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This guide will show how to run a
report to get a list of active clients
and send a bulk message via Email
or SMS.

This is for practices who don’t use
Rapport and use the inbuilt RoboVet
feature. This guide assumes you
have Email and SMS configured
already.

Click the RoboVet icon in the top
left of the window and select All
Reports.

it ) Gt Frid Sk Uiy

0l clher seiecled producks. [SH5 enabled]
hacked

The RoboVet Reports pop up
window will appear, and you will be
on the Animal tab.

Click the Client tab, highlight List
Clients and click Run.

Close will close the RoboVet
Reports window.

Script Presentation

| Mext »» I
ot

Merges the repart data into Microsaft Word

The Script Presentation window will
appear.

Click Mail Merge to Microsoft
Word, SMS or Email then click
Next.

Quit will return you to the RoboVet
Reports window.
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Client Report Dption

H i I%' e The Client Report Option window

will appear.

e Click Filtered Client List and click
Next.

Clients are selected according to specified filters.

.‘

The Client Filters list will appear.

® |l L ]
000 |l _ o
O | et ey e This section is where you choose
G Tosn iy 9 the parameters for the clients you
G oo wish to contact by setting filters.

Client Registration Date [*4LL DATES®)

Client Type []

Deht Severity [

Aimnal Cor ion Diate Range [*ALL DATES®)
ient Trawel Band

e A * next to the filter name means no
filter is set or for date range filters it
is looking at all dates.

Specify the date range of the consultations for the client's animats (4L
DATESY

Robo

e If you wish to set filter details,
highlight the filter you wish to set
and click Next.

|Filtered Client: Yisit Date Range From ° Depending on the fllter‘ you WISh to
o3e || aipae: RN use, you will be presented with
o T | [E=T] further choices to set your filter
H | Mach2ma ] )

_8 fij 1252 E fyj 111 155 135 e Here we have selected the Animal

include . .
O ||rpzzzaa Consultation date range filter; we
(ol | can contact clients who have visited

the practice in the last year.

o Remove the tick from All Dates so
you can choose a Start Date. You
can type in the date or choose from
the calendar.

e When you have entered your start

date, click Next to set the end date
and click Next to set the filter.
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Client Towin or City [ ;l Hest >> |

Client Pastoods [*]
Client Helding Murnber (2 << Back
Client Riegistration Date (*5LL DATES®)

Client Type [ Small Animal, ‘2 Famer', ‘3 Equine’, 4 Charity', 'S Healt. |
Debt Severity [Momal)

Animal Consultation Date Range [19/03/2019 to 19/03/2020)

Client Travel Band [%)

Client Origin 1

Client Notes 4

Client Alerts

Client Exclusions

Clients Inactive (No)

covetrus &

Continue to set any other filter
choices, such as alerts, client types
or debt severity.

Highlight the filter, click Next to
make the choices and click Next to
set the filter.

E Finish entering client fiters and continue
Client Hilters . .
. o r Note that the Animal Deceased filter
oge o Extcions is set to report on clients who have
Clients Inactive [No]

Charity (2
No VAT [
No Appointments Allowed ] |
Credit Limit [-1 to 939959)

Ani 4
Animal Age (#LL AGES]
Animal &ccount Tems ()
Animal Type [

Animal Species )
Inchude Moved Animals Mol

Specily whether or not the animal is deceased [*)

deceased animals as well.

You need to think about whether
you want to exclude clients who
have a deceased animal (and no
living animals).

Client Filters

Client Notes (] -
Client Alerts

Client Exclusions

Clits Inactive (No]

Chariy 7

MaVAT [

o Appointments Alowed '] _
Credit Limit [-1 to 393339

&nimal Deceased [Nat Deceased)
Animal Age [ALL AGES?)

Animal Account Terms [

Awimal Type ()

Aimal Species [7)

Include Moved Animals Mol

To get a list of clients with at least
one living animal, set the filter to not
deceased.

Client Filters

Allowed to be Sent Marketing Text Messages [Yes,Na) -

Allowed to be Sent Marketing Email [Tes.Ma)

Allowed to be Sert Marketing Post [Yes No) £¢ Back

Allovied to be Sent InvoicesdS tatements by Email [ves Na)

Has Mobile [YesNa)

Execlude from Appointment remindars [¥es, Na)

Exclude from Home Treatment reminders [ves,MNo)
selude from Pradtice bicl remipders [Yes,No)

Consent Date Range [*aLL DATES®)

Personal Data Check Date Range [*4LL DATES®) j

Finish entering client fillers and continue

Normally you should make your filter
choices in line with your practice
privacy policy and GDPR guidelines.
However, as the comms you wish to
send out is not marketing but giving
clients advice regarding attending
the practice during the COVID-19
outbreak, then you can leave these
filters.

