you would input a 6 in the “Recall After” box, then click on the “Weeks” button and select OK.
The next time the rabies vaccination code is used, a reminder will be generated in the reminder
file for the patient receiving this billing code.
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Entering Manual Reminders
Use the AltaPoint reminder form to enter specific information relating to follow-up visits for your
patients. You can enter an unlimited number of reminders per patient.
The reminder file can be accessed by clicking on the
icon or by selecting “Reminders” from
the “Activities” menu. The following form will display:

The following is a description of each field on the Reminders form.

Client Code
Enter the client code for the reminder.
To view a list of clients, select the lookup button displayed to the right of this field
or select this field and press [F5].

Patient Code
Enter the patient code for the reminder.
To view a list of patients, select the lookup button displayed to the right of this field
or select this field and press [F5].
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Date
Enter the date for the reminder.
Use the "Spin" button to advance the date forward (Up) or backward (Down) one
day from the dated entered in this field. As a keyboard alternative, you can use the
[Shift-Up Arrow] and [Shift-Down Arrow] keys to change the date forward and
backward respectively. If the date is blank, selecting this control will set the date to
today.
Use the date lookup button to display a calendar window to select a desired date. As
a keyboard alternative, you can press [F5] from this field to display the calendar
window.

Procedure Code
Enter the billing code (if known) for the procedure to be performed at the reminder date.
To view a list of billing codes, select the lookup button displayed to the right of this
field or select this field and press [F5].

Description
Enter a short description for the reminder.

Notes
Enter unlimited notes if desired to describe the reminder.
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Printing Reminders
Once a reminder has been created it can be printed by selecting “Print custom reports” from the
“Reports” menu. The screen that appears will ask you for a report code. Press F5 on your
keyboard or click on the look up icon to select a “reminders” report. The system comes with two
reminder templates that you can use or modify. The “POSTCARD” report code is designed to
print a 4”x 6” postcard. The “LETTER2” report code will produce an 8.5 x 11” reminder letter.

Printing Recall Postcards
You can print postcards from either a dot-matrix style printer or a laser/inkjet printer. The dotmatrix style card is called “POSTCARD” and the laser/inkjet style card is called “POSTCLSR.”
Select the “POSTCARD” or “POSTCLSR” report code from the list and select “OK.” The
following screen will be displayed:

You can enter “Filters” to select which records will print. In the above example, only the
reminders that fall within the month of October, 2003 will be printed. You can print reminders
anytime for virtually any range of dates.
When you select the Print button the Print Setup box will display. If you are using the
“POSTCLSR” you can select the OK button to begin printing. However, if you are using the
“POSTCARD” report for dot-matrix printers, you must select the Properties button to define the
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correct paper size before printing. Once you have selected the Properties button you must select
the “Custom” or “User Defined” paper size. The screen may look as indicated below:

If you are using continuous paper postcards that are 6” wide by 4” long, you would enter 6” and
4” as entered above. This will tell your printer where to put correct page breaks for each card.
Select the OK button when you have done this. Then you can select the OK button again to begin
your print job.

Print Recall Letters
Select the “LETTER2” report code from the list and select “OK.” The following screen will be
displayed:
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You can enter “Filters” to select which records will print. In the above example, only the
reminders that fall in the month of March, 2000 will be printed. You can print reminders anytime
for virtually any range of dates.
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Printing a Reminder Report
Your AltaPoint software comes with a preformatted reminder report called “REMLIST.” To run
the “REMLIST” reminder report select “Print Custom Report” from the “Reports” menu. Then
select the “REMLIST” report. Filters have already been entered to help you bracket a range of
dates so that you can refine the report results to the time frame you want to see. Enter the
appropriate dates for your report in the manner shown below. Then, either print or preview your
report.
The following example shows the criteria for printing a custom report for patient recall entries for
the month of October, 2003.
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Alert Codes
“Alert Codes” are codes that you set up to alert your staff to situations regarding a specific client
& patient. These alert codes can be medical related, payment related or anything else that you
would want to be alerted to regarding a specific patient.
To begin using “Alert Codes” you must first set up the appropriate generic Alert Codes for your
practice. This is done in the same way that you set up your billing codes. A sample code is
shown below.

You can use your own method of coding. This example uses a code called “ALERTPAY.” Put
the warning that you would like displayed in the “Description” window. Set the “Code Type” to
“Charge.” These are all of the fields you need to populate to set up an alert code.
NOTE:
This example is a payment related alert code. You can also set up medical related alert
codes as well. You can create an unlimited number of alert codes in the system.
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Using Alert Codes
Once you have set up some Alert codes, you can begin creating reminders for certain clients &
patients that should use the codes. This is done using the reminders file. Select Reminders from
the Activities menu or click on the Reminders icon. The following screen shows an alert code
being set up for Teri Simpson.

Indicate the Client & Patient’s code and the Date when the alert was input (generally the current
date), then select the Reminder Type. The reminder type can be one of the following: Alert on
New Appointment Only, Alert on New Billing Only, Alert on New Appointment or Billing or
Alert on Client/Patient Lookup. The reminder only option is only for reminder usage and is not a
valid Alert type. Use one of the other three options to set up a valid alert. After selecting the
Reminder Type, enter in the correct procedure code. In the example above the code is
“ALERTPAY.” You can use the lookup icon or press F5 to help you find the correct code.
When you select the code, the Description field will automatically update with the correct code
description (you do not need to enter it.)
NOTE:
You can create an alert reminder without using a predefined code. Create a reminder
from the above screen, leave the procedure code blank, but include a description,
reminder type and any notes that you want displayed.
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Once the Alert Reminder has been set up correctly for the patient, an alert screen will display any
time the Reminder Type condition(s) are met. In the example above, any time an appointment or
new billing is made for Teri Simpson the alert will display. The following screen demonstrates
how the alert will display:

Notice that you have the ability to permanently remove the alert by checking the “Remove Alert”
box on the screen. Otherwise, click the OK button to keep the alert active but to remove it from
your screen.
NOTE:
You can have an unlimited number of alerts for any given client or patient. For example,
a client may need an alert for a patient’s medical condition as well as an alert for a
payment situation. If a client has more than one alert that is set up to display, the system
will show one alert at a time. After you hit the OK button on the first alert, the second
alert will display and so on.
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Prescription Labels
See the “Billing Code” section of this manual for information about creating default information
and instructions on a prescription label.
You can print prescription labels from two locations in the program. You can print generic
prescription labels from the billing code screen or you can print patient specific prescription
labels from within the Client Billing screen.
From within the Patient Billing screen pressing the “Print,” then “Prescription Label” button will
display a screen similar to below:

You can modify any of the text in this screen if the default text entered in the billing code does
not adequately cover the instructions for the specific prescription. You can also delete the Label
heading altogether if you are using preprinted labels.
The Label Format tab is where you indicate the size of the label and the margins for the label.
Once set, these settings will remain for subsequent label printings. However, you can modify
these settings at any time.
When you press the Print button you will be able to select the appropriate printer settings, then
print the label.
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The Scheduler
Use the AltaPoint Scheduler to manage your daily appointments and tasks.

Setting up Schedule Options
You can set up some basic scheduling options by selecting the Schedule Options item from the
File menu. This will allow you to modify the setup of the current schedule being viewed. The
options will appear as indicated below:

As you can see, you have the ability to set the time interval between appointments as well as
define when your first and last appointment should be set.
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Entering Appointments
Use the Daily Appointments & Tasks form to enter and track all our your appointments and tasks.
To access this form, select the Schedule button from the command window. Or choose
Appointments from the Activities menu on the command window. The Daily Appointments &
Tasks form will display.
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You can maintain a detailed calendar for each doctor and practice employee.
Select the desired calendar using the "drop down" list field in the upper left-hand corner of the
form.
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To use advanced scheduling features, highlight the desired appointment and select the Edit
button. The Appointment Detail form will display.

The following is a description of each field on the Appointment Detail form.

Description
Enter up to 40 characters to describe the appointment. This field corresponds to the
appointment description displayed on the left-hand side of the Daily Appointments &
Tasks form.
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Date
Enter the date of the appointment.
Use the "Spin" button to advance the date forward (Up) or backward (Down) one
day from the dated entered in this field. As a keyboard alternative, you can use the
[Shift-Up Arrow] and [Shift-Down Arrow] keys to change the date forward and
backward respectively. If the date is blank, selecting this control will set the date to
today.
Use the date lookup button to display a calendar window to select a desired date. As
a keyboard alternative, you can press [F5] from this field to display the calendar
window.

Time
Enter the appointment time.

Length
Enter the appointment length in minutes.

Resource
Enter the employee calendar on which this appointment is being recorded.

Client
Enter the client code for this appointment. It is sometimes helpful to enter the client code
in addition to the Description entered above. By entering the client code you will be able
to quickly locate the client phone number should you need to change an appointment. In
addition, you will be able to print reports showing appointments by client.
To view a list of clients, select the lookup button displayed to the right of this field
or select this field and press [F5].

Patient
Enter the patient code for this appointment. It is sometimes helpful to enter the patient
code in addition to the description entered above.
To view a list of patients, select the lookup button displayed to the right of this field
or select this field and press [F5].
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Alarm
Check this field if you would like the system to alert you of this appointment.

Alarm lead time
If you checked the Alarm field above, enter the lead-time you would like the system to
give you prior to alerting you of this appointment.
Note: In order for the appointment alarm to sound at alarm time, AltaPoint must be
running. AltaPoint does not need to be the active windows program however.

Repeat Appointments
The scheduler has extensive support for repeat appointments. If you would like an appointment
to be repeated in the system, select the "Repeat…" button from the Appointment Detail form.
The Repeat Appointment form will display.

Enter the starting date, ending date, and frequency of the repeat appointment in the fields
provided.
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Moving Appointments
It’s easy to move an appointment to another day or even another calendar. Follow these steps:
1. Highlight the appointment you would like to move.
2. Select Cut Appointment from the Appointments menu on the Schedule form. As a keyboard
alternative you can press [Shift+Ctrl+X] to move the appointment.
3. Select the calendar and new appointment date and time.
4. Select Paste Appointment from the Appointments menu on the Schedule form. As a
keyboard alternative you can press [Shift+Ctrl+V] to place the appointment.
Note: You can use the mouse to quickly cut and paste appointments (as well as other
appointment functions). You can access a special appointment pop-up menu by
highlighting an appointment and pressing the right mouse button.

Searching Appointments
To search for an appointment in the system, select the Search menu on the Schedule form or
press [Ctrl+S].
Or select the search icon from the toolbar. The Search Appointments form will display.

Enter the appointment description to search for. The search ignores case-sensitivity and will
match text anywhere within the appointment description. For example, if you search for the word
master, the search would find appointments with the following descriptions:
Craft Masters
Masterson Farms
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To limit your search to specific dates, enter the desired range of dates in the From and
To fields -- or leave these dates blank to search all days.
Use the "Spin" button to advance the date forward (Up) or backward (Down) one day
from the dated entered in this field. As a keyboard alternative, you can use the [Shift-Up
Arrow] and [Shift-Down Arrow] keys to change the date forward and backward
respectively. If the date is blank, selecting this control will set the date to today.
Use the date lookup button to display a calendar window to select a desired date. As a
keyboard alternative, you can press [F5] from this field to display the calendar window.

Shortcuts
The following icons provide shortcuts to commonly used features of the scheduler.

