
�
Before you start
Welcome to PIP, VetSCOPE’s Purchase Invoice Processing system. PIP is very easy to install and 
use and it masks a complex set of procedures behind the scenes.

To download and install PIP go to http://www.vetscope.ie/Products/PurchaseInvoiceProcessingPIP/
tabid/995/Default.aspx and watch the short installation video. Before you proceed ensure you have 
the following completed:

Signed and submitted a direct debit instruction and forwarded to accounts@vetscope.ie
Your VetSCOPE client number (available on any invoice or statement from VetSCOPE
Contact C&M for user name and password. Currently this contact is Róisín Collins 
rcollins@cmvet.ie 
Find out from C&M if there are multiple delivery addresses. If there are you’ll need user name 
and password for each. 
The last invoice number received from your supplier

Navigation
PIP has a very easy navigation system as you can see below. The whole menu system can be 
accessed from the navigation button on the top left of each screen.

Using PIP for the first time
After completing the setup procedure a first time user should do the following:
1. Import the price list
2. Create an order
3. Download invoices
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4. Link products in Supplier price list with VetSCOPE price list
5. Post invoices to VetSCOPE

Import Price List
Choose “Import Price List” from Main Menu. 

• If its the first time you’ve done this then all items will be brought in and last import date will 
be set to today’s date. 

• If its not the first time then only items that have changed on the C&M server since last 
import date will be changed. You will then be brought to a screen that will show you the 
items that have increased/decreased. You will have an opportunity to push these changes 
to your price list in your VetSCOPE database

Placing an Order

Choose “View Orders” from the Main Menu. This will bring you to the main Order screen. There 
you can do the following:

New Order 
Create a new order. You will be asked to fill in your user name and password and if you have 
multiple delivery addresses you will need to select the correct one. You can then add on the 
products that you wish to order as line items.  

Change Supplier 
Change the Supplier to which the order will be submitted
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Creating Order
To create a new order, please do the following:
1. click on the new order button and select the supplier and appropriate password. 
2. To order an item click on grey + sign on the left of the screen on the first line of the order. 
3. Enter part of the name you wish to search for in the Search Prices window and press enter
4. Click to select the item you require or:

1. Refind to search again or
2. Cancel to finish

5. Once the item is selected enter the quantity you wish to order
6. Add additional order items by repeating the steps above

Placing the Order 
Click on the Place Order button to submit order to server. If there is a problem submitting the order 
you will get a message detailing the problem, otherwise it will say that the order has been 
successfully submitted. 

Order Acknowledgement
The order will be acknowledged within a few seconds (depending on internet speed). Lines in the 
acknowledgment column in Green will be fully dispatched. Lines in Red will not be fully dispatched.

Note: Items partially acknowledged will require the user to decide to leave them on back 
order or contact the supplier directly to cancel the back order.
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View Invoices Screen
From the main menu choose “View Invoices”. This will bring you to the main Invoice screen. From 
here you can do the following:

• Get invoices - Download all the invoices from the server since since the last invoice 
number that you downloaded. 

• Delete Marked Transactions - Delete all marked transactions. If you try to delete a 
transaction that hasn’t been exported to VetSCOPE you will receive a warning.

• Show posted/ Show unposted - this will show all the invoices that have been posted to 
VetSCOPE/show all the invoices that haven’t been posted to VetSCOPE.

• Post to VetSCOPE - This will export marked transactions to VetSCOPE. If there are errors on 
the invoices you will not be permitted to export them.

• Find - search invoice list by date, invoice number etc.
• Click the grey button beside the invoice number will bring you into the invoice detail screen.
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Invoice Detail Screen
Click on any invoice line to see the Invoice detail screen. From here you can see detailed 
information about the invoice. You can also do the following:

• Get Invoices - This does the same as the Get Invoices button on the List Invoices screen.
• Find Invoices - search by date, trans ref, VetSCOPE Ref Code etc.
• List - brings you to the List Invoices screen
• Post to VetSCOPE allows you to post this invoice to VetSCOPE. If there is an error you will not 

be permitted to post the invoice. 

Fields on the Invoice Detail screen
• Supplier - The supplier ID (in VetSCOPE) and Name and address as you have filled them 

out in your VetSCOPE database.
• Date - This is the date that the supplier has on the transaction
• Trans. Ref - This is is the Supplier’s reference number for the transaction
• Exported - will be set to the timestamp when you exported the transaction to the 

VetSCOPE database. It will be blank if it has yet to be exported. 
• Order Number - Your order number from when you ordered the product
• VetSCOPE Ref Code - This is the Accounts ID in VetSCOPE (the A number). It will be
    blank if it has yet to be exported.
• Post to VetSCOPE - tick if you wish to mark this invoice for export for use in the list 

screen using “Post to VetSCOPE”
• Error Field - If there is an error on this invoice there will be some red text indicating what the 

problem is e.g. if one of the line items relate to products that do not exist in VetSCOPE.
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Line Items:
• Supplier Code: The Supplier’s part number for this item
• VS Code: Your code in your Prices & Codes section of VetSCOPE. Will be blank if 

you haven’t created/linked it yet.
• Description: This is the SUPPLIER’S description of the item. If this is blank this means that this 

item doesn’t exist. This can sometimes happen if an new product has been order from the rep 
before the item has appeared in the Supplier Price List. If this happens you should contact your 
supplier
• Batch/Expiry: The Batch number and expiry date.
• Qty: Quantity ordered
• Unit Price: Price per unit as per supplier
• Vat Code: Vat code as per supplier
• Ex VAT/Vat/Inc VAT: Total for the line item
• Discount: This field is currently unused but it would contain discount if there was any. The            

totals would include the discount.   
• View Button: This takes you into the the View Price Details screen (see below)

Linking Supplier prices to VetSCOPE price list
Lines displayed in Red generally mean that the product does not exist in VetSCOPE. This 
means there is no product in VetSCOPE associated with this product in the PIP price list. Click 
on the VIEW button on the line item to make the link. This only has to be done once per item.

www.vetscope.ie 16/1/2017 Page �  of �6 8

http://www.vetscope.ie


�
To complete the linking procedure do the following :
You can get to this screen by pressing the VIEW button on the line item of any product in the 
Invoice Detail Screen. This screen shows the item in the PIP price list. You can do one of the 
following

The system will initially attempt to offer possible suggestions in the section at the bottom of the 
window. Simply clicking on the match will make the link and the window will close. Alternatively:

• If you know the code type it in to the Red VetSCOPE Pharmacy Code box and click Close.
• Search VetSCOPE Prices to find the product in your VetSCOPE database.
• Create Product in VetSCOPE Price List - if you are sure the product does not exist in your 

price list already i.e. if it is a new product that you haven’t sold before. If you choose this option 
you have the opportunity to enter a markup which will calculate the retail price. You may edit this 
new item in VetSCOPE later if you wish.

Posting to VetSCOPE
Once all the items in the invoice are in black and there are no errors the invoice may be marked for 
posting by ticking the tick box on the top right.
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Show Marked for Posting
It might be preferable to click on the list button from the invoice detail screen to see all invoices. 
Use the tick box on this screen to mark invoices for posting to VetSCOPE. To group these together, 
click the “Show Marked for Posting button at the top of this window.

Only transactions without errors can be posted to VetSCOPE. Transactions marked for posting will 
be ignored when posting occurs.
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