Leaving the filter as (Yes,No) will

find all clients regardless of GDPR
choices.
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Client Filters

Robo

Allowed to be Sent Marketing Text Messages [Yes No]
Allowed to be Sent Marketing Email (Ves.MNa)
Allowed to be Sent Marketing Post [ves Mao)
s b bl oices /S tatements by Email (VesMNa)
Hazs Email [Y'es Na)
Has Mobile [Yes Mo]
ient reminders (Ves.No)

Exclude from Home Treatment reminders [Yes Mo]
Exclude from Practice Vigit reminders [Yes.No)
Canzent Status [Cansent Given)

Canzent Method [¥]

Cansent Date Range [*4LL DATES®)

Personal Data Check D ate Range [ALL DATES™)

‘l Mest s> I
<¢ Back

Finizh entering client fiters and continue

covetrus

Remember to choose the method by
which you are wanting to contact
these clients and choose an
appropriate client filter.

For example, selecting Has Email
(Yes) will give you a list of clients
you can email.

For a list of clients to text, you would
then run the report again with the
same other filters but select the Has
Email (No) and Has Mobile (Yes)
filters.

For a postal clients list set both the
Has Email and Has Mobile to No.

This way, although you must do up
to 3 reports, you can tailor comms to
the method used (for example, SMS
has more restrictions on the
character length of your message).

It also means you are less likely to
both email and text a client and use
the method most suitable for them.

Leaving the filter as (Yes,No) will
find all clients regardless of whether
they have an email address or
mobile number on their record or
not.

Lensedto be Sent Marketrg T

o
n Pesscesd Dot Chock Data Fange 1AL DATES"| |

1
e (AL DATE

Disphays Chss with consent satus: [Coevers Ghven]

Go to the Consent Status
(Consent Given) filter.

Consent Status

m

Consent Revoked

Meat >
<¢<Back |F

The default is set as Consent
given, however you should change
this to show Consent Given and
Consent not Given.

This because not all practices use
this field (consent is implied through
the lawful basis of legitimate
interest).
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L] Clent Home Suigery (AL BRANCHES")
Client Name (7]
Client Adeess (1
Client Town o City [1]
Client Posteade 1]
Clignt Holding Nurber (%]
Client Registrafion Date (4L DATES*)
Client Type [1 Small dnimal, 2 Famer', '3 Equine!, '4 Charly’, 5 Healt
Dbt Severty (Homa)
Animal Consultation Date Range (19/03/2019 te 13/03/2020)
Client Travel Band 1

Finish entering client fiters and continue

Robo

&« Back
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When you have set all your filter
choices, highlight CONTINUE and
click Next.

Filtered Client Report Opti

imal Information

<< Back

Orly report cliznt information

The Filtered Client Report Options
window will appear.

Choose whether you want your
report to be Clients Only or Include
Animal Information by highlighting
the option you want. In this case
choose Clients Only.

Click Finish to run the report.

When the report has run the

(e RoboVet Documents window will
| appear.
Copy |
Renove. | Choose the document you wish to
Pootes | use by highlighting it.
If you do not have a document
_ e | already set, click New to add one.
5SS
pint | If you have not used the mail merge
P | type for this report before, then no
[~ Show docurnents for all surgeries Close | documents WI” be dISpIayed.
To add a new document, click New.
L Pomal ot =
e 5M5 Contact Edit
Copy
Remove
Properties
: Ermnail
| SMS
i Print
Presiew
[ Show documents for all surgeries Cloze
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+ Email Cantact
- Postal Contact
i 5MS Contact)

N

ew Docurnent Edit

(kf

Y
Nane: [ [Email comms re Covid19 | Capy

Surger: il
gen [ |iliput Fremave

Ll L]

pleklk [f

Falder: ‘
Properties

Source
e e o

1 F\Ienam{ [Email comrms re Covid19 I -] Ermail
Template: ‘ J

Prompt for printer: [

i Pririt

Prexview

[T Show documents for all surgeries Close

covetrus

The new document properties
window will appear.

Enter a name — put something in to
indicate if it's an email, SMS or
postal document. This will help
when choosing the correct send
option later.

Click onto the Filename field and
this will be auto populated with the
same as the Name.

Click OK.

View Help O Search

COVID-19 Update

Until advised otherwise, we are open as normal — here are some guidelines to help both humans and

animals stay safe and healthy.
If your pet needs veterinary attention and:

* You have been overseas within the last 14 days
*  You're experiencing symptoms
o Needtoself-isolate
Please phone us for advice and we can make a plan.
In line with social distancing recommendations, we are keeping waiting times to a minimum. We ask
you to:

[ Rules - K <h
T Match Fields B
erge
[ Check
Wiite & Insert Fields Preview Re

This will then open word in Mail
Merge mode. It will use your client
report information as the available
merge fields and merge data.