Copy Appointment
Cut Appointment
Paste Appointment
Search Appointments
Edit Appointment detail
Print Planner Page
Delete Appointment
Insert new appointment for the same time slot
Dial Client Phone Number (the client code must be entered in the
appointment detail).
Flag highlighted task as completed
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Printing a Daily Schedule
You can print a list of your daily appointments by selecting the
option from the File menu. The following screen will appear:

icon or by selecting the Print

The “SCHEDULE” format is the standard schedule format that comes with your software,
however, this form is a customizable form that you can modify to meet your needs. If you choose
to make modifications to the SCHEDULE format that comes with AltaPoint, we recommend you
make a copy of the form and modify the copy. That way you can always look at the original
SCHEDULE format that shipped with the product. (To learn more about customizing reports in
AltaPoint, see the section entitled “Custom Reports” later in this manual.)
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Week View
To view appointments by week select Week from the menu of the Daily Appointments & Tasks
form.
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Month View
To view appointments by month select Month from the menu of the Daily Appointments &
Tasks form.
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Group View
To view appointments for all employees select Group from the menu of the Daily Appointments
& Tasks form.
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Voice Recognition
Your AltaPoint software comes equipped with the ability to interface with a specific voicerecognition software package. AltaPoint has selected a product from Dragon Systems, Inc. called
Naturally Speaking. Naturally Speaking is sold separately and not included with your
AltaPoint purchase. Naturally Speaking has been widely accepted as one of the standards in the
voice-recognition industry.
Using Naturally Speaking with AltaPoint is very easy. Anywhere you see a
icon, you can
use Naturally Speaking to input text by speech. Simply press the microphone icon and Naturally
Speaking will load. Once loaded, you will be able to speak into the microphone to enter your
notes. You will generally see this icon in select notes fields.
NOTE:
The first time you load Naturally Speaking in an AltaPoint session, it may take a few
moments to load the program. However, once loaded, pressing the microphone icon
should yield immediate results.
NOTE:
Training Naturally Speaking to your voice will require some effort on your part. The
more you use the product, the better it will understand your voice. For technical support
using your Naturally Speaking product you will need to contact Dragon Systems.
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Reports
Any office management system is only as good as its ability to pull meaningful information out of
the vast amounts of raw data placed into it. AltaPoint provides unparalleled power and flexibility
in retrieving, organizing, and presenting your data.
In addition to flexible management reports that come built into the system, you can design an
unlimited number of your own reports and forms.
All reports support your favorite Windows fonts and can be previewed on the screen before
printing. While previewing any report, you can select any portion of the report text, copy it to the
Windows clipboard, and paste the text into your windows-based word processor.
Finally, all of your data is stored in files compatible with Borland Visual dBase and Microsoft
Access. Combine either of these relational database systems with AltaPoint to extend even
further your ability to query and analyze your data.
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The Client Ledger
Use the client ledger report to see the detail of all charges and payments for a specific client or
range of clients. Access the client ledger report by selecting Client Ledger from the Reports
menu of the command window. The Print Client Ledger form will display.

You can limit the scope of the report by selecting a From and To range for clients, invoices,
employees, and transaction dates. Leave these fields blank to include all data. A sample client
ledger is shown on the following page.
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AltaPoint Veterinary Clinic
Page 1

Client Ledger
January 5, 1998
Date
Employee
----------------- ----------------BENNETT - Charles Bennett
1/5/1998
MD
1/5/1998
MD
1/5/1998
MD
1/5/1998
MD
1/5/1998
MD
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Patient
----------------SKY
SKY
SKY
SKY
SKY

Invoice
----------------12
12
12
12
12

Code
----------------11
19
95
71
PAYMENT

Amount
----------------10.00
40.00
15.00
30.00
-50.00

Units
----------1.000
1.000
1.000
1.000
1.000

Extended
-----------------------

$10.00
$40.00
$15.00
$30.00
$-50.00
------------------Client Charges
$95.00
Client Payments
$50.00
------------------Client Balance
$45.00
===========
Total Charges
$95.00
Total Payments
$50.00
------------------Report Balance
$45.00
===========

Reports – Day Sheet

Day Sheet
The day sheet provides a detailed transaction journal and practice analysis for a specific date.
Access the day sheet by selecting Day Sheet from the Reports menu. The Day Sheet form will
display.

You can limit the scope of the report by selecting a From and To range for clients, invoices,
employees, and transaction dates. Leave these fields blank to include all data. You can also
choose to view an accounts receivable figure at the bottom of the Day Sheet by checking the
“Show Accounts Receivable” checkbox.
For samples of the Transaction Journal and Practice Analysis reports, see the following two
sections in this manual.
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The Transaction Journal
Use the transaction journal to see the detail of all charges and payments organized by date.
Access the transaction journal by selecting Transaction Journal from the Reports menu of the
command window. The Print Transaction Journal form will display.

You can limit the scope of the report by selecting a From and To range for clients, invoices,
employees, and transaction dates. Leave these fields blank to include all data.
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Select the Report Options tab to select additional transaction journal options.

Include
Select whether this report will include:
•
•
•

All Transactions
Charges Only
Payments & Credits Only

Billing Code
If you would like the report limited to only a single billing code, enter the code billing
code in this field.
To view a list of billing codes, select the lookup button displayed to the right of this
field or select this field and press [F5].

General Ledger
If you would like the report limited to only a single general ledger code, enter the code in
this field.
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Notes Contain
The “Notes Contain” field allows you to run a transaction report based on a specific
string of text contained in the notes field for transaction lines.

Use Archive Invoices
Select this checkbox if you want the report to include items from your previously
archived billings.
A sample transaction journal is shown on the following page.

146

Reports - Transaction Journal

AltaPoint Veterinary Clinic
Page 1

Transaction Journal
January 5, 1998
Date
--------------1/5/1998
1/5/1998
1/5/1998
1/5/1998
1/5/1998

Employee
--------------MD
MD
MD
MD
MD

Client
--------------BENNETT
BENNETT
BENNETT
BENNETT
BENNETT

Patient
--------------SKY
SKY
SKY
SKY
SKY

Invoice
--------------12
12
12
12
12

Code
--------------11
19
95
71
PAYMENT

Amount
--------------10.00
40.00
15.00
30.00
-50.00

Units
--------------1.000
1.000
1.000
1.000
1.000

Extended
-----------------$10.00
$40.00
$15.00
$30.00
$-50.00
-----------------Total Charges
$95.00
Total Payments
$50.00
-----------------Report Balance
$45.00
==========
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The Practice Analysis Report
Use the practice analysis report to see your transaction activity summarized by billing code. The
practice analysis report also provides a convenient source document for posting to an external
general ledger system. Access the practice analysis report by selecting Practice Analysis from
the Reports menu of the command window. The Print Practice Analysis form will display.

You can limit the scope of the report by selecting a From and To range for clients, invoices,
employees, and transaction dates. Leave these fields blank to include all data. A sample practice
analysis report is shown on the following page.
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AltaPoint Veterinary Clinic
Page 1

Practice Analysis
January 5, 1998
Code
----------------11
19
95
71

Description
General Ledger
Amount
Count
Percent
--------------------------------------------- ---------------------------------- ----------------- ----------------- ----------------Farm Call
$10.00
1.00
10.53%
Simple Prepurchase Exam
$40.00
1.00
42.11%
Rhino/Flu
$15.00
1.00
15.79%
Wolf Teeth Removal
$30.00
1.00
31.58%
----------------- ----------------- ----------------$95.00
4.00
100.00%
========== ========== ==========

149

AltaPoint Veterinary Practice Management

Client Aging
The client aging report allows you to quickly pinpoint accounts requiring attention. Because this
report includes aged balance information with client phone numbers, it can be used as a tool for
collecting overdue balances. Access the practice analysis report by selecting Client Aging from
the Reports menu of the command window. The Print Client Aging form will display.

You can limit the scope of the report by selecting a From and To range for clients, invoices,
employees, and transaction dates. Leave these fields blank to include all data. A sample practice
analysis report is shown on the following page.
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AltaPoint Veterinary Clinic
Page 1

Client Aging
January 5, 1998
Client
Current
> 30
> 60
> 90
------------------------------------------------------------------------------------------BENNETT: Bennett, Charles Home: (801)555-8983 Work: (801)555-1212
$45.00
MORGAN: Morgan, Terrance J

Report Total

$0.00
------------------$45.00
===========

$0.00

$0.00

Home: (801)555-6879
$0.00
------------------$0.00
===========

$0.00

Total
-------------------

$45.00

Work: (801)555-9820

$220.00
------------------$220.00
===========

$0.00
------------------$0.00
===========

$220.00
------------------$265.00
===========
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Inventory Item List
The inventory item list allows you to print a report containing all of your practice billing codes.
Access this report by selecting Inventory, Item List from the Reports menu of the command
window.

You can limit the scope of the report by selecting a From and To range for billing codes. You
can also select between 'All Billing Codes' or 'Inventory Items Only' to print. A sample
Inventory Item List is shown on the following page.
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AltaPoint Veterinary Clinic
Page 1

Inventory Listing
January 16, 1998
Code
-----------------14
D2
D5
D6
D7
D8
D9

Description
-----------------------------------------------------------------------------------------Ace
ACTH
Probiocin
Banamine
Bute
Dexamethasone
Dipyrone

On Hand
--------------------30.00
50.00
49.00
11.00
5.00
33.00
70.00
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Inventory Reorder Report
The inventory reorder report shows you all products that are below the desired stocking level.
Access this report by selecting Inventory, Reorder Report from the Reports menu of the
command window.

You can limit the scope of the report by selecting a From and To range for billing codes.
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AltaPoint Veterinary Clinic
Page 1

Inventory Reorder Report
January 16, 1998
Code
---------------------14
D2
D6
D7

Description
---------------------------------------------------------------Ace
ACTH
Banamine
Bute

Reorder At
--------------------60.00
100.00
25.00
10.00

On Hand
--------------------30.00
50.00
11.00
5.00
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Inventory Cost of Goods Sold
The inventory cost of goods sold report reflects the cost associated with selling each product in
the practice. Access this report by selecting Inventory, Cost of Goods Sold from the Reports
menu of the command window.

You can limit the scope of the report by selecting a From and To range for clients, invoices,
employees, and transaction dates. Leave these fields blank to include all data.
A sample cost of goods sold report is shown on the following page.
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AltaPoint Veterinary Clinic
Page 1

Inventory Cost of Goods Sold
January 16, 1998
Code
Description
G/L Asset
G/L C.O.G.S.
Count
Total Cost Total Sales
---------------------- --------------------------------- ----------------------- ---------------------- ----------------- ----------------- ------------------D5
Probiocin
1205
5105
1.00
$25.00
$50.00
D6
Banamine
1206
5106
1.00
$35.00
$60.00
----------------- ----------------- ------------------2.00
$60.00
$110.00
========== ========== ===========
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Bank Deposit Form
From your AltaPoint software you can print a daily deposit form that lists each check received
during the day. You can also enter a cash currency amount. This form will help you make your
bank deposits for the day. To print the Bank Deposit Form, select the “Deposit Form” option
from the Reports menu. The following screen will display:

Enter the amount of cash you want to add to the deposit. If you are not adding a cash amount to
the deposit place a 0 in the field or leave it blank. Enter your bank’s name and your account
number in the fields provided if desired. Press the OK button and you will see the following
screen.
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NOTE:
For an item to appear on the Deposit Form report, you must make sure that the
payment billing code used to enter the payment has the word “check” in the
description of the code.
Once your check payment codes have been set up properly, you can print a deposit sheet for the
day.
The Value field of the first line will always list today’s current date. You can select print to view
today’s list of checks or you can modify field to another date to view a list of checks from that
day.
NOTE:
You have the ability to modify the DEPOSIT report format in the Design Custom Forms
area if you would like.
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SQL Queries
Your AltaPoint software gives you the ability to query the data within the system. For those
familiar with the Structured Query Language (SQL), AltaPoint gives you a facility from within
the program to view your data. There are some limitations to the operations that can be
performed from this facility. Not all SQL commands are supported although many are. Also,
SQL commands that would attempt to change the structure of the database have been prohibited
for your safety.
To work with SQL from within AltaPoint, select “SQL Queries” from the Reports menu. You
will see the following screen.

NOTE:
The options at the bottom of the screen allow you to open, run and save queries as well as print
your query results.
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Custom Reports
Column-Style Reports
Custom reports can be designed as column-style or form-style reports. Column-style reports are
used to format data in rows and columns on the page. To create a column-style report, select
Design Custom Report from the Reports menu of the command window. The Custom Reports
lookup form will display.

The Custom Reports lookup form lists all of the custom reports created by you. To create a new
report, select the New button. The form on the next page will display.
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Report Code
Enter up to 10 characters to uniquely identify the report.

Description
Enter up to 40 characters to describe the report being created.

