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Welcome to Avimark!

Avimark is the electronic medical charting system that we use here. This manual is intended for
those completely new to Avimark, or who just haven’t used it in a while.
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Different parts of of the screen
Once you find your client, there are a few different parts of the screen to note.

Client Information:

Patient Information:

Medical History:
Will include such
information as
Heartworm tests,
examination notes,
vaccinations given,
etc.
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Account number can be found on the FAR
UPPER RIGHT corner

To find scheduled appointments, click on the
highlighted tab and find the one for the date you
are looking for.

Under the “Attachments” section, you'll have
notes entered, photographs and attached
documents. These will turn checked and red for
when something is attached to a specific
treatment. To open them, click on the red
attachment you want to open.
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Our Schedule
Our surgery schedule takes up the far left of our AVImark schedule.
The top of the schedule designates the “Lanes” of scheduling, the table on the left designates
the time of the appointment.

The  way surgeries are scheduled does not indicate the actual time of surgery, rather the drop
off time we have discussed with the client. Dog drop off starts at 8:00am and cat drop off starts
at 8:30.

For surgery scheduling, the “lanes” have been divided into the types of surgery we are doing
and how many of that type, then color coded further for more information at a glance.

To change what day of the week you are looking at, the days are listed as tabs on the very
bottom left.
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Our Wellness Clinic schedule is farther to the right, you will need to scroll to see its entirety.

The PINK lane is appointments booked for our Sit N Serves mobile location. At the top will be
listed what location we will be at that day.

The GREEN lanes are for our on-site appointments.

These appointments are booked in 10 minute increments, or 5 minute increments depending on
what they are scheduled to get.

There are some unfilled appointment slots in the 5 minute lane that are beige in color. The
spaces between the 10 minute slots are greyed out so that they are not overbooked.
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Now your adventure begins!

Good morning! There is a client outside in the parking lot for Wellness or Surgery
check-in!

You look at the spreadsheet and see that they have an appointment and their account number is
listed- Go to page 8

You look at the Check-In spreadsheet and see that there is no appointment and no account
number - Go to page 13

Good morning! The phone’s ringing in Call Center!

They are a previous client and you need to find their account - Go to page 13

They are a new client and you need to create an account - Go to page 9
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Find the Account using the Account Number

It will bring you directly to the account associated with that number.

Now find the pet!
Is this a pet we’ve seen before? Continue below.
Is this a new pet? Go to page 10

Find the correct pet
Check the Name of the pet in the patient information section of the page.

If it’s not the right pet, check the tabs at the bottom of the page.

To continue checking in your pet for Wellness or Surgery - Go to page 26
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Creating a New Client

To create a new client, right click in the Client Information area and select NEW.

This window will open and you will collect and fill out all highlighted fields then hit OK.

After hitting “OK” it will autoprompt you to create the first pet on the account.
To create a new pet, continue to the next page.
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Creating a New Pet

To create a new pet, right click in the patient information area and select “NEW.”

This window will open and you will collect and fill out all highlighted fields then hit OK.

If the birthdate is unknown, simply check that box and fill in the age. If the sex is unknown, there
is an unknown option that can be updated after we have examined the pet.

To Schedule an appointment for this pet - Continue to the next page.
To Enter in treatments for this pet to check it in for Wellness - Go to page 16
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Scheduling an appointment
While on the account and patient that you are wanting to make an appointment for, click the
calendar to open up the schedule.

Select the appropriate time on the calendar
in the correct lane and right click and select
“NEW”
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Fill out the notes section with the appropriate information and enter the treatments in the upper
right box by right clicking in that section and selecting choose.

For more information about choosing treatments - Go to page 16

To take a prepayment - Go to page 20
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Finding Accounts without the Account Number

Searching for Client/Pet
The first thing you’ll want to do after you log in, is to find the client and pet you are looking for.

You can do one of two things;
1. You can hit the “escape” key

2. You can click the magnifying glass in the top left corner

Either way, the result will be the same and this window will appear!
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You can search using a multitude of methods, the best ways to find the client you’re looking for
are:

● Account Number (If you know it, fantastic! You will definitely get to the right client)
● Phone Number (A solid second. With hope, no one changed phone numbers and can’t

remember their old one.)
● Client last name and/or patient name (You may end up with a lot of options, ask follow

up questions to determine the correct account)
● Pet Microchip number! (AKA Patient ID: Always use this when we encounter a chip in

the wild!)

You want to be able to narrow down your search as much as you can. If you only put in the
clients last name, you’ll end up with a lot more options than if you include one of their pets name
or phone number.

If the client does not have an account with us - Go to page 9
If you have found the correct account and are ready schedule an appointment -Go to page 11
If you have found the correct account and are ready to check them in as a walk-up appointment
for Wellness - Go to page 16



15

Checking In an Appointment
To Check in a pre-made appointment, go to the the “SCHEDULE” tab in the Patient Information
section.

RIGHT CLICK the appointment with the
correct date, there may be other
appointments listed.

Select “CHECK IN”.

This pop-up window will appear. Click YES to have the treatments added to the patient.

If a client has appointments for multiple pets, a window will appear asking if you would like to
check them all in at once. To help keep tags and microchip numbers straight, click no and check
them in individually.