Type in the required wording.

This example is for an email
communication.

If this is for a text message, it is
limited to 300 characters (2
messages).

You may wish to paste in a link to
your practice website or Facebook
page for clients to check current
information instead, as this may
change dalily.

References Mailings Review View Help 2

B B Do
1=l = = S5 =%
""" 4.5 Match Fields
Address{ Greeting Insert Merge

Block Line Field ~

Write & Insert Fields

Add in any suitable merge fields
such as a greeting line.

Insert Greeting Line

Greeting line format:
Dear ~ Mr. Randall ~1 |- hd
Greeting line for invalid recipient names:
Dear Sir or Madam, <
COVID-19 Updaf Frevisw
Here is a preview from your recipient list:

Until advised ot 1 b

animals stay saf

Dear Mr Anderson,
If your pet need

Correct Problems
.
If items in your greeting line are missing or out of order, use Match Fields
. to identify the correct address elements from your mailing list.

. Match Fields...

Please phone us Cancel

Click OK to insert the greeting line.
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= [ s = Y e This will show as a merge field.
safq Edit H\gh]gh( Address Greeting Insert Merge szt IR | =1 Find Recpient
Recipients - Recipient List | Merge Fields Block  Line Field~ 8 Results | [ Check for Errors
COVID-19 Update
until advised otherwise, we are open as normal — here are some guidelines to help both humans and
animals stay safe and healthy.
If your pet needs veterinary attention and:
e To preview what this will actually
look like, click on the Preview
Results button.
References Mailings Review V\EEV\VR | Help 2 ° You Can also use the Inset Merge
Eh X 2 Rules = < . . .
Bl ks vacnriss | Field button to insert specific
Highlight Address GreetingfInsert Merge Pr " .
MergeFielés ock Lne | Fild= || R RoboVet fields into your document.
Write & 1 Last_Name
First_Name
Title
Addresss
Town_Or_City
PostCode
[ | e When you have finished creating the
File Home r‘t Design Layout References document, C“Ck Save
BB R B _
Envelopes Lobels | StortMail  Select Edit Highlight o Do not close the mail merge
Merge ~ Recipients ~ Recipient List | Merge Fields
Create Start Mail Merge document yet'
Dear Mr Anderson,
COVID-19 Update
e Then click OK to save in RoboVet
Email comms re Covid19 New
Email Contact — too .
iy
Capy . . H
— e This will then close the mail merge
RV5Doc X

DB Press Ok when you have finished editing the document.
WY press cancel if you want to cancel the changes you have
= made.

Bint
Presicw
Clase

[ Show documents for all sugeries

document.
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Robovet Documents
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You can edit the document (and can

s = edit it later when running any client
B report), by highlighting t%le d){)cument
u and clicking Edit.
Propeities
- Edit the word document and save in
B the same way as before.
BEC
e e e e for el g enee ﬂi
flobovet Documents The document is ready to use,
EnalConae e highlight it and click on the
iy = appropriate comms method.
Copy
_Penore | Preview will allow you to preview
_Prmeiss | the highlighted document as it will
appear to clients in your report
Email results.
SMS
f Close will close the RoboVet
— Documents and report window so
™ Show documents for all suigernies Cloze youcan Start agaln from the
beginning.
. Click Email, SMS, or Post to
it j choose the method you are using to
S Lo | contact the clients in your report
e | results.
This must tally up with the
-‘ ot highlighted document you have
! o created so you Email the Email
.‘ document and so forth.
I Preisw
™ Show documents for ll swgeres G|

Sending Email

Description:

Ermail Covid-13

There are BE Emailz to Send

Breview ‘ Cloze

The mail merge document is
generated, and you will be given the
opportunity to preview the Emails or
messages before sending.

Click Preview if you want to preview
all the comms before sending.

Click Send to complete.
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(o) WEDARIGHSE SRS ORI . i
E/’ Clients Product List Orders Organiser i SMS and EmallcontaCt WI” appear
V| Queued /| Failed @ All Clients =~  All Sources ~ ‘\' In the Communlcatlons tab In
2 V| s e N RoboVet when the contact choice
SMS - Emall | Delivered All dates ~ e has run.
Type Status Show Action

e Print will allow you to print letters or
Ml ten labels to attach to postal contact,
Rbvereey _ e | depending on how you set these up.
' _os |
‘r— Show dacuments for 2l surgeries %
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