Report Type
Check the Column Style option to create a report with data organized in rows and
columns.
When you have completed this form, select OK. The Design Column Report form shown on the
following page will display:
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Selecting Files
The first task in creating a custom report is to select the data files you would like to include. You
can build simple reports using just one file or more complex "relational" reports using several
data files. AltaPoint's custom report writer is said to be a "relational" report writer because it
gives you the ability to create reports using multiple files and to define the rules as to how each
file "relates" to other files in the report.

Primary File
Select the file that contains the main or "lowest detail" data for the report. Selecting the
drop-down control provides a list of all data files to choose from.

Index
Most data files are indexed based on a key field (such as Client Code, or Invoice
Number). Because many of the data files have more than one index, this field is provided
to give you to choice of how you would like the primary data sorted on the report.
Select this drop-down control to display the available indexes for the primary file
selected above.
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Related Files
If you are creating a simple report using only one file, you do not need to enter any related file
information and can proceed to the next topic in this section titled Columns Properties.
To add another file to the report, you must be able to create a logical link between the new file
(child file) and a file already defined in the report (parent file). To create a link or "relation"
between the two files, the files must contain a common data element or field (i.e. Invoice
Number). In addition, the "child" file must be indexed on the common field. See Appendix A for
the format of each data file and the key fields available.

File 1-5 (Child Files)
Enter the name of the "child" file you wish to add to the report.

Key Field (Child Key)
Enter the field name from the "child" file that can be related to a like field in the "parent"
file. Select the drop down control to view a list of fields in the "child" file. Remember
that the "child" file must be indexed on this common field. See Appendix A for the
format of each data file and the key fields available.

Related to File (Parent File)
Specify the "parent" file to which you would like the new "child" file linked.
File 1 can be related only to the Primary File.
File 2 can be related to the Primary File or File 1.
File 3 can be related to the Primary File or Files 1 or 2.
File 4 can be related to the Primary File or Files 1 - 3.
File 5 can be related to the Primary File or Files 1 - 4.

Related Key Field
Enter the field name from the "parent" file that corresponds to the Key field of the "child"
file. Select the drop-down control to view a list of all data fields in the related file.
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Column Properties
Once you have selected the files to include in your report, select the Column Properties tab on the
Design Custom Report form.

Select the Add button to add a new column to the report. A column with the caption of
"undefined" will appear in the Report Columns window. Enter the following information to
define the report column:

File
Enter the file name containing the data for this column. Select the drop-down control to
view a list of files defined for this report.

Field
Enter the field name for the data element to be printed in this column. Use the dropdown control to view a list of all fields defined for the file selected.
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Alignment
Select whether the data should be left justified, centered, or right justified within the
column margins.

Font
Use the lookup button to the right of this field to select the name, size, and style of the
font to use for this column. You may leave this field blank to use a default font.

Column
Once you have defined more than one column, you can use this field to change the order
of this column in the report.

Width
Specify the width of this column in inches.

Subtotal this column on a change in column:
For columns containing numeric data, you can have the report subtotal the column when
the data in another column changes (or at the end of the report). To do this, specify the
column that contains the data that must change in order for a subtotal to print.
If this option is selected for a non-numeric column, the system will print a subtotal count
of records printed.

Grand total
For columns containing numeric data, specify if you would like to have a grand total
printed at the end of the report for the column.
If this option is selected for a non-numeric column, the system will print a count of all
records printed.
Once you have defined each column on the report, select the Column Titles tab on the Design
Custom Report form.
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Column Titles
Enter column titles for your report by: 1) highlighting the desired column in the Report Columns
section on the left-hand part of the screen; and 2) entering the desired heading information in the
Column Titles section on the right-hand part of the screen.
Enter the following information for each column:

Column Title 1,2 and 3
You can enter up to three lines of description for each column.
Note: You can enter /- (forward slash, hyphen) to have a line drawn across the column.
You may wish to enter /- as the Column Title 3 to underscore the column title.

Font
Use the lookup button to the right of this field to select the name, size, and style of the
font to use for this column's titles. You may leave this field blank to use a default font.
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Alignment
Select whether the column title should be left justified, centered, or right justified within
the column margins.
Once you have defined the column titles for the report, select the Report Headings tab on the
Design Custom Report form.

Report Headings

You can have up to 6 lines of heading information to print at the top of your report. Enter the
information shown on the following page to define a report heading.
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Heading 1 - 6
Enter the text you would like to print for each heading line. This may include your
Practice name or a description of the report.
Note: Entering the text [page] (with brackets) will cause the current page number to
print on the line selected. Entering the text [date] will cause the current date to
print on the line selected.

Font
Use the lookup button to the right of this field to select the name, size, and style of the
font to use for this heading line. You may leave this field blank to use a default font.

Alignment
Select whether the heading line should be left justified, centered, or right justified within
the report margins.
Once you have defined your Report Headings, select the Margins tab on the Design Custom
Report form.
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Report Margins

Specify your report margins in inches. For example, enter 1.25 for one and one quarter inches.
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Filters

A filter allows you to limit the data included in the report based on the value of one or more
fields. The use of data filters is optional. Furthermore, you have the option of changing these
filters at the time you print the report. To specify a data filter, enter the following information:

File
Enter the file name containing the data to be filtered. Select the drop-down control to
view a list of files defined for this report.

Field
Enter the field name for the data element to be filtered. Use the drop-down control to
view a list of all fields defined for the file selected.
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Compare with
Select the drop-down control to select the manner to evaluate the selected field. The
options available are:
•
•
•
•
•

Equal to
Not equal to
Greater than
Less than
Contains

Value
Enter the value to be used to evaluate the selected field.
For example, if you wanted this report to only include clients with a balance greater or equal to
$100, you would use the following filter:
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File

Field

Compare with

Value

Client

BALANCE

Greater Than

99.99

Printing Custom Reports

Printing Custom Reports
The Print Custom Reports form is used to print reports previously defined by you in the system.

Report Code
Enter the report code to print.
To view a list of reports previously defined by you, select the lookup button
displayed to the right of this field or select this field and press [F5].

Filter Data
Check the Filter Data box if you wish to limit the data to be included on this report. You
can define up to 5 different "Filters" for the report.
For example, if you are printing a client list for all clients that reside out of state and your
home state is California, you would enter the following filter:
File
Field
Compare with
Value

Client
State
Not Equal to
CA

Preview
Select the Preview button to view the report to screen. You can then print the report from
the preview.

173

AltaPoint Veterinary Practice Management

Form Style Reports, Labels and Statements
Custom reports can be designed as column-style or form-style reports. To create a form-style
report, select Design Custom Report from the Reports menu of the command window. The
Custom Reports lookup form will display.

The Custom Reports lookup form lists all of the custom reports created by you. To create a new
report, select the New button. The form on the next page will display.
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Report Code
Enter up to 10 characters to uniquely identify the report.

Descriptions
Enter up to 40 characters to describe the report being created.

Report Type
Check the Form/Label Style option for forms and labels. Check the Client Statement
option for statements and invoices.
When you have completed this form, select OK. The Design Custom Form window shown on
the following page will display.
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Selecting Files

The first task in creating a custom report is to select the data files you would like to include. You
can build simple reports using just one file or more complex "relational" reports using several
data files. AltaPoint's custom report writer is said to be a "relational" report writer because it
gives you the ability to create reports using multiple files and to define the rules as to how each
file "relates" to other files in the report.

Primary File
Select the file that contains the main or "lowest detail" data for the report. Selecting the
drop-down control provides a list of all data files to choose from.

Index
Most data files are indexed based on a key field (such as Client Code, or Invoice
Number). Because many of the data files have more than one index, this field is provided
to give you to choice of how you would like the primary data sorted on the report.
Select this drop-down control to display the available indexes for the primary file
selected above.
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Related Files
If you are creating a simple report using only one file, you do not need to enter any related file
information and can proceed to the next topic in this section titled Line Detail.
To add another file to the report, you must be able to create a logical link between the new file
(child file) and a file already defined in the report (parent file). To create a link or "relation"
between the two files, the files must contain a common data element or field (i.e. Invoice
Number). In addition, the "child" file must be indexed on the common field. See Appendix A for
the format of each data file and the key fields available.

File 1-5 (Child Files)
Enter the name of the "child" file you wish to add to the report.

Key Field (Child Key)
Enter the field name from the "child" file that can be related to a like field in the "parent"
file. Select the drop down control to view a list of fields in the "child" file. Remember
that the "child" file must be indexed on this common field. See Appendix A for the
format of each data file and the key fields available.

Related to File (Parent File)
Specify the "parent" file to which you would like the new "child" file linked.
File 1 can be related only to the Primary File.
File 2 can be related to the Primary File or File 1.
File 3 can be related to the Primary File or Files 1 or 2.
File 4 can be related to the Primary File or Files 1 - 3.
File 5 can be related to the Primary File or Files 1 - 4.

Related Key Field
Enter the field name from the "parent" file that corresponds to the Key field of the "child"
file. Select the drop-down control to view a list of all data fields in the related file.
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Line Detail
Once you have selected the files to include in your report, select the Line Detail tab on the Design
Custom Form window.
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The Line detail tab is where you select the form margins, fonts, text, and data elements to print on
the form.

Selecting Margins
Margins are specified as follows:
[MARGIN]
Top = .5
Bottom = .5
Left = 1
Right = 1
[END MARGIN]

The above text between [MARGIN] and [END MARGIN] constitutes a report "section."
Margins are entered as inches. Here we have selected 1/2-inch margins for the top and bottom of
the page. We have selected a 1-inch left margin and 1-inch right margin.

Selecting Fonts
In the fonts section you specify all of the Windows fonts that you will use in the form.
Fonts are entered in the format of:
Font N = Font Name, Point Size, Style
For example:
[FONTS]
Font 1 = Arial, 10, Normal
Font 2 = Times Roman, 10, Bold
Font 3 = Times Roman, 12, Bold + Italic + Underline
[END FONTS]

Entering Text and Data Fields
The form detail section is used to enter any data fields (as well as free-form text). The form detail
section is defined as:
[FORM DETAIL]
.
.
.
[END FORM DETAIL]
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Within the Form Detail section, data fields are entered in the following format:
[File Name:Field Name, Column Position, Row Position, Width, Justification]
File Name

Designates a file previously defined on the Files tab.
Note: The File Name parameter may be omitted if the desired file is
the primary file.

Field Name

Enter the field name from the file selected above. See Appendix A
for a list of available field names for the file selected.
Note: To format simple text such as a field caption, you can enter
the text inside of double quotes (i.e. "Patient ID") instead of entering
a File Number and Field Name.

Column Position

Enter the column position in inches from the left margin for the field.
If this parameter is omitted, the field will print next to the previous
text printed on the line.

Row Position

Enter the row position (vertical) in inches from the top margin for
the field. If this parameter is omitted, the field will print on the same
line as the text in the previous command.

Width

Enter the width in inches for the field. This parameter is optional
and may be used to truncate (shorted) text to fit into a space on the
report. You can also use the width parameter in conjunction with the
Justification parameter (below) to justify the field within a desired
width.

Justification

This parameter is optional and may be used to justify the field using
the width parameter above. Enter:
Left = Left Justify
Center = Center Text
Right = Right Justify

Semi-Colon (;)
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The semi-colon indicates a line return. The use of semi-colons can
take the place of entering row positions for each data field and is
optional. (See the examples on the following pages to see that the
row position has been omitted on most fields.)
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Example:
[Client:ClientName, 0, 3, Left, Font 1];
Use double quotes to specify plain text instead of a data field:
["Statement of Account", 0, 7, Center, Font 3];
You can combine fields with other fields and text by using the '+' symbol:
[Client:City + ", " + Client:State + " " + Client:Zip, 0, 6.5, Left, Font 1];
You can also use the following special commands:
\\=
[Page]
;
[End Page]

Draw a single line across the width of the field.
Draw double lines across the width of the field
The current page number.
Use the semi-colon to indicate the end of a line.
Start a new page.