IF you are checking in for WCC and you have no additional treatments to add -You’re done!
IF you are checking in for WCC or Surgery and they would like to add more treatments -
Continue to the next page.
IF you are checking in for Surgery and you have no additional treatments to add - Go to page 19
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Entering Treatments, Diagnoses, and Items
To get to treatments you have a couple options. F7 is the shortcut key,  or you can Right Click in
the patient medical history section. From there, go to Choose, then Treatments (or Items
[shift+F7] or Diagnosis [ctrl + F7]).

Under categories, if you’re unsure of the name of the treatment, and to make sure that you’re
only using items we’re currently using, there are different options. The most common ones you’ll
use are farther down the list and shown on the next page.
You can use the FIND search bar to look for something specific, say an A la carte Microchip.
Always make sure you’ve got the right doctor selected. Those “doctors” are based on what
department of the clinic it’s coming from. If a dog is in for a neuter and getting a rabies, that
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rabies will be entered with a “Surgery Clinic” doctor, if it’s coming through Wellness, it will have a
“Wellness Clinic doctor.

In the actual list of treatments shown, there are a lot of ***. Those *** means that those are
packaged items and not priced for individual sale. If you are adding something a la carte, make
sure that it has a price next to it and ask your supervisor for clarification if needed.

Other categories farther down the list.
Under “Pantry Admin” you’ll find things like
“bags of food” “pantry application issued or
received”, etc.

Under “Spay & Neuter” you’ll find the
packages for surgery. Select one of those
treatments, and then when it’s applied to the
patient, it will list out everything included in
that bundle.

Only use subsidies listed under “Currently
Available”

We use Doctor treatments to specify who
did what surgery, triage, or gave a rabies.

For subsidies and for processing fees, you
will need to change the amount. The easiest
way would be to just change the number
here before hitting “Done”. Subsidies are
automatically negative, processing fees will
be positive. Make sure these subsidies are
assigned the correct “Clinic Doctor” as well.
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The Items Inventory and Diagnosis Lists are
laid out much the same way.

Under diagnosis, this would also be where
you enter in any Doctor Recommendations,
Medical Notes, or to Refer to a Full Service
Veterinarian.

Do you need to add notes or alerts about the pet or client? -Go to page 22 (Pet) 24 (Client)
Do you need to collect payment? -Go to page 20
Are you checking in for Wellness and ready to pass along the paperwork? - YAY! You’re done!
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Posting Treatments, Items, and Diagnosis
When checking out a client from Wellness, checking in a pet for surgery, or adding treatments,
items, and/or diagnosis during SOSR, you will need to post after you are done. Posting does a
couple of things, it says “We did this!”, adds charges to the account to track whether or not they
have paid, and it opens the payment window.

Click on the $+ (Highlighted and circled in red) to post the treatments you have added.

When you click the post button, this window will pop up.

This has the date that the items were done, the amount that those items costs, the invoice
amount, and what they still owe.
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To Take a Payment
After posting, this window will appear. To take a payment at a later time then you posted, just go
through the posting process again.
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Change the payment type, amount taken, and the doctor accordingly.

Click DONE when you are ready. Or if you are posting without taking payment, click cancel.

PRINT the invoice or CLOSE if the invoice is not needed.

Do you need to enter notes or alerts?
Yes? -Continue to the next page.
No? -YAY! You’re done!
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To Enter Notes On Treatment
To enter a note on a specific treatment, highlight the treatment and hit F5 or Right Click on the
treatment and choose NOTES.

Pet Alerts
The most often used Pet Alerts are for vaccine reactions, fearfulness, or aggression.
To add an alert, make sure to add why under diagnosis.
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RIGHT CLICK into the patient information section and select CHANGE.

Choose from the drop down list under CODES for why you want the alert.

Write the reason, anything that you did that would
help (muzzles, towels, trazodone, etc), and check
the box for “Medical Alert” to change the alert to
RED.
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To Enter Notes On Client
Create a tab specifically for notes by creating a “New Pet” and naming it (dot)Notes if the client
does not already have this. Leave the rest of the patient information empty.

Under this NOTES tab,
enter in your notes by
going to TREATMENTS
(F7 or RIGHT CLICK in
medical history area), and
choose the appropriate
treatment under “Client
Communications” or
“Administration.”
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Enter in the notes in the window that appears or highlight the treatment and hit F5 or RIGHT
CLICK and select “NOTES”. Make sure to be thorough in your notes and initial.

Client Alerts
To enter an alert on a client, either for payment, communication difficulties we have had in the
past, etc., RIGHT CLICK into the Client Information section and select ALERT. Every time this
client’s account is open, the alert will appear for whomever to read it.
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Printing Surgery Admission Forms and Wellness Service Forms

RIGHT CLICK into the
Patient Information
Area  and choose
“DOCUMENT.”

If you want to print
copies of the
document for multiple
pets, check the boxes
of the pets you wish to
print for.
Do not print the Canine
forms for Felines or
Feline forms for
Canines.

Double click into the “Document box” and select the appropriate document. Click Print.

To continue checking in a pre-made appointment - Go to page 15
To continue checking in a Wellness Walk-Up appointment - Go to page 16