The fields you can print depend on the file selected. The files you can access depend on the
section in which they are defined. For a list of fields for each file, see Appendix A in this
manual.
Two special sections are used for mailing labels. The are:
[LABEL SHEET]
Width = (the width in inches of the sheet of labels i.e. 8.5 for 8 and 1/2 inches)
Height = (the height in inches of the sheet of labels i.e. 8.5 for 8 and 1/2 inches)
Labels Across = (the number columns of labels across the sheet)
Labels Down = (the number of rows of labels down the sheet)
[END LABEL SHEET]
[LABEL MARGINS]
Top = (the top margin in inches to use for each individual label printed i.e. .25 for 1/4 inch)
Left = (the left margin in inches to use for each individual label printed i.e. .25 for 1/4 inch)
[END LABEL MARGINS]
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The following example shows a complete label format for client labels. The labels are printed on
a sheet with labels 3 across and 10 down.
[MARGINS]
Top = .5
Bottom = .5
Left = .75
Right = .75
[END MARGINS]
[LABEL SHEET]
Width = 8.5
Height = 11
Labels Across = 3
Labels Down = 10
[END LABEL SHEET]
[LABEL MARGINS]
Top = .25
Left = .25
[END LABEL MARGINS]
[FONTS]
Font 1 = Arial , 10, Normal
Font 2 = Arial , 10, Bold
[END FONTS]
[FORM DETAIL]
[Client:ClientName, 0, 2.5, Left, Font 2];
[Client:Address1 + " " + Client:Address2, 0, 2.5, Left, Font 1];
[Client:City + ", " + Client:State + " " + Client:Zip, 0, 2.5, Left, Font 1];
[END FORM DETAIL]
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Within the Statement, Ledgers and Aging Formats section, data fields are entered in the same
manner as identified above for Form Style reports. However, when drawing a box or defining
the size of an image the fields are entered in the following format:
[File Name:Field Name, Horizontal Start Position, Vertical Start Position, Field Width,
Field Depth, Line Weight, Print Color, Display Color]
File Name

Designates the file from which you will you will “grab” a field from.

Field Name

Enter the field name from the file selected above.
Note: To format simple text such as a field caption, you can enter
the text inside of double quotes (i.e. "Patient ID") instead of entering
a File Number and Field Name.

Horizontal
Start Position

Enter the column position in inches from the left margin for the field.
If this parameter is omitted, the field will print next to the previous
text printed on the line.

Vertical

Enter the row position (vertical) in inches from the top margin for
the field. If
this parameter is omitted, the field will print on the same line as the
text in the previous command.

Start Position

Field Width

Enter the width in inches for the field. This parameter is optional
and may be used to truncate (shorted) text to fit into a space on the
report. You can also use the width parameter in conjunction with the
Justification parameter (below) to justify the field within a desired
width.

Field Depth

Enter the vertical depth in inches for the field. This parameter is
optional. This field is particularly useful in drawing boxes on a
form or defining the size of an image. See the “MEDCLAIM” form
for an example of how this field is used for drawing boxes.

Line Weight

This parameter dictates how heavy of a line will be drawn. The
number 1 is a thin line, the number 4 is a significantly thicker line.
This parameter is most useful in drawing boxes.

Print Color

This parameter dictates the color the field will use when the report is
printed.
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Display Color

This parameter dictates the color the field will use when the report is
previewed to the screen.

Semi-Colon (;)

The semi-colon indicates a line return. The use of semi-colons can
take the place of entering row positions for each data field and is
optional. (See the examples on the following pages to see that the
row position has been omitted on most fields.)

Example:
[{Box,3.5,1.5,0.75,3,1,Black,Silver}]
Use double quotes to specify plain text instead of a data field:
["Statement of Account", 0,, 7, Center, Font 3];
You can combine fields with other fields and text by using the '+' symbol:
[Patient:City + ", " + Patient:State + " " + Patient:Zip, 0,, 6.5, Left, Font 1];
You can also use the following special commands:
[Page]
;
[End Page]
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Special Sections for Custom Statements and
Invoices
Because of the special processing needs of client statements and invoices, the following
additional sections are provided for these types of custom forms.
[FIRST PAGE TITLE]
[PAGE TITLE]
[CLIENT NAME]
[HEADINGS]
[BALANCE FORWARD]
[INVOICE DETAIL]
[STATEMENT TOTALS]

With these special report sections, there are some special fields defined for printing totals and
other information. These fields are entered by typing the special field name in the following
format:
{FIELDNAME}

For example, the special field {Balance} is used to print the total client balance on the invoice or
statement being printed.
The following provides a detailed list of the data files, and special fields available for each of
these special sections.
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Section Name

Available Files

Notes

[FIRST PAGE TITLE]

Practice, Client

Printed at the top of the first statement
page.

[PAGE TITLE]

Practice, Client

Printed at the top of every page but the
first page.

[CLIENT NAME]

Practice, Client

Printed after the [FIRST PAGE TITLE]
or [PAGE TITLE] sections (optional).

[HEADINGS]

Practice, Client

Printed after the [CLIENT NAME]
section on each page. This section
is usually used to print column
headings (optional).

[BALANCE FORWARD]

Printed if you select the Balance
Forward option when printing the
statement.
This section will print before any
charges on the statement. Use the
special field {Balance Forward}
to access the client's balance
forward amount.

[INVOICE DETAIL]

Patient, Invoice,
Patient, Detail

Printed for each charge or payment
on the invoice or statement.

[STATEMENT TOTALS]

Client

Printed after all current billing
detail. Use these special fields:
{Aging 1} = Current billing
{Aging 2} = > 30 days
{Aging 3} = > 60 days
{Aging 4} = > 90 days
{Balance} = Total balance.

[PAGE BREAK]

This command may be used
within any section to start a
new page.

[END]

This command marks the end
of a section.
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The following example shows the complete format of the standard statement included with
AltaPoint.
[FIRST PAGE TITLE]
[Practice:Name, 0, 7, Center, Font 4];
;
[Practice:Address1, 0, 7, Center, Font 6];
[Practice:Address2, 0, 7, Center, Font 6];
["TELEPHONE: " + Practice:Phone, 0, 7, Left, Font 6]
[Practice:City + ", " + Practice:State + " " + Practice:Zip, 0, 7, Center, Font 6]
["FACSIMILE: " + Practice:Fax, 0, 7, Right, Font 6];
["\-", 0, 7, Left, Font 2];
;
;
[END FIRST PAGE TITLE]
[PAGE TITLE]
[END PAGE TITLE]
[CLIENT NAME]
[Client:ClientName, 0, 7, Left, Font 2] [{Page}, 0, 7, Right, Font 1];
[Client:Address1 + " " + Client:Address2, 0, 7, Left, Font 2];
[Client:City + ", " + Client:State + " " + Client:Zip, 0, 7, Left, Font 2];
;
[END CLIENT NAME]
[HEADINGS]
["Statement of Account", 0, 7, Center, Font 3];
[{Today}, 0, 7, Center, Font 1];
;
;
["Date", 0, 1, Left, Font 2]
["Patient", 1,1, Left, Font 2]
["Invoice", 2,1, Left, Font 2]
["Description", 3,3, Left, Font 2]
["Amount", 6, 1, Right, Font 2];
["\-", 0, 7, Left, Font 2];
[END HEADINGS]
[BALANCE FORWARD]
["Balance Forward", 3, 3, Left, Font 2]
[{Balance Forward}, 6, 1, Right, Font 1];
[END BALANCE FORWARD]
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[INVOICE DETAIL]
[Detail:Date, 0, 1, Left, Font 1]
[Patient:Name, 1, 1, Left, Font 1]
[Detail:Invoice, 2, 1, Left, Font 1]
[Detail:Desc, 3, 3, Left, Font 1]
[Detail:Extended, 6, 1, Right, Font 1];
[Detail:Notes, 3, 3, Left, Font 1];
[END INVOICE DETAIL]
[STATEMENT TOTALS]
["\-", 0, 7, Right, Font 2];
["Current", 0, 1, Right, Font 1]
["> 30 Days", 1, 1, Right, Font 1]
["> 60 Days", 2, 1, Right, Font 1]
["> 90 Days", 3, 1, Right, Font 1]
["Balance", 6, 1, Right, Font 1];
[{Aging 1}, 0, 1, Right, Font 1]
[{Aging 2}, 1, 1, Right, Font 1]
[{Aging 3}, 2, 1, Right, Font 1]
[{Aging 4}, 3, 1, Right, Font 1]
[{Balance}, 6, 1, Right, Font 1];
["\=", 6, 1, Right, Font 2];
[END STATEMENT TOTALS]
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Filters

A filter allows you to limit the data included in the report based on the value of one or more
fields. The use of data filters is optional. Furthermore, you have the option of changing these
filters at the time you print the report. To specify a data filter, enter the following information:

File
Enter the file name containing the data to be filtered. Select the drop-down control to
view a list of files defined for this report.

Field
Enter the field name for the data element to be filtered. Use the drop-down control to
view a list of all fields defined for the file selected.
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Compare with
Select the drop-down control to select the manner to evaluate the selected field. The
options available are:
•
•
•
•
•

Equal to
Not equal to
Greater than
Less than
Contains

Value
Enter the value to be used to evaluate the selected field.
For example, if you wanted to print labels for those clients in the city of Midvale, you would use
the following filter:
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File

Field

Compare with

Value

Client

CITY

Equal to

Midvale

Graphical Report Writer

Using the Graphical Report Writer
Editing Form-Style Reports (Edit Format button)
Your AltaPoint software has a graphical report writer that can be used when creating Letters,
Labels, Insurance Claims, Statements, Ledgers and other similar reports. This report writer will
help you design and edit reports for your use. One of the easiest ways to learn about the report
writer is to work with any of the form-style reports that have been preinstalled in your software.
You may want to make a copy of an original report and modify the copy so that the original
report does not become damaged.
You can modify and view a rendered version of your Form Style report by selecting the Edit
Format button from the Design Custom Reports option on the Reports menu. The example
shown below is of the NEW PATIENT LETTER (LETTER1) that comes with your software.
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Editing Fields
Notice the fields shown in gray. These are fields that can be selected then modified. You can
click your right mouse button on any field to show a list of options for use in modifying the field.
When you right-click on An existing field you will be shown the following screen:

These options are discussed below.

Properties (F5 shortcut key)
The Properties option identifies all of the details of the selected field. The Properties
screen appears as follows:
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Section field
The Section field identifies which section the field appears in when viewed from
the Form Detail View. These sections are defined previously in this manual.
Data Field checkbox
The Data Field checkbox, when checked, identifies this item as a data field.
When it is left unchecked the item is treated as simple text.
When this checkbox is checked the screen identifies the Data File and the Field
Name that is being used for this item. (A list of Data Files and Field Names is
provided later in this manual.)
When this checkbox is left unchecked the screen displays the text without any
field information.
Position
The Position box identifies the physical position of the selected item on the form
or page. You can identify the Left and Top position as well as the length of the
field in the boxes provided. Enter the number in inches for each setting. You
can also enter the justification or position for the field (Left, Right or Center.)
Font
The Font box allows you to define the font attributes for the selected item. Select
the Name, Size, Style and Color for the item.
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Show Form Detail (F9 shortcut key)
While looking at the Form Designer screen, with an item selected, you can press the F9
key on your keyboard or select the Show Form Detail option from the list to see the
actual programming of the form. You will be taken directly to the line of text in the
report that contains the selected item. This view is often very useful in editing a report.
When you select this option, you will see the text detail of the report. A sample section
of a report is shown below as an illustration.
[Practice:Address1, 0,, 6.5, Center, Font 2];
[Practice:Address2, 0,, 6.5, Center, Font 2];
["TELEPHONE: " + Practice:Phone,0.000,0.000,1.500,LEFT,Font 2]
[Practice:City + ", " + Practice:State + " " +
Practice:Zip,1.750,0.000,3.000,CENTER,Font 2]
["FACSIMILE: " + Practice:Fax,5.000,0.000,1.500,RIGHT,Font 2];
["\-",0.000,0.000,6.500,LEFT,Font 2];
From this view you can edit the text of the report in any way you desire. A discussion of
the fields and text items shown above can be found in the Custom Report Writer sections
of this manual.

Show Component Toolbar (F11 shortcut key)
The Show Component Toolbar option brings to the top of the screen a toolbar that
appears below:

This toolbar is used in creating new fields on a report. The “A” button creates text or
fields. The “Box” button allows you to draw boxes on a form. The “Symbols” button
allows you to enter an image or picture on your form.
See the next section entitled “Entering a New Field” to see an explanation of these
options.
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Undo, Save and Exit
The Undo option allows you to “undo” your last command in case you’ve made an error.
You can also press the “Ctrl + Z” keys as a shortcut for this command.
Press the Save option to save the current report or form.
Press the Exit option to exit the form designer.

Align to Grid
This option will align the selected field to an invisible grid. This will help you align a
field to other fields on the screen both horizontally and vertically.

Bring to Front
This option will bring the selected item to the forefront of any other items that physically
overlap it on the page.

Send to Back
This option will send the selected item behind any other items that physically overlap it
on the page.

Align
The Align option helps you align two or more items in a similar fashion. Use this option
when you want two or more items to be aligned similarly on the page. In order to use this
option you must first select the items on the page that you want to align together. Do this
by pressing the Shift key on you keyboard while clicking on each item you want to align
together. Each time you click a new item it will be selected along with the other items
previously selected. Once you have selected each item you want to be aligned together,
move your mouse over one of the selected items and click the right mouse button, then
select “Align.”
The following screen will appear:
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Now you can select the Horizontal and Vertical positioning that you want all the selected
items to have in common. Press the OK button to complete the alignment.

Size
Like the Align option above, the Size option allows you to size several selected items
similarly. In order to use this option you must first select the items on the page that you
want to size similarly. Do this by pressing the Shift key on you keyboard while clicking
on each item you want to size. Each time you click a new item it will be selected along
with the other items previously selected. Once you have selected each item you want to
be sized similarly, move your mouse over one of the selected items and click the right
mouse button, then select “Size.”
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The following screen will appear:

Use these options to size all the selected items similarly. Note that the Width and Height
parameters should be specified in hundreds of an inch. In other words, entering the
number 100 is roughly equal to 1 inch.

Scale
The Scale option allows you to scale the entire report either larger or smaller than what is
currently on the screen. The report is already displayed at 100% by default. Entering a
number larger or smaller than 100 will resize the display accordingly.

Entering a New Field
Show Component Toolbar (F11 shortcut key)
The Show Component Toolbar option brings to the top of the screen a toolbar that
appears below:
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This toolbar is used in creating new fields on a report. The “A” button creates text or
fields. The “Box” button allows you to draw boxes on a form. The “Symbols” button
allows you to enter an image or picture on your form.
Creating a new Text or Field (“A” button)
When you select the “A” button, a new field will be entered on the form at the
position where you next click the mouse. The field appears as follows:

You can right-click on this item and work with the properties of the text or field
as shown above in the properties section.
Creating a Box or Line
When you select the “Box” button, a new box will be entered on the form at the
position where you next click the mouse. The box will first appears as follows:

You can immediately resize the box by dragging with your mouse any one of the
dots on the perimeter of the box. You can also right-click on the box to change
the properties of the box. The properties box is displayed below:
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You can modify all of these properties to create the box or line you desire.

199

AltaPoint Veterinary Practice Management
Inserting a Image or Picture
When you select the “Symbols” button, a new box will be entered on the form at
the position where you next click the mouse. The field appears as follows:

You can immediately resize the image by dragging with your mouse any one of
the dots on the perimeter of the box. You can also right-click on the box to
change the properties of the image. The properties box is displayed below:

Select the “Load Image from File” option to identify the image you would like to
insert. An “Open” box will display allowing you to select the image.
You can modify the properties as identified in the Properties section discussed
above.
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Presentation Graphics
Your AltaPoint Software gives you the ability to display your practice’s productivity through a
graphical display. The software will produce bar charts and pie charts for these productivity
reports: Graph Billing by Employee, Receipts by Employee & Practice Analysis.

Graph Billing by Employee
To graph all client charges by doctor/employee, select Billing by Employee from the Graph
menu of the command window. The Graph Billing by Employee form will display.
Select the range of clients, invoices, employees, and transaction dates in the fields provided.
Leave these fields blank to include all billings. Select Preview to display the View Graph form.
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Pie Chart - 3D

While previewing the graph, you can change the graph type to one of the following:
Pie Chart
Bar Chart - Vertical
Pie Chart – With Labels
Bar Chart - Horizontal
The additional graph types are displayed on the following pages.
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Bar Chart - Vertical
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Pie Chart – With Labels
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Bar Chart - Horizontal
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Graph Receipts by Employee
To graph client payments by employee, select Receipts by Employee from the Graph menu of
the command window. The Graph Receipts by Employee form will display.

Select the range of clients, invoices, employees, and transaction dates in the fields provided.
Leave these fields blank to include all billings.
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Graph Practice Analysis
The practice analysis graph allows you to view all client charges by billing code. To view this
graph, select Practice Analysis from the Graph menu of the command window. The Graph
Practice Analysis form will display.

Select the range of clients, invoices, employees, and billing dates in the fields provided. Leave
these fields blank to include all billings.
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Utilities
The Utilities menu gives you access to several important features including Data File Backup and
Restore Options, Data File Management Options, Archiving Options and Exchanging Data
Options. Each of these areas is explained.

Utilities – Data File Backup and Restore Options. (See the sections entitled “AltaPoint Backup”
& “Restoring Files Backed up by the AltaPoint Program” earlier in this manual.)
Utilities – Data File Management Options.
Utilities – Archiving Options.
Utilities – Exchanging Data Options.
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Utilities – Data File Management Options
From the Utilities menu you have several options for working with your data files if you suspect
data damage or corruption. The options are Rebuild Indexes, Rebuild Data, Pack Data or Reset
Balances. Each is described below.

Rebuild Indexes
The Rebuild Indexes feature will recreate your data file indexes. A file index is basically
a sorted list of your data file. The index helps the system find specific records more
efficiently and quickly. Use this feature if your search lists appear to be out of order.

Rebuild Data
The Rebuild Data option is an all-encompassing rebuild. Using this option will rebuild
each data file in the system (that you select.) This rebuild will check for corrupt records
and attempt to repair them. This rebuild also rebuilds the indexes and resets the patient
balances, as described in this utilities section.
To run the rebuild, select Rebuild Data from the Utilities menu. The following screen
will appear.

You can select specific data files or choose to rebuild all data files. As noted at the
bottom of the screen, you should make a backup before proceeding with this utility.
209

AltaPoint Veterinary Practice Management
Making a backup before rebuilding your data files will protect you in the event the
rebuild finds corruption that it cannot fix. In this situation, the rebuild will offer you an
error message indicating that corruption has been found and that you may want to restore
from a recent backup. If you receive this message it is because the rebuild program
cannot repair the corrupted record and will delete it if you continue. For this reason the
message suggests that you may wish to restore from a recent backup that may not have
the data corruption.
This is a very useful utility. It generally does not need to be run on regular basis. Use it
when you suspect problems with your data. If you find yourself rebuilding your data
frequently, you may need to check your hardware for problems.

Pack Data
The Pack Data utility rewrites and condenses all of the data files. This utility will remove
any item that has been marked for deletion.

Reset Balances
The Reset Balances feature recalculates the patient balance on ledger tab of the patient
file. This balance is a stored balance that gets updated with each new transaction on the
patient’s account. It is possible for this balance to reflect incorrectly, if you suspect this,
run the Reset Balances utility. This utility goes through the transaction file and recalculates each patient balance based on the transaction in the system. This is the correct
balance.
NOTE:
Every statement, invoice and insurance claim is calculated as indicated above. In
other words, these forms do not take the amount listed on the patient file screen
for its balance, it will calculate it each time to ensure accuracy.

Update Forms Database
This utility can be used to restore any original AltaPoint reports that have been deleted or are
missing. Running this utility will not affect any custom report you have created. This utility is
also useful in restoring any original reports that you have modified but want to restore to its
original condition. To do this, simply delete the modified original report from the list then run
this utility. The system will recognize that the report is missing and restore it to its original
format. (The system recognizes its original reports by their respective Report Codes.)
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Utilities – Archiving Options
This functionality allows users to purge appointments and archive Invoices that have a zero
balance and are older than a date that you select. A backup may be performed from this screen
(and should be done) prior to running this feature if one hasn’t been performed recently. Press the
Backup button and refer to the Backup topic to use it. To run the Archiving feature, select this
option from the Utilities menu and the following will appear.

Purge Appointments Older Than
Enter a date into this field to completely eliminate appointment history records from the
beginning of time through the specified date. Press the OK button and the feature will delete the
appointment records.

Archive Paid Invoices Older Than
Enter a date into this field and press the OK button to run the utility. All paid Invoice
transactions that have a Billing Date before the date your selected will be moved to an archive
file. This will allow the data to be excluded from statements and reports. This feature will help
your system run quicker if your data has become very large. The archived records are placed in a
separate file apart from the remaining current records.
NOTE:
After performing this operation successfully, you should run the “Pack Data” option
from the “Utilities” menu to reclaim the hard drive space in the original Invoice file.
NOTE:
If you are using AltaPoint’s backup feature, your archived files will be included in each
backup.
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Reporting for Archived Records
Several reports, including the Transaction Journal, include a checkbox option labeled “Use
Archive Invoices”, shown below. Check this option when running reports to view the archived
data on the report.
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Utilities – Exchanging Data Options
This section addresses the following Utilities:

Laptop Synchronization
Interfacing with Quickbooks
Importing and Exporting data.
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Laptop Synchronization
NOTE:
The AltaPoint Laptop Synchronization module is sold separately. You will need to
purchase an Activation Key to use this synchronization utility. Call your local reseller or
AltaPoint at (888)258-2552 to obtain your Activation Key(s).
The Laptop Synchronization feature can be used to synchronize your laptop Altapoint data with
your main practice data on your office computer or network. It allows you to synchronize data
sets on multiple computers. An example could include syncing a dataset for a billing service’s
computer, or syncing data for a doctor’s laptop. In order to sync the data with another dataset, the
following conditions must exist.
1. The data sets must be identical to start.
2. Each computer with a dataset that is to be synced must have a Laptop Sync ID Number.
Lap Sync ID Numbers may be assigned starting with 1 through 99, to be entered into the
Laptop Sync ID field. This number will be assigned to chart numbers created on the
computer. This will allow other users to recognize the chart numbers when they are
synced on other computers. See chart numbering below for more information.
3. A datapath must be known for the main dataset path. This is to be entered into the
Desktop Path field.
4. A datapath must also be known for the laptop path. This is to be entered into the Laptop
Path field.
5. Once the datasets have been synced, changes that include new records in the selected
datasets will be updated.
6. The laptop must be able to connect to the other computer through the network. A drive
letter may be mapped to the laptop, or the user may use UNC (Universal Naming
Convention) to connect to the data. See the second picture example for another sample
datapath example: \\server\alta).
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Patient Chart Numbers
Patient Chart numbers use the following methodology:
Rich010001 (created on laptop with “1” Laptop Sync ID)
Rich000001 (created by desktop computer or on home network dataset)
The underlined portion of these chart numbers shows you where each chart number originated.
The 01 number shows that computer number 01 is where that chart was originally created.
Smit020001 would be originally created on a computer with 02 as the Laptop Sync ID.
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Desktop Path
The laptop or offsite computer setup requires that a Desktop path is entered. This tells the laptop
where the main set of data is located. A drive letter should either be mapped, or the network name
of the computer should be used to define the desktop/network data path.

Laptop Path
The laptop path is the dataset on the laptop where you would like changes to be synced from and
to. In other words, changes made on your laptop will appear in the main dataset, and changes in
the main dataset will appear in your laptop dataset.

Laptop Sync ID
Enter the Laptop Sync ID in this field. It should be a number from 1 – 99. Keep in mind that the
laptop sync ID number will appear as part of the chart number after the alpha portion of the
number.

Select Data Files
The data files that are selected or checked will be updated.

Backup
If this is a new method of connecting, you should probably create a backup before attempting to
synchronize the files. This will keep your files safe if there are any potential problems with your
laptop or network/desktop data.
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OK
Press the OK button to begin the synchronization.

Records capable of being synchronized
Clients
Patients
Custom Fields
Billings
Billing Codes (synchronized when Billings are selected)
Appointments
Tasks
Reminders
Images
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Interfacing with QuickBooks
AltaPoint includes a utility that allows you to post the transaction activity in AltaPoint to
QuickBooks, the popular bookkeeping software from Intuit, Inc. This feature provides a great
benefit to QuickBooks users by eliminating the need to enter transaction activity in each program.
There are two distinct methods that can be used to interface with QuickBooks. The first method
is a two step process by which an import file is created (1) then imported by the QuickBooks
application (2). (For users of any QuickBooks versions.)
The second method is a direct posting method whereby Quickbook transactions are directly
posted to accounts without having to create an import file. However, this posting method is still
invoked by you on a periodic basis. (This method is for users of QuickBooks versions 2003 and
higher – this option did not exist in prior QuickBooks versions.)
IMPORTANT NOTE:
You should make a backup of your AltaPoint and QuickBooks data before
proceeding with this feature as there is no automatic way to reverse a posting.

Preparing to Post to QuickBooks (both posting methods)
Follow these steps before posting to QuickBooks for the first time.
1.

It is recommended that you configure QuickBooks to use Account Numbers (rather than
Account Names). Select this option in QuickBooks by selecting the Preferences option from
the File menu. Select Accounting from the items displayed in the left margin of the
Preferences form. On the Accounting Preferences form, check the Use Account Numbers
box. By using account numbers rather than account names, you lessen the chance of mistyping a desired account when posting from AltaPoint.

2.

Create a new Accounts Receivable account to reflect the amount owed by AltaPoint
customers.
Note: It is important that you create this account as type "Other Current Asset" rather than
type "Accounts Receivable." This is because, any transactions posted to a
QuickBooks "Accounts Receivable" account requires the selection of a QuickBooks
customer. To avoid having to enter patients in both AltaPoint and QuickBooks, create
the AltaPoint Accounts Receivable account as type "Other Current Asset."
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3. In AltaPoint, enter the appropriate QuickBooks General Ledger number for each AltaPoint
Billing Code. A General Ledger number is nothing more than an account in your
QuickBooks chart of accounts list to which you would like AltaPoint transaction activity
posted. For example, the following table lists sample AltaPoint billing codes and
corresponding QuickBooks accounts:

AltaPoint
Billing Code
PAYMENT
14

Description
Patient Payment
Basic Exam

QuickBooks
Account
1010
4040

Description
Checking
Income - Calls & Exams

In the above example, you would enter the QuickBooks account number 1010 as the General
Ledger number for the AltaPoint billing code PAYMENT. In like manner, you would enter the
QuickBooks account number 4040 as the General Ledger number for the AltaPoint billing code
14.

Posting to QuickBooks Method #1 (Import File)
This method is for users of any QuickBooks version.

Create a QuickBooks Import File
After you have properly configured QuickBooks and AltaPoint as discussed above, you can post
your AltaPoint transaction detail to the QuickBooks bookkeeping program. To do this, select
Post to QuickBooks from the Utilities menu on the command window. The following form will
display:
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The following is a description of each field on the Post to QuickBooks form.

Accounts Receivable Account
Enter the QuickBooks Accounts Receivable account to reflect the amount owed by
AltaPoint customers.

Note: This account should have been created in QuickBooks as type "Other Current
Asset" rather than type "Accounts Receivable." This is because, any transactions
posted to a QuickBooks "Accounts Receivable" account requires the selection of a
QuickBooks customer. To avoid having to enter patients in both AltaPoint and
QuickBooks, create the AltaPoint Accounts Receivable as type "Other Current
Asset."

Default Income Account
Enter the default QuickBooks Income account to be used to record your income. When
you set up each AltaPoint Billing Code you can specify the QuickBooks account to which
you would like transaction activity to be posted. If while posting, AltaPoint finds a
billing code that does not have a corresponding QuickBooks account entered in the
General Ledger field, the default income account entered here will be used.
220

Quickbooks Interface

Default Bank Account
Enter the default QuickBooks bank account to be used to record patient payments. When
you set up each AltaPoint Billing Code you can specify the QuickBooks account to which
you would like transaction activity to be posted. If while posting, AltaPoint finds a
billing code that does not have a corresponding QuickBooks account entered in the
General Ledger field, the default bank account entered here will be used.

Post from Date
Enter the beginning date to be used for transaction activity to be posted.

Post to Date
Enter the ending date to be used for transaction activity to be posted.

Posting Method
Select “Create IIF Import File” for this method.

QuickBooks Import File
AltaPoint will automatically display a suggested file name to be used in creating a
QuickBooks import file. This file name is in the format of YYYYMMDD.IIF where
YYYY is the year, MM is the month, and DD is the day of today's date. Example
19981203.IIF for December 3, 1998.

Press the OK button to create the QuickBooks IIF file.

Importing an AltaPoint Posting file into QuickBooks
Once you have created an AltaPoint posting file as explained above, you can import the
transactions contained therein into QuickBooks. To do this, select “Import” from the File menu
on the QuickBooks main form. You will be prompted for a file name to import. Specify the
AltaPoint posting file created as explained in the previous section.
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Posting to QuickBooks Method #2 (Direct Posting)
(This method is for users of QuickBooks versions 2003 and higher – this option did not exist in
prior QuickBooks versions.)
You will prepare your QuickBooks and AltaPoint accounts exactly as outlined in Posting method
#1 above. Additionally you will need to run a one-time setup procedure to create a link between
your AltaPoint practice data and your QuickBooks data, version 2003 or higher.
First, open your QuickBooks program and open the company file you intend to use to receive
your AltaPoint data. Then, while QuickBooks is running, open your AltaPoint program to the
Post to QuickBooks option under the Utilities menu. The screen looks like this:

Enter your account numbers as described in method #1 above. (the screen above is only an
example.) Make sure the Posting Method is set to “Post Directly.” Then enter the exact path to
your QuickBooks Company File, including the company file name. Then press the OK button.
At this point, QuickBooks is receiving authentication information from your AltaPoint program.
You should receive the following screen:
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When you receive this screen, select the “Yes, Always” button. Next, you will receive the
following screen:
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Select the Yes button to confirm the request. This will only need to be set up one time. Upon
selecting the Yes button on this screen, QuickBooks will attempt to post your AltaPoint data
according to the settings on your AltaPoint screen. You may receive errors if the accounts you
identified in your AltaPoint “Post to QuickBooks” screen do not exist in QuickBooks or are typed
wrong. You can fix your errors and attempt to re-post.
The last step involves giving you the right to log into your QuickBooks files on an ongoing basis.
Open your QuickBooks program and select the “Customize Desktop” option from the View menu
item.

Select the Integrated Applications Icon from the icons at the left of the screen, then select the
“Company Preferences” tab. Now you should see the screen above. Select the Properties button
to receive the following screen:
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Place a checkmark in the “Allow this application to login automatically” checkbox. Leave the
login as “Admin.” Then press the OK button to finish the task.

Posting to Quickbook on a regular basis
Even with posting method #2 (direct to QuickBooks,) you will need to invoke this posting
operation on a periodic basis. Some choose to do this daily or weekly, others only do it monthly.
Whatever you choose, backup your AltaPoint and QuickBooks data prior to running your posting
operation, as there is no other quick way to reverse a posting. You will find that AltaPoint will
retain your settings so that you will not have to reenter them each time you post.
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Import / Export Utilities
Your AltaPoint software comes equipped with utilities that allow you to import and export data to
and from the software. These options can be accessed from the Utilities menu. The files that can
be imported and exported are listed below:

Data02
Data03
Data04
Data05
Data06
Data07
Data09
Data10
Data11
Data12
Data16
Data17

Employees
Clients
Contacts
Species
Patients
Appointments
Tasks
Billing Codes
Billing Summary
Billing Detail
Breeds
Recall
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Exporting Data
The export feature of your AltaPoint software is an excellent way to get a copy of your practice’s
data out of the system in text format. This feature is also extremely useful for illustrating what a
file should look like to be able to be imported successfully into AltaPoint. Files exported using
this utility are created in ASCII, comma delimited, text format.
To export an AltaPoint data file, select Export from the Utilities menu. The following screen will
display:

Click on the drop-down arrow at the end of the “AltaPoint Data File:” box to select the AltaPoint
data file you would like to export. Then enter a name by which the new file will be called. Press
the OK button to create the export file. (NOTE: The resulting data file will be placed in the same
folder as the AltaPoint data files. This is usually the “Alta” folder.)

Importing Data
The import utility is designed to be a one-time operation. You must import text information into
a blank AltaPoint data file. For example, if you are trying to import the patient file, there must
not be any patient records in the system. Otherwise, the program will give respond with an error
indicating that the file already contains data. You cannot append records using the import utility.
The easiest way to learn what the data of a specific file should look like is to export that same file
from AltaPoint. In other words, if you want to see what the patient file should look like you
should export the patient file from the AltaPoint system. You can view the resulting file from any
text editor or word processor.
It is not necessary to represent every field that AltaPoint exports. You must, however, indicate
the order in which the fields appear in the first line of the file. The example below shows how the
“Patient” file looks after being exported from AltaPoint. (As viewed through Windows Notepad.)
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Notice that the first line of text indicates the order in which the records below will follow. Notice
also that each field is separated from the next by a comma. All text fields are enclosed by
quotation marks. Blank text fields are indicated by two quotation marks “”, and separated by a
comma. Notice that the “Sky” record above has no WEIGHT amount listed and therefore has
only the two “” characters. Number and logical fields should not be enclosed by quotation marks.
(See Index A to get a list of fields for each importable data file.)
To import a file in AltaPoint, select Import from the Utilities menu. The following screen will
display:

Enter the name of the appropriate text file you have created in the “Import Text File:” box.
(NOTE: The file must reside in the same folder as the AltaPoint data files. This is usually the
“Alta” folder.) Then click on the drop-down arrow at the end of the “AltaPoint Data File:” box to
select the corresponding AltaPoint data file that will be imported.
EXAMPLE: If you have created a file called patient.txt that contains fields comparable to the
AltaPoint patient file, you would enter “patient.txt” in the “Import Text File:” box. Then you
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would select “Patient File” from the “AltaPoint Data File:” Press the OK button to begin
importing the records.
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Troubleshooting
Problem: “Invalid Floating Point Operation” or “Access to Table Disabled Because of
Previous Error.”
If you receive an error message that says “Invalid Floating Point Operation” or “Access
to Table Disabled Because of Previous Error” this generally indicates that your data has
been damaged and may now contain some corrupted records. These errors can occur for
a number of reasons including power failure or a dip in power level, hardware
malfunction, or improper shutdown of the computer.
Solution:

Attempt to “rebuild your data files” or restore from a recent backup.

You can attempt to rebuild your data files from the “Utilities” menu. This is not always
successful. If it is not successful, you will need to restore from a recent backup of your
data files.
At any given time your AltaPoint software may have several data files open for your use.
If power to the machine is interrupted, potential damage can occur to your files because
they have not been shut down properly. Surge protectors are important but are of no use
in the event of power dips (brown outs) or power loss. If you experience these conditions
frequently, you may consider purchasing a UPS (Uninterruptible Power Supply) device.
These devices act as a battery backup and ensure consistent power to your machine. In
the event of complete power loss they will give you enough time to properly shut down
your machine.

Problem:

“Printing in Progress” error message.

While trying to print you receive the error message “Printing in Progress.”
Solution:

Close out of your AltaPoint software, then re-enter the program.

This error can occur when a printing routine has been cancelled or is otherwise
interrupted. This can leave unprocessed information in the program or in the print buffer.
To clear this out, you must exit the program. Sometimes your printer will feed a sheet of
paper upon exiting the program.
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Appendix A
The files listed below comprise the data files of your AltaPoint software. The remainder of this
section identifies the fields associated with each file. A few files have been omitted because they
are either not importable or are used for maintenance only.

File Formats
Data01
Data02
Data03
Data04
Data05
Data06
Data07
Data08
Data09
Data10
Data11
Data12
Data13
Data14
Data15
Data16
Data17
Data18
Data19
Data20
Data21
Data22
Data23
Data24
Data25

Practice Information
Employee File
Client File
Contacts
Species
Patient File
Scheduler Appointments
Scheduler Locks
Tasks
Billing Codes
Invoice Header File
Billing Item Detail (Invoice Detail)
Report Options
Report Data
Custom Fields
Breeds
Recall
Memos
Estimate Headers
Estimate Detail
Patient File Images
Lookup Lists
Archived Invoices
Archived Transactions
Multi-User Locks
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Practice File
Data File Name:
Field
1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31
32
33
34
35
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Field Name
NAME
ADDRESS1
ADDRESS2
CITY
STATE
ZIP
PHONE
FAX
MAIL_PASS
AREA_CODE
LINE_OUT
SERIAL_NO
ACT_KEY
VERSION
LABEL_LM
LABEL_TM
LABEL_RM
LABEL_BM
LABEL_COL
LABEL_ROW
LABEL_FONT
LABEL_STYL
LABEL_SIZE
MESSAGE1
MESSAGE2
MESSAGE3
MESSAGE4
BILL_UNIT
BILL_ROUND
BILL_MIN
TAX_RATE
OPTIONS
OPTIONS1
GL_TYPE
GL_FILE

Type
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Character
Numeric
Numeric
Character
Character
Character
Character
Character
Character
Numeric
Numeric
Character
Character
Character
Character

Width
40
40
40
20
4
10
20
20
60
6
6
20
30
5
7
7
7
7
4
4
40
10
4
80
80
80
80
1
1
6
10
80
250
1
100

Dec

3
3
3
3

3
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Practice File - Continued
Field
36
37
38
39
40
41
42
43
44
45
46
47
48
49
50
51
52
53
54
55
56
57
58
59
60
61
62
63
64
65
66
67
68
69
70
71
72
73

Field Name
GL_AR
GL_BANK
GL_INCOME
GL_INV
GL_COGS
INV_COST
GRAPH1
GRAPH2
GRAPH3
GRAPH4
GRAPH5
GRAPH6
GRAPH7
GRAPH8
GRAPH9
GRAPH10
GRAPH11
GRAPH12
GRAPH13
GRAPH14
GRAPH15
GRAPH16
GRAPH17
GRAPH18
GRAPH19
GRAPH20
RX_WIDTH
RX_LENGTH
RX_LEFT
RX_TOP
RXFONTNAME
RXFONTSIZE
RXFONTSTYL
HDFONTNAME
HDFONTSIZE
HDFONTSTYL
ADMIN
HD_TEXT

Type
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Memo

Width
100
100
100
100
100
20
40
40
40
40
40
40
40
40
40
40
40
40
40
40
40
40
40
40
40
40
10
10
10
10
40
10
10
40
10
10
50
10

Dec
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Practice File - Continued
Field
74
75
76
77
78
79
80
81
82
83
84
85
86
87
88
89
90
91
92
93
94
95
96
97
98
99
100
101
102
103
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Field Name
CLIENT_NO
PATIENT_NO
DEL_RECALL
BACK_PATH
BACK_REM
TRAP_CR
BANK_NAME
BANK_ACCT
LIST0
LIST1
LIST2
LIST3
LIST4
LIST5
LIST6
LIST7
LIST8
LIST9
DS_DESKTOP
DS_LAPTOP
DS_SYNC_ID
DS_CLIENT
DS_PATIENT
DS_APPT
DS_TASK
DS_CODE
DS_BILLING
DS_RECALL
DS_IMAGE
PICTURE

Type
Logical
Logical
Logical
Character
Logical
Logical
Character
Character
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Character
Character
Numeric
Logical
Logical
Logical
Logical
Logical
Logical
Logical
Logical
Memo

Width
1
1
1
80
1
1
40
40
2
2
2
2
2
2
2
2
2
2
80
80
2
1
1
1
1
1
1
1
1
10

Dec
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Employee File
Data File Name:
Index File Name:
Notes File Name:
Key Field:
Field
1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31
32

DATA02.DBF
DATA02.CDX
DATA02.FPT
EMPLOYEE

Field Name
EMPLOYEE
TITLE
FIRSTNAME
MIDDLE
LASTNAME
ADDRESS1
ADDRESS2
CITY
STATE
ZIP
PHONE
PHONE_EXT
FAX
PHONE_CELL
PHONE_HOME
EMAIL
BIRTHDATE
SS
LICENSE
CUSTOM1
CUSTOM2
CUSTOM3
CUSTOM4
CUSTOM5
CUSTOM6
CUSTOM7
CUSTOM8
CUSTOM9
CUSTOM10
CUSTOM11
CUSTOM12
CUSTOM13

Type
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Date
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character

Width
10
30
30
1
30
40
40
20
4
10
20
6
20
20
20
60
8
15
20
40
40
40
40
40
40
40
40
40
40
40
40
40

Dec
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Employee File - Continued
Field
33
34
35
36
37
38
39
40
41
42
43
44
45
46
47

236

Field Name
CUSTOM14
CUSTOM15
CUSTOM16
CUSTOM17
CUSTOM18
CUSTOM19
CUSTOM20
ADMIN
NOTES
PICTURE
APPT_LEN
FIRST_APPT
LAST_APPT
PILOT_ID
PILOT_STAT

Type
Character
Character
Character
Character
Character
Character
Character
Character
Memo
Memo
Numeric
Numeric
Numeric
Numeric
Numeric

Width
40
40
40
40
40
40
40
200
10
10
4
4
4
11
11

Dec
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Client File
Data File Name:
Index File Name:
Notes File Name:
Key Field:
Field
1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31
32

DATA03.DBF
DATA03.CDX
DATA03.FPT
CLIENT

Field Name
CLIENT
COMPANY
CLIENTNAME
FIRSTNAME
MIDDLE
LASTNAME
ADDRESS1
ADDRESS2
CITY
STATE
ZIP
PHONE
PHONE_EXT
FAX
PHONE_CELL
PHONE_HOME
EMAIL
BIRTHDATE
SS
EMPLOYEE
FEE
FIRSTVISIT
LAST_DATE
CHARGES
PAYMENTS
BALANCE
BAL_FLAG
REFERRAL1
REFERRAL2
REFERRAL3
MEDIA
TYPE

Type
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Date
Character
Character
Numeric
Date
Date
Numeric
Numeric
Numeric
Logical
Character
Character
Character
Character
Character

Width
10
40
40
30
1
30
40
40
20
4
10
20
6
20
20
20
60
8
15
10
3
8
8
10
10
10
1
10
10
20
20
10

Dec

2
2
2
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Client File - Continued
Field
33
34
35
36
37
38
39
40
41
42
43
44
45
46
47
48
49
50
51
52
53
54
55
56
57
58
59
60

238

Field Name
CATEGORY
CUSTOM1
CUSTOM2
CUSTOM3
CUSTOM4
CUSTOM5
CUSTOM6
CUSTOM7
CUSTOM8
CUSTOM9
CUSTOM10
CUSTOM11
CUSTOM12
CUSTOM13
CUSTOM14
CUSTOM15
CUSTOM16
CUSTOM17
CUSTOM18
CUSTOM19
CUSTOM20
NOTES
PICTURE
PILOT_ID
PILOT_STAT
SYNC_ID
SYNC_REC
SYNC_STAT

Type
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Memo
Memo
Numeric
Numeric
Numeric
Numeric
Numeric

Width
10
40
40
40
40
40
40
40
40
40
40
40
40
40
40
40
40
40
40
40
40
10
10
11
11
4
10
4

Dec
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Contact File
Data File Name:
Index File Name:
Notes File Name:
Key Field:
Field
1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31
32

DATA04.DBF
DATA04.CDX
DATA04.FPT
CODE

Field Name
CODE
INDIVIDUAL
COMPANY
TITLE
FULLNAME
FIRSTNAME
MIDDLE
LASTNAME
ADDRESS1
ADDRESS2
CITY
STATE
ZIP
PHONE
PHONE_EXT
FAX
PHONE_CELL
PHONE_HOME
EMAIL
BIRTHDATE
SS
EMPLOYEE
CATEGORY
CUSTOM1
CUSTOM2
CUSTOM3
CUSTOM4
CUSTOM5
CUSTOM6
CUSTOM7
CUSTOM8
CUSTOM9

Type
Character
Logical
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Date
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character

Width
10
1
40
30
40
30
1
30
40
40
20
4
10
20
6
20
20
20
60
8
15
10
15
40
40
40
40
40
40
40
40
40

Dec
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Contact File - Continued
Field
33
34
35
36
37

240

Field Name
CUSTOM10
NOTES
PILOT_ID
PILOT_STAT
PICTURE

Type
Character
Memo
Numeric
Numeric
Memo

Width
40
10
11
11
10

Dec

Appendix

Species File
Data File Name:
Index File Name:
Key Field:
Field
1
2

DATA05.DBF
DATA05.CDX
CODE

Field Name
Type
CODE
Character
DESC
Character

Width
10
40

Dec
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Patient File
Data File Name:
Index File Name:
Notes File Name:
Key Field:
Field
1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31
32
242

DATA06.DBF
DATA06.CDX
DATA06.FPT
CODE

Field Name
CODE
CLIENT
EMPLOYEE
SPECIES
BREED
COLOR
WEIGHT
NAME
SEX
BIRTH_DATE
FIRST_DATE
LAST_DATE
DEATH
DECEASED
EUTHENIZED
CLIENT2
CLIENT3
CLIENT4
CLIENT5
CLIENT6
CLIENT7
CLIENT8
CLIENT9
CLIENT10
BILL1
BILL2
BILL3
BILL4
BILL5
BILL6
BILL7
BILL8

Type
Character
Character
Character
Character
Character
Character
Character
Character
Character
Date
Date
Date
Date
Logical
Logical
Character
Character
Character
Character
Character
Character
Character
Character
Character
Logical
Logical
Logical
Logical
Logical
Logical
Logical
Logical

Width
10
10
10
10
20
20
20
40
2
8
8
8
8
1
1
10
10
10
10
10
10
10
10
10
1
1
1
1
1
1
1
1

Dec
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Patient File - Continued
Field
33
34
35
36
37
38
39
40
41
42
43
44
45
46
47
48
49
50
51
52
53
54
55
56
57
58
59
60
61
62
63
64
65
66
67
68
69

Field Name
BILL9
BILL10
PERCENT1
PERCENT2
PERCENT3
PERCENT4
PERCENT5
PERCENT6
PERCENT7
PERCENT8
PERCENT9
PERCENT10
CUSTOM1
CUSTOM2
CUSTOM3
CUSTOM4
CUSTOM5
CUSTOM6
CUSTOM7
CUSTOM8
CUSTOM9
CUSTOM10
CUSTOM11
CUSTOM12
CUSTOM13
CUSTOM14
CUSTOM15
CUSTOM16
CUSTOM17
CUSTOM18
CUSTOM19
CUSTOM20
NOTES
PICTURE
SYNC_ID
SYNC_REC
SYNC_STAT

Type
Logical
Logical
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Memo
Memo
Numeric
Numeric
Numeric

Width
1
1
3
3
3
3
3
3
3
3
3
3
40
40
40
40
40
40
40
40
40
40
40
40
40
40
40
40
40
40
40
40
10
10
4
10
4

Dec
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Appointment File
Data File Name:
Index File Name:
Notes File Name:
Field
1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
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DATA07.DBF
DATA07.CDX
DATA07.FPT

Field Name
EMPLOYEE
DATE
TIME
LENGTH
DESC
CLIENT
PATIENT
ALARM
ALARM_LEAD
ALARM_UNIT
REPEAT
END_DATE
FREQUENCY
REPEAT_ON
DAY_OF_WK
HOLIDAY
MASTER
ITEM
BASE_ITEM
OFFSET
FLAG1
FLAG2
FLAG3
FLAG4
NOTES
PILOT_ID
PILOT_STAT
SYNC_ID
SYNC_REC
SYNC_STAT

Type
Character
Date
Numeric
Numeric
Character
Character
Character
Logical
Numeric
Numeric
Numeric
Date
Numeric
Numeric
Character
Character
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Memo
Numeric
Numeric
Numeric
Numeric
Numeric

Width
10
8
4
4
40
10
10
1
4
4
4
8
4
4
7
1
11
4
4
6
2
2
2
2
10
11
11
4
10
4

Dec

Appendix

Task File
Data File Name:
Index File Name:
Notes File Name:
Field
1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25

DATA09.DBF
DATA09.CDX
DATA09.FPT

Field Name
TASK
CLIENT
PATIENT
EMPLOYEE
DATE
PRIORITY
PRT_KEY
DONE
MASTER
ITEM
BASE_ITEM
OFFSET
REMINDER
REMIND_DAY
REMIND_DAT
FLAG1
FLAG2
FLAG3
FLAG4
PILOT_ID
PILOT_STAT
SYNC_ID
SYNC_REC
SYNC_STAT
NOTES

Type
Character
Character
Character
Character
Date
Character
Character
Character
Numeric
Numeric
Numeric
Numeric
Character
Numeric
Date
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Memo

Width
40
10
10
10
8
10
1
1
11
4
4
6
1
6
8
2
2
2
2
11
11
4
10
4
10

Dec
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Billing Code File
Data File Name:
Index File Name:
Key Field:
Field
1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31
32
33
246

DATA10.DBF
DATA10.CDX
CODE

Field Name
CODE
DESC
CODE_TYPE
TAXABLE
GRAPH_CAT
FEE1
FEE2
FEE3
FEE4
FEE5
FEE6
FEE7
FEE8
FEE9
FEE10
DISPENSE
COMPOUND
RCL_CODE
CODE1
CODE2
CODE3
CODE4
CODE5
UNITS1
UNITS2
UNITS3
UNITS4
UNITS5
VACCINE
VAC_MFG
VAC_SERIAL
VAC_TYPE
VAC_TAG

Type
Character
Character
Character
Logical
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Logical
Character
Character
Character
Character
Character
Character
Numeric
Numeric
Numeric
Numeric
Numeric
Logical
Character
Character
Character
Character

Width
10
40
1
1
2
10
10
10
10
10
10
10
10
10
10
10
1
10
10
10
10
10
10
11
11
11
11
11
1
20
20
20
20

Dec

2
2
2
2
2
2
2
2
2
2
2

5
5
5
5
5
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Billing Code File - Continued
Field
34
35
36
37
38
39
40
41
42
43
44
45
46
47
48
49
50
51
52
53
54

Field Name
VAC_INC
VAC_XDATE
VAC_EXPIRE
VAC_FREQ
RECALL
RCL_VALUE
RCL_FREQ
STD_COST
AVG_COST
INVENTORY
GL
GL_INV
GL_COGS
RX_LABEL
RX_TEXT
ON_HAND
REORDER
SYNC_ID
SYNC_REC
SYNC_STAT
NOTES

Type
Logical
Date
Numeric
Character
Logical
Numeric
Character
Numeric
Numeric
Logical
Character
Character
Character
Logical
Memo
Numeric
Numeric
Numeric
Numeric
Numeric
Memo

Width
1
8
4
1
1
4
1
10
10
1
20
20
20
1
10
11
11
4
10
4
10

Dec

2
2

5
5
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Invoice File
Data File Name:
Index File Name:
Key Field:
Field
1
2
3
4
5
6
7
8
9
10
11
12
13
14

248

DATA11.DBF
DATA11.CDX
INVOICE

Field Name
CLIENT
PATIENT
EMPLOYEE
INVOICE
DATE
CHARGES
PAYMENTS
TAX_RATE
TAXABLE
TAX
BALANCE
SYNC_ID
SYNC_REC
SYNC_STAT

Type
Character
Character
Character
Numeric
Date
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric

Width
10
10
10
10
8
10
10
10
10
10
10
4
10
4

Dec

2
2
5
2
2
2
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Invoice Detail File
Data File Name:
Index File Name:
Notes File Name:
Field
1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24

DATA12.DBF
DATA12.CDX
DATA12.FPT

Field Name
CLIENT
INVOICE
DATE
EMPLOYEE
CODE
PATIENT
DESC
AMOUNT
UNITS
DISPENSE
EXTENDED
TAXFLAG
TAXABLE
POSTED
INVENTORY
INV_POSTED
VAC_FLAG
VAC_MFG
VAC_TYPE
VAC_SERIAL
VAC_TAG
VAC_EXPIRE
VAC_RECALL
NOTES

Type
Character
Numeric
Date
Character
Character
Character
Character
Numeric
Numeric
Numeric
Numeric
Character
Logical
Logical
Numeric
Logical
Numeric
Character
Character
Character
Character
Date
Date
Memo

Width
10
10
8
10
10
10
40
10
11
10
10
1
1
1
11
1
4
20
20
20
20
8
8
10

Dec

2
5
2
2

5
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Breed File
Data File Name:
Field
1
2

250

DATA16.DBF

Field Name
Type
SPECIES
Character
DESC
Character

Width
10
40

Dec
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Recall File
Data File Name:
Index File Name:
Notes File Name:
Field
1
2
3
4
5
6
7
8
9
10
11

DATA17.DBF
DATA17.CDX
DATA17.FPT

Field Name
DESC
CLIENT
PATIENT
EMPLOYEE
DATE
PROCEDURE
TYPE
SYNC_ID
SYNC_REC
SYNC_STAT
NOTES

Type
Character
Character
Character
Character
Date
Character
Character
Numeric
Numeric
Numeric
Memo

Width
40
10
10
10
8
10
10
4
10
4
10

Dec
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Estimate Header
Data File Name:
Index File Name:
Field
1
2
3
4
5
6
7
8
9
10
11
12
13
14

252

DATA19.DBF
DATA19.CDX

Field Name
CLIENT
PATIENT
EMPLOYEE
INVOICE
DATE
CHARGES
PAYMENTS
TAX_RATE
TAXABLE
TAX
BALANCE
SYNC_ID
SYNC_REC
SYNC_STAT

Type
Character
Character
Character
Numeric
Date
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric

Width
10
10
10
10
8
10
10
10
10
10
10
4
10
4

Dec

2
2
5
2
2
2
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Estimate Detail
Data File Name:
Index File Name:
Notes File Name:
Field
1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24

DATA20.DBF
DATA20.CDX
DATA20.FPT

Field Name
CLIENT
INVOICE
DATE
EMPLOYEE
CODE
PATIENT
DESC
AMOUNT
UNITS
DISPENSE
EXTENDED
TAXFLAG
TAXABLE
POSTED
INVENTORY
INV_POSTED
VAC_FLAG
VAC_MFG
VAC_TYPE
VAC_SERIAL
VAC_TAG
VAC_EXPIRE
VAC_RECALL
NOTES

Type
Character
Numeric
Date
Character
Character
Character
Character
Numeric
Numeric
Numeric
Numeric
Character
Logical
Logical
Numeric
Logical
Numeric
Character
Character
Character
Character
Date
Date
Memo

Width
10
10
8
10
10
10
40
10
11
10
10
1
1
1
11
1
4
20
20
20
20
8
8
10

Dec

2
5
2
2

5
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Archived Invoices - Headers
Data File Name:
Index File Name:
Field
1
2
3
4
5
6
7
8
9
10
11
12
13
14

254

DATA23.DBF
DATA23.CDX

Field Name
CLIENT
PATIENT
EMPLOYEE
INVOICE
DATE
CHARGES
PAYMENTS
TAX_RATE
TAXABLE
TAX
BALANCE
SYNC_ID
SYNC_REC
SYNC_STAT

Type
Character
Character
Character
Numeric
Date
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric

Width
10
10
10
10
8
10
10
10
10
10
10
4
10
4

Dec

2
2
5
2
2
2
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Archived Invoices - Detail
Data File Name:
Index File Name:
Notes File Name:
Field
1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24

DATA24.DBF
DATA24.CDX
DATA24.FPT

Field Name
CLIENT
INVOICE
DATE
EMPLOYEE
CODE
PATIENT
DESC
AMOUNT
UNITS
DISPENSE
EXTENDED
TAXFLAG
TAXABLE
POSTED
INVENTORY
INV_POSTED
VAC_FLAG
VAC_MFG
VAC_TYPE
VAC_SERIAL
VAC_TAG
VAC_EXPIRE
VAC_RECALL
NOTES

Type
Character
Numeric
Date
Character
Character
Character
Character
Numeric
Numeric
Numeric
Numeric
Character
Logical
Logical
Numeric
Logical
Numeric
Character
Character
Character
Character
Date
Date
Memo

Width
10
10
8
10
10
10
40
10
11
10
10
1
1
1
11
1
4
20
20
20
20
8
8
10

Dec

2
5
2
2

5
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Index
A
Alert Codes, 121
Using Alert Codes, 122
Appointment File, 242
Archive Paid Invoices, 209
Auto-Fill, 14

B
Backup, 1
AltaPoint Backup, 2
Restoring Files Backed up by the AltaPoint Program, 4
Batch Payments, 103
Billing Code File, 48, 244
Billing Codes File, 43
Adding a New Billing Code, 48
Deleting a Billing Code, 48
Finding a Billing Code, 48
Navigating, 48
Breed File, 248
Breeds, 65

C
Certificates, 75
Client Aging, 148
Client Billing, 43, 48, 53, 96, 98, 107, 111, 199, 244
Finance Charges, 111
Client File, 49, 58, 235, 236
Adding a New Client, 58
Client Notes, 61
Deleting a Client, 58
Documents, 55
Finding a Client, 58
Including a Photo, 59
Ledger, 53, 139
Navigating, 58
Client Ledger, 139
Client Statements, 32, 107, 111
Contact File, 86, 89, 237, 238
Adding a New Contact, 89
Contact Notes, 92
Deleting a Contact, 89
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Index

Finding a Contact, 89
Including a Photo, 90
Navigating, 89
Cost of Goods Sold Report, 154
Custom Forms
Filters, 187
Related Files, 175
Selecting Files, 174
Custom Reports
Column Properties, 163, 176
Column Titles, 164, 165
Column-Style Reports, 159
Printing Custom Reports, 171
Related Files, 162
Report Headings, 166, 167
Report Margins, 168
Selecting Files, 161

D
Data files not found, 12

E
Employee File, 36, 39, 233, 234
Adding a New Employee, 39
Deleting an Employee, 39
Employee Notes, 42
Finding an Employee, 39
Including a Photo, 40
Navigating, 39
Estimates, 106

F
File Formats, 229
Finance Charges, 111

G
Graph
Billing by Employee, 199
Graphics Categories, 32
Practice Analysis, 205
Receipts by Employee, 204
Graphical Report Writer, 189

H
HIPAA, 13
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I
Images, 81
Installation
Installing AltaPoint, 7
Multi-User Installation of AltaPoint, 7
Inventory Item List, 150
Inventory Reorder Report, 152
Invoice Detail File, 247
Invoice File, 246
Invoicing, 96

L
Laptop Synchronization, 33, 212
License Agreement, 6
Log off, 13

P
Passwords, 28
Patient File, 66, 70, 240
Adding a New Patient, 70
Deleting a Patient, 70
Documents, 82
Finding a Patient, 70
Including a Photo, 71
Navigating, 70
Patient Notes, 73
Transferring to another Client, 85
Vaccinations, 74
Practice Analysis Report, 146
Practice File, 230, 231, 232
Practice Information, 30, 109

Q
QuickBooks, interfacing with, 216

R
Recall File, 249, 250, 251, 252, 253
Receiving Inventory, 110
Reminders, 114
Creating Automatic Reminders, 114
Entering Manual Reminders, 115
Printing Reminders, 117
Reports
Bank Deposit Form, 156
Client Aging, 148
Client Ledger, 139
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Index

Inventory Cost of Goods Sold, 154
Inventory Item List, 150
Inventory Reorder Reports, 152
Practice Analysis, 146
SQL Queries, 158
Transaction Journal, 142

S
Scheduler
Entering Appointments, 126
Moving Appointments, 131
Repeat Appointments, 130
Searching Appointments, 131
Shortcuts, 132
Shortcut – Keys, 15
Species File, 239
Species Profile, 62
Adding a New Species, 64
Deleting a Species, 64
Finding a Species, 64
Navigating, 64
SQL, 158
Statements, 107
Split Billing Statements, 109
Store Documents, 55, 82

T
Task File, 243
Task Management, 93
Technical Support, 11
Temporary Log Off, 13
Transaction Journal, 142
Transfering a Patient, 85
Troubleshooting, 228
Tutorial, 16
TWAIN Interface, 41, 60, 72, 91

U
Utilities
Rebuild Data, 207
Rebuild Indexes, 207
Reset Balances, 208

V
Vaccinations, 74
Looking up Vaccination Tag Numbers, 76
Printing certificates, 75
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Voice Recognition, 137